Supply Request Form
Instructions
In an attempt to improve the level of service to the organization a detailed set of instructions for completing a Supply Request Form is provided below. This form is used for all procurements. A complete and accurate Supply Request Form will be processed expeditiously; while an incomplete, inaccurate form or an old quote will be held up or returned to the originator for correction and resubmission. Vendor quotes must have an expiration date that has not passed the TFG processing date of the PO. Failure to complete the form accurately, completely, or an out of dated quote will result in a delay in placing the order and thereby delaying the shipment. 

Managers are reminded to review before signing to insure a second level of review for completeness and accurate information. 

Reminder: All orders over $5,000 will require multiple quotes. If using a statewide agreement the quotes can be requested through the RFQ process. The RFQ and all quotes must be attached to the Supply Request Form along with the required additional documents such as, license terms, maintenance terms, support terms or a statement of work. If the selected vendor is not the lowest bidder then a justification must be provided as to the choice of vendor. The additional documents such as contracts, terms or Statements of Work (SOW) must be reviewed by Legal.

All fields must be completed.  Do not leave a field blank.  If the field is not applicable to your procurement, enter NA. If you are not sure what to put into a field then contact someone in your office or TFG.
Required Fields and Definitions – If not applicable indicate NA
	Field
	Description of How to Use

	Date Prepared 
	Current date that the document is prepared

	Prepared By
	Name of person who prepared and submitted the form

	Phone
	Phone number of the person who prepared and submitted the form 

	Asset Owner 
	Name of ITD team or ITD person to notify when asset is received

	Phone
	Phone number of the Asset Owner listed 

	Project Manager
	Name of person to contact with questions about the requested purchase

	PM Phone 
	Phone number of project manager 

	Asset Owner Unit#
	The 4 digit code of the Asset Owner’s unit

	IT Solution/Application
	Name of Application (from Service Catalog) or IT Solution offered. Use the link 
http://www.mass.gov/?pageID=itdintranetterminal&L=3&L0=Home&L1=IT+Service+Management+(ITSM)&L2=End2End+Service+Excellence&sid=Aitdintranet&b=terminalcontent&f=itsm_e2elogins&csid=Aitdintranet  to find the approved IT Solution/Application selections.  If it is not listed get pre-approved from the Service Management Team.

	Statewide Contract or RFR Number 
	Master Agreement number of the Statewide Contract or RFR number that will be used for the goods and/or services. A listing of Statewide Contracts and RFR’s can be found at http://www.comm-pass.com 

	Service Request Number 
	The E2E Service Desk Service Request number. Used when there is a BAR or VPN

	Activity 
	Used for Chargeback to Direct Charge to another Agency;  requires a BAR 

	Service Offering Unit (3)
	Unit(s) fiscally responsible for the purchase 

	Object 
	From the Office of the Comptroller’s Expenditure Classification Handbook located at http://knowledgecenter.osc.state.ma.us/KC/Home.asp Click on Publications and Reports. 

	Appropriation 
	Funding Source 

	Program 
	Required for Capital Accounts Only 

	Amount 
	Total Dollar Amount to be encumbered for the current fiscal year. This must match the attached quotes or contract documents.


Vendor Information
	Field
	Description of How to Use

	Vendor Code
	If known- necessary for non statewide agreement purchases

	Vendor Name 
	Required – verify for accuracy 

	Vendor’s Mailing Address 
	Required – verify for accuracy 

	Vendor Contact 
	Required – verify for accuracy 

	Email 
	The vendor’s Email address – Required – verify for accuracy 

	Vendor Phone 
	Required – verify for accuracy 

	Vendor Fax 
	Required – verify for accuracy 


Shipping Information

	Field
	Description of How to Use

	Shipping Code
	ITD-SHP (for Boston), ITD-CHL (for Chelsea) or other

	Address 
	Required – location where goods and/or services are to be sent 

	Attention 
	All Boston hardware/software–Ray Jones. All Chelsea hardware/software–Chris Benanti or Alan Quatrale. All other commodities to contact person 

	Phone 
	Phone number of Facilities person receiving the shipping contents(Boston= Ray Jones/Chelsea= Chris Benanti or Alan Quatrale)

	e-mail
	e-mail address of Facilities person receiving the shipping contents 


Goods/Services

	Field
	Description of How to Use

	Type of Goods/Services check box
	Check which type of purchase: Hardware, Software, Services or Other. If procurement includes more than one, check more than one box and provide details in description field. Details must make it clear as to what is hardware, software or services.

	Description line
	Describe what is being purchased

	Quantity
	Number being purchased 

	Price 
	Unit price 

	Total 
	Quantity x Price (this will calculate)

	Grand Total 
	Sum of Total lines (this will calculate)

	Justification /Special Instructions
	If quote is a result of a posting on Comm-pass the RFQ posting number must be entered here. Use this space to provide additional information.


Maintenance and Maintenance Out years

	Field
	Description of How to Use

	Maintenance Services
	Provide maintenance or consulting contract services start and end dates

	Service Offering Units (spread out across the top)
	Unit #(s) of Service Offering Group(s) who are responsible for ongoing maintenance of asset. It is the responsibility of the requestor (or their manager) filling out the supply request form to confirm this information with the bureau that will be responsible for support. Capital funds can not be used for maintenance and support.

	Fiscal Year  (1 line item per year)
	Maintenance projections per fiscal year over the next 3 consecutive fiscal years

	Amount
	Amount. In most cases this will be an estimate.

	# of years maintenance included in the attached quote.
	Enter the number of years  of maintenance that is included in the attached quote

	Note: Vendor quotes for maintenance services must have start and end dates


Signatures

	Field
	Description of How to Use

	Approved by and date
	Signature and date of approving Manager

	Print name
	Printed name of approving Manager

	CFO Signature
	Signature and date by CFO


The following field is for TFG staff use only:

Accompanying legal documents reviewed:  Initials of TFG staff when accompanying legal documents have been reviewed

* UAPM Finance Administrator initials and date: Used only when the hardware or software purchase has been entered into UAPM system.
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