COUNTY OF MONTEREY STANDARD AGREEMENT
(NOT TO EXCEED $100.000)

This Agreement is made by and between the County of Monterey, a political subdivision of the
State of California (hereinafter “County™) and:
Monterey Bay Systems ,

(hereinafter “CONTRACTOR”).

In consideration of the mutual covenants and ‘conditions set forth in this Agreement, the parties
agree as follows:

1.0

1.01

GENERAL DESCRIPTION.

The County hereby engages CONTRACTOR to. perform and CONTRACTOR hereby

agrees to perform, the services described in Exhibit A in conformity with.the terms of this

Agreement. The goods and/or services are generally described as follows:

Provide Ty networked muit|-funct|on copler/pnnters to include maintenance, repair
and toner supphes L

20 PAYMENT PROViS‘IONS.

2.01

: County shall pay the CONTRACTOR in accordance with the payment provisions set forth

in Exhibit A; subject to the limitations set forth in this Agreement.” The total amount
payable by County to CONTRACTOR under this Agreement is not to exceed the sum of
$ 50,000.00 - :

3.0 TERM OF AGREEMENT

3.01

3.02

The - term of this Agreement is- - from = August 1,2015 to

July 31, 201 8 . -unless sooner termmated .pursuant to the terms of this
Agreement.  This Agreement is of no force or effect until signed by both CONTRACTOR
and County and with County signing last, and CONTRACTOR may not commence work
before County signs this Agreement - e

The County reserves the right to cancel thls Agreement or any extension of this
Agreement, w1thout cause, with a thirty day (30) wrltten I‘lOthC or with cause immediately.

4.0 SCOPE OF SERVICES AND ADDITIONAL PROVISIONS.

4.01

The following attached exhibits are incorporeted herein by reference and constitute a part of
this Agreement:

Exhibit A Scope of Services/Payment Provisions
Provision of one Konica Minolta Bizhub 951 multi-function copiers with 100 Sheet Staple
Finisher, 2/3 Hole Punch and 20 AMP Surge Protector options as noted on attached quote

form, and
one Konica Minolta BizhubC454e multi-function copiers with 50 Sheet FS-534 Stapler, 3/3

Hole Punch and 15 AMP Surge Protector options as noted on attached quote form.
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5.0 PERFORMANCE STANDARDS.

5.01 CONTRACTOR warrants that CONTRACTOR and CONTRACTOR’s agents, employees,
and subcontractors performing services under this Agreement are specially trained,
experienced, competent, and appropriately licensed to perform the work and deliver the
services required under this Agreement and are not employees of the County, or immediate
family of an employee of the County.

5.02 CONTRACTOR, its agents, employees, and subcontractors shall perform all work in a safe
and skillful manner and in compliance with all applicable laws and regulations. All work
performed under this Agreement that is required by law to be performed or supervised by
licensed personnel shall be performed in accordance Wrth such hcensmg requirements.

5.03 CONTRACTOR shall fumrsh at 1ts own expense all materlals equipment, and personnel
necessary to carry out the terms .of this Agreement except as otherwise specified in this
Agreement CONTRACTOR shall not use County premrses property (mcludmg

performance of its obhgatrons under thlS Agreement

6.0 PAYMENT CONDITIONS

6.01 - Prices ‘shall, remam ﬁrm for the 1mt1al term of the' Agreement and thereafter ‘may be
adjusted annually ‘as provrded herein. The County does not guarantee any mmlmum or
. maximum amount of dollars to be spent under this Agreement ) e

Lv6.012 v 'Negotlatrons for rate changes shall be commenced by CONTRACTOR a minimum of
. ninety days (90) prior to the explratlon of the Agreement. Rate changes are not blndmg
unless mutually agreed: upon in ertlng by the County and the CONTRACTOR

6.03 Invorce amounts shall bc bllled dlrectly to the ordermg department

6.04 CONTRACTOR shall submrt such invoice per1od1cally or at the completron of servrces but
- in-any event, not later than 30 days after completron of services: The invoice shall set forth
"~ the amounts clarmed by CONTRACTOR for the previous perlod together with an itemized
‘basis. for the amounts claimed, and such other’ information pertrnent to the invoice. The
County shall certify the invoice, either in the requested amount or in such other amount as
the County approves in conformity with this Agreement, and shall promptly submit such
invoice to the County Auditor-Controller for payment ‘The County Auditor-Controller shall

pay the amount certrﬁed w1thm 30 days of rece1v1ng the certlﬁed invoice.

7.0 TERMINATION.

7.01 During the term of this Agreement, the County may terminate the Agreement for any
reason by giving written notice of termination to the CONTRACTOR at least thirty (30)
days prior to the effective date of termination. Such notice shall set forth the effective date
of termination. In the event of such termination, the amount payable under this Agreement
shall be reduced in proportion to the services provided prior to the date of termination.

7.02 The County may cancel and terminate this Agreement for good cause effective immediately
upon written notice to CONTRACTOR. “Good cause” includes the failure of
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7.03

CONTRACTOR to perform the required services at the time and in the manner provided
under this Agreement. If County terminates this Agreement for good cause, the County
may be relieved of the payment of any consideration to CONTRACTOR, and the County
may proceed with the work in any manner, which County deems proper. The cost to the
County shall be deducted from any sum due the CONTRACTOR under this Agreement.

The County’s payments to CONTRACTOR under this Agreement are funded by local, state
and federal governments. If funds from local, state and federal sources are not obtained and
continued at a level sufficient to allow for the County’s purchase of the indicated quantity
of services, then the County may give written notice of this fact to CONTRACTOR, and
the obligations of the parties under this Agreement shall terminate immediately, or on such
date thereafter, as the County may spec1fy in its notice, unless in the meanwhile the parties
enter into a written amendment modlfymg this Agreement B

8.0 INDEN[NIF ICATION

8.01

Contractor shall 1ndemn1fy defend, and hold harmless the County of Monterey (hereinafter
“County™), its officers, agents and employees from any claim, liability, loss, injury or
damage arising out of, or in connection with, performance of this Agreement by Contractor

‘and/or its agents, employees or sub-contractors, excepting only loss, injury or damage

caused by the neglrgence or willful misconduct of personnel employed by the County Itis
the intent of the parties to this Agreement to provide the broadest possible coverage for the
County. The Contractor shall reimburse the County for all costs, attorneys’ fees, expenses
and liabilities incurred with respect to any litigation in which the Contractor is obligated to
1ndemn1fy defend and hold harmless the County under this Agreement

9.0 INSURANCE REQUIREMENTS.

9.01

9.02

9.03

: : Evrdence of Coveraoe - ' : :
Prior to commencement of thrs Agreement the Contractor shall provrde a “Certificate of

Insurance” certifying that coverage as requrred herein has been obtained. Individual
endorsements executed by the insurance carrier shall accompany the certrﬁcate In

- addltron the Contractor upon request shall pr0v1de a certrﬁed copy of the pohcy or policies.

This - verrﬁcatron of coverage shall be sent - to the County s Contracts/Purchasmg
Department, unless otherwise directed.” The Contractor shall not receive a “Notice to
Proceed” with the work under this Agreement until it has obtained all insurance required
and the County has approved such insurance. This’ approval of insurance shall neither
relieve nor decrease the 11ab111ty of the Contractor

Qualifying Insurers ~E

All coverage’s, except surety, shall be 1ssued by companies which hold a current policy
holder’s alphabetic and financial size category rating of not less than A- VII, according to
the current Best’s Key Rating Guide or a company of equal financial stability that is
approved by the County’s Purchasing Manager.

Insurance Coverage Requirements: Without limiting CONTRACTOR s duty to indemnify,
CONTRACTOR shall maintain in effect throughout the term of this Agreement a policy or
policies of insurance with the following minimum limits of liability:
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Commercial General Liability Insurance, including but not limited to premises and
operations, including coverage for Bodily Injury and Property Damage, Personal Injury,
Contractual Liability, Broad form Property Damage, Independent Contractors, Products and
Completed Operations, with a combined single limit for Bodily Injury and Property
Damage of not less than $1,000,000 per occurrence.
(Note: any proposed modifications to these general liability insurance requirements shall
be attached as an Exhibit hereto, and the section(s) above that are proposed as not
applicable shall be lined out in blue ink. All proposed modifications are subject o County
approval.)

Business Automobile Liability Insurance. covering all motor vehicles, including owned,
leased, non-owned, and hired vehicles, used in prov1d1ng services under this Agreement,
with a combined smgle llmlt for Bodlly Injury and Property Damage of not less than
$500,000 per occurrence. :
(Note: - any proposed modi f catlons 1o these auto insurance. requzrements shall be
attached as an. Exhibit hereto and the section(s) above that are proposed as not
applzcable shall be lmed out in blue mk All proposed mod f catzons are subject to County
approval s . ) . . :

' ”Workers _Com pensatwn Insurance 1f CONTRACTOR employs others in the

- performance’ of this. Agreement in accordance w1th Cahforma Labor Code section 3700

- . and with Employer’s Liability- limits not less than $1 000 OOO each person $1, 000 000 each
" “accident and $1,000,000- each disease. . - .

" “(Note: any’ proposed mod ﬁcatzons to these workers compensatzon insurance
requirements shall be’ attached as an Exhzbzt hereto “and the section(s) above that are
proposed as not applicable shall be lined out in blue ink. Al proposed modi f cattons are

_ subject fo County approval ) R, | N e N

: rofessmnal Llablllgf Insuranc 1f requ1red for the professmnal serv1ces bemg prov1ded
_(e.g., those persons authorized by a license to engage in a business or professmn regulated
s _bby the Callforma Busmess -and Profess10ns Code), ‘in” the amount of not " less than
‘ errors or ‘omissions’ made in the course of rendenng profess1onal serv1ces If professional
o 'llablhty insurance is wrltten on a “clarms—made” bas1s rather than an occurrence basis, the
CONTRACTOR shall, upon the exp1rat1on or earlier term1nat10n of this Agreement, obtain
extended reportmg coverage (“tail coverage”) w1th the- same llab111ty limits. Any such tail
coverage shall continue for - at - least ‘three years followmg the exp1rat1on or earlier
termination of this' Agreement. ; :
(Note: any proposed mod ifi catlons to these insurance requzrements shall be
attached as an Exhibit hereto, "and the sectzon(s) above ‘that are proposed as not
applicable shall be lmed out in blue mk All proposed modifications are subject to County
approval.) .

9.04 Other Requirements:

All insurance required by this Agreement shall be with a company acceptable to the County
and issued and executed by an admitted insurer authorized to transact Insurance business in
the State of California. Unless otherwise specified by this Agreement, all such insurance
shall be written on an occurrence basis, or, if the policy is not written on an occurrence
basis, such policy with the coverage required herein shall continue in effect for a period of
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three years following the date CONTRACTOR completes its performance of services under
this Agreement.

Each liability policy shall provide that the County shall be given notice in writing at least
thirty days in advance of any endorsed reduction in coverage or limit, cancellation, or
intended non-renewal thereof. Each policy shall provide coverage for Contractor and
additional insureds with respect to claims arising from each subcontractor, if any,
performing work under this Agreement, or be accompanied by a certificate of insurance
from each subcontractor showmg each subcontractor has identical insurance coverage to the
above requlrements L

Commercial - general - hablhty and automoblle llablhty policies shall provide an
endorsement naming the County of Montere\ its officers. agents, and emplovees as
Additional Insureds with respect to liability arising out of the CONTRACTOR’S work,
1nclud1ng ongomg and completed operations, and shall further provide that such insurance
is primary insurance to any insurance or self-insurance maintained by the County and that
the insurance of the Additional Insureds shall not be called upon to contribute to a loss
“covered by the CONTRACTOR’S insurance. ‘The' required- endorsement form for
Commercial General Liability Additional Insured is ISO Form CG 20 10 11-85 or CG 20
10 10 01 in tandem with CG 2037 10 01 (2000). The required endorsement form for
’Automoblle Addltlonal Insured endorsement is ISO Form CA 20 48 02 99

PI‘IOI" to the executlon of thlS Agreement by the County, CONTRACTOR shall file

certificates of insurance with the County’s contract . administrator and County’s

Contracts/Purchasmg Division, showmg that the  CONTRACTOR "has in effect the

insurance required by this Agteement. The CONTRACTOR shall file a new or amended

certificate of insurance within five calendar days after any change is made in any insurance
“ policy, which would alter the information on the certificate then on file. Acceptance or

approval of insurance shall in no way modify or change the 1ndemn1ﬁcatlon clause in this
' Agreement which shall contlnue in full force and effect '

‘ CONTRACTOR shall at all times durmg the term of this Agreement malntam in force the
insurance coverage required ‘under this - Agreement and shall send, without demand by
County, ~ annual ~certificates - to - County’s Contract Admlmstrator and County’s
Contracts/Purchasing Division. If the certificate is not received by the. expiration date,
County shall notify CONTRACTOR and CONTRACTOR shall have five calendar days to
send-in the certificate, evidencing no lapse-in‘coverage during the interim. Failure by
CONTRACTOR to maintain such insurance is a default of this Agreement, which entitles
County, at its sole discretion, to terminate this Agreement immediately.

10.0 RECORDS AND CONF_IDENTIALITY.‘ _

10.01 Confidentiality. CONTRACTOR and its officers, employees, agents, and subcontractors
shall comply with any and all federal, state, and local laws, which provide for the
confidentiality of records and other information. CONTRACTOR shall not disclose any
confidential records or other confidential information received from the County or prepared
in connection with the performance of this Agreement, unless County specifically permits
CONTRACTOR to disclose such records or information. CONTRACTOR shall promptly
transmit to County any and all requests for disclosure of any such confidential records or
information. CONTRACTOR shall not use any confidential information gained by
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CONTRACTOR in the performance of this Agreement except for the sole purpose of
carrying out CONTRACTOR s obligations under this Agreement.

10.02 County Records. When this Agreement expires or terminates, CONTRACTOR shall
return to County any County records which CONTRACTOR used or received from County
to perform services under this Agreement.

10.03 Maintenance of Records. = CONTRACTOR shall prepare, maintain, and preserve all
reports and records that may be required by federal, state, and County rules and regulations
related to services performed under this Agreement. CONTRACTOR shall maintain such
records for a period of at least three years. after rece1pt of final payment under this
Agreement. If any l1t1gat10n clann negotiation, audit exception, or other action relating to
this Agreement is’ pendmg at the ‘end of the three year penod then CONTRACTOR shall
retam said records unt11 such actlon is resolved '

10.04 Access to and Aud1t of Records The County shall have the rrght to examme monitor and
~audit all' records, documents;. condrtrons and activities of the CONTRACTOR and its
i subcontractors related to serv1ces provrded under thls Agreement Pursuant to Government

of $10, OOO the partres to thls Agreement may be sub_lect at the request of the County or as

~ part of any audlt of the County, to the examination and audit of the State-Auditor pertaining

- . to matters connected with the performance of thls Agreement for a perrod of three years
ol after ﬁnal payment under the Agreement . : , :

) 10.05 RO\ altres and Inventrons County shall have a royalty-free exclusrve and 1rrevocab1e
.o il llcense to reproduce, publish, and use, and authorize others to do so, all original computer
2 programs  writings, sound recordings, pictorial reproductlons drawings, and other works of
similar nature produced in the course of or under this Agreement CONTRACTOR shall not

: pubhsh any. such mater1al wnhout the prlor wntten approval of County

11.0. NON-DISCRIMINATION

I1. 01 Durmg the performance of th1s Agreement CONTRACTOR and 1ts subcontractors shall
“not unlawfully discriminate against any person- ‘because of race, religious ‘creed, color, sex,
-natronal or1g1n ancestry, physmal dlsablhty, mental d1sab111ty, medical”’ condltlon marital
pract1ces or in the furmshmg of services to rec1p1ents CONTRACTOR shall ensure that the
evaluation and treatment of its employees and apphcants for employment and all persons
receiving and requestmg services-are free of such discrimination. CONTRACTOR and any
subcontractor shall, in the performance of this Agreement, fully comply with all federal,
state, and local laws and regulatrons whlch proh1b1t discrimination. The prov1s1on of
services primarily or exclus1vely to such target population as may be designated in this
Agreement shall not be deemed to be prohibited discrimination.

12.0 COMPLIANCE WITH TERMS OF STATE OR FEDERAL GRANTS.

12.01 If this Agreement has been or will be funded with monies received by the County pursuant
to a contract with the state or federal government in which the County is the grantee,
CONTRACTOR will comply with all the provisions of said contract, to the extent
applicable to CONTRACTOR as a subgrantee under said contract, and said provisions shall
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be deemed a part of this Agreement, as though fully set forth herein. Upon request, County
will deliver a copy of said contract to CONTRACTOR, at no cost to CONTRACTOR.

13.0 INDEPENDENT CONTRACTOR.

13.01 In the performance of work, duties, and obligations under this Agreement, CONTRACTOR
is at all times acting and performing as an independent contractor and not as an employee of
the County. No offer or obligation of permanent employment with the County or particular
County department or agency is intended in any manner, and CONTRACTOR shall not
become entitled by virtue of this Agreement to receive from County any form of employee
benefits including but not limited to sick leave, vacation, retirement benefits, workers’
compensation coverage, insurance or disability benefits. CONTRACTOR shall be solely
liable for and obligated to pay dlrectly all applicable taxes, including federal and state
income taxes and social security; arising out of CONTRACTOR’s performance of this
Agreement. In connection therewith, CONTRACTOR shall defend 1ndemn1fy and hold
County ~harmless from -any and all hablhty ‘which County may incur because of
CONTRACTOR’S fallure to pay such taxes.

14.0 NOTICES

14. 01 Notices requlred under- this- Agreement shall be dehvered personally or by ﬁrst-class
' postage pre-paid mail to the County and CONTRACTOR’S contract admmlstrators at the

addresses listed below

FOR COUNTY: K FOR:CONTRACTOR:; '
Mike Derr, ConfréctslPuncnésing Officer. Nic Trudeau .
Name and Titl_e o | - Name and Title -
1488 Schilling Place - 325 Victor Street
Salinas, CA 93901" - Salinas, CA 93907
Address . T Address
831-755-4992  831-206-5355
~ Phone ~Phone -

150 MISCELLANEOUS PROVISIONS.

15.01 Conflict of Interest. CONTRACTOR represents that it presently has no interest and agrees
not to acquire any interest during the term of this Agreement, which would directly, or
indirectly conflict in any manner or to any degree with the full and complete performance
of the services required to be rendered under this Agreement.

15.02 Amendment. This Agreement may be amended or modified only by an instrument in
writing signed by the County and the CONTRACTOR.
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15.03

15.04

15.05

15.06

15.07

Waiver. Any waiver of any terms and conditions of this Agreement must be in writing and
signed by the County and the CONTRACTOR. A waiver of any of the terms and conditions
of this Agreement shall not be construed as a waiver of any other terms or conditions in this
Agreement.

Contractor. The term “CONTRACTOR” as used in this Agreement includes
CONTRACTOR s officers, agents, and employees acting on CONTRACTOR’s behalf in
the performance of this Agreement

Disputes. CONTRACTOR shall contmue to perform under this Agreement during any
drspute R A E 5

Assronment and Subcontractma The CONTRACTOR shall not as51gn, sell, or otherwise
transfer its interest or obllgatlons in this Agreement without the prior written consent of the
County None of the servrces covered by this Agreement shall be subcontracted without the

:'CONTRACTOR shall contmue to be lrable for the performance of all requlrements of thls

Agreement

Successors and Assrcns ThlS Agreement and the rrghts prrvrleges dutres and obhgatlons

. of the County and CONTRACTOR under. ‘this Agreement, o0 ‘the”extent assignable or
" 'delegable, shall be bmdrng upon - and i inure to the beneﬁt of the partles and the1r respectrve
successors, permlttcd 3351gns and hClI‘S : : ,

15.08

Comphance with Applicable Law The partles shall comply with all apphcable federal

L state and local laws and regulatlons in performmg thrs Agreement

15.09-
3 »terms of thls Agreement

15.10

Headlnus The: headmgs are for convemence only and shall not be used to mterpret the

.Tnne is of the Essence T1me 1s of the essence in each and all of the provrsrons of this

o Agreement

15.11

15.12

15.13

15.14

Governmﬂ Law Thrs Agreement shall be governed by and 1nterpreted under the laws of
the State of Cahfornla : " i - :

Non-excluswe Agreement. - ThlS Agreement is non-exclusive: and both County and
CONTRACTOR expressly reserve the rrght to contract with other entities for the same or
similar services.. , ,

Construction of Acreement The County and CONTRACTOR agree that each party has
fully participated in the review and revision of this Agreement and that any rule of
construction to the effect that ambiguities are to be resolved against the drafting party shall
not apply in the interpretation of this Agreement or any amendment to this Agreement.

Counterparts. This Agreement may be executed in two or more counterparts, each of which
shall be deemed an original, but all of which together shall constitute one and the same
Agreement.
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16.0 SIGNATURE PAGE.

IN WITNESS WHEREOF, County and CONTRACTOR have executed this Agreement as of the day

and year written below.

COUNTY OF MONTEREY

p—— %

/) )

f F/»@ Contract$/Pyfchasin ﬁ / A~

K ‘()M
Oy 27

By:

Department Head (if applicable)

Date:

Approved as to _-_Qrm1

By: / 5 2aain?
"‘f{ ﬁ‘-@?’ Couﬁrfy Counsel
Date: / 2/ 3 2} e
Approvéd as to Fiscal Ry 1310W
By: - AA/
ud1 ller -
Date:

Approved as to Li__abiﬁty Provisions®

By:

Risk Management
Date: '

By:

Date:

o By!,'

Date:

CONTRACTOR

Monterey Biigineas’ Systems

Contractor’s Business Name*
V4

\Signature of Chair, President, or
Vice-President)*

Name and Title

7-%0-45

s ésmn’( Kelli I‘/’Ur,jiy

— 0,

(Signature of Secretary, Asst. Secretary, CFO,
Treasurer or Asst. Treasurer)*

A&m&m Gaszalez . . P.

Name and Title

1-30-15

*INSTRUCTIONS: If CONTRACTOR isa corporatlon mcludmg limited liability and non-profit corporations, the full
legal name of the corporatlon shall be set forth above tooether w1th the 'signatures of two speclﬁed ofﬁcers If

partner who has authority to execute this Agreement on behalf of the partnership. If CONTRACTOR is contracting in an
individual capacity, the individual shall set forth the name of the business, if any, and shall personally sign the Agreement.

' Approval by County Counsel is required
’Approval by Auditor/Controller is required

*Approval by Risk Management is required only if changes are made in sections 7 or 8
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15.15 Authority. Any individual executing this Agreement on behalf of the County or the
CONTRACTOR represents and warrants hereby that he or she has the requisite authority to
enter into this Agreement on behalf of such party and bind the party to the terms and
conditions of this Agreement.

15.16 Intecration. This Agreement, including the exhibits, represent the entire Agreement
between the County and the CONTRACTOR with respect to the subject matter of this
Agreement and shall supersede all prior negotiations, representations, or agreements, either
written or oral, between the County and the CONTRACTOR as of the effective date of this
Agreement, Whlch is the date that the County 31gns the Agreement

15.17 Interpretation of ConﬂlctlnG Pr0v1510ns In the event of any conflict or inconsistency
between  the provisions of this - Agreement and the Provisions of any exhibit or other
attachment to ﬂ’llS Agreement the prov1smns of thls Agreement shall prevail and control.
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' AGREEMENT ROUTING FORM -
RQN #1275

For all County Agreements & Amendments |

Date: July 27, 2014

Vendor Name: Monterey Bay Office Products, dba Monterey Bay Systems
Title/Brief Descr of Agreement: Two Networked Multi-Function Copier / Printers

Originating Dept. Name:

County Counsel

Dept. Contact Person WITH phone # or extension: Lynda Campos, 5038

This Agreement or Amendment requires Board Approval: _no (yes/no)

MYA DETAILS (for the purchase order process)

NEW AGREEMENTS: AMENDMENTS:

Department # 1210 If you are amending an agreement

Unit# 8057 which had a start date of May 2011 or
later, please enter the MYA number
below.

Commodity Code(s) MYA# ves -

Other Instructions:

Other Instructions:

Approval Guidelines for All Agreements:
When using County boilerplate Agreement and PSA:

Route to vendor first for signature unless there have been line-outs made to the boilerpiate wording. Line
outs should be approved by County Counsel first.

When using non-standard Agreement:

Departments are required to obtain County Counsel's signature prior to obtaining the vendor’s signature
for any agreement that does not utilize a pre-approved boilerplate document.

ROUTING AND APPROVALS*
Each Approving Authority is requested to forward the Service Conlract to the next Approving Authority in
the order listed herein. Thank you.

Approving Authority: | Approval
Initials _

Comments: Date
Reviewed

1st

County Counsel Nz
(required)

/s,

2nd

Risk Management

3rd

(if necessary) o ,___' Vol
Auditor-Controller
(required)

NS

4th

Contracts/Purchasing
(required)

Return to Originating
Department

* In the event that one of the approving authorities has an issue with an agreement or its supporting
documentation and will not sign, the agreement shall be returned immediately to the originating
department’s key contact person identified herein along with a brief written explanation regarding the
issue. Once that issue is corrected, the department shall resume the routing process again by sending
the agreement directly to the approving authority who originally withheld approval. The original Routing
Form should be included for reference.

MYA #:

(to be assigned by Contracts/Purchasing)






