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Copier Maintenance Requisitions

1. From the Shopping Dashboard of Cardinal Purch, choose the Cost
Contract form in the Special Forms section.
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2. Insert the Supplier Name and select.
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Enter “Purchasing Department” as the supplier if you cannot find a suggested source in the search, or if you want the Purchasing Department 1o select sources. Please note that purchases over $25,000.00 must be posted an ESBD and are open to al

Cost Contract Form bidders/proposers. If you would like 1o suggest anew suppller fillout the section below
Mew Supplier S ——
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This form shoulkd most often be used for
contracted services, independent
contractors/consultants, service and repair
contracts that have been awarded for a fixed
amount and requiring multiple payments.
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Please attach W9 here.

A Cost Contract s an agreement betweenthe | Intemal Aflachments
University and a Contractor, Supplier, or Consultant
for atotsl fixed price amount and periodic Ack tachevents size Date

payments (usually monthly) and in indeterminate

amounts over the lfe of the agreemen, The It applicable, suggested source name

‘amount of the individual payments could be Supplier Contact Name
calculated on & percentage of completion or cther
documented basis. The total value of the Cost Supplier Contact Email

Contract could be increased or decreased with
change orders to reflect changes in the scope of
work. Please provide Fax#

I most cases, the quantity will be “One” and the | S PPIe! Fax Number Required

Unit of Measure will be “Lot”. Competitive Bids or | Please provide information for the Buyer
Propasals will be required to determine the.

Contractor, Supplier,or Consuftant

Supplier Contact Phone
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3. Complete the Product/Services Description

A. Include the following information for the Contract Base Rate Line:
e Make/Model
e Equipment ID Number
e Serial Number
e Note if the charges are Annually, Quarterly or Monthly
o Note the cost
B. Include the following information for Estimated Overages on a
separate line:
e Cost for B/W copies
e Cost for Color copies

Product Description \ \ Catalog No Size / Packaging Unit Price  Quantity Ext.Price  []

1 CopyMachine Service Contract BASE ($70 per quarter) | Music Building, Room 106 | Ricoh MPC4504ex - Serial Number 280.00 1 280.00UsD [

37M641351 - Equipment ID # 03558 | more info
/ Internal Note o note
Internal Attachments

External Note no note
Attachments for supplier

Y

2 v CopyMachine Service Contract OVERAGES (50.008 per B/W copy over 3000 per quarter; $0.085 per color copy) | Music 1,00.00 1 110000050 []
Building, Room 106 | Ricoh MPCA4504ex - Serial Number C737M641351 - Equipment ID # 03558 | Total Amount NOT

Guaranteed| | more info

) Accounting Codes values have been overridden for this line view/edit

Internal Note nonote
Internal Attachments

External Note o note
Attachments for supplier

Supplier subtotal 1,380.00 USD

hipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and workflow approvals. Subtotal 1,380.00

Total 1,380.00 USD



