August 2010 Reminders
· Multiple year commitments 

· New contracts should be on a requisition with lines for each fiscal year.  GMIS just made the change to the Review & Submit pages of the requisition to allow you to enter multiple distribution lines on each line more easily

· Change orders and renewals should be added to the purchase order when the executed contracts are received.  GMIS may have to step in to help update the purchase order budget date.

· ICPR forms website – be sure to enter your network user id and password to access the forms.  Example: the PEN Products business card order form and the fillable Request for Delegation of purchasing authority

· The new IDOA contracts manual/class is still be finalized – watch for more information to come

· The EDS (Executive Document Summary) manual has been updated and the new workshop added to our monthly rotation of classes.

· Be sure you are keeping current on Asset clean up and encumbrance clean up on requisitions and purchase orders.  Several resources available on the ENCOMPASS and IDOA Training and Resources websites.  

