
Introduction to Term Contracts
WARNING:  Do not use term contracts for products or services paid for with Federal, State or Special Funds.  

Term contracts may contain provisions that conflict with Federal or State provisions.  City departments must contact their assigned City Attorney for applicable provisions, procedures and relevant fund requirements.  You may also wish to contact the grantor for advice.

The grantor’s rules regarding competitive bidding are often different from the City’s, and so you must verify what procedures to follow, which often depend on how large a purchase you plan to make.

You may find that you may still purchase term contract items from the same vendors, but you must tell the vendors that the purchase is not part of the City’s term contract.  The price may be different in that case.
*

1.
New format for monthly report of term contracts
Purchasing is trying out a new format for the monthly information we post on term contracts.  We used to post two Word documents listing all the 135 or so term contracts, one sorted by vendor name and the other sorted by the description of the product or service.

With the September 2007 list, we’re switching to a single file, an Excel spreadsheet, sorted by product or service.  Each contract takes up one row; in the Word documents, it was two rows.  So this is easier to read.  And it’s easy to sort.  If you need it sorted by vendor name, then you can do that and save the new version.

2.
What is a term contract?
If a department in City government needs a lot of something, either a product or a service, Purchasing will conduct a competitive bid for it.  If the department needs it (whatever it is) all at once, then Purchasing creates a purchase order.  If the department needs it over time (usually at least a year), then Purchasing creates a term contract.

The term contract allows the department to order as much of the commodity or service as it wants, whenever it wants, limited only by the term contract’s duration and dollar limit.
There are about 170 term contracts in existence.

3.
List of term contracts
On the Forms Center you’ll find an Excel spreadsheet which is the monthly list of all term contracts.  The file contains this information:  
· Term contract number
· Product or service

· Start and end dates
· BPSF number
· Vendor number and name
· Vendor contact name and number

· Purchasing contact name and number
You can look up line item information in ADPICS as described in section 5 below.  If you need more information than the spreadsheet or ADPICS provides, please call the Purchasing contact and we can e-mail you the contract itself.
4.
Term contract numbers and Citywide blanket numbers

Purchasing uses a five-digit numbering system for term contract bids and the resulting term contracts.  For example, Term Contract 75942 is for asphalt that DPW uses to fix streets.  When Purchasing bid that contract, it was bid number 75942.

When a term contract is awarded, Purchasing creates a citywide blanket in ADPICS, and the blanket number has the following format:


BPSF0000nnnn

Departments can issue releases against the ADPICS blanket to order what they need.

Term Contract 75942 for asphalt was awarded to three vendors, and Purchasing created a citywide blanket each vendor, as follows:

· Granite Rock


BPSF00003214

· Hanson Aggregates

BPSF00003215

· West Coast Aggregates Inc
BPSF00003216  

That numbering format is difficult to read, so in the spreadsheet Purchasing reformatted the number like this:


BPSF-3214

We can’t change what the number looks like in ADPICS, but we can make it easier to read in documents like this one and on the Forms Center.  If you look up the citywide blanket on ADPICS screen 2342, remember to use the ADPICS format, BPSF0000nnnn.
5.
After Purchasing establishes a citywide blanket, what do departments do?
To buy something that’s on a citywide blanket, departments create purchase order releases in ADPICS, thusly:

· Go to ADPICS screen 2360, “Direct Purchase Order Writing.”
· Tab down to the BPO/SchedCall field.

· Enter the BPSF number:   BPSF0000nnnn.

· Press F10.

That brings in the information from the citywide blanket, and you can select the line items you want to order.
6.
Getting the term contract’s line item information
Before creating the release, you may want to review the term contract’s line item information, such as:
· Description

· Price

You can get that information from ADPICS, thusly:

· Go to screen 2342, “Blanket purchase order writing.”

· Enter the BPSF number of the term contract.
· Press Enter.  This brings up the blanket.

· Press  F6, View Doc.

· Tab to the first line item you’re interested in.  Type S.

· Press F12, Specs.  Line item information will appear.
· To move from one line item to the next, press F5, Next.
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