June 25, 1999

OFFICE OF PURCHASING LETTER NO. 103

TO:
All Departments and Agencies

SUBJECT:
Signature on Documents, Agreements etc.

One of the goals of the Office of Purchasing is to ensure agencies and vendors have successful and beneficial relationships.

One process, essential to meet this goal, is to have Purchasing's involvement in the modification of contracts and agreements.  Some examples of these modifications relate to software agreements, lease agreements, work statements or contract change documents.

Communication should occur with the Office of Purchasing (usually the buyer assigned to the contract) prior to commencing work or implementation of any change, modification, amendment, alteration, clarification, etc.  Working together, your agency and the Office of Purchasing can accomplish the following objectives:

· Modifications Are Understood By All Parties - The Office of Purchasing, working with your agency's contact, will work to ensure the change language is clearly understandable and enforceable by all parties of the agreement.

· Performance Issues Are Addressed - The Office of Purchasing and your agency's contact will discuss the vendor's performance in terms of the work performed for your agency and the vendor's experience's with other agencies.  These issues of performance can have an effect on the contractual language included in other agency contracts.

· Enforceable Signature Obtained And Placed In Official File - Ensure an appropriate enforceable signature (Office of Purchasing) is obtained on the affected documents.  Additionally, the signed document should be part of the Office of Purchasing's official file, the contract manager's file, the quality assurance contractor file and the vendor's file.  This is very important to ensure all terms and conditions of the contract can be enforced in situations of poor contract performance.
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In conclusion, it is important that the Office of Purchasing and your agency work together to obtain goods and services which provide success and the best value for the state.  This is one of the ways this goal can be accomplished.

If you have any questions or comments, please call David F. Ancell at 517-335-1646 or the appropriate Office of Purchasing Division Director.
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