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	DATE:
	February 20, 2008

	TO:
	Personnel Responsible for Requisitions

	FROM:
	Purchasing Services

	SUBJECT:
	Continuing Order Requisitions (CORs)


The enclosed COR summary reports are provided to enable you to renew select blanket type orders. These summary reports are for your convenience and should not be returned unless there are corrections to be made to the contact name or address.

With the implementation of the new external requisition generator (Feb 11 2008), we are no longer distributing paper copies of CORs. Your summary report sheets have been updated with more information. The electronic information about each individual COR has been loaded for you in the new external requisition generator*. 

To renew a COR and generate the paper copy follow these steps:

1. Access the new external requisition generator which is available through My UW. It is located in the Requisition and Number Generator Module on the Services tab in My UW. 

2. Type the new requisition number listed from your enclosed summary sheet into the “requisition #1” field near the bottom of the main menu and click “Update Requisition”.

3. Review all details on the COR, vendor name and address, ship to address, department contact, amounts, description, and make any appropriate changes. Remember to click the “Save Item” buttons after completing your changes.

4. Enter the appropriate funding using SFS coding, and click “Save Item”. 
5. Prepare and route completed requisition as per your deans office procedure as you would for any other requisition. Requisitions must be and signed by the authorized Dean's office representative to be processed into a Purchase Order (PO) by Purchasing.
Blanket Orders:

CORs for Fixed Blanket Orders should be encumbered for the exact dollar amount.  CORs for Variable Blanket Orders will be encumbered for $1.

· A "Fixed Blanket Order" is a blanket order that commits fixed funds and uses the following SFS Account codes: 
· Services - 2200, 2201, 2210, 2230, 2260, 2270, 2271, 2620 - 2625, 2626, 2630, 3700, 6160, 7327, 7328 
· Rentals and Leases - 2300, 2305, 2320, 2625, 2330, 2335, 2340, 2345, 2350, 2355, 2360, 2370, 2410, 3810 
· Maintenance Contracts - 2460, 2480, 2630, 3840, 3845 
Software - 3150, 3151 
· Grants - 3840, 3845, 3910 

A "Fixed Blanket Order" will be encumbered for the exact dollar amount requested.  This is reflected in your CORs.
· A "Variable Blanket Order" is a blanket order without a fixed commitment, or one that does not use any of the SFS Account codes listed above. Encumbrances for Variable Blanket Orders have been changed to $1.00 on your CORs.
· SFS does not support Open Vendor Blanket Orders. No new Open Vendor Blanket Orders will be processed.  We recommend other purchasing techniques such as P-cards, Direct Payments, or blanket orders to named vendors be used instead.
· Blanket Orders for VWR have not been processed into CORs due to the addition of VWR as new lab supply prime vendor available through MDS.
Academic Support Services Agreements:

The intent and purpose of ASSAs are to provide a mechanism to procure Instructional, Research/ Consulting or Public Services of a sole source nature under the authority of the Board of Regents.

· ASSA CORs require the attachment of Sole Source justification annually.

· If your sole source justification form from the previous year(s) still applies, Purchasing will accept a copy of it with a current signature and date. If the justification needs to be updated, make all changes in RED.

· Forms can be downloaded from our website at http://www.bussvc.wisc.edu/purch/forms.html
Questions (for ASSAs only) should be referred to Carol Pearson (262-7780 cpearson@bussvc.wisc.edu) or Crescent Kringle (262-5321 ckringle@bussvc.wisc.edu) 
CORs that have been removed from circulation:
A summary sheet of those CORs not printed is attached.
· Prime Vendor Blanket Orders: We have removed blanket orders issued to Prime Vendors. Ordering from these vendors should take place through the Material Distribution Service Operations (MDS), using an MD number and placing orders electronically through the MDS Prime Vendor links (http://www.bussvc.wisc.edu/mds/mds.html).  The Prime Vendors are Grainger, AirGas, Office Depot, Fisher Scientific, VWR, and Dell (University Book Store purchases can be made using an MD# at the store).

· Open Vendor Blanket Orders:  Open Vendor Blanket Orders will no longer be processed.
DEAN’S OFFICE PROCEDURES for CORS
Review the COR, and if deemed appropriate, sign, date, and forward as follows. Please note that the encumbrance will appear in WISDM AFTER the purchase order is released by Purchasing Services.
· All CORs referencing fund 133 with account codes 2460, 2470, 2480 (maintenance & repairs), or 2300, 2305, 2310, 2320, 2625, 2330, 2335, 2340, 2345, 2350, 2355, 2360, 2370, 2410, 3810 (rental & leases), should be sent to Research & Sponsored Programs, Suite 6401 21 N. Park Street.

· All other CORs are to be sent to Purchasing Services, Suite 6101 21 N. Park Street, if they are being delivered; please direct them to the reception desk in Suite 6101 between 8:00am and 4:00pm.

If you don’t want to renew your COR simply ignore the entry on the summary report and take no further action.

*For additional information on the new external requisition generator visit the user guide, frequently asked questions, and help information which are available at: http://www.bussvc.wisc.edu/purch/req/ReqGenIns.html
For further information about all process changes as a result of program release visit: http://www.bussvc.wisc.edu/sfs/progrel/index.html
If you have any COR questions, please contact us at 262-1526.  Thank you in advance for your cooperation.
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