Information Sheet for Legal Documents/Contracts


SMU Information

	Date:


	SMU unit:  

	Contact name:  

	Contact phone:  

	Contact e-mail:  



Contract Information
	Contracting business name:  

	Contact name:  

	Contact phone:  

	Contact e-mail:  

	Term of agreement/contract:  

	Annual cost:  

	Total value:  

	Brief description of contract purpose: 




Risk Management Requirements
	Category from Risk Management web site:

	   Are that category’s standard insurance requirements in agreement:  
⁪ Yes  ⁪  No  

   If no, has the different limit cleared risk management: 


⁪ Yes  ⁪  No




Bid/Proposal Information

	Number of bid or request proposals received:

	Bid close date:

	Low bid:

	If low bid is not used, provide information:



	Next two bidders/proposal values:  

   
Vendor ______________________________    Amount  $ _________________

   
Vendor ______________________________    Amount  $ _________________

   

	Source of funds on bid:  


Change Order on Project Contracts

	Within original source of funds budget:     




⁪ Yes  ⁪  No

	New source of funds identified:  


Service or License Renewal – Other Information
	Previous time period:  

	Previous contract price:  

	Reason for change from previous time period (i.e. increase in number of user licenses, change in number of units serviced, change in services requested):  
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