
 

 

CONTRACT SUMMARY DOCUMENT 
 
Contract # (enter contract number) 
Contract Title:  (enter title of contract) 
 
 
Shared Services - Procurement has awarded a contract for the purchase of (enter good or service here).  
Contractors are as follows: 
 
OR 
 
piggybacked onto the (insert name of agency) cooperative contract # (insert contract number) for the purchase 
of (enter good or service here).  Contractors are as follows: 
 
 

Good/Service Contractor Purchase 
Order # 

Contact person Contractor Address 

On-Site 
Destruction 
Services for 
Documents and 
Hard Drives 
 

Assured 36281 Alex Cordier 
alex@shreddinglv.com 

(702) 614-0001 
 

255 W. Somewhere 
Somewhere, Az 

Off-Site 
Destruction 
Services for 
Documents and 
Hard Drives 
 

Iron 
Mountain 

36282 Kiernan Riley 
Kiernan.riley@ironmount

ain.com 
(602) 614-1261 

 

255 W. Anywhere 
Anywhere, Az 

 
 
How to use this contract:  Describe how a department is to use this contract. Complete the applicable 
following categories, add and delete others if need be.  Include references to where the information is located 
in the pdf contract. (Examples: Details in Tab 2, Pages 54 - 58. Details in B. Scope of Work, 2. Repair 
Services, Pages 54 – 58)  
 
Summary 
Description  
 

Provide a brief overview of the contract including if it is available cooperatively 
through National IPA or in conjunction with a named agency(s). 
 
If there is more than one vendor on the contract, clearly describe which 
groups/items/goods/services were awarded to each vendor.  (Don’t just say “Group 
1”, as the reader will not have knowledge of the solicitation and what items are in 
Group 1.  Rather, say “Group 1 – Business Cards”.) 
 
If more than one vendor was awarded the same items, how are departments to 
choose which vendor to use?  Are they simply free to select the Contractor that best 
meets their needs, or are they to request quotes from all firms and then determine 
which one best meets their needs? 
 

Products Discuss products offered. Describe products for green/sustainability, private line, 
product categories, custom products, etc. 
 



 

 

Services  Discuss services offered. Describe services for recycling, repairs, consulting, training, 
education, inventory solutions, sourcing, audits, safety, LEED, small business 
program, etc. 
 

Contract Term Initial (one) year agreement from (June 1, 2018) through (May 31, 2019) with option 
to renew for (four (4) additional (one) year periods. 
 

Pricing 
 

Discuss pricing model. Is it firm fixed, discount off MSRP or list, net pricing, catalog 
discounts, multipliers, core list, customizable core list, customer specific pricing, 
volume discounts, seasonal discounts, market basket, labor rates, etc.? 
 

Freight 
 

Discuss freight. Is it FOB Destination, or something else?  Is there a minimum order 
required to avoid fee?  Do they have warehousing and distribution centers?   
 

Ordering  
 

Discuss ordering procedures.  Is there a dedicated online website? Does it require 
setting up an account? Is it mandatory? By phone, email, over-the-counter, will call, 
emergency orders, EDI, eProcurement, eCommerce, etc.?  
 
If DRs are required, state that they are required.  
 
If there are any special procedures, describe them.  For example, for safety shoes, 
there is a form that has to be filled out before ordering.   
 
 

Invoicing 
 

Discuss invoicing requirements.  Are invoices sent to a central location or multiple 
department locations? Describe what information is required on the invoice. Describe 
requirement attachments to support the invoiced amount. 
 

Payment Terms and 
Methods 
 

Discuss payment terms. Indicate if Contractor accepts payment by pCard, check or 
virtual payables. If Contractor accepts pCard, are there any fees?  Is it mandatory?  
List the prompt payment discount terms.  List the payment terms.  
 

Warranty 
 

Discuss warranty of products and services.  
 

Other 
 

Attachments – Attach forms that are required such as an ordering form, participation 
form, etc.  
 

 

Special Contract Provisions 
 

FTA?     
FHWA?     
HUD?   

Special Contract Provisions – Discuss any notable contract provisions that customer 
should be aware of. Examples are deliverables, reporting, government regulations, 
property access, background investigations, business reviews, required meetings, 
etc. 
 

Deliverables 
Reports 
Meetings 
 

 

 
Background 
Investigations 
Access 

 



 

 

 
For questions on this contract, please contact (insert name of PCO, SCO, or CS) at (insert office phone 
number and email address).   
 
 
Direct Release Policy (IF DRs ARE REQUIRED, INCLUDE THIS SECTION.  IF NOT, DELETE.) 
 
Effective June 13, 2017, the financial encumbrance threshold was increased to $50,000. A DR must be 
created when the DR is $50,000+.  Issue a DR when the potential or actual annual spend for multiple 
purchases for the contract will be 50,000+.  At the discretion of the Department, a DR may be created for 
orders less than $50,000. 
 
When the DR has been paid in full, the DR will show a “closed” status in OPIS.  
 
A DR is not required for items that are acquired online or point-of-sale using pCard.  
 
If you have created a DR and have processed the payment by pCard, you must notify AccountsPayable-
Finance@tucsonaz.gov to close out the DR. 
 
If you did not create a DR and the amount is $50,000+, your partial will be returned to you so that a DR can be 
created.  Accounts Payable cannot process your payment without a DR. 
 
 


