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UAH Business Services Website

Contracts for Professional Services

Contract Amendment

Contract for Professional Services [2 with Terms and Conditions
heet

ginment Agreement =
Independent Contractor Form

Letter of Invitation (Sample) 2 * (Academic Departments Only)
Letter of Invitation (Template) & * (Academic Departments Only)
Sample Resolution

wW-9

The State of Alabama requires that a Vendor
Disclosure Statement be completed for all
proposals, bids and purchases in excess of $5,000.

University of
Alabama System

dmbvateaily Pirnis, dlmpribir Sevmg

VENDOR DISCLOSURE STATEMENT

In complianee with the policies of The Board of Trustees of the University of Alabama, The University of Alabama
System Office, this University, and with Alabama state law, this Disclosure Statement shall be completed on a per
contract basis for all contracts in excess of the statutory minimem provided in Section g1-16-82, Code of
Alabama 1975 , including but not limited to proposals, bids, and eontracts, including consulting/ professional service
contracts unless otherwise exempted ("Agreements”). The Board of Trustees of The University of Alabama reserves
the right to refuse to enter into or to cancel, without penalty, any contract or agreement with any entity or individual
who does not provide all of the information requested below, makes false or incomplete disclosures, or fails to
supplement or amend such disclosures if drcumstances change making the disclosures inaceurate or incomplete.

Definitions. For the purposes of this form, the following terms shall have the following meanings:

“Agreement.” Any single agreement, contract, memorandum of understanding, or grant document under
which goods or services are to be provided by You.

*  “Entity.” The corporation, partnership, sole proprietorship, individual or business of any kind in whose name
or on whose behalf the goods or services are being prov to the University,

¢ “Family Member.” Your spouse, dependent, an adult ehild and his or her spouse, o parent, a spouse's parents,
and a sibling and his or her spouse. The term "Dependent” shall include any person, regardless of his or her
lisgal residence or domicile, who receives more than 50 percent of his or her support from the public official
or emplovee  or his or her spouse, or who resides with the publie official or employee for more than 100
days during the reporting period,

s “Public Official.” Any person elected to public office, whether or not that person has taken office, by vote of
the people at state, county, or municipal level of government or their instrumentalities, including
governmental corporations, and any person appainted to take a position at the state, county, or municipal
evel of government or their instrumentalities, including governmental corporations,

+ “Relationship.” Limited to familial or busin vnature, or a personal relationship that the existence of which
creates a Conflict of Interest or the appearance of a Conflict of Interest that would require disclosure under

«  “UAS." The Board of Trustees of The University of Alabama, and its constituent divisions including The
University of Alabama System Office, The University of Alabama, The University of Alabama at
Birmingham, and The University of Alabama in Huntsville,

*  “You." Includes (1) the individual(s) or representative(s) of the Entity who (a) solicited the Agreement or (h)
are responsible for managing the account or relationship with the University, and their partners or co-
owners; and (2) any member of the of foregoing individuals’ immediate Eumiiy (that You know to have a
direct familial relationship with a UAS employee or official or family member of 8 UAS employee or official).

1. Name of Entity and Individual Completing this Form (may be completed by an authorized aceount
managerrepresentative)

Entity Name:

Individual Name:

Title:
Address Line 1:

Address Line 2:
City, State, Zip: Telephone:

Email:

Updated: September 2020
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Procurement Services

Banner Account Codes (Information) &

Contract for Professional Services 2 with Terms and Conditions

Prize Tax Data Form 8

Prize Tax Data Guidelines- [X

@Taxpayer Identification Number (W@_
Sales Tax ExemptionmFormr=

Sole Source Justification & Form &

UAH Taxpayer Identification Number (W-9) 63-0520830 A

Who to Contact by Commodity (Information) &

Vendor Disclosure Statement [2

A W-9 is required for all New Vendors and is also
required for any changes made to a Vendor’s
address. Procurement uses the information on the
W-9 to set up the Vendor in the Banner system.
Please make sure the W-9 form is properly signed
and dated by the Vendor.

rorn W=9 Request for Taxpayer e form fo fhe

P, M 24 Identification Number and Certification requester. Do not
[Tl ] Gt wowsw. . Forrm WS for srbructiorss arsd ths batest mfarmtiorn. send 1o the IRS.

Belars you begm, For gudance redaled Do the puposs of Fomm W-3, ses Pupose of o, besbow,
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E iy DG of tha folowing Sovon Homoe. cortaim onlites, nol ndsidwks:
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& 5 Adross mambor, sirodl, and apt of SUlE N0 500 Rsnactions. Aquesior's nama and addness (optional)
B iy satn, and 210 corln
T Lt accmnl mumbers) hoso [ophoml
| Part | INE Identification Number [TIN)
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UAH Business Services

Procurement Services

Banner Account Codes (Information) &

Contract for Professional Services [2 with Terms and Conditions
Prize Tax Data Form

Prize Tax Data Guidelines-

Request for Taxpayer Identification Number (W-9) Form

X Exemption Form=
Sole Source Justification & Form
umber (W-9) 63-0520830
Who to Contact by Commodity (Information) (2

Vendor Disclosure Statement

Other Helpful Documents
UAH OOC Contract Intake Form

Sole Source

The University of Alabama in Huntsville

Sole Source Justification
Requirements
Section 41-16-20 of the Alabama Code Federal requirements of the Office of Management
Budget (OMB circular A110 & A1323) mandates that all contracts of whatever nature for labor,
services or work or for the purchase or lease of materials, equipment, supplies or other
personal property, involving $75,000.00 or more made on behalf of the University of Alabama
in Huntsville be let by free and open competitive bidding by sealed bids. However, in rare and
unusual cases the Associate Vice President of Finance & Business Services or the Director of
Procurement & Business Services may waive the competitive bid process and approve a sole
source purchase. Completion of this sole source justification form is required for appropriate
review.

Definition

Sole Source is procurement in which only one vendor is capable of supplying the commodity or
service. This may occur when the goods or services are specialized or unigue in character.
Written Justification must be provided. "Sole” means “the one and only’.

Sole Source Justification

The declaration of a "sole source” purchase must be exercised judicially and always with good
faith. The goods or services "uniqueness” alone cannot qualify the producer or supplier of the
good or service as a "sole service” of a good or service under Alabama’s competitive bidding
laws.

A Sole Source Justification must show that an equitable evaluation of comparable products
has been made and that rejection of unsuitable products is based on technical deficiencies or a
combination of other reasons. In cases where no other comparable source is known, whether at
the manufacturer or distributor level, technical description of the product must be provided
which is adequate to allow Procurement to make a thorough search and evaluation. It is
important to remember that a sole source justification cannot be based on quality or price, since
quality is subjective and price must be evaluated via competitive bidding.

If any of the exception(s) below describe the reasoning for this purchase, thus
eliminating competition, proceed to complete the Sole Source Justification:

Product or service is unigue

Available from only one sole source

Compatibility of equipment or supplies (list equipment)

Item specifically required for use in conjunction with grant or contract
Reqguirement is of a proprietary nature

Approximately five business days are reguired to evaluate and process a sole source reguest.
You are asked to consider this when submitting a request, and allow sufficient time prior to
deadlines (guote expiration, grant expiration, etc.) for the sole source request to be evaluated.

Sole Source Justification Form  (PDF fillable format)

Rew 374

THE UNIVERSITY OF
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https://www.uah.edu/images/administrative/business-services/Forms/procurement-services/Sole_Source_Justification__Form_14.pdf

Sole Source Purchase

Applies to purchases over $75,000 that can only be supplied by one source, to the best of the

requester’'s knowledge.
A sole source cannot be based on price.
A sole source cannot be based on quality as this is a subjective evaluation based on opinion.

Q: What are the requirements for a purchase to be a sole source?

A: There are three requirements for a sole source: 1) Goods/ services offered must be unigue. 2) Uniqueness must
be substantially related to the intended purpose, use, and performance of the goods/ services sought. 3) The entity
seeking to be declared "sole source” must show that other similar goods/ services cannot meet the desired
objectives of the entity seeking goods/services.

THE UNIVERSITY OF
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Procurement Services

Banner Account Codes (Information) &

Contract for Professional Services [2 with Terms and Conditions
Prize Tax Data Form

Prize Tax Data Guidelines-

Request for Taxpayer Identification Number (W-9) Form
Sales Tax Exemption Form (&

Sole Source Justification & Form

UAH Taxpayer Identification Number (W-9) 63-0520830
Who to Contact by Commodity (Information) &

Vendor Disclosure Statement

Oth cuments
UAH OOC Contract Intake Form

Revised March 1, 2023 - 00C

OFFICE OF COUNSEL CONTRACT INTAKE FORM

CONTAINS REQUEST FOR LEGAL ADVICE / ATTORNEY-CLIENT PRIVILEGED COMMUNICATION

This form must be completed and submitted with all contracts for review. Any contract submitted without this form e leted in its
entirety will be returnaed.

1. REQUESTING UNIVERSITY DEPARTMENT/OFFICE

1. Department/Office Name:

2. Contact person:

1. Teleph and email:

1l. DEADLINE

1. Submission Date: Is there an impending deadline? If yes, dated needed:

Please allow at least 3 weeks from the date 00C receives the request, If you need your matter reviewed sooner, please
indicate and state your reason below for the expedited need, Notations like “Needed ASAP,” “Expedite,” or “RUSH™ are
not sufficient as they do not provide DOC with enough information to justify prioritizing your matter over other
matters. During times of increased workload for the O0DC, review may take longer than 3 weeks.

Reason for request to expedite:

1. CONTRACT REVIEW PROCESS

Step 1: Read your contract. UAH departments are responsible for negotiating the business terms of their contract, reading the
contract betore submitting for review a3 to legal form, and ensuring that all terms are clear, accurate, and meet the department’s
needs. Basic business terms of a contract include: the duration of the contract, responsibilities, and obligations of each of the parties,
Insurance, warranibes, not-to-exceed cost, and payment terms. Review by the 00C as to legal form ensures that UAH contracts comply with
applicable UAH procurement policies and applicable state and federal laws, but does pot serve as review or approval of the underlying
transaction. The OOC is alwirys available a3 a resource to discuss and assist with any contracting questions or concems,

Step 2: Ask the counterparty If changes are accepted to the terms and conditions and, if so, In what form they are accepted. Prior
to initiating any review, the O0C must know whether or not a counterparty will acoept proposed changes to the terms and conditions
of a contract. If the counberparty states that it does accept suggested revisions, determine whether an addendurmn is permitted (a
separate document that addresses the changes), or if the counterparty requires redlined changes to its actual contract
documentation. Ifa redline is reguired, the contract must be submitted to the 0OC in Microsoft Word format. As indicated below,

you must attach to this form proof of the counterparty’s respanse to these questions.

Step 3: Complete this Contract Intake Form. The faculty/staff member responsible for management of the contract should complete
all sections of this form. If you have any guestions about completing this form, please contact Nancy Lochr in the UAH Office of
Counsel at nloehr@uaiystem edu with “Contract Intake Form CQuestion” in the subject line

THE UNIVERSITY OF
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) Find cards
canvas connect contact information email faculty kuali kuali build payroll ssb time sheet timesheet
Banner Links H Campus Services [ Employees Show More @ [l
— AR Looking for more Employee related
ADMINISTRATIVE BANNER links?
[®) PARKING SERVICES
@ SELF-SERVICE BANNER (V. 8) SEE MORE >
& CHARGER CARD
7.7 SELF-SERVICE BANNER (V. 9)
CLINIC HEALTH SERVICES
FACILITIES AND OPERATION
< >
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about phishing account balance = >

Faculty and Advisors N

® CHARGER 360 REFERRALS

= DEGREEWORKS

= FACULTY 180 RESOURCE CENTER
E FACULTY HANDBOOK
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Employees Show More

Campus Services

Departmental Resources

Faculty Resources

Faculty & Staff Resources

Human Resources

OIT Services

Research
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‘mployees Show More

~ Campus Services

-~ Departmental Resources

Office of Academic Affairs

= Faculty Recruitment and Hiring Procedures
o Faculty Recruiting and Hiring Procedures
o Faculty Recruitment Forms and Templates
o Faculty Position Advertisement
o Faculty Recruitment Package - Approval Request
o Assessment of Faculty Applicants and Rubric Scores
o Faculty Preliminary Interview Evaluation Report
o Faculty Recruitment Offer Letter and Terms of Employment Templates
o Terms of Employment for Tenure Track Faculty
o Terms of Employment for Temporary -1 year - Full-Time MNon-tenure Track Faculty
= Terms of Employment for Lecturer or Clinical Non-tenure Track Faculty
Offer Letter Template for Professor-Tenured
= Offer Letter Template for Lecturer/Clinical Faculty - Non-tenure
o Offer Letter Template for Associate Professor - Tenured
o Offer Letter Template for Associate Professor in Tenure Track
o Offer Letter Template for Assistant Professor in Tenure Track
o Patent Policy for Faculty Hires
Disclosure Forms for Consulting Activities
Faculty Modified Duties Form
o Tenure Clock Extension Form
Sabbatical Leave Application
Voluntary Self-ldentification of Disability
Am | a Protected Veteran?
Application for International Visitor

[s]

o]

[}

[}

o]

o]

[s]

Office of Counsel

‘ o Contract Intake Form
o Contract Questions for Counterparty

THE UNIVERSITY OF
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A. CONTRACT DESCRIPTION
1. Detailed Summary of Contract Purpose:

Vendor/Counterparty Name

2. Inresponse to your inquiry in “Step 2" above, did the counterparty agree that it would review proposed revisions
to the contract?

Yes |:| No D
Please provide backup documentation (copy of the email or otherwise) to substantiate your response
to this question.

3. If the answer to question 2 was “yes,” did the counterparty indicate that changes by addendum would be
accepted?

=0 *0]
Please provide backup documentation (copy of the email or otherwise) to substantiote your response
to this question.

4. If the answer to question 3 was “no,” did you obtain a Microsoft Word version of the contract to be
redlined?

“f O
If not, please attempt to convert the document to Word ond edit the converted version to ensure its
accuracy before submission for review.

Make sure to include an email from the Vendor to substantiate your answers
to Questions 2-4 on page 2 of the Contract Intake Form. This is required
before we can submit your package to the Office of Counsel for their review.

THE UNIVERSITY OF
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UAH Business Services

Contract Questions for Counterparty:
1. Will you consider changes or revisions to your contract?

2. If you will consider revisions, may we provide our proposed
changes in an addendum to the contract? (If you require redlined
revisions, please provide your contract in Word form.)

3. Please provide all terms and conditions that you contend are
applicable to the contract, including but not limited

to any terms and conditions that are expressly incorporated into the
contract and maintained on your website.

4. Does your office have an existing contract with UAH, UA, or UAB on
this same type of issue? Please provide a

copy of that contract.
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BUSINESS, PROCUREMENT & PCARD SERVICES ASSIGNMENTS

PAMELA HURLEY, Procurement Officer 1T [hacked-up by
Cathy] - 6675

Air Monitoring

Alabama Surplus Property

Apphiances (microwaves, refligerators, efc )
Asbestos Removal / Abatement
Automobiles, Auto Supplies/Parts/Service
Banner Requisition/ Approval Training
Booth & Buildmg Rental Storage Space Rental of Premises
Building Maintenance Repairs Supplies Equipment
Building Supplies Fenovations

Bus Service [Charter]

Carpet & Tile

Food Service Equipment & Supplies
Furnrture Lab Fomiture [non-project]

Gas & nl'Gas Charge Cards

Grounds Equipment Repam Supplies
Grounds Services (Lake Vegetation, etc.)
Janitorial Service & Supplies

Laundry Equiprment

License Plates (car tags)

Meals/Catering

Miscellaneous POs, Bids, Proposals

Peszt Control

Relocation Services: Local & Interstate
Securtty Svstems

Special Assignments

Surphus Bids

Temporary Services Proposal

Trash Collection

Warehouse Equipment Suppliss

Window Treattnents & Blinds

Windenw Washing

(Miscellaneous Vouchers T-Z)

CATHY CURTIS, Procurement Officer I [backed-up by
Pamela] - 6687

Andio Visual & Photographic Supplies Equipment

AV/IT/ Communication Equipment Rental

Cable TV

Compuier Cables & Installation

Computer Hardware Software Peripherals Uperades

Metwork Svstems & Assoc.

ID Card Supplies Equipment

Pagers' Communication Equip. (wareless devices, two-way radios,
efc.)

Printers/Scanners

Software Hardware Mamtenance & Service Agreements
Software Subscriptions

Telecommunication:: Equipment Software Pants Supplies Serv. &
Maint.

{Miscellaneous Vouchers G-L)

— | + Automatic Zoom ~

(revised 11-01-2023)

VACANT, Procurement Officer I [backed-up by Pamela] -
6675

Clean Room Supplies Equipment

Chemicals

Dhsposal of Hazardous Chenmcal Waste

Document Destroction [Shreddmg Project]

Equipment Rental (non-1T/AV/Comm)

Express Mail (FedEx / UPS)

HASP Supplies

Industrial Gases [Gas Cylinders)

Insurance Payments

Machine Shop SuppliesEquipment

Mail Processing Machine Supplies [Pitney Bowes] LMaintenance/
FRepair Equipment [non-IT/Comm/AV)

Medical Supplies Equipment

Metals

Optical Supplies Equipment

Photocopy Printing Services

Safety Supplies EquipmentServices (Asbestos Removal, ete.)
Scientific, Research, Lab Equipment & Supplies

Student Health Tests

Tools

Test Instruments

(Miscellaneous Vouchers M-5)

VACANT Procurement Assistant [backed-up by Pamela] -
6673

ACT/GED Tests
Advertisements Sipns Banners Flags
Airfare [Purchaze. Orders]

Art Supplies Equipment

Athletic Equipment’Supplies
Bindery/ Books Tournals Maps
Certifications

Clipping Service

DVD Editing

Educational 'Classroom Supplies
Film Rentals Purchase

Flowers [ Green Plant Maintenance
Homeland Securty

Legal Fees

Library Supplies Equipment
Lodging

Memberships

Musical Instruments Supplies
MNotary Bonding

Office Supplies Machines Thskettes
Page Charpes

Patent Payments

Plagues/ Awards

VACANT, Procurement Assistant [backed-up by Pamela) —
6675

Fegistrations

Signage

Sponsorships

Stamps

Student Awards Prizes

Subscniptions mcluding Digital Databases
Tickets [plays, resale, games, efc.]
T-chirts Movelty Ttems

Toner/Printer Cartridges

Unifiorme / Laundering of Lab Coats
Vehicle Lease/Rental

(Miscellaneous Vouchers A-F)

NANCY ALDRICH, Senior Business Services Assistant —
[backed up by Elena] - 6485

Contract payments for Professional Services (Individuals — last
name starting with A thru Q; Companies first name startmg with
Athru Q)

ELENA ELY, Business Services Staff Assistant — [backed up
by Nancy] - 6484

Contract pavments for Profiessional Services (Individuals - last
namezmng with R thru Z; Compamnies first name starting with R
thru £)

Wal-Mart, Sam’s Club, Costco, & Kroger Cards

Credit Letters

VACANT, Procarement Services Technician IT [backed up by
Nancy/Elena] — 1071
PO Mailings Faxing ‘Scanning

ANI BINITIE, Procurement Card Services Supervisor
[backed-up by Marcey] - 2139

Procurement Card (Establish New Accounts, Account Changes,
Cancellations, Declines, Lost ar Stolen Card Notification, Dispute
Fesolution, Daily Transactions Audit)

Trainer (Procurement Card)

MARCEY BENNETT, Procurement Card Coordinator
[backed-up by Ani] - 6515

Procorement Card (Reconciliation Audit & Account Allocation,
Infractions MNotifications & Corrections Requests, Procurement
Card Vendor Master Statement Review & Reconcile)

Trainer (Procurement Card)

MARCTE MEEVES, Travel Program Coordinator
[backed up by Ani] - 1863

Student Group Travel

Indriidual Travel Reimbursements A-Z

Review of Procurement Card Recenciliation Packets

V7,
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