Management Board Secretariat
Office of the Corporate Chief Information Officer

Procurement Policy & IT Procurement Branch

Instructionsfor the Vendor Reporting Template (Services Sheet)

» To get an up-to-date template, please download the spreadsheet available from our web site at:

http://www.ppitpb.gov.on.ca/mbs/psh/psh.nsf/docs/vendorreporting.html

If you are having difficulty in finding or downloading the template, please request one by e-mail at:

ppitpb.apts@mbs.qov.on.ca

» Onceopened you will seethe General sheet:

1. Choosethe Vendor name.

AT 000 v gt - 2. Choosethereporting period (for quarterly reports, thereporting
| s .
E‘H'-?‘H & (4 -ﬁu, ;'q..u; 2ot IE: i." ::i; g;ﬂ' _“;_f? periods appear at the bottom of the list).
= 5 . e S : { 3. If thereisno new activity for this month (basically a “ Nil Report”),
RN S — z check off the checkbox.
A | B | & | b E F T i T e K L

A Nil Report isfiled if thereisno new datato report.

General Information For example: Vendor X hasone project on-going with Ministry Y. The
start date of this project is 10/1/01, and the anticipated end dateis 11/1/02.

Vendor X will file onereport with the project’s estimate cost in Oct/01.

Vanidor ;r A/ Vendor Listbox
: Every other report filed will be a Nil Report until a new project isto be

reported.

Hanih; Dk 0], JTAEROet I1, 200 = <+— Reporting Period Listbox

Mwdeiienaves = Njj| Report” Checkbox

Ao i ok e o ok R e | e
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INSTRUCTIONS FOR THE SERVICES SHEET

2. Microszoft Excel - vendor-zaZ988-mmmyy_xls

”@ File Edit W%iew Insert Format Tools Data Window Help _|5'|i|
D=zEd Ry [ sBdS ~ - a@® = A 25 |0 H) 0o -3
“.ﬁ.rial ~ 10 vH?f u |§ | B 25 , %0 ;0 £E & |

“ = | [ ] | oy a Favorites - | Go - | = | CaLaM vendor-saZ 985 -y, xls -
a6 =l =]
A | B | C | D | E | F | —
1 |SA/Agreement # Organization/Ministry Branch Transaction Date{mm/dd/yy) Contact First Hame Contact Last Name Contact e-mail —
3 |SA-2988 “MINISTRY A “BRANCHB 9/1,07 JOHN “DOE " JOHN.DOE@MINIS
4 |SAZ2988 MINISTRY B BRANCH C 9/1/01 JOANNE DOE JOANNE.DOEZMIT
5
6 |
L]

7

SA/Agreement: Thisisthe service Branch: Thisisthe specific branch of Contact First Name: Thisisthefirst name of your

agreement that you arereporting the ministry/agency that the contract is contact within the ministry/agency that you are

for. You area Vendor of Record for (i.e: "Human ServicesIT& T Transaction Date: This date should fall between the _performlng the project for. Theinput for thisfield

for “SA-2976,” “ SA-2984," “ SA- Cluster"). Tofind a branch name, the beginning and end of the month you arereporting is mandatory.

2088,” “ SA-2988-R1,” “ SA-2990, L ookup sheet of the template contains (i.e: for thereport period Dec/01, the date can be .

or “SA-2994" Theinput for this acompletelisting. Theinput for this between 12/1/01 to 12/31/01). If in doubt, input the Contact Last Name: The ministry contact's last

field is mandatory. field is mandatory. first day of thereport month. Theinput for this name. Theinput for thisfield ismandatory.

field ismandatory.
Contact e-mail: The ministry contact's e-mail
Organization/Ministry: Thisisthe ministry or address.
agency that you are performing the contract for

(i.e: "Health and Long-Term Care"). Tofind

an organization name, the L ookup sheet of the Thisinformation goes on the Services Sheet (named, 6 - Services) of the

template contains a completelisting. Theinput Excel workbook, which isthe eighth wor ksheet after the General Sheet.
for thisfield is mandatory.
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2. Microsoft Excel - vendor-za2988-mmmyy._xls

”ﬂ File Edit %ew Insert Format Tools Daka Window Help ;[ilil
ﬁ-ﬂl%ﬁ“&lé& E*®'|ﬂvﬁ-- %|_|E Fe *‘lﬁ”gﬁghnu%v
prial -0 -BrUEEEE 8%, WBEE A
P | [ ] | ol a Favorites = | Go ~ | 5] | O ALAN vendor-s a2 988-mrnnmyy xls -
A I =|
H | | | J | K | L | M | N | O |

1 |Contact Phone Contact Fax Contact Street | Contact Suite  Contact City  Contact Province  Contact Country  Contact Postal Code Pri
3 | [ 16)RRE AR [16)#R Annd #R% STREET 5t.  STE. ### CITY ONTARIO CANADA THE 7R M£
4 | [ 16)HRE HAHH [16)HR Sl W% STREET 5t STE. ### CITY ONTARIO CANADA ZHEBAR PA
5

b

7

All of these fieldsare for the ministry/agency’s contact infor mation.
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2. Microsoft Excel - vendor-za2988-mmmyy._xls

”ﬂ File Edit %ew Insert Format Tools Daka Window Help - |E|E|
SHIGRY | si2aS o o |a@( = s 42| @ |0 - g
arial - 10 US=E=E 6 %, %% EE
= = | 9 | ol a Favorites » | Go~ | [5] | SaLaM, vendor-sa2933-mmimyy, xls -
A6 s
P | G | R | = | T | L | i | WY | Ao
1 |Product Code Product Hame Product Model |(ProductVersion ProductEdition Tran Humber Tran Type Contract Number  Start Date(mm/d}
2 |MARY DOE *PROJECT X b AB FHEE PURCHASE" BB ###.-CC44 DD ##
4 |PAUL DOE PROJECT Y B B##RR PURCHASE CC-###2-DD##%-EE+##
g
b
7
Product M odel; Product Version; Product Edition: Tran Type: For the services sheet, the
Broduct Codesithis couldEtherbethe Please |eave blank. input in thisfield isalways" Purchase."
contract number assigned by your Thisinput is mandatory.
company or by the client
FnSyenenooga sviccli=e Product Name: Thisisthe name of the Tran Number: A vendor can usethisfield T - .
carEinens dmltsr. [ s e e spleiig project assigned by the client for an additional identifier, such asthe Contract Number: Thisistheidentifier
Cv%Tlgr?;t:rft%oggr%?e%:.o[rLe:?nepr)ut or ministry/agency. Theinput for thisfield is vendor's P.O. number for the project. :Eztp;rso?:tgnfde;/yett?ﬁsr?ilgI(;;tlgl)gﬁgei?%éor
thisfield is mandatory. LA TS contract number has already been
inputted in the product codefield.
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2. Microsoft Excel - vendor-za2988-mmmyy._xls
”ﬂ File Edit %ew Insert Format Tools Daka Window Help _||5’|i|

zEHERY sBBRS o o @@ = A2 EY S o B

arial -0 -B I U|EE=E 8%, @8 EE
P | 9 | ol a Favorites = | Go ~ | 5] | SALAN vendor-sa2 98S-rmmmmyy  xls -
A6 I =|

¥ | ¥ | 7 | AR, | AR AT AD | AE T
1 |Start Date(mm/dd/yy] End Date(mm/dd/yy)  Other Estimated Cost | Contract Cost —
3 9/1,/01 9/1/0F BUSINESS ANALYST LVL 2; MAINFRAME $%,$%% A
4 9/1/00 9101 PROGRAMMER ANALYST LVL 1; PC WIN }
o
b
7

Other: Therole of the contractor (s) and the computing Contract Cost: Please leave blank.

environment they areworking with during the project

tD : Th t f
Start Date(mm/dd/yy) estart dateo (i.e.: Business Analyst Lvl 2; M ainframe).

theproject. Theinput for thisfield is
mandatory.

End Date(mm/dd/yy): The anticipated completion
date of the project. Theinput for thisfield is
mandatory.

Estimated Cost: The contract value of the
project provided to the ministry/agency before
the contract starts. Thisfigureshould only be
reported once: in thereporting month of the
start date(i.e.: if the start date of the project is
12/15/01, the estimate cost should be reported
only in the Dec/01 report).
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A NOTE ON EXTENSIONS OF SERVICE CONTRACTS

When a contract (project) isto be extended, thereisa proceduretorecord it in thereporting template. First you create a product linethat duplicates all theinformation
in the original project.

Theonly changesto be madein the “extension product line” is:

» Add thesuffix “/x” totheend of the product code (or “/x2"...” Ix3" ...ect. for further extensions).

» Thedtart dateisthe next day after the completion date of the original project.

» Theend dateisthe new anticipated completion date for the project.

» Theestimate cost isthe additional cost of the extension, not the combined estimate of both the original project and the extension.

0 Microzoft Excel - vendor-sa2938-mmmyy_xls

”@ File Edit Yew Insert Format Tools Daka Window Help Contack Database _|5’|E||

| wnla_ch_me_u_ | - b2 100%: =
ORIGINAL PROJECT u | ala | e a|

——— - ||?fg|§§§|$,f,+nwg ff|_&¢
we | o=

2 | C | % | i | i | AR | AR | A
1 Frndm’/Cnde Product Name  Start Date(mm/dd/yy) End Date(mm/dd/yy) Other Estimated Cost Contract Cost —
3 |MARY DOE PROJECT X 9/1/01 9/1/02 BUSINESS ANALYST LVL 2; MAINFRAME $100,000.00
4 |MARY DOE/x PROJECT X 9/2/02 10/31/02 BUSINESS ANALYST LVL 2; MAINFRAME $5,000.00
5 | :
R

EXTENSION
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A DIFFERENT TEMPLATE FOR EVERY SERVICE AGREEMENT

If you areavendor of record (VOR) for multiple service agreements (SA), it isnecessary to
fileaseparatereport for every SA that you arelisted under.

For example, avendor isa VOR for three SA’s: 2988, 2984 & 2994. Duringthe Mar/02
reporting period (and every period), the vendor must submit three separate reports. One
will list the projectsfor SA-2988, another for SA-2984 (a quarterly report) and finally
another for SA-2994.

FILE NAMESFOR VENDOR TEMPLATES

Thereisanaming convention for the Vendor Reporting Template Excel files. For monthly
reportsit is: vendor (dash) service agreement (dash) month year, formatted in the following
way:

VENDORNAM E-SA#H#H##H#-MMMY'Y

For example, avendor named MBS under the SA-2988-R1 VOR iscreating a template for
the period of March 1% to 31%, 2002. The file name would be:

MBS-SA2988R1-M ARO2

The naming convention for quarterly reportsis. vendor (dash) service agreement (dash)
quarter year, formatted the following way:

VENDORNAM E-SA###-#QYYYY

The quarterly reportsare based on thefiscal year starting on April 1¥ and ending March
31%. Thequartersare numbered 1Q (one) through 4Q (four). Theseisthe quarterly
reporting periods:

1Q — April 1% to June 30"

2Q —July 1% to September 31
3Q — October 1% to December 31%
4Q —January 1% to March 31%

For example, a vendor named PPITPB under the SA-2989 VOR iscreating atemplate for
the period of July 1% to September 31%, 2002. The file name would be:

PPI TPB-SA2989-2Q2002

REVISING DATA PREVIOUSLY REPORTED

When revisions need to be made for reportsalready filed to MBS PPITPB, it is not
necessary to send in all of the data that was originally reported for that period. Simply
report the projects/productsthat have revised data within the period that they would have
originally been included.

For example, in the period of Jun/01 a vendor reported three projects starting for the
Ministry of the Salicitor General. However, in Feb/02 the vendor discoversthat one of the
projectsisactually being donefor the Attorney General. What the vendor can do is submit
arevised Jun/01 report with only the project linelisting the Attorney General asa
client....the other two, listing the Solicitor General asa client, are not transcribed onto the
revised report, sincethey already have been reported correctly.
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AMENDMENT TO PREVIOUS REPORTING PROCEDURES
(June 24™, 2002)

It isnolonger required of vendorsto report the “actual cost” (or billed amount) of a
project into the Contract Cost field of the services sheet. Therefore, a project only hasto
bereported once: to provide the contract value of a project in the Estimate Cost field of the
Services Sheet, as opposed to reporting it twice (onceto report the estimate cost and onceto
report the total contract cost or the project).

For example, under the previous procedure, if a vendor wasreporting one project that had
the start/end dates of 2/1/02 to 06/28/02, two reportswould berequired: onetoreport the
estimate cost of the project in the Feb/02 template, and another to report the total contract
cost in the Jun/02 template.

All that isrequired now isonereport to indicate the estimate cost (considered to bethe
“contract value” of aproject). Using the above example, the vendor only hasto submit a
template for Feb/02 showing the contract value of the project in the Estimate Cost field. If
thereisno new businessto report, then all other reports should be*“ nil activity”
submissions.
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