Recurring Lease Request Form

Use this form to request a purchase order for a real property lease.

This request will facilitate recurring, monthly payments made to the supplier/landlord on a regularly scheduled
payment date throughout the year.

Payments will be made either on or before the first of each month.

A. Locate the form

Find the Recurring Lease Request form in the Place an Order Section of the Shopping Dashboard.

Place an Order o2

Catering or Conference Purchase Reguest
Change Order Request

Chartwells Catering Form

Chartwells Walk-in Dining

GE (General Electric) Non-Catalog Form
Maoving and Storage Purchase Request
Non-Catalog Form

PC Renewal

Print & Carry PO Request

Recurring Lease Request |

Valcom (VLCM) HP Computer Purchase ...

B. Note the sections for Purchasing Department

The sections across the top of the form contain Form Instructions, fields for the Purchasing Dept. Use Only, UShop
Contact information.

No action is required by you in these sections.

L
Form Instructions ? Purchasing Dept. Use Only ? Purchasing Dept. Use Only 2 u sh n
. Commodity Code 80131500 PO valid as of I:lEl _—
= Use this form to request a Surchasing Reference :I mmiddyyyy MARKETPLACE
purchase order for a real PO valid th h ]
broperty lesse, New PO Number ] valid thraug IFI " Purchasing Dept.
= This request will facilitate Vendor Number l:l ey Flnancla.l & B.uslness Services
recurring, monthly payments N Gross Amount l:l Unl\ferslly D_f Utah
. Vendor Location :l 201 S President's Cir, Room 170
made to the supplier/landlord Merchant Amount l:l salt Lake City, UT 84112
on a regularly scheduled Address L1 Maximum Amount I (801) 581-7241
payment date throughout the askme@purchasing.utah.edu
year. Lease Standard Comment GEN 876
= Payments will be made either
on or before the first of each
month.




C. Requester Information

Complete this section by providing the requested information about yourself and your
department.

NOTE: Bold Print indicates a required field.

Requester Information ?

Department
Contact Name
Phone Number
Ship-to Code

Previous PO # associated with this lease (If
new lease, enter New.)

Lease ID Code

D. Supplier Information

1. Type the name of the supplier in the Enter Supplier field. If the supplier is enabled in UShop, the name will
auto-populate. Click on the auto-populated name.

2. If the supplier name is not yet available, type the words "New Supplier" in the Enter Supplier field. Then enter the
supplier name and any contact information you may have in the New Supplier Details section. The UShop supplier
setup team will add your new supplier to the system, udate the supplier name on your order, and move the
order forward.

Supplier Information ?

Type in the name of the supplier in the Enter Supplier ficld.
If your supplier is not available.

= Type "New Supplier” in the Enter Supplier field.

m Then enter the supplier and any contact information you may have in the New Supplier

Details section.
You may search for existing PeopleSoft vendors using the Vendor Search web app available in CIS.
Enter Supplier \ !
S or

Supplier Search

L2}

If you have contact information for the supplier, you may enter it below. Thi |ps the Supplier
Enablement Team in processing your request.

New Supplier Details

Supplier Name

Contact Name and/or Phone #

Supplier Email Address or Fax #

Supplier Address

g
500 characters remaining expand | clear




E. Lease Description

1. Product Description

+ Enter the monthly lease amount information in the Product Description box below. (see example)

« Be sure to include any CAM, Utility and/or Internet/Phone fees.

« Enter any Lump Sum Payments, past due rent, late fees or rate changes as separate lines using the
"Add to Cart and Return" functionality (See Step F below).

2. Property Location

« Provide the physical address of the property in question.

3. Frequency of Payment

+ Check the appropriate button to indicate whether this is a one-time payment or a recurring monthly

payment.
Product Description EXAMPLE: Recurring manthly
o payments due in advance of the
- first of the month. y
84 characters remaining expand | clear
Property Location (address) e
S
s
300 characters remaining  expand | clear
e Cne-Time Payment
Sy Monthly Payment
4. Quantity

« For a one-time payment, enter“1”.
« For a recurring monthly payments, enter the total number of months.

Quantity o
S

5. Unit Price

« For a one-time payment Unit Price would be the total amount of the one-time payment.
« For a recurring monthly payments Unit Price would be the single monthly amount.

Unit Price o
\‘-\—F'/

6. Lease End Date

« Indicate when the lease will end.

Lease End Date o ]
M

mm/dd/yyyy




F. Add Multiple Product Description Lines

If more that one item is included on this order, such as a lump sum payment for past due rent in addition to the
monthly payments, please add each payment type as a separate line. To do this, complete the form for the first item
to be paid, steps C - E, above.

Go to the upper right corner of the form and open the Available Actions dropdown menu.

Select Add to Cart and Return, and click Go.

Close

Available Actions:

dd and go to Cart ¥
Add and go to Cart
Add to Cart and Return
Add to Cart
Add to Draft Cart or Pending FR/PO

Add to PO Revision D
Add to Favorites
Save

Add to new Cart

This will deposit the first Product Description into the shopping cart, and return to the form so you may add other
needed items to your order.

G. Add and Go to Cart

When all needed items have been added, return to the Available Actions dropdown menu.
Select Add and go to Cart, and click Go.

Available Actions: [Rkdd and go to Cart Close
Add and go to Cart
fl to Cart and Return
fld to Cart
Add to Draft Cart or Pending PR/PO
Add to PO Revision D
Add to Favorites
Save
Add to new Cart
H. Complete Transaction
This will take you to the UShop Shopping Cart, where you will:
1. Name the cart to reflect the contents of the order, and
2. Click Proceed to Checkout and complete as with any UShop order.
Shopping Cart for mary Louise HucHes o ¢ Continue Shopping 11tem(s) for a total of 255.28 uso
el —. L2) .
Have you made changes? (& | @ Help [ Non-Catalog Quick Order | | Empty Cart | [ Create New Cart | | perform an action on (0 items sele:ted‘,u" Select All [

4



