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Procurement Request Forms

There are three Procurement Related Forms for making requests to the Procurement department. These
forms reside on the Requestor Dashboard in HokieMart. The forms are called:

e  Ship to Address Form
e Solicitation Request Form

e Contract Modification Form
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Releasing Encumbrances

To release an encumbrance, email the
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refease funds, submit a cancolled receipt in
HakoigMart
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Ship to Address Form

A Ship to address is the location where the goods are being shipped to or the services ordered are being
performed. Each requisition in HokieMart must have a ship to address. The Ship to Address Form is used
to request a new ship to address to be added to the system or to change an existing ship to address.
Please note that new requests must be for an affiliated Virginia Tech campus address. If users need to
ship to an off-campus address, they should email Procurement to discuss the situation.

The form will ask the Requestor a series of questions to obtain address details. After submission, the
form will route to Procurement to review and add or update the address. Users will be notified via email
when additions or updates are complete.

Solicitation Request Form

For purchases that will need formal solicitation facilitated by a Procurement Buyer, Requestors can fill
out the Solicitation Request Form. Requestors will be prompted to provide a title of the request and
provide information on the procurement, including departmental contact information, relevant scope of
work, products or services needed, and any suggested suppliers to solicit competition for these goods or
services.

Once requests are submitted, they will route to a Buyer in Procurement. The assigned Buyer will work
with the departmental contact indicated on the form to draft a formal solicitation document following
Procurement policies. For more information on competition requirements and purchasing at Virginia
Tech, please visit the Procurement website.

Contract Modification Form

Contract Administrators on campus can use the Contract Modification Form to request a change or an
existing contract with a supplier. Requestors will be prompted to provide information such as the
current contract administrator, contract number, and reason for modification. Examples of
modifications include price adjustments, changes to payment terms, supplier name or address updates,
or changes to supplier contact information.

Once requests are submitted, they will route to a Buyer in Procurement. The assigned Buyer will
facilitate the requested changes to the contract and update records in HokieMart. For more information
on contracts, please visit the Procurement website.
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