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CU Marketplace Updates and Training Guides

The Small Dollar Contract Request Form is live on CU Marketplace. This form streamlines
the small dollar contract process into one dedicated submission form for all small dollar
procurement contracts $10,000 or less. It eliminates the need to email the various
procurement inboxes, consolidates all communications regarding these contracts within
Marketplace, and allows the PSC to balance workloads to improve processing times. The
form can be found in CU Marketplace and allows more visibility into the contract workflow
process and contract status.

Important Notes:

¢ Only those that have the requestor role in Marketplace will be able to submit small dollar
contracts through this process.

¢ It works much like the supplier request. Form submission means that your small dollar
contract form has been sent to the appropriate purchasing agent for review and
processing, but it has not yet been fully executed.

¢ The purchasing agent will confirm with you once the contract has been executed.

¢ If you need a requisition for the purchase, you will still need to enter the requisition
separately.

Please note: submitting the Small Dollar Contract Intake Form does not mean your contract
has been fully executed. Form submission means your contract has been sent to the
appropriate purchasing agent’s queue for review and processing. The purchasing agent will
confirm with you once the contract has been executed.

View this 5-minute video which will walk you through the Small Dollar Request Form:

Click here for a step-by-step tutorial: CU Marketplace How-To: Small Dollar Contract
Request Form 2

Small Dollar Contract Request Form FAQ

e Can CU Marketplace Approvers see their department Requestor’s small dollar contract
form submission queue in CU Marketplace?

o Only Requestor’s can view their respective small dollar contract form queue.
Approvers will need to check with their Requestor’s on the status of any
submissions.

e What does a “completed” status mean when | submit the small dollar contract request
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form?

o “Completed” means the form and any attachments have been successfully
submitted to the PSC for review. A purchasing agent will confirm with you once
the contract has been fully executed.

e Can a department submit a small dollar contract request when trying to pay a deposit?

o The PSC does not sign contracts for deposits only. Any deposit required on a
contract should be included as part of a full contract review and signature. If the
department is trying to submit a small dollar contract request in order to be able to
pay a deposit, then the full value of the contract must be under $10,000 in order to
gualify for a small dollar contract submission. If the full value of the contract is over
$10,000, then the contract must be submitted for review through a purchase
requisition.

¢ | have an existing contract that needs to be amended, should | submit a new small dollar
contract request?

o No, if you have an executed contract, please submit the amendment / change
request to changeorder@cu.edu 3 for processing. Any requests submitted through
the small dollar request form for amendments / changes will be sent back to be
processed as a change order.

e How can | be sure that a comment | submitted on my Small Dollar Contract Request
reaches the appropriate Purchasing Agent?

o In the Discussion tab of the Small Doller Contract Request form, please
specifically tag the appropriate Purchasing Agent according to the commaodity you
selected when creating your SMD request. This can be done by clicking on the
magnifying glass and then searching for the Purchasing Agents name. Please
search by last name. If you are not sure what Purchasing Agent manages the
commodity you selected, please verify with this commodity listing 1.

Please Note: Contracts should not be split; should a contract need a deposit, follow the
instructions mentioned in the link below for the deposit procedure and add one line for
the deposit and one line for the balance of the event on the requisition. All events where
the total dollar amount will exceed $10K are required to be on one purchase requisition.?
https://www.cu.edu/psc/how-buy-official-functions

Learn how to purchase and pay for items using CU Marketplace.

Requesting a role in CU Marketplace
For a list of training requirements and descriptions of the different CU Marketplace roles, visit
the Access & Training Requirements guide ).

Logging into CU Marketplace
Log in to your campus portal (77 and on the CU Resources Home tab, click the CU
Marketplace tile.

CU Supplier Portal Information


mailto:changeorder@cu.edu
https://www.cu.edu/psc/commodity-listing
https://www.cu.edu/psc/how-buy-official-functions
https://www.cu.edu/psc/policies/access-training-requirements
http://my.cu.edu/

In most cases, external suppliers must register through the CU Supplier Portal in order to be
paid by CU. Departments can invite suppliers to register.

CU Marketplace: Requesting an Honorarium Recipient s

CU Marketplace: Requesting a Purchase Order Supplier (g

Exceptions - The following do not need to register through the Supplier Portal:

Study subjects. The study subject's paper W-9 (IRS form) 100 must accompany the
Study Subject Payment form to ensure that the individual is correctly set up as Clinical
Trial supplier.

Reimbursements/refunds.Tax documents are not needed to issue reimbursements
(via the Non-Employee Reimbursement-International form) or refunds (via the Payment
Authorization form).

Stipends and cash awards on the Payment Authorization form. The payee's paper
W-9 (IRS form) 110 must accompany the Payment Authorization form.

CU employees and CU students are not considered suppliers.
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