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Purpose: This section outlines the steps necessary to create a Contract Request for 
review and approval.  

Navigation: Navigate in Bull Marketplace > Contracts >Requests > Request Contract 
Notes: Only Requestors and Approvers can submit a Contract Request. If an 

Approver submits, another Accountable Officer needs to be identified as 
the Contract Approver.  
 
 

When to Use 
this form: 

A NEW Contract is requested when the following situations are met:  
1. This is the first contract you are submitting with a supplier.  
 
2. An existing BMP contract has expired or is due to expire and:  

a. The existing contract does not mention or allow for a 
renewal. 

b. The new contract you are submitting does not reference the 
existing contract (extension or modification of) 

 
3. The contract existed in the old CMS contract system of service now 

and is being entered into BMP for the first time 
 

 

Bull Marketplace – Contracts+ Job Aid 

Tutorial:  Contract Request  
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Steps Instructions 
1 In the Contract flyout menu > Go to Contracts > Requests > Request Contract 

 
 

2 

 
 

NOTE: The Contract Request Name is for internal department reference only and will NOT carry 
forward to the Contract Record.  There is no preferred naming convention. Procurement will 
use only the Contract Request Form Number or Contract Record number to reference Contracts 
in BMP.   

 

Select Create Contract 

Give the request a 
name 

The template will 
default as there is only 
a single template and 
hit submit 
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3 The Contract Request will be created.  Allow the wizard walk you through the process.  Click “Next” Below.  
 

 
 

4 DETAILS: Review and update (if necessary) the name of your Contract Request.  When finished, Click “Next”.  
 

 
 

5 ATTACHMENTS: Attach all relevant documents for your request for Procurement to review.  Examples include:  
Supplier contract or quote, Competitive Quotes, Exemption Justifications (if applicable), and other additional 
information.  When finished, Click “Next”.  
 

 
 

Brieanne Matier
Naming of attachments
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6 QUESTIONS: Summarizes the completeness of sections of your request.  When all sections are complete you 
may submit your request.  Click “Next”.  

 
7
a 

HEADER INFORMATION:  

 
 
 

 

Contract Name: Should be comprehensive.  This will 
transfer to the Contract Record and may be used as a 
search field.  

Supplier: Select the supplier from our Supplier 
database.  If the supplier is not found you will be 
prompted to submit a NEW Supplier Request. If there 
are duplicate records, select the one that is active and 
in-network. 

Additional Second Parties: optional field. University of 
South Florida is the First Party. The Supplier is the 
Second Party. Complete this section ONLY if there is 
another Second Party associated with the contract.  

Master Service Agreements govern legal terms of business between USF and Suppliers.  You 
can search for existing MA’s or ask a Contract Facilitator if you aren’t sure if one will apply.  

 

If you are organizing an event where multiple contracts are needed, for example, a conference 
where venue, catering and AV are provided by different suppliers, we can link these contracts 
together for you to help track the Contracts and we can assign them to the same person for 
consistent management.  
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7b   
 
 
 

 
 
 

 

Start and End Dates: This information should be found in the 
contract document. If no specific start date is provided it is 
presumed the contract will start upon execution so, check off the 
box “Update Start Date Upon Execution”.  It is only certain 
situations we allow Contract to not have an expiration date. If 
one is not clear from the contract, provide your best guess or set 
the date to 1 year.  

Total Contract Value: This information should be found in the 
contract document or quote. Include the total for the full length 
of the contract term.  
 

Contract Summary: Should be a comprehensive 
summary as to the nature and purpose of the Contract.  
 

Click here 
to add a 
Summary 

Renewal Terms: Selecting an expiration date or term will prompt 
additional information on renewals.  This section should only be 
completed IF THE CONTRACT EXPRESSLY OUTLINES RENEWAL 
TERMS. If you are unsure about how to complete these 
questions, please leave the section blank or ask the assigned 
contract facilitator if you are interested in establishing renewal 
terms. Renewals are a fast and easy way to extend services on an 
annual basis.  USF will not agree, in more cases, to automatic 
renewals.  



 
 

 Procurement & Payment Services 
Last Updated March 2024 

Page 6 of 12 

 

8 DEPARTMENT INFORMATION:  Complete the required fields according to the guidance below.  When complete 
Click “Save Progress” and “Next” 
 
 

 

       
         

          

Full Department Name: Provide full department, unit, 
or institute name.  Avoid the use of acronyms.   

Department Approving Officer Name and Email: This is 
typically a unit head, or fund accountable officer who 
will review the contract and permit Procurement to 
obligate the funds necessary for the contract.  It is the 
department’s responsibility to provide accurate 
information and to keep Procurement informed of 
changes to these officers.  

6-Digit Department ID: GEMS Department ID 
provided in the format 000000 

Primary Contact Name and Email: This is typically the 
unit or department employee who is submitting the 
contract request.  This person will be the first contact 
for Procurement for questions related to the contract 
request.  

Other Stakeholders: Stakeholders have a vested 
interest in the contract and/or may be the service user.  
Stakeholders will receive status updated on the 
Contract Record.  If “YES” is selected, a text box will 
appear to list all stakeholders.  Accountable officers and 
Primary Contacts do not need to be listed.  
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9 BACKGROUND INFORMATION:  Complete the required fields according to the guidance below.  When complete 
Click “Save Progress” and “Next” 
 
NOTE: Your selection will determine the guidance that is given.  Follow the arrows on the diagram below for 
more information on each of these conditions.  
 
NOTE: Some purchases require additional approvals prior to purchase. These approvals should be obtained 
prior to creating the Contract Requests.  Proof of approval should be added to the attachments section.   
 
NOTE: Additional information is not required if the contract is between USF and an independent contractor. 
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10 SUPPLIER CONTACT INFORMATION:  Complete the required fields according to the guidance below.  When 
complete Click “Save Progress” and “Next” 
 
NOTE: Providing the correct signature authority will greatly increase the speed at which your contract is 
processed.   Ask your supplier representative for this information during your quote collection.  
 

 
 

Supplier Contact Information: Typically the sales 
representative or supplier employee who has provided 
the quote, but may be the company owner or contract 
reviewer.  This will be the first point of contact 
Procurement will use for contract negotiation.  

Supplier Signatory Information: This is the supplier’s 
representative with the authority to sign a contract on 
behalf of the supplier.  It may or may not be the same 
person who provided the quote.  Providing this 
information greatly expedites the signature and 
negotiation process.   
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11 FUNDING INFORMATION:  Complete the required fields according to the guidance below.  When complete Click 
“Save Progress” and “Next” 
 
NOTE: Departments should refer to the USF Expenditure Matrix to ensure the purchase is allowable and 
allocable to the funding source indicated.  
 
NOTE: It is the responsibility of the Department and Approving Officer to use best judgement that funding 
will be available to cover the total contract value prior to submitting the contract request.  USF Procurement 
makes best effort, but no guarantees, to incorporate contract terms which allow for changes to or 
cancellations of the Contract due to funding availability.  
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12 SOURCING INFORMATION:  Complete the required fields according to the guidance below.  Selection will prompt 
the collection of different information. When complete Click “Save Progress” and “Next” 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

USF Public Solicitation: You will be asked to provide the 
Solicitation Number 

Competitive Quotations: You will be asked to provide the 
quotes in the attachment section and confirm that you have 
met the diverse supplier requirement 

Emergency Purchase: Justification must be added in the 
attachment section. These purchases are rare.  
Single/Sole Source: Justification must be added in the 
attachment section.  

NON-USF Public competitive solicitation: Contract number 
and source must be provided.  Quote must reflect the number 
of the pricing Contract. 

Policy Exemption: Justification should be provided in the 
summary or as an attachment.  

Order under $10000: To support USF’s commitment to diverse 
business, indicate if a diverse supplier was selected.  

ATF: You are required to report and indicate if proper 
procurement procedure was not followed and if 
acceptance of goods and services commenced before the 
execution of the contract.  
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13 REVIEW AND COMPLETE:  Once all the sections have been completed, review each section for accuracy and Click 
“Complete Request”.  

  
 

14  

 
 

Click here 
to submit 
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15 NEXT STEPS:  
 

1) Contract Request will be routed to Procurement for Review  
 

2) Once your Contract Request has been approved to create a Contract Record, your Contract Request 
will change first to a status of Approved and then finally to Completed.  When you navigate to your 
request you will see a Contract Record Number.  Clicking on this link will take you to the Contract 
Record.   

 
 

3) The below workflow outlines the path your Contract Record will take towards execution. For more 
information visit our Contract Administration web page.  

 
 

 
 
 
 
 

                           
              
 
 
                                 
                                
                                                               

https://www.usf.edu/business-finance/purchasing/staff-procedures/purchasing/contract-administration.aspx

