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Role of Procurement
USF Procurement is responsible for the legal review and execution 
of almost all purchase contracts between USF and external parties 
(including DSO’s).

It is our responsibility to ensure that risk to USF is minimized 
through the correct application of legal terms and that expenditures 
are in accordance with our policies around competition. 

We are NOT responsible for the review of “Business Terms” such as 
the deliverables, price, expectations etc. (although we do our best to 
point out areas of concern and risk)





After Execution…
Management of most* Contracts 
transfers to the Department. 

Management involves:
• Ensuring both parties are 

delivering on expectations.
• Costs are managed & 

payments made.
• Expiration dates are tracked.
• Renewals / Amendments are 

requested and processed in a 
timely manner. 

Procurement is always available to support you in the event of dispute, 
conflict or to help interpretation of contractual responsibilities.



CONTRACT DEFINITIONS



What is a 
Contract? 

A Contract is an agreement between 
two parties that creates an obligation 
to perform (or not perform) a 
particular service. 

When is a 
Contract 
needed? 

A Contract is executed at the request 
of either party, or when the deliverables 
are complex, of high value, span a 
longer length of time or there are 
potential risks/liabilities. 



Renewals

A renewal is when a contract 
is extended beyond the 
original end date in a way that 
was defined in the original 
contract.

It is important to request a 
renewal before the term of the 
contract expires to ensure 
continuity of services.

A renewal should be 
requested when both parties 
are happy with the original 
terms of the contract and wish 
to extend them for a specified 
period.

A renewal is not appropriate if 
there are significant changes 
to the terms and conditions of 
the original contract. (however, 
rate increases may be 
incorporated)



How do I know my 
contract has renewals?

Look for a section that says “Term”
Look for language that says something like: 

 “Subject to earlier termination as provided below, the Agreement is for the term specified in the 
Order Form and will automatically renew for additional periods of the same duration (collectively, 
the “Term”), unless sooner terminated as set forth in the Order Form or these Terms.”

“The initial term of this Agreement will begin on the Effective date of this agreement, and 
continue for three (3) years. Customer may renew the Agreement for up to two (2) one-year 
periods.”



Look for a section that says “Term”
Look for language that says something like: 

 

“Subject to earlier termination as provided below, the Agreement is for the term specified in the Order 
Form and will automatically renew for additional periods of the same duration (collectively, the “Term”), 
unless sooner terminated as set forth in the Order Form or these Terms.”

“The initial term of this Agreement will begin on the Effective date of this agreement, and continue for 
three (3) years. Customer may renew the Agreement for up to two (2) one-year periods.”

Note, in *most cases a 
Contract Administrator will 

edit any language 
indicating automatic 
renewal to either A) 

clearly define renewal 
terms, or B) allow 

renewals only after review 
and signature. 

How do I know my 
contract has renewals?



What are some 
examples of when 
renewals are 
used? 

- Equipment maintenance agreements
- Software license agreements
- Trades agreements

What are some 
examples of when 
renewals are not 
appropriate?

- Annual marketing campaigns
- Hotel/Event agreements
- Combining purchase of hardware with 

service agreement



Amendments

An amendment is a change to 
the existing terms and 
conditions of a contract.

It is important to request an 
amendment before the change 
takes effect.

An amendment should be 
requested when there are 
significant changes to the 
original contract that may 
affect the delivery of services, 
or legal responsibilities of 
either party.

An amendment may involve 
changing the scope of work, 
price or delivery schedule, or 
legal terms.



How do I know my 
contract allows 
amendments?

Look for a section that says “Amendments”, 
“Modifications”.  Amendments language can 
also be found in “General Terms” or 
“Miscellaneous Terms” sections. 
Almost all agreements allow for change, so long 
as the changes are agreed on by both parties.  
Changes must be signed to take effect, we will 
not agree to posted, or verbal changes. 



What are some 
examples of when 
amendments are 
used? 

- Amending the scope of work for 
unexpected changes.

- Amending the delivery schedule.
- Reducing the cost of a contract because 

a deliverable was not required.

What are some 
examples of when 
amendments are 
not appropriate?

- When the original contract allows for 
renewals and you are using an 
amendment to renew services.

- When the agreement has expired.
- When the amendment document does 

not directly reference the contract you 
are seeking to modify. 



NEW FORMS



Current Form

Amendments, New Contracts 
and Renewals are all 
requested using the same 
form.

Renewals and Amendments 
are often requested the same 
way and the definitions of 
each process are muddled.

Each time you fill in a request 
you have to type in all of the 
information – using a lot of 
time.

You have to tell us what 
contract you are amending or 
renewing and there is no way 
to easily track the progress 
once the request is approved.



Why Change the Process?

Tracking 
amendments back 

to the original 
request was too 

complicate. 

Auto-renew 
functionality created 

confusion and 
duplicate requests. 

Amendments 
were too manual – 
and left too much 

room for error. 



NEW Forms

Contracts, Amendments and 
Renewals now each have their 
own request form

You can search for and select 
the Contract you are trying to 
Renew or Amend directly from 
the request page



Clear form instructions help 
you to understand if you are 
selecting the correct form for 
your needs



BUT HERE IS THE 
BEST PART…

All the contract information for the 
contract number you provided will 
already be pulled into the request 
for you – so all you need to do is 
review for accuracy and make the 
necessary changes



Since these NEW forms pull information 
directly from the contract system – you only 
need to supply NEW attachments, there is no 
need to provide duplicates or copies of fully 
executed agreements. 

The number of 
questions are also 
reduced! Saving 
you time!



You’ll also be able to easily track and toggle between your 
request and the contract using the embedded hyperlinks



DEMONSTRATION



In effect 
 May 6th 

Job aids and a training 
recording will be on our 
website



a few other reminders….
1. Please make sure supplier 

contact information is 
accurate and complete.  
Especially signatory 
information as this drastically 
increases time to signature. 

2. Typical turnaround AFTER 
the internal review is 
complete is 3-7 business 
days for uncomplicated 
agreements.



a few other reminders….
3. The more information you 

provide in the Summary 
section, the easier it is for us to 
understand the purpose of the 
contract, which helps for faster 
review and better protection.

4. Take care naming your 
attachments – help us 
understand what should be 
used in the agreement and 
what is additional supporting 
information 



a few other reminders….
5. When using the communication center, be sure to add your 

Contract Facilitator if you want the system to email them – you can 
also then request a response



a few other reminders….
6. Be sure business negotiations have concluded before submitting to 

us for legal review



Road Map

Amendment & 
Renewal 
Request Forms

Encouraged 
use of USF 
agreement 
templates

Enhanced 
dashboards 
for contract & 
performance 
management



Thanks for attending!
New forms will take effect 

May 6 
Be sure to attend our monthly PPS Q&A sessions 

for continuous contract support.

YEAR END IS COMING – GET 
AMENDMENTS/RENEWALS OR NEW CONTRACTS 

FOR JUNE/JULY IN SOON  
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