DATABASE STEPS AGREEMENT ONLY - REVENUE

Navigate to the Procurement & Agreement Database in Lotus Notes.
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2. Select “Create New RO (per 2019 Policy)”.

3. Select “Agreement Only”
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“Agreement Type”.
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5. Select “PO Profile”, choose a profile of a staff member in your division.

Please Note: Agreement Revenue profiles are different from PO Agreement Expense profiles. Please
contact Brenda Breedon to have a profile added to the list.
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6. RO — Agreement Only-Revenue

e Fillin fields that are not auto populated,;
e “Non-Application” select “No”;
¢ “Attachments” are not mandatory.

Change Profile QCar\cﬁ\ RO

Anita Geier
071712019

Project Name: ", Estimated Value: "=
Profile: Brenda Breedon Profile Limit: 50
Profile Division: Corporate Senvices Responsible Division: J'Corporaue Senices =]
Non-Application: T Yes
Type of Goods andlor |
Services:

Co Author: "=

Account Allocation

Add HRemove Selected @ Edit Selected 2 New Entity Request

Tentative Start Date: ﬂ Tentative End Date: ﬂ
" T
Attachments: J
RO History S TTTTTIII———
Date (MM/DD/YYYY) Operator Activity

e Click “Type of Goods and/or Services” a pop-up will appear, select the appropriate Agreement
type;
e Click “Save”, upon saving the RO will automatically be approved.
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7. Select “Create Agreement (Revenue)”

Anita Geier
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8. Select “Open Database Templates”.

“Database Agreement Template Used”:

General Information:

e Select the Agreement type you will be using and save it to your desktop or a file folder to
customize it to your project

e Attach the Agreement you will be using to the “Working Copy”;
Staff are encouraged to use a TRCA Template Agreements;

e Should a Vendor wish to use their own Agreement it will have to be vetted by TRCA
Property/Legal services before it is signed;

¢ Once the Agreement has been peer reviewed and approved, e-mail Agreement to
Vendor for Signature.

@Saveas @Openﬂ() @Spel\chack ChangaPmme QAdmm QCanoe\AgreememOn\y

Req Order # 10021752 Anita Geier
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Agree
Agresment Review I Agreement Signature | Revisions |
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Completed by:

Y Yes © Mo

Has the Database Agreement Template been Altered?:  Yes ~ No

Submit Working Copy for Review (Peer) |

Approval History T

Date (MM/DD/YYYY) Operator Activity
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Scenario 1

e “Database Agreement Template used?” —“YES";
e “Database Agreement Template Altered?” —“NO”;
e Only Peer Review is required before sending the Agreement to the Vendor for Signature.
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Scenario 2
e “Database Agreement Template Used?” “YES”;
e ‘“Database Agreement Template Been Altered?” “YES”;
e “Provide a Summary of the Template Alterations” Enter a summary of the Agreement sections that were
altered;
e “Submit Working Copy for Review (Peer)”;
e “Submit Working Copy for Approval” As Yes was selected for “Has the Database Agreement been

Altered”, Property/Legal approval is required before sending the Agreement to the Vendor for Signature.
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Scenario 3

o “Database Agreement Template Used?” Select “NO”
“Database Agreement Template Been Altered?” This will no longer be a choice as

you selected NO above;

e “Submit Working Copy for Review (Peer)” ;
“Submit Working Copy for Approval” as No was selected for “ Has the Database

Agreement been Altered” Legal will have to approval it before the Agreement is sent
Vendor for Signature.
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When Vendor signed Agreement is received.

Navigate to the “Agreement Sighature” Tab

Enter the Actual Start, End Date, Actual Agreement Value and Customer fields;
Attach the Vendor signed Agreement to “Executed Agreement Copy”;

If required “ Attach Certificate of Insurance”, fill in “Insurance Expiry Date”;

If a COl is not required select “Certificate of Insurance Not Required”;

Submit the Agreement for TRCA signature (Note: Revenue agreements are signed by
the CFOO);

When the Agreement is signed by both parties, send a copy to Vendor for their records
and select save as “Active Agreement”.
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