Accessing Templates

As of 5/15/08, document templates will no longer be accessible through the State of Oregon website. If you are creating a document and need to get to the Templates, please do the following:

1. Minimize your document by clicking on the button in the upper right corner of the document window.
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2. You should now be able to access the Menu (Navigation) bar on the left side of the screen. Click on the ‘Welcome Page’ link.
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3. You will be taken to the initial Welcome Screen in ORPIN. Click on the link titled, ‘Link to templates page’.
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4. A separate window will open to display the ‘Forms and Links’ page. You can either scroll down to the template you need or click on one of the blue underlined bookmarks at the top of the screen to take you down to the correct template.
[image: image4.png]OREGON.gov

State Procurement Office

Enter search term(s)

A+ 4 A Text Only

Department

Search
About Us
Contact Us

Forms
Policies

Reciprocal Preference
Law’

Rules/Statutes

State Services Home

SPO Home

Forms and Links

Purchase Order uotes (docs: Performance Report
Agency Request for Proposals  Public Improvement Purchasing Links

Personal/Trade Services (docs) ASE

Personal Services (docs: Sole Source Request

Information Technoloy (docs) ~ Special Procurement Request

Goads (does: Delegation Request

Purchase Order
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The State Pracurement Office approves this computer-generated Purchase Order Form
for those Agencies who are set up to print this Form on blank paper.

The State Pracurement Office also appraves the use of the pre-printed Purchase Order Form # G3-
109030SFMS, produced by the Print Shop (SFMS pre-printed Form). To obtain this approved SFMS
pre-printed Form, please contact the Print Shop by telephone at (503) 373-1773, by fax at (503) 378~
8500, or online (i a state agency).
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5. Click on the template link to open the template document. Modify the template to include your information. 
6. Click on the File dropdown and choose Save As to save the template to your computer.
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[STATE OF OREGON
CONTRACT FOR THE
PURCHASE OF SERVICES
(“Contract?)

This Contract is between the State of Oregon (“State”) acting by andthrovgh
(Asgeney"), and (Insed Conisadtor’s name here: if Conractoris & corporstion, add the state oF incorporaticn,

£.6: ACME Widget Company. s Delaware corporation) ("Coniractar”). This Conlract is effective an the
date it has been signed by all parties and all required State of Otegon approvals have been obtained. This
Contract expites on JOPTIONI: _ [insert date]__JJOPTION2: the laterof ___[insertdate]___ the

date all warranties have expited or the date Contractor has completed all Services in accordance with the
sequirements of this Contract, as detetmined by Agency] The parties may extend the term of this Contract
pravided that the total Coniract term daes not extend beyond ___[insert date or even]
Contractar agrees ta perform, and Agency agtees ta pay for, the services and deliverables deseribedin
section 1 (the “Services”). Contractor also agrees ta deliver the goods described in section 1 (the
“Goads”).

1. STATEMENT OF SERVICES.

Contractar shall perfarm Services as described below.

A. GENERALINFORMATION,

(Insert project background information, agency objectives and any other gemeral information that may be kelpfl to
Qascribe the contact of this contractual velationskip. Be specific and complete.)

B. REQUIRED SERVICES, DELIVERABLES AND DELIVERY SCHEDULE.

(Describe specific services to be performed, deliverables to be provided, Goods to be deliverad, the
schedule for the services, deliverables and Goods, including documenis and reporis, if any, to be created
ivered as part of the services. An individual reading the Contract must be able to easily answer the

following quastions: a, Who is purchasing? b, Who isselling? ¢, Whatis being purchased? &, How much is

‘being purchased? ¢, Whan will it be delivered? f, How muck will be paid and what is the payment mathod? g.
hen will payment be made? The answars to thass questions must be clearly stated either in the Statement of

Sarvices or in other paris of the Contract: The Statement of Services must not craate an employer-amployee
relationship between Agancy and Contractor. Ba spacific, clear, concise and complete when describing the
intended pesformance obligations of the partias. Write what yo mean because you will get what you writ

C. ACCEPTANCE CRITERIA AND PROCESS,

(Descibe the criteria and process for Agency’s acceptance of the defiversbles portion of Services and the
Goads, and the pracess that applies if Agency rejects any Services or deliverables) For example: ACCEPTANCE
OF DELIVERABLES AND GOODS: Agency shellinspect end sither accept or refect each deliverable and Goods
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7. Once you are finished with the Templates link, either hit the X in the upper right corner of the screen to close the window, or just hit the Back button in the browser to get back to the main Forms and Templates page and then minimize the window for future use. 
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8. To get back to your ORPIN document, click on the minimized window titled “Document Summary” in the Task Bar at the bottom of the screen. You can then attach the saved template to the Attachments area in your document.
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