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Doing Business @ CSUSM
Business Managers Round Table

Communication made easy!


Finance and Business Services
See DB@CSUSM at http://www.csusm.edu/fbs/
	DB@ CSUSM
	 NEW Procurement Services Centralized Customer Support E-Mail
 procurementservices@csusm.edu



DATE:


December 6, 2006
TO:


Deans, Department Chairs, Managers and Department Business Officers
FROM:

Bella Newberg, Director, Procurement & Support Services
	Purpose:  Provide a centralized customer support e-mail address to process questions and documents in order to expedite responses to the campus community.

	

	Process:  End-user e-mails questions or documents to procurementservices@csusm.edu  with the appropriate subject line as follows:


	Questions/Documents
	Insert in E-Mail Subject Line

	General questions 
	General

	Requisition Backup

· Requisition backup documents that do not require original signatures

· Any additional information that would be helpful
	Requisition Backup & Supplier Name

	Status of PO’s

· Other than information readily available in Peoplesoft

· Allow 7 days for Req to process to PO

· Ensure that your Req is approved and budget checked
	Requisition # and Supplier Name

	Status of POA’s
	POA PO# and Supplier Name

	Request to review Contracts/MOU’s
· Any additional information that would be helpful
	Contract and Company Name


Procurement Services Customer Support acknowledges receipt of your e-mail within 24 hours and responds or routes your e-mail appropriately.
Continue to:

· submit all documents that require original signatures directly to the Procurement Services office, for example:  Hospitality Forms, POA’s, Contracts and MOU’s.
· communicate directly with the buyer processing your requisition, if known. 
Finance and Business Services (FaBS) 

… One of the Finance & Administrative Services Families

AVP’s Office · Accounting Services · Accounts Payable · Accounts Receivable · Cash Management · Cashiers ·FAS Systems Operations Development ·Financial Aid Business Operations · Financial Reporting · Materials Management & Mail Center · Payroll · Procurement & Contracts ·University Controller’s Office

