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Michelle MacVicar

4050 Esplanade Way, Ste 360

Tallahassee, FL 32311

October 10, 2008

Agents for awarded vendors of 

State Term Contract 250-000-09-1

Dear Agents,

Congratulations on being selected to represent the awarded vendors on the State of Florida Term Contract for Network Infrastructure Equipment & Services (STC 250-000-09-1). In addition to meeting the prime vendors’ requirements for participation, there are steps that must be taken to aid the State in determining spend on each State Term Contract and under each vendor on the contracts.
Please do the following:

· Log into your current MyFloridaMarketPlace registration using the username and password created during your registration process. (If you do not have the username and password, you may obtain it from the MyFloridaMarketPlace helpdesk by calling 1-866-352-3776 or by sending an email to vendorhelp@myfloridamarketplace.com)
· Select update vendor registration

· In the upper left-hand corner, click on Locations/Contacts

· Select new location

· Select continue registration (do not enter anything in the sequence number and pin boxes)

· Within location name enter your company name “for” the name of the company of which you are an agent

· Complete the purchase order to, remit to, and billing sections

· Click on save changes

Repeat these steps for each company that you are an agent for on this contract. Each unique sequence number will be associated with each prime’s record in the Ariba system. It is via this system that purchase orders are generated.

I appreciate your cooperation in this matter. If you have any questions, please feel free to contact me at (850)414-6131 or michelle.macvicar@dms.myflorida.com.

Sincerely,

Michelle MacVicar
ATTACHMENT A
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