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How to complete Athletic Association PSC
Template

1 Enter name of consultant individual or firm.
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2 Enter address of consultant individual or firm.

3 Enter consultant social security number or Federal Tax ID number.
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4 Check one box as appropriate. If consultant is employed by the University or any
affiliate, enter employee name.

5 Enter brief description of services to be provided by consultant.
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6 Enter detailed description of ALL services that are to be provided and any relevant
information that consultant must provide. Use all space available and if more
room is needed, include on a separate page.

7 Enter total Fee. This amount is what the consultant will charge for their services.
Travel and other expenses are not to be included in this amount unless expressly
indicated so.
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8 Enter details regarding how payments are to be billed. Must include hourly rates,
number of hours worked, services rendered, milestone/phase completed, as
relevant in order to properly evaluate invoice for approval.

9 Enter all details that must be included on the invoice submitted by the consultant
in order to properly review and approve for payment.
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10 If Travel Expenses are allowed, include a maximum amount allowed. This amount
can be estimated. Consultant must pay for expenses and request reimbursement
on invoice.

11 Enter details regarding documents or information that must be provided by
consultant to be reimbursed for allowed travel expenses.
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12 If Other Expenses are allowed, enter maximum amount here and type of
expense(s) allowed. Other expenses may include administrative expenses,
postage fees, office supplies, etc.

13 Enter total for Fees and Expenses. This amount will be the sum of the amounts in
sections A, B, and C.
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14 Enter begin and end dates for services/work to be performed. Dates are not to be
backdated.

15 A response to the question is required if either box in section 11 is
marked Yes. Can remain blank if not using federal funds to pay for this project. If
YES is selected, enter URL.
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16 Check one box as appropriate.

17 Check one box as appropriate. If 'YES' is selected, Second Party must initial line
and a Business Associate Agreement (BAA) must be completed with the
consultant. Procurement Services can assist with this process if needed.
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18 Send completed document to Procurement Services for review PRIOR to
obtaining any signatures. If signatures are obtained prior to Procurement Services
review and edits are needed, new signatures will need to be requested.

19 After Procurement Services review, obtain Department Chair / Head signature. All
lines in this section must be completed or Procurement Services will return
document.
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20 Obtain Second Party signature. All lines in this section must be completed or
Procurement Services will return document.

21 Enter department unit name and contact information.



Made with Scribe - https://scribehow.com 12

22 Return PSC document to Procurement Services after obtaining Second Party
signature. Procurement Services will obtain remaining signatures and finalize
document.
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How to Complete Athletic Association PSC
Amendment / Extension Form

1 Enter name and address of consultant individual or firm.
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2 Enter current date and department unit contact information.

3 Enter PSC # that change is being requested for.
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4 Enter original date of PSC. If unknown, Procurement Services can fill in.

5 If amending, check box and enter details regarding what information needs to be
added / changed on the PSC.
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6 If extending, check box and enter requested dates to extend.

7 If amending and extending, check both boxes and enter information as described
above.
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8 Obtain Department Chair / Head signature. All lines in this section must be
completed or Procurement Services will return.

9 Obtain Second Party (consultant) signature. All lines in this section must be
completed or Procurement Services will return.
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10 Send completed and signed document to Procurement Services. Procurement
Services will obtain remaining signatures and finalize document.


