
    
   

  

 
             

             
          

 

 

  

   
  

 

  
  

           
          

       

 
 

 

     

  
  

  

    
      

CONTRACT NUMBER: ______________
(Internal Use Only)

CONTRACT REQUEST FORM 
For use by CSU, Fullerton departments requesting the development or review and signature of a new contract. 

All information must be provided and all questions must be answered. Responses should be thorough or this request 
may be returned for more information. Attach additional sheets or supporting documentation as necessary. 

PART I: Requestor Information 
Division/ College: 
Department: 
Name and Telephone No: 
Email Address: 

PART II: Contractor / Service Provider or Site Information 
Contractor / Service Provider 
or Site Name & Address: 
Contact Name : 
Telephone Number: 
Email Address: 

PART III: Contract Information 
Classification of Proposed Contract: (i.e. Clinical Agreement, Federal Work Study, International Study Abroad, 
Internship Agreement, Lease Agreement, Internal Master Agreement, General “Zero Dollar” Agreement, Service 
Learning Agreement, Student Teaching Agreement, Teaching Intern Agreement , or other) 

NARRATIVE QUESTIONS: 
1. Describe the reason for requesting this contract and the anticipated benefit to the University.

2. Provide an overview of the proposed scope of this contract.

3. Describe any other significant factor(s) that will assist in the review and approval of this request.

PART IV: Documentation 
Provide the following documents as part of the request documentation: 

1. Completed Contract Request Form (REV 03/19) with all applicable
information.

2. Attached copy of the proposed contract.
3. Any additional back-up information that will assist in the processing of this

contract request.
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CONTRACT NUMBER: ______________
(Internal Use Only)

PART V: Required Approvals 
This form requires approval by the highest ranking department representative or designee, prior to submitting to 
CSU, Fullerton - Contracts Operations. The typed name and signature must match. The highest ranking
Department Representative or designee may designate one person to sign on his/her behalf subject to CSU, 
Fullerton - Contracts Operations approval. 

Name/Title (typed): 

Signature: Date: 

PART VI: Contracts Operations Review (Contract Operations Use Only) 
Buyer Name: Date Received: 
Comments/Notes: 
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Announcement:

Contracts & Procurement is launching a new application to process zero-dollar contract requests. Requesters will be 
able to submit and track their contract requests completely online.

When?
• The application will be available on Friday, July 30, 2021
• Fillable PDF forms sent via email will no longer be accepted after Friday, August 13, 2021

What is Required of Me?
Take the online training in Employee Training Center (ETC).
• Training for Requesters
• Training for Approvers

Access the new application from the Contracts & Procurement website.

mailto:DL-Contracts@fullerton.edu
mailto:serodriguez@fullerton.edu
mailto:DL-Contracts@fullerton.edu
https://afapps.fullerton.edu/ContractRequest/Login.aspx?ReturnUrl=%2fContractRequest%2f
https://csu.sumtotal.host/rcore/c/pillarRedirect?relyingParty=LM&url=core%2factivitydetails%2fViewActivityDetails%3fActivityId%3d65210%26UserMode%3d0
https://csu.sumtotal.host/rcore/c/pillarRedirect?relyingParty=LM&url=core%2factivitydetails%2fViewActivityDetails%3fActivityId%3d65211%26UserMode%3d0+
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