	Procurement Reporting Communications
  Information Collection Worksheet



Below is a list of items employees should collect when participating in procurement-related discussions to ensure accurate and detailed reporting at: http://pcrs.illinois.gov.

Information to collect from the Vendor Representative(s):

	Vendor Name:
	

	Vendor Location: 
	

	Name:
	
	
	

	Job Title:
	
	
	

	Phone Number:
	
	
	

	Email Address:
	
	
	


Information to collect from ALL University participants:

	Name:
	
	
	

	Job Title:
	
	
	

	Phone Number:
	
	
	

	Email Address:
	
	
	


Additional information you will be expected to provide in your reports:
	Date of communication:

	Time/Duration:

	Communication Mode:  (phone, email, fax, etc.)

	Action Requested:

	Summary of communication:




