Completing the Reporting Template
· Month reporting on (Column A):  The Qtr or Month that is being reported. 
· If reporting by month (Ex.  If you are reporting for January 2011 the correct format is 1/31/2011) 

· If reporting by quarterly (Ex. If you are reporting for Jan 11 –Mar 11 the correct format is 3/31/2011)

· Contractor Name Reporting (Column B):  Name of the contract holder that is reporting. 
· (Your company name) 

· Contract Number (Column C):  Your Contract Number
·  (Ex.  5000001234 or 4400001234) 

· Agency (Column D):  The name of the agency the product or service is provided to. Please do not abbreviate the name of the agency. Please spell out the name of the agency, Ex. SC Department of Transportation.
· (Ex.  SC State Budget Control Board or University of South Carolina, etc.) 

· (S,L, HED, K-12) (Column E):  The Identification of the agency or customer.  
· (Ex.  S - (State Agencies) L - (Cities and Counties)  HED - (Higher Education) Colleges and 
Universities   K-12 - (Kindergarten to 12th grade) 

· Purchase Order # or Invoice # (Column F):  The agency PO number or Invoice number.   If you do not have the PO number, please use the Invoice Number. 

· PO Date (Column G):  The PO Date or Invoice Date (Ex. 1/05/2011)
· Sub Contract Number (Column H):  The number which pertains to the reseller under an original contact number. 

(Ex. The Original contract number is 4400001234 (belongs to the Manufacture) but the resellers have been awarded subcontract numbers that may start with a 50000… this would be the number that goes in Column H.  Please remember that if this column does not apply then please leave blank.
· Reseller (Column I):  The name of the reseller that sold the product. For those who don't have resellers, use this column to identify the branch who sold the product or service. 
· (Ex.  You may have a branch in Spartanburg, Florence, Lexington, etc…  This column is where you fill in these names

· Manufacturer (Column J):  The name of the manufacturer of the product sold. If the product has the same name as your company please leave this area blank.

· Major End-Item Description (Column K):  The description of the product sold. (Ex. Computer or Monitor or Switch, etc.)

· Model No. (Column L):  The model number of the product sold. 

· Serial No. (Column M):  The serial number of the product sold. 

· Beginning Meter Reading (Column N):  Only for copier contracts.
· Ending Meter Read (Column O):  Only for copier contracts.
· Meter Read Total (Column P):  Only for copier contracts. 
· Part No. (Column Q):  The part number of the product. 
· Part Description (Column R):  Detail description of the product. Also used for Temporary Personnel Contract for the names of the individual filling the position. 
· (Ex.  Cisco Power Injector 456 or Cisco 3560 Switch)

· QTY (Column S):  The quantity of the product or service provided. 

· Unit Price (Column T): The unit price of the product or service provided.

·  Total Completed PO / Inv. (Column U):  The total of completed PO or Invoice. (This is where you put the total of the sales completed. Completed meaning that you have received payment for the PO or Invoice.) 

· Admin Fee (Column V): The admin fee for each PO or Invoice completed. (General Admin Fee- Default is 1%) Please verify if the correct formula is used in this column. 

· CPC Admin Fee (Column W):  Only for copier contracts.

****IMPORTANT****
· Reporting Zero ($0) Sales:  Fill out the Columns A, B, C and J. In the J column you will input ... No sales. 
