EXECUTIVE DOCUMENT SUMMARY (EDS)

The Executive Document Summary was last revised effective July, 2006. The following
information/instructions pertain to that form. The form is now available through Peoplesoft Financials. A
link and other helpful information are available at http://www.in.gov/idoa/2525.htm .

All contracts submitted for signature approvals must be accompanied by a fully completed Executive
Document Summary (EDS) form. It is an essential part of the approval process. It is used by the Indiana
Office of Technology (when applicable), IDOA, Budget, the OAG, and agency staff to track necessary
contract information and to assure appropriate policies are followed.

It is essential that the information on the EDS be accurate. This information will be used in the
development of reports such as the annual Professional Services Report and Minority and Women’s
Business Enterprises reports. Inaccurate information may reflect poorly on your agency, contribute to
inaccurate reporting of contract information, and possibly lead to enhanced scrutiny on State Board of
Accounts audits.

The EDS is not part of the legally binding contract, so do not rely on box 37 of the EDS sheet alone to
describe the contractor’s duties. Those duties need to be described fully within the contract itself. All to
frequently a contract is rejected (particularly amendments) because the agency has explained the duties on
the EDS sheet, but has failed to include them in the amendment.

Instructions for the EDS Form

REVIEW THE EDS ONLINE TRAINING BEFORE FILLING IT OUT. The following is a more
detailed description of the information that should be placed in the boxes on the EDS.

Electronic EDS (log-in required) Once there you'll need to navigate to Purchasing>Procurement
Contracts>EDS>EDS Employee Entry.

EDS Entry
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value ' Add a Mew Value |

ED'S Number: | bedins with j |
Contract number: |= j |
Sequence Number: | = j |
Business Unit: | hegins with j | a,

[T case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add 5 Mew WValue

Under the ‘Find an Existing Value’ tab type in the EDS number you wish to use in the box provided.
Each EDS number must begin with the agency Automated Purchasing System (APS) number followed by
the last digit of the fiscal year and ending with an agency assigned contract number. Example: D20-7-
1389. THE EDS# FOR AMENDMENTS AND RENEWALS MUST BE THE SAME EDS NUMBER THAT
WAS USED ON THE ORIGINAL CONTRACT. If doing an amendment/renewal, when your contract
EDS document number is found, open the last document and click the AMEND or RENEW button. If



http://www.in.gov/idoa/2525.htm�
https://financial.gmis.in.gov/psp/fsprd/?cmd=login�

this is an original contract and the search comes back with no matches, click on the ‘Add a New Value’
tab.

EDS Entry

{ Find an Existing Value | Add a New Value

EDS Number: |CONTRACT—THAINING

Add

Find an Existing Yalue | Add a Mew Value

Click the Yellow Add button to create a new EDS sheet. A new screen will pop up with the information
below already generated. This will fill in Boxes #1 and 2 on the printed EDS.

EDS Number CONTRACT-TRAIMIMNG Emtered on 020352007
Contract number 17488 Sequence Number 0

Action type Mew
i 7
Confidential [ °

Please check the ‘Confidential’ box if the contract contains sensitive information not viewable by the
public. This should only be used for certain Homeland Security contracts, contract documents containing
information about minors or domestic violence victims or other sensitive information.

~* Coniracts & | eases (Box 3)

™ ProfessionalPersonal Services [ Contracts for procured service

[~ Grant ™ Maintenance

[ Lease [ License Agreement

[ Attorney [ Other

M mou

" apa ?

Place a mark next to the type of document being submitted for approval. If the document does not fit one
of the given descriptions, mark ‘Other’ and specify the type of document in the box that appears. This will
fill in Box #3 on the printed EDS.



+* Agency Information {(Box 14-16)
Business Unit IDDDE1 QL7 Requisition IDI
Location IDE1 ComMM O

IDOACommissioner Office
AddressLine 1 Indiana Dept of Administration
AddressLine 2 Commissioner Office
Address Line 3 402 W \WASHINGTON 5T RM Y479
City  INDIANAPOLIS State |n

Fill in the “Business Unit’ by clicking on the search tool and selecting the appropriate agency number. Fill
in the ‘Location’ by clicking on the search tool next to the box and selecting the correct address line. Line
#1 is the most recently updated address. If you can not find the correct address, contact GMIS. On
renewals and/or amendments, a new requisition number should be listed if the new fiscal year was not
included on the original purchase order. This section will fill in Boxes # 14-16 on the printed EDS.

A EDS Employee Entry - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help .*l‘

eEack - L) Iﬂ @ _;j /I__\J Search ‘i‘:( Favarites e} [_':v :\ﬁ _J '3

Address @ https: //financial. gris in. gov/psp/fsprd/EMPLOYEE/ERP/c/S0I_LOGGEDIN_DISP2,501_EDS_ROLEZ_ENTR,GEL?PORTALPARAM_PTCHAY=S0I_EDS_ROLEZ_ENTR_GE Go | Links | @~

E—'HGGJMFL\-SS —
3 o
PA ? 1

Information (Box 14-16)
1ess Unit l:IQ ?  Requisition !Dl:l

ss Line 1
5s Line 2
ss Line 3
City State

Information (Box 4-10)
Fiscal Detail Customize | Find | View 2| | BE  First

No Revenue
) 3 . . Department . Total Amount  New Contract Revenue Generated
inancial Year Business Unit Fund Code  Account Program W Project Id This Action Total ngerat_e(l Total Contract
Impact This Action
o[ el Ja [ Ja [ Ja[ Ja[ Ja [ Ja [ o [ oo [ oo |

Center and Object are reguired fialds

Totals:

'eriod Covered In This EDS (Box 11-13)

—————— - -
:',' start ® Inbox - Microsaft Out, ., il Executive Document ... 43 EDS Ernplovee Entry -. ..

In the ‘Fiscal Information’ section; enter the “Year’ in which there will be financial impact. If this
contract spans more than one year, click on the plus button located to the right of the information in this
section to add another row. Fill in the ‘Business Unit’ in which the money will be coming out of. Then
add the ‘Fund Code’, ‘Account’, and ‘Program’ by using the search tools to the right of each box. Select
the correct numbers from the list. “Total Amount This Action is the amount to be expended as a result of



this contract/amendment/renewal. ‘New Contract Total’ on original contracts will be the same amount
shown in the “Total Amount This Action” box. On amendments/renewals it will be the total of the original
agreement plus the amount being added by the amendment/renewal. ‘Revenue Generated This Action’
and ‘Revenue Generated Total Contract’ are used ONLY when the contractor is paying the State. Enter
the total dollar value to be collected under the agreement in ‘Revenue Generated This Action’ and
‘Revenue Generated Total Contract” will be the total of the original amount plus (or minus) the amount of
the amendment or renewal. If the contract document does not include financial consideration, please click
the “No Financial Impact’ box. This will fill in Boxes #4-9 on the printed EDS.

* Time Period Covered In This EDS {Box 11-13)
Start Datel [+ End Datel [+ 2

Method of source selection | j ?

In the *“Time Period Covered In This EDS’ fill in the ‘Start Date’ and the ‘End Date’ of the contract. If
you do not know the start or end date, estimate to the best of your ability. These fields are required. The
‘Method of source selection’ needs to be chosen from the drop down box. If an RFP was used, indicate
the RFP number in the box that pops up. If a “Special Procurement” was used, include a copy of the
authorization letter. (See IC 5-22-10 for further information.) This will fill in Boxes #11-13 on the
printed EDS.

* Agency Contact Information {(Box 17-19)

Mame | 7

Telephone |

Email ID |

In the *Agency Contact Information’ section you will need to fill out the Name, Telephone, and Email 1D
of the person in your agency most familiar with the contract in case of an approving agency’s need to
contact someone with questions. This will fill in Boxes #17-19 on the printed EDS.

* Courier Information {(Box 20-22)

Name | ?

Telephone |

Email ID |

The “Courier Information’ is the Name, Telephone, and Email ID the approving agencies will use to
contact someone to pick up the contract when it has been approved (or rejected). This will fill in Boxes
#20-22 on the printed EDS.



* Vendor Information (Box 23-28)

Vendor ID || aQ ? A(I(IrSeuNumI Q

Address Line 1
Address Line 2
Address Line 3
City

State Zip

Contract Supervisor

Vendor Telephone

|
Vendor Email |
|
|

Industry Type = 2
Certified Types
Is the vendor registered with the Secretary of State? (Out of State
Corporations, must be registered) Tves No 7

The Vendor ID can be obtained by clicking on the search tool and searching for the Vendor by the
Company Name. Choose the Address Sequence Number by clicking on the search tool next to the box
and select the correct address line. Line #1 is the most recently updated address. If you can not find the
Vendor or the correct address, please refer to the link labeled Adding A Vendor located at
http://www.in.gov/idoa/2525.htm .

Indicate the Vendor’s “‘Contract Supervisor’, ‘Email’ and ‘Telephone’ in the boxes provided. From the
drop down box below please select the ‘Industry Type’ for your Vendor. Next select “Yes’ or “No’ to
indicate whether the Vendor is registered with the Secretary of State. (Note: If the Contractor/Grantee is
other than a sole proprietorship or a general partnership, it must be registered with the Secretary of State’s
Office to do business with or in the State of Indiana. Confirm by checking the Secretary of State’s
website at https://secure.in.gov/sos/bus_service/online_corps/name_search.aspx .) This will fill in Boxes #23-28
on the printed EDS.

* MAWBE Sub-Vendors (Box 29-32)

MAVBE Distribution Detail Custornize | Find | View & | 38 First [ 1 o 1 [F Last
Business Anticipated
Help Type Registration Vendoer Name Industry Type Percent Date of
Number |Hilization
17 | Il | Q | | | H 3 =

Select the type of M/WBE Sub-contractor from the drop down box. Your choices are Women, Minority,
or None. Next fill out the Business Registration Number by clicking on the search tool and finding your
vendor by searching the business name. Once you have selected the correct number the vendor name will
automatically generate. Select the Industry Type and fill out the percentage of the minority or women’s
business participation. Finally fill in the Anticipated Date of Utilization. If you do not have an exact date,
estimate to the best of your ability. In cases of the contract not having a M/WBE Sub-contractor
participating please select “NONE”. This section is mandatory. This will fill in Boxes #29-32 on the
printed EDS.


http://www.in.gov/idoa/2525.htm�
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~ Additional Information {Box 33-36)

Is there Renewal Language in the document? " Yes T No
Is there a Termination for Comvenience clause in the documenmt?  Yes T No

Will the attached document involve information technology or
felecommunications systems{s)?

? [ Yes: 10T or Delegate has signed off on contract

Statutory Authorityl ?

If there is Renewal and/or Termination Language, please select the “YES’ or ‘NO’ box for each question.
IC 4-23-16-8 requires 10T approval on agreements for computer equipment/software over a certain dollar
value. Check the Yes box if IOT has signed off on the contract. Give the statutory cite that authorizes
your agency to enter into this contract or grant in the box provided. This will fill in Boxes #33-36 on the
printed EDS.

+ Addtional Comments {Box 37-39)

Description of work and justification for spending money. (Please give a brief description of the ?
scope of work included inthis agreement.) @

[

Justification of vendor selection and determination of price reasonableness: ?

=€
[~

If this contract is submitted late, please explain why: (Required if more than 30 days late.) 7

¢
=

In the ‘Additional Comments’ describe the work to be accomplished by the Contractor/Grantee in the first
box. Also, include a brief reason why it is in the best interest of the State to expend the funds. Do NOT
use the explanation provided in this Box as a substitute for a description of the services to be
provided in the contract document. This is a frequent problem in amendments. (Note: Only the
first 700 characters will be printed. Put your most important information first.)

Then describe how/why the Contractor/Grantee was chosen in the second box. If an RFP was used,
merely make reference to box #13. It is the expectation of IDOA that all agreements of $75,000 and
above will be solicited through a formal process. But for all contracts, if no formal process was used to
select the recipient then you MUST explain how they were chosen and how you determined their price to
be reasonable. (Note: Only the first 700 characters will be printed. Put your most important
information first.)



If the document is being placed into the signature cycle 30 days after the date indicated in box #11; you
must explain why.

Print |

E save | Ll Return to Search | +[5] Previous in List | +[5] Mext in List | [Z7] matity | 4y Refresh |

When you are finished filling in your information; click the ‘Save’ button at the bottom of the screen and
then the “Print’ button. This will generate a pop up screen that looks like the picture below.

+} Employee-facing registry content - Microsoft Internet Explorer -0l x|

| .al

File Edit iew Fawvorites Tools Help

'\_‘)Back - J e \ﬂ @ _;j /-__j Search ‘:?::( Favarites €‘3| <]~ :‘? _J ﬂ 3

Address [&] https: ifinancial.amis.in govipsp/Fsprd_2/EMPLOYEE/PSFT_EPPRD) ~| B Go  |Lnks | (@ snagle | &Y -
T TNCONESS
»

Add to Favorites

Hame

Mews window | Help | Customize Page | p5h 2

[ List " Esplorer Y Administration {_ Archives |

User I |R235412 Type: | j Last: |_1|Davs 'l Refrash |
status: | =l Folder:| | mstance: | tor |
Report List Custarmize | Find | Yiew A | Bl First [ 4 or 4 ] Last
Report Pics it Ti
Select D Instance Description Request Date Time Format Status
1] 14641497 2610 SOIEDESM O2/08/2007 10:03:1 3AM Acrobat ¢ pdfy kA
[&] |_|_|_|_|—é_|o Trusted sites 7

To generate a report so you can print the EDS sheet click the Yellow ‘Refresh’ button about every 8
seconds. The “Status’ column will gradually change to “Posted” as shown below.

Report List Custornize | Find | Yiew Al | B First [ 1 o 1 [ Last
Select Report Pres Description Request Date Time Format Status Details
D Instance
Q2meizo07 Acrobat :
14R53498 I 2BR2E SOIEDS0T P ¢ pelh Posted Details

Click on the blue Details link in the “Description’ column. This will pull up a PDF of your EDS sheet.

** Be sure the Agency fiscal officer approval block (box #40) is signed or it will be returned.**

If you need to have an EDS deleted, renamed or have other issues/questions, then send an email
to the EDS help account at edshelp@idoa.in.gov.



EXECUTIVE DOCUMENT SUMMARY

State Form 41221 (R10/4-08)

AGENCY INFORMATION

14, Name of agency

13, Raquisition Number:

Instructions far completing the EDS and the Confract process.

. Please read the guidelines on the back of this form.

Office of Technology

087-7-12389

16. Address:

Indiana Office of Technology
Receiving-Input Cutput Window

. Please type all information.
. Check all boxes that apply.

100 M SEMATE AVE RM N551
INDIANAPOLIS, IM 45204

. For amendments / renewals, attach criginal contract.
. Attach additional pages if necessary.

[ R

AGENCY ACT INFORMATION

18. Telephone #
317/232-3150

17. Mame:

John Coe

2. Date prapared:
2/28/2007
3. CONTRACTS & LEASES

1. EDS Number:
EDS-EXAMPLE

19, E-mail address
jdoe@idoa.in.gov

COURIER INFORMATION

Professional/Personal Services — Confract for procured Services

W H . pl 1 -
— Grant —Maintenance 20 Name: '_I'TP:ethne N
) Jane Doe 317-232-3150
— Lease —License Agreement
— Attormey —_ Amendment# - :'m;ll add“;"" _
anedos@idoa.in.gov
— MOU @ g

—Renewal #
®

s * oOther _ |BMBOA

VENDOR INFORMATION
00000042135

FISCAL INFORMATION 23 Vender ID 2

4. Account Mumber; 5. Account Mame: . -
5220-10850.537000 Information Services 24 Name: 25 Telephons =
IEM CORP [
6. Total amount this action: 7.New contract total: . (317) 201-7008
$102,312.00 $102.312.00 26 Address: 9228 DELEGATES ROW
3. Revenus generated this action: 9.Revenus generated total contract INDIANAPOLIS, IM 45240
$0.00 20.00

10.Mew total amount for each fiscal year ;
Year 2007 3102 312 00

27. E-mail address: amlesto@us.ibm.com

Vear kA 28. Is the vendor registered with the Secretary of State? (Out of State
ear k3 Crmarations mmst he ez sterad) L —
ear = 29 Primary Vendor: MAWEBE v 30. If yes, list the %2:
WMinerity — Yes _~ No Minority: %
Women: es ~ o Women: _ %
TIME PERIOD COVERED IN THIS EDS - — - o
31 Sub Vender M/WBE 32. If wes, hist the % .
11. From (menth, dzy, year): 12. To { month, day, year ) Minority: Yes No Wincsity Do %
7/1/2006 630/2007 r " o a
; - - Women: res Lo Women:
13. Method of source selection: Megotiated - -
., . = - - " 33 Is there Renewal Lanzuaze 34, Is there a "Termunation for
Bid Quotation Smergency = o - i . "
Special Produrement n Convenience” clause in the
, . . .
— EFP# . Other {specifid BOA X Yes Mo document? 5 Yes Mo
35, Will the attached decument invelve data processing or tzlecomnumications systems X

Yes: IOT or Delegate has sizned off on contract

36. Statutory Authonty (Cin licable Indiana er Federal Code:z)
IMDIAMNA CODE 5-22-8-1ET SEQ

37. Description of work and justification for spending money. (Pleaze give a brigf description of the scope of work included in ¢
To zdd the following products to the IBM Ordering Azresment PSF for /05, Tesolve,
2 Upgrade and CICS v2 Mainframe Softwars Upgrade. The Virnwal Consultng Sarvices part will be billad

iz agreement. )

Virnral Consulting Services for the ISDH, IMS v0 Mainframe Softw:
back to ISDH.
38. Tustification of wendor selection and dstarmination of price 1easonablenass

This mainframe soffware 1= propriety to the Licensor, IBM Corporation and can only be distrbuted by the Licensor. The software lsted in the attached Supplements is already
installed on the mainframs.

39, Ifthis confract 1s subnutted late, pleass explain why: (Required if more than 30 dayz late.)

40. Agency fiscal officer or representative approval 41. Date Approved 42, Budget agency approval 43, Date Approvad

Atstomey General's Office approval

= s . 7 A -
45 Date Approved 46. Ageney representative recetving from AG 47. Date Approved

18086-000



