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City of

Tucson

Department

OF

PROCUREMENT

Dear City of Tucson Registered Vendor:





Effective July 1, 2009, the City no longer mails out Notices of available solicitations.  Our solicitations will continue to be posted at � HYPERLINK "http://www.tucsonprocurement.com" ��www.tucsonprocurement.com�, but we are now also sending out email notifications to those vendors who request email delivery.  





There are many benefits to email delivery of solicitations:


You receive Notice of the solicitation. 


You receive automatic notification of solicitation amendments.


You receive the solicitation and amendment faster than if sent via US mail.





To receive email delivery, go into your existing vendor record and do the following:





Log on to � HYPERLINK "http://www.tucsonprocurement.com" ��www.tucsonprocurement.com�.  


Click on Vendors; then click on Vendor Registration (listed on the left). 


Do not click on Register!


Enter your login ID and password. 


If you do not recall your login/password, contact � HYPERLINK "mailto:Janet.Clark@tucsonaz.gov" ��Janet.Clark@tucsonaz.gov� or (520) 837-4110. 


If Janet is unavailable, you can also contact � HYPERLINK "mailto:Sharon.Barron@tucsonaz.gov" ��Sharon.Barron@tucsonaz.gov� or (520) 791-4217.


To change your password once you are logged in, click on My Account, and then click on Edit.  Passwords are limited to 8 characters.


Click on Seller Administrator (this is in the upper right).


Click on Maintain Organization Information.


Click on Maintain General Organization Information.


Change your Preferred Delivery Method to email.


Make sure your Vendor Email is correct.


Hint:  Consider choosing an email address that is not associated to an individual.  Individuals often move from a company and email notifications are not always forwarded to their replacement.   For example: Sales@yahoo.com.     


When done making changes, scroll down and click Save & Exit.


Make sure that you are registered for all applicable NIGP codes.  This is what we base our email notification on.  To do this, click on Maintain Organization Information and then click on Maintain Commodity Codes & Services.





The City is also moving towards email delivery of Purchase Orders and Change Orders.  Setting your Preferred Delivery Method to email will enable you to receive these documents via email as well.  





As a reminder, it is your responsibility to maintain your vendor record so please make sure all your information is correct.  





We appreciate your interest in doing business with the City of Tucson. 












