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SWC # 106 Interior and Exterior Signs
Information and Usage Instructions
Contract Period:
This is a three (3) year contract with two (2) one-year (1) options to renew. One (1) renewal option has been exercised and one (1) remains. 
Start date: August 25, 2023
Current End Date: August 24, 2027
Summary/Background Information:
SWC 106 includes all labor, equipment, and materials for specific Interior and Exterior Signs approved by the State of Tennessee. 
State Contact Information
Contract Administrator:
Amber Lovell
Category Specialist
Central Procurement Office
(615) 741-1184
Amber.Lovell@tn.gov
Vendor Contact Information:
Jarvis Award Sign & Flag
Edison Contract Number: 79521
Jennifer Sychareune
Project Manager
615-865-6062
jennifer@jarvissigns.com 
310 Madison St
Madison, TN 37115
Usage Instructions:
1. List what line items are needed and the quantity.
2. If your purchase is part of a capital project, it must be coordinated through your State of Tennessee Real Estate Asset Management (STREAM) Project Manager.
3. If your purchase does not involve a capital project then, contact Jarvis to place order. 
4. Find which region your location is within and apply the trip charge line item. (NOTE: Locations within Davidson County are exempt from trip charges)
5. When an order ships, Jarvis will email you a copy of the UPS tracking number so that you may track the anticipated delivery date. Once you have received your requested order from the Supplier, you should inspect the order to ensure it is complete. It is highly recommended that you do this as soon as possible. Any missing items will be replaced by the Supplier at no cost only if reported to them within forty-eight (48) hours after receipt. The forty-eight (48) hour inspection period will begin once the order shows “delivered” on the UPS tracking system. After that time, the supplier may request payment for those items as they cannot verify if or when the items went missing. 

Requisition and Purchase Order Generation: 
For information on how to create a requisition and/or purchase order please reference our CPO Job Aids on the following page: https://www.teamtn.gov/cpo/learning- development/cpo-job-aids.html 

Billing and Payment Instructions: 
Net 45 payment terms. The supplier accepts P-card payments.
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