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AGENDA
 Deliverable (Data)
 Process

 Phase 1: QC and collection of Data Set 1 (July 1, 2023-December 31, 2023)
 Phase 2: QC and collection of Data Set 2 (January 1, 2024-June 30, 2024)

 Resources for Suppliers
 Templates
 Critical List

 Assigned Campus

 Questions

*This training is being recorded
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What are we asking you to do?

1) Submit Data in two rounds

• Data Set 1 (July 1 – Dec. 31, 2023): due June 7, 2024

• Data Set 2 (Jan. 1 – June 30, 2024): due July 24, 2024
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Set 1 Collection (July 1, 2023-Dec. 31, 2023)
1. Deadline: June 7th, 2024
2. Action

a) Check the Set for Completeness. Work with Category Manager to confirm Critical Data.

b) Email File to Category Manager.
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Systemwide Review
June 7th – June 21st: Comprehensive Supplier Data Quality 
• Checked by Analytics Team 

• Outreach to Category Manager & Supplier to follow-up on discrepancies.

June 28th: Incomplete Data Due Date (some Suppliers)
• To receive the data from files that were initially tag having 

discrepancies or significant incompleteness
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Set 2 Collection (Jan 1. 2024-June 30, 2024)
1. Deadline: July 24th, 2024
2. MATCHING the spreadsheet format as Data Set 1 (so your data would merge seamlessly)

• Recommend checking that Data Set 1 was approved through the Systemwide Review before 
submitting Data Set 2

3. Action

a) Check the Set for Completeness. Work with Category Manager to confirm Critical Data.

b) Email File to Category Manager.
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Tools for Suppliers

1. Data Template
2. Critical Data List
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DATA TEMPLATE

*templates will be emailed or downloadable from this UCOP Supplier Reporting webpage

https://procurement.ucop.edu/suppliers/supplier-reporting-requirements/green-spend-reporting-process-uc-suppliers-2024


4 Spend Categories
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CRITICAL CHECKLIST
1. Campus Name (NO UC Health or Med Center)
2. 1st Level – Product Category (Suppliers)
3. 2nd Level – Product Category (Suppliers)
4. 3rd Level – Product Category (Suppliers)
5. 4th Level – Product Category (Suppliers)
6. UNSPSC Code (8 digit)
7. Manufacturer
8. MFG Part Number
9. Invoice Paid Date (must be a date field)
10. Line-Item Description
11. Qty.
12. Unit Price
13. Extended Price
14. Supplier Name
15.   Recognized Certifications (per each reporting category)

*SEND TO ‘ASSIGNED CAMPUS’: Include data for all UC Campuses!

*equivalent column fields are okay
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Assigned Campus – Your Point of Contact (POC)

NOT relevant for Systemwide Procurement (UCOP) Contracts
-Your POC is your Category Manager-



Critical Dates
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1. May 8th: Supplier Training

2. June 7th: Data 1 Submission Due Date

3. June 7th – 21st: Systemwide Review

4. June 28th: Some Suppliers Resubmit Data 1 Due Date

5. July 24th: Data 2 Submission Due Date
Tasks 2024

March April May June July August Sept
1 2 3 4 1 2 3 4 1 2 3 4 1 2 3 4 1 2 3 4 1 2 3 4 1 2 3 4

Training: Suppliers

Data 1 (Jul-Dec, ‘23)

Data 1 Systemwide Review

Data 1 Incomplete resubmit

Data 2 (Jan-Jun, ‘24)

5/8

6/28

6/7

7/24

6/7-21

UC Supplier Webpage

https://procurement.ucop.edu/suppliers/supplier-reporting-requirements/green-spend-reporting-process-uc-suppliers-2024


https://sustainabilityreport.ucop.edu/2023

mailto:https://sustainabilityreport.ucop.edu/2023/policy-progress/%23procurement
https://sustainabilityreport.ucop.edu/2023/


Thank you!
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