
Exhibit A 

Microsoft Consulting Services Work Order      
    

Work Order Number:   (For Microsoft Internal Purposes Only)
    
MCS (Non-Standard)- 
(Public Sector) 

Project Code:   

 Client ID: 

 Client Type:   

 Vertical Industry: 

 Customer Purchase Order Number: 

 
This work order is made pursuant to the Microsoft Master Consulting Services Agreement (State & Local – Non-
Standard), Agreement No. _______  (the “agreement”) effective as of ________ __, 2010, by and between the 
Virginia Information Technologies Agency (“VITA”) and the undersigned Microsoft affiliate (“we,” “us,” or “our”).  The 
terms of the agreement are incorporated herein by this reference.  Any terms not otherwise defined herein will 
assume the meanings set forth in the agreement.  This work order is comprised of this cover page and the work order 
terms below, which are incorporated herein by this reference.   
 

Customer Invoice Information 
Name of Customer   A/P Contact Name (This person receives 

invoices under this work order.) 
  

Street Address 
 
 
 

  
  
  

Contact 
E-mail 
Address 

  

City 
 

  State/Province 
  

Phone   

Country 
 

USA Postal Code 
  

Fax   

Invoicing 
We will invoice you according to our fiscal monthly billing schedule for services performed and expenses incurred 
during the previous period.  Our invoices for payment will be directed to your representative for payment at the 
address shown above.   

Customer must Select One: 
� Customer requires Purchase Order for payment of invoice:  Please indicate Purchase Order No. here  
     and send actual PO to Microsoft. _______________________ 
� Customer does not require Purchase Order for payment of invoice. Provide Accounts Payable Name and  
     Phone No. ________________________ 
 

Source to confirm Per Diem limits – hotel, rental car, meals, etc. (if applicable): 

Contact Name:       Contact E-mail address:      Contact phone No.:      

Web site address:          
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Period of Performance 
Services under this work order will commence on or around the Effective Date contained herein.  This work order 
will expire on ____ __, ____.  In order for us to continue work after the expiration date, you and we must agree in 
writing to a new work order or an amendment to this work order identifying the new expiration date and any other 
terms upon which you and we agree. 

Payments to Microsoft should be made to the following, include reference to our invoice number: 
By Check: Microsoft Enterprise Services, P.O. Box 844510, Dallas, TX 75284-4510, or if by overnight 

delivery, Microsoft Enterprise Services, Lockbox #844510, 1401 Elm Street, Fifth Floor, Dallas, TX 75202 
By Wire: Microsoft Enterprise Services #844510, Acct 3750825354/ ABA#0260-0959-3, Bank of America, N.A. 

By ACH: Microsoft Enterprise Services, Acct#3750825354/ ABA#11100001-2, Bank of America, N.A. 
  Attachments required with Invoice (Status Reports/Time /Expense Breakouts, Other): 

 
Place of Performance/Project Point of Contact(Customer Satisfaction Contact)  

Name of Customer 
 

  Project leader (This person is your point of 
contact for all service-related matters under this 
work order.) 
   

Street Address 
 
 

  
  
  

Contact 
E-mail 
Address 

  

City 
 

  State/Province 
  

Phone   

Country 
 

USA Postal Code 
  

Fax   

 
 
By signing below the parties acknowledge and agree to be bound to the terms of the agreement and this work order. 
 

Customer Microsoft Affiliate 

Name of Customer (please print) 
  

Name  
Microsoft Corporation 

Signature  Signature  

Name of person signing (please print)  
  

Name of person signing (please print) 
David T. Gallagher 

Title of person signing (please print)  
  

Title of person signing (please print) 
Director of Contracts 

Signature date  
  

Effective Date 
  


	Microsoft Master Services Agreement – State and Local (Non-Standard)
	Customer
	Microsoft 
	Copies should be sent to:
	q.  Microsoft’s Report of Sales and Industrial Funding Adjustment.  By the 10th day of  every month, the Supplier shall submit the “Supplier Monthly Report of Sales.”  A  template showing the format in which the report is to be submitted and contact  information for  submission is available at  http://www.vita.virginia.gov/scm/default.aspx?id=4450 under “Supplier Reporting.”  The  report shall be submitted via electronic mail to the VITA IFA Coordinator and shall report  total sales (defined for purposes of this report as all invoiced payments received by  Supplier from all Authorized User) for this Contract during the preceding month.  Supplier  shall be responsible for submitting the monthly report of sales even if Supplier has had no  sales (i.e., a $0.00 total sales value) for the reporting period.
	r.  Drug-free workplace.  During the performance of this Contract, Microsoft agrees to (i)  provide a drug-free workplace for the Microsoft employees; (ii) post in conspicuous  places, available to employees and applicants for employment, a statement notifying  employees that the unlawful manufacture, sale, distribution, dispensation, possession, or  use of a controlled substance or marijuana prohibited in Microsoft’s workplace and  specifying the actions that will be taken against employees for violations of such  prohibition; (iii) state in all solicitations or advertisements for employees placed by or on  behalf of Microsoft that Microsoft maintains a drug-free workplace; and (iv) include the  provisions of the foregoing clauses in every subcontract or purchase order over $10,000,  so that the provisions will be binding upon each subcontractor or vendor.
	  The Virginia Information Technologies Agency,, its officers, agents and employees    including, without limitation, are executing this master agreement and any statements of    services issued hereunder, solely in its or their statutory and regulatory capacities as    agent for the Commonwealth agency purchasing and receiving the services on the    statement of services in question and need not be joined as a party to any dispute that    may arise thereunder.
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	 a. Problem Request (Break-Fix).  An assisted break-fix support request, also known as an incident, is defined as a single support issue and the reasonable effort needed to resolve it.  A single support issue is a problem that cannot be broken down into subordinate issues. If a problem consists of subordinate issues, each shall be considered a separate incident.  Incidents requiring an onsite visit will be charged on an hourly basis and will include charges for reasonable travel and living expenses.  In certain situations, We may provide You with a modification to the commercially available Microsoft product software code to address specific critical problems (“Hotfix(es)”) in response to an assisted break-fix support request.  Hotfixes are designed to address Your specific problems and are not regression tested.  Except as otherwise provided herein or in an Exhibit, Hotfixes may not be distributed to unaffiliated third parties without Our express written consent.  
	You are responsible for setting the initial severity level. You can request a change in severity level at any time.  The incident severity will determine the response levels within Microsoft and estimated response times and your responsibilities are defined in the following table:
	You may be required to perform problem determination and resolution activities as requested by Us.  Problem determination and resolution activities may include performing network traces, capturing error messages, collecting configuration information, changing product configurations, installing new versions of software or new components, or modifying processes. 
	You are responsible for implementing the procedures necessary to safeguard the integrity and security of Your software and data from unauthorized access and to reconstruct lost or altered files resulting from catastrophic failures.  
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