
To:  All FMS Users 
 
Subject: Athletic Field Maintenance 
 
Bid 9706.2, Athletic Field Maintenance was awarded to the prequalified vendors on the attached 
list.  CLICK HERE for list. End users must obtain up to 3 quotes for field maintenance and field 
repair services from the prequalified vendor list.  Prepare a non catalog request following the 
instructions below to setup your requisition for approval and payment. 
 
In iProcurement select Non-Catalog Request this screen will appear: 
 

 
 

1. In Request Type --  select Goods or Services Billed by US$ 
 

2. Item Description – type a description of the service(s) being provided: i.e., Moving schedule 
for Fescue, Comprehensive soil analysis, Turf rolling, Irrigation adjustments, Painting field 
stripes/field markings, etc.  Incude the Quote # provided by the vendor 
 

3. Select Category Code 988.03 
 

4. Type in the total dollar amount provided on the quote 
 

5. Select the vendor providing these services, then hit the Tab Button --the fields will 
automatically populate 
 

6. Choose  -- Add to Cart 
 

7. Save as FYxx , School Name – Brief Description 
 

8. Continue following the prompts for check-out 

http://www.montgomeryschoolsmd.org/departments/procurement/Contracts/SummK_AthleticFieldMaintenance_Vendors.pdf�

