Utah IT MSP Contract
               Managed by CAI

Guidelines for Successful Submissions
Receiving Jobs
Email notifications sent via SimplifyVMS
Ensure your email address is complete and accurate so you receive all SimplifyVMS notifications.
Check your Spam/Junk folder to ensure notifications are not filtered.
Suppliers have 7 calendar days to submit qualified candidates at their best rate. 
Submitting Candidates
Job
SimplifyVMS job will include complete details on the position:
· Remote or onsite requirements
· Local or non-local requirements
Provide accurate responses to everything including skills.  CAI Account Manager will validate responses.
Submit your best rate.
Attach resume on the CAI Account Manager’s template and remove any candidate contact information prior to submittal.  List the candidate’s experience with each of the skills.
Candidate Preparation
SimplifyVMS will only allow two (2) candidate submissions per supplier by default, so ensure that your best candidates are being submitted.
Only one layer of subcontracting is allowed between you and the candidate.
Provide a copy of the job description from SimplifyVMS and share position details: name of organization, length of project, skill sets, location, etc.
Discuss and finalize rates, W2 or 1099, and payment schedule with candidates prior to submittal.  Candidates should be informed if they will be responsible for any expenses incurred for travel to/from interviews with the agency, if a face to face interview is required, etc.
Inform candidates CAI may call them directly regarding the position to validate their qualifications and to validate that your company has the authority to represent them for the position.
Email Address
Enter the candidate’s valid email address when submitting candidates, as SimplifyVMS sends automated emails during onboarding and when contractor action is needed to the address provided.
Phone Number
Enter the candidate’s (not supplier’s) current phone number, as there will be instances where the CAI Account Manager may call candidates directly.  If an phone number is not provided, your candidate MAY NOT be considered.
Candidate On-Boarding
e-Verify
Must provide Initial Case Result of candidate selected for engagement within 3 days of engagement start date. 
Additional Items
Agencies may have additional on-boarding items, which will be listed in the requirement. 
Notifying Account Manager
Upon receipt of all required on-boarding documents, you will upload them into the candidate’s profile within SimplifyVMS and notify the Account Manager associated with the requirement. 
Questions
Please contact CAI’s MSP Help Desk (Utah.Help@cai.io) if you have any additional questions.
