PROCUREMENT REQUEST FORM


Upon the initial procurement request, this Procurement Request Form will be e-mailed to program staff for completion.  It should be returned to Procurement Unit staff three business days before the scheduled initial procurement meeting.  Information provided on this form will be discussed at the initial meeting along with other relevant issues.
	1. Project title:
	

	2. Type of procurement:
	
	RFP
	
	RFA
	
	RFQ
	
	Other

	3. Program staff name:
	

	4. Program staff telephone number:
	


	5. Brief description of services to be procured (purpose, scope, activities, outcome):

	


	6. Projected contract period:
	
	to
	


	7. Amount of funding:
	$
	
	


	8. Fund number:
	
	9. SID number:
	


	10. Program code:
	
	11. Account code:
	


	12. Is this procurement needed to obtain new or existing services (select (X) one)?
	
	New
	
	Existing


	13. If procurement is needed to obtain existing services, provide the following information.

	a) Number of existing contractors (if one, provide legal name):
	

	b) Term of existing contracts:
	

	c) Total amount of existing contracts:
	

	d) Total number of years contracting with this provider:
	

	e) Date of last RFP
	

	f) Existing service area/region (select [X] all that apply):

	Statewide:
	
	

	Northern region:
	
	

	Southern region:
	
	

	Western region:
	
	

	Specific cities/towns (specify all):
	
	

	Nationwide:
	
	

	Multi-state (specify all):
	
	

	

	g) N/A:
	
	


	14. If procurement is needed to obtain new services, provide the following information.

	a) Number of proposers expected:
	

	b) New service area/region (select [X] all that apply):

	Statewide:
	
	

	Northern region:
	
	

	Southern region:
	
	

	Western region:
	
	

	Specific cities/towns (specify all):
	
	

	Nationwide:
	
	

	Multi-state (specify all):
	
	

	

	c) N/A:
	
	


	15. For existing services, select the intent of the procurement (select [X] all that apply and explain changes, as appropriate):

	a) Select contractors to provide services in the existing service area/region:
	

	b) Select contractors to expand or reduce existing service area:
	

	Specify changes:



	c) Select contractors to expand or reduce the number of service providers:
	

	Specify changes:



	d) N/A:
	


	16. For existing services, from a contracting perspective, are wind-down or transition contracts required?

	a) Wind-down services:
	
	Yes
	
	No
	
	N/A

	b) Transition services to new vendors:
	
	Yes
	
	No
	
	N/A


	17. For existing services, if there are existing contractors who are not successful with the re-procurement, how much time (in weeks) will be needed to:

	a) Wind-down services:
	

	b) Transition services to new vendors:
	

	c) N/A:
	


	18. For existing services, if this is a re-procurement of existing services, will the resultant contract use existing or new templates (select [X] one)?

	a) Use existing contract template:
	

	b) Draft new contracts/templates:
	

	c) N/A:
	


	19. Provide any additional relevant comments:
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