REQUEST FOR CONTRACTUAL SERVICES:











Date: ________

The Department of ______________________ wishes to contract for __________________________

_______________________________________________________________________________________

1. Justification of Need: _________________________________________________________________

________________________________________________________________________________________

2. Justification of Method of Procurement: ________________________________________________

________________________________________________________________________________________

3. Description of Service(s): ______________________________________________________________

________________________________________________________________________________________

4. Compliance with bargaining agreement: ________________________________________________

________________________________________________________________________________________

5. Bargaining unit notification: ___________________________________________________________

6. Law requiring procurement: ___________________________________________________________

7. Other state agency able to provide service: ______________________________________________

8. Justification for contracting with private sector: _________________________________________

________________________________________________________________________________________

9. Procurement is in the State’s best interest because: ______________________________________
________________________________________________________________________________________

In view of the above, we request approval to proceed with this transaction.  Any technical questions regarding this service should be directed to _______________________________ at _________________.

For further information regarding this request, please call __________________________ at ________.







____________________________________







Purchasing Agent

Attachments (check if appropriate)

__ Cover letter

__ Copy of Quotation

__ Specifications

__ Copy of contract

__ Requisition

__ Other information & documentation
