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CONTRACT PROCUREMENT REQUEST FORM 
Form #2914A (7/14)  
Reproduce Locally as Needed 

 
Part  I  (To be completed by Division/Office requesting contract) 
 

Division / Office Requesting Contract: 
 

 
Director: _____________________________ 
 
Project Manager: ______________________ 
 
Project Title: __________________________ 
 
_____________________________________ 
  
 

___________________________________ 
Executive approval to pursue contract.  Attach 
e-mail or memo or signature below. 
 
 

_____________________________________ 
Signature                                     Title 

 
Contract Start Date (if known):_____________ 
 

Duration of Contract (if known):____________ 
 

Approx. Funding Authorized:______________ 
 

Funding Source: State______  Federal______ 
 

Account Code:_________________________ 
 
Project Status: 
 
New Project; no prior contract_____________ 
 

Re-bid; current contract active ____________ 
 

Other:________________________________ 
 

Description of needed service and location(s) where services will be provided.  Attach draft 
scope of work, if available. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Procurement Request Form 
Submitted to Contract Unit 
 

By: _________________________________  
 
Date:________________________________ 
 

 
(to be completed by Contract Procurement Unit) 
 

Procurement Request  
Form Received: _______________________ 
 

Planning Meeting Date: _________________ 
 
Contract Unit staff assigned:______________ 

_____________________________________ 
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Form #2914A (7/14)  
Reproduce Locally as Needed 

 
Part  II    (To be completed by Contract Procurement Unit) 
 

Contract Planning Meeting:                                              Date: ___________________ 
 
Attendees: 
 

     Division/Office Staff                                                         Contract Unit Staff 
 
1.  _________________________                              1.__________________________ 

2.  _________________________                              2.__________________________ 

3.  _________________________                              3.__________________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Project Timeline: 
 
 
 
 
 
 
 
 
 
 
 

Procurement Type: 
 
 
RFP:_______  IFB:__________ T-Contracts:__________  Sole/Single Source:_____________ 
 
Other (explain):_______________________________________________________________ 
 
___________________________________________________________________________ 
 

 


