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AGENCY NAME: 
CONTACT NAME: 
CONTACT PHONE #: 
CONTACT EMAIL: 

CONTRACT TITLE: 

BASE TERM ESTIMATED CONTRACT VALUE: 

CONTRACT BASE TERM: 
CONTRACT EXTENSION TERM: 
CONTRACT TRANSITION TERM: 

CHECK ONE: NEW PROCUREMENT REPROCUREMENT 

Procurement type: Advertised 
Procurement 

Federally Based 
Contract (e.g. GSA) 

Cooperative Contract 
(e.g. NASPO) 

Check and include documentation that 
all required pre-approvals have been 
received or do not apply: 

OIT OHSP 
Treasury Administration OMB 
Division of Law Division of Risk Management 

Other 

AGENCY MUST COMPLETE THE FOLLOWING CHECKLIST AND INCLUDE ALL ITEMS AS NECESSARY 

Purpose and Intent (RFP § 1.1) YES 
Background (RFP § 1.2) YES 
Supplemental Definitions (RFP § 2.3) YES Not Applicable 
Scope of Work (RFP § 3.0) – Agency should include support for 
revision to the SOW or reasons for maintaining the same SOW YES 

Contract Deliverables With Dates YES Not Applicable 
Bidder Quote Submission Requirements (RFP § 4.4.3) YES 
Price Sheet (RFP §4.4.5) YES 
Price Sheet Instructions (RFP §4.4.5.2) YES 
Bid Solicitation Attachments YES Not Applicable 
Award Methodology - Multiple contractors, mini-bid, etc. YES 
Method of Operation YES Not Applicable 
Bid Bond YES Not Applicable 
Performance Security/Retainage YES Not Applicable 
Insurance/Limitation of Liability/Indemnification – 
Modifications to standard language require the Agency to 
provide proof of review and approval by Risk Management 

YES Not applicable 

Liquidated Damages/Penalties - Agency must provide proof 
of review and approval by Division of Law YES Not applicable 

To Be Answered by the Agency Subject Matter Expert. 
Will the goods or services sought, require and/or make use of 
internal or external network connections? 

YES NO 
Name of Subject Matter Expert:  

Applicable Commodity Codes 

Submit this form with required information: centralintake@treas.nj.gov 
Submission of a Procurement Request Form does not represent approval of the specification. 

mailto:centralintake@treas.nj.gov
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DATE RECEIVED:   CONTROL NUMBER:  

 
 

APPLICABLE BUYING UNIT 
 Commodities & Fleet 
 General Services 
 Professional Services 
 Technology 

 
 

 RETURNED FOR REVISIONS 
 DATE:  
 REASON:  
   
   

 
 

 CANCELLED 
 DATE:  
 REASON:  
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