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REQUEST FORM
FOR
GOODS AND SERVICES


This form should be used to provide necessary information to your authorized requestor for the creation of a requisition in iProcurement.

	1.
	REQUESTER
	Click here to enter text.
	2.
	EXTENSION NO.
	Click here to enter text.
	3.
	DATE REQUIRED
	Click here to enter text.
	4.
	DIVISION/DEPARTMENT
	Click here to enter text.
	5.
	NEW REQUEST OR MOD
	Click here to enter text.
	6.
	IS THIS A REQUEST FOR:


	☐ GOODS
☐ CONSULTANT
☐ SUBCONTRACT
☐ SERVICES (Non-Consultant/Non-Subcontractor) 

	7.
	PROJECT NAME
	Click here to enter text.
	8.
	PROJECT NUMBER
	Click here to enter text.
	9.
	TASK NUMBER
	Click here to enter text.
	10.
	EXPENDITURE TYPE
	Click here to enter text.
	11.
	CLIENT NAME
	Click here to enter text.
	12.
	PRIME CONTRACT NO.
	Click here to enter text.
	13.
	SUBCONTRACT TYPE
	
☐ FIRM FIXED PRICE

☐ COST REIMBURSABLE

☐ TIME AND MATERIALS
	14.
	SHIP TO LOCATION
	☐ BETHESDA
☐ CAMBRIDGE
☐ OTHER, SPECIFY LOCATION Click here to enter text.


	15.
	SPECIAL PAYMENT TERMS
	Click here to enter text.
	16.
	PAYMENT METHOD 

	
☐ CHECK PAYMENT FROM CAMBRIDGE

☐ WIRE PAYMENT 
	17.
	ATTACHMENT(S)
	☐ WIRE INSTRUCTIONS
☐ SOURCE SELECTION FORM
☐ STATEMENT OF WORK
☐ EPLS SCREEN PRINT 
☐ BUDGET
☐ CONSULTANT QUESTIONNAIRE/CHECK LIST
☐ JUSTIFICATION FOR NON-COMPETITIVE PROCUREMENT FORM







18.	RECOMMENDED SUPPLIER, SUBCONTRACTOR OR CONSULTANT:
A.	NAME:Click here to enter text.
B.	ADDRESS:Click here to enter text.
C.	POINT OF CONTACT:Click here to enter text.
D.	EMAIL:Click here to enter text.

19.	MAKE VS. BUY ANALYSIS (PER MAKE VS. BUY GUIDELINES POLICY)
Click here to enter text.









20.	LINE ITEM AND PRICE DETAIL
	Line
Item
	Qty
	Unit
Measure
	Description
	Unit
Price
	Price
Extension
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Instructions for Completing the Request Form for Goods and Services

This form should be used to provide necessary information to your authorized requestor for the creation of a requisition in the iProcurement system.  This form itself does not need to be approved; rather, when the actual purchase requisition is created in iProcurement, automated approval processing will occur through Oracle workflow.

1. Enter requester name
2. Enter your telephone extension
3. Enter the date by which the goods and/or services are required
4. Enter your division or department
5. Specify if this is a new request or a modification
6. Specify if the request is for goods, a consultant, subcontract, other services
7. Enter the project name
8. Enter the project number
9. Enter the task number
10. Enter the expenditure type
11. Enter Client name (if this request is in support of a prime contract)
12. Enter the prime contract number (if this request is in support of a prime contract)
13. Enter the suggested subcontract type (Firm Fixed Price, Cost Reimbursable, Time and Materials)
14. Specify ship to location
15. List any special payment terms
16. Specify if payment is to be made via wire or check
17. Check applicable attachments required as part of the request
18. Provide the suggested supplier, subcontractor or consultant name, address, point of contact and email
19. Provide Make vs. Buy analysis as required by Abt Make vs. Buy Guidelines Policy
20. Enter the quantity, unit of measure, full description, unit price and extended price or each item requested.

Please contact Procurement. (procurement@abtassoc.com) if there are questions regarding the use of this form.
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