Solicitation Request Form


Requesting Department:

RFR #: 



Contract #:



Budget $:

Services required by / Substantial Completion date:

Site Location: 

(if applicable)
Provide a brief description of the services needed to be procured:


Provide a list of items you want priced and/or information needed. If appropriate, include unit of measures, 

quantities, etc. If more than 10 lines, please attach a separate excel worksheet.



DEPARTMENT HEAD / DESIGNEE AUTHORIZATION
The   _______________________     Department requests the solicitation of services described above and certifies that
 the funds are encumbered and available for said purpose. 

Comments:  


Signature:   ____________________                                          ____________        Date: ____________________________
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