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I. Requester/Preparer Information
	                                                                                                                                  Date: __________

Requestor:_____________________________   Administrative POC: ________________________

Mailstop/Phone Extension: ________________   Mailstop/Phone Extension: ___________________

Fax # for copy of signed doc:_______________

Project title related to

consulting work required:__________________

Requested Start Date:____________________


Note: the requestor will be the primary POC for answering question and managing the consultant agreement.  The administrative POC is the person who prepared the forms if applicable.
II. Consulting Justification/Business Need Summary
	Write a brief scope of work, estimate date of completion and explain the business need for the services (include reasons why services must be procured externally):

	


(Continue on another page if required)
III.  Budget Details
	
	
	
	Planned Cost for the PSA
	

	Project ID/Title
	Total BA
	Avail BA to assign to PO
	CFY
	FY+1
	FY+2
	Responsible Manager/Initials

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	BA = Budget Authority for assigned project ID 
PO = Purchase order for the Consultant/PSA
	CFY = Current Fiscal Year 
FY+n = out year fiscal years


IV. Approval Routing and Action
	Department Head
or designee
	Signature:   _________________________________________
Print Name: _________________________________________
	Date 
	

	Division Deputy or

designee
	Signature:   _________________________________________
Print Name: _________________________________________
	Date
	

	HR Center 
	Signature:   _________________________________________
Print Name: _________________________________________
	Date
	

	Forward Completed Forms to the

Originating Office
	Once signatures are obtained, process requisition with required documentation and forward to procurement.  Prepare guest form as soon as consultant’s personal information is available and forward to HR 3-7 days prior to consultant arrival.
	Date
Rec’vd

	


Attachments:
1. Procurement Request for Consultant/PSA Agreement & Renewal (937-201)

2. Organizational Conflicts of Interest Pre-Procurement Fact Sheet
Request for Consultant/Personal Services


(For IT Division use only)








