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	Vendor:
	

	Your Project Name
	

	PlanIT ID #:
	

	In short, what software/ hardware/ and or service are you looking to purchase?
	

	Estimated Amount:
	

	
	

	Today’s Date:
	

	Your Name:
	

	Your Email:
	

	Your Phone Number:
	

	Your Department:

	

	
	

	Your Agency/Dept Head 

Signature (with Date)
	

	Purchasing Signoff / Date
	

	CIO Signoff / Date
	

	Date received in Finance
	

	Administration Signoff / Date
	

	

	


	Explain why this is the only product or service that can meet the needs of your department.

	

	Explain why this vendor is the only practicably available source from which to obtain this product or service.  Please also explain (if you know that there are other vendors that can provide this service) what you have done to eliminate these other vendors as candidates (e.g., you have had demos from them, you have called them, you have used them before …).

	

	Explain why the price is considered reasonable.  

	

	Describe the efforts that were made to conduct a non-competitive negotiation to get the best possible price for the taxpayers.

	

	Describe the benefits to the State of this product or service; both in terms of immediate benefits, as well as projected benefits over the next five - ten years.  Include both intangible benefits (e.g., “will enhance quality of data about x”) and tangible (e.g., “will save the State $25 for each form submitted”).

	

	Explain your timeframe considerations, for example:  (1) Is this service needed quickly due to a pressing need? (2) Is there a deadline on funding?  (3) If you do not think you have time to issue an RFP, why not?  
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