Contract Request Package (CRP) - Please format your contract as follows:

	VENDOR:
	Name (Company, Dept at Univ, etc)
	Dun #:  

	
	Address
	CCR #:  

	
	
	SS#: (if individual)

	
	
	

	
	City, State, Zip
	

	
	Contact:  
	

	
	Telephone
	


Note:  Individuals MUST have Dun and CCR numbers ( www.ccr.gov ) as well as social security number.

TITLE:
CRP for: (enter the product or service required name)

REQUESTING SERVICE: Research Service

1.
Scope:  Provide a brief (two to three sentences) description of the work to be performed.

a.
Background:  Describe the current or past situation that has influenced the decision to procure the resources.  Be as quantitative and precise as possible.

b.
Objectives:  In one or two bullets, provide a description of the enhanced situation that will result from acquisition of the services.  This is not a list of tasks, but rather the result of the tasks being performed.

2.
Applicable Documents:  Provide complete citations of specific documents that will be crucial to performance of the work, and that should be brought to the attention of the contractor.  Indicate if the Government will provide any of the documents.

3.
Contracting Officer's Technical Representative (COTR) - [Principal Investigator]

Provide the complete information for the COTR including: Name, Title, Address, Phone Number, Fax Number, e-mail address

4.
Specific Tasks:  The Specific Tasks defines the work effort to be performed by the Contractor.  Use functional terms to detail the tasks.  Individual tasks should be arranged in a systematic and logical sequence.  Describe what is required, not how it shall be accomplished.

Address any special requirements in this section, following a description of the tasks.  For example, will the Contractor need building passes?  Will the Contractor need to have access to the buildings during non-duty hours?  Will they need computer network access?

5.
Period of Performance:  Enter the start and anticipated completion dates.  Consult with AMD on the potential total life span of a contract if a contract in excess of one year is contemplated.

6.
Deliverables:  List specific products that are to be delivered, completed, demonstrated, documented, etc., the number of copies to be submitted and the respective due dates.  Quantitative descriptions and product words are provided in the following section; use these words whenever possible.  Schedules of delivery frequencies and locations are appropriate.

It might be useful to use a tabular format such as:

Deliverable

# of Copies

Due Date

Also provide a statement on the format for deliverable, such as hard copy, disk copy, on 3.5”disks, etc.

7.
Proprietary Information Statement:  If proprietary information is an issue, explicitly state how copyrights or patents will be handled with the work to be performed.  If the government supplies proprietary information, the Contractor must sign a statement regarding its use and promulgation.

An example of proprietary information statement is:

"The government will retain rights to all intellectual property produced in the course of

developing, deploying, training, using and supporting ________________    . All modifications to

__________________ will be the property of the government.  The contractor will be required to negotiate agreements with commercial system vendors relating to non-disclosure of vendor-proprietary information."

8.
Security Requirements:  Provide specific details regarding security requirements including access to confidential data, access to restricted buildings, or other circumstances that require special attention.  Abiding by the Privacy Act is a common requirement.

9.
Level of Effort:  Based on your needs, estimate the number of hours per labor category that will be needed to satisfactorily complete the work, and an estimate of the Other Direct Costs.

a. 
Staffing
	Labor category
	# of Hours
	Est. Rate/hour
	Total cost

	
	
	
	


b.
Other Direct Costs:  Provide a list of Other Direct Costs (resources other than direct labor hours (i.e. direct materials) that must be purchased to complete the tasks.)

c.
Indirect Costs:  Provide an assessment of indirect costs structures applicable to the procurement request.

10.
Government Furnished Equipment:  List all government-furnished equipment that will be provided to the contractor and include the following statement:

"The contractor shall maintain a financial inventory accounting system for Government Furnished Equipment and provide the Contracting Officer's Technical Representative (COTR) with information necessary to manage the contract."

11.
Place of Performance:  Indicate the location(s) where work is to be performed.

12.
Special Consideration:  Provide special instructions to the Contractor regarding architecture, policies and standards, integration and interoperability, life cycle management, configuration management, and quality assurance methodologies, information security requirements, and other considerations related to the work to be performed.

Fiscal Stuff/Contract Request Pkg

Revised 5/14/05


