
10/24/2017 1

How to Prepare a Requisition for a Request For Proposal “RFP”
Bi

d 
Ti

tle Bid Title of the 
procurement in 
the Requisition 
Header (should 
be identical to 
the Bid Title in 
agency’s RFP 
Template).  A
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in the 
Requisition 
Header (the 
anticipated cost 
over the entire 
contract term).
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d Blanket Period 
in the 
Requisition 
Header (the 
anticipate 
contract term 
in its entirety).

U
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m
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at

eAdditional 
information 
may be 
provided in the 
Requisition 
Lines.

Upload in the 
Requisition 
Header - the 
Agency 
Completed RFP 
Solicitation in 
Microsoft Word 
version.   

• To submit a Requisition for a Request For Proposal “RFP” use the zero dollar 
requisition procedure that begins on page 2.

• The RFP template in Microsoft Word version and an RFP checklist are stored 
in the ARC for agency use.

• The requisition must include the following information:
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Bi
d 

Ti
tle Bid Title of the 

procurement in 
the Requisition 
Header (should 
be identical to 
the Bid Title in 
agency’s RFP 
Template).  A
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ue Control Value 

(the anticipated 
cost over the 
entire contract 
term) Bl
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d Blanket Period 

(the anticipate 
contract term 
in its entirety)
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eAdditional 
information 
may be 
provided in the 
Requisition 
Lines.

Upload to the 
Final Line of the 
Requisition - the 
Agency 
Completed 
Microsoft Word  
RFP Solicitation.   

The requisition must include the following information:
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