Appendix C
PREPARING A PURCHASE REQUEST AND COMMITMENT PACKAGE-SERVICES
  For services, it is critical for the contracting office to receive a complete PR&C package.  Partial packages, missing and unclear information can confuse and slow the acquisition process. The CHCC must receive your purchase request AND supporting attachments before it can begin the procurement process.
When entering the purchase request in PRWeb include:

1. A complete description of the service requirement to present a clear picture to the commercial marketplace.  
2. Required performance dates.

3. Fund cite (required for all PR&Cs including prepositioned requirements and Subject to the Availability of Funds (SAF) actions).

4. Routing group template to ensure supplemental approvals are made for property, IMD, medical maintenance etc.
Attachments should be sent through PRWeb with your purchase request. If attachment files fail to save in PRWeb, fax them to the CHCC (COM: 210-221-5402 or DSN: 221-6573). Please annotate the PR&C document number on any faxed documents.

Attachment package must include:

1.
Market research.

2.
PWS with any pertinent Technical Exhibits or Attachments.

3.  QASP
4.  PRS.
5.
IGE. (Please refer to Appendix E for help with developing IGE).
6.
Contracting Officer Representative (COR) Nominee.
7.
Possible sources and contact information.
8.  Approval for Request for Contract Services IAW TSG Memo

9.  Evaluation Criteria/Factors.

10.  Purchase request 

11.  Justification and Approval (if requirement is sole source)

12.  Source Selection Evaluation Board (SSEB) nominees
If the requirement is urgent, also include Priority 06 Memo signed by an 06 or above.

