Instructions for DMB, Acquisition Services

Procurement Initiation Letter (Form AS-1)

The AS-1 form applies to the purchasing types indicated below.  The purchasing type chosen will dictate which sections of the form need to be completed.  The form must accompany all requisitions for the purchasing types indicated.

PURCHASING TYPES

A.
New commodity contracts valued at $25,000.00 or more (complete Sections 1, 2 and 3 only)

B.
New commodity contracts valued at $250,000.00 or more

C.
Commodity contract amendments or extensions valued at $125,000.00 or more

D.
New service contracts of any value

E.
Service contract amendments or extensions of any value

F.
New contracts or amendments for services referenced in Executive Directive 2003-8 of any value

SECTION 1.  Department Identification  (required for purchasing types A, B, C, D, E, and F)
Complete items 1 through 5.

SECTION 2.  Purchase Request Identification  (required for purchasing types A, B, C, D, E, and F)
Check box 6 and complete item a and b, if request is new.  

· Check box 7 if new request is for a one time purchase, or

· Check box 8 if new request is for a multi-year contract and complete item a and b.

Check box 9 and complete item a and b, if request is for a contract amendment.

Check box 10 and complete item a, b, and c, if request is for a contract extension.

Check box 11 and complete Section 3 if the request is for continuation of the contract (i.e., contract has been identified under 2003-8 reporting as Status C.)

SECTION 3.  Purchase Justification  (required for purchasing types A, B, C, D, E, and F)
Complete items 12a through 12e.

If request if for a service, proceed to section 4.  If request is for a commodity, skip to section 6.

SECTION 4.  Service Contracts  (required for purchasing types D, E, and F)
Check applicable boxes in item 13a through 13e.

NOTE:  If box 13e is checked, State Budget Director signature is required.

SECTION 5.  Designated Service Contracts  (required for purchasing type F)
Check applicable box in item 14.

NOTE:  If a box in item 14 is checked, State Budget Director signature is required.

SECTION 6.  Signatures

Complete items 15a, b and c, obtaining the signature of the Department Director, Autonomous Agency Head, or their designee for purchasing types B, C, D, E, and F.

Complete items 16a and b, obtaining State Budget Director signature for purchasing type F and purchasing type D and E as referenced in item 13e.

SUBMISSION - Mail or fax 2 copies as indicated.  AS-1 form must accompany all requisitions for purchasing types A–F.

Please note that ALL purchases and changes that exceed $25,000.00 for commodities AND services will require State Administrative Board approval.

