 Appendix 15

	REQUEST FOR WORD PROCESSING SERVICES (“Pinkslip”)
(Note: Use your down arrow to move between fields)

	FROM:
	

	DATE:
	

	DAY AND TIME NEEDED:
	

	TYPE OF LETTERHEAD:
	

	EXEC COMM / BOARD ITEM?
	

	PART OF A REPORT?
	

	SPECIAL INSTRUCTIONS
OR COMMENTS:
	


Date
TO:	Interested Firms
FROM:	AGENCY 
SUBJECT:	Notification of insert type of Procurement for Project Name, Agreement Number Agreement ####
The AGENCY (AGENCY) is soliciting Procurement Type from qualified firms for Program Name and Description, Agreement Number Agreement ####. Procurement Type are due by Closing Date.

Insert paragraph providing project background and add'l project description

[bookmark: _Hlt423318029]A copy of the Procurement Type has been posted on AGENCY’s World Wide Web site at www.AGENCY.org.

[If a pre-Procurement Type meeting will be held include the following paragraph.]


A pre-Procurement Type meeting will be held on. Attendance at the pre-proposal meeting is mandatory. [Delete this last sentence if the pre-proposal meeting will not be mandatory.]

A summary of the questions and answers from this meeting will be posted on the Web page noted above by.

If your firm is interested, please print the Procurement Type for more information and detail. If you do not have World Wide Web access, a copy of the Procurement Type can be mailed to you. A summary of the pre-Procurement Type meeting questions and answers can also be mailed to you. [Delete this last sentence if there will not be a pre-proposal meeting.]

Please contact , Project Manager, at AGENCY, ADDRESS, PHONE or e-mail @AGENCY.org if you have any questions or would like this information mailed to you.

Thank you for your interest in providing services to AGENCY.
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