
PHASE I: CONTRACT FORMATION

Activity 3: Procurement Requests and Funding

Advise customers on the 
completeness and accuracy of 

the procurement request.

Identify the type of funding 
provided on the procurement 

request.

Determine whether the 
procurement request is 
acceptable for further 
procurement action. 

To the extent possible, resolve 
the identified omissions or 

deficiencies by communicating 
with the requester.

Identify interested parties to 
whom information about 

pending requirements may be 
disclosed prior to issuance of 

the solicitation.

Return the procurement 
request to the requiring 

activity.

If no,

If no,

If yes,

Determine whether clauses for 
contracting in advance of funds 

need to be incorporated into 
solicitations and contracts.

Consider the date by which 
existing funds must be 

obligated or by which projected 
funds are expected to be 
available as well as the 

availability of funds.

If yes,

If yes,

Establish a contract file on the 
accepted procurement request.

If no,


