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OVERVIEW
Compiling a strong requirements package is a collaborative process between the user and contracting.  Providing the information below will provide contracting with all of the necessary items to issue a solicitation which will result in a contract award for your requirement.  To facilitate faster and better delivery of your requirements you should involve contracting as early as possible. 

DISCUSSION

· A complete requirements package is more than just the AF Form 9, Purchase Request, or other funding document.  It will include many different items to provide a complete and accurate package to support the acquisition.  This may vary greatly dependent upon the type of requirement, dollar magnitude, and complexity.  Based on the type of requirement you are trying to purchase, we have provided a REQUIREMENTS PACKAGE CHECKLIST to support a thorough understanding of what you must provide to support any purchase here at the 50 SW.  Please choose the checklist based on the type of requirement – 

· SUPPLY RP CHECKLIST
· SERVICES RP CHECKLIST
· CONSTRUCTION RP CHECKLIST

SUMMARY
Successfully following the requirements process will result in the generation of a strong requirement package for contracting to use in generating a solicitation.  Early contracting involvement is key to success.  Please contact your Contracting Officer (CO)/Contract Specialist (CS) at the earliest opportunity to discuss the requirements – a current personnel roster can be located here https://wwwd.my.af.mil/afknprod/DocView.asp?DocID=1082054.

TRAINING RESOURCES
· 50 CONS – Customers’ Acquisition Community of Practice (CoP) (Step 3: Requirements Packages):  https://www.my.af.mil/afknprod/ASPs/docman/DOCMain.asp?Tab=0&FolderID=OO-PK-SP-05-4&Filter=OO-PK-SP-05 
· Requirements Package:  https://wwwd.my.af.mil/afknprod/DocView.asp?DocID=1179604
