
HUD-720 REQUEST FOR CONTRACT SERVICES - INSTRUCTIONS

1.
Insert requisition number assigned to the action.  If none, leave blank.

2.
Insert control number, if any, used by requesting office.

3.
Briefly describe requested action (e.g., new contract for multifamily property management for the state of Washington).

4.
Check appropriate box.  Insert contract and order number if delivery or task order.

5.
Check the applicable boxes and insert all identifying numbers.

6.
For new actions, insert total estimated performance period.  For modifications, insert new completion date, if changed.

7.
Check applicable box if action is recommended for preference program.  Otherwise, leave blank.

8.
Insert estimated total amount of requested action.  If a new award, include all options, if any, and provide break-out of amounts for basic award and options.  If a modification, insert amount of requested action (e.g., option) only.

9.
Insert amount of funds to be obligated by requested action.  For REO contract actions, leave blank.

10.
Check applicable box and complete blanks with appropriate funding identification.

11.
Insert name, etc. of Government Technical Representative.

12.
Insert name, etc. of Government Technical Monitor, if known.

13.
Insert name, etc. of designated Source Selection Authority, if known (new, negotiated contracts using “tradeoff” selection method ONLY).

14.
For modifications, insert name of contractor.

15.
Refer to Section 508 Supplemental Forms: Determination of Section 508 Compliance – Request for Contract Services; Commercial Non-availability; and, EIT Undue Burden Exception. The individual signing in block 16 (Requestor) will be the certifying official for Section 508 compliance.
16.
Insert name, etc. and signature of requestor and date.

17.
Insert name, etc. and signature of requestor’s approving official and date. (Headquarters: cognizant Assistant Secretary.  Field: cognizant program office head.)

18.
For funding from a HUDCAPS account, check if funds are available, sign and date.  If S&E, complete funding account number.  For other funding sources, attach funding certification (e.g., HUD-718), if any.  Cognizant accounting office shall check, sign and date.  For REO actions, leave blank.  Signature in block 16 shall serve as authorized funds reservation.

Requesting Office stop here.  Following to be completed by the contracting office, and Office of Small and Disadvantaged Business Utilization or Field Contracting Small Business Specialist:
19.
Check applicable box.  If set-aside, provide NAICS code and Size Standard.

20.
Cognizant OSDBU personnel or SBS sign and date.


LIST OF ATTACHMENTS.  Include the following as applicable  (see also Handbook 2210.3, Chapter 4):

NEW CONTRACTS:

-
Statement of Work/Specifications

-
Detailed cost estimate by cost element/category

-
Evidence of funds availability

-
Proposal or bidding instructions

-
Required HUD approvals (e.g., IT, forms, etc.)

-
Evaluation Factors for Award and Evaluation Plan (negotiated contracts)

-
Designation of Technical Evaluation Panel (negotiated contracts)

-Recommended source list

-
Justification for Other Than Full and Open Competition (HUD-24012)(noncompetitive or limited competition other than 8(a))

-
Name of recommended firm and assessment of firm’s ability to perform the proposed effort (proposed noncompetitive 8(a) contracts)

NEW TASK/DELIVERY ORDERS:

-
Statement of Work (task orders only)

-
Detailed cost estimate (task orders only)

-
Evidence of funds availability

-
Justification for Advisory and Assistance Services (as applicable)

-
Selection Factors for Award (competitive task orders only)

-
Required Departmental Approvals (as applicable)

Note: All requested delivery/task orders must be within the maximum ordering limit of the contract, be issued prior to the expiration date of the contract, and not extend beyond the date specified in FAR clause 52.216-20, 52.216-21, or 52.216-22.
MODIFICATIONS:
-
Revisions to Statement of Work/Specifications (e.g., change orders, partial terminations, etc.)

-
Detailed cost estimate (modifications changing contract price - increase or decrease)

-
Evidence of funds availability (modifications adding money to the contract)

-
Other supporting documentation (e.g., exercise of option)

-
Required Departmental Approvals

INTERAGENCY AGREEMENTS (see also Handbook 2210.3, Chapter 6):

-
Name of other Department or Agency

-
Indication if funds are incoming to HUD or outgoing from HUD, and whether services/items will be acquired by contract issued by HUD (incoming) or other agency (outgoing)

-
Authority (e.g., U.S.C. 1535, “Economy Act”)

-
Statement of Work/Specifications

-
Rationale for obtaining supplies/services from another Department or Agency

-
Funds Reservation, unless funds are coming from another agency 

-
Payment Instructions - include procedures and responsibilities (e.g., Automated Clearing House), required documents (e.g., SF-1034) and accounting codes

OTHER - all action types:

-
Miscellaneous Certifications (Advisory & Assistance Services; Prohibited Activities; and Outside Assistance in Developing Contract Documents) (see 2210.3, Chapter 4)

-Any special instructions for the Contracting Officer


