NEW YORK STATE OFFICE OF GENERAL SERVICES
EMPIRE STATE PLAZA, CORNING TOWER

PROCUREMENT SERVICES GROUP
ALBANY, NY 12242

Instructions: Submit completed form to above address.

STATE FINANCE LAW § 163 (10) (e)
CONTRACT USE REQUEST

1. PROFILE INFORMATION

ENTITY SUBMITTING REQUEST:

CONTACT

NAME:

PHONE:

E-mail Address:

FAX:

ORIGINAL CONTRACTING ENTITY:

HAVE YOU GIVEN NOTICE OF THIS USE REQUEST TO THE ABOVE ENTITY?

CONTACT

NAME:

PHONE:

E-mail Address:

Yes [ ] No []

FAX:

CONTRACTOR [NAME/ADDRESS]:

CONTACT

NAME:

PHONE:

E-mail Address:

FAX:

2. SUMMARY OF PROPOSED ACQUISITION AND ORIGINAL CONTRACT

DESCRIPTION OF PRODUCT /SERVICE ON ORIGINAL CONTRACT:

DESCRIPTION OF PRODUCT/SERVICE WHICH YOU INTEND TO ACQUIRE:

PROCUREMENT DETAIL

ORIGINAL CONTRACT ID OR REFERENCE NUMBER:

DATE OF ORIGINAL CONTRACT AWARD:

TIMEFRAME IN WHICH YOU INTEND TO MAKE YOUR
ACQUISITION:

CURRENT CONTRACT TERM:

DOES THE ORIGINAL CONTRACT CONTAIN LANGUAGE
CONTEMPLATING CONTRACT EXTENSION TO ADDITIONAL USERS ?

Yes [ ] No []

THIS PIGGYBACK ACQUISITION WILL TAKE THE FORM OF AN:
D AMENDMENT TO THE ORIGINAL CONTRACT
D INDEPENDENT CONTRACTUAL AGREEMENT

DOES THE CONTRACT PROVIDE FOR AGGREGATE DISCOUNTS?

Yes [ ] No [

IF YES, HAVE THESE DISCOUNTS BEEN APPLIED TO THE INTENDED PIGGYBACK VOLUME? YES D No D

FOR THE PRODUCT/ SERVICE YOU WISH
TO ACQUIRE, PROVIDE THE FOLLOWING:

FOR ORIGINAL
ACQUISITION

FOR ANTICIPATED
PIGGYBACKING USE

PRODUCT UNIT, MODEL, TYPE OF SERVICE OR JOB
TITLE

“PER UNIT” PRICE
|:| CONTRACT PRICING SHEETS, ATTACHED

QUANTITY OF THIS PRODUCT/SERVICE
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3. PROCUREMENT METHOD:

METHOD OF ORIGINAL CONTRACT AWARD WHAT PROCUREMENT ALTERNATIVE(S) COULD BE USED FOR
YOUR ACQUISITION?

[ ] STATE CENTRALIZED CONTRACT

[] COMPETITIVE [ ] COMPETITIVE

[ ] MiNn-BID E MINI-BID

[ ] NON-COMPETITIVE, BASED ON: NON-COMPETITIVE, BASED ON:

[] PREFERRED SOURCE ] PREFERRED SOURCE

] UNDER DISCRETIONARY THRESHOLD ] UNDER DISCRETIONARY THRESHOLD
[ 1SoLe [ ] SINGLE SOURCE [ 1SoLe [ ] SINGLE SOURCE

] EMERGENCY ] EMERGENCY

[ ] OTHER [ ] OTHER

WHY IS PIGGYBACKING THE APPROPRIATE MECHANISM TO USE FOR THIS PROCUREMENT (I.E. TIMING, LEVEL PLAYING FIELD,
NATURE OF USE)? WERE OTHER PROCUREMENT METHODOLOGIES CONSIDERED ? ARE THERE ANY SPECIAL, UNUSUAL OR
EXIGENT MARKET CIRCUMSTANCES UNDERLYING THIS EXTENSION REQUEST? [ATTACH SEPARATE SHEETS IF NEEDED]

4. PRICE JUSTIFICATION

HAVE MARKET CONDITIONS CHANGED SINCE THE ORIGINAL AWARD (I.E. AVAILABILITY OF SUPPLY, PRICE FLUCTUATIONS)?
Yes [ ] No [] PLEASE DESCRIBE:

IS THERE A MECHANISM IN THE CONTRACT FOR ADJUSTMENT TO ORIGINAL CONTRACT TERMS TO REFLECT CURRENT PRICING
OR MARKET CONDITIONS? YES [ | No [ ] PLEASE DESCRIBE:

How HAVE YOU DETERMINED THE REASONABLENESS OF PRICE FOR THE PIGGYBACK VOLUME? IS ANY ADDITIONAL
DISCOUNT BEING PROVIDED IN CONSIDERATION OF YOUR USE OF THIS AGREEMENT? PLEASE DESCRIBE:

5. AGENCY REPRESENTATION: In providing the above information to the Office of General Services for
piggybacking approval under State Finance Law, § 163 (10) (e) the entity making this submission represents that it
has done a thorough review of the original procurement documents, and that the information forwarded in this
“Contract Use Request” provides a complete and accurate summary of both the original contract and intended
agency piggyback procurements.

"AGENCY REPRESENTATION" "OGS ONLY"
DATE: DATE:
AUTHORIZED SIGNATURE: AUTHORIZED SIGNATURE:
NAME AND TITLE [PRINT PLEASE]: NAME AND TITLE [PRINT PLEASE]:
[ ] APPROVED [ ] APPROVED WITH COMMENT
(See Attached)
[ ] DISAPPROVED
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