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Piggyback Request
Form will not be accepted unless submitted by APO/CUPO

	Organizational Information

	[bookmark: _GoBack]State Entity Name:       
	Date:       
	(mm-dd-yy)

	[bookmark: Text24]State Entity Code (5-Digit Code):       
	

	APO/CUPO Information

	Name:       

	e-Mail Address:       

	Telephone:     -   -    

	Issuing State Entity Contract Information

	[bookmark: Text105]State Entity Name:       

	Contract Name:       

	[bookmark: Text98]Contract Number:       

	Contract Expiration Date:        (mm-dd-yy)

	[bookmark: Text97]Contract Vendor Name:       

	Required Documentation Submitted with Request

	[bookmark: Check115]Copy of State Entity Contract	|_| Attached
[bookmark: Check113]Issuing State Entity Approval to Piggyback	|_| Attached
[bookmark: Check114]Contract Vendor’s Approval to Piggyback	|_| Attached

	[bookmark: Text107]Amount of Current Spend by Issuing Entity Against the Contract:       

	Justification Details

	Describe in detail the goods or services being purchased:       
NIGP Code (s) for item (s) being purchased:       
[bookmark: Text93]Explain why the State Entity Contract should be used:       

	[bookmark: Text99]Total Estimated Amount:       

	[bookmark: Check111]Request is for (select one):	|_| One time buy
[bookmark: Check112]	|_| Repetitive purchases
If repetitive purchases are needed, detail estimated time frame for request:
[bookmark: Text109]     

	
SPD Assistant Commissioner Review Decision

	[bookmark: Check23]Approved |_|	Approval Date:        (mm-dd-yy)

	Approval Period (time frame):  from       	to       
	(mm-dd-yy)	(mm-dd-yy)

	[bookmark: Text111]Approved Amount (not to exceed):       

	Note:  If the approved amount is exceeded by the State Entity, a new request will be required to be submitted.
The APO/CUPO must submit a monthly report of purchases against this contract and the dollar amount to ProcessImprovement@doas.ga.gov.
The information required to be provided monthly can be obtained from PeopleSoft or the State Entity Financial System.

	Additional Comments:       



	[bookmark: Check24]Not Approved |_|	Decision Date:        (mm-dd-yy)

	[bookmark: Text59]Additional Comments:       



	Submission Details

	After completing the “Piggyback Request” form online, select “Send to mail recipient (as attachment)” from the toolbar.  Type ProcessImprovement@doas.ga.gov in the “To” field and press “Send”.
Note:	Upon receipt of all required information to the Process Improvement mailbox as directed above, this request will be processed within five (5) business days.  APO/CUPO will be notified promptly of the SPDAC’s decision.
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