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Overview

Purpose

Describe the purpose and basic content of the Acquisition Plan.

Project Background
Include a description of the project’s background and purpose. Reference any related documents, such as feasibility studies or decision packages, which may contain technical solutions and budgetary information.

Acquisition Process/Approach

Procurement Planning

List the goods and services that will be needed for the project, including hardware, software, and/or consulting services, workspace, etc.  Include quantities and estimated total costs including maintenance, shipping, and taxes (details may be provided in an Appendix document.) 

Describe the acquisition method to be used, including the rationale for its selection, and a list of companies to receive the solicitation document, if known. Coordinate with budget and contract staff to make sure the acquisition method and procedures are proper for the spending level.

Refer to the project schedule for acquisition and implementation timelines and durations. Include any necessary asset maintenance requirements in the project schedule as well.

Include the names of responsible parties and describe their roles

Information can be assembled into a spreadsheet as follows:
Acquisition Process Matrix
	Materials/Services

Description
	Qty
	Projected cost
	Procurement method/ source
	Needed

by Date
	Lead time
	Comments/

Contact person

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Acquisition Disposal

Describe how any remaining materials or equipment will be disposed of at the end of the project.

Appendices 

You may wish to attach the Feasibility study or other relevant document or details
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