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How to complete State Proof of Neccesity (PON)
Form

1 Enter department name, division, etc.
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2 Select 'New'.

3 Enter name and address of consultant or firm.
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4 Enter start and end date of services to be performed. The start date cannot be
backdated.

5 Enter detailed explanation of services to be performed. This can be the same
information that was entered on the PSC document under section 1.
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6 Check one as appropriate. If 'YES' was selected, provide explanation.

7 Check 'YES'.
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8 Enter total amount of project. This should be the same amount from the PSC,
section 2.D.

9 Provide breakdown of the source of the funds.
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10 Provide answer if using federal or sponsored projects funds.

11 Provide answer if using state funds.
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12 Check box as appropriate. if 'NO' was selected, provide explanation.

13 Provide detailed response on how the cost of the project was determined.
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14 Enter basis for payment as relevant per options provided. If travel or other
expenses are allowed, include that under Other with amount.

15 Check box as appropriate.
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16 Check box as appropriate. If 'Other' is selected, provide explanation.

17 Enter Social Security Number or Federal ID Number of consultant.
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18 Check box as appropriate.

19 Provide justification for contracting with outside provider. Questions 1-4 should
be addressed at a minimum. If response is not sufficient it will be returned by
Procurement Services.
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20 Enter names and addresses of all other consultants considered for this work. If a
sole source justification was authorized by Procurement Services, enter "Sole
Source Provider".

21 Provide explanation for how consultant was chosen. If through the RFP process,
enter "Consultant awarded based on evaluation of proposals received through
formal solicitation RFP-PSCXXX (Procurement Services will enter this number if
unknown).
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22 Enter the name, title, office, location, email address, and phone number of the
individual that will be responsible for monitoring this contract with consultant. It is
the Department Unit's responsibility to ensure that the maximum amount
approved on the contract is not exceeded and that work does not extend past the
expiration date.
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23 Provide description of activities by the department unit to monitor consultant
activities as well as fiscal activities.

24 Send completed PON to Procurement Services for review PRIOR to obtaining any
signatures. If edits are needed after signatures are obtained, new signatures or
initials will have to be requested from the consultant indicating approval of the
changes.
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25 Department Chair / Head to sign. Printed name, title, and date are required and
document will be returned by Procurement Services if missing or not legible.


