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RFP/RFGA/Quick Call Closure Information Checklist
Make sure that you have ALL of the information below before uploading RFP/RFGA/QC documents into OnBase. 

RFP/RFGA/Quick Call identifiers
	Required for OnBase Keywords
	Where to find
	My RFP/RFGA/QC Information

	☐ Contract Routing (CR) Number for RFP/RFGA/Quick Call
	CRDB
	

	☐ SWIFT Contract Number for RFP/RFGA/Quick Call (if solicitation went through SWIFT)
	SWIFT, CRDB
	

	☐ Tempo_Project Profile ID (if applicable)
	Tempo 
	

	☐ RFP/ RFGA/ Quick Call name 


	RFP/RFGA/QC Title
	

	☐ T Number 
	SWIFT, CRDB
	

	☐ Project Name  (should autofill with CR number)
	CRDB
	

	☐ Year- calendar year the contract will expire
	CRDB

	



Vendor Information
Vendor information can be found in the CRDB, on the RFP/RFGA/Quick Call proposal/response sent by the Vendor, or in Tempo. SWIFT is not a reliable source for this information. 
	Required for OnBase Keywords
	Contract/Grant awarded?
	My RFP/RFGA/QC Information

	Vendor/ Responder 1 Company Name 
	
	

	Vendor/ Responder 2 Company Name
	
	

	Vendor/ Responder 3 Company Name
	
	

	Vendor/ Responder 4 Company Name
	
	

	Vendor/ Responder 5 Company Name 
	
	

	
	
	

	Vendor/ Responder 6 Company Name
	
	

	Vendor/ Responder 7 Company Name
	
	

	Vendor/ Responder 8 Company Name 
	
	

	Vendor/ Responder 9 Company Name
	
	

	Vendor/ Responder 10 Company Name
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	Vendor/ Responder 11 Company Name 
	
	

	Vendor/ Responder 12 Company Name
	
	

	Vendor/ Responder 13 Company Name
	
	

	Vendor/ Responder 14 Company Name 
	
	

	Vendor/ Responder 15 Company Name
	
	

	
	
	

	Vendor/ Responder 16 Company Name
	
	

	Vendor/ Responder 17 Company Name
	
	

	Vendor/ Responder 18 Company Name
	
	

	Vendor/ Responder 19 Company Name
	
	

	Vendor/ Responder 20 Company Name
	
	

	
	
	

	Vendor/ Responder 21 Company Name
	
	

	Vendor/ Responder 22 Company Name
	
	

	Vendor/ Responder 23 Company Name
	
	

	Vendor/ Responder 24 Company Name
	
	

	Vendor/ Responder 25 Company Name
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