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I. Description of the Needs/Problems
Identify the need that exists or problems to be addressed. Include length of time problem has existed. Identify who is impacted and how many are impacted. 
The Gulf Coast Research Lab receives approximately 350 calls per week and needs a new technician to support their efforts. 
II. Goals/Objectives
What are you trying to accomplish?
Adequate support and services for the students, faculty, and staff at the GCRL. 

III. Scope of Work
Please list assumptions and what needs to be included or excluded. 
PC Technician needs to be placed on staff at GCRL to do troubleshooting, maintenance, and break/fix of computers. 
IV. Timetable
Provide information on the expected timetable for the project. Include expected start and finish dates. If project should be done in separate phases, please include. Otherwise, the project start date and end date are captured in Phase One.
	
	Description of Work
	Start and End Dates

	Phase One
	
	As soon as possible

	Phase Two
	
	

	Phase Three
	
	


V. Budget
Include anticipated cost of hardware, software, maintenance agreements, and other factors necessary for success of the project.  Ongoing support and maintenance should be considered for long-term programs.

	
	Description of Purchase
	Anticipated Costs

	Hardware
	
	

	
	
	

	Software 
	
	

	
	
	

	Maintenance Contract
	
	

	Other 
	Technician position – Salary and fringe not to exceed $40,000 annually
	$40,000

	
	Total
	$  40,000.00


VI. Key Personnel
List the key personnel or title/role of a position that will be responsible for completion of the project including cost per hour for each person involved. 
	Name
	Description of Role or Skill Set
	Man Hours Required
	Average Hourly Cost

	Person One
	Technician
	40 per week
	

	Person Two
	
	
	

	Person Three
	
	
	

	Person Four
	
	
	

	
	
	Total
	$   0.00


VII. Appendix
Attach supporting material for your proposal. Attached document titles can be listed here. 
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