
Checklist for HRMS Contracting Out 2026 
Please have the following documents in .pdf format before you 
begin the HRMS Contracting Out Request. 

​Estimate from the Vendor (also known as Request for Quote) 

​Justification Memo from the Service Department 

​Event Information 
● Date
● Time
● Location
● Department Information

​Concept Approval RITM Ticket (required) 



 

In HRMS Contracting Out under “Contract Out Attachments”  
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