
INSTRUCTIONS 
 

UNIVERSAL CONSTRUCTION PACKAGE - SHORT FORM 
(UCP SHORT) 

for 
Master Purchase Requisition Process 

 
 
The UCP Short Form is a shortened version of the standard UCP form.  It conveys 
information to the Buyer for use in developing the Request for Quotes (RFQ) used in the 
Master Purchase Requisition (PR) process.  The Master PR process eliminates the need 
for a Purchase Requisition form.  The success of this shortened process is the reduction in 
the number of change orders, due to the projects typically being uncomplicated with 
minimal design. 
 
The UCP Short Form accompanies the design information necessary for minor Facilities’ 
construction, modifications, or equipment installations.  Where applicable, follow the 
instructions for completing the standard UCP form. 
 
Criteria for using the UCP Short Form: 
• Requirement of a quick-bid turnaround time. 
• Pre-bid meeting is essential, and a site visit is strongly suggested. 
• Scope of Work should be complete and determined at issuance to preclude any 

changes. 
• Other conditions in the Contract: 

∗ Field routing of piping, duct work, and conduit is the responsibility of the 
Contractor.  Change orders are not accepted for routing of materials. 

∗ Test and Balance (T&B) is furnished by the Contractor. T&B must be performed 
under direct supervision of a NEBB-(National Environmental Balancing Bureau) 
certified, on-site technician, provided by the Contractor. 

∗ Submittals are required if substitutions are requested.  Submittals are not required 
on material specified on the equipment lists or Standard Specifications. If 
Contractor is substituting on the specified equipment, Contractor must provide 
two bids:  one for the item specified and one for the item substituted. Contractors 
are required to provide O&M Manuals to SNL before closeout. 

∗ To arrange for inspection, the Contractor must notify the assigned Inspector prior 
to starting work.. 

∗ Asbestos Release Form is required. 

∗ Contract Security Classification Specification Form (FOCI), DOE F 5634.2 must 
be included if the “Yes” box of the L/Q Clearance Required line on the form is 
checked. 
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∗ Master Contract number with a unique letter, assigned by the Buyer, is noted on 
every page of the package. The package is submitted to the Project Management 
assistant/coordinator for review and processing. 

 

UCP Short Form document is a read-only file on the Standards shared network drive 
(\\london\stdu\ucp\ucpshort), and changes cannot be saved to the document in that drive.  
To use the UCP Short Form, input the desired information into the form, and save the file 
to your PC hard drive or other desired drive. 
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