Contract #_______________________________________
CONTRACTING
GOVERNMENT SUPPORT SERVICES (GSS)
CONTRACT BID PROCESS CHECKLIST (NON PUBLIC WORKS)
Contract Number: ___________________________________________

Contract Name: ___________________________________________

Contract Period: ___________________________________________

Contract Officer Assigned: ___________________________________________ 

Contract Description or Need: __________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
NOTE: THIS CHECKLIST OUTLINES STANDARD GSS PROCESSES – AGENCIES MAY NOT NEED SAME SIGNATORY OVERSIGHT 

1. Benchmark Pricing / Market Analyses and Price comparison.  

Benchmarking Spreadsheet Completed	|_|
[bookmark: Text77]Comments:       

2. [bookmark: Check75][bookmark: Check76]Determine Action to be taken	|_|     bid/rebid		|_|     extend
i. If extension: Are the usage reports current? |_| NO	|_|  YES
1. If no, contact deficient vendors |_|   date      
ii.  If extension go to step #6

3. Based on Contract Description, does this Contract impact ANY of the following Departments, Guidelines or Policies? (check all the apply)
|_|  DTI – Technology Related – Requires Terms and Conditions, Data Confidentiality and a Business Case (BC)
Has the initial BC been approved? 		 |_| NO		|_|  YES	      Keep BC copy in Contract File
|_|  Cyber Liability Insurance
|_|  Is BC waived or DTI oversight not required? |_| NO	|_|  YES	    Keep BC waiver copy in Contract File
|_|  PHRST – Protected Health or Personally Identifiable Information will be transmitted and/or stored by Vendor – Requires separate Business Associate Agreement (BAA)
|_|  BDPA – Enterprise Wide or Strategic Agency Solicitations with Expenses that may Affect Budgets
|_|  ACA – Affordable Care Act (only for Temporary Employment Contracts and/or Contract Personnel)
|_|  ARCHITECTURE & ENGINEERING  	          |_|  AUDIT			|_|  LEGAL

IF YOU SELECT ANY OF THE ABOVE (i.e. DTI, PHRST, etc.) YOU WILL NEED TO EITHER INCLUDE CONTRACT SPECIFIC TERMS AND CONDITIONS, FORMS OR HAVE THE NECESSARY APPROVAL COMPLETE BEFORE THE MYMARKETPLACE (MMP) TEAM WILL POST YOUR BID ON THE STATE’s SITE

4. Determine the Most Appropriate Contracting Process
HINT:  ITB’s are price driven (quantitative) / RFP’s are quality and capability driven (also considered best value)
|_|  ITB - Invitation to Bid (§ 6923) (materiel or non-professional services)
· ITB TIMELINE by DE Code – 30 DAYS FROM BID CLOSING TO AWARD DECISION
[bookmark: Check78]|_|  RFP - Request for Proposal (§ 6924) (materiel or non-professional services) 
· RFP TIMELINE by DE Code – 90 DAYS FROM BID CLOSING TO AWARD DECISION
[bookmark: Check79]|_|  Professional Services RFP (§ 6981)  



5. [bookmark: Check103][bookmark: Text65]Send RFP Evaluation Guide to User Group members		|_|   date      
(available on state intranet site)
a. Deadline for Receipt of User Group Acknowledgments  date      

b. Have User Group Participants submitted their forms?   	|_| NO		|_| YES

6. [bookmark: Check81][bookmark: Text5]Meet/coordinate with user group to review/generate specs or if an extension get their ok.	|_|     date      
(If extension, go to # 18)

7. Develop Scoring Criteria	(for RFP’s price should typically NOT exceed 35% of score)	|_|

8. [bookmark: Check80]Finalize bid specifications using research findings and user group inputs. 	|_|

9. Bid/Performance Bond(s)	Required |_|   Amount $         	 |_| date        Management Signature_______________
[bookmark: Check113]                                                       Waived	  |_|	(if direction provided by email, retain email copy in the contract file)
Outreach Codes:
UNSPSC: 	

NAICS: 		

GSA: 		

10. Complete Outreach		|_| (current vendors, previous bidders, OSD, SBA, GSA etc…)
(Complete and retain Outreach worksheet – REQUIRED FOR GSS - to be used when filling in
  Bid Summary on award)
	   
11. [bookmark: Check82][bookmark: Text6]Bid review and sign-off with Supervisor 	|_| date        Supervisor Signature  			

12. Complete Solicitation Request form and send with electronic copy of bid to Contracting Mailbox.	|_|  date      
PROVIDE LEAD TIME FOR REVIEW, APPROVAL AND POSTING – GSS ASKS FOR TEN DAYS
          
13. [bookmark: Check83][bookmark: Text7]Post bid to GSS solicitation website (MMP)    	|_| date       

14. [bookmark: Check84][bookmark: Check85][bookmark: Text8]Is there a Pre-bid meeting? 	|_| NO		|_| YES 		If yes, what is the pre-bid meeting date?        

a. After Pre-bid Agency to post pre-bid attendee list AND DISCUSSION SUMMARY	   |_|date      

15. Is there a Question and Answer (Q&A) Period?      |_| NO		|_| YES

a. If yes, Vendor questions are due by?          date      

b. Agency to post Q&A Addendum by?       date         	Q&A Summary Posted to MMP  |_|

16. [bookmark: Text9]What is the Bid Closing Date (the date the received bids are opened for evaluation)         

a. Create and post proposals submitted spreadsheet (or list) to MMP  |_|

b. Total Responses (Bids) Received	     

c. [bookmark: Text10]# Rejected (non-responsive, non-responsible, late )      

d. [bookmark: Check86][bookmark: Text11]Review Exceptions 	|_|date       	Supervisor Signature 				
			
· [bookmark: Check87][bookmark: Check88]To DAG for review? 	     |_| No        |_| Yes	Added to DAG tracking sheet |_|   date        
· [bookmark: Text12]Date returned from DAG		      



e. If no bids are received or the contract is non-awarded update MMP

	|_|	Send request to moved solicitation from closed to non awarded to the contracting mailbox
	|_|	Send bid cancellation reason to OMB web requests (Questions? Contact the Contracting team)

17. Prepare Bid Solicitation Evaluation Sheet(s)	for User Group	 |_|

18. [bookmark: Check115]Determine if any bidders are on the federal Excluded Parties (http://sam.gov)   |_|   Supervisor Signature  			
(If extension, go to # 23)

19. Send copies of proposal and evaluation sheet to user committee		 |_|  date       	
Include date for the return of completed evaluations
a. Include User Group Scoring Tutorial (PowerPoint pdf) 			

20. Pricing Analysis
a) Determine 1st round savings 
b) Score pricing part of bids
c) Review and compare to Benchmarking

21. [bookmark: Check90][bookmark: Text14]Notify user committee of evaluation results and award recommendation	|_|  date      
(or short list for User Group review)

22. Are Oral Presentations required? 	|_| NO		|_|  YES
a. If yes:
· Establish scoring criteria and provide to vendors in advance of presentation
· Schedule oral presentations with vendors and user group
· Score oral presentations
· Notify user group of evaluation results			|_|  date      

23. If RFP, conduct best and final negotiations (BAFO) AND NEGOTIATE 
(If extension, contact vendor(s) to see if they wish to extend. Negotiate extension pricing) 
		
|_| 1st round 
|_| Any additional rounds

24. Update Benchmarking with Proposed pricing  |_|  date      

25. Usage Reports	|_|  date      
a) New Contract: N/A
b) Re-Bid Award Consideration: Are there any vendors included in the award recommendation that are on the current contract? |_| NO	|_|  YES	 	If yes, are usage reports current? |_| NO	|_|  YES
c) Extension: Are any / all usage report deficiencies corrected? |_| NO	|_|  YES	

26. [bookmark: Check93][bookmark: Text15]Bid Tab and Award Review and Approval	|_| date       	Supervisor  Signature			
[bookmark: Check94](or Extension approval)		|_| date       	Management Signature			

27. Verify Special Situations and/or Circumstances (Item 3) are approved by appropriate agency
|_|  DTI – a. DTI Terms and Conditions and Data Confidentiality Executed? |_| NO	|_|  YES	
Has final BC been approved? 		 |_| NO		|_|  YES		 Keep BC copy in Contract File
|_|  PHRST – Executed Business Associate Agreement (BAA) in file?	  |_| NO		|_|  YES	
|_|  BDPA – Analysts have approved anticipated spend?  	 |_| NO		|_|  YES	
|_|  ARCHITECTURE & ENGINEERING, Division of Facilities Management approved?	|_| NO		|_|  YES	
			

28. [bookmark: Check95][bookmark: Text17]Mail Contract  to Vendor(s)	 	|_| date      
BY CODE § 6923 (k) (1), SIGNED CONTRACTS ARE DUE BACK WITHIN 20 DAYS

29. [bookmark: Check96][bookmark: Text18]Signed Contract(s) Received back from Vendor		|_| date      

30. [bookmark: Check97][bookmark: Text19]Management Executes Contract(s)		|_| date        Management Signature			

31. [bookmark: Check98][bookmark: Text20]Send fully executed copy of Contract to awarded vendor(s)      |_| date       
a. Send out “No Award” letters 			|_| date       
b. Send out Non-Responsive Letters			|_| date       

32. Send Usage Reporting templates electronically to awarded vendor(s), if appropriate           |_| date      

33. [bookmark: Check99][bookmark: Text21]Prepare Award Notice \ Extension Addendum       |_| date       	Supervisor Signature  			

34. Submit the Award/Extension to be posted via the Contracting Mailbox 	   |_| date        
Include the Submission Document Form
a. If re-bid, complete the document titled: contract-award-usage.pdf

35. Determine the Contract Savings % and retain in the Contract file for your records. |_| 

[bookmark: _GoBack]Do you have questions?  Or need help with the process?
The Contracting Section of Government Support Services can be reached by email at: 
Contracting@state.de.us
REMEMBER:  This template provides a common standard all agencies should adhere to.  Some steps may be “N/A” for agencies.

Administrative Summary / Tasks 

A. [bookmark: Text23]Number of bids received 	     
		
	Company
	Awarded: Y/N
	Rejected (R)
	In-State: Y/N
	OSD
	Vet/SDV

	
	
	
	
	|_|
	|_|

	
	
	
	
	|_|
	|_|

	
	
	
	
	|_|
	|_|

	
	
	
	
	|_|
	|_|

	
	
	
	
	|_|
	|_|


									
B. Update My Marketplace Spreadsheets  	|_| date     

C. User Committee Members / Agency
	User Committee Members
	Agency
	Rebid or Extend Decision
	Received Response

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	[bookmark: Text48]     
	[bookmark: Text49]     
	     
	     

	[bookmark: Text50]     
	[bookmark: Text51]     
	     
	     

	[bookmark: Text52]     
	[bookmark: Text53]     
	     
	     


GSS Extension Stats for Bids Summary:
Total Bids Rec’d: 		
Total Awarded Vendors: 		
# of DE Bids: 			
# of DE Bids Awarded: 		
# of OSD Bids: 			
# of OSD Bids Awarded: 		

D. [bookmark: Check101][bookmark: Text60]Complete the Savings Analysis and enter on spreadsheet		|_| date      

[bookmark: Text75][bookmark: Text76]	Savings +/-                %   $     

E. Update FSF
· Enter Contract for each awarded vendor (Award)	 |_| date     

· Enter or update contract period (Extension)    |_| date      

F. Update eMP
· Update contract period (Extension)    |_| date      


G. Notify “List Serve” of Award / Extension    |_|   NOT NECESSARY FOR AGENCY BIDS


H. Supervisor Signature 							
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