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VENDOR DAY 
 

Government Support Services 
100 Enterprise Place, Suite 4 
Dover, Delaware  19904 
website:  gss.omb.delaware.gov 

This training Nationally  

recognized for excellence 

OSD website: gss.omb.delaware.gov/osd 
 

http://gss.omb.delaware.gov/osd/
http://gss.omb.delaware.gov/osd/
http://gss.omb.delaware.gov/osd/


Agenda 
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 Housekeeping 

 What Are Your Expectations? 

 Purchasing Decision Hierarchy & Opportunities 

 Break at 10:45 

 Procurement Methods & How to Succeed 

 Question and Answer Opportunity with Contracting 

Staff 

 



http://mymarketplace.delaware.gov  
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Reference Tools  

 Delaware’s Procurement Portal 

 http://mymarketplace.delaware.gov 

 Delaware Code, Title 29, Chapter 69 

 http://delcode.delaware.gov/title29/c069/index.shtml 

 Government Support Services Website 

 http://gss.omb.delaware.gov 

 Office of Supplier Diversity (OSD) 

 http://gss.omb.delaware.gov/osd/index.shtml  
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Purchase Decision Hierarchy  
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 Central Contracts (mandatory use for covered Agencies) 

 Existing Agency Contracts (Agency specific) 

 Special Oversight or Provisions 

  (Fleet Services, Printing & Publishing, Messenger Services, 

Financial Services, Information Technology) 

 Set Asides (State use law) 

 Under Threshold Purchases 

 Formal Procurements 



First Stop - Central Contracts 
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 Central contracts are managed by Office of Management & 

Budget / Government Support Services 

 These contracts are for products or services used by 2 or more 

Agencies 

 The majority of these contracts contain a mandatory use clause 

applicable to all covered State Agencies 



What does Mandatory Use mean? 
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 Mandatory State Use Contract: 

 Every state department and agency within the Executive Branch 

and Judicial Branch of the state government shall procure 

through contracts administered by the Government Support 

Services. 

 Delaware State University, Delaware Technical and Community 

College, the operations funded by, Delaware Transit 

Corporation, the Legislative Branch and the Board of Pension 

Trustees and their consultants are specifically exempted from 

the requirements of mandatory state use contracts 

 Public school districts are exempt from most central contracts 



Central Contracts are also available to: 
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 Any organization, entity or person designated as the 
recipient of grant-in-aid shall be entitled to purchase 
material and/or nonprofessional services under any central 
contract negotiated by the Section during the fiscal year for 
which aid is appropriated. 
 
 

 Any bona fide nonprofit organization , entity or person who is                                    
under contract with the State to provide goods and/or services 
shall be entitled to purchase materials and/or nonprofessional 
services under any central contract negotiated by the Section 
during the fiscal year for which said nonprofit contract is in 
effect. 

 
 
 
 

 

Cities Counties 



Second Stop – Agency Specific Contracts 
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 Larger Agencies may issue department wide contracts 

 For use by all divisions within the department 

 Department = Health & Social Services 

 Division = Public Health,  Substance Abuse and Mental Health, etc 

 

 One Agency may piggyback (share) another Agency’s 

contract IF: 

 All parties agree 

 Issuing Agency, Vendor, Requesting Agency 

 The need is not perpetual 



Repository of Central & Agency 

Contracts 
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1 

2 



Vendors Awarded a State Contract 
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1 

2 

11 

Specific Vendor / Contract Reference 



Contract Details 
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12 awards 
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Competitor – or Partner 

15 submissions 



Contract Activity – High Level 
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Contract Activity (agency, school, municipality) 
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Agency Spend on Contracts  
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Set Asides and State Procurement 
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 Delaware Code – the State’s operating regulations 

 Organized by Titles, Chapters, and Sections (§) 

 Title 16 / Chapter 96 addresses Set Asides 

 Certain products and services are set aside from the standard 

procurement process to benefit the visually and severely 

handicapped 

 Title 29 / Chapter 69 addresses State Procurement 

 How the State purchases products and services 

 

 

 



Set Asides  
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7 contracts 

Full and partial set-asides 



Business Intelligence – COOPs  

Position Your Organization 
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Number of Cooperative Contracts = 45 

Number of Vendors = 181 

Small 

Business 

Delaware 

Business 

Diversity Supplier 

44% 33% 11% 
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There’s not an existing contract? 



Procurement Classifications 
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 Materiel and Non-Professional Services 

 Products & Commodities (Tools, Fuel, Foods, Clothes, etc.) 

 Generic Services  (Carpet Installation, Courier Service, etc.) 

 Professional Services 

 Services requiring specialized education, training,  or 

knowledge (engineers, medical, consulting, etc) 

 Public Works 

 Work or service that “touches” or affects  public buildings or 

grounds (construction, alteration, repair) 

 



Procurement Method 
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 Open Market 

 Responsible identification of a favorable price from a qualified 

vendor 

 3 Written Quotes / Letter Bids 

 Award is determined by the lowest price from a qualified 

vendor 

 Formal Procurement  

 Invitation to Bid 

 Request for Proposal 

 Professional Services Request for Proposal 

publicly advertised 



Procurement Thresholds – 

Understanding the dividing lines  
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Procurement 

Classification 

Spend Range 1 
(under threshold) 

Spend Range 2 
(under threshold) 

 

Spend Range 3 
(over threshold) 

 

Materiel & Non 

Professional Services 

Less than $10,000 
(annual spend) 

 

Open Market Purchase 

$10,000 - $24,999 
(annual spend) 

 

3 Written Quotes 

$25,000 and over 
(annual spend) 

 

Formal Procurement 

(RFP/ITB) 

Public Works Less than $50,000 

 

Open Market  

$50,000 - $99,999 

 

3 written Quotes 

$100,000 and over 

 

Formal Procurement 

Professional Services Less than $50,000 

 

Open Market 

N/A $50,000 and over 

 

Formal Procurement 



Contracting and Purchasing Advisory Council 
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 Establishes procurement thresholds 

 Monitors the effectiveness of the procurement process 

 Is composed of: 

 Council Chair 

 Director of Government Support Services 

 All covered agency heads  

 primarily cabinet secretaries or their delegates 

 One member representing all public school districts 

 currently Department of Education staff member 

 

 

 
Ref:  De Code §6913 



Vendor Resources 
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Procurement Contacts 
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School Districts 

State Agencies 

Local Municipalities  

Fire Departments 

26 



Operating Budget 
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http://omb.delaware.gov/ 

27 



Checkbook.delaware.gov  
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http://pcard.accounting.delaware.gov  
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Active sort ! 



Positioning Your Organization 
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Formal (advertised) Procurements 
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 http://bids.delaware.gov 
 (a component of Delaware’s Mymarketplace) 
 Potential vendors are encouraged to register using  The United 

Nations Standard Products and Services Code® (UNSPSC®) 
 Registering will allow receipt of e-mail notification  when a solicitation tied 

to a specific UNSPSC code is advertised. 

 

 What is an UNSPSC?  
 A more detailed purchasing code system than North American 

Industry Classification System (NAICS) code which provides an open, 
global multi-sector standard for efficient, accurate classification of 
products and services 

 Register at the 4 digit level.  Register for all codes that roll up into 
the 4 digit level in your area of interest. 
 

 



Opportunities identified by  

Agency, UNSPSC, and Title 
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bids.delaware.gov 



Register by UNSPSC to receive notification 

Register for all potential codes 

• Marketing 

• 80140000 Marketing & 

Distribution 

• 82140000 Graphic Design 

• 8212000 Reproduction 

Services 

• 8210000 Advertising 

• 82110000 Writing & 

Translations 

• 80160000 Business 

Administration 

•Your products or services may span 

more than one UNSPSC code 

•Delaware uses only the first 4 digits 

in the coding sequence 
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http://www.unspsc.org 



Bids.delaware.gov 

Vendor Day October 1, 2014 34 

Register for e-mail 

notifications  



Vendor Outreach 
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 At all procurement levels (open market, letter bids, formal bid 
process) Delaware reaches out across the vendor spectrum 
including: Small Businesses, Minority, Women, Veteran and 
Service Disabled Veteran owned businesses utilizing these 
resources 
 Office of Supplier Diversity (OSD): 

http://gss.omb.delaware.gov/osd/certdir.asp 
 Veteran / Service Disabled Veteran: http://www.vip.vetbiz.gov 
 SBA / SAM vendor database: 

http://dsbs.sba.gov/dsbs/search/dsp_dsbs.cfm 
 MyMarketPlace vendor listing: 

http://contracts.delaware.gov/vendor_list.asp  
 DFM Contractor Registry: 

http://dfm.delaware.gov/contractor/index.shtml  

 



Supplier Diversity 
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Online Directory OSD & SBF 

37 Vendor Day October 1, 2014 



E.O. 44 
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http://www.governor.delaware.gov/orders/EO44.pdf 



Diversity Supplier Detail 
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Supplier Diversity 

Vendor Day October 1, 2014 40 

 

 

 

 



Supplier Diversity Reports 
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3 Types of Formal Procurements 
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 Invitation to Bid (DE Code title 29  §6923) 

 Used primarily for procuring products / commodities 

 Request For Proposal (DE Code title 29  §6924) 

 Used when the procurement is not solely a product but is more 

in the nature of a solution to a problem where solutions are 

expected to be varied. 

 Professional Services Request For Proposal    (DE Code title 

29 § § 6981, 6982)  

 Used when there is a need for a service requiring  specialized 

education, training, or knowledge and involving intellectual 

skill (§ 6902, ¶ 18) 

 



I See an Opportunity! What Next? 

Vendor Day October 1, 2014 43 

 Is there a prebid meeting?  

 Is there a deadline for questions?  

 Is there a preceding contract? 

 Can you handle the demand? 

 Review aggregate spend and usage reports 

 Is your pricing competitive? 

 Should you explore potential partnering opportunities? 

 OSD vendor database (certified directory) 

 Awarded Vendors List 

 Both can be accessed through http://mymarketplace.delaware.gov 



Tips for Responding to a Proposal 
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 The proposal response should contain at a minimum the following 
information:  

 TABLE of CONTENTS 

 Brief history of the organization, including accreditation status, if 
applicable 

 Applicant's experience, if any, providing similar services 
 At least three references are required other than State of DE 

 Financial information (balance sheets and income statements) for the 
past three years – when required 

 The methodology/approach to be used including a work plan and 
time line 

 Any pre-printed forms or information specifically identified in the bid 
document as being required  review the Minimum Requirements page 



Tips on Proposal Content 
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 Review the Evaluation Criteria  
 Specifically address these in your proposal 
 Remember you are writing to an audience that is not familiar with your 

organization 
 Evaluators need to be able to understand what is being proposed 

 Concise detail – clean, crisp, to the point while communicating the core capability 

 Evaluators can only consider what is in the proposal 
 If you are an incumbent don’t fall into the “they know me” trap 

 Include background, years in business, experience specific to the need, resources, 
reputation and references 

 Make sure your references know they may be contacted 

 Respond to all requirements 
 Meeting minimum requirements gets you past the initial review  

 If pricing format is not pre-determined, be sure your price structure is 
clear and all-inclusive. 

 



Proposal Evaluation Criteria 
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Item Criteria Points 

1 Experience & qualifications of the offeror’s  proposed team 

members for this procurement 

25 

2 Offeror’s proposed methodology to meet the overall scope of 

work 

25 

3 Offeror’s ability to offer a solution compatible with the 

technical environment identified in RFP Section 2.5 

30 

4 Offeror’s implementation plan as identified in RFP Section 

3.20 

30 

5 Offeror’s project plan, approach, and ability to meet  

milestones as  identified in RFP Section 4.1 

30 

6 Offeror’s communicated methodology in addressing 

organizational change management 

15 

7 Proposed Cost 40 

TOTAL 195 



Review Your Proposal 
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 Did you effectively explain the process? 
 Are there any gaps in your strategy? 
 Is every requirement in the RFP fully addressed? 

 Are all required forms complete and signed where necessary? 

 Will someone other than you understand it? 
  Do not assume the reviewer reads minds 

 

 Before you seal it up check for…  
 The correct number of copies in the correct format 

 CD’s are readable 

 Signed Cover letter 
 Non-collusion statement is notarized 
 The delivery method will allow for the delivery before the deadline 

 



Prevailing Wage 
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 Be sure to take possible wage considerations into account 

when developing the cost component of your proposal. 
 Contractor and agencies should be aware that work performed under this contract 

may fall under the State of Delaware Minimum Wage Rates or the Delaware 

Prevailing Wage rates.  Prior to issuing a purchase order, the ordering agencies must 

obtain from the Department of Labor a determination if prevailing wage applies to 

the project and, if appropriate, what the applicable prevailing wage rates would be for 

the work to be performed. No work shall proceed without a determination by the 

Department of Labor 

 http://dia.delawareworks.com/labor-law 

 Title 29 Delaware Code §6960 

 

 



Outside Resources / Assistance 
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 Procurement Technical Assistance Center (PTAC) 

 Education in responding to State, Federal, and Corporate bidding 

opportunities 

 www.delawarecontracts.com 

 Contractors Assistance Participation Series (CAPS) 

 Education for construction companies in the Public Works sector of 

procurement 

 10 week program  

 Previously sponsored by City of Wilmington 

 DBE Certification at City of Wilmington 

 participate in the procurement process and performance of City 

contracts 



Bid Opening 
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 Regardless of when received bids remain sealed until the 

published bid opening time 

 The time and place of the bid opening is provided in the ITB 

or RFP 

 Bid openings are open to the public 

 Except for professional services 

 At the bid opening only the names of responding 

organizations will be disclosed  



Initial Review 
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 After the bid opening submissions are reviewed for: 

 Responsiveness 

 Does the proposal contain all of the basic requirements identified in the 

ITB or RFP 

 Responsibility 

 Does the required information support the offeror has the physical and 

financial assets to meet the contractual requirements 



I Submitted a Proposal 
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 Will I be notified if I do not win? 

 Every entity that submits a proposal will receive written 

notification of the outcome of award 

 I am a proposed subcontractor on the entire proposal 

 Will I be afforded the opportunity to attend any negotiation 

meetings with the respective agency? 

 Your relationship is with the awarded vendor. The prime vendor may be 

required to submit agreements or receive approval for sub-contractors 

prior to acceptance 



Sharpening Your Pencil 
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 Best and Final Offer – RFP only 

 Vendors may be afforded an opportunity for discussion and 

revision of proposals 

 Frequently solicited where proposed costs exceed budgeted 

allowance 

 As stewards of taxpayer money, State contracting professionals 

are interested in obtaining the best overall value. 

 

 



I Won the Contract! What’s Next? 
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 Compliance 

 Delaware business license  

 Delaware W-9 Tax Form 

 Mandatory insurance requirements 

 Performance Bond (if applicable) 

 Payment processing 

 Be able to accept the payment method  

 Submit required reports on contract you were awarded 



I Won the Contract! What’s Next? 
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 Is the contract a multi source contract? 

 You must market your company and communicate  your value 

statement 

 Target customers that do not have to purchase from 

mandatory state contract but may need your 

products/services 

 School districts, higher education institution, municipalities etc 

 How to market 

 Review usage reports and utilize this data to correlate strategic 

marketing 



Draft Bid 
Document 

Review/ 
Approval 

Advertise 

Bidder  
Questions 
& Pre-bid 
Meetings 

Publish  
Answers 

Bid  
Opening Evaluation  

of Bid or 
Proposal 

Presentations/ 
Negotiations 

Award 

Contract  
award 

publication  

Vendor 
Reporting 

Contract 
Management  
& Evaluation 

Decisions 

Lifecycle  

of a  

Contract 
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I Didn’t Win the Award  
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 You have the opportunity to request a debriefing 

 Debriefing will not be scheduled until after contract is signed 

 A debriefing is an opportunity to learn how you can improve 

 Opportunity Buy 

 Seek partnering opportunities  

 Watch for opportunities with municipalities to build your 

organization’s experience 



IT Staff Augmentation 

58 

GSS12597-IT_SERVICES  
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Delaware Economic Development Office  

http://dedo.delaware.gov 
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Department of Transportation 

http://www.deldot.gov   
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DelDOT’s DBE 
program 
addresses  
transportation 
projects  involving 
Federal funding  
and  includes 
economic and 
social eligibility 
requirements 

Ramon Ceballos 
DBE Program 
Manager at 
DelDOT 
302.760.2032 



Key Considerations 

 for Public Works 
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 Prequalify (Division of Facilities Management) 

 Register (DelDOT) 

 Carpentry, Concrete Controls, Electric Power, Flooring, Masonry, 
Mechanical, Painting, Plumbing, Site work, Testing & Balancing, 
General Contracting, Roofing, etc. 

 Years of experience as a contractor 

 List of past projects 

 Bonding not required but beneficial 

 Public works projects less than $100,000 are 
not advertised  

 
 



Public Works – Register with 

 Division of Facilities Management 
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NOTE:  there is an annual prequalification application 

http://dfm.delaware.gov/prequal/apps.shtml 

This page: http://dfm.delaware.gov/ 



Facilities Planning and 
Construction Information 
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eProcurement Phase 1 
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Formal Procurements (primarily materiel ) 

 Gets an awarded vendor’s product list into the buyer’s hands 

 Amazon-type search and find shopping experience 

 

 What does it mean for a vendor? 

 Load catalogs and pricing into the system 

 Improved product visibility 

 

 What does it mean for a buyer? 

 Streamlined product identification 



eProcurement –Phase 2 
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Quick Quote 
 Under threshold procurements 

 Electronic outreach for at least 3 competitive quotes 

 Greater visibility of non-advertised procurements 

 What does it mean for vendors? 

 Increased visibility 

 Register for bid notifications / Certify with OSD 

 Keep your point of contact information current 

 What does it mean for buyers? 

 Ability to efficiently access an expanded supplier community 



Resources Reminder 
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 http://mymarketplace.delaware.gov 

 Vendor Resources 

 Selling to the State Guide 

 Procurement Unit Contact List 

 Strategies for Success 

 Contracting & Procurement Process Overview 

 Related Links 

 Office of Supplier Diversity 

 Small Business Administration Resource Guide 

 Business Licensing  



Meet the Procurement Folks 
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 An opportunity to meet State Contract Procurement 

Officers, Resource Partners, engage in general discussion & 

network 

 

 Please keep in mind: 

 We cannot discuss active solicitations 

 We need to keep the questions and discussions general 

 If you have contract-specific questions we’ll be happy to schedule an 

appointment outside of this event. 
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