Agency Solicitation Process Checklist

Instructions
· Use this checklist to guide your agency through the solicitation process.
· If any step does not apply for your solicitation, mark as N/A and optionally comment.
· Maintain versioning (date, responsible person) and archive completed checklists.
Best practice: Use the boilerplate solicitation templates available on the State of Delaware procurement portal wherever possible. These templates reflect current regulations, accessibility standards, and evaluation best practices.

1.  Pre Solicitation Planning
· Define the agency’s business need (goods, services, or public works) including scope, deliverables, schedule, estimated budget
· Confirm authority and applicable statute/thresholds
· Check whether a statewide contract already exists for this need (via MyMarketplace)
· Decide on procurement method (e.g., open market, three quotes, formal bid/RFP) based on dollar thresholds
· Identify and document roles (solicitation lead, evaluation committee, legal review, procurement office contact)
· Develop timeline for solicitation (advertising period, Q&A period, closing date/time). Ensure minimum public notice requirements are met
· Ensure budget/funding availability and compliance with agency procurement policy

2. Solicitation Development
· Use the best-practice boilerplate templates provided on the State of Delaware procurement portal as the foundation for your solicitation. 
· Complete the solicitation document (ITB, RFP, RFQ, etc.), including:
· Description of goods/services
· Scope of work / deliverables / timeline
· Vendor qualification requirements (e.g., licensing, certifications, prequalification)
· Evaluation criteria (if RFP)
· Submission instructions (format, due date/time, required forms)
· Contact information for questions
· If electronic submission is accepted, include clear instructions and ensure the platform is accessible
Best Practice tip: Save the dates for last. Remove the highlights as you go.
· Obtain internal approvals (legal, budget, etc) prior to release
· Check for Digital Accessibility compliance

3. Solicitation Release & Vendor Notification
· Submit solicitation via the Agency Solicitation Request Form. (10-business days is required)
· Once approved, you may wish to notify vendors of upcoming solicitation opportunity
· On posting day, verify that all documents display correctly. Notify contracting@delaware.gov immediately of any issues
· Host pre bid/pre proposal meeting or site visit (if required)
· Establish a questions & answers process, ensure all Q&A responses are posted to the site via the Agency Solicitation Request Form. (2-business days is requested)

4. Receipt & Opening of Proposals/Bids
· At closing date/time: ensure bids/proposals are time stamped and managed consistently
· Document opening (if public) or record names of respondents. Submit Proposals Received List for online posting via the Agency Solicitation Request Form
· Preserve system logs if electronic bids are used
· Establish exclusion criteria (late submissions, non responsive proposals) and document decisions

5. Evaluation & Award Decision
· If RFP: assemble evaluation packets, distribute to evaluation team, provide a deadline for completion, and document evaluation process
· If ITB: review for lowest responsive and responsible bidder, ensure “responsible” criteria are documented
· Document evaluation findings, scoring, comparative analysis, and rationale for award
· Ensure award recommendation is reviewed by procurement/legal offices.
· [bookmark: _Hlk216860363]Notify selected vendor(s), execute contract
· After contract execution, notify vendors not awarded
· For responding vendors, provide debriefing or post award feedback, where requested

6. Website Posting
· After contract execution, submit an Award Notice for online posting. Use Award Notice Template and email to Contracting@delaware.gov 
· Verify that the posting is published correctly on the MyMarketplace contract directory
· Update internal contract-management file to include posting confirmation, amendment, and any vendor correspondence

7. Contract Management
· Set up contract management plan: milestones, deliverables, reporting requirements, vendor monitoring, performance measurement, invoice/payment schedule
· Monitor vendor performance and document reviews
· Maintain contract file to include, but not limited to: contract execution, change orders, amendments, and performance reports
Best Practice tip: contract extensions, vendor name changes, price updates, etc require an Award Addendum be posted online. Complete the Award Addendum template and email to Contracting@delaware.gov

8. Record Keeping & Close Out
· Archive solicitation, evaluation files, award documentation, contract, vendor performance records in searchable and accessible format
· Ensure document retention meets agency/state records-management requirements
· Conduct post award review: was procurement successful? Did it meet need, budget, schedule? Document lessons learned
· Close out contract when deliverables complete or term expires
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