
Agency Identifies Need for Solicitation

Existing 

Central 

Contract

Existing 

Agency 

Contract

Yes

Yes

No

No

Use Central 

Contract

Piggyback on 

agency contract

Develop Solicitation

- Materiel & Non-Professional Services

- Professional Services

- Public Works  (click appropriate link below)

Complete Agency Solicitation Request Form 

-  Attach RFP/ITB/Addendums on approved boilerplates

-  Submit to: contracting@state.de.us

Review for existing contract (Central or Agency)

Yes No

KEY

Agency

GSS/Contracting

Send notification letter 

requiring use of existing 

contract  (link SAMPLE 

NOT APPROVED)

Notify GSS to list contract 

as mandatory use central 

contract 29 Del. C. § 

6911 (a)

Add to GSS listing of 

central contracts

Obtain necessary approvals, if required*

Effective 8-4-2010

Materiel &
 Non-Professional 

Services

Professional
Services

Public
Works

- Asbestos Abatement
- Professional Services
- Construction or Renovation

http://gss.omb.delaware.gov/contracting/documents/agencyboilers/pw-professional-services-flowchart.pdf
http://mymarketplace.delaware.gov/documents/sample-not-approved.pdf
http://mymarketplace.delaware.gov/agency-forms.shtml
http://delcode.delaware.gov/title29/c069/sc02/index.shtml#6911
http://mymarketplace.delaware.gov/documents/solicitation-approvals.pdf
http://mymarketplace.delaware.gov/documents/pw-asbestos-abatement-flowchart.pdf
http://mymarketplace.delaware.gov/documents/pw-professional-services-flowchart.pdf
http://mymarketplace.delaware.gov/documents/pw-construction-renovations-flowchart.pdf


Review for aggregation opportunity

-  Identify coterminous dates for similar contracts

    to be aggregated upon expiration

-  Identify lead agency if not the requesting 

   agency and create user group. Delegate under

   29 Del. C. §6914 if GSS does not manage

Return to agency with 

recommendation

Verify naming convention

-  Consistent with ERP

   requirements

Verify UNSPSC description and 

family level 4 digit code

Verify terms and conditions

-  Agreeable to State

-  Legal/DAG review

Send approval email to requesting agency 

-  Announcement can be posted on 

agency web site but point to 

bids.delaware.gov for documents and 

detail 

GSS will post on    

bids.delaware.gov 

Agency can complete the contract 

award process

Non- 

Compliant

Non- 

Compliant

Non- 

Compliant

Correct solicitation and 

resubmit to 

contracting@state.de.us

Agency will submit addendums/

modifications/attachments to 

contracting@state.de.us to be 

associated with the bid on 

bids.delaware.gov.

Compliant

Compliant

Compliant

http://delcode.delaware.gov/title29/c069/sc02/index.shtml#6914
http://www.unspsc.org/
http://delcode.delaware.gov/title29/c069/sc02/index.shtml#6914
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