
Vendor identifies need

  to view plans for large 

Public Work projects.

Vendor completes Memorandum 

Request Form and submits to 

PlanRequest@state.de.us 

OSD checks Plan 

Request Mailbox 

for vendor 

requests

OSD reviews each 

Plan Request for 

validity

Is Plan 

Request 

valid?

OSD emails 

vendor that 

request will not be 

processed

OSD identifies 

solicitation owner 

and emails 

request for 

approval to 

release some or 

all drawings.

Is request 

approved?

OSD emails vendor

to advise solicitation 

owner denied request

to release drawings.

OSD initiates vendor 

access by creating folder 

with drawings.

OSD emails vendor file 

path and sends username 

and password in a 

separate email.

OSD instructs OMB Web 

to place folder on FTP 

server. 

OMB Web emails vendor to 

advise they have been granted 

access to view the drawings.

No

Yes

Yes

NOTE: 

Possible Reasons for Plan Request to be invalid may include:

 Request is from plan room or bid room.

 Request is from union that is not functioning as a construction or 

trades company.

State of Delaware

Office of Supplier Diversity

Processing Procedures for Plan Requests

Plan Request Limitations:

 Drawing documents are only available for two weeks.

 Drawing documents are not for redistribution, printing or bidding purposes.

 Purchasing of the official drawing plan is a requirement for b id submission.

4/27/2017

OSD may engage 

solicitation owner 

to learn the 

reason for the 

denial.

Is request

approved?

No

Yes

No

For additional information, contact:

            Office of Supplier Diversity                Contracting Office             

                    302-857-4554                               302-857-4550   

PlanRequest@state.de.us
http://gss.omb.delaware.gov/osd/index.shtml
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