Rev. Sept. 2012

Notice of Forthcoming Procurement (NFP) Form
“New Form” radio button will already be selected.
[image: image1.png]Department of General Services

e of Forthcoming Procurements

Bureau of Procurement

This form is to be submitted at the beginning of the process, for all procurements which will exceed the dollar threshalds as established in The Procurement Handbook,
part 1, Chapter 7- Thresholds and Delegations.

@ New Form O Edit Form Status:




Enter Agency Information & Project Title.
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[Adminstration

Jrormt + sen-see-seer

Will receive error messag
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Select if Material, Service or IT and enter description of project.  Upload Statement of Work if available.

NOTE:  If currently a Sole Source contract – type “Sole Source” in the “Description of Project” field first, before entering a description, since Sole Source is not an available option below under existing contract method.
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* For IT-Services and IT Materisls, plesss choose IT
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Documants naming conventions should not contain spacial characters (i.e. -, (), & stc).





Enter required information for Existing Contract Method of Procurement (If applicable).  If no Existing Procurement exists, select “No existing Procurement” radio button.  If that is selected the Existing Contract Information will be grayed out.

NOTE:  If Sole Source, select RFP, so the Existing contract information can be entered.
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Contract Expires: * —
Contract Spend: * [ Jeter numenc values, e symboles Total Contract Spend/Vaiue

Note: If not in SRM Procurement, please attach copy of Contract
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Documants naming convantions should not contain spacial characters (i.e. -, (), & stc).





Complete the following information.

NOTE:  If Sole Source, select “To Be Determined” radio button.
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If IFB is not selected under Method of Procurement, you must upload the BOP-124 Determination to Use Competitive Sealed Proposals (RFP) Method of Procurement.  You must select “Yes” or “No”.
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Complete Estimated Dollar Amount & Funding Fields (if applicable).
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Does this procurement involve IT?
[image: image8.png]Does this procurement involve IT2*
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If you select “Yes” another question will appear.
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@Yes Ono

If yes, do you have COP approval?

OYes @no





Does this procurement impact Article 43 Union Matters?
[image: image10.png]Does this procurement impact Article 43 employer / employees / union matters?"*

@Yes Ono





If you select “Yes” another questions will appear.
[image: image11.png]Does this procurement impact Article 43 employer / employees / union matters?"* If Yes, do you have Labor Relations approval for this new procurement?
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Provide names of individuals for meetings by Entering Name & E-mail address and selecting “Add” button.
[image: image12.png][Please provide names of other individuals that would be required to attend a
Imeeting in reviewing your upcoming procurement:
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Provide names of potential suppliers by entering supplier name and selecting the “Add” button.
[image: image13.png]Please provide information on other potential suppliers that may be able to.
provide this service:
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Complete the following section accordance with the Procurement Handbook.
[image: image14.png][Please complete the following information in accordance with The Procurement Handbook: Part 1, r 4, Contract Use, need and authorization:

[When needed services are not available from within the Commonwealth, a contract can normally be justified if the following questions can be answered affirmatively|
land documented.

Are the services needed to satisfy a specific program or departmental objective?* @Yes Ono
Can the results of a contract be anticipated?* @Yes Ono
Will the anticipated results justify estimated costs of the contract?* @Yes Ono

1f a similar effort was previously undertaken, have the results of the prior effort been evaluated to determine why it was not
successful and why the effort is to be duplicated either partially or wholly?* Oves/ia Ono

Are knowledgeable agency personnel available to monitor a contractor's progress to ensure compliance with contract
provisions? If the contract involves a system design, are agency personnel available to work with the contractor to ensure a | ® ves O No
smooth transition and understanding when the contractor transfers the complete design to the Commonwealth?*

Have all Commonwealth personnel policies and practices been considered and adhered to, assuring that the needed services

should not be provided by an employee and the contract will not involve an employee/ employer/ relationship or violate @Yes Ono
labor relations?*





This section must be completed by Agency Head or Deputy, after you send for internal approvals.
[image: image15.png]Approving Authority (Agency Head or Deputy reviewing and approving this request)

Name Email

Date:





If you wish other people to receive copies of e-mails regarding a particular NFP, select the “Add Additional Email” button.  You can add as many as you like.
[image: image16.png]If you wish to receive a copy of any future emails associated with this request, including approvalldisapproval please provide your e-mail address below and you will receive a copy in addition to

the Agency Contact Person fisted above.
Please note: Comptroller's Office and BSBO will always receive a copy of the approvalidisapproval email and need not be listed in this area.

‘Add Additional Email





After completion of form, you must send for internal approval.  Enter correct e-mail address and submit.  

NOTE: If you have more than one (1) approval required within your agency, the 1st approver must forward to the next approver and so on.  The Agency Head as final approver will submit to DGS/OIT.
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NOTE:  You can save this form at any time If you save your NFP prior to sending for internal approval you will receive an e-mail stating that your NFP has been saved and what the assigned ID# is. 
[image: image18.png]From: paemarketplace @state.pa.us

For Plecker, Susan
e
Subject: A New Notice of Pracurement Form, 10310, is Saved.

This is an automated notification of a new Notice of Forthcoming form , 10310, 11/02/10 TEST

This form is saved. It can be found Here

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for assistance.




If you try to submit to DGS/OIT without entering an email address for internal approvals you will receive the following error message at top of screen.
[image: image19.png]Do you want Internal Approvals?





You will receive a copy of the e-mail stating that it has been sent for internal approval.
[image: image20.png]From: paemarketplace @state.pa.us

Tor Plecker, Susan
e
Subject: A New Notice of Forthcoming Procurement Form, 10413, s sent for interal approval.

This is an automated notification of a new Notice of Forthcoming Procurement form , 10413, 11/10/10 test

This form s sent for intemal approval. It can be found Here

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for assistance.




The internal approver will receive an e-mail.

[image: image21.png]%) From: pacmarketplace@state.pa.us.

Tor Plecker, Susan

e

Subject: A Notice of Procurement Form, 10310, is awating your approval.

This is an automated notification of a new Notice of Forthcoming form , 10310, 11/02/10 TEST

This form is awaiting your approval. It can be found Here

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for assistance.





The internal approver will select the “here” link to go to the Notice of Forthcoming Procurement Form,  select the “Edit” radio button, enter the ID number, and select the “Edit” button.
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All information entered will appear.  The internal approver (Agency Head, etc) must sign the Approving Authority Section.
[image: image23.png]Approving Authority (Agency Head or Deputy reviewing and approving this request)

Names Jeffrey Mandel Email: [imandel@state.pa.usl




When signed, select the “Submit” button.

NOTE: If you have more than one (1) approval required within your agency, the 1st approver must forward to the next approver and so on.  The Agency Head as final approver will submit to DGS/OIT.
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Once submitted to DGS/OIT, anyone that has an e-mail address entered within the NFP form will receive the following e-mail letting them know that it has been submitted to DGS/OIT.
[image: image25.png]From: paemarketplace @state.pa.us

Tor Plecker, Susan
e
Subject: A New Notice of Procurement Form, 10310, has been Submitted to DGS.

This is an automated notification of a new Notice of Forthcoming form , 10310, 11/02/10 TEST

‘This form has been submitted to DGS. It can be found Here

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for assistance.




If approved for Agency to lead you will receive a copy of this e-mail .

NOTE:  A copy of this e-mail will also be automatically forwarded to the Comptroller’s Office & BSBO.
[image: image26.png]ubject:  Approved NFP, 10452, Agency Lead.

‘This memo is in response to your request dated 11/16/2010 advising the Department of General Services of your intent to issue a solicitation for:
Method of Procurement: RFP

Title: 11/16/10 testing

Existing Contract Number: Expires:

Existing Contract Amount:

New Contract Budget Amount: 10000000

Anticipated Term of Contract: 1, With 3 Renewals - 1 Year(s).

Itis the Department of General Services intent to delegate this procurement back to you Please submit BOP-003, Request for Delegation form for final determination.
Please note, i this solicitation includes IT components, you must follow IT Executive Order 2004-8 and IT Bulletin EPM-003. Agencies must receive approval from the

OA/OIT prior to issuance of all IT procurement documents totaling more than $100,000. A minimum of twenty (20) working days should be allowed for OA/OIT
‘Pprocessing your request. Solicitations containing IT Services, Software and/or Hardware are not to be released without approval from OA/OIT.




If approved and DGS leads you will receive a copy of this e-mail.

NOTE:  A copy of this e-mail will also be automatically forwarded to the Comptroller’s Office & BSBO.
[image: image27.png]From: PA Emarketplace [gs-pa-emarketplace @state.pa.us] Sent: Mon 11/15/2010 217
To: Plecker, Susan

Subject: _ Notice of Forthcoming Procurement Form, 10465, BOP Lead memo.

‘This s in response to your request dated and received in our office on advising the Burean of Procurement of your intent to issue a solicitation for:

Method of Procurement: RFP
Title: 11/15/10 test £2

Existing Contract Number: 12345678 Expires: 11/30/2010

Existing Contract Amount: RFP Per: RFP term.
New Contract Budget Amount: To Be Determined

Anticipated Term of Contract: RFP.

Upon Review of your request, this procurement will be lead by DGS. DGS will assume authority and responsibility for this procurement and relieve your operation of the
costs and effort of administering the contract. We are confident that we assist you by maintaining a high level of service.

DGS will manage the procurement process and your Agency will be responsible for preparing the RFP SOW, developing the scoring criteria, (both with DGS oversight)
choosing the evaluation committee members and evaluating the proposal submissions. DGS will be responsible for executing and processing the final contract documents
and will execute changes/amendments based on the Agency's requests. DGS will lead the contract negotiations with the Agency's input. DGS will prepare the
Recommendation for Selection Memorandum, prepare the final summary and upload the contract on DGS Emarketplace and Treasury website in accordance with the Right
to Know Requirements. The Agency will manage the day-to-day work of the contract and will monitor and supervise supplier performance in accordance with contract
requirements.

This procurement will be assigned to Commodity Specialist, RFP, who will contact you to obtain histerical information and identify candidates to form a contract advisory
team to insure that your requirements are incorporated into the procurement strategy going forward. if you have any questions or concems, please do not hesitate to contact
me at (717)783-8062 or roxdietz@state pa us





If DGS/OIT returns for correction, you will receive a copy of this e-mail.  Make corrections, route again through internal approvals (if needed) and submit to DGS/OIT.
[image: image28.png]Notice of Forthcoming Procurement Form, 10465, (NEP. Form) for
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Request for Delegation (RFD) Form
To complete the Request for Delegation Form go back to the Notice of Forthcoming Procurement Form, select “Edit Form” radio button, and enter the assigned NFP ID number.
[image: image29.png]Onew Form O Edit Form 10290 Status:





Scroll to the bottom of the form and select the “Request for Delegation Form” button.
[image: image30.png]Request for Delegation Form




Any information that is requested on this form that was already completed on the Notice of Forthcoming Procurement is already completed for you. However, you can make changes if necessary.
[image: image31.png]Part I - Bureau Of Procurement

This form is to be completed by the requesting Agency and submitted to the Bureau of Procurement. If a question is neither mandatory nor applicable please indicate "N/A".
Please utilize standard terminology and define acronyms.

Requesting Agency Information

Date: | 8/31/2012
ey v

Bureau:*

‘Agency Contact Person:*

Contact Tel#:*

Contact Email:*

Project Manager:*

Project Title:*

Omaterial @ service O1T

Description of Project™ | ]

Attach SOW, if available
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Complete the remaining sections.
[image: image33.png]Please provide explanation for all factors for consideration of Delegation by the Bureau of Procurement.

[The Expertise of the Agency in terms of procurement
nowledge.

[The specialized knowledge of the Agency in exercising similar
uthority. ™

[The past experience of the Agency in exercising similar
uthority. =

[The degree of economy and efficiency to be achieved in
Imesting the Commonwealth's requirements if authority is
elegated. *

[The consistency of delegation under similar circumstances.

[The procurement includes IT and wil follow IT Executive Order
004-8





Complete Part II – Comptroller’s Office (if applicable).
[image: image34.png]Part IT
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mpt

Does the agency request assistance with any of the following Items: Please check the items in which assistance is request

Commnwealth Procurement Policy
Line-Item Budget

Procurement Methods

Work Statements

Payment Methods
Performance-Based Provisions
Negotiations

Monitoring Plans.

Other (Describe)

ooooooooo

i this is a repeat procurement, were there any significant
issues/problems associated with the prior procurement?.

Has the scope of work significantly changed or expanded from |
Jprior rePz |

f approved, the Agency will conduct this procurement in accordance with to Section 518 of the Commonwealth Procurement Code (62 Pa. C.S. 518) and policies and procedures within the
508 Procwemient iandbiouk and will post the sl aion t the DES BOP wehite





This section must be completed by Agency Head or Deputy, after you send for internal approvals.
[image: image35.png]Approving Authority (Agency Head or Deputy reviewing and approving this request)

Name: | 1 Email: | 1 Date:

The printed names on this form shall constitute the signature of these individuals and approval for the Agency request. Agencies must ensure that these individuals review|
the completed form and give their consent to apply their printed name on this form. No handwritten signatures shall be required in order for the form to be considered "signed"” by these.

individuals.





After completion of form, you must send for internal approval.  Enter correct e-mail address and submit.
[image: image36.png]B —

Send for Internal Approval





If you have not already saved your RFD form prior to sending for internal approval you will receive an e-mail stating that your RFD form has been saved and what the assigned ID number is.  (NOTE:  You can save this form at any time)

[image: image37.png]From: paemarketplace @state.pa.us

To: Plecker, Susan
ce
Subject A New Request for Delegation Form, 10310, is Saved.

‘This is an automated notification of a new Request for Delegation form , 10310, 11/02/10 TEST

This form is saved. It can be found Here

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for assistance.




If you try to submit to DGS/OIT without internal approvals you will receive the following error message at top of screen.
[image: image38.png]Do you want Internal Approvals?





You will receive a copy of the following e-mail when you send for internal approval.
[image: image39.png]From: paemarketplace @state.pa.us

To: Plecker, Susan
e
Subject: A New Request for Delegation Form, 10310, is sent for approval.

‘This is an automated notification of a new Request for Delegation form , 10310, 11/02/10 TEST

‘This form is sent for approval. It can be found Here

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for assistance.




The internal approver will receive an e-mail.

[image: image40.png]From: paemarketplace @state.pa.us

Tor Plecker, Susan
e
Subject: A New Request for Delegation Form, 10310, is awaiting your approval.

‘This is an automated notification of a new Request for Delegation form , 10310, 11/02/10 TEST

This form is awaiting your approval. It can be found Here

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for assistance.




The internal approver will select the “here” link to go to the Notice of Forthcoming Procurement Form, select the “Edit” radio button, enter the ID number, and select “Edit” button.
[image: image41.png]“lease tnter the 1L you wish 1o Edit
This form is to be submitted at the beginning of the process, for all
Part 1, Chapter 7- Thresholds and Delegations.

Onew Form  OEdit Form [10290]





They must scroll to the bottom of the NFP document and select the Request for Delegation Form Button.
[image: image42.png]Request for Delegation Form




All information entered will appear.  If they approve they must sign the Approving Authority section.
[image: image43.png]Approving Authority (Agency Head or Deputy reviewing and approving this request)

Names Jeffrey Mandel Email: [imandel@state.pa.usl




When signed, select the “Submit” button.
[image: image44.png]2
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Once submitted to DGS/OIT, any one that has an e-mail address entered will receive the following e-mail letting them know that it has been submitted to DGS/OIT.

[image: image45.png]From: paemarketplace @state.pa.us

To: Plecker, Susan
ce
Subject: _Status Update on Request for Delegation Form 10310

‘This is an automated notification of a new Request for Delegation form , 10310, 11/02/10 TEST

‘This form has been submitted to DGS. It can be found Here

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for assistance.




When DGS/OIT approves for full delegation you will receive the following e-mail.
NOTE:  A copy of this e-mail will also be automatically forwarded to the Comptroller’s Office & BSBO.
[image: image46.png]Subject  Approved Full Delegation, 10432,

‘This memo is in response to your request dated 11/16/2010 advising the Department of General Services of your intent to issue a solicitation for:

Method of Procurement: IFB
Title: 11/16/10 testing

Existing Contract Number: Expires:

Existing Contract Amount:

New Contract Budget Amount: 10000000

Anticipated Term of Contract: 1, With 3 Renewals - 1 Year(s).

DGS approves and delegates full authority to your department to act as purchasing agency for the procurement listed above. Please keep in mind that this delegation
requires that you camy out this procurement according to the requirements of the Commontealth Procurement Code and policies and procedures outlined by DGS in the
Procurement Handbook.

Please note if this solicitation s for an RFP or RFQ, you must also:

- Invite BOP as 2 non-voting Evaluation Committee member (in addition to the Comptroller).
- Provide required notifications to BMWBO.

- Use the Standard weights specified for RFPS/RFQs in the Procurement Handbook (Part I Chapter 6 Section B, Part II Chapter 7. and part 11 Chapter 7) or as identified
below; modifications to these weights must be approved by DGS.

- Use a 1000 point scoring scale, apportioning the mumber of technical, cost and disadvantaged business points in direct relation to the percentage weights identified for this





Award Form
Go to electronic Award Form (Procurement Forms Website), select the “Enter Form Number” radio button, enter the appropriate ID Number, and select the “Enter” button.
[image: image47.png]Commonwealth of Pennsylvania

This form i to be completed by the Agency issuing the Contract/PO for procurements that exceed the dollar thresholds established in Part 1, Chapter 7 of the Procurement Handbook
for this identified procurement.

1. Agency provides, if full delegation s granted.
2. BOP/OIT provides, if they led the solicitation and the agency executed the resulting contract/PO.
3. BOP/OIT provides, if they led the solicitation and executed the resulting contract.

Please Choose one of the Following
Status:

O Enter Form Number O Renew Form





Any information that is requested on this form that was already completed on the Notice of Forthcoming Procurement Form or Request for Delegation Form is already completed for you.
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Complete the remaining sections that have not filled in from the other forms.  If there is more than one (1) supplier, complete the BOP- Contract List and upload to the Documents Section.
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copy of the Domestic Workforce Certification, and a copy of the small diverse business commitments made in the contract must accompany this form, and if applicable, a copy of the Small
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1 have uploaded the List of Contract Spreadsheet (if applicable).
Submit this completed form and attachments within (10) ten days after contract/PO executed.

S| oo

By clicking the Submit button, the form vl be submitted to DGS/OIT depending upon the category selected.





At this time you can save the record or submit to DGS/OIT.  If you save you will receive the following e-mail.
[image: image50.png]From: paemarketplace @state.pa.us.

Tor Plecker, Susan
e
Subject: A MNew Award Form, 10310, i Saved.

This is an automated notification of a new Award form , 10310, 11/02/10 TEST

This form is saved. It can be found Here

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for assistance.




When submitted to DGS/OIT the e-mails will be automatically sent to those previously listed on the NFP form and no changes can be made to the original e-mail list. 

NOTE:  A copy of this e-mail will also be automatically forwarded to BSBO.
[image: image51.png]From: paemarketplace @state.pa.us

Tor Plecker, Susan
e
Subject: _Status Update on Award Form 10417

Award Form, 10417, is now Submitted to DGS. It can be found on Award Form

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for help.




Once accepted by DGS/OIT the e-mails will be automatically sent to those previously listed on the NFP form and no changes can be made to the original e-mail list.

NOTE:  A copy of this e-mail will also be automatically forwarded to BSBO.
[image: image52.png]From: paemarketplace @state.pa.us

Tor Plecker, Susan
e
Subject: _The Award Form, 10417, i Accepted.

‘This is an automated notification of a new Award form , 10417, another test

‘This form is Accepted. It can be found Here

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for assistance.




Award Form Renewals
Go to electronic Award Form (Procurement Forms Website), select the “Renew Form” radio button, enter the appropriate ID Number, and select the “Renew” button.
[image: image53.png]Commonwealth of Pennsylvania

his form is to be completed by the Agency issuing the Contract/PO for procurements that exceed the dollar thresholds established in Part 1, Chapter 7 of the Procurement Handbook.
for this identified procurement.

1. Agency provides, if full delegation s granted.

2. BOP/OIT provides, if they led the solicitation and the agency executed the resulting contract/PO.
3. BOP/OIT provides, if they led the solicitation and executed the resulting contract.

lease Choose one of the Following

Status:
O Eenter Form Number O Renew Form





Any information that was previously completed on the original award form is already completed for you.

The following fields must be completed for renewal.
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Remaining Optional Renewals ] vearss [




[image: image55.png]Please click the Go button sfter Entering the Number of Contracts
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Select “Submit” for Renewal acceptance.
[image: image56.png]‘Submit this completed form and attachments within {10) ten days after contract/PO executed.

ing the Submit button, the form will be

ubmitted to DGS/OIT depending upon the category s





When submitted to DGS/OIT the e-mails will be automatically sent to those previously listed on the NFP form and no changes can be made to the original e-mail list.

NOTE:  A copy of this e-mail will also be automatically forwarded to BSBO.
[image: image57.png]From: paemarketplace @state.pa.us

Tor Plecker, Susan
e
Subject: _Status Update on Award Form 10417

Award Form, 10417, is now Submitted to DGS. It can be found on Award Form

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for help.




Once accepted by DGS/OIT the e-mails will be automatically sent to those previously listed on the NFP form and no changes can be made to the original e-mail list. 

NOTE:  A copy of this e-mail will also be automatically forwarded to BSBO.
[image: image58.png]From: paemarketplace @state.pa.us

Tor Plecker, Susan
e
Subject: _The Award Form, 10417, i Accepted.

‘This is an automated notification of a new Award form , 10417, another test

‘This form is Accepted. It can be found Here

‘This email was sent from an unmonitored account. Please contact gs-procure@state.pa.us for assistance.
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