Office of Comptroller Operations

Service Procurement Announcement Form

For Solicitations $20,000 - $250,000

Instructions for the Service Procurement Announcement Form.  Please note, this form is only to be used for service procurements between $20,000 - $250,000.  If the anticipated service procurement will exceed $250,000, please submit the DGS Request for Delegation Form.
1. Top Section of Form:

a. Project title:  does this procurement have a designated title?

b. Today’s Date

c. Your Agency

d. If applicable, enter the Bureau

e. Project Officer:  Who from the Agency will be in charge of this procurement?

f. Project Officer’s email and phone number

2. Middle section of Form:

a. New Procurement:  “Yes” or “No”

i.   If “no”, enter the current contract/grant number into this field.

b. Enter current contract end date if applicable

c. Anticipated Effective Date:  When do you expect this new procurement to be fully approved and ready for implementation?

d. How many years will this contract be for (include renewal periods)?

e. What SAP fund(s) will be used to pay for this procurement?

f. Is this procurement an IT project?  If yes, is COP approval needed?

g. Will this procurement result in a contract or Purchase Order?
h. Purchase Type:  What type of procurement is this:  financial services, consulting, etc.?

i. Total Cost:  If implemented, how much does the agency expect this activity to cost?

j. % State Dollars:  What percentage of funding is sourced with State funds?

k. Federal Fund Avail:  Is Federal Funding available for this procurement?

l. Procurement Activity being Announced:  Is this an IFB, RFP, Sole Source, etc.?

m. Anticipated MBE/WBE Participation Rate:  What level of Minority Owned/Women Owned business participation do you expect?

3. If an IFB will not be used please state the reason why the in the space provided.

4. Evaluation Team Members Office/Bureau:  If applicable, please list the Offices or Bureaus represented on the evaluation committee.

