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SOLICITATION INFORMATION FORM

This solicitation information form is designed to help you initiate a competitive solicitation for goods and/or services valued at over $150,000, or that you would like for the PSC to competitively procure. Provide as much information as possible, additional details can be discussed later as the assigned Purchasing Agent drafts the solicitation document.

Solicitation Information
1. Project Title
→ Click or tap here to enter project title.

2. Will the resulting contract be for a one-time purchase, one year of service, or multiple years?
→ Select the resulting contract term.

3. Estimated Budget Range for this Project. This amount should be for the full term of the contract including all renewal/option years.
→ Select estimated budget range.

4. If known, what is the actual amount budgeted for this project?
→ Click or tap here to enter actual amount budgeted if known.

5. Will this purchase use any federal funds (grant or contract)?
Yes ☐		No ☐		Unknown ☐

6. Does this request replace an existing contract?
Yes ☐		No ☐

7. Outline a detailed timeline for this solicitation, including key dates such as current contract expiration and desired start date for the new contract.
→ Click or tap here to enter detailed timeline for this solicitation.

8. Is this request solely for the purchase of goods? If yes is selected, the award will be made to the supplier that bids the lowest cost that meets the specifications stated in the solicitation.
Yes ☐		No ☐

9. Do you intend to award to one supplier or multiple?
→ Select if award will be made to one supplier or multiple.

10. Does this purchase involve the procurement of any IT related goods or services, such as software licenses, hardware specifications, or technical support needs?
Yes ☐		No ☐

11. Does this project involve the construction or modification of any facility?
Yes ☐		No ☐		Unknown ☐

12. Commodity Code
→ Select commodity code.

Project Information
Provide comprehensive background details leading up to this request, including challenges, opportunities, or gaps being addressed. Clearly state the project objectives and expected outcomes. For IT-related purchases, include deliverables, milestones, integration requirements, and current hardware/software details.

→ Click or tap here to enter project information.


Statement of Work
Provide a complete scope of work that specifies the services, products, or solutions being sought, including any items considered out of scope for the project. This should include an outline of the work for which the successful supplier will be responsible, outlining required deliverables, timelines, and university responsibilities.

A detailed scope of work document at minimum should include the following:
1. Project Overview: A brief description of the project, including its purpose and objectives.
2. Deliverables: A list of specific deliverables expected from the project.
3. Timeline: An estimated timeline for the completion of each deliverable.
4. Responsibilities: A clear outline of the responsibilities of all parties involved.
5. Budget: An estimated budget for the project, if applicable.
6. Requirements: Any specific requirements or standards that need to be met.
7. Contact Information: Contact details for the primary point of contact for the project.

→ Click or tap here to enter scope of work.

Provide a detailed list of the items to be purchased, including model numbers and brand names. If you are seeking a specific brand and no substitutions are permitted, clearly indicate that this is a brand name specific procurement and justify the need for specifying the brand. Alternatively, if equivalent products are acceptable, specify the essential characteristics or standards that alternatives must meet to be considered. This will ensure that all submissions are evaluated fairly and in alignment with the project’s requirements.

The items list should include: 
1. Description of Goods: Provide a detailed description of the goods, including specifications, features, and any other relevant details.
2. Quantity: Specify the quantity of each item you wish to purchase.
3. Preferred Delivery Date: Indicate your preferred delivery date or timeline for receiving the goods.
4. Budget: Provide an estimated budget or price range for the goods, if possible.
5. Additional Requirements: Mention any additional requirements or conditions that need to be met (e.g., warranty, after-sales service, etc.).

→ Click or tap here to enter items list.


Mandatory Requirements (Skip this section if you answered yes to question 8 under Solicitation Information above.)
Specify the essential qualifications required for suppliers and key personnel, such as relevant industry certifications or a minimum number of years of experience in similar projects. Note that any supplier who does not meet these qualifications will not be considered for the award. 

→ Click or tap here to enter essential qualifications.

Detail the minimum service requirements for the supplier, such as response time to service calls (e.g., within 4 hours) and the need for an assigned service representative.

→ Click or tap here to enter minimum service requirements.


Evaluation Committee (Skip this section if you answered yes to question 8 under Solicitation Information above.)
If you are purchasing goods only, skip this section. 

For Request for Proposals (RFPs), an evaluation committee is required to review and score proposals to make a recommendation for award to the PSC. The committee must be finalized before proposals are due from suppliers. If you are unsure of the committee members, you may enter “unknown” or leave the fields blank. You can also change the names of the nominated committee members before the proposals are reviewed. Note that all committee members are required to sign a Non-Disclosure Agreement (NDA) and keep the process confidential until the time of award.

How many committee members will be part of your Evaluation Committee? There must be at least three (3) committee members, but no more than seven (7). 

→ Select number of committee members.

If known, provide the committee member’s name, title, and email address.

	Member Name
	Title
	Email Address

	Click to enter member name	Click to enter member title	Click to enter member email
	Click to enter member name	Click to enter member title	Click to enter member email
	Click to enter member name	Click to enter member title	Click to enter member email
	Click to enter member name	Click to enter member title	Click to enter member email
	Click to enter member name	Click to enter member title	Click to enter member email
	Click to enter member name	Click to enter member title	Click to enter member email
	Click to enter member name	Click to enter member title	Click to enter member email



Potential Suppliers
List any suppliers that you would like the PSC to directly notify of this solicitation. Include the company name, representative name (if available), and email address.

	Company Name
	Representative Name
	Email Address

	Click to enter company name	Click to enter rep name	Click to enter rep email
	Click to enter company name	Click to enter rep name	Click to enter rep email
	Click to enter company name	Click to enter rep name	Click to enter rep email
	Click to enter company name	Click to enter rep name	Click to enter rep email
	Click to enter company name	Click to enter rep name	Click to enter rep email



Existing Contract Information
1. Provide the current contract and/or purchase order number.

→ Click or tap here to enter current contract and/or purchase order number.

2. Provide details of any performance issues or concerns you have with your current contract. This may include delays, quality issues, communication problems, or any other challenges you have encountered. Be as specific as possible to help us understand the nature and extent of the issues. If there are no performance issues or concerns, indicate “None.”

→ Click or tap here to enter current contract performance issues.


Security and Compliance
1. Will the awarded supplier be handling any sensitive CU information, like health records (HIPAA), student records (FERPA), or payment details (PCI)?
Yes ☐		No ☐		Unknown ☐

2. Will the supplier need to access, use, or store any University data?
Yes ☐		No ☐		Unknown ☐

3. Does the final product or service need to meet the Americans with Disabilities Act (ADA) accessibility standards?
Yes ☐		No ☐		Unknown ☐

4. If integration and implementation is required: has your campus Office of Information Technology (OIT) team been notified of this solicitation request?
Yes ☐		No ☐		Not applicable ☐
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