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Notice of Forthcoming Procurement (NFP) Form 
 

 

 
 
 
REQUESTING AGENCY INFORMATION 
 
Complete all fields in this section.   

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

 
 
If IFB is not your Anticipated Method of Procurement (see following screen shot), you must upload the BOP-124 
Determination to Use Competitive Sealed Proposals (RFP) Method of Procurement. 
 
 
 
  

Will receive an error 
message if e-mails do not 
match 

Enter descriptive title 

When applicable, attach BOP 124 
and/or SOW 

http://www.dgsweb.state.pa.us/BOPDashboard/ForthComingProcurements.aspx
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ANTICIPATED CONTRACT DETAILS 
 
Complete the following information in this section.   

 
 

 
EXISTING CONTRACT INFORMATION 
 
Complete the following information for Existing Contract Method of Procurement (if applicable).   
 
If there is not an existing procurement, select the New Procurement radio button.  When selected, you must 
complete the Estimated Annual Spend if new procurement field. 

 
 
 
 
 
 
 
  

Annual Spend is the total 
contract spend-value 
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PROCUREMENT LEAD REQUEST / REQUEST FOR DELEGATION 
 
Choose an option under Procurement Lead Request.   
 
When “Agency” is selected to lead the procurement, you must complete both fields within the Request for 
Delegation section. 

 
 
 
APPROVING AUTHORITY 
 
Complete all fields in this section, as applicable.   
 
After completing the Form you must send it for internal approval(s).  The Agency Head, as final approver, will 
submit the Form to DGS/OIT.   
 
NOTE:  If you have more than one approval required within your agency, the first approver must forward to the 
next approver.  The agency approvers should continue with this process to ensure that the agency approval 
requirements are met.  

 
 
  

Use this option to send copies of the NFP to one or more individuals 

X 
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NOTE:  If you try to submit to DGS/OIT without entering an email address for internal approvals, you will receive 
the following message at the top of your screen.  The “No” option should only be chosen when you are both the 
Submitter and Internal Approver.   

 
 
After choosing “Yes”, complete the E-mail field and select the Send for Internal Approval button. 

 

 
 
Afterwards, you will receive a confirmation at the top of the Form as well as an e-mail stating that it has been sent 
for internal approval.  The notification email will contain a link to the Form. 
 
 
SAVING THE NFP FORM PRIOR TO SUBMISSION 
 
 
You can save this Form after completing all mandatory fields.  To save your unfinished Form, select the Save 
button.   

 
 
You will receive a confirmation at the top of the Form, as well as an e-mail stating that the Form has been saved.  

 
 
To continue working on the Form, choose the Edit radio button, enter the Form’s number in the Edit Form field, 
and select the Edit button. 
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APPROVING THE NFP FORM 
 
After a NFP Form has been sent for approval, the Internal Approver will receive an email notification that the 
Form is awaiting their approval.   The email will contain a link to the Form. 
 
The Internal Approver will select the link to access the Notice of Forthcoming Procurement Form.  They will then 
choose the Edit radio button, enter the Form’s number in the Edit Form field, and select the Edit button. 

 
 
The Internal Approver will then scroll down to the Approving Authority section and perform one of the following 
steps:   

a) Complete the E-mail field and select the Send for Internal Approval button to continue the internal 
approval process, OR 

b) As Agency Head and/or final approver, select the Submit button to submit the form to DGS/OIT. 
 

 
 
 
NOTE:  Once submitted to DGS/OIT, anyone that has an e-mail address entered within the NFP Form will receive 
an email notification that the form has been submitted.  The email will contain a link to the Form. 
 
If approved, you will receive an email notification providing details of the approval.  A copy of the email 
notification will be automatically forwarded to Comptroller and the Bureau of Diversity, Inclusion & Small 
Business Opportunities (BDISBO). 
 
If DGS/OIT returns the Form for correction, you will receive an email notification containing the reason and a link 
to the Form.  Access the link to make the corrections, route again through internal approvals (if needed) and 
submit to DGS/OIT. 
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Award Form 
 
Go to the electronic Award Form (Procurement Forms Website), select the “Enter Form Number” radio button, 
enter the appropriate ID Number, and select the “Enter” button. 

 
 
Any information that is requested on this form that was already completed on the Notice of Forthcoming 
Procurement Form is auto populated for you. 
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Complete the sections that were not auto populated.  If there is more than one (1) supplier, complete the BOP- 
Contract List and upload to the Documents Section. 

  
 
At this time you can save the record or submit to DGS/OIT.  If you save, you will receive the following e-mail. 

 
 
 
 
 
 

http://www.dgsweb.state.pa.us/comod/CurrentForms/BOP125.xls
http://www.dgsweb.state.pa.us/comod/CurrentForms/BOP125.xls
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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 BDISBO. 

 
 
 
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 BDISBO. 
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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. 

 
 
 
Any information that was previously completed on the original Award Form is auto populated for you. 
 
The following fields must be completed for renewal. 

 
 

 
 
 
Select “Submit” for Renewal acceptance. 

 
 
 
 
 
 
 
 

Must use calendar 

For original contract (ex: 2 ea 1 yr) 
Remaining (ex: 1 ea 1yr) 
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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 BDISBO. 

 
 
 
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 BDISBO. 

 


