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Section	6	

Create	and	Manage	a	CFPP	Procurement	Profile	

1.1 Process	Overview		
The	Procurement	Profile	review	process	is	intended	to	focus	on	high	value,	strategic	or	complex	IT	procurements.	This	review	will	
evaluate	opportunities	to	effectively	provision	the	necessary	technology	resources,	using	the	appropriate	procurement	method,	and	
leverage	enterprise	initiatives	where	appropriate.	
	
Completion	of	the	IT	Procurement	Profile	is	the	first	step	in	IDOA's	review	of	a	request	for	services	or	development	of	an	RFP	or	other	
procurement	instrument.	Agencies	are	encouraged	to	begin	the	process	of	developing	the	IT	Procurement	Profile	early	in	the	
procurement	planning	process	and	work	with	IDOA	to	refine	their	plans	and	procurement	documentation.	
	

6.2	 Procurement	Profile	Review	Scope	
The	Procurement	Profile	review	process	is	required	for	an	IT	procurement	that	has	been	flagged	for	advanced	review	as	a	result	of	
IOT/IDOA's	review	of	an	agency's	Project	Profile.	For	each	IT	procurement	that	meets	this	criteria,	a	state	agency	is	required	to	
complete	and	submit	a	Procurement	Profile	that	is	tailored	to	the	type	and	method	of	procurement.	
	

6.3	 Procurement	Profile	Review	Process	
The	Procurement	Profile	review	process	is	illustrated	in	Figure	3.	
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Figure	3.	Procurement	Profile	Review	Process	

Step	 Description	
1. Agency	prepares	Procurement	Profile.	
2. The	Procurement	Profile	should	be	reviewed	and	approved	by	agency	executive	management.	
3. Agency	submits	Procurement	Profile	to	IDOA	for	review.	
4. IDOA	conducts	initial	review	for	completeness.	
5. IDOA	determines	the	most	appropriate	sourcing	method	and	validates	submitted	agency	approach	in	Procurement	Profile.	

Ø If	determination	of	Step	5	is	MSP	Request	for	Project	Services	and	agency	has	submitted	satisfactory	documentation	
for	Procurement	Profile,	conduct	review	and	refer	to	steps	6-8.	

Ø If	determination	of	Step	5	is	Competitive	Bid	Procurement	Specification	and	agency	has	submitted	satisfactory	
documentation	for	Procurement	Profile,	conduct	review	and	refer	to	steps	9-12.	

Ø If	determination	of	Step	5	is	either	MSP	Request	for	Project	Services	or	Competitive	Bid	Procurement	Specification,	
but	the	agency	has	not	submitted	satisfactory	documentation	for	Procurement	Profile,	consult	with	the	agency.	
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1	|	MSP	Request	for	Project	Services	Review	

Step	 Description	
6. IDOA	reviews	the	Request	for	Project	Services	and	Scoring	Criteria	for	Consistency	and	Rankability.	
7. IDOA	coordinates	technical	review	of	Request	for	Project	Services	with	IOT,	as	applicable.	
8. IDOA	determines	if	additional	information	is	needed	and	consults	with	agency	to	revise	as	necessary	prior	to	agency	issuance	

of	the	Request	for	Project	Services	to	Managed	Services	Provider	for	project	opportunity	posting.	

	
2	|	Competitive	Bid	Procurement	Specification	Review	

Step	 Description	
9. IDOA	incorporates	technical	requirements	from	the	Procurement	Specification	Template	into	a	draft	Request	for	Proposal	

(RFP)	or	other	format	depending	on	the	procurement	method.	
10. IDOA	submits	draft	RFP	(or	other	format)	to	IOT	SME	and	Management	team	for	review	and	approval.	
11. IDOA	incorporates	feedback	and	finalizes	RFP	(or	other	format)	and	submits	to	requesting	agency	for	review	and	approval.	
12. IDOA	finalizes	procurement	instrument	and	posts	solicitation	accordingly.	

	

6.4	 CFPP	Procurement	Profile	Features	
This	section	provides	screen	shots	of	the	CFPP	Procurement	Profile	and	describes	the	steps	to	create,	manage,	and	submit	a	
Procurement	Profile.	
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6.4.1	 Create	a	New	Procurement	Profile	
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Steps	

1. Click	on	New	Procurement	Profile	button.	

Notes	

1. The	Project	Profile	can	be	accessed	from	the	Project	Profile	
tab.	

2. Status	and	explanation	of	IOT/IDOA	review.	
3. Additional	IOT/IDOA	review	information	and	comments	

appear	in	the	IOT/IDOA	Review	Information	block.	
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6.4.2	 Select	MSP	Procurement	Profile	Type	
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Steps	

1. Select	MSP	from	the	drop-down	list	the	type	of	procurement.	
2. Click	on	the	Continue	button.	
3. Enter	Procurement	Profile	information.	

Notes	

1. The	state’s	Managed	Services	Provider	is	issued	the	Request	
for	Project	Services	document	that	is	generated	from	the	
Procurement	Profile	MSP	procurement	type.	
	
The	Competitive	Bid	procurement	type	includes	other	
methods	of	soliciting	bids	or	proposals	for	products	and	
services	that	are	not	provided	through	the	state’s	MSP.	IDOA	
uses	the	information	that	is	included	in	a	Procurement	
Profile	Competitive	Bid	procurement	type	to	draft	an	RFP’s	
scope	of	work.	
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6.4.3	 Select	Pricing	Model	and	Enter	Award	Criteria	Data	

	 	

Note 1

2

4

3

Note 2

1



	

CFPP	Portal	Reference	Guide	|	v1.0	

	
9	

Steps	

1. Select	one	of	three	pricing	models	available	for	services	
delivered	through	the	MSP.	

2. Enter	the	weight	for	each	evaluation	factor	that	will	be	used	
to	select	and	award	a	service	provider.	

3. Enter	a	comment	that	describes	minimum	and	preferred	
requirements	related	to	an	evaluation	factor.	

4. Click	on	the	Save	button.	

Notes	

1. The	total	weight	of	the	evaluation	factors	for	award	criteria	
must	be	equal	to	100.	

2. When	the	record	is	saved,	an	agency	can	access	more	in	
depth	information	on	each	of	the	Pricing	Model	types	and	
the	consideration	of	each	of	the	evaluation	factors	under	
Award	Criteria.	After	reviewing	this	information,	the	agency	
should	verify	and	edit	any	of	the	information	entered	on	this	
page.	
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6.4.4	 Verify	Pricing	Model	
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Steps	

1. Click	on	the	link	next	to	the	Pricing	Model	Description	to	
verify	the	selected	pricing	model.	

Notes	

1. Description	of	pricing	model	options	include:	
• Pricing	Model	Option	1	–	Used	when	invoicing/payment	

will	be	submitted	after	approval	of	milestones	and/or	
deliverables.	

• Pricing	Model	Option	2	–	Used	when	invoicing/payment	
will	be	submitted	when	the	project	is	completed.	

• Pricing	Model	Option	3	–	Used	when	invoicing/payment	
will	be	submitted	monthly,	based	upon	hours	worked.	
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6.4.5	 Verify	Award	Criteria	
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Steps	

1. Click	on	the	link	next	to	the	Award	Criteria	Description	to	
verify	the	assigned	weighting.	

2. Add	or	modify	Comments	that	relate	to	the	evaluation	
factors.	

	

Notes	

1. Description	of	the	award	process	includes	consideration	of	
quality	evaluation	and	cost	evaluation.	Weighting	assigned	in	
the	Procurement	Profile	will	be	applied	in	the	quality	and	
cost	evaluation.		
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6.4.6	 Enter	New	Procurement	Profile	Information	
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Steps	

1. Enter	profile	information	in	fields	that	are	either	new	or	are	
not	pre-populated	from	the	Project	Profile	and	save	the	
record.	

	

Notes	

1. The	saved	record	displays	pre-populated	data	that	was	
entered	in	the	Project	Profile	and	can	be	edited	as	needed.		
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6.4.7	 Enter	Project	Deliverables	for	Pricing	Model	Option	1	
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Steps	

1. Click	on	New	Project	Deliverable	to	create	a	project	
deliverable.	

2. Enter	the	project	deliverable	number	consistent	with	the	
project	plan.	

3. Enter	the	description	of	the	project	deliverable.	
4. Click	on	the	Save	button.	
5. Click	on	the	Clone	button	to	continue	adding	project	

deliverables	by	cloning	and	modifying	the	cloned	record.	
Alternatively,	return	to	the	Procurement	Profile	page	and	
click	on	New	Project	Deliverable	button.	

Notes	

1. Saved	project	deliverable	number.	
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6.4.8	 Enter	“Not	Applicable”	in	Project	Deliverables	for	Pricing	Model	Options	2	and	3	
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Steps	

1. Click	on	New	Project	Deliverable	to	create	a	project	
deliverable.	

2. Enter	“Not	applicable”	in	the	Deliverable	Name	field.	
3. Click	on	the	Save	button.	

Notes	

1. For	options	other	than	milestone/deliverable-based	pricing	
models,	project	deliverables	are	not	included	in	the	Request	
for	Project	Services.	

2. No	additional	information	should	be	entered	in	Project	
Deliverables	if	the	pricing	model	option	is	not	
Milestone/Deliverable.	
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6.4.9	 Edit	Procurement	Profile	and	Prepare	to	Generate	Procurement	Document	
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Steps	

1. Click	on	the	Edit	button	to	update	Procurement	Profile	fields.	
2. Click	on	the	Generate	Document	button	to	create	a	Request	

for	Project	Services	document.	

Notes	

1. Procurement	Profile	in	Draft	status	enables	you	to	revise	the	
Procurement	Profile,	as	needed.	Additionally,	you	can	
generate	and	revise	the	Request	for	Project	Services	
document	as	needed	before	submitting	the	Procurement	
Profile	to	IDOA.	
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6.4.10	 Generate	Request	for	Project	Services	Document	
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Steps	

1. Click	in	the	box	adjacent	to	Request	for	Project	Services	
Template.	

2. Click	on	the	Next	Step	button.	
3. Click	on	the	View	icon	or	the	Document	Number	to	access	

the	Request	for	Project	Services	document.	
4. Click	on	the	Add	button	under	Comments	to	add	a	comment	

to	the	Request	for	Project	Services	document,	if	applicable.	

Notes	

1. Generate	Documents	page.	
2. View	Document(s)	page.	
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6.4.11	 Review	and	Edit	Request	for	Project	Services	Document	
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Steps	

1. Edit	the	MS	Word	document,	providing	information	not	
contained	in	the	Procurement	Profile	fields.	

Notes	

1. Request	for	Project	Services	document	can	be	edited	in	MS	
Word	(document	should	be	saved	in	.docx	format).	
Alternatively,	the	Procurement	Profile	can	be	modified	and	a	
new	Request	for	Project	Services	document	can	be	
generated.	
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6.4.12	 Submit	the	Procurement	Profile	to	IDOA	for	Review	
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Steps	

1. Click	on	the	Submit	button.	
	

Notes	

1. Upon	submission,	the	Draft	status	changes	to	Review	status.	
	
Note:	The	Procurement	Profile	is	submitted	to	IDOA	for	
further	processing	and	it	is	not	subject	to	a	specified	review	
period	in	the	system.	IDOA	will	work	directly	with	the	agency	
to	coordinate	or	conduct	a	procurement.	
	

2. The	Procurement	Profile	includes	documents	generated	from	
the	information	contained	in	the	profile,	such	as,	the	Request	
for	Project	Services.	

	 	

	


