
DRAFT SOLICITATION
 (November 2018)

You may issue a draft solicitation to obtain feedback from prospective bidders or offerors.

The State Procurement Online System has a solicitation type for “Pre-Solicitation Notice.”

Send the draft solicitation to a representative number of vendors who sell the goods or services, based upon your market research.

Post this notice on the State Procurement Office Online System.  You may also mail, fax, or email to bidders or offerors.  

The second page of this template is a cover letter that can be included when the final version of the solicitation is issued.  The cover letter identifies which components, if any, were modified in reflection of the vendor comments received regarding the draft.

Contact the State Procurement Office at 701-328-2740 or info@spo.nd.gov for assistance or to provide suggestions.


NOTE: DELETE ALL INSTRUCTIONS BEFORE PRINTING

STATE OF NORTH DAKOTA
AGENCY OR INSTITUTION NAME
ADDRESS
CITY, STATE ZIP

DRAFT SOLICITATION

Date

Solicitation Number and Title: Insert solicitation number and title

Opening Date and Time: Insert date and time 
[bookmark: _GoBack]
Dear Prospective Bidder:

The Insert purchasing agency name has issued a draft of this solicitation to obtain comments and reactions from prospective bidders.

Interested vendors are encouraged to review the draft for the following:

· Restrictive specifications that would unnecessarily decrease competition;
· Requirements that could dramatically increase costs to the State;
· Requirements that do not reflect current industry standards;
· Language this is confusing, contradictory, or unclear;
· State-specific information that is missing or deficient to a level that would preclude potential bidders from responding in a complete and cost effective manner;
· Costing methodology that is unclear or inconsistent with industry pricing structures.

Please identify the section of the solicitation when making comments.

Please submit your comments by email with a subject line “Insert Solicitation Title 

Insert name
Procurement Officer 
E-mail: Insert email 

We would like to thank you for your time and efforts in reviewing this solicitation and providing your comments to the Procurement Officer:

Sincerely,

Insert name
Procurement Officer 
E-mail: Insert email 
Telephone: Insert number
TTY Users call: 7-1-1 


STATE OF NORTH DAKOTA
AGENCY OR INSTITUTION NAME
ADDRESS
CITY, STATE ZIP


Date


Dear Prospective Bidder:

Subject:  Insert Solicitation Number and Title (e.g. RFP 110-19-32 Consulting Services)


The Insert purchasing agency name issued this solicitation in draft and requested input from vendors.  The draft solicitation was changed as follows based upon the feedback received:

· Insert Section Number and Title and briefly describe the change


Thank you to those vendors who provided comments on the draft solicitation.
 
Sincerely,

Insert name
Procurement Officer 
E-mail: Insert email 
Telephone: Insert number
TTY Users call: 7-1-1 




