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I. ITS-SB General Information 

1. BACKGROUND 

 
These ordering guidelines cover all the information needed to use the Information Technology Services ï 
Small Business (ITS-SB) contract to obtain information technology (IT) services within the continental 
United States (CONUS) as well as Alaska and Hawaii. The contract is structured as indefinite delivery/ 
indefinite quantity contract, using task orders for acquisition of specified services. 

 
This contract is available to the Army, Department of Defense, and all federal agencies. 

2. SCOPE 

 
The ITS-SB contract scope encompasses a full range of innovative, world-class information technology 
support services and solutions at a reasonable price. Contract line items (CLINs) cover the following 
services and contract types: 

 

¶ IT solution services ï firm fixed price (FFP), time and material (T&M), and cost reimbursement (CR) 

¶ IT subject-matter expert ï FFP, T&M, and CR  

¶ IT functional area expert ï FFP, T&M, and CR  

¶ Incidental construction ï FFP  

¶ Other direct costs ï CR  

¶ IT solution equipment ï CR for FP, T&M, and CR task orders  

¶ Travel and per diem ï CR for FP, T&M, and CR task orders  

¶ IT solution software ï CR for FP, T&M, and CR task orders 

¶ IT solution ï other ODCs ï CR for FP, T&M, and CR task orders 

 

IT Solutions Task Areas:  

¶ Electronic Product Environmental Assessment Tool (EPEAT) 

¶ Information Assurance (IA) 

¶ Independent Verification & Validation (IV&V) 

¶ Internet Protocol Version 6 (IPv6) 

¶ Engineering Services 

¶ Migration/Integration IT Services  

¶ Warranty and Maintenance 
 

Questions regarding these guidelines and procedures for placing orders against the contracts should first be 
directed to NetCentrics Corporation Program Management Office via ITS-SB@netcentrics.com email 
address. 
   

mailto:ITS-SB@netcentrics.com
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II. Team NetCentrics 
 

1. NETCENTRICS CORPORATION 

 
NetCentrics is a successful, financially secure, information technology (IT) small business with constant and 
uninterrupted annual growth over our 16 year history.  We support customer locations throughout the USA 
from our offices located in the metropolitan Washington, DC area, Raleigh, NC, and Sierra Vista, AZ. 
NetCentrics has approximately 90% of our staff possessing a Secret clearance or above. 

NetCentrics is experienced, innovative, and ready to partner with the Army Contracting Command ï 
National Capital Region (ACC-NCR) and Computer Hardware, Enterprise Software and Solutions (CHESS) 
to deliver superior information technology (IT) solutions to all DoD and Federal Agencies.  Below list a few 
examples of our experience, readiness, and innovation in supporting future contracts.  

NetCentrics is ISO 9001:2008 registered and a Microsoft Gold Certified Partner with 16 yearsô experience 
providing Microsoft-based enterprise designs, implementations, and operational support to DoD agencies, 
including Headquarters, Department of Army (HQDA), U.S. Army Information Technology Agency, 
Enterprise Security Services ï Pentagon (USAITA/ESS-P), US Army Network Enterprise Technology 
Command (NETCOM), US Army Information Systems Engineering Command (USAISEC), US Army 
Installation Management Command (IMCOM), and U.S Coast Guard C4IT SC Information Technology 
Information Assurance Security Management Services (TISCOM C4-IT)  

 
Experience ï Why NetCentrics? 
 
NetCentrics Corporation - 
× Brings standardized processes and Quality control methods applied at all levels with our Program 

Management Support Office (PMSO) team 
× Offers exceptional past performance delivering solutions to customers, including HQDA, USAITA, 

and NETCOM 
× Manages the largest installation of windows servers (1,400) and storage (1PB of MAC-1 and 3.5 PB 

COOP) within the Army 
× Led Armyôs HQDA Exchange migration to DISA email 
× Designs and globally deploys enterprise applications supporting 300,000 clients worldwide 
× Manages Certification and Accreditation (C&A) processes for every system connecting to the 

Pentagon Network 
× Manages a 24x7x365 Pentagon Computer Incident Response Team (PENTCIRT) 
× Operates according to ISO 9001:2008 Certified Quality Management System (QMS) 

 
 
Ready 
The NetCentrics Program Management Support Office (PMSO) applies proactive, metrics-based 
performance techniques across all aspects of the program. The team acts as an advisory board with a 
single-point-of-contact providing a strategic advantage to our customers, task order project managers, and 
partners delivering a complete approach to Contract and Task Order management. 
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Our PMSO has experience, proven processes, and a web portal tool for managing task order contracts and 
programs. We are ready to quickly develop and implement solutions based on our deep knowledge of the 
Army enterprise infrastructure and our history of successful Army and other Federal Agency projects. We 
have developed long term and strong working relationships with our customers including, Army leaders 
within CIO/G-6, PEO EIS, and NETCOM, which positions us to apply our expertise and solutions at the 
highest levels within organizations. 
 
Innovation 
Innovation is central to NetCentrics corporate culture. Our OVO Innovations division provides industry 
leading innovation management consulting services internally and to Fortune 500 companies. Our in-house 
authored book, ñMake Us More Innovative ï Critical Factors for Innovation Successò, defines processes for 
sustainable innovations. Our culture of innovation and proprietary web-based tools encourage and enable 
employees and customers to continually develop new and better solutions. We bring these advantages to 
ITS-SB to improve contract administration and Army and Government IT. 

 

2. TEAM NETCENTRICS 

 
We are proud of the companies that have joined Team NetCentrics. Team NetCentrics provides a distinct 
skill set to ensure success in each ITS-SB task area. Team NetCentrics brings demonstrated expertise 
providing services to commercial and Government customers and an ability to meet all levels of IT 
requirements.  

 
PARTNERS BUSINESS SIZE/CATEGORY EXPERTISE 

Castillo Technologies 
Small, 8(a), Small 
Disadvantaged Veteran Owned 
Small Business 

Experienced delivering Army IT solutions to NETCOM at Ft. Huachuca, 
with a western CONUS presence  

Diebold Large 
ISO 9001:2000 certified, IPv6 experts, nationwide warrantee and 
maintenance services, proven Government success 

Dynamix Small, HUB-zone 
ISO9001 certified, specializing in legacy system warranty and 
maintenance, with CONUS coverage and 24x7x365 support 

HBCU/MI Program Office (HPO) 
Historically Black Colleges and 
Universities, Minority 
Institutions  

An óhonest brokerô liaison to HBCU/MIôs bringing the IT experts and 
research capabilities of 9 institutions  

Integrity Small 
Expertise in the reuse, resale, and recycling of  electronic equipment, 
throughout CONUS 

JANUS Associates Small, Woman Owned 
Concentrated expertise in IA and IV&V tasks, with widespread 
Government and commercial successes 

L-3 STRATIS Large 
An ISO 9001, ISO 20000, CMMI Level 3 certified company and partner 
of NetCentrics for 13 years supporting HQDA, with broad Army IT 
expertise and CONUS coverage 

Lockheed Martin Services, Inc. Large 
An ISO 9001, CMMI Level 5, ITES-2S prime contractor, with extensive 
Army IT expertise in all task areas who brings complete CONUS 
coverage and business opportunities 

NCI Information Systems, Inc. 
(NCI) 

Large 
An ISO 9001 certified company, ITES-2S prime contractor, and long 
term partner with NetCentrics, with expertise in most task areas and 
wide CONUS coverage 

RTL Networks 
Small, 8(a), Service Disabled 
Veteran Owned 

Proven IT provider with Army and Air Force experience and innovative 
Green IT, video, and operational support solutions 
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PARTNERS BUSINESS SIZE/CATEGORY EXPERTISE 

SEB Technologies Small, 8(a) 
Proven provider of expert level IT consulting and planning to PEO EIS 
and other Army agencies 

SMS Data Products Group 
(SMS) 

Large, Veteran Owned 
An ISO 9001 certified Army IT provider and partner with NetCentrics on 
BRAC efforts, with exceptional performance delivering rapid response 
IT tasks throughout CONUS 

Technology Industries (TI) Small 
Specializes in Smart Cards, PKI, and Biometrics to achieve stronger 
identity and security throughout the enterprise 

Techno + Rescue Small, Veteran Owned 
Certified EPEAT reseller with proven Green IT practices, and coverage 
in the western US 

Turtle Wings 
Small, Woman Owned,  
HUB-zone 

A Green IT company specializing in recycling, with complete asset 
tracking, data destruction and eastern US coverage 

 
 

3. HOW CAN WE HELP YOU? 

NetCentrics has been providing innovative information technology (IT) services since 1995. We support 
customers specializing in network design, information assurance, installation and management, software 
development, and process improvement.  
 

¶ Established, financially secure small business with experience managing multiple task orders 

¶ Corporate commitment to provide all necessary resources to perform at the highest level and quality 
on this ITS-SB contract and all contracts 

¶ International Organization for Standardization 9001:2008 (ISO 9001:2008) certified quality 
management system in place with defined procedures for performing on Government contracts, 
managing subcontractors, and delivering quality services to Government customers 

¶ Established Program Management Office empowered with the authority and resources to manage 
the provide oversight on all awarded task orders under the contract 

¶ Record of consistently delivering excellent performance and customer satisfaction on every 
Government contract, as demonstrated by the customer responses on the Past Performance 
Questionnaires 

¶ Specialization in delivering Information Technology (IT) solutions to federal government customers 
in all work areas under ITS-SB 

¶ Highly qualified team with expertise in all task areas, including large and small businesses with niche 
skills and demonstrated success delivering solutions both CONUS and OCONUS covering all work 
areas under the scope of ITS-SB 

¶ Flexibility and quick response for critical and urgent IT projectsô requirements 

¶ Competitive prices with a history of delivering our quality services within these identified work areas 
 

4. BENEFIT OF USING THE ITS-SB CONTRACT VEHICLE 

 

¶ No CHESS (Army Computer Hardware, Enterprise Software, and Solutions) Fees 

¶ Program Maximum: $400 Million across all contracts for life of contracts (including options) 

¶ Decentralized Ordering 

¶ The Program Solicitation process is similar to the ITES-2S process, using the CHESS it e-mart 

¶ Contract vehicle open to all Army, Department of Defense, and Federal Agencies 
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¶ Only sixteen (16) selected teams to respond to solicitations through the ITS-SB contract vehicle 

¶ Meet small business goals 
 

III. Ordering Procedures. 
 

1. ITS-SB ROLES AND RESPONSIBILITIES 

 
ARMY CONTRACTING COMMAND ï NATIONAL CAPITAL REGION (ACC-NCR) 

 
Å Provides the Procuring Contracting Office (PCO) for the ITS-SB contracts. The PCO has overall 

contractual responsibility for the ITS-SB contracts. All orders issued are subject to the terms and 
conditions of the contract. The contract takes precedence in the event of conflict with any order.  

Å The PCO provides advice and guidance to requiring activities, Ordering Contracting Officers, and 
contractors regarding contract scope, acquisition regulation requirements, and contracting policies.  

Å The PCO approves and issues contract modifications.  
Å Represents the contracting officer position at various contract-related meetings, including ITS-SB 

Executive Council Meetings, in-progress reviews (IPRs), negotiating sessions, and working 
meetings. 

 
U.S. ARMY COMPUTER HARDWARE, ENTERPRISE SOFTWARE AND SOLUTIONS (CHESS)  

 

¶ Designated by the Secretary of the Army as the Armyôs primary source for commercial IT.  

¶ Performs the functions of Program Director (PD) for the ITS-SB contracts.  

¶ Maintains the IT e-mart, a Web-based, e-commerce ordering and tracking system. The IT e-mart 
Web site is: https://chess.army.mil.  

¶ With support from the Communications-Electronics Command, Information Systems Engineering 
Command (ISEC), Technology Integration Center (TIC), assists Army organizations in defining and 
analyzing requirements for meeting the Armyôs enterprise infrastructure and infostructure goals.  

¶ Works with requiring activities, including those outside of the Army, to help them understand how 
ITS-SB can best be used to meet their enterprise requirements. 

¶ Conducts periodic meetings with the prime contractors, e.g., quarterly IPRs, to ensure requirements, 
such as approved Department of Defense (DoD) standards, are understood.  

¶ Provides the contract level Contracting Officerôs Representative (COR). 
 

REQUIRING ACTIVITY 
 

¶ Adheres to the requirements and procedures defined in the ITS-SB contracts and these ordering 
guidelines.  

¶ Defines requirements.  

¶ Prepares task order requirements packages.  

¶ Funds the work to be performed under ITS-SB orders.  

¶ Provides personnel to evaluate proposals submitted.  

¶ Provides past performance assessments.  

¶ Monitors and evaluates contractor performance. 
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ORDERING CONTRACTING OFFICER 

 

¶ Ordering Contracting Officers within the Army, DoD, and other federal agencies are authorized to 
place orders within the terms of the contract and within the scope of their authority.  

¶ They are not authorized to make changes to the contract terms. The Ordering Contracting Officerôs 
authority is limited to the individual orders.  

¶ Serves as the interface between the contractor and the government for individual orders issued 
under the ITS-SB contracts.  

¶ Responsible for determining if bundling of requirements, (see Federal Acquisition Regulation (FAR) 
2.101), is in compliance with FAR 7.107.  

¶ Responsible for determining whether consolidation of requirements, compliance, and approval are in 
accordance with Defense Federal Acquisition Regulations Supplement (DFARS) 207.170.  

¶ Responsible for requesting, obtaining, and evaluating proposals and for obligating funds for orders 
issued. 

 
ORDERING CONTRACTING OFFICERôS REPRESENTATIVE 

 

¶ Ordering Contracting Officerôs Representative (CORs) will be designated by letter of appointment 
from the Ordering Contracting Officer.  

¶ Serves as the focal point for all task activities and primary point of contact for the contractors.  

¶ Provides technical guidance in direction of the work; is not authorized to change any of the terms 
and conditions of the contract or order.  

¶ Obtains required COR training. Note: the ACC-NCRôs Contracting Officer Representative 

¶ Guide provides a list of approved COR training courses:  
http://aca.saalt.army.mil/docs/Community/COR%20Guide.doc.  

 
CONTRACTORS 

 
The principal role of the contractors is to perform services and/or deliver related products that meet 
requirements and/or achieve objectives/outcomes described in orders issued under the ITS-SB contract. 

 
 

2. HOW TO USE ITS-SB 

 
Go to CHESSôs IT e-mart to check on guidance, find lists of vendors, check on offerings, view prices or 
request quotes directly.  
https://chess.army.mil/ascp/commerce/contract/its-
sb.jsp;jsessionid=337107834DC6CAFF3D931AC2F45F72B2.PAPS2  

 
The Ordering Contracting Officer will initiate the TO process by issuing a TOR to all awardees. Contractors 
will indicate their interest via CHESS IT e-mart, however, proposal packages shall be delivered by means 
identified in the TOR.  

 
 

http://aca.saalt.army.mil/docs/Community/COR%20Guide.doc
https://chess.army.mil/ascp/commerce/contract/its-sb.jsp;jsessionid=337107834DC6CAFF3D931AC2F45F72B2.PAPS2
https://chess.army.mil/ascp/commerce/contract/its-sb.jsp;jsessionid=337107834DC6CAFF3D931AC2F45F72B2.PAPS2
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3. PRICING 

 
CLINs allow for pricing of TOs on a firm fixed price (FFP) or time and material (T&M) basis.  

 
The labor rates provided through CHESS IT e-mart reflect the fully burdened composite rates for each labor 
category and will apply to all direct labor hours. The composite rates include separate rates for work 
performed at the contractor site and at the government site for each labor category. An ITS-SB contractor 
may propose labor rates that are lower than those specified in its Labor Rate Table but may not 
exceed the labor rates in its Labor Rate Table. 

 
Contractors may augment their labor categories and job descriptions on a TO basis. If a contractor decides 
to augment a labor category, the labor type and cost shall not change. 

 
NOTE: Unlike other labor categories, the IT subject-matter expert (SME), IT functional area expert (FAE), 
and incidental construction category may only be used if no other labor category can satisfy the 
requirement. If the ITS-SB contractor proposes these categories when not directed by the Ordering 
Contracting Officer, no fee or profit is allowed. ITS-SB contractors are required to seek and obtain approval 
from the Ordering Contracting Officer for the use of these categories when proposed in a TO. There is no 
fixed labor rate associated with the SME, FAE, and incidental construction categories.  

 

4. ORDER FORMS AND NUMBERING 

 
An appropriate order form (DD Form 1155, Order for Supplies or Services, or Non-Department of Defense 
(DoD) federal agencies equivalent) shall be issued for each task order.  

 
Ordering Contracting Officers shall not use any order beginning with 0001 thru 9999, which are reserved for 
ACC-NCR. DoD agencies should use ordering numbers as specified in DFARS 204.7004(d)(2)(i). Non-DoD 
federal agencies may use any numbering system provided it does not conflict with either of these 
numbering systems.  

 
The level of classified access shall be incorporated into individual TOs as necessary. If determined 
necessary based on the level of classification, a DD Form 254, Contract Security Classification 
Specification, should be prepared and included in the TO request and resulting order. 

 
 

5. SITUATIONS REQUIRING HARDWARE OR SOFTWARE ACQUISITION 

 

5.1 SOFTWARE 
 

In situations where it is necessary to purchase new commercial software, including preloaded software, to 
satisfy the requirements of a particular Task Order (TO), the contractor will first be required to review and 
utilize available Department of Defense Enterprise Software Initiative (DoD ESI) agreements.  If software is 
not available to the contractor through a DoD ESI source, the contractor shall be authorized to obtain the 
software through an alternate source.  For Army users, a waiver is required from CHESS when acquiring 
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non ESI software regardless of the dollar value. The customer shall access the waiver process, located on 
the web at https://chess.army.mil/scp/waiver/wvexplanation.jsp. The waiver should be included in the task 
order upon award. 

 
5.2 COMMERCIAL OFF-THE-SHELF (COTS) HARDWARE AND RELATED SOFTWARE 
 

If hardware and related software are required for a particular Task Order, the CHESS hardware contracts 
are the preferred source of supply.  CHESS also has a list on their website of Commercial IT Products and 
Services authorized for use by Army customers worldwide.  If the hardware and software required is not 
available from a CHESS contract or the authorized list, the contractor shall be authorized to obtain the 
hardware through an alternate source. For Army users, a waiver is required for purchase of products from 
another source valued at more than $25,000. The listing of COTS hardware available from CHESS sources 
can be viewed on the web at 
https://chess.army.mil/scp/contracts/compactview.jsp.  
The customer shall access the waiver process, located on the web at  
https://chess.army.mil/scp/waiver/wv_explanation.jsp. The waiver should be included in the task order upon 
award. 

 

6. ORDERING PROCEDURES 

 
6.1 TO REQUEST 
 

The requiring activity prepares the TOR package and submits it to the Ordering Contracting Officer. 
Attachment A contains a TOR checklist and instructions recommended for use when submitting TO 
requirements to the Ordering Contracting Officer. The checklist describes all documents needed for a 
complete requirements package.  

 
NOTE: When submitting requests ensure that the customer and/or site address is correct and includes as 
much information as possible to allow for an accurate proposal. (i.e. serial numbers, manufacturer/part 
numbers, quantities, whether the requirement is a renewal or new requirement, customer ID number, 
contract numbers, renewal contract number or other type of account identifier.) 

 
This contract is subject to FAR 16.505 and DFARS 216.505-70, Fair Opportunity to Be Considered.  

 
6.2 MINIMUM TOR PACKAGE REQUIREMENTS 
 

¶ Statement of Work (SOW), Performance Work Statement (PWS), or Statement of Objectives 
(SOO). The requiring activity may select from these work statements, depending on their specific 
requirements. However, performance-based orders must be used to the maximum extent possible 
for services as required by FAR 37.102 and FAR 16.505(a) (see Attachment 3). See Attachment B, 
C, E for sample SOW, PWS, and SOO, respectively.  
 

¶ Funding Documents. ITS-SB orders are funded by the requiring activity. Individual Ordering 
Contracting Officers should provide specific instructions as to the format and content. Funding 
Documents must also include the following: 
 

https://chess.army.mil/scp/waiver/wvexplanation.jsp
https://chess.army.mil/scp/contracts/compactview.jsp
https://chess.army.mil/scp/waiver/wv_explanation.jsp
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o Evaluation Criteria. The solicitation must identify, clearly explain, and describe the relative 
importance of the evaluation criteria. Sample evaluation criteria is provided below:  
Á Understanding of the requirement 
Á Technical and management approach 
Á Staffing plan (skill mix, personnel experience/qualifications, availability of personnel, 

performance location) 
Á Areas of expertise 
Á Past performance on prior TOs under this contract (where possible, PPIMS or PPIRS 

should be utilized in lieu of requesting past performance information from contractors) 
Á Current distribution of workload 
Á Knowledge of customerôs organization 
Á Teaming arrangements 
Á Security (including clearance level) 
Á Performance-based approach 
Á Other specific criteria as applicable to individual TO 
Á Cost/Price  

 
6.3 AWARD 
 

Once evaluations are completed, an authorized selection official must make an award decision and 
document the rationale for his/her decision.  

¶ Prior to making a decision, copies of all evaluations must be forwarded to the selection official for 
his/her review and consideration. Attachment I is an example of the Selection Recommendation 
Document. The form is signed by the selection official and forwarded to the Ordering Contracting 
Officer. This form can also be used to document an exception to the fair opportunity requirements.  

¶ The following information shall be specified in each TO awarded: 
o Date of order 
o Contract and order number 
o Point of contact name, commercial telephone, fax number, and e-mail address 
o Ordering Contracting Officerôs commercial telephone number and e-mail address 
o Description of services to be provided, quality unit price and extended price, or estimated 

cost and/or fee (TO INCLUDE CLIN). The PWS should be attached 
o Period of performance and delivery date for supplies, including any option period for services 

and delivery of supplies, if applicable 
o Address and place of performance or delivery, if applicable 
o Packaging, packing, and shipping instructions, if any 
o Accounting and appropriation data and Contract Accounting Classification Reference 

Number (ACRN). DFAS requires an ACRN(s) on all orders 
o Specific instructions regarding how payments are to be assigned when an order contains 

multiple ACRNs  
o Invoice and payment instructions 
o Any other pertinent information 

¶ Executed orders will be transmitted via fax, e-mail, or by verbal direction from the Ordering 
Contracting Officer. If verbal direction is given, written confirmation shall be provided within five 
working days. 

 
6.4 POST AWARD DEBRIEFING 
 



 

 

NetCentrics Corporation 
Phone: 703-714-7345 x2 

Email: its-sb@netcentrics.com 
            www.netcentrics.com/its-sb     Page 10 of 19 

Under 10 USC 2304a, unsuccessful offerors in competitions for task orders exceeding $5,000,000.00 have 
the right to a post-award debriefing if they meet certain request deadline requirements.  The deadline 
requirements can be found in FAR 15.506(a)(1).  Under FAR 15.506(a)(4), untimely debriefing requests 
may be accommodated, and 15.506 is not limited to unsuccessful offerors.  Timely requests for a post-
award debriefing for task orders meeting the threshold above must be honored, and their debriefings must 
meet the requirements of FAR 15.506.  Also, contracting officers are encouraged to provide debriefings to 
untimely offerors under competitions exceeding $5,000,000.00 and to offer a debriefing to all other offerors 
under task order competitions, even those valued below the mandatory threshold described above. Non-
mandatory debriefings should follow all of the requirements in FAR 15.506(d), (e), and (f).  Debriefings may 
be done orally, in writing, or by any method acceptable to the contracting officer. 

 
6.5 EVALUATION OF CONTRACTORôS TASK ORDER PERFORMANCE 
 

Section G.4 of the contract requires that, at task order completion, the contractor submit a request for a 
performance evaluation to the order contracting officerôs Representative (OCOR) or his/ her designated 
representative. The OCOR or his/her designated representative shall complete these evaluations for each 
task order, regardless of dollar value, within 30 days of completion. Performance evaluations shall also be 
completed annually for orders that have a performance period in excess of one year. Annual performance 
evaluations shall be completed within 30 days of task order renewals. Performance evaluations may also be 
done as otherwise considered necessary throughout the duration of the order (but generally no more than 
quarterly). The performance evaluations will be located on the CHESS Web site at 
https://chess.army.mil/scp/ites2s/ctorpp.jsp.  

 
 

7. USING THE CHESS IT E-MART WEBSITE 

 
The following sections contain screen shots to walk you through TO request process through CHESS IT e-
mart. For further guidance contact ITS-SB@netcentrics.com. 

https://chess.army.mil/scp/ites2s/ctorpp.jsp
mailto:ITS-SB@netcentrics.com
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7.1 CHESS IT E-MART HOME PAGE 
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7.2 SERVICES MENU OPTIONS 
 

The CHESS IT e-mart is used for both ITS-SB and ITES 2S contracts. Be sure to select the ITS-SB contract from the services menu.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the ITS-SB Contract link under services to view a list of all ITS-SB vendors and vendor details. Once on this page, click the ñOnline 
RFP Toolò link to begin the RFP process.  
 
 
 
 
 
 

ITS-SB Contracts 

ITS SB Ordering Guide Opens ITS-SB 
Ordering Guide PDF 
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7.3 CREATING A RFP 

 
7.3.1 You can use the RFP Manager to track the status of TO requests. You can ñCancelò, ñDeleteò, or ñTransferò RFPs at any time by 

checking the box to the left of the RFP and clicking the appropriate action button at the bottom of the screen.  
 

To begin creating an RFP, click the Create New Request button.  
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7.3.2 Select the appropriate radio button (Request a Quote for Hardware, Request a Proposal for Services, or Software) and click Create 
New Request. 
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7.3.3 Choose ITS-SB  and click Create New Request 
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7.3.4 Select which contractors you which to release the RFP to. You must select either one (1) or all contractors. Fill out the Proposal 

Name, Due Date, Proposal Description, Est. Dollar Value (including options), and attach any additional documents. When you have 
finished, click Continue.  
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7.3.5 Enter Submitting POC, Customer POC, and answer the questions regarding details of your RFP on this page. When you have 

finished, click Submit Request. 
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7.3.6 You can view the details of your RFP in the RFP Manager.  

 




































