BPO Approval Process Guidance
Requesting FMIS BPO Approval for Agile Work Orders 

(Background: Any agency that has DGS in its approval path for their Fund Certs/BPOs will need to get DGS approval for those items regarding the Agile 2.0 contract. This guidance will guide you on the correct procedure to ensure that Fund Certs/BPO will be approved in a timely manner.)
Steps 
· When submitting the BPO approval request to dgs.osp-requisitions@maryland.gov, the subject line of the email will need to be: Agile Contract: BPO WO FA#-WO-## Approval Request.
· The body of the email shall state: 
· Please review the attached documents for a Fund Cert/BPO approval for Agile work order: FA#-WO-##. The total dollar value for this contract is $####### and can be found on the Final review tab of the included Attachment C. I have also attached the Fund Cert/BPO, so you can confirm that the agency has secured the correct funding for the aforementioned work order. Please let me know if any additional information or documentation is required.
· The documentation that will need to be provided will be:
· Work Order Request
· A copy of the NTP email that your agency received through ServiceNow
· Financial Proposal:
· FA1/FA3: Attachment C
· FA2: Milestone Deliverable
· Note: All submitted documents must be from the approved Final Award (WO) packet.
· Post-Submission Follow-Up
· If follow-up is required after the request has been submitted, the Requesting Agency should contact the appropriate DGS OSP Procurement personnel via email:
· Cheryl Howard-Bond cheryl.howard-bond@maryland.gov
· Brandford Quartey brandford.quartey@maryland.gov
· Cynthia Beres cynthia.beres@maryland.gov
· Note: Please cc Dominic Edet dominic.edet5@maryland.gov on all correspondence. 
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