CHECKLIST FOR EACH STAGE OF THE PROCUREMENT PROCESS

	REQUISITION STAGE

(
Requisition

(
Estimated Cost & Total Cost

(
Proper Signatures 
(
Detailed Specifications Submitted Electronically 

(
Justification Prior to Use of a Multi-term Contract (11-35-2030 (2) and 19-445-2135 D (1) (2))

(
Suggested Contract Dates

(
Justification for Competitive Sealed Proposal (RFP) (11-35-1530 (1))
(
Justification for Competitive Best Value Bid (BVB) (11-35-1528 (1))

(
Justification for Fixed Priced Bid (11-35-1525 (1))

(
Suggested Vendor List

(
Agency Buyer and Contact Information


	SOLICITATION STAGE
(
Solicitation in Final Form
(
SCBO Advertisement
(
Q& A, Pre-Proposal or Pre-Bid Changes
(
Public Attendance Roster
(
Amendment(s)

	EVALUATION STAGE

(
Written Clarifications by 
Any Vendor
(
Correspondence to Offerors Regarding Oral Presentations
(
Conflict of Interest, Confidentiality Certification
(
Blank Evaluator Report (Score Sheet)
(
Panel Member/Evaluator Score Sheets
(
Summary(Composite) of Evaluation Scores
(
Preference Calculations
(
Determination and Findings Form
(
Determination of Non-Responsiveness
(
Responsibility Letter (if needed)
(
Negotiations
(
Cost Calculations Utilizing Mathematical Formula


	AWARD STAGE

(
Bid Tab
(
Vendor Responses to Solicitation
(
Determination of Non-Responsibility
(
Response to Responsibility Check 

(
Intent or Statement of Award

	PROTEST STAGE

(
Letter(s) of Protest
(
Suspension Notice of Award
(
CPO’s Letter of Hearing to Interested Parties
(
CPO’s Decision
(
Protest Withdrawal Letter
(
Copy of Appeal of CPO decision
(
Hearing Notice – Procurement Review Panel
(
Panel Decision
(
Appeal of Panel Decision
(
Reinstatement Notice

(
Cancellation of Award



