APPENDIX O –PROCUREMENT HISTORY FILE CHECKLIST


Instructions for Use: COMPLETE IN CHRONOLOGICAL ORDER. Failure to do so may result in WisDOT not reimbursing the procurement

Use this template checklist for ensuring that individual procurement files comply with appropriate Federal and local record-keeping requirements.  The volume of documentation associated with the procurement will dictate the number of files required to properly maintain a complete history of the procurement.  As such, the attached checklist must be properly annotated and filed in each procurement history file associated with the particular procurement at hand.

The Tabs identified are not intended to be all-inclusive and are not required for all procurements.  The recipient must determine which Tabs are appropriate for the procurement at hand and may add Tabs that are otherwise necessitated by local procedures.  The checklist must be signed and dated by the individual compiling the file.

Be sure to fill out the type of procurement you are looking to pursue.

Tab 1 -	Document the reason for your procurement including Grant and ALI code.

Tab 2 -	An Independent Cost Estimate is required for all procurements prior to advertising bids or offers.  

Tab 3 -     Insert the Procurement Plan and Timeline (if required).

Tab 4 -	Insert the Statement of Work or specifications.

Tab 5 -	Insert the Sole Source justification (if applicable).

Tab 6 -	Insert pertinent Market Research documents (if any). This may also be included in the ICE.

Tab 7 -	Insert the solicitation document and any subsequent amendments.

Tab 8 -	 Submit all documents to WisDOT and wait for written approval. DO not proceed until you have written approval.

Tab 9 -	Insert documentation evidencing advertisement of the procurement.

Tab 10 -	Insert documentation concerning the pre- bid or proposal conference (if applicable) and/or any solicitation Questions and Answers.

Tab 11 -	Insert the signed acknowledgement of any solicitation amendments.

Tab 12 -	Insert documentation concerning any “No Bid” letters or correspondence related to disqualification of bidders (“nonresponsive”) or offerors.

Tab 13 -	Insert the Bidders List. This must be included in the solicitation and the vendor is required to complete with their bid.

Tab 14 -	Insert Public Bid Opening documentation.

Tab 15 -	Insert the Cost or Price Analysis including “fair and reasonable” price determination.

Tab 16 -	Insert Single Bid Justification, if applicable.

Tab 17 -	Insert the proposed contractor’s “responsibility” determination (including evidence of checking the SAM.gov, etc.).



Tab 18 – Insert the Negotiation Memorandum (if applicable), otherwise insert documentation concerning clarifications or discussions and/or oral presentations (if held).

Tab 19 -	Signed federal clauses and certifications.

Tab 20 -	Submit all documents to WisDOT and wait for written approval. DO not proceed until you have written approval.

Tab 21 -	Submit a copy of the Board’s approval for the procurement.

Tab 22 - Insert the Notice of Intent to Award the contract.

Tab 23 - Insert any protest letters, decisions, or other related documents.

Tab 24 -	Insert the signed and conformed contract.

Tab 25 -	Insert any contract modifications and documents supporting such modifications.

Tab 26 -	Insert documentation related to any option exercises including related contract modifications.

Tab 27 -	Insert contractor-submitted data and reports.

Tab 28 -	Insert correspondence/documentation related to complaints or contractor performance.

Tab 29 -	Insert any documentation concerning pre-award or post-award Mistakes in Bid.

Tab 30 -	Insert any applicable Invoices and Payment Vouchers.

Tab 31 -	Insert any local or WisDOT correspondence that has not been filed under previous Tabs.


Tab 32 -	Insert any pertinent contract administration correspondence between the subrecipient and the Contractor.

Tab 33 -	Insert any pertinent correspondence/documents concerning contract close-out.



PROCUREMENT HISTORY FILE CHECKLIST


  Method of Procurement: IFB 


	CONTRACT NUMBER
	CONTRACTOR NAME
	CONTRACT AWARD DATE

	COMMODITY CODE/ BRIEF ITEM DESCRIPTION
	AMOUNT
$
	CONTRACT START DATE

	NO.
	ITEM
	IN FILE
	N/A
	NO.
	ITEM
	IN FILE
	N/A

	1.
	WRITTEN HISTORY OF PROCUREMENT (Appendix A)
	
	
	18.
	NEGOTIATION MEMORANDUM (If Applicable)
	
	

	2.
	INDEPENDENT COST ESTIMATE 
(Appendix B)
	
	
	19.
	SIGNED FEDERAL CLAUSES AND CERTIFICATIONS (Appendix M)
	
	

	3.
	PROCUREMENT PLAN AND TIMELINE 
(Appendix C and DOA 3720)
	
	
	20.
	REQUIRED AWARD APPROVALS 
(given by WisDOT)
	
	

	4.
	Appendix A – Pricing Proposal and Sample IFB Template (Appendices D & E)
	
	
	21.
	BOARD APPROVAL (Submit a copy of the minutes)
	
	

	5.
	SOLE SOURCE JUSTIFICATION 
(Appendix F, if Applicable)
	
	
	22.
	NOTICE OF INTENT TO AWARD
	
	

	6.
	MARKET RESEARCH DOCUMENTS
	
	
	23.
	PROTESTS (If Applicable)
	
	

	7.
	ADDITIONAL BID DOCUMENTS (Appendix G)

	
	
	24.
	SIGNED (CONFORMED) CONTRACT
	
	

	8.
	PRE-SOLICITATION APPROVALS 
(given by WisDOT)
	
	
	25.
	CHANGE ORDER REVIEW CHECKLIST
 (Appendix N, if Applicable)
	
	

	9.
	ADVERTISING (ad on VendorNet & local ads)
	
	
	26.
	OPTION EXERCISES AND RELATED ANALYSIS DOCUMENTS (Submit annually, if applicable)
	
	

	10.
	PRE-BID CONFERENCE NOTES AND QUESTIONS & ANSWERS (If Applicable)
	
	
	27.
	CONTRACT DATA AND REPORTS (If Applicable)
	
	

	11.
	BIDS AND SOLICITATION AMENDMENT ACKNOWLEDGEMENTS
	
	
	28.
	COMPLAINT AND PERFORMANCE REPORTS
(If Applicable)
	
	

	12.
	“NO BID” LETTERS OR OFFEROR DISQUALIFICATION CORRESPONDENCE
	
	
	29.
	DOCUMENTATION CONCERNING PRE- OR POST AWARD MISTAKES IN BID
	
	

	13.
	  BIDDER’S LIST (Appendix H)
	
	
	30.
	INVOICES/ VOUCHERS/ CAPITAL NON-VEHICLE REIMBURSEMENT REQUEST (Appendix P, if applicable) 
	
	

	14.
	PUBLIC BID OPENING DOCUMENTATION (Appendix I)
	
	
	31.
	LOCAL OR WISDOT CORRESPONDENCE
	
	

	15.
	Cost, Price and Reasonableness (Appendix J)
	
	
	32.
	GENERAL CONTRACT CORRESPONDENCE
	
	

	16.
	SINGLE BID ANALYSIS (Appendix K, if applicable)
	
	
	33.
	CONTRACT CLOSE-OUT
	
	

	17.
	CONTRACTOR RESPONSIBILITY DETERMINATION (Appendix L)
	
	
	34.
	TVM Award Report
	
	

	18.
	Pre-Award Audit for Rolling Stock
	
	
	35.
	Post Delivery Audit for Rolling Stock
	
	



REMARKS


BUYER’S SIGNATURE	DATE
Invitation for Bid (IFB)	                 Appendix O			10/2022
