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

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.

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

Tab 2 -	Insert the Statement of Requirements or specifications and any applicable documentation.

Tab 3 -	An Independent Cost Estimate is required for each vehicle and each optional equipment before evaluating state schedule pricing.  Include documentation and any pertinent PPI cost adjustment documentation, if applicable.

Tab 4 -	Insert pricing review and evaluation for vehicle and optional equipment. Include support materials.

Tab 5 -	Insert the Cost or Price Analysis including “fair and reasonable” price determination for vehicle and optional equipment.

Tab 6 -	Submit Purchase Order to WisDOT for review.

Tab 7 -	Submit a copy of the Board’s approval for the purchase.

Tab 8 -	Submit all documents to WisDOT and wait for written approval. DO not proceed until you have written approval.
	All documentation must be approved by WisDOT BEFORE issuing a Purchase Order.

Tab 9 -	Insert the signed and confirmed contract.

Tab 10 -	After delivery and prior to bus being put into service, complete and submit to WisDOT the Buy America Post-Delivery Audit report and related delivery documents 

Tab 11 - 	Other delivery documents, as applicable

Tab 12 -	Insert Inspector Report, if applicable.

Tab 13 -	Insert any applicable Invoices and Payment Vouchers.

Tab 14 -	Signed federal clauses to be included with the Purchase Order.

Tab 15 - 	Insert documentation evidencing advertisement of the procurement. Document that competition was fair and open.

Tab 16 -	Insert contractor-submitted data and reports and any correspondence/documentation related to complaints or contractor performance.

Tab 18 -	Insert any local or WisDOT correspondence that has not been filed under previous Tabs.

Tab 19 -	Insert any pertinent contract administration correspondence between the subrecipient and the Contractor.

Tab 20 -	Insert documentation related to any Exercise of Options.

Tab 21 -	Insert any pertinent correspondence/documents concerning contract close-out.




PROCUREMENT FILE CHECKLIST


  Method of Procurement: Purchasing from a State Schedule 


	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 B)
	
	
	18.
	LOCAL OR WISDOT CORRESPONDENCE
	
	

	2.
	STATEMENT OF REQUIREMENTS 
(Appendix C)
	
	
	19.
	GENERAL CONTRACT CORRESPONDENCE
	
	

	3.
	INDEPENDENT COST ESTIMATE 
(Appendix D)
	
	
	20.
	EXERCISE OF OPTIONS AND RELATED DOCUMENTS (Submit annually, if applicable)
	
	

	4.
	PRICING REVIEW AND SUPPORT MATERIALS FOR BUS AND OPTIONAL EQUIPMENT (Transit Agency submits summary of their review) 
(Appendix E)
	
	
	21.
	CONTRACT CLOSE-OUT
	
	

	5.
	PRICE ANALYSIS FOR BUS AND OPTIONAL EQUIPMENT (Appendix F)
	
	
	22.
	
	
	

	6.
	PURCHASE ORDER (WisDOT approval needed before submitting purchase order to vendor)
	
	
	23.
	
	
	

	7.
	BOARD APPROVAL (Submit a copy of the minutes)
	
	
	24.
	
	
	

	8.
	WRITTEN APPROVAL TO PROCEED 
(given by WisDOT)

	
	
	25.
	
	
	

	9.
	SIGNED (CONFIRMED) CONTRACT/PURCHASE ORDER
	
	
	26.
	
	
	

	10.
	POST DELIVERY BUY AMERICA AUDIT FOR ROLLING STOCK (Appendix G)
	
	
	27.
	
	
	

	11.
	OTHER DELIVERY DOCUMENTS
	
	
	28.
	
	
	

	12.
	RESIDENT INSPECTOR REPORT (if applicable) (Appendix H)
	
	
	29.
	
	
	

	13.
	INVOICES
	
	
	30.
	
	
	

	14.
	FEDERAL CLAUSES (include with Purchase Order)
(Appendix I)
	
	
	31.
	
	
	

	15.
	SOLICITATION DOCUMENTS
	
	
	32.
	
	
	

	16.
	TRANSIT VEHICLE AWARD REPORT 
	
	
	33.
	
	
	

	17.
	
	
	
	34.
	
	
	

	
	
	
	
	
	
	
	



REMARKS
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