


APPENDIX B - WRITTEN HISTORY OF PROCUREMENT

Instructions for Use

1) Source of Funding: List grant and ALI code for the procurement.

2) Method of Procurement: Select the appropriate method.
a. Micro – for purchases $2,999 or less
b. Small – $3,000 - $49,999
c. RFP – Over $50,000
d. Bid – Over $50,000
e. A&E – for engineering services
f. Sole Source – if there is only one known supplier (be sure to check if there are multiple distributors as there may be competition between them).
g. Purchase off a State Schedule

3) Justification if Non-Competitive: If sole source, a justification must be documented as to why a procurement without competition must be conducted.

4) Reason for the Procurement: Please document why the purchase is being made.
5) Contract Type: This will usually be Fixed Price, but there are other options, including:
a. Firm Fixed Unit Prices
b. Cost Plus Fixed Fee
c. Time and Material (T&M) (be sure to include a justification if this type of contract is chosen)
d. Blanket Purchase Order
e. Indefinite Deliver Indefinite Quantity (IDIQ)
f. Cost Reimbursement

6) Rationale for Contract Type: Choose method used. If “evaluation results”, “purchase off a state schedule” or “other” is chosen, please add documentation for decision.

7) Reason for Selection/Rejection: Please explain why you decided to choose the vendor or why you decided to reject them all?

8) Basis for Contract Price: Circle how the contract price was determined, or describe if other. If you negotiated a price, be sure to include the memorandum documenting that process.

9) Cost/Price Analysis: Please fill in the blank sections describing your cost/price analysis.

10) Summary of Responsibility and Responsiveness: Please summarize.

11) Award: Identify who the contract was awarded to, the date of the contract award, and provide a copy of meeting minutes documenting board approval (if necessary). 

12) Change Orders: Identify and summarize the reason for change, dates, cost analysis, time impact and the modification of numbers. 


(INSERT NAME OF TRANSIT SYSTEM)
WRITTEN HISTORY OF PROCUREMENT

	Date:
	
	Completed by:
	[bookmark: Text2]     
	

	PO / Contract No.
	[bookmark: Text3]     

	

	1) Source of Funding:
	[bookmark: Text4]     

	

	2) Method of Procurement:

	Micro:
	[bookmark: Check1]|_|
	Competitive RFP:
	[bookmark: Check3]|_|
	Competitive Bid:
	[bookmark: Check5]|_|

	Small :


Purchase off a State Schedule:
	[bookmark: Check2]|_|


|_|
	A & E Services:
	[bookmark: Check4]|_|
	Sole Source:
	[bookmark: Check6]|_|



	

	3) Justification if Non-Competitive:

	[bookmark: Text5]     



	

	4) Reason for the Procurement:

	[bookmark: Text6]     



	

	5) Contract Type:

	[bookmark: Check7]|_|Fixed Price
	[bookmark: Check8]|_|Firm Fixed Unit Prices
	[bookmark: Check9]|_|Cost Plus Fixed Fee
	[bookmark: Check10]|_|Time and Material (T&M)
	[bookmark: Check11]|_|Blanket Purchase Order

	[bookmark: Check16]|_|Indefinite Deliver Indefinite Quantity (IDIQ)                |_| Cost Reimbursement

	

	6) Rationale for Contract Type:

	· Lowest  responsive, responsible bidder (Micro, Small, IFBs)
· Evaluation results (RFPs) were:   
· Purchase off a state schedule
· Other:                                                                                                                


	

	7) Reason for Selection/Rejection:

	[bookmark: Text14]     



	





	8) Basis for Contract Price:

	[bookmark: Check12]|_|Accepted Contractor’s Proposed Pricing
	[bookmark: Check13]|_|Negotiated Price (must include memorandum)

	[bookmark: Check14][bookmark: Text8]|_|Other:      

	


	9) Cost/Price Analysis:

	[bookmark: Text9][bookmark: Text10][bookmark: Text11]The price offered by the supplier was within      % of the independent estimate, and variance between the offerors constituted a range of      . The competitive range was determined to be from $     

	[bookmark: Text12]Pricing discrepancies between the offers was attributed to      

	[bookmark: Text13]Other sources/data used to affirm price reasonableness were      

	

	10) Summary of Responsibility and Responsiveness (must address both responsibility and responsiveness, vendor is responsible because…, vendor is responsive because…):

	


	

	11) Award:

	Contract Awarded to: 
	[bookmark: Text19]     
	

	[bookmark: Text17]Date of Contract Award:      
	[bookmark: Check15]|_|Board Approval (Meeting Minutes Attached)

	

	12)  Change Orders: Identify and summarize the reason for change of dates, cost analysis, time impact and the modification of numbers.

	[bookmark: Text18]     








[bookmark: _GoBack]Purchasing Vehicles from a State Schedule		07/2017
