


APPENDIX K –SMALL PURCHASE HISTORY FILE CHECKLIST


Instructions for Use

Use this sample template for ensuring that individual procurement files comply with appropriate Federal and local record-keeping requirements.  The Tabs identified are not intended to be all inclusive and are not required for all Small Purchases.  The recipient must determine which Tabs are appropriate for the procurement at hand and may add Tabs which are otherwise necessitated by local procedures.  The template must be signed and dated by the individual compiling the procurement file. (Refer WisDOT Small Purchase Toolkit, Section 9.8)

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

Tab 2 -    An Independent Cost Estimate is required for Small Purchases.

Tab 3 -	Insert the Sole Source justification (if applicable).

Tab 4 -	Insert any pertinent specifications, drawings, or technical documents.

Tab 5 -	Insert any pertinent Wage Determinations (construction).

Tab 6 -	Insert pertinent Market Research documents (if any, may also be part of the ICE).

Tab 7 -	Insert completed Bid Opportunity lists from all bidders.

Tab 8 -	If using the Micro/Small Purchase Source List and Abstract, insert the Abstract at this Tab,

Tab 9  -	Insert any supporting documents such as quotes received, hard-copy catalog or Internet-based search pages, price lists, etc., which are not already attached to the Micro/Small Purchase Source List and Abstract at Tab 8 or the Price Analysis required at Tab 10.

Tab 10 -	The Micro/Small Purchase Source List and Abstract to document and determine “price reasonableness,” insert a separate Price Analysis at this Tab.  In the latter instance, also file the separate and required Fair and Reasonable Price Determination under this Tab.

Tab 11 -	If local procedures require a memorandum to document the purchase transaction and obtain appropriate approvals, insert the signed and dated document at this Tab (e.g., certain local procedures may require approval by a governing Council or Board).

Tab 12 -	Single Bid Analysis. If only one proposer, complete the single bid form as documentation that you evaluated the proposal, checked other vendors, and if the price is still reasonable.

Tab 13 -  Submit all documentation required for WisDOT approvals BEFORE issuing a Purchase Order.
 
Tab 14 -  Submit a copy of the Board’s approval for the procurement.

Tab 15 -   Insert the signed Federal Clauses and Certifications (ProcurementPro on RTAP website)

Tab 16 - 	 For construction, insert any record of the “Notice to Proceed.”

Tab 17 -	Insert signed contract (could be signed RFQ by both parties.)

Tab 18 -	 Insert any contract and/or purchase order modifications and documents supporting such modifications.

Tab 19 -	Insert any applicable Invoices and Payment Vouchers.

Tab 20 - Insert any pertinent correspondence between the subrecipient and the supplier.

PROCUREMENT HISTORY FILE CHECKLIST
FOLLOW IN CHRONOLOGICAL ORDER


  Method of Procurement: Small 


	CONTRACT/PURCHASE ORDER NUMBER

	SUPPLIER NAME

	ORDER DATE


	COMMODITY CODE/ BRIEF ITEM DESCRIPTION

	AMOUNT
$ 
	DELIVERY DATE


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

	
1.



	
WRITTEN HISTORY OF PROCUREMENT (Appendix A)

	
	
	
11.
	
NEGOTIATION MEMORANDUM (If Applicable)
	
	

	     2.     

	
INDEPENDENT COST ESTIMATE (Appendix B)
	
	
	12.
	
SINGLE BID ANALYSIS (Appendix J, if applicable) 
	
	

	
3.
	
SOLE SOURCE JUSTIFICATION
 (Appendix C, If Applicable)
	
	
	
13.
	
REQUIRED APPROVAL (given by WisDOT)
	
	

	
4.
	
SPECS, DRAWINGS, TECHNICAL DOCUMENTS (Appendix D)

	
	
	
14.
	
BOARD APPROVALS 
(Submit copy of minutes if applicable)
	
	

	
5.
	
DEPARTMENT OF LABOR WAGE DETERMINATIONS (If Applicable)

	
	
	
15.
	
FEDERAL CLAUSES & CERTIFICATIONS
(Appendix  H) 
	
	

	
6.
	   MARKET RESEARCH
	
	
	
16.
	
NOTICE TO PROCEED (Construction)
	
	

	
7.
	
BIDDERS LIST (Appendix E)
	
	
	

17.
	
SIGNED (CONFORMED) CONTRACT
	
	

	
8.
	
MICRO/SMALL PURCHASE ABSTRACT
   (Appendix F)

	
	
	

18.
	
CHANGE ORDER REVIEW CHECKLIST
 (Appendix I)
	
	

	
9.
	
ADDITIONAL DOCUMENTATION 
[bookmark: _GoBack](Quotes, catalog or price lists, etc.)








	
	
	

19.
	
INVOICES/ VOUCHERS/ CAPITAL NON-VEHICLE REIMBURSEMENT REQUEST (Appendix L)
	
	

	10.

	
COST OR PRICE ANALYSIS (Appendix G)
	
	
	
20.
	
GENERAL CORRESPONDENCE
	
	

	
	
SAM.gov
	
	
	 21.
22.
23.
	Pre Award Audit for Rolling Stock
TVM Award Report
Post-Delivery Audit for Rolling Stock
	
	


REMARKS
    



BUYER’S SIGNATURE	DATE
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