Transit Procurement & Contract Administration Manager 
PROCUREMENT HISTORY FILE CHECKLIST


  
	CONTRACT NUMBER

	CONTRACTOR NAME

	CONTRACT AWARD DATE


	COMMODITY CODE/ BRIEF ITEM DESCRIPTION

	AMOUNT
$
	CONTRACT START DATE



	
	
	

	Authorized Signature
	
	Date

	
	
	

	Above name printed or typewritten
	
	




	Number
	Item
	Action Completed 

	1. 
	WRITTEN HISTORY OF PROCUREMENT (Appendix A)
	|_| Included

	2. 
	INDEPENDENT COST ESTIMATE 
(Appendix B)
	[bookmark: Check21]|_| Included

	3. 
	PROCUREMENT PLAN,  TIMELINE 
(DOA 3720,  Appendix C)
	|_| Included

	4. 
	STATEMENT OF WORK SPECIFICATION 
(Appendix D & E)
	|_| Included

	5. 
	SOLE SOURCE JUSTIFICATION 
(Appendix F, if Applicable)
	|_| Included
|_| Not Applicable

	6. 
	MARKET RESEARCH DOCUMENTS
	|_| Included

	7. 
	SOLICITATION AND AMENDMENTS 
(Appendix E, Addenda)
	|_| Included

	8. 
	PRE-SOLICITATION APPROVALS 
(given by WisDOT)
	|_| Included

	9. 
	ADVERTISING (ad on VendorNet & local ads)
	|_| Included

	10. 
	SOURCE SELECTION PLAN AND DOCUMENTS
(Appendix I, DOA 3721, and DOA 3780)

	|_| Included 

	11. 
	PRE-BID OR PROPOSAL CONFERENCE NOTES AND QUESTIONS & ANSWERS
 (If Applicable)
	|_| Included
|_| Not Applicable

	12. 
	BIDS/PROPOSALS AND SOLICITATION AMENDMENT ACKNOWLEDGEMENTS
	|_| Included
|_| Not Applicable

	13. 
	“NO BID” LETTERS OR OFFEROR DISQUALIFICATION CORRESPONDENCE
	|_| Included
|_| Not Applicable

	14. 
	SINGLE BID ANALYSIS 
(Appendix J, if applicable)

	|_| Included
|_| Not Applicable

	15. 
	COST OR PRICE ANALYSIS (Appendix K)
	|_| Included 

	16. 
	Bid Opportunity List (Appendix H)
	|_| Included 

	17. 
	 SOURCE SELECTION REPORT AND RELATED DOCUMENTS (Section 6 of Appendix I and SRT Scoring Price Component)
	|_| Included 

	18. 
	Pre-Award Audit Report for Rolling Stock (If Applicable)
	|_| Included
|_| Not Applicable

	19. 
	NEGOTIATION MEMORANDUM (If Applicable)
	|_| Included
|_| Not Applicable

	20. 
	CONTRACTOR RESPONSIBILITY DETERMINATION (Appendix L)
	|_| Included

	21. 
	REQUIRED AWARD APPROVALS 
(given by WisDOT)
	|_| Included

	22. 
	SIGNED FEDERAL CLAUSES AND CERTIFICATIONS (Appendix M)
	|_| Included

	23. 
	BOARD APPROVAL (Submit a copy of the minutes) (If Applicable)
	|_| Included
|_| Not Applicable

	24. 
	NOTICE OF INTENT TO AWARD
	|_| Included

	25. 
	PROTESTS (If Applicable)
	|_| Included
|_| Not Applicable

	26. 
	SIGNED (CONFORMED) CONTRACT
	|_| Included

	27. 
	CHANGE ORDER REVIEW CHECKLIST
(Appendix N, if Applicable)
	|_| Included
|_| Not Applicable

	28. 
	OPTION EXERCISES AND RELATED ANALYSIS DOCUMENTS (Submitted Annually)
	|_| Included

	29. 
	CONTRACT DATA AND REPORTS (If Applicable)
	|_| Included
|_| Not Applicable

	30. 
	COMPLAINT AND PERFORMANCE REPORTS
(If Applicable)
	|_| Included
|_| Not Applicable

	31. 
	DOCUMENTATION CONCERNING PRE- OR POST AWARD MISTAKES IN BID (If Applicable)
	|_| Included
|_| Not Applicable

	32. 
	INVOICES/ VOUCHERS/ CAPITAL NON-VEHICLE REIMBURSEMENT REQUEST (Appendix P, if applicable)
	|_| Included
|_| Not Applicable

	33. 
	LOCAL OR WISDOT CORRESPONDENCE
	|_| Included

	34. 
	GENERAL CONTRACT CORRESPONDENCE
	|_| Included

	35. 
	CONTRACT CLOSE-OUT
	|_| Included

	36. 
	TVM Award Form for Rolling Stock

	|_| Included
|_| Not Applicable

	37. 
	Post Delivery Audit Report for Rolling Stock
	|_| Included
|_| Not Applicable
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