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Part 8.  Procurement
A. Purpose/other

1. This part focuses on compliance with procurement requirements identified primarily in Chapter 7.  Procurement questions are also addressed in other parts where they relate to the topic under review.
2. Where applicable, the grantee may wish to use specific references to their financial policy document to respond.  This document is requested in Part 6.
3. Identify staff involved in the sealed bid process by their role(s) using the following table.

	Table 8.1  Grantee staff roles for sealed bid process

	(a)  Solicitation list
	

	(b)  Advertisement
	

	(c)  Bidder’s meeting
	

	(d)  Bid opening
	

	(e)  Verify vendor responsiveness/ responsibility
	

	(f)   Bids meet technical specifications
	

	(g)  Bids meet other RFB requirements (pre-award)
	

	(h)  Cost analysis
	

	(i)   Recommendation to award
	

	(j)   Other
	

	
	

	
	


B. Cost & needs analysis
1. Cost and needs analysis (in some form) is a federal and program procurement requirement.  
a) Discuss the analysis performed regarding the decision to warehouse versus subcontracting for such materials.
Response
b) Discuss the analysis performed regarding vehicle purchase versus vehicle lease?

Response
C.  Purchases of $5,000 through $25,000 (Chapter 7.Q.2)                                            ON-SITE
1. Provide records as requested.  Describe procedure used by grantee to make purchases in this category:

Response or specific reference to financial policy
2. DOA staff:  Examine transaction(s) in this category to verify required information.  Use Table 8.2 DOA staff: Vendor selection ($5,000 through $25,000), end of document.

DOA comment 
D. Procurement $25,000-plus - Request for Bid (RFB)                                                  ON-SITE
1. Have files available for review for current procurement over $25,000.  If item was re-bid for the current contract, have the original file available.  The reviewer will use Table 8.3 DOA staff: Checklist for procurement records review (end of document) and the following points will be discussed:

c) RFB development - selection of method of award
DOA response 
d) RFB development - structure of bid (e.g., refrigerators and freezers in one bid)
DOA response 
2. Bids received:
a) In the most recent round of procurement for program goods and services, were there any instances of receiving only one or two bids?
Yes/ No
b) If ‘yes,’ identify specific instances (by type of item purchased; e.g., Refrigerator/freezer, etc.)
Response or NA
c) If ‘yes,’ what actions were taken to determine the reason and to correct the situation?
Response or NA 
3. Appeals
a) Were there any appeals?   Yes/ No
b) If so, how many?   #
c) Were they upheld?   Response 
E. Requirements related to subcontractor files                                                             ON-SITE
1. DOA staff:  Review subcontractor contract files for required documentation using Table 8.4 DOA staff: Subcontractor file checklist, located at end of this part.
DOA Response 
F. Verification of technical specifications & Standards for Conformance

1. When materials are purchased via contract (e.g., materials vendor bundles materials by job and grantee installs), what is the process used by the grantee to verify that such materials meet specifications and standards?

Response 
2. What is the verification process for subcontractor-installed materials? 

 Response 
G. Procurement $25,000-plus - Affirmative steps outreach & bid design (Chapter 7.Q.3)
1. What steps were taken by the grantee to ensure that "small and minority firms, and women's business enterprises" have the opportunity to bid?

Response
2. What were the results since this requirement went into effect?
Response
3. How many such firms are on the current or most recently-used solicitation list?  #
3. How many bids were received from such firms?  Response 
	Table 8.2 DOA staff: Vendor selection ($5,000 through $25,000)

	ITEM purchased:                                                                                                     Cost:
	$

	Vendor:
	

	Associated with WisWAP #:
	Yes/ No

	(a)  Three price quotes
	

	(b)  Indicate type(s) of price quotes:
	

	(b-1)  Quotes on file (e.g. catalog, etc.).
	

	(b-2)  Telephone or other oral quotes:
· Must include the name of the firm and individual, date, price quote, delivery information and anything else that is pertinent.
· When quote is accepted, the bidder must confirm in writing.
	

	(b-3)  Written bids.
	

	(c)  Bids documented on a written quotation bid summary form.  (Any format but must contain information showing the basis for your selection; e.g., low cost, delivery terms, etc.). 
	

	(d)  Conformity with specifications and standards.  
	

	(e)  Purpose for which the goods/services are required:


	

	

	ITEM purchased:                                                                                                     Cost:
	$

	Vendor:
	

	Associated with WisWAP #:
	Yes/ No

	(a)  Three price quotes
	

	(b)  Indicate type(s) of price quotes:
	

	(b-1)  Quotes on file (e.g. catalog, etc.).
	

	(b-2)  Telephone or other oral quotes:
· Must include the name of the firm and individual, date, price quote, delivery information and anything else that is pertinent.
· When quote is accepted, the bidder must confirm in writing.
	

	(b-3)  Written bids.
	

	(c)  Bids documented on a written quotation bid summary form.  (Any format but must contain information showing the basis for your selection; e.g., low cost, delivery terms, etc.). 
	

	(d)  Conformity with specifications and standards.  
	

	(e)  Purpose for which the goods/services are required:


	


	Table 8.3 DOA staff: Checklist for procurement records review

	
	Item:


	
	Bid due date:
	# bids received:

	
	# contracts awarded:    
	Contract award date:

	
	Awarded to:



	
	Notes on Method of Award:



	
	Other notes:



	
	
	Yes/ No or NA

	1
	RFB used for procurement action, all attachments, and any addenda.
	

	2
	MBE outreach documentation
, 
	

	3
	Public notice of intent to request bids, and solicitation list.
	

	4
	Bid analysis (responsive, responsible, cost) 
	

	5
	Check if responsive to technical specifications
	

	6
	Check for proper application of price preference to certified MBE firms. 
	

	7
	Intent to award letters.
	

	8
	Procurements with only one or two bids.
	

	9
	Contracts awarded based on bid results.
	

	10
	Contract addenda (especially for changes in DOA requirements).
	

	11
	Did the grantee comply with the contract compliance Affirmative Action Plan requirement to supply contact information for their contractors (regardless of size) within 5 working days of an executed contract?
	

	
	Comments:


	


	Table 8.4 DOA staff: Subcontractor file checklist

	Vendor contract (vendor name & type):



	Date of contract award:


	Amount:

	
	Y / N
	Required

	1
	
	Insurance

	
	Y / N
	21.1  Workers compensation

	
	Y / N
	21.2  Liability

	2
	
	Pollution Occurrence Insurance

	a
	
	21.4 POI - grantee provides

	b
	Y / N or NA
	If grantee provides and POI requirement applies, verify that contractor is listed as 'named insured' on grantee policy (see Table 6.3).

	
	

	3
	Y / N or NA
	21.4 POI - subcontractor required to provide own coverage

	a
	Y / N
	Verify that waiver indemnifying grantee is signed by subcontractor

	b
	Y / N
	If subcontractor provides POI, verify that POI policy is provided to grantee

	c
	
	Date policy provided to grantee
	Date:

	
	
	
	

	
	

	3
	Y / N
	Proof of required training
	Type:

	
	
	
	Type:

	4
	Y / N
	Proof of required license

	Type:

	
	
	
	Type:

	5
	
	Material Data Safety Sheet
	

	
	
	
	

	
	
	
	

	
	
	
	


�





�








� At a minimum, such documentation shall include a copy of the solicitation list developed/used for each procurement and a print-out of the search results for certified Minority Business Enterprise (MBE) businesses from the DOA Minority Business Program website.


� Required as identified by grantee (refers to state or local requirements for licensing; e.g., plumbers, HVAC, etc.)
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