Purchasing Checklist

Form #: PurchCheck(GOALVer.1)


PURCHASING DOCUMENTATION CHECKLIST
INSTRUCTIONS

The following forms are suggested for documentation of procurement for items or services with a value greater than $5,000.  These forms are provided as a guide to ensure proper documentation is obtained and procedures are followed.

1.
Documentation of specifications or solicitation requirements.  You should have written specifications or a general idea of what you want to purchase.  Writing them down helps to ensure that the same information is provided to each potential bidder or offeror.  If you know the specific item you want, then it can be referenced as a like item.


If your project falls under Section 3 or MBE/WBE requirements, additional verbiage must be added to your contract, including the Section 3 Clause and Equal Opportunity Contract Clause (see Development Completion Forms for these clauses).  Please note that while minority preference is permitted, Native preference is not allowed in contracts paid in whole or in part by HOME, SCHDF, SNHG and many other AHFC-funded programs.  
2.
Documentation of at least three bids or quotes.  You should obtain three bids or quotes, if possible.  This is to ensure adequate competition.  If there are not sufficient providers or suppliers, then you should document the limited number of suppliers.  A form is provided to obtain the necessary information: Staff person obtaining the bids, person contacted, date contacted, phone number of contact, business address, and price quoted.

3.
Documentation of the most responsive bidder.  Generally, this would be the quotes obtained, if the purchase was based solely on price.  For solicitation of contracts, generally, a review committee would provide an evaluation of the responses, and a recommendation of the most responsive bidder.  Solicitation and award of contracts could be based solely on price, but there may be other over riding factors considered, such as quality of service.


PURCHASING DOCUMENTATION CHECKLIST

This is a suggested checklist to be used by the Grantee to ensure proper procedures and documentation are adhered to.  The Grantee will follow its own procedures or those outlined in 15 AAC 154.715, Purchasing Practices and Procedures, whichever is stricter.  This checklist is based on 15 AAC 154.715.

For purchases of non expendable personal property or contracts with a value of $1,000 or more  (the Grantee should have a detailed written process for soliciting contracts which include a formal solicitation):

 FORMCHECKBOX 

Document the general specifications to be used to solicit at least three bids, either verbal or written.  If a contract is being solicited, attach a copy of the solicitation and final contract.  Please make sure required clauses are included (Section 3, Equal Opportunity, as appropriate).  

SPECIFICATIONS (for other than a contract; add additional pages, as needed):
	     



 FORMCHECKBOX 

Documentation of at least three bids obtained, either written or verbal should include:  staff name initiating request, contact name, date contacted or provided, phone number, address, and price quoted (see attached page for bid documentation).

 FORMCHECKBOX 

Documentation of award to most responsive bidder and the basis of the award.

Most responsive bidder:       
Basis of award:

     
Price

     Other, provide basis below:
	     


Documentation of Three Bids Obtained:

1.  

	Staff name initiating request:      

	Contact name:      

	Date contacted:      

	Phone number:      

	Address:      

	Price quoted:      

	MBE/WBE Contractor:  FORMCHECKBOX 
Yes            FORMCHECKBOX 
No

	Section 3 Contractor:      FORMCHECKBOX 
Yes            FORMCHECKBOX 
No

	Other comments:      


2. 

	Staff name initiating request:      

	Contact name:      

	Date contacted:      

	Phone number:      

	Address:      

	Price quoted:      

	MBE/WBE Contractor:  FORMCHECKBOX 
Yes            FORMCHECKBOX 
No

	Section 3 Contractor:      FORMCHECKBOX 
Yes            FORMCHECKBOX 
No

	Other comments:      


3. 

	Staff name initiating request:      

	Contact name:      

	Date contacted:      

	Phone number:      

	Address:      

	Price quoted:      

	MBE/WBE Contractor:  FORMCHECKBOX 
Yes            FORMCHECKBOX 
No

	Section 3 Contractor:      FORMCHECKBOX 
Yes            FORMCHECKBOX 
No

	Other comments:      


     Grantee Signature:___________________________________________________________
      Printed Name and Title:________________________________________________________
      Date:__________________

Grantee Organization: ____________________________
      Grant Number:  ________________________
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