

	Procurement Responsibilities

	Date Completed 

	By:
Initials
	Documents Archived 

	  Review approved capital items under contract w/  GDOT 
	
	
	

	  Confirm Project is approved locally and funding available
	
	
	

	 Plan the procurement process and prepare written rationale for type of procurement to be used.  
	
	
	

	 Prepare Independent Cost Estimate (ICE)
	
	
	

	 Develop Scope and Project Specifications and convene committee  to review for completeness, including required FTA clauses 
	
	
	

	 Develop evaluation process and criteria   
	
	
	

	 Develop protest procedures
	
	
	

	 Set Procurement schedule
	
	
	

	 Finalize the bid package
	
	
	

	 Coordinate Insurance Requirements, if applicable  
	
	
	

	 Obtain DBE Goal, if applicable
	
	
	

	 Advertise the Procurement and notify potential bidders 
	
	
	

	 Post Bid Document on Website
	
	
	

	 Prepare Bidder’s Mailing List
	
	
	

	 Conduct Pre-bid Meeting (if applicable)
	
	
	

	 Prepare Minutes from Pre-bid Meeting
	
	
	

	 Send Minutes of Pre-bid Meeting to Vendors  
	
	
	

	 Post Pre-bid Meeting minutes on Website 
	
	
	

	Prepare responses to Questions/Clarifications submitted and send to Vendors   
	
	
	

	Post responses to Questions /Clarifications on website 
	
	
	

	Reconvene review committee to review evaluation process and criteria 
	
	
	

	 Prepare for and Conduct Bid Opening
	
	
	

	 Review Bids for required elements and responsiveness
	
	
	

	 Verify bid Bonds and performance bonds (if applicable)
	
	
	

	Procurement Responsibilities

	Date Completed 

	By:
Initials
	Documents Archived 

	 Record Bids on Tabulation Sheet, include late bids, errors 
	
	
	

	 Convene committee to conduct a thorough review of Bids 
	
	
	

	 Prepare a Price or cost analysis (as appropriate) including any supporting documents and a written determination that the price offered by the apparent successful bidder is “fair and reasonable;”
	
	
	

	 Review and document all source selection-related documents including but not limited to: individual evaluators’ notes, bid abstract, etc.;
	
	 
	

	 Prepare a written determination that the proposed contractor is “responsible” and “responsive
	
	
	

	 Conduct a Debarment/Suspension Search by searching the System for Award Management (SAM), https://sam.gov/SAM/
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	 Schedule board meeting requesting approval to prepare a Notice of Intent to Award Letter to Successful Firm(s)
	
	
	

	Prepare and request a legal review of the proposed contract/agreement  to ensure all applicable federal clauses are included and document is consistent with the solicitation
	
	
	

	Notify  all Vendors Not Selected  & Include the Bid Tabulations 
	
	
	

	Confirm if any approvals are required before proceeding with the execution of the contract (local, GDOT, etc)
	
	
	

	   Execute contract or agreement 

	
	
	

	   Prepare and issue a Notice to Proceed to the Vendor
	
	
	

	  During project, review and archive any approved contract amendments,  change orders, etc. 
	
	
	

	  Conduct inspections, testing, site visits, reports as required based on project.  Take photos throughout all phases of project
	
	
	

	 Review invoices against contract and submit payment to vendor as per terms of the contract/agreement 
	
	
	

	Submit reimbursement requests to GDOT, including vendor invoices and evidence of payment 
	
	
	

	 Issue Notice of completion and final acceptance as per terms of agreement 
	
	
	

	 Prepare and submit final reimbursement request to GDOT along with notice of completion, evidencing completion of project 
	
	
	

	 Review Procurement file to ensure all documents are archived for future review/audit. 
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