Appendix B  		Last Modified: 1/142016

GDOT 5311/5307 Procurement Checklist	 June 2020
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Review of Subrecipient’s Procurement Package 

Subrecipient: 
Program: ☐ 5307 ☐ 5339 ☐ 5316 ☐5317 ☐5311 ☐5303/5304
Contract #  					Federal/State Funding Available   (Y or N)  

Purchase Request Item (s): ☐Equipment ☐Supplies ☐Services ☐Rolling Stock 
Estimated Total Cost:  

Is a copy of Independent Cost Estimate (ICE) attached    (Y or N)  
Describe FTA procurement and purpose (below):   



Provide brief justification of need: 









Note:  No splitting of purchases in order to meet micro-purchase limit.  Purchases $10,000 or less (micro-purchases) may be purchased locally without quotes but must be determined to be fair and reasonable.  When procuring property, supplies, equipment, rolling stock or services under a FTA formula grant the GDOT and all Subrecipients will follow State and federal procurement procedures as described in FTA C. 4220.1F. All awards must be made to responsible and responsive bidders.  This checklist is intended to ensure proper procurement procedures for all FTA funded purchases.  




	YES
	NO
	N/A


SMALL PURCHASES

$10,001 to $250,000 – (at least two (minimum) written quotes required)[endnoteRef:1] [1: Transit Project Manager Name: _____________________________________________
By signing below, I certify I have completed a review of the subrecipients procurement documentation and found it to be complete and compliant.  Sufficient federal and/or state funding has been approved for the procurement items described   in Contract # ______  and has not been obligated.   

________________________________________________________________________Signature											Date 	

Final Review and Approval
Program Delivery Manager Name:     

By signing below, I certify I have conducted a secondary review and recommend approval of the procurement:


_______________________________________________________________________    
Signature 											Date ] 


	1. Copy of written request to GDOT to purchase equipment, property, supplies or services $10,001 - $250,000 with clear, accurate and complete specifications
	|_|
	|_|
	|_|

	· Copies of written price quotes solicited from at least (2) two or more suppliers
	|_|
	|_|
	|_|

	· The quote has clearly and accurately described the technical requirements 
	|_|
	|_|
	|_|

	· The project has clearly set forth the requirements the vendor must fulfill 
	|_|
	|_|
	|_|

	· The project has made positive efforts to utilize CERTIFIED disadvantaged business enterprises (DBE) from GDOT DBE listing
	|_|
	|_|
	|_|

	2. Copy of the cost breakdown for the proposed project and cost and price analysis performed
	|_|
	|_|
	|_|

	3. Purchasing Schedule for Time & Materials 
	|_|
	|_|
	|_|

	4. Written notice to proceed (and recommendations) from GDOT 
	|_|
	|_|
	|_|

	5. Copy of the Third Party Contract (with required contract clauses) if applicable  
	|_|
	|_|
	|_|

	6. Written notice for processing changes in purchase orders to GDOT
	|_|
	|_|
	|_|





LARGE PURCHASES
$250,001.00 and above through Invitation for Bid (IFB) or Request for Proposal (RFP) using sealed bid formal competitive & advertised process

· The maximum contract term allowed is 5 years and must be re-bid after 5 years.  Subrecipients entering into a TPO agreement must document performance annually and use this as basis for annual renewal.  It is allowable to have a 2 year initial contract period with annual renewals thereafter.  In the 4th year of contract, subrecipient should prepare to re-bid contract. 
· Change orders to contract after initial contract award are not allowed if outside original scope.  If within the original scope, the subrecipient must provide a cost analysis to ensure any changes to cost of contract are fair and reasonable and consistent to the base scope PRIOR to making the change.  The contractor must submit cost proposal within 48 hours when notified by the subrecipient.  The basis for cost may then be negotiated between the parties.
· All activities related to procurement must be fully documented at the local level and forwarded to GDOT as noted.  When conflict between Ga. law and Federal law – Federal law will dictate

	YES
	NO
	N/A



	1. Copy of written request to GDOT to purchase equipment, property, supplies or services >$250,001 
	|_|
	|_|
	|_|

	· Prepare solicitation document to include
· Written independent cost estimate (ICE)
· Contract period of performance limitations
· Written procurement selection procedures & protest procedures
· Evaluation Criteria in order of importance, i.e. price, experience, technical and cost consideration, etc. 
· Liquidated damages (if applicable) 
· Does not include Geographic preference
· Should not be unduly restrictive and provide for fair and open competition
· For goods, Buy America pre-award review must be conducted ( 70% for FY2020 and beyond )
	|_|
	|_|
	|_|

	· Advertising for competitive bids to insure adequate number solicited and sufficient bid time.  Suggest once a week for (2) consecutive weeks in a regular newspaper (published in the county or municipality in which such agency or governing authority is located
	|_|
	|_|
	|_|

	· Proposed purchase terms, conditions, technical specifications and bid advertisement(s) to GDOT 
	|_|
	|_|
	|_|

	a. Bid requests advertised in at least one newspaper with general daily circulation within the project’s service area.  Send copy to GDOT
	|_|
	|_|
	|_|

	b. Bid requests mailed directly to potential bidders throughout the service area
	|_|
	|_|
	|_|

	· Copy of the RFP or IFB solicitation
	|_|
	|_|
	|_|

	· Copy of RFP evaluation of proposal
	|_|
	|_|
	|_|

	· Proposals to be stamped and time dated by published deadline
	|_|
	|_|
	|_|

	· Evaluate proposals according to criteria in RFP
· Complete Price Analysis if adequate competition
	|_|
	|_|
	|_|

	· Complete Cost Analysis if sole source or single bid (rare)
	|_|
	|_|
	|_|

	· Negotiate price with Top Scoring vendor
	|_|
	|_|
	|_|

	· Award Contract 
	|_|
	|_|
	|_|

	· Copy of explanation of the basis for selection of contractor – including evaluation criteria and results of the grantee’s technical evaluation.  Send copy to GDOT
	|_|
	|_|
	|_|

	· Copy of a list of all proposals received
	|_|
	|_|
	|_|

	· Copy of a cost breakdown for the proposed contract
	|_|
	|_|
	|_|

	· Copy of the bid advertisement
	|_|
	|_|
	|_|

	· Copy of the final bid specifications
	|_|
	|_|
	|_|

	2. Written notice to proceed (and recommendations) from GDOT (prior to the execution of an agreement between the sub-recipient and the selected bidder)
	|_|
	|_|
	|_|

	· Recommendation(s) made by the project as to bid award
	|_|
	|_|
	|_|

	· Copies of the bids submitted along with any pertinent correspondence relating to exceptions to the approved specification
	|_|
	|_|
	|_|

	· Copy of the Third Party Contract (with required clauses) 
	|_|
	|_|
	|_|

	3. Documentation of agency procedures for processing change orders in equipment purchased
	|_|
	|_|
	|_|

	4. Copy of all required Certifications:
	|_|
	|_|
	|_|

	· Overall Federal Regulation Compliance
	|_|
	|_|
	|_|

	· Certification of Compliance with Bus Testing Requirements
	|_|
	|_|
	|_|

	· Compliance with Specifications
	|_|
	|_|
	|_|

	· Debarment and Suspension Certification
	|_|
	|_|
	|_|

	· Lobbying Certification
	|_|
	|_|
	|_|

	· DBE Certification
	|_|
	|_|
	|_|

	5. Documentation/notice to GDOT for change orders (that affect the contract price)
	|_|
	|_|
	|_|

	6. Documentation of good faith efforts to inform Disadvantage Business Enterprises                                                                                                                      
	|_|
	|_|
	|_|


 

	YES
	NO
	N/A


III. Rolling Stock Only:                   

	1. Copy of required Pre-Award Review forms/certifications as completed before issued contract:
	[bookmark: Check1]|_|
	[bookmark: Check2]|_|
	[bookmark: Check3]|_|

	· Buy America Certification 
	[bookmark: Check4]|_|
	[bookmark: Check5]|_|
	[bookmark: Check6]|_|

	· Purchaser’s Requirements Certification
	[bookmark: Check7]|_|
	[bookmark: Check8]|_|
	[bookmark: Check9]|_|

	· Federal Motor Vehicle Safety Standards (FMVSS)
	[bookmark: Check10]|_|
	[bookmark: Check11]|_|
	[bookmark: Check12]|_|

	2. Copy of required Post-Delivery Review forms/certifications as completed before vehicle title is transferred or revenue services begins (whichever comes first): 
	[bookmark: Check13]|_|
	[bookmark: Check14]|_|
	[bookmark: Check15]|_|

	· Buy America Certification
	[bookmark: Check16]|_|
	[bookmark: Check17]|_|
	[bookmark: Check18]|_|

	· Purchaser’s Requirement Certification
	[bookmark: Check19]|_|
	[bookmark: Check20]|_|
	[bookmark: Check21]|_|

	· Federal Motor Vehicle Safety Certification
	[bookmark: Check22]|_|
	[bookmark: Check23]|_|
	[bookmark: Check24]|_|

	· Complete visual inspection and road test 
	[bookmark: Check25]|_|
	[bookmark: Check26]|_|
	[bookmark: Check27]|_|

	· Complete resident inspector at manufacture’s production facility (if purchasing more than ten buses or modified vans)
	[bookmark: Check28]|_|
	[bookmark: Check29]|_|
	[bookmark: Check30]|_|

	· Buy America Certification
	[bookmark: Check31]|_|
	[bookmark: Check32]|_|
	[bookmark: Check33]|_|



GDOT PROCUREMENT VERIFICATION CHECKLIST

Page 1


GDOT PROCUREMENT VERIFICATION CHECKLIST




image2.wmf



image3.wmf



image4.wmf



image1.png
b

Georgia Department of Transportation




