SEALED BID PROCUREMENT (NON-CONSTRUCTION) FILE CHECKLIST

(a separate file must be maintained for each item procured:  i.e. ambulance, extrication equipment, etc.)

Contract #:  _______________________     Project Name:  _________________________________________

Item Procured:  _____________________________________________________________________________

Check/Date
Item

__________
Copy of Invitation to Bid, including at least one (1) of the following:

a) Affidavit of publication from a newspaper of general circulation

b) Evidence of advertisement in a local plan room (this is unlikely for this type of procurement)

c) Written solicitation to those on a pre-qualified bidders list

__________
Final Bid package (or note to file where bid package is located)

__________
Bid abstract (Process Summary), including the following:

a) Date, time and location of the bid opening
b) Persons present
c) Number of bids received and opened
d) Information from each bidder
e) Award decision 
__________
Copy of each bid received

__________
Notification of award or non-award to all bidders

__________
Signed contract (or indication of location)

_________
Change order(s)/amendments and evidence of approval of each

__________
Warranty documentation

Name of Supplier:  __________________________________________________________________________

Date Contract Signed:  _____________________________________________
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