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Procurement Checklist for ALL Procurements $3,000 and More
American Recovery and Reinvestment Act of 2009 (ARRA) Funds
This checklist incorporates the State of North Carolina's local government procurement requirements as stated in N.C.G.S. 143-129, 49 CFR Part 18 (State and Local Governments) and 49 CFR Part 19 (Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations) and any subsequent amendments or revisions thereto; the Federal Transportation Administration's (FTA) requirements as stated in the Master Agreement FTA MA (16), dated October 1, 2009; FTA Circular 4220.1F, dated November 1, 2008, "Best Practices Procurement Manual", updated March 13, 1999 with revisions through October 2005;  the Safe, Accountable, Flexible, Efficient Transportation Equity Act: A Legacy for Users (SAFETEA-LU), Pub. L. 109 -59, Aug. 10, 2005 and any subsequent amendments or revisions thereto.

Transit System Name:     
Project Number:       
Respondent Name(s) and Position:     
Contact Phone Number:     
Contact Email Address:     
Date Checklist completed:     
TYPE OF PURCHASE (list quantity and describe):
Procurement Checklist for ALL bids or quotes $3,000 and more: (add description and quantities by checked item – prepare a separate form for each purchase)
 FORMCHECKBOX 
 Construction ($2,000 and more):      
 FORMCHECKBOX 
 Rolling Stock:       
 FORMCHECKBOX 
 Materials/Equipment/Supplies:      
 FORMCHECKBOX 
 Operations and Management Contract:      
 FORMCHECKBOX 
 Professional Services (including A & E):      
 FORMCHECKBOX 
 Other:      
FUNDING SOURCES 
 FORMCHECKBOX 
  Federal (ARRA) and  FORMCHECKBOX 
 State funds (check only ARRA or if both apply) - Parts A, B, C, and D must be completed

A.  PROCUREMENT PROCESS

 FORMCHECKBOX 
  Purchased using Statewide Term Contract 557A, Transit Bus Equipment. (Pre-award approval req. – PTD)
· Submit price quote for equipment from vendor for review.

 FORMCHECKBOX 
  Purchased using Local Procurement Procedures: (Submit all doc. for Pre-award approval – PTD)
 FORMCHECKBOX 
  Price Quotes- ($3,000 - $4,999)

 FORMCHECKBOX 
  Written Quotes- Informal Bids ($5,000 - $89,999)   
 FORMCHECKBOX 
  Formal Bids ($90,000 and more; Construction $100,000 and more)  
 FORMCHECKBOX 
  Request for Proposal (service contracts) ___________________   
 FORMCHECKBOX 
  Other: ____________________________ (Pre-award approval req. – any questions check w/PTD)
B. Local Procurements ($3,000 - $4,999) Price Quotes 

1. Gather information on product, specification or criteria. 

2. FAX or call vendors or suppliers to price quotes.  (list below) (attach federal & ARRA requirements to solicitation)
Include DBE good faith effort.  DOT web site - https://apps.dot.state.nc.us/Vendor/Directory/frmName.aspx  
a.      
b.      
c.      
3. Governing Body recommendation:       
a. If award made to other than the low bidder, provide justification for award.      
4. PTD must approve all Price Quotes before contract award or issuance of Purchase Order.       

Submit all documentation from above and checklist to PTD for review, approval, and sign off.  
C. Local Procurements ($5,000 and more)
1. Specification or criteria and instructions to bidder or request for quote. 
2. INFORMAL BIDS/RFPs ($5,000 - $89,999) (attach federal & ARRA req. to solicitation) (PTD MUST REVIEW PRIOR TO SOLICITATION)
· Must advertise the opportunity in the local newsprint outlet including Minority and Women owned newsprint outlets. 
a. Formal Bids/RFPs: ($90,000 and more; Construction $100,000 and more)        
b. May use electronic advertisement or newspaper, or both. 
· Must have prior board authorization if advertisement is solely electronic. 
· At least seven (7) full days must lapse between notice and bid opening. 
· Must also advertise the opportunity in the local newsprint outlet including Minority and Women owned newsprint outlets. 
c. PUBLIC ENTITIES  - Advertise procurement on Purchase & Contract’s IPS - https://www.ips.state.nc.us/ips/agency/logon.asp    (Non-Profits are only excluded from this step)
d. List publications and/or method:        
· Attached affidavit of publication.
· Attach IPS cover page

3. Date Bid/RFP posted or solicited for quotes :      
4. Solicitation: Mail to at least 3 responsible vendors/contractors (attach federal & ARRA requirements to solicitation)
Include DBE good faith effort.  DOT web site - https://apps.dot.state.nc.us/Vendor/Directory/frmName.aspx  (list below)
a.      
b.      
c.      
5. FORMAL BIDS/ RFPs ($90,000 and more; Construction $100,000 and more) (attach federal & ARRA req. to solicitation)  (PTD MUST REVIEW PRIOR TO SOLICITATION)
a. Date/Time of Public Bid Opening:      
b. See advertisement requirements for informal bids; Advertisement must be placed minimum of 7 days prior to sealed bid opening. 

c. Number of Addenda:      
d. Number of Bids Received (min. of 3 for construction):      
e. Tabulation (attach copy):
f. Governing Body Awarding (attach resolution or award letter) :       
g. Recommendation to PTD                                 
h. After procurement is reviewed and approved by PTD, contract will need to be reviewed prior to execution.  A final copy must be sent to PTD for files. 
6. Governing Body recommending award of informal bid/RFP:       
i. If award made to other than the low bidder, provide justification for award.      
7. PTD must approve all Bids or Quotes before contract award and issuance of Contracts or Purchase Orders.        Submit all documentation from above and checklist to PTD for review, approval, and sign off.  
D. FEDERAL REQUIREMENTS.  Provide the correct federal requirements that apply to your procurement to your solicitation.  Please go to our Web Site to find the applicable set of federal requirements.  At the PTD Web Site, click on Resources on the left side of the screen, and then click on References/Documents in the right corner.  This will take you to the bottom of the screen; scroll down until you find Federal Requirements under Procurement. 
Select the Federal Requirements that you used for your Solicitation:

 FORMCHECKBOX 
 Construction 11/09
 FORMCHECKBOX 
 Rolling Stock 12/09
 FORMCHECKBOX 
 Materials / Equipment / Supplies 11/09
 FORMCHECKBOX 
 Operations & Management 12/09
 FORMCHECKBOX 
 Professional A & E Services 4/10
 FORMCHECKBOX 
  ARRA Contract Provisions and Reporting for Bids 11/09
 FORMCHECKBOX 
  Certifications:  (Include all certifications that were submitted with quotes/bids when sending documentation to PTD.) 
1. All bids and quotes over $25,000 must include the Debarment Certification signed by all vendors, suppliers, or contractors certifying that they are not on the State’s or Federal’s Debarment or Excluded Parties Listing System.   

The transit system is required to review all third party contractors under the Excluded Parties Listing System at http://epls.gov/  and the State’s Debarment List at http://www.pandc.nc.gov/actions.asp  before entering into any contracts.

2. All bids over $100,000 must include the Lobbying Certification signed by all vendors, suppliers, or contractors certifying that they are in compliance and are not using, and will not use any federal funding for lobbying.
3. All bids over $100,000 must include a Buy America Certification signed by all vendors, suppliers, or contractors if they are supplying rolling stock, materials or equipment.  Any bid that does not include a Buy America Certification of Compliance or Non-Compliance (or they submit both) is automatically rejected. 
I hereby certify that this procurement was conducted following all applicable state, federal and local procedures and requirements.  Documentation regarding this procurement is on file and will be retained at least five (5) years from the date of project closeout, in accordance with state and federal requirements.  (The person that certifies this checklist and that the procurement was conducted following all applicable procedures must be authorized to have oversight of this procurement.)
I am authorized to certify at this procurement level:   



(Signature)



  




(Date)




(Title)








(Telephone number)

Prior approval is required for All Procurements over $3,000
Public Transportation Division Approval: 

BY: 










Date: 






INSTRUCTIONS:

COMPLETE:
· System Name

· ARRA Project number

· Person conducting procurement or Contact person and Title

· Their phone number

· Email address

· Date checklist completed

INDICATE TYPE OF PROCUREMENT:
· This checklist must be completed for all purchases of $3,000 or more, with the exception of construction related procurements, where Davis-Bacon wages apply and the minimum is $2,000.
· Complete one checklist for each type of procurement.

· List quantity and description.  

IDENTIFY FUNDING SOURCE:
· Indicate ARRA or if there are some state funds included. 

A.   PROCUREMENT PROCESS
· This checklist doesn’t apply to previously ordered vehicles off of PTD statewide contract

· Indicate if you will be ordering from the NEW (557A) Transit Bus Equipment Contract (awarded 7/15/10).
· Have vendor prepare a price quote and submit to PTD for review and approval prior to purchase.

· Only product equipment and models that were quoted in the bid are available for purchase.  
· Select which type of local procurement is appropriate for this purchase. 
B - C.   LOCAL PROCUREMENTS
1. Purchases under $3,000 ($2,000 for construction) only need price comparisons; that price is a reasonable amount for product. 
2. Purchases of $3,000 up to $4,999; price quotes will need to be solicited from vendors or suppliers. 
· FEDERAL REQUIREMENTS and ARRA PROVISIONS MUST be attached to the solicitation when issued.  
· Make good faith effort to use DBEs; use DOT web site, https://apps.dot.state.nc.us/Vendor/Directory/frmName.aspx. 

· Solicit for at least 3 quotes

· If required by Governing Board, seek approval and recommendation.

· Submit completed checklist and any required documentation for PTD review and approval BEFORE purchasing item, issuing P.O. or issuing contract.  

3. Purchases of $5,000 up to $89,999; you will be required to solicit for Informal Bids.
· FEDERAL REQUIREMENTS and ARRA PROVISIONS MUST be attached to the solicitation when issued. 
· PTD MUST REVIEW PRIOR TO SOLICITATION
· Make good faith effort to use DBEs; use DOT web site, https://apps.dot.state.nc.us/Vendor/Directory/frmName.aspx. 

· Must advertise the opportunity in the local newsprint outlet including Minority and Women owned newsprint outlets. 

· Advertise procurement on Purchase & Contract’s IPS - https://www.ips.state.nc.us/ips/agency/logon.asp   Non-profit agencies do not have to post their quotes/bids on IPS, it is only for public entities. 
· Solicit local vendors for at least 3 quotes

· Governing Board approval and recommendation.

· Submit completed checklist and all documentation from solicitation and contractors for PTD review and approval BEFORE purchasing item, issuing P.O. or issuing contract.  

· List publications:        

· Attached affidavit of publication.

· Attach IPS cover page

4. Formal Bids are any procurements over $90,000; $100,000 if it is construction.

· FEDERAL REQUIREMENTS and ARRA PROVISIONS MUST be attached to the solicitation when issued.  

· PTD required review of solicitation and ad prior to advertisement.

· Make good faith effort to use DBEs; use DOT web site, https://apps.dot.state.nc.us/Vendor/Directory/frmName.aspx. 

· Formal bids must be advertised:

· At least seven (7) full days must lapse between notice and bid opening. 

· May use electronic advertisement or newspaper, or both. 

· Must have prior board authorization if advertisement is solely electronic. 

· Must advertise the opportunity in the local newsprint outlet including Minority and Women owned newsprint outlets. 

· Advertise procurement on Purchase & Contract’s IPS  - https://www.ips.state.nc.us/ips/agency/logon.asp
· Solicit local vendors.
· Governing Board’s approval and recommendation.

· Submit completed checklist and all documentation from solicitation and contractors for PTD review and approval BEFORE purchasing item, issuing P.O. or issuing contract.  

· List publications:        

· Attached affidavit of publication.

· Attach IPS cover page

D.   FEDERAL REQUIREMENTS:
· Identify the federal requirement and ARRA document that you used from the PTD web site. 

· If the bid/quote was over $25,000, the Debarment Certification must be signed.  Provide a copy with the checklist.

· If the bid was over $100,000, the Lobbying Certification must be signed.  Provide a copy with the checklist.

· Buy America – All bids over $100,000 must be submitted only one Buy America Certification
· Rolling Stock – Bidder either certifies that they can comply or they cannot comply with meeting the 60% component requirement as stated in 49 CFR 661.
· Materials – Bidder either certifies that they can comply or they cannot comply with providing all steel, iron, and manufactured products that are produced in the United States as stated in 49 CFR 661.

· Provide a copy with the checklist.

ONCE PROCUREMENT CHECKLIST IS COMPLETE, HAVE AUTHORIZED PERSON SIGN AND SUBMIT TO PTD FOR PRE-AWARD APPROVAL.
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