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	(Use I, O, T in Comments Column)

Explain All Negative and N/A Answers

	Questions
	Yes
	No
	W/P
	Comments

	Contracts

RFP:

1. Are RFP processed on a timely basis?

2. Does the Program Manager/Division Director review/approve RFP Scope & Services and Evaluation Criteria?

3. Does GS Purchasing review and approve RFP?

4. Were Decision Memos reviewed, approved, and signed by Controller & Commissioner, as appropriate?

5. Does the Contract Office complete the Procurement Files accurately, completely, and timely?

6. Does the Buyer Manager or Director sign the Procurement Checklist?

7. Does the end-user complete the Budget Approval Form and get approval from the Budget Office?

8. Does the Commissioner, or designee, approve the Decision Memo and Notice of Intent to Award?

9. Did the vendor and GS Contract Office sign the contract?

10. Did the GS Contract Office complete the Contract Transmittal Sheet and attached all required documents?

11. Did GS assign a contract number, log the correct and complete contract information in to the Contract Database and return 2 copies to the end-user?

12. Does the Secretary approve the contract when appropriated funds are not available?

13. For services exceeding $100,000, was DIT contacted for approval prior to issuing the RFP?

14. Was DPB contacted for approval for defined services in the DPS APSPM?

15. Do contracts have a right to audit clause, when appropriate?

16. Does the contract identify the Contract Administrator and clearly define their duties & responsibilities?

17. Are the methods used to select contractors sufficient to ensure that contracts are awarded to the highest qualified?

18. Where appropriate, were prospective contractors contacted to help assess the quality of the contractor’s products and services? When done, was the information obtained appropriate to the awarding of the contract?

19. When only one firm was invited to present, was this justified?

Contract Modifications for contracts up to $50,000:
20. After determining the need for a contract modification, does the Contract Administrator work with GS Purchasing to prepare the Contract Management Agreement?

21. For modification that have a fiscal impact, does the Budget Office approve?

22. Do the vendors sign the contract modifications?

23. Does the Contract Administrator complete the Contract Transmittal sheet, attached required documents, obtain the Division Director approval, and forward all this to GS Purchasing?

24. Did GS review the Modification Agreement and record it accurately & completely in the tracking log, on a timely basis?

25. For modification over 25% of the original contract, was the Commissioner’s approval obtained?

26. For modification less than 25%, did the GS Director or Purchasing Manager approve?

27. Did GS record the contract modifications in the Contract Database and return 2 copies to the Contract Administrator on a timely basis?

Contract Modifications on contracts over $50,000 with no fiscal Impact:

28. Did the Contract Administrator work with GS to prepare the Contract Modification Agreement?

29. Do the vendors provide written approval of these modifications?

30. Were modifications logged in to the Contract log on a timely basis after Division Director’s approval of the Contract Modification Agreement?

Contract Modifications on contracts over $50,000 with fiscal impact:

31. Did the Contract Administrator complete the Budget Approval Form and obtain Budget Office approval?

32. For modification over 25% of contract or $50,000, was a Decision Memo prepared and approved by GS Director?

33. Was a Secretariat Action Request Form completed and forwarded with Decision Memo & approved Budget Form to GS and DGS/DPS who approved modification?

34. For DPS approved modifications, did the Contract Administrator work with GS to prepare a Modification Agreement and obtain the vendor’s written approval?

35. Was the Modification Agreement form approved by GS and the Commissioner?

For contracts requiring bidding:

36. Are the bid specifications clear, unambiguous, and consistent with approved needs?

37. Was a selection criteria developed and properly approved before issuing invitations to bid?

38. Was there a clear distinction made between mandatory and desirable criteria, which were clearly included in the specifications provided?

39. Was an evaluation matrix prepared with appropriately weighted criteria determined from the key specifications and conditions detailed in the tender documentation?

40. Were the weighting and scoring methods secure and inaccessible to potential vendors?

41. Were the end-users involved in the specifications requirements?

42. Was there proper separation of duties for the justification function and the decisions on how to perform the acquisition process?

43. Were any exemptions properly approved, supported by documentation, and consistent with policies?

Bid Advertising and invitations:

44. Were invitations to bid addressed to the appropriate personnel?

45. Do the advertisements contain at least the following:

· A description of the items/services

· The tender number

· Address where to submit

· Closing date and time

· Location & address for obtaining tender documents

· Name & phone number for questions

· A clause stating: “The lowest bidder will not necessarily be accepted.”

· A Clause stating: “The committee reserves the right to invite all tenders to change their tenders should the committee decide to change specifications.”

· The policy on late or incorrect bids

46. Were late or incorrect bids excluded?

Bid receipts and opening:

47. Were bids received in a manner that is secure from unauthorized access or modifications?

48. Is the person responsible for safe keeping of bids until opened independent of the officers directly involved in the specifications and evaluation process?

49. Are bids only opened after the closing date and time?

50. Are bids always opened in the presence of two parties and listed on Summary Sheets signed by both?

Bid evaluation and assessment:

51. Are bids evaluated by authorized personnel only?

52. Are these evaluations performed by a panel of at least two?

53. Is the evaluation panel from different departments with different managers?

54. Are bids evaluated in accordance with the specifications and policies, using the established evaluation matrix and weights?

55. Are tasks, calculations, deliberations, etc. adequately documented?

56. Are conclusions signed by all parties involved in the evaluation process?

57. Are the evaluation documents kept safe and access adequately controlled?

58. Were unsuccessful bidders advised accordingly?

Post offer negotiations:

59. Are post offer negotiations clearly agreed upon and signed by all parties and adequately documented?

60. Was adequate time allowed to send final offers?

Sole Source Contract Less than $10,000:

61. Does the end-users written Sole Source justification’s adequately documented and support their Requirements?

62. Are contracts approved by the GS Director, Budget Office, the Commissioner or designee and signed by the vendor?

63. Did GS sign the Contract Transmittal form and accurately log the contract to the tracking log on a timely basis?

64. Did GS assign a contract number and record the appropriate information accurately in the Contract Database?

Sole Source Contract $10,000 and above:

65. Does the end-users written Sole Source justification’s adequately documented and support their Requirements?

66. Does the Budget Office, GS, and Commissioner approve and the vendor sign the contract?

67. Does GS sign the Contract Transmittal form and log the contract in the tracking log timely and accurately?

68. Did GS assign a contract number and record the information in the Contract Database accurately and timely?

Contract Renewals:

69. Was the Contract Administrators & end-users renewal justification process sufficient and adequately documented?

70. Does the Budget Office approve renewals based on the documented justification provided by the Contract Administrator?

71. Does the Program Manager/Division Director and Commissioner or designee approve the renewal and is is signed by the vendor?

72. Does the GS Director sign renewal letters and enter the information accurately and timely in the Contract Database?

Contract management by Contract Administrators:

73. Is each contract assigned to a Contract Administrator with sufficient knowledge and experience to adequately monitor the contract?

74. Does each contract contain complete, clear, sufficient, and valid monitoring standards and procedures, including approval of contractor timesheets, cases handled, or other payment calculations required by the contract?

75. Are Contract Administrators effectively using and documenting prescribed monitoring procedures on a timely basis, including identifying documenting, and reporting contract problems and violations to the appropriate managers?

76. Are Contract Administrators’ resolving contract problems and violations on a timely basis, including refunds and payment adjustments, and providing adequate documentation?

Contract Security:

77. Is access to contract records restricted to authorized personnel, including adequate documentation and approval of access?

Contract Database:

78. Is the contract database information maintained by GS complete, accurate, and current?

Contract Splitting:

79. Did the audit examination identify any splitting of contracts to avoid higher level approval requirements?

Contract Payments:

80. Did the analysis of contract payments identify any unusual transactions, splitting of payments to avoid higher level approvals, or possibilities of duplicate payments?

81. Were invoices or other types of billings properly approved in writing as valid and correct according to the contract terms, by sufficiently knowledgeable staff?

82. Were prices and rates agreed to the contract terms prior to payment and documented?

83. Was the mathematics of invoices and other types of billings verified prior to payment and documented?

84. Were invoicing documents cancelled or somehow controlled to prevent duplicate processing?

85. Were invoices/billings paid on a timely basis?

86. Were incorrect and invalid billings rejected?
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