	
PROCUREMENT WORKSHEET # 0



WORKSHEET #      
PROCUREMENT WORKSHEET
Contractor Name:
     
The Contractor is a:
      
Good(s) or Service(s) Procured:
     
Beginning Date of the Contract:
     
Ending Date of the Contract:
     
Amount of the Contract/Purchase: 
     
Charged to Funding Source(s):
     
A. PROCUREMENT METHOD

Review the documentation on the method used for the selected procurement.
1. Small Purchase
a. Was the Small Purchase method used?




Yes  No 
     
If “Yes” complete this section.  If “No”, go to the next section.

     
b. Was the total value (including potential options, extensions, etc.) of the procurement equal to or less than the applicable simplified acquisition threshold?  [2 CFR 200.320(a)(2)]








           N/A  Yes  No 
     
c. Was a larger purchase/need separated into multiple procurement processes to stay within the applicable simplified acquisition threshold?  [State Policy]
           N/A  Yes  No 
     
i. If “Yes”, was it done to achieve a more economical purchase?  [2 CFR 200.318(d)]








           N/A  Yes  No 
     
d. Was price the overriding factor in making the purchase?  [TAG]











           N/A  Yes  No 
     
e. Could price be easily quoted for the good or service?  [TAG]
           N/A  Yes  No 
     
f. Was the good or service standardized (i.e., off-the-shelf, not customized)?  [TAG]

           N/A  Yes  No 
     
g. Were the performance outcomes of the program(s), for which the procurement was made, independent from the content of the goods or services being procured?  [TAG]









           N/A  Yes  No 
     
h. Were quotes obtained from an adequate number of qualified and viable sources?  [2 CFR 200.320(a)(2)(i); State Policy requires three quotes]                                                                                                      








           N/A  Yes  No 
i. If “Yes”, obtain a list of the quotes of or identify below.  If “No”, explain.

     
2. Sealed Bids

a. Were Sealed Bids used for the purchase?




Yes  No 
     
If “Yes” complete this section.  If “No”, go to the next section.
     
b. Was a complete, adequate, and realistic specification or purchase description available and used in the solicitation?  [2 CFR 200.320(b)(1)(i)(A)] 

           N/A  Yes  No 
i. If “No”, explain.

     
c. Were two or more responsible bidders willing and able to compete effectively for the business?  [2 CFR 200.320(b)(1)(i)(B)]



              N/A  Yes  No 
i. If “No”, explain.

     
d. Did the procurement lend itself to a firm fixed price contract with the selection of a successful bidder able to be made principally on the basis of price?  [2 CFR 200.320(b)(1)(i)(C)]








              N/A  Yes  No 
i. If “No”, explain.

     
e. Was an independent estimate of the cost/price made prior to receiving bids?  [2 CFR 200.324(a); State Policy] 





           N/A  Yes  No 
i. If “Yes”, what was the amount and how was it derived?  
     
ii. If “No”, explain.

     
f. Was the Invitation for Bid (IFB) publicly advertised?  [2 CFR 200.320(b)(1)(ii)(A)] 









           N/A  Yes  No 
i. If “Yes”, how was the ITB publicly advertised?  If possible, obtain a copy of the advertisement.  
     
ii. If “No”, explain.

     
g. Were bids solicited from an adequate number of known suppliers?  [2 CFR 200.320(b)(1)(ii)(A)] 







           N/A  Yes  No 
i.    If “Yes”, obtain the list of bidders solicited, or identify the bidders below. If “No”, explain.
     
h. Was sufficient time prior to the date set for opening the bids provided to bidders?  [2 CFR 200.320(b)(1)(ii)(A)] 





           N/A  Yes  No 
i. If “Yes”, how many days? If “No”, explain.

     
i.    Did the IFB contain all specifications and pertinent attachments and define the items or services to be procured in sufficient detail for the bidders to properly respond?  [2 CFR 200.320(b)(1)(ii)(B)]





           N/A  Yes  No 
i.    If “No”, explain.

     
j. Were all bids publicly opened at the time and place prescribed in the IFB?  [2 CFR 200.320(b)(1)(ii)(C)]





           N/A  Yes  No 
i.    If “No”, explain.

     
k. Was a firm fixed price contract award made in writing to the lowest responsive and responsible bidder?  [2 CFR 200.320(b)(1)(ii)(D)]


           N/A  Yes  No 
     
i.    If “No”, explain.

     
l. If any bids were rejected, is there a sound documented reason? [2 CFR 200.320(b)(1)(ii)(E)]









              N/A  Yes  No 
i. If “Yes”, how many were rejected and what were the reasons?

     
3. Proposals

a. Were Proposals used for the purchase?

















Yes  No 
     
i.    If “Yes” complete this section.  If “No”, go to the next section.

     
b. Was an independent estimate of the cost/price made prior to receiving proposals?  [2 CFR 200.324(a); State Policy] 




       
           N/A  Yes  No 
i.    If “Yes”, what was the amount and how was it derived? If “No”, explain.

     
c. Was the Request for Proposal (RFP) publicly advertised?  [2 CFR 200.320(b)(2)(i)]









           N/A  Yes  No 
i.    If “Yes”, how was the RFP publicly advertised?  If possible, obtain a copy of the advertisement. If “No”, explain.
     
d. Did the RFP identify all evaluation factors and their relative importance?  [2 CFR 200.320(b)(2)(i)]






              N/A  Yes  No 
i.    If “No”, explain.

     
e. Were RFPs solicited from an adequate number of qualified sources?  [2 CFR 200.320(b)(2)(i)]








           N/A  Yes  No 
i.    If “Yes”, obtain a list of the sources solicited, or identify below. If “No”, explain.
     
f. Was there a written method for conducting technical evaluations of proposals received and for selecting recipients?  [2 CFR 200.320(b)(2)(ii)]

           N/A  Yes  No 
i.    If “No”, explain.

     
4. Noncompetitive Procurement
Procurement by noncompetitive proposals is the solicitation of a proposal from only a single source, or the solicitation of a proposal from more than one source and competition is determined to be inadequate to fulfill the requirements of the funding agency.  [2 CFR 200.320(c)]
1. Select the circumstance(s) that applied to the procurement and explain below: 


The item was available from only one source.  [2 CFR 200.320(c)(2)]

A public emergency for the item did not permit a delay resulting from competitive solicitations.  Include in the explanation a description of the emergency and the resulting consequences if the procurement was delayed for competitive solicitations.  [2 CFR 200.320(c)(3)]

Necessary for the imminent protection of public health.


Emergency repairs to protect life or property.


Unforeseen crisis requiring immediate procurement.


The federal awarding agency or the State of Michigan authorized the use of noncompetitive proposals.  Obtain a copy of the authorization.  [2 CFR 200.320(c)(4)]

After solicitation of a number of sources, competition was determined inadequate.  Include in the explanation the justification and/or documentation as to how this decision was made, such as, the attempts that were made to contact other potential bidders.  [2 CFR 200.320(c)(5)]
Explain the selected circumstance(s):

     
2. If the value of the noncompetitive procurement was in excess of the State established simplified acquisition threshold and was awarded without competition (i.e., no bid or offer was solicited), did the Entity obtain prior approval from the State of Michigan to make the award?  [2 CFR 200.325(b)(2); State Policy]



           N/A  Yes  No 
a.   If “Yes”, obtain a copy of the approval. If “No”, explain.
 



    See Attachment(s):      
     

B. COST OR PRICE ANALYSIS

1. If the value of the procurement was in excess of the simplified acquisition threshold, was as a cost or price analysis conducted for the procurement?  [2 CFR 200.324(a)]

      N/A  Yes  No  
a.   If “Yes”, obtain a copy.  If “No”, explain.
See Attachment(s):      
     
C. COMPETITION

1. Was competition limited by any of the following factors?  If “Yes”, explain after each factor.
a. Placing unreasonable or overly restrictive requirements on firms in order for them to qualify to do business.  [2 CFR 200.319(b)(1)]




Yes  No 
     
b. Requiring unnecessary experience and excessive bonding. [2 CFR 200.319(b)(2)]
Yes  No 
     
c. Noncompetitive pricing practices between firms or between affiliated companies.  [2 CFR 200.319(b)(3)]








Yes  No 
     
d. Noncompetitive awards to consultants that are on retainer contracts.  [2 CFR 200.319(b)(4)]










Yes  No 
     
e. Awards that would create organizational conflicts of interest.  [2 CFR 200.319(b)(5)]

Yes  No 
     
f. Specifying only a “brand name” product instead of allowing “an equal” product to be offered and describing the performance of other relevant requirements of the procurement.  [2 CFR 200.319(b)(6)]





Yes  No 
     
g. Any arbitrary action in the procurement process.  [2 CFR 200.319(b)(7)]

Yes  No 
     
h. Statutorily or administratively imposed state, local, or tribal geographical preferences in the evaluation of bids or proposals.  [2 CFR 200.319(c)]



Yes  No 
     
2. Did the Entity use a prequalified list of persons, firms, or products for this procurement?  [2 CFR 200.319(e)]








Yes  No 
     
a. If “Yes”, obtain a copy of the list.
See Attachment(s):      
     
b. When was the last time the list was updated?

     
c. How many qualified sources are on the list?

     
d. Could potential bidders qualify to be on the list during the solicitation period?









           N/A  Yes  No 
     
D. PROCUREMENT PROCESS

1. Did the Entity follow its established procurement procedures?


Yes  No 
     
a. If “No”, explain.

     
2. Was the appropriate procurement method used?




Yes  No 
     
a. If “No”, explain.

     
3. Were records sufficient to detail the significant history of the procurement (rationale for method, selection of contract type, contractor selection or rejection criteria, basis for price, independent estimate of price, etc.)?  [2 CFR 200.318(i)]



Yes  No 
     
a. If “No”, explain.

     
4. If the value of the procurement was more than the micro-purchase threshold and made with funds made available under WIOA Title I, II or under the Wagner-Peyser Act, was it in compliance with the “Buy American Act” (41 U.S.C. 8301-8303)?  [WIOA Section 502]









           N/A  Yes  No 
     
a. If “No”, explain.

     
5. If the procurement was for equipment or capital improvements in excess of the applicable simplified acquisition threshold, was approval received from the State prior to the purchase?  [2 CFR 220.439; State Policy]





              N/A  Yes  No 
a. If “Yes” obtain a copy of the approval.  If “No”, explain.
    See Attachment(s):      
     
6. If the procurement was for audit services, was a copy of the audit organization’s peer review report requested and provided as required by GAGAS? [2 CFR 200.509]










              N/A  No  Yes 
a. If “Yes” obtain a copy of the report.  If “No”, explain.
    See Attachment(s):      
     
E. CONTRACT AWARD (Including Lease Agreements)
1. Was a written contract entered into? 





Yes  No 
     
a. If “Yes”, obtain a copy of the fully executed (i.e., signed) contract. 








    See Attachment(s):      
     
2. Were factors such as contractor integrity, compliance with public policy, record of past performance, and financial and technical resources considered when awarding the contract?  [2 CFR 200.318(h)]




              

              N/A  Yes  No 
a. If “No”, explain.

     
3. If the value of the contract is $25,000 or more, did the Entity verify the selected party was not debarred, suspended, or otherwise excluded?  [2 CFR 180.220; www.sam.gov]

     N/A  Yes  No 
a. If “No”, explain.

     
4. If possible, was a positive effort made to contract with small and minority businesses, women’s business enterprises, and labor surplus area firms?  [2 CFR 200.321]









              N/A  Yes  No 
a. If “Yes”, describe the effort.  If “No”, explain.
     
5. If the contract was for construction or facility improvement and exceeded the simplified acquisition threshold, were the appropriate bonding requirements met?  [2 CFR 200.326] 









           N/A  Yes  No 
a. If “No”, explain.

     
6. Does the original contract allow for the time period to be extended?   N/A  Yes  No 
     
a. If “Yes”, under what conditions/circumstances can the time period of the original contract be extended?
     
7. Has the time period of the original contract been extended?
           N/A  Yes  No 
     
If “Yes”:

     
a. What was the basis for the extension(s)?

     
b. What steps were taken to ensure the pricing of the contract was still competitive at the time of the extension(s)?

     
8. If the contract is for rental costs and the relationship between the two parties is considered to be “sale and lease back” or “less-than-arms-length”, are the rental costs based on actual costs; such as depreciation, maintenance, taxes, and insurance?  [2 CFR 220.436, .465(b) and (c)]









           N/A  Yes  No 
a. If “No”, explain.

     
9. There should be sufficient language in the contract to protect the Entity’s interests.  Look for clauses that address issues such as the following:  [48 CFR Part 5; State Policy]

Compliance with all applicable Federal, State, and local laws.


Contingent upon availability of funds without penalty costs or fees.


Contract Changes/Modifications.


Delays.


Disputes.


Overpayments.


Termination for cause.


Termination for convenience.

     
F. CONTRACT PERFORMANCE (Complete for Subrecipients)
1. Does the contract contain specific and measurable performance goals that are quantified?









           N/A  Yes  No 
     
a. If “No”, explain.

     
2. Do the performance goals measure all of the primary activities and end-results to be accomplished consistent with the contract’s statement of work? 

           N/A  Yes  No 
     
a. If “No”, how is the contractor held accountable for these other activities?

     
3. Are performance goals broken out into shorter increments of time, such as quarterly? 









           N/A  Yes  No 
     
a. If “Yes”, what are the increments?  If “No”, how is performance measured during the course of the contract?

     
4. Does the contract contain any provisions requiring corrective action when performance goals are not being met? 





           N/A  Yes  No 
     
a. If “Yes”, explain.  If “No”, how are the performance terms enforced?

     
G. CONTRACT PAYMENT (Complete for Subrecipients)
1. Identify the basis for payments to be made to the Contractor.  [Cost reimbursement is the preferred method of contracting with subrecipients and is the only method allowable for contracts with governmental units (e.g., cities, counties, school districts) when reimbursements are made in whole or in part with WIOA funds.  WIOA 184(a)(3)(B)] 
     

Negotiated fee or price.


Cost reimbursement.


Cost reimbursement plus performance or incentive payments.


Performance based with no obligation to pay unless performance goals are met.


Other:      

N/A, contractor is not a subrecipient. (If “N/A”, go to next section) 

2. If the contract involves performance/incentive payments or is performance based, explain how the payment points and amounts were derived.

     
3. How is a subrecipient informed that it is required to track and report by funding source all revenue received in excess of costs as program income?  [2 CFR 200.307] 

     
 The requirement is written into the contract.

 The requirement is placed in the IFB/RFP, which is then incorporated into the contract by reference.


Other:
     
      
N/A, contractor is not a subrecipient.
H. CONTRACT PROFIT (Complete for Subrecipients)
1. Was profit negotiated with the contract?



           N/A  No  Yes 
     
2. What was the negotiated profit margin (percentage)?  [10% maximum - 48 CFR 15.404-4(c)(4)(i)]











           N/A 
     
3. What was the basis for awarding profit?  [2 CFR 200.324(b); 48 CFR 404-4(d)] 
N/A 
     

Complexity of the work

Past Performance


Risk borne by the Contractor

Industry Profit Rates


Contractor’s investment

Amount of subcontracting


Other


Provide an explanation of each basis selected.

     
4. Is profit being calculated on anything other than salaries and benefits?  [Note: Profit cannot be taken on pass-through funds (e.g., Individual Training Account payments), supportive services, rent, building maintenance, etc.]









           N/A  Yes  No 
     
5. Are performance or incentive payments made in addition to profit?  [Note: There is the potential to earn profit with performance or incentive based contracts, therefore, profit in addition to performance or incentive payments is prohibited] 






           N/A  Yes  No 
     
I. CONTRACT PROVISIONS (Complete for Subrecipients)
1. Verify the contract language satisfies the following provisions and identify the page and/or section number(s) of the contract where the language can be found.

     
	Contract Provision
	Page/Section

	
a.
Contracts for more than the simplified acquisition threshold must address administrative, contractual, or legal remedies in instances where contractors violate or breach contract terms, and provide for such sanctions and penalties as appropriate.  [2 CFR 200 Appendix II (A)]
	     

	
b.
All contracts in excess of $10,000 must address termination for cause and for convenience by the Entity, including the manner by which it will be effected and the basis for settlement.            [2 CFR 200 Appendix II (B)]
	     

	
c.
All contracts in excess of $10,000 are to include compliance with the Equal Employment Opportunity requirements of 41 CFR Part 60.   [2 CFR 200 Appendix II (C)]
	     

	
d.
Contracts for prime construction in excess of $2,000 shall comply with the Davis-Bacon Act (40 U.S.C. 3141-3144 and 3146-3148) as supplemented by Department of Labor regulations (29 CFR Part 5) and the Copeland “Anti-Kickback” Act (40 U.S.C. 3145) as supplemented by Department of Labor regulations (29 CFR Part 3).  [2 CFR 200 Appendix II (D)]
	N/A - The contract sampled did not meet the criteria of the provision.

	
e.
All contracts in excess of $100,000 that involve the employment of mechanics or laborers must include a provision for compliance with the Contract Work Hours and Safety Standards Act (40 U.S.C. 3702 and 3704), as supplemented by Department of Labor regulations (29 CFR Part 5).  [2 CFR 200 Appendix II (E)]
	N/A - The contract sampled did not meet the criteria of the provision.

	
f.
Contracts with small business firms or nonprofit organizations for performance of experimental, developmental, or research work must comply with 37 CFR Part 401 “Rights to Inventions Made by Nonprofit Organizations and Small Business Firms Under Government Grants, Contracts and Cooperative Agreements”, and any implementing regulations issued by the awarding agency.  [2 CFR 200 Appendix II (F)]
	N/A - The contract sampled did not meet the criteria of the provision.


	
g.
Contracts in excess of $150,000 must contain a provision that requires compliance with all applicable standards, orders or regulations issued pursuant to the Clean Air Act (42 U.S.C. 7401-7671q) and the Federal Water Pollution Control Act as amended (33U.S.C. 1251-1387).  [2 CFR 200 Appendix II (G)]
	N/A - The services provided by the contractor are not applicable to the regulations in this provision.

	
h.
Contract awards must not be made to parties listed on the government-wide exclusions in the System for Award Management in accordance with 2 CFR Part 180.  [2 CFR 200 Appendix II (H)]
	     


	
i.
A provision for contractors who apply or bid for an award of $100,000 or more to comply with the Byrd Anti-Lobbying Amendment (31 U.S.C. 1352).   [2 CFR 200 Appendix II (I)]
	     

	j.  
If the value of the contract exceeded $10,000, compliance with Section 6002 of the Solid Waste Disposal Act, as amended by the Resource Conservation and Recovery Act.  [2 CFR 200 Appendix II (J); 2 CFR 200.323; 40 CFR 247]
	N/A - The contract sampled did not meet the criteria of the provision.

	k.   Compliance with 2 CFR Part 200.216 regarding prohibition of use of funds on certain telecommunications and video surveillance services or equipment [2 CFR 200 Appendix II (K); 2 CFR 200.216]
	     

	l.   A provision in all subawards including contracts and purchase orders for work or products which includes the preference for the purchase, acquisition, or use of goods, products, or materials produced in the United States. [2 CFR 200 Appendix II (L); 2 CFR 200.322]
	N/A - The contract sampled did not meet the criteria of the provision.
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