Contractor Selection Management Checklist

	Preparation

	Interview Planning Checklist Items
	Yes
	No
	COSA Reviews
	Comments

	Have three bids been submitted for any projects under $25,000.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Bidder must register through Vendor Procurement Services
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Contractor has not been debarred or suspended.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Contractors must submit copy of liability insurance along with bid
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Bid must have full scope of work, including specs.  No change orders will be allowed for projects
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Contractor must submit an itemized bid list showing a breakdown of cost for project scope
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Execution

	Interview Planning Checklist Items
	Yes
	No
	Not Required
	Comments

	Pre-construction conference to be held with winning contractor
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Winning contractor must comply with Davis Bacon regulations and submit payroll information
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Pre-qualified contractors maintained during project length.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Selected proposal cost is reasonable (within 10% of original bid)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Contractors are regularly reviewed to assure eligibility.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Records maintained indicating execution of project
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Routine inspections and final inspections to ensure standards met
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Conclusion

	Interview Planning Checklist Items
	Yes
	No
	Not Required
	Comments

	Copies of voided checks and paid invoices submitted for invoicing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	All payroll information submitted to labor compliance complete
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
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