HANDOUT M



 FILE DOCUMENTATION CHECKLIST/INDEX

	Supplier:
	Contract Number:
	Change Number:



	
	
	
	
	

	Sect. No.
	Documentation Description
	In File
	Required Use
	Remarks

	1.
	Awarded Bid
	X
	All Transactions
	

	
	a. Contains the Awarded bid, Contract, or Purchase Order and all Changes/Amendments/

Supplements (note: most recent changes should be filed first)
	___
	
	

	2.  
	Contract Administration
	___
	As Applicable
	

	
	a. Problems/Remedy/Default Documents
	___
	
	

	
	b. General Correspondence
	___
	
	

	3.
	Key Evaluation Documents
	X
	All Transactions
	

	
	a. Procurement Summary
	___
	
	

	
	b. Spreadsheet/Bid Matrix
	___
	
	

	
	c. Bid Rejection Form
	___
	
	

	
	d. Evaluation Forms: Small Business, TACPA, EZA, LAMBRA, Cost calculations, etc.
	___
	
	

	
	e. Responsiveness/

Responsibility Issues, Dun & Bradstreet Reports, Verification of Corporate status, Verification of subcontractor licenses etc.
	__​_
	
	

	
	f. Final FSR

g. Intent to Award & Mailing list

h. Protest Documentation:

    Initial Requirements

    Award
	  ___

___

___
	
	

	4.
	Solicitation Documents
	___
	As Required or Applicable
	

	
	a. Original Solicitation 
	___
	
	

	
	b. Addenda
	___
	
	

	
	c. Mailing Lists

d. Bidders' Library

e. Correspondence

f. Contract Negotiation documentation

g. Confidentiality Statements

h. Bonds (copies)

i. Working Papers (if appropriate) 
	___

___

___

___

___

___
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	Sect. No.
	Documentation Description
	In File
	Required Use
	Remarks

	5.
	Solicitation Development/Planning Documents
	___
	As Required or Applicable
	

	
	a. Source Development

-supplier survey/market research
	___
	
	

	
	b. RFI Documentation & Mailing list
	___
	
	

	
	c. Contracts Register Advertisement 
	___
	
	

	
	d. Business Partner Selection:

         Document/Addenda, Mailing list, 

          Responses & Evaluation
	___
	
	

	
	e. Alternative Protest Request & Approval
	___
	
	

	
	f. Working Copies of Solicitation (if appropriate)

-prior usage data, etc.
	___
	
	

	
	g. Correspondence Pertaining to the Development of the Solicitation
	___
	
	

	6.
	Initial Request & Supporting Documents
	___
	As Required or Applicable
	

	
	a. PE/ Letter & our Response  
	___
	
	

	
	b. Approval Letters (DOIT, TIRU)
	___
	
	

	
	c. Form 821/Single/Sole Source Justification
	___
	
	

	
	d. Supplier Survey/Market Research

e. Initial FSR
	___

___
	
	

	7.
	Other Final Bids Received
	___
	As Required or Applicable
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