PROCUREMENT BUYER / ENGINEERING WORKSHEET
 (Rev. 9/05)

	PURCHASE ESTIMATE NO.


	PRODUCT DESCRIPTION




	ASSIGNED ENGINEER


	DATE ASSIGNED


	DUE DATE


	COMPLETION DATE



	BUYER INITIALS 


	BUYER ID


	WPT PROCESSING



	Joint Buyer’s / Engineer’s Review of Solicitation:  Buyer’ s Initial:  _____   Date________        Engineer’s Initial:  _______  Date: ________

	
	
	

	SOLICITATION NUMBER



	PURCHASE ORDER NO. 


	NON-COMPETITIVE BID (NCB) / LIMITED COMPETITION 

     Yes____      No ____              Yes____      No ____



	
	
	

	WORKING DAYS


          
	SOL MAIL DATE


	SOL DUE DATE



	IFB _______________     RFQ _______________      PRICE REQ. (AB 737) _______________       PHONE QUOTE _______________

NUMBER DAYS ARO _______________         OR DELIVERY DATE _______________        OR AS SPECIFIED _______________



ORDER BID LIST:
____ Price Req.,
Sol. NO. __________
Suppliers Listed-Select all, then order bid list
_____ If NCB. No bid list is needed.  Forward to buyer.
_____ If limited to brand, generate bid list by Group/Class/Subclass, Area: ____________   BID LIST ORDERED_____________

_____ Suppliers Listed, select all then order bid list by solicitation numbers.

WRITE IN SUPPLIERS:    _______________     _______________    _______________    _______________    _______________

MAILING AND ASSEMBLY INSTRUCTIONS:

_____ DVBE Attachment  ______ DVBE Declaration (Std. 843)  _____Bidder Instruction/General Provisions   _____ Pallet Specification    

_____ Federal Funds Attachment  _____ Public Works Package    Specification # ________________________ of _____ Pages   

_____ Drawing ______ Sample  _____ Bondability Attachment _____ MSDS Attachment   _____ Misc. Provision   
_____ Service Requirements  _____ Frequency Chart  _____ Installation Requirement  _____ Recycle Certification   
_____ Bidder Declaration (GSPD-05-105)    _____ Other ___________________________________

Proposed Brand/Model:    (_____) Yes      (_____) No  (An asterisk (*) will note location)

SPECIAL INSTRUCTIONS:    

(_____) Estimate over $85,000 - Typist include TACPA/EZA /LAMBRA and Instructions.

COPIES TO:

(_____) FAO, Attn:  Equipment Coordinator


(     ) Agency:____________________________________

(_____) Telecom, 601 Sequoia Pacific Blvd.


        ___________________________________________

(_____) DOT, Div. of Equipment


                        ___________________________________________

(_____) Specification Section: ___________________

        ___________________________________________
(_____) DOT, Material Operations Branch

                        ___________________________________________
Attn: _____________________________________

         Attn:_______________________________________                   
Support Staff Prepare Bid  
Sent:
___ / ___/ ___
Initial:_____   Return:  ___ / ___ / ___     Initial:_____

Forward for Mailing
Sent:
___ / ___/ ___
Initial:_____ 

Joint Buyer’s / Engineer’s Review of Solicitation:  Buyer’ s Initial:  _____   Date________         Engineer’s Initial:  _______  Date: ________

SUPERVISOR’S / LEAD’S APPROVAL:
________________      ACQ.  / ENGINEERING MANAGER’S APPROVAL:________________

______________________________________________________________________________________________________________________

	
	
	
	PHRASES
	
	

	
	TT TEXT
	
	TC TEXT
	
	TC TEXT

	
	
	
	
	
	

	____ 
	35-CANCELS AND SUPERCEDES
	____
	18-RATE OF WAGES
	____
	58-QUANTITIES APPROXIMATE

	
	SOL.#____________DUE___________
	____
	19-ELECT./MECH. EQUIPMT
	____
	60-SPEC COMP. W/O ABL/QPL

	____
	54-MATRL SAFETY DATA SHEET
	____
	20-OTHER THAN FOB DEST.
	_X__
	DEVIATIONS“(PRINTS AT TOP OF  PAGE

	____
	65-FURNISH AND INSTALL
	____
	21-LABEL OR DECAL
	____
	61-ALL OR NONE

	____
	93A-TURNKEY OPERATION
	____
	22-SERVICE W/IN 24 HOURS
	____
	62-ALL OR NONE GROUPS

	____
	261-ATTACHMENT I REBID
	____
	23-LUMBER GRADE MRKD/CERT
	____
	64-ONLY BRAND ACCEPTED

	
	SOL.#__________DUE__________
	____
	24-FED EXCISE TAX CERT REQ
	____
	66-NUMBER OF OZ. MINIMUM

	_X__
	276C RESPONSIBLE BIDDER
	____
	25-SERVICE CONNECTIONS
	____
	86-SAMPLES PRIOR TO BID

	____
	AB 737 (100% SB OR DVBE ONLY)
	____
	26-FACTORY AUTHZD DISTRBR
	____
	88-AGNCYAPPROVE SAMPLES

	
	
	____
	27-UNPACK AND SET IN PLACE
	____
	90-VENDOR SUBMIT PROOF TO AGENCY

	
	PURCHASE ORDER PHRASES
	____
	28-WARRANTY
	____
	92-FAILURE TO SUMBIT LIT.

	____
	108-FY END (90 DAYS)
	____
	29-COST OF MAINT. SERVICE
	____
	98-SUB APPROPRIATION FUNDS

	____
	500-P.O. GENERAL PROVISIONS
	____
	30-EXCISE CERTIF. WITH P.O
	____
	99-AWARD/PRICE, ENERGY, LCC

	____
	501-MB-SB-SB/NVSA-DVBE-NS
	____
	31-VENDOR TO PRVID MANUALS
	____
	102-AMENDMENT TO GEN PROV

	
	
	____
	32-1 YEAR MINIMUM WARRANTY
	____
	PUBLIC-WORKS

	
	
	____
	33-TOTAL AWARD DISCOUNT
	____
	116R-ATTACHMENT I

	
	TC TEXT
	_X__
	36-FOB DESTINATION / BID
	____
	250-RECYCLE

	____
	3A DESCRIPTIVE LIT. WITHOUT

REFERENCE BRAND
	____

____
	37-SPECIFIED BRAND / BID

39-DESCRIPTIVE LIT./BID
	____

____
	251-DEBARMENT REQUIRED

252R ATTACH I-WAVING ADVERTISING

	____
	4-TOTAL PRICE (LABOR)
	____
	40-STAND CATALOGED ITEMS /1
	_X__
	258-STATES OWN BID FORM

	____
	6-SAMPLES/1823 14TH STREET
	____
	42-INSPECT INSTAL. SITE/BID/
	____
	260-SAMPLES:AGNCY:___________________

	
	CONTACT:____________________
	
	CONTACT:_____________________
	
	ADDRESS: ______________________________

	____
	CONTACT CUST. SRVS CNTR 
	
	AT:____________________________
	
	________________________________________

	____
	8-SAMPLES PRIOR TO AWARD S
	
	PHONE:________________________
	
	CONTACT:______________________________

	____
	9-FURNITURE FLAMMABILITY 
	____
	43-CAL OSHA
	
	PHONE #________________________________

	____
	11-TRUCK QUESTIONNAIRE
	____
	44-UL APPROVED
	____
	262-AMENDED-PERFORMANCE BOND

	____
	12-COMPRESSOR QUESTIONNAIRE
	____
	47-REC. SPECS/DRAWINGS-SAC
	____
	PHRASE276P-SBNOCASHFAXTAXES

	____
	13-OTHER QUESTIONNAIRE
	____
	50-RIGHT TO PURCH ADD’L UNTS
	____
	277-TACPA/LAMBRA/EZA

	____
	______________________________

15-EDUCATIONAL DISCOUNT
	____

____
	#OF UNITS____  FOB:____________

51-EDD FEDERAL FUNDS
	____

_X__
	301-SELLER’S PERMIT

307-DECLARATION FORMS

	____
	16-TRADE-IN: QUANTITY:______
	____
	52-NSF STANDARDS
	____
	555-ADDITIONAL UNITS

	
	EQUIPMENT:__________________

BRAND:______________________
	____


	53-VEHICLE INSPECTION
	____

	PHRASE556S-SBYESCASHFAXTAXES ADDITIONAL TEXT:_____________________



	
	MODEL:______________________
	____
	TABLE1: (INCLUDE)
	
	________________________________________

	
	FOB:_________________________
	
	___ SPECIFICATIONS
	
	________________________________________

	
	CONTACT:____________________
	
	___ OPTIONS
	
	________________________________________

	
	PHONE:_______________________
	
	___ QUESTIONNAIRE
	
	________________________________________

	
	ADDRESS:____________________
	
	___ IN SHOP WARRANTY
	
	________________________________________

	____
	17-DELIVERY AS REQUESTED
	
	___ BIDDERS INSTRUCTIONS
	
	________________________________________

	____
	NEW LEGISLATION
	
	___ GENERAL PROVISIONS
	
	

	
	
	
	___ RECYCLED CERT FORM
	
	

	
	
	
	___ TACPA/EZA/LAMBRA
	
	

	
	
	
	___ PUBLIC WORKS
	
	

	
	
	
	___ DVBE PROGRAM RQMTS.
	
	

	
	
	
	___ PALLET SPECIFICATIONS
	
	

	
	
	
	___OTHER _____________________
	
	


_________
ENGINEER’S EVALUATION OF BIDS



BUYER AWARDS P.O. TO SUPPLIER:
__________
Buyer marks up bid for P.O. and inserts supplier # if not included.

__________
Initials and dates awarded bid.

__________
Forwards file to Support Staff.



SUPPORT STAFF PROCESSES AS FOLLOWS:
__________
Initials worksheet.

__________
Enters responses.

__________
Creates Purchase Order.

__________
Modifies date (add 3 working days if under $500,000, 5 working days if over $ 500,000).

__________
Prints working copy.

__________
Proof, make changes and print another working copy if need.

__________
If Purchase Order is under $500,000, sets status to “approved”, throws away working copy and prints an authorized copy.

__________
Attaches attachments and route slips.

__________
If under $500,000, puts Deputy Director stamp on Purchase Order.

__________
Returns file to buyer.



BUYER REVIEWS P.O., IF NO CHANGES ARE REQUIRED:
__________
Signs Purchase Order, completes Participation Worksheet, and metrics.

__________
Office Tech forwards to CRC.

