LIMITING OF COMPETITIVE BIDDING (LTB) REVIEW CHECKLIST
 
Note:
All LTB’s should follow the guidelines as written in the
Broadcast Bulletin dated 4/15/08 which changed the policy on LTB’s and revised State Administrative Manual (SAM) Section 3555.  Guidelines can also be found in the State Contracting Manual (SCM), Volume 3, Chapter 4.  Please note that the SAM refers to the LTB as an LCB (Limited Competition Bid).
Not all of the tasks will apply to every situation.  If not applicable, “N/A” should be checked.

	
	Description of Tasks
	Verified?

Yes / No / N/A

	1
	Check the folder for contents.  The LTB should include the signed LTB request, and a copy of the solicitation for the intended  bid.  The LTB should be approved prior to release of the solicitation.  LTB’s are for a “Limit to Brand” purchase; as such the write-up associated with this LTB should justify why the specific brand is needed.  Also – the summary to file should include a justification as to the “Limited Brand Source Justification”.  Vendor name should not be known at this time as the agency should not be bidding this until their LTB is approved.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	2
	Validate the term date.  This date must be included on the approval letter.  Validate that the work has not commenced or that the goods have not been acquired or received.  
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	3
	Request a dollar amount – for signature purposes only.  This amount should only be an estimate since a bid should not have been released yet.  The estimated amount should be included on the approval letter and shown as “estimated amount”.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	4
	Normally a Std. 821 would not be required since this should still be advertised and sent to the entire bid list.  In the case that it isn’t, and the LTB is for IT service, a Std. 821 may be required.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	5
	Type of award—CMAS or Master—make sure the dollar limits are not exceeded.  Since they will not know the specific dollar amount at the time of approval – make sure they are not too close to the dollar limits.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	6
	Verify that the solicitation provided is for the exact brand source that they are requesting and that they are bidding “apples to apples”, meaning that they give specific information (i.e. Part number etc.) so that everyone will be bidding to the exact product/service requested.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	7
	Verify that the solicitation provided is for the exact brand source that they are requesting and that they are bidding “apples to apples”, meaning that they give specific information (i.e. Part number etc.) so that everyone will be bidding to the exact product/service requested.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	8
	Document all questions & answers in writing, preferably email for an audit trail.  This will also allow management to review.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	9
	Validate the justification for the limited to brand purchase.  Is this brand really necessary?  Does this need to match and inter-member with existing products/services?  Is this the most cost effective way to purchase?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	10
	Every LTB should have a Mission Critical Statement signed by the Agency Secretary or Department’s Director, or their designees.  This document must certify that this purchase is vital and mission critical.  See broadcast at http://www.documents.dgs.ca.gov/pd/delegations/pac021810.pdf.
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