NON-COMPETITIVE BID (NCB) REVIEW CHECKLIST
 

 

Note:
All NCB’s should follow the guidelines as written in the 
State Contracting Manual (SCM), Volume 3, Chapter 4.

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.  If the NCB comes with a Std. 213 there should also be a separate review document for the contract.  They are two separate transactions.  NCB is first for approval; if approved, then the contract would be forwarded for approval. In some instances, we would put the NCB and the contract through for review and approval together but this should be done only in emergency situations.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	2
	Validate that the term date is correct between the Std. 821 and the NCB. Make sure that the effective date has not passed.  If you cannot determine the effective date—ask the agency for clarification. There is no backdating allowed except for IAA which may be allowed because it is not in the best interest of the state to forward another agency to the Victims Compensation and Government Claims Board for payment.  Should also refer to AO 06-06 which defines the exceptions to the “timely submittal” guidelines. 
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	3
	Validate that the dollar amounts given are correct, add up and are in line with other documentation provided.  Sales tax should not be included in the “Original Contract Amount Excluding” box but should be included (if applicable) in the box marked “Total Original Contract Amount”.  Sales tax is applicable for anything “tangible”.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	4
	Validate that the work has not commenced or that the goods have not been acquired or received.  If work has commenced, the agency must follow the procedures in SCM, Volume 1, Section 4.09 and refer them to the Victims Compensation and Government Claims Board for payment.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	5
	Make sure the contract type, i.e. IT Services or IT Goods & Services is checked.  If they list non-IT good or services – ask Support Staff to check with the Manager of the One Time Acquisitions Unit to see why it was sent to IT.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	6
	If NCB is for IT Services make sure the Std 821 is completed and included in the document file.  Make sure NCB data matches the Std 821 data.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	7
	Type of award—CMAS or Master—make sure the dollar limits are not exceeded. If MSA is greater than the threshold for the particular contract; agency must have received approval from the delegation unit.  Make sure that the Master that they are using hasn’t expired.  CMAS dollar limits cannot be exceeded – no exceptions.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	8
	Make sure the signatures are correct, e.g. the agency secretary (or designee) signed the NCB.  To verify that the signatures are correct – see “Agency Secretary PCO List”. Also some agencies have documented other designees authorized to sign.  The PAM’s unit has the most current signature authority information.

	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A


	
	Description of Tasks
	Verified?
Yes / No / N/A

	9
	How did they determine pricing? Since we are unable to approve “blanket orders”—ask for a statement of work and a list of hours associated with tasks. If they cannot provide—DGS can not approve the NCB.

	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	10
	You can ask for a copy of the contract associated with this NCB, especially if they are requesting to amend.  Ask to see a copy of the original contract so that you can see what was provided initially and what tasks are being added. In some cases they may not have completed the amendment prior to approval of the NCB. A copy of the Statement of Work (SOW) will suffice – see review of Statement of Work in this document.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	11
	Verify that the PCC code (12102 for IT) and the corresponding paragraph, i.e. PCC 12102 (a) (1) is identified. Validate that it is clearly identified how the NCB applies to the PCC (i.e. “only source” but with additional detail).  This information should be found in question #A.1 on page 2 of the NCB justification document.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	12
	Verify that all of the questions are sufficiently answered on page 2 of the NCB document.  If the answers are vague and you do not understand – ask them to provide additional documentation.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	13
	Make sure they have provided a substantial justification as to how their price is fair and reasonable.  There must be a valid price analysis pointing to competitive pricing from others contracts, i.e. MSA or CMAS, and/or validation against a reputable price index, such as the Producer Price Index.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	14
	If the market research question is not substantiated or appears weak; ask the agency if they did market research when the contract was originally competitively bid.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	15
	If a corrective action plan is not attached and you have determined that this NCB could have been avoided if they had adequately planned—have the agency respond via email to question #3 of the CAP: “How will your department ensure adequate planning to prevent submittal of NCB’s for goods or services that should have been competitively bid?”
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	16
	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

	17
	Validate the justification of the consequence.  What is the age of the system?  Were there previous NCB’s on this project?  Is this the most cost effective way to purchase?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	18
	Does the NCB include PC/Server equipment?  If so, did they get an exemption from using the mandated contract?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	19
	The NCB and the contract must match exactly in terms of time and money.  If you have received a draft of their contract, make sure that the term and dollar amount is exactly the same.
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A

	20
	Did they provide a Mission Critical Statement signed by the Agency Secretary of his designee?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A


REVIEW OF THE STATEMENT OF WORK (If provided)

___ Detailed statement of the purpose, objective or goals
____ Personnel job classification/skill level
____ Contractor and Agency contact information

____ Contractor Responsibilities

____ State Responsibilities
____ Identification of all significant material to be developed/delivered (clearly defined deliverables).
____ Completion/Acceptance criteria and process.
____ Delivery time frame or estimated timeframe for completion (start date, end date, milestones)

____ Estimated number of work hours

____ Total cost and a detailed breakdown of how it was computed

____ Payment/Invoicing methodologies, including agency/department address

____ Unanticipated tasks.
____ Everything pertinent to the successful completion of the contract (e.g., technical specifications,
         service level agreements, maintenance, warranty provisions, etc.)

____ Insurance Requirements

____ Reporting Criteria
____ Budget Contingency language.

____ Escalation Process

____ Risk Mitigation Tool and Process; (i.e., liquidated damages, performance incentives, withhold, performance bond, etc.)
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