RFP Check List
Department:                                                                           RFP#:
Committee Chair Contact:                                                    Phone #:
Date Released:                                                                       Pre-Proposal/Site Visit Date:
Q&A Close Date:
RFP Due Date:
Oral Visit/Clarification Meeting:
PO#:
Contract Period / renewals and effective date (as applicable) limited to 5-years maximum (unless otherwise approved by Purchasing Director: 
___	Requisition
___	Rough Draft
___	Guidance on special or unique Insurance Language (Jerry Allred) – as needed
___	Invited Vendor List
___	Cost Proposal Sheet
___	Posted on BidSync
___        Addenda Posted with correct addendum number with revised due date and time
___	Committee member(s) Conflict of Interest Forms (received)
___	Individual Score Sheet(s)
___	Clarification meeting with vendors/Oral Presentation
___	Combined Evaluation Committee Scores Summary
___	RFP Award Justification with Cost Benefit Analysis (if not low bid)
___	RFP Award Approval from Purchasing Management 
___	Award Posted on BidSync
___	Grants and Contracts Approval (Equipment on a project/grant)
[bookmark: _GoBack]___	SAM approval (Project/grand funds over $5,000.00)
___	Prepayments approved by Procurement Director (if applicable)
___	Contract signed (signatures required by both University and Supplier)
___	PO Created
