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Purchasing Checklist and Bid Summary Form
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Page  of 
Purpose of this form: To comply with University Purchasing Policy, OMB Circular A-110 and Federal Acquisition Regulations (FAR), completion of this Purchasing Checklist and Bid Summary Form is required for all Purchasing Card and Purchase Orders (POs) transactions of $5,000 USD or greater using university or non-federal sponsored funds, $2,500 USD for general items/services and $2,000 USD for federally funded construction or construction-related items with non-Preferred Suppliers, purchases of $50,000 USD or greater for federally funded construction or construction-related items with Preferred Suppliers and all purchases above $100,000 regardless of the source of funds or type of supplier utilized (Federally funded acquisitions ≥ $2,500 USD with non-Preferred Suppliers must be done on an Oracle PO).
 
Note: Attach this form to a Purchase Order (PO) using the Oracle attachment functionality or scan and attach the form to a PRC report as applicable. This form must also be scanned and attached to the Purchasing Card verification report (PRC). Failure to attach the form will cause a non-compliance memo and/or violation points to be issued and all/or associated paperwork will be returned to the user for reprocessing.
 
 
Federal Government Funds?
Other sponsored funds?
List the three most competitive quotations/proposals solicited and received, including the awarded supplier. Indicate the supplier you have chosen below by selecting with the radio button to the left.
Supplier/Name	
Currency	
Items/Services Price plus lot/other charges 
Shipping Cost & FOB Point*
Payment and/or Discount Terms*
Total Order Price
*i.e. $350 USD/Dest or $250 USD/Origin
*i.e. 2%10 Net30 or 10% Edu
   Select the reason that you chose this supplier or consultant:
Supplier/Consultant Selected:
Explain criteria for supplier selection. Use the back of this form (page 2) to record price/cost analysis information or include a separate document/spreadsheet.  Attach copies of quotes/proposals received, as required per the Buyer Actions matrix.
Price/Cost Analysis Based on (Reference "Methods to Determine Price Reasonableness Document"):
 Negotiation: Document any negotiations below.
 Currency
 Supplier Quotation
 Target Price
 Negotiated Price
 Savings  (Quotation less Negotiated)
≥$150,000 USD 
Contract Cost and Price Analysis 
Cost or price analysis must be performed and documented on all procurement actions where federal funds are ≥ $150,000 including contract modifications. Independent estimates must be created prior to receiving bids or proposals. See CMU Buyer Actions Matrix and Guide. 
 
Small Business/Diversity Consideration 
If federal funds are being used and the order is over $150,000 USD, FAR Part 19.702 requires that certain types of small businesses listed below shall have the maximum practicable opportunity to participate in contract performance consistent with its efficient performance. This requirement is strongly encouraged regardless of the sources of funds.
 
Were any of the following groups solicited (check all that apply):
≥$700,000 USD Federal Funds - Certificate of Current Cost or Pricing required?
≥$650,000 USD Federal Funds - Small Business Subcontracting Plan required?
If YES, was it obtained, approved, and incorporated into the PO?
If YES, was it obtained?
Finance Division Use
To submit:
Attach this form to a Purchase Order (PO) using the Oracle attachment functionality or scan and attach the form to a PRC report as applicable
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