Instructions
	INSTRUCTIONS TO COMPLETE CHECKLIST
	Purchasing Checklist and Bid Summary Form
Attach completed workbook to a PO or PRC in the Oracle Financials System.
				Purchasing Checklist Attachment Guide 
	*DARK GREY FIELDS ARE SYSTEM POPULATED OR AUTO-CALCULATED*
	RED & YELLOW FIELDS ARE REQUIRED
Jesse Posset: Red and Yellow fields are both required.  Red fields are indiivual requirements with no example text. Yellow fields are multi selection fields, or those with an exmpale explanation. 


			Purchase Order (PO) or Procurement Card Verification Report (PRC) Number				PO/PRC NUMBER
Jesse Posset: Ex. 123456 or PRC214563


			Form Date (Auto Created)				1/24/23 14:24

			PO/PRC Total (USD)				Total of PO/PRC being submitted
Jesse Posset: Only entered on first submission. Field will auto calculate when change order section ( C ) is updated. For changes, this total will add field (G:H13+B45).



			Prior Approved Amount				Autofilled total from previous checklist (Change Orders Only)
Jesse Posset: Field will be updated after change order button clicked. Auto filled from checklist (0) to reflect already approved PO amount.  Section not required for PRC and will be hidden on original checklist. 


			Federal Government Funds? 
			       If yes, is it an individual federally funded asset costing ≥$100,000 USD?
				If yes, download and complete an Equipment Screening Report			Download Equipment Screening Report


			Does the purchase require a signed agreement?
			      If yes, which office executed and/or retained the contract?
				If 'Other', who signed contract?

			Which year of contract is this purchase for?				Current Contract Year
Jesse Posset: Enter which year of a multi-year contract in G25, and how many years the contact is in H25. If it is the second year of a contract or higher, please list last PO issued. 	Total Contract Years
			Ex. Year 2 of 5 year contract				2	4
					If not first year, Original PO:
	A. Description of Goods and/or Services






	B. Competitive Quotations/Proposals (Original Bid ONLY)
Jesse Posset: B.Competitive Quotations/Proposals: 

Section auto filled from checklist (0).  Section locked after initial submission and should NOT be altered based on initial supplier selection.

List a minimum of two competitive quotations/proposals solicited and received, including the awarded supplier/consultant. When initially planning an acquisition, multiple suppliers are generally considered. They may not be disqualified until the end of an investigative phase to identify whether there are multiple acceptable sources. Even when suppliers are eliminated because of capabilities, it should be documented that they were contacted and considered. If the total price has been discounted, show the discount terms so that the original or list price can be determined. Attach copies of quotes/proposals received to the Purchasing Checklist and Bid Summary Form. 


	
Jesse Posset: Red and Yellow fields are both required.  Red fields are indiivual requirements with no example text. Yellow fields are multi selection fields, or those with an exmpale explanation. 
	List a minimum of two competitive quotations/proposals solicited and received, including the awarded supplier/consultant. Use the left column to indicate the supplier chosen.  (This section should never deviate from the original bids if a change order is being submitted.) 

	Mark "x" if selected	Supplier Name		Business Classification (1)
Jesse Posset: Select classification of business 
	Business Classification (2)	Business Classification (3)	Minority	Total Bid Price
		NAME OF SUPPLIER		Small Business	Small Disadvantaged Business	Veteran Owned Business	African American
Jesse Posset: If supplier is a minority,  select from the list
	AMOUNT OF BID


	Notes:
		If Small & Disadvantaged Business solicited and not chosen, or not solicited, explain why not: 
	C.  Purchase Order Change (All changes for this submitted PO)
	REQUIRED for all monetary increases to a purchase order. List any increases to the PO, and specifically which PO lines are increasing in amount compared to previous PO version. This should contain only the amount being added.
Jesse Posset: C. Purchase Order Change

Enter the amount of the specific changes to the lines of the PO individually, which line, and the amount .  The total calculated in (B45) will add to the amount of the PO in (G:H11) 

	PO Line /Description	Amount To Be Added	Reason For Addition *(Required)*
	Line Number	Amount added, matching PO currency	Detail the reason why additional funds are being added to this PO


	TOTALS (Auto-calculated)	0
	Notes

	D. Selection Criteria
	Select the criteria used to choose the awarded supplier/consultant:
	Mark "x" if selected	Criteria
	X	Supplier was the low bidder.
		Supplier provided the best evaluated responsible offer (other than low bidder) - provide evaluation criteria *
		Supplier establishes or maintains an essential engineering, research, or development capability (single source) *
		Compatibility with other components of a system already in operation - identify existing items (single source) *
		Only supplier that meets pre-established performance characteristics - provide listing (single source) *
		Supplier specifically identified within award documentation - provide verification (single source) *
		Supplier/consultant is the only manufacturer/provider of this good or service (sole source) *
		Other: * 
	* Requires explanation (attach any supporting documentation):




	E. Price/Cost Analysis Criteria 			Assistance in determining "Price Reasonableness"
	Select the criteria used for the Price/Cost Analysis:
	Mark "x" if selected	Criteria
			
Jesse Posset: E. Price/Cost Analysis Criteria: Every transaction  using this form  must have  a price reasonableness determination performed and documented. 
 
* Adequate Price Competition – At least two of three or more bids are adequate and acceptable, and the pricing is within a competitive range (2% to 10% depending upon the commodity or service). This can be used to determine price reasonableness for low bid and best evaluated responsible offer source selections. Copies of the supplier’s written quotes or proposals are required whenever the order is  $10,000. Up to $10,000, oral quotes or proposals may be accepted, but must be documented in notes or memos (contact name, phone number, and details of the quote or proposal) and provided with the checklist package. 
 
* Catalog/Market Pricing – must be a current catalog or website accessible by the general public. Documentation should consist of a copy of the catalog or website page that contains the product and price. 
 
* Comparison to In-house Estimate – If an in-house expert (engineer, researcher, developer, etc.) has created a breakdown of estimated cost prior to the issuance of a request for pricing, it can be used to compare the proposed supplier price for reasonableness, as long as any major differences can be explained. 
 
*Comparable Customer’s Invoice – If the supplier/provider is willing to provide a recent invoice for the same or similar items/services sold to another educational or research institution, it can be used to make a comparison. 
 
*Comparable to Price Sold to Federal Government – If it can be documented that the supplier has recently sold the same or substantially similar items/services to the government for the same or nearly the same price. Documentation can be a copy of an invoice or a purchase order or a copy of contractor Internet price list page   (example, contractor’s Government or GSA price list). 
 
* Historical Pricing – can be used if purchase was made within the last twelve months, and the previous buy is referenced by PO# or Purchasing Card transaction date. However, the previous buy must have had an adequate and acceptable “determination of price reasonableness” analysis performed. 
 
* Identification in a Customer’s Award – Under federally funded grant or cooperative agreement awards, if the award references a proposal that a) specifically identified the manufacturer, model and the price (only if a supplier quotation accompanied the proposal), or b) identified a specific person with an hourly rate for fixed price for that person, then the contracting officer has accepted that price as being deemed reasonable by the proposer and nothing else needs be done as long as the final price does not exceed the budgeted line item. 
 
* Comparison to Similar Items – Similar items or services can be compared to the requirement in order to determine price reasonableness. Item differences must be recorded to explain pricing variances. 
				
Jesse Posset: If supplier is a minority,  select from the list
	
Jesse Posset: C. Purchase Order Change

Enter the amount of the specific changes to the lines of the PO individually, which line, and the amount .  The total calculated in (B45) will add to the amount of the PO in (G:H11) 
						
Jesse Posset: Ex. 123456 or PRC214563
	
Jesse Posset: Only entered on first submission. Field will auto calculate when change order section ( C ) is updated. For changes, this total will add field (G:H13+B45).

	
Jesse Posset: Field will be updated after change order button clicked. Auto filled from checklist (0) to reflect already approved PO amount.  Section not required for PRC and will be hidden on original checklist. 
	Adequate price competition (Use only if competitive bid was done)
		Catalog/market pricing *
		Comparison to in-house estimate *
		Comparable customer's invoice *
		Comparable to price sold to federal government *
		Award specifically identifies item/person and price (provide identifying page from award) *
		Historical price (provide previous PO number) *			PO Number:
		Comparison to similar items: *
		Other*
	* Requires explanation/summary of analysis (attach any supporting documentation):





	F. Project Budget Impact (For orders over $1 Million Dollars USD Only)
	Project Number    (CDFD Only)	Project Name (CDFD Only)	Approved Budget
Jesse Posset: Approved Budget

List total amount approved budget amount for purchase order being submitted. 
				
Jesse Posset: All purchases that require a signature between buyer and supplier must and can only be signed by individuals with approved signatory authority. For guidance, please reference section 7.2 of the Procurement Manual.
	Approved Amount Previously Committed
Jesse Posset: Approved Amount Previously Committed

This section is completed for change order submissions. This should match the total amount already approved prior to the current submission. 

		
Jesse Posset: D. Selection Criteria: The rationale for selecting a particular source most often has to be explained. The checklist has several acceptable reasons for choosing asource. 
 
*Low Bidder - If a competition was established, and at least two comparable and acceptable bids were received (rate quotations must be obtained if greater than the micro-purchase threshold), and the low bidder was selected. 
 
*Best Evaluated Responsible Offer – Multiple suppliers provided bids/offers, but one was evaluated to be better than the rest, and it was not the low bidder. Evaluation criteria are generally established prior to putting the requirement out to bid. Provide copies of quotations along with a copy of the evaluation criteria. 
 
*Establish or Maintain a Capability – a single source among several was chosen due to its specialized capabilities related to research, engineering or development that the university wishes to support. A statement must be made as to acceptable reason(s) the source was chosen. 

*Compatibility – replacement or additional components of an existing system, or additional systems matching existing systems. A statement must be made as to the identification of the existing system(s) and its location(s). 
 
*Pre-established Performance Characteristics – Competitive suppliers are competing based upon documented specifications or Statements of Work and the supplier was chosen, not based on price, but on best compliance with the performance characteristics. Documentation supporting the choice must be provided. 
 
*Award Identification – Supplier/Provider or Product was specifically identified and budgeted for within the customer award. Provide a copy of the award page identifying the Supplier/Provider or Product, and a page showing the customer’s accepted budget for the same. 
 
*Sole Source - means that the supplier or provider is the only source that can provide that product of service. A statement must be made as to why the supplier/provider is the only source that can deliver (unique product/service, supplier holds unlicensed patent, etc.), and what efforts were made to seek out other sources (identify what other companies were contacted). 
	Amount to be Committed in this Request
Jesse Posset: Amount to be Committed in this Request

Amount being added new to this purchase order.
	
Jesse Posset: A. Description of Goods and Services

Describe the goods or service in enough detail so that an auditor, who may know nothing about what you’re procuring, can have an idea of what is being acquired (product name, model number, accessories, etc.; service type and enough specifics to define the Statement of Work). References to attachments are acceptable, but attach copies of any documents referenced. 

Section will be auto filled from Checklist (0) but still open to edit.					Forecasted Expenses on the Project                (If applicable)	Total Committed  (approved and pending)          (Column D+E+F)
Jesse Posset: Total Committed

This section will calculate the total of the amount already approved in prior PO submission, the amount in the current submission, and any forcasted expenses.
	
Jesse Posset: Enter which year of a multi-year contract in G25, and how many years the contact is in H25. If it is the second year of a contract or higher, please list last PO issued. 	Budget Variance (Column C-G)
Jesse Posset: Budget Variance

Total variance between approved budget and dedicated funds approved and requested.

							0	0
							0	0
							0	0

	TOTALS (Auto-calculated)		0	0	0	0	0	0
	Notes:

	G. ≥$150,000 USD: Additional Threshold Requirements
Jesse Posset: G. Additional Threshold Requirements: 

For purchases $150,000 and above there are additional requirements for Contract Cost and Price Analysis, as well as Small Business/Diversity Considerations. Purchase $650,000 or greater using federal funds may require a Small Business Subcontracting Plan. Purchases $700,000 or greater using federal funds may require a Certificate of Current Cost or Pricing. 

	≥$150,000 USD: Contract Cost and Price Analysis must be performed and documented on all procurement actions where federal funds are ≥150,000 USD including contract modifications. Independent estimates must be created prior to receiving bids or proposals.
	See Buyer Action Matrix for more information
	Small Business/Diversity Consideration 
	If federal funds are 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 consideration is strongly encouraged by the university regardless of the fund source(s).


	Were any of the following types of small businesses solicited (mark all that apply):
	Mark "x" if selected	Small Business Type
		HUBZone
		Veteran-Owned
		Alaskan Native Corp Owned
		Small Business Concern
		Service Disabled Veteran Owned
		HBCU/MI
		Disadvantaged Minority:
			Black American
			Asian American
			Women Owned
			Hispanic American
			Native American
	If solicited and not chosen, or not solicited, explain why not:



	≥$650,000 USD Federal Funds
	Is Small Business Sub-contracting Plan required?
	      If yes, was it obtained, approved, and incorporated into the PO?

	≥$700,000 USD Federal Funds
	Is Certificate of Current Cost or Pricing required?
	      If yes, was it obtained?




	Name of person submitting this document				Department Name


	Phone Number				Date

						Updated by Procurement Services: 03.30.2020

















































































































































https://www.cmu.edu/finance/forms/files/equip_screen_rep.pdfhttps://www.cmu.edu/finance/forms/files/Buyer_Actions_Matrix.pdfhttps://www.cmu.edu/finance/forms/files/price-reasonableness.pdfhttps://www.cmu.edu/finance/training/catalog/guides/files/po_attachments_quick_guide.pdf
New PO.PRC or Change Order
	Purchasing Checklist and Bid Summary Form
Scan and attach completed form to a PO or PRC in the Oracle Financials System.


	Form Purpose: To comply with University Purchasing Policy and Federal Acquisition Regulation (FAR), completion of this form is required for all purchasing card and purchase order (PO) transactions between $5,001 and $149,999.99 USD with a non-preferred supplier. All purchases $150,000 USD and above, regardless of the source of funds or type of supplier utilized, require completion of this form.

This form must be submitted via the document attachment functionality in Oracle, prior to PO approval submission or scanned and attached to the purchasing card verification report (PRC). POs or PRCs without a completed required Purchasing Checklist and Bid Summary Form attached will be rejected during the approval process and sent back for reprocessing.
		Purchasing Checklist and Bid Summary For New PO/PRC



							ERROR:#REF!


		Change Order For Already Approved PO
























































Change Order (PO Only) 
(Click Here)
*Must use with checklist prior to change order*
New Purchase Order/PRC
(Click Here)
Instructions

Checklist (0)

	Purchasing Checklist and Bid Summary Form
Attach completed workbook to a PO or PRC in the Oracle Financials System.
	CONFIDENTIAL – INTERNAL USE ONLY
	*DARK GREY FIELDS ARE SYSTEM POPULATED OR AUTO-CALCULATED*
	RED & YELLOW FIELDS ARE REQUIRED

			Purchase Order (PO) or Procurement Card Verification Report (PRC) Number

			Form Date (Auto Created)				1/24/23 14:24

			PO/PRC Total (Currency)	USD

			Prior Approved Amount
			 
			Federal Government Funds? 
			       If yes, is it an individual federally funded asset costing ≥$100,000 USD?
				If yes, download and complete an Equipment Screening Report			Download Equipment Screening Report


			Does the purchase require a signed agreement?
			      If yes, which office executed and/or retained the contract?
				If 'Other', who signed contract?

			Which year of contract is this purchase for?*				Current Contract Year	Total Contract Years
			Ex. Year 2 of 5 year contract
					If not first year, Original PO:
	A. Description of Goods and/or Services			*If contract year is 2 or greater & ORIGINAL PO is PROVIDED, sections B - E DO NOT need to be completed
	EXAMPLE: This purchase is for the payment for 2022 to VENDOR(X), and who will be supplying a specific service or specific good, because of a business need of the university. 




	B. Competitive Quotations/Proposals (Original Bid ONLY)
	List a minimum of two competitive quotations/proposals solicited and received, including the awarded supplier/consultant. Use the left column to indicate the supplier chosen.  In subsequent fields, identify all business classifications of the supplier, as well as if the supplier is minority owned. (This section should never deviate from the original bids if a change order is being submitted.) 

	Mark "x" if selected	Supplier Name		Business Classification (1)	Business Classification (2)	Business Classification (3)	Minority Owned	Total Bid Price



	Notes:
		If Small & Disadvantaged Business solicited and not chosen, or not solicited, explain why not: 

	C.  Purchase Order Change (All changes for this submitted PO)
	List any increases to the PO, and specifically which PO lines are increasing in amount compared to previous PO version. This should contain only the amount being added.
	PO Line /Description	Amount To Be Added	Reason For Addition (Required)








	TOTALS (Auto-calculated)	0.00
	Notes

	D. Selection Criteria
	Select the criteria used to choose the awarded supplier/consultant:
	Mark "x" if selected	Criteria
		Supplier was the low bidder.
		Supplier provided the best evaluated responsible offer (other than low bidder) - provide evaluation criteria *
		Supplier establishes or maintains an essential engineering, research, or development capability (single source) *
		Compatibility with other components of a system already in operation - identify existing items (single source) *
		Only supplier that meets pre-established performance characteristics - provide listing (single source) *
		Supplier specifically identified within award documentation - provide verification (single source) *
		Supplier/consultant is the only manufacturer/provider of this good or service (sole source) *
		Other: * 
	* Requires explanation:




	E. Price/Cost Analysis Criteria 			Assistance in determining "Price Reasonableness"
	Select the criteria used for the Price/Cost Analysis:
	Mark "x" if selected	Criteria
		Adequate price competition (Use only if competitive bid was done)
		Catalog/market pricing *
		Comparison to in-house estimate *
		Comparable customer's invoice *
		Comparable to price sold to federal government *
		Award specifically identifies item/person and price (provide identifying page from award) *
		Historical price (provide previous PO number) *			PO Number:
		Comparison to similar items: *
		Other*
	* Requires explanation/summary of analysis :




	F. Budget Impact (For orders over $1 Million Dollars USD Only)
	Project Number    (CDFD Only)	Project Name (CDFD Only)	Approved Budget (C)	Approved Amount Previously Committed (D) 	Amount to be Committed in this Request (E)	Forecasted Expenses on the Project (F)                (If applicable)	Total Committed (G)  (approved and pending)          (Column D+E+F)	Budget Variance (Column C-G)	 
							0	0
							0	0
							0	0

	TOTALS (Auto-calculated)		0	0	0	0	0	0
	Notes:

	G. Federal Funding Requirement: ≥$150,000 USD: Additional Threshold Requirements
	≥$150,000 USD: Contract Cost and Price Analysis must be performed and documented on all procurement actions where federal funds are ≥150,000 USD including contract modifications. Independent estimates must be created prior to receiving bids or proposals.
	See Buyer Action Matrix for more information
	Small Business/Diversity Consideration Ensure supplier classifications are completed in section B
	If federal funds are used and the order is over $150,000 USD, (Carnegie Mellon has a more restrictive) FAR Part 19.702 requires that certain types of small businesses listed in section B shall have the maximum practicable opportunity to participate in contract performance consistent with its efficient performance. This consideration is strongly encouraged by the university regardless of the fund source(s).




	≥$650,000 USD Federal Funds
	Is Small Business Sub-contracting Plan required?
	      If yes, was it obtained, approved, and incorporated into the PO?

	≥$700,000 USD Federal Funds
	Is Certificate of Current Cost or Pricing required?
	      If yes, was it obtained?



	Name of person submitting this document				Department Name


	Phone Number				Date

						Updated by Procurement Services: 11.17.2022











































































































































https://www.cmu.edu/finance/forms/files/equip_screen_rep.pdfhttps://www.cmu.edu/finance/forms/files/Buyer_Actions_Matrix.pdfhttps://www.cmu.edu/finance/forms/files/price-reasonableness.pdf
image1.jpeg

