SUNY CONSTRUCTION PROCUREMENT RECORD CHECKLIST
	Agency/Div Code:      



Contract No.:      
Contract Amt.:      




Low Bid Amt.:      
No. of Bids:      




No. of Bids:  Over estimate:       Under estimate:      
No. of Bids Rejected/Withdrawn:     

Alternates:  No. Proposed:       No. Selected:      
Type of Contract:
Unit Price  FORMCHECKBOX 


Lump Sum  FORMCHECKBOX 


Cost Plus  FORMCHECKBOX 


	Award to Low Bidder

Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Bid Changes Affected Position
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

	Alternate Effect Position
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Informalities


Yes  FORMCHECKBOX 

No  FORMCHECKBOX 



	DOCUMENTATION IN ORDER:

	1.   FORMCHECKBOX 

Clean Batch Control List (BCL)

2.   FORMCHECKBOX 

Fully encumbered AC340

3.   FORMCHECKBOX 

SUNY Construction Procurement Record Checklist

	4.   FORMCHECKBOX 

One complete original contract agreement (with any additional signature pages required by campus)


 FORMCHECKBOX 
 Vendor signature and notary acknowledgement

 FORMCHECKBOX 
 Authorized campus signature


 FORMCHECKBOX 
 AG Approval





 FORMCHECKBOX 
 Campus insurance requirements


 FORMCHECKBOX 
 Hold Harmless Clause Page No.:      


 FORMCHECKBOX 
 Current Exhibit A


 FORMCHECKBOX 
 Retainage Clause Page No.:      



 FORMCHECKBOX 
 Termination Clause Page No.:      

 FORMCHECKBOX 
 Liquidated Damages $     




 FORMCHECKBOX 
 Contract Period Clause Page No.:      

 FORMCHECKBOX 
Bonus Clause $     




 FORMCHECKBOX 
 All other necessary clauses

	
 FORMCHECKBOX 
Original Bonds (if Wicks or over $200K)

	

Surety Name:     

	
	 FORMCHECKBOX 
 In Full Amount of Contract:     


 FORMCHECKBOX 
 Labor and Materials Bond

 FORMCHECKBOX 
 Performance Bond:     



 FORMCHECKBOX 
 Dated Same/After Agreement

 FORMCHECKBOX 
 Signed by Low Bidder and Notarized

 FORMCHECKBOX 
 Signed by Surety and Notarized

 FORMCHECKBOX 
 Power of Attorney – Surety



 FORMCHECKBOX 
 Financial Statement – Surety

 FORMCHECKBOX 
 Attorney General – Approval

	5.   FORMCHECKBOX 

Recommendation of Award

6.   FORMCHECKBOX 

Certified bid tabulation




Date of Bid Opening:      

	7.   FORMCHECKBOX 

Vendor Responsibility documentation

 FORMCHECKBOX 
 Profile and Certification

 FORMCHECKBOX 
 Vendor Questionnaire if over $100K

	8.   FORMCHECKBOX 

Lobby Law documentation

 FORMCHECKBOX 
Termination clause Page No.:      
 FORMCHECKBOX 
Vendor Disclosure, Certification and Affirmation

 FORMCHECKBOX 
Governmental Entity form

	9.   FORMCHECKBOX 

New York State Contract Reporter Advertisement

Date:      
10. FORMCHECKBOX 

Times Union Advertisement


                          Date:      
11. FORMCHECKBOX 

Advertisement in a local paper of general circulation

Date:      
12. FORMCHECKBOX 

Proof of solicitation of local contractors



No. Contacted:      
13. FORMCHECKBOX 

Engineer’s pre-bid cost estimate




Estimated Amt.:$      
14. FORMCHECKBOX 

Price justification if low bid is not within 15% of estimate or next lowest bidder

15. FORMCHECKBOX 

Less than 3 bids letter, if applicable

16. FORMCHECKBOX 

If site visit mandated, site visit sign-in sheets

17. FORMCHECKBOX 

Bid protests and campus response

18. FORMCHECKBOX 

Memo of Explanation for any rejected or withdrawn bids

19. FORMCHECKBOX 

Original bids, including any rejected bids

20. FORMCHECKBOX 

Mailing list

21. FORMCHECKBOX 

Project manual/Addenda/Specifications (Separate procurements if Wicks project)


 FORMCHECKBOX 
  Prevailing wage rates


OSC Use only:

	OSC Auditor:
	Date:

	Date Contract Rec’d at OSC:
	No. Days Letting to Rec’d:


