ENTER THE PROCUREMENT NAME AND RFP# CHECKLIST

	Task
	Yes/No
	Notes

	Proposer Name:
	
	

	Received on time (Enter Due Date and time or before) If late do not open.
	
	

	Separate Sealed Envelope accordingly 
REQUEST FOR PROPOSAL #:	Enter RFP Number
PROPOSAL DUE: Enter Due Date
BUYER: Enter name stated in RFP
Enter Buyer‘s Title 
Enter Agency
Enter Address
              Enter City, State and Zip
	
	

	Original Proposal
· Title Page 5.1.1
· Table of Content 5.1.2
· Executive Summary 5.1.3
· Understanding of Project 5.1.4
· Objectives 5.1.5
· Work Plan 5.1.6
· Deliverables 5.1.7
· Schedule 5.1.8
· Staff Planning 5.1.9
· Agency Involvement 5.1.10
· Quality Management Plan 5.1.11
· Corporate Qualifications 5.1.12
· Relevant Project Experience 5.1.13
· Federal Certifications and Clauses 5.1.14
· Other (list out in bullets in this section pertaining to RFP)
	
	

	Cost Proposal (Separate sealed envelope and labeled “Cost Proposal” Section 5.2) Do not review at proposal opening.
	
	

	· Cost Proposal includes statement that attests to perform work described for price being offered. 6.0 Check at stage in evaluation to review proposal.
· Cost Summary 5.2
	
	

	Federal Certifications Included and Signed 
Section 1.10, 5.1.14
	
	

	Signed in Ink by legally authorized 
Section 1.5. 5.1.1
	
	

	Title Page
Project Title                                    
· Project Title
· RFP Number
· Submission Date
· Name and title of submitter
· Authorized signature
· Company logo (if applicable)
· Company Name
· Address
· City, state, and zip code
· Telephone number
· E-mail address
	
	

	Table of Contents
· Reference page of sections and subsections.
· All pages must be numbered
	
	

	Executive Summary
· 1 -2 pages summary of proposal
· Identify any requirements that cannot be met.
· Essence of proposal by reading
· Proprietary information identified and justification
	
	



Reviewers: _________________________________________________________________________________________

Intent: To determine if the procurement packet was complete.

Instructions:

Prior to Opening
1. Update the header with the procurement name and RFP #.
2. Update the received date and time information specific to the procurement.
3. Update the submission requirements specific to the procurement.
4. Update Original Proposal with headings and locations specific to the procurement for reference to complete this form.
5. Update the remaining lines per the submission requirement of the procurement.
6. Add or delete additional lines per the requirements of the procurement, if necessary.
7. List the required federal certification in the ( ).
8. Remove the “Sample” watermark.
9. Do not save over the template.

During Opening
1. A separate form will be used for each proposer.
2. This form must be completed on all packets received. If a packet is late the form would only be completed up to the “Received On Time” line.
3. Use Form to document proposers and a brief (information in blue font) review of completeness.
4. The initial review will determine the proposals to move to the evaluation process. If the packet is determined to be incomplete with the initial review or late it will not proceed to the evaluation process. This status is documented using this form and is saved in the evaluation section of the procurement file.

After Opening 
1. Designated staff (usually the lead) will conduct the next step of the completeness review.
2. Review the packet for the remaining tasks\items in black font to determine completeness.  The black font completeness review will have to be conducted prior to each team member completing the evaluation form since there is a category to evaluate regarding completeness. 
3. Designated staff will share the completed completeness form with the evaluation team, to review and determine their evaluation rating.
4. Keep completed form in the procurement file under evaluation.
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