AC 3270-S (Effective 4/12)

	OSC USE ONLY

Procurement Record ID:
	


OFFICE OF THE STATE COMPTROLLER
COMPETITIVE GRANTS

PROCUREMENT RECORD CHECKLIST

	BACKGROUND INFORMATION

	Agency Contact Person:

     
	Phone:

     
	Email:

     

	Business Unit / Department ID:           /         

	Agency Name:       

	Program Name:       

	Eligible Applicants:
Not-for-Profits

For-Profits

Municipalities

Other
	Yes   FORMCHECKBOX 
     No  FORMCHECKBOX 

Yes   FORMCHECKBOX 
     No  FORMCHECKBOX 

Yes   FORMCHECKBOX 
     No  FORMCHECKBOX 

Yes   FORMCHECKBOX 
     No  FORMCHECKBOX 

	OSC Reporting Code 

(Completed by OSC):

	Contract Term/Length:       

	Earliest Contract Begin Date:       
	Number of Contract Awards:       

	Latest Contract Expire Date:       
	Total Amount of Funding:       

	DOCUMENTATION

	Check:
	Statute:
	Comments:

	 FORMCHECKBOX 

	1. Enacting Legislation 
	     

	 FORMCHECKBOX 

	2. Appropriation
	     

	
	Solicitation:
	

	 FORMCHECKBOX 

 FORMCHECKBOX 

	3. NYS Contract Reporter/
State Register Advertisement; or
4. Substantial Compliance Justification 
	     

	 FORMCHECKBOX 

	5. Solicitation List
	     

	 FORMCHECKBOX 

	6. Bidder/Applicant List
	     

	 FORMCHECKBOX 

 FORMCHECKBOX 

	7. Request for Proposal (RFP), or

8. Request for Application (RFA)
	     

	 FORMCHECKBOX 

	9. List of Bidder Conference Attendees 
	     

	 FORMCHECKBOX 

	10. Questions and Answers 
	     

	 FORMCHECKBOX 

	11. Letters of Intent 
	     

	 FORMCHECKBOX 

	12. Evaluation Instrument 
	     

	 FORMCHECKBOX 

	13. Applicant/Awardee List 
	     

	 FORMCHECKBOX 

	14. Protest letters and resolution documentation 
	     

	
	Contract Documents:
	

	 FORMCHECKBOX 

	15. Boilerplate contract
	     

	Additional Comments

	     



Competitive Grants Procurement Record Checklist Instructions 
Use these instructions when completing the Grants Competitive Procurement Record Checklist.
BACKGROUND INFORMATION  
Complete this section of the Checklist by providing the following information: 
Agency Contact Person, Phone, E-mail:  The agency person who should be contacted with questions about the procurement, and how they can be reached. A phone number and email address must be included.

Business Unit/Department ID:  The 5 digit Business Unit and the 7 digit Department ID.
Agency Name:  The name of the agency.  

Program Name:  The name by which the procurement is known. 

Eligible Applicants:  Check all applicable applicants. 

OSC Reporting Code:  To be completed by OSC. 

Contract Term/Length:  Indicate the length of the contract term including renewals, e.g., one year, five years. 

Earliest Contract Begin Date and Latest Contract Expire Date:  Enter the start date (mm/dd/yyyy) and the end date (mm/dd/yyyy). For contracts with staggered start dates and end dates, indicate the earliest start date and the latest end date. 

Number of Contract Awards:  The number of contracts which will be issued as a result of this procurement. 

Total Amount of Funding:  The total dollar value of the contracts issued as a result of this procurement. 
DOCUMENTATION:  Verify that each of the following documents, where applicable, has been submitted and check the boxes accordingly.  If the requested document is not applicable, enter N/A in the comment field.  Where specific information is requested in these instructions, use the Comments field to either: (i) provide required information, or (ii) reference where in the document(s) the required information can be found.  

	1.
	Enacting Legislation:  Submit a copy of the relevant law enacting the program and/or procurement, if applicable.  Only the section pertinent to the specific program should be submitted.

	2.
	Appropriation:  A copy of the appropriation of funds for the procurement must be submitted.

	3-4.
	NYS Contract Reporter/State Register Advertisement or Substantial Compliance Justification:  If the procurement was published in the NYS Contract Reporter and/or the State Register, submit a copy of the advertisement. If the procurement was not advertised, submit a justification that documents “substantial compliance” in accordance with Section 145 of Economic Development Law.

	5.
	Solicitation List:  Submit a list of all organizations to whom the RFP or RFA was mailed.  For extremely large  lists just submit a list that categorizes eligible applicants with corresponding numbers, e.g. District attorneys 1056, Counties 62, HIV Service Providers 250, Home Health Service Providers 540.  OSC reserves the right to request the solicitation list.

	6.
	Bidder/applicant List:  Submit a list of all proposals/applications that were received.  In the comments field, indicate if any proposals/applications were returned unopened for being submitted after the due date.  If there is a “must be received by due date,” provide a statement in the comments field which confirms that all applications/bids reviewed were received prior to the date.

	7-8.
	Request for Proposals (RFP) or Request for Application (RFA):  A copy of the RFP or RFA must be submitted, which must include Statement of Program Purpose/Objective, Mandatory Eligibility Requirements, and Award Criteria, including any geographical considerations, if applicable

	9.
	List of Bidders Conference Attendees:  If a Bidders Conference was held and attendance was mandatory, a list of the attendees must be submitted.

	10.
	Questions and Answers:  If there were official questions and answers (information or clarification not originally distributed with the RFP/RFA) for the procurement, a copy must be submitted, and the method of dissemination of the official answers must be provided.

	11.
	Letters of Intent:  If mandatory Letters of Intent (applicants provide written notice of their intent to apply for funds) were required from applicants, copies of the letters must be submitted.

	12.
	Evaluation Instrument:  A blank copy of the evaluation instrument, instructions to the evaluator(s) and a list of pass/fail criteria, if applicable, must be submitted.  Explanation of the evaluation methodology/method of award must also be provided.  The document(s) and explanation must be consistent with the award criteria described in the RFP. Enter in the comments field the date that the evaluation instrument was finalized.

	13.
	Applicant/Award List:  Submit a list of applications/proposals received (both funded and non-funded) which shows: the rank ordered scores, the amount of funds requested, the funding amount awarded, contract numbers, and the specific contract term for each funded contract. Selection methodology must be consistent with the established evaluation methodology.  If exceptions were made to the evaluation methodology, for example, due to a vendor responsibility determination, document it in the comments field.  If funding is reduced from applicants’ requested amount, provide an explanation.

	14.
	Protest letters and resolution documentation:  Copies of documents related to any protests received must be submitted.  Otherwise, indicate “no protests received.”

	15.
	Boilerplate contract:  A copy of the boilerplate contract must be submitted.  The contract must include: Reporting Requirements, Right To Inspect/Audit Statement, Termination Clause, and agency guidelines regarding payments, including advances, and eligible reimbursement expenditures.

	Note:  Contracts resulting from the procurement must include in the program narrative or work plan measurable outcome(s) to determine completion/results and standards required of the provider. 
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