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Office of Contract Administration/Purchasing
Term Contract Proposals

Baseline for Evaluating Bids  

	

	 FORMCHECKBOX 

	Review terms and conditions of the contract

	
	 FORMCHECKBOX 
   Contract term 
 FORMCHECKBOX 
   Contract extension (maximum number of years)
 FORMCHECKBOX 
   Subcontracting goals
 FORMCHECKBOX 
   MCO, HCAO, Prevailing Wage requirements
 FORMCHECKBOX 
   Bidder’s Qualifications/Contractor’s Requirements
       -years of experience, special licenses, permits, etc.
 FORMCHECKBOX 
   Department’s responsibilities
 FORMCHECKBOX 
   Insurance requirements, limits of liability 
 FORMCHECKBOX 
   Samples required
 FORMCHECKBOX 
   Alternates allowed
 FORMCHECKBOX 
   Price adjustment (reminder for reviewer)
 FORMCHECKBOX 
   Bid evaluation language
 FORMCHECKBOX 
   Award language, award in the aggregate or by line item  
 FORMCHECKBOX 
   Performance bond, 100% of the contract value
 FORMCHECKBOX 
   Labor and materials bond, 100% of the contract value 
 FORMCHECKBOX 
   Fidelity bond
 FORMCHECKBOX 
   Other bonding requirements, i.e., professional liability, pollution, etc.
 FORMCHECKBOX 
   Sweatfree requirements, if applicable
 FORMCHECKBOX 
   Prop J, CSC or Board of Supervisors approval required
 FORMCHECKBOX 
   bid submittal instructions

	 FORMCHECKBOX 

	Bid Tabulation

	
	 FORMCHECKBOX 
   spot check calculations 
 FORMCHECKBOX 
   HRC LBE 10% preference applied
 FORMCHECKBOX 
   1.25% Sales Tax Preference applied (commodities only)
 FORMCHECKBOX 
   Payment discount applied
 FORMCHECKBOX 
   Buyer/Supervisor approval 
 FORMCHECKBOX 
   end user/department review and approval of the award 

	 FORMCHECKBOX 

	Log summary should include the following, i.e.,

	
	 FORMCHECKBOX 
   Estimated contract value 
 FORMCHECKBOX 
   Summary of the evaluation; protest, non-responsive bidders, etc.

	 FORMCHECKBOX 

	Docs to include with bid folder 
 FORMCHECKBOX 
   9560 Screen for each bidder
 FORMCHECKBOX 
   Prop J, Civil Service Commission, or Board of Supervisor’s approvals, if applicable
 FORMCHECKBOX 
   Subcontracting goals approved by HRC, if applicable
 FORMCHECKBOX 
   Waivers, if applicable

	 FORMCHECKBOX 

	Additional checks 

	
	 FORMCHECKBOX 
   Vendor’s name and address are the same in ADPICS and on the bid 
 FORMCHECKBOX 
   Federal IDs are the same in ADPICS and documentation from the vendor 
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