File Organization

Contract Documents

Comments

Contract No.: NI170000004

Tab 1

Amendments (w/ supporting documents) — Most recent
on top

Contract properly executed
Check box a, b c, or d below to reflect the contract

type.

a. [1 Competitively solicited contract
Solicitation Type:
Solicitation No.:

] Check if non-standard terms apply or long-
form contract

e Signed Offer Sheet

e Section 0300, Standard or Non-Standard Purchasing Terms
and Conditions

[] Check if non-standard terms apply

e  Section 0400, Supplemental Provisions

[] Check if N/A

e Section 0500, Specification / Scope of Work

[] Check if N/A

e Section 0600 Bid Sheet and/or Signed Successful
Bid/Proposal/Quote w/ subsequent clarifications

e Section 0605, Signed Local Business Presence, if applicable

[] Check if N/A

e Section 0700, Reference Sheet, as applicable

[] Check if N/A

e  Section 0800, Signed Non Discrimination Affidavit

] Check if N/A or incorporated by reference

e  Section 0805, Signed Non-Suspension & Debarment
(applicable for solicitations with amounts $25,000 or above)

] Check if N/A or incorporated by reference

e  Section 0810, Signed Non-Collusion — Conflict of Interest
(applicable for solicitations with amounts within City Council
limit)

[] Check if N/A or incorporated by reference

e Section 0815, Signed Living Wage — Contractor, If applicable
(if not applicable, provide reason in comments)

1 Check if N/A

e Section 0825, Signed Workplace Conditions, if applicable

1 Check if N/A

e  Section 0830, Prevailing Wage Contract Provision, including
00830BC or 00830HH

[] Check if N/A

e Section 0835, Signed Non-Resident Bidder

[] Check if N/A

e Section 0845, Signed Buy American, if applicable

[] Check if N/A

e Contractor's Offer/Response w/ subsequent clarifications,
negotiations and BAFOs

[] Check if N/A (Offer/Response represented in
above documents)

b. X Interlocal Agreements

e Properly Executed Contract

e All Interlocals no matter the amount must be approved by
City Council. (AE Exempt for administrative awards)

e  Signature authority is dependent on the RCA verbiage.

C. [] Cooperative Contracts

Properly Executed Contract

Copy of Cooperative contract

Price List(s) or link to website

Contract includes Cooperative Contract Number
Section 0800, Non-Discrimination Certification
Section 0805, Non-Suspension & Debarment

® o6 o o o o

d. O Exempt from Competition

Properly Executed Contract

Contractor’s Proposal/Quote

Section 0800, Non-Discrimination Certification
Section 0805, Non-Suspension

Certificate of Exemption or CBN Memo (AE only)
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3. CT and any subsequent modifications, if applicable

X Check if N/A

4. Section 0900 or 0900 NG/Signed Compliance
Plan/Utilization Plan, if applicable

X Check if N/A

5. Approved RCAs and RCA Approvals

] Check if N/A (administrative award)

6. System for Award Management (SAM) Search Results

X Check if N/A (under $25K) Interlocal

7. Form 1295, Certificate of Interested Parties

X Check if N/A (administrative award)

Tab 2

Insurance, Bonds and Licenses
No 1 on Top/Date Order (Most recent on top)

Comments

1. Insurance Requirements:
Select a or b, if option b selected, d is required

Xl a. Insurance not required, explain in Comments

[ b. Insurance Required

Final Insurance Coverage Type(s) as required for this contract:

[] General Lia [] Auto [] Workers Comp
[] Builder Risk or Installation

[] Garage Lia. [] Garage Keepers [] Prop. Lia.
[] Products Lia.

[] Excess / Umbrella Lia.

[J] Environmental Lia.

[] professional Lia

[] crime

[] Errors & Omissions Lia.

] Cyber Lia

[] Other Insurance, specify in Comments

e Waiver of Specific Coverage and / or Endorsements:
Explain in Comments and include reference to
supporting documentation such as risk memo /emails.

[ ]

[J d. A.M. Best Rated B+VII or better, printouts in file, if non-
rated include supporting documentation

Interlocal

2. [] Copies of Bonds, if applicable
(originals to Records Analyst)

3. [[] Copies of Licenses, if applicable

Tab 3

Pre-contract Documents
No 1 on Top

Comments

1. Bid Tab/Matrix

X Check if N/A

2. Bid log

X Check if N/A

3. Approved Goals Determination Memo

X Check if N/A

4. Grant, if applicable

X Check if N/A

Tab 4

Correspondence
(Most recent on top)

Comments

Examples may include:

e Memos, Emails, Multi-department budgets
Notifications and vendor letters
Department recommendation
BAFO response with no change to original offer
Meeting attendance sheets (pre-bid, pre-offer)
Evaluation Notes and Info
Contract Monitoring and Close Out
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