Solicitation Checklist
1. SOLICITATION NUMBER:_________________________

2. CONTACT PERSON:______________________________

3. CONTRACTING OFFICER_________________________

4. DUE DATE & TIME:_______________________________
5. DUE WHERE?____________________________________
6. PROPOSAL/BID FORMATS ALLOWED: electronic, hard copy, fax, other?
7. NUMBER OF COPIES REQUIRED?

8. PRE-BID MEETING OR SITE VISIT __Y N__

DATE, TIME and LOCATION: _______________________________________

__________________________________________________________________

9. TYPE OF SOLICITATION:______________________

10. TYPE OF CONTRACT:_________________________

11. PROJECT SIZE/PRICE RANGE:_______________________________

12. SET-ASIDE___________________________________
13. NAICS CODE_________________________________

14. SIZE STANDARD______________________________

15. MINIMUM PERCENTAGE TO BE DONE BY PRIME_____________%

16. PROJECT BEGINS_____________________________

17. PROJECT MUST BE COMPLETED BY_______________

18. TIME FOR ACCEPTANCE:______________________

19. OFFER GUARANTEE/BID BOND?________________

20. PERFORMANCE BONDING?_____________________

21. OTHER BONDING/INSURANCE______________________________

22. IMPORTANT CONTRACT CLAUSES:

a. ___________________

b. ___________________

c. ___________________

d. ___________________

e. ___________________

f. ___________________

23. EVALUATION FACTORS (with weighting)

a. ________________________________________

b. ________________________________________

c. ________________________________________

d. ________________________________________

