[bookmark: _GoBack]PROCUREMENT FILE CHECKLIST – ORDERS AGAINST MASTER CONTRACTS


[bookmark: Text1]Contractor Name:  											

Contract Title:													

[bookmark: Text3]IPB #:  							  Contract Number:  				

Agency Identifier:																													
IL Procurement Code (30 ILCS 500/20-155(b))
A procurement file shall be maintained for all contracts, regardless of the method of procurement. The procurement file shall contain the basis on which the award is made, all submitted bids and proposals, all evaluation materials, score sheets and all other documentation related to or prepared in conjunction with evaluation, negotiation, and the award process. The procurement file shall contain a written determination, signed by the chief procurement officer or State purchasing officer, setting forth the reasoning for the contract award decision. The procurement file shall not include trade secrets or other competitively sensitive, confidential, or proprietary information. The procurement file shall be open to public inspection within 7 business days following award of the contract.  


YES	N/A

|_|	|_| 	Copy of executed Basic Ordering Agreement (BOA), Purchase Order, or Contract (if over $250,000 per fiscal year must have three signatures)

|_|	|_| 	Copy of Late execution waiver 

|_|	|_| 	Copy of Late filing affidavit

|_|	|_| 	Completed CMS Led SPO Determination form (If over $10,000) 

|_|	|_| 	Other:   							


Include all other substantive documents and records of communication that pertain to the procurement and any resulting contract. 44 ILL. ADMIN. CODE §1.2080(c).
  


								
Agency Rep Printed Name and Title

								
Agency Rep Signature attesting that all information included

								
Date

State of Illinois CPO General Services			1
Procurement File Checklist – Orders Against Master Contracts
V.14.1														
