ITS Procurement Process Check List
☐ Download and receive procurement process documents
☐ Review and complete initial procurement worksheets before asking for a vendor price quote
· Worksheets
· 105 Specifications
· Read through worksheet – The specifications are for a three-year period, to end when Tennessee’s participating addendum extension ends, 9/20/2026.
· Complete Grantee, Completed by, and Date Completed fields.
· 110 Necessity Determination
· Read through worksheet
· Complete Grantee, Completed by, and Date Completed fields.
· Current Need Rational – complete/replace the noted yellow highlighted sections with grantee personalization,
· Agency
· Current Software
· Year
· Agency
· Include attachment 110A – Concurrence from FTA of Advance Payment
· 115 Independent Estimate
· Read through worksheet
· Complete Grantee, Completed by, and Date Completed fields.
· Read through the 115A attachment on price estimate determination
· Use 115B Independent Estimate calculation worksheet for determining total estimate amount (uses result of price estimate determination paper).  Include result of price estimate in package.
· Prior to getting quotes from statewide contract vendors, take estimate from worksheet and enter that amount in place of the yellow highlighted sections, Pre-Solicitation Independent Estimate and Price Estimate table
· Include attachment and worksheet result in 115 documentation.
· 120 Procurement Selection and Record Keeping
· Read through worksheet
· Complete Grantee, Completed by, and Date Completed fields.
· Complete grantee thresholds table with grantee’s policy thresholds.
· Micro purchase
· Small purchase
· Formal purchase
· Complete the Pre-Solicitation Independent Estimate field from results of worksheet 115

☐ Send initial worksheet documents (105, 110, 115, 120 with attachments) to TDOT, including the ICE worksheet to show the initial estimate is documented prior to receiving quotes from vendors.
☐ Receive TDOT confirmation of receipt of ICE and initial procurement worksheets.
☐ Start discussions with vendors for needed configuration and price quote.
☐ Make vendor selection.
☐ Complete remaining worksheets with vendor selection and price quotes
· Worksheets
· 050 Clause and Certification Check List
· Read through check list
· Complete Grantee, Completed by, and Date Completed fields.
· 315 Requirements Prohibitions Analysis
· Read through the worksheet – Normally, this worksheet is used to check an agency’s procurement solicitation documents for any provisions that unduly restrict competition.  In the case of a statewide contract, the analysis is to be completed in consideration of the statewide contract procurement.  TDOT reviewed the Utah NASPO statewide contract procurement and did not find any issues with the procurement unduly restricting competition and completed this 315 worksheet based on that review.
· Complete Grantee, Completed by, and Date Completed fields.
· 350 Responsible Determination
· Read through worksheet
· Complete Grantee, Completed by, and Date Completed fields.
· In Part 2
· Page 6 – Discussion or description of any attached documents
· Include attachments A, B, C, D, & E (SAM search for selected vendor)
· Attachment E on worksheet – enter selected vendor (replace yellow highlighted sections)
· Attach selected vendor’s SAM.gov search document
· 370 Price/Cost Analysis
· Read through worksheet
· Complete Grantee, Completed by, and Date Completed fields.
· Enter Price Analysis section elements
· Selected Offer Amount – Enter quote amount with options, if any, from the selected vendor
· Pre-Solicitation Independent Estimate – Enter amount from worksheet 115
· Offer Amount to Independent Estimate Variance $ - Calculate the difference between the two previous amounts and enter that dollar amount here.
· Offer Amount to Independent Estimate Variance % - Divide the previous amount by the Independent Estimate to get the variance percentage of the final quote to the independent estimate.
· Explanation of Variance – TDOT will work with the grantees on a discussion regarding any variances.
· 200j Statewide Contract
· Read through worksheet
· Complete Grantee, Completed by, and Date Completed fields.
☐ Create draft purchase order
· Attach state clauses
· Attach federal clauses
· Attach federal certifications (3)

☐ Send draft Purchase order showing the actual purchase amount with attachments and all listed procurement documents (315, 350, 370, 200j, 050) to TDOT for review.
☐ Receive TDOT letter to proceed with award.
· Do not issue purchase order to vendor until letter to proceed with award from TDOT.
☐ Get 3 executed certifications from SHI before issuing purchase order 
· Certification Documents
· 02_ITSTripSoftwareProc_XXcert_Anti-Lobbying Certification.pdf 
· 02_ITSTripSoftwareProc_XXcert_Buy America.pdf
· 02_ITSTripSoftwareProc_XXcert_FedTaxLiability_RecentFelonyConvictionsCert.docx
· Return copies of executed certifications to TDOT
☐ Issue purchase order with attachments to vendor (SHI)
☐ Report to TDOT the list of your team members that will monitor the system implementation
☐ Receive TDOT 5339 contract

