
CERTIFICATION of COMPLETED PROCUREMENT RECORD

Instructions: After ascertaining the statement’s accuracy and truthfulness, the agency’s procurement officer
(director or head of agency) must sign the Certification below to indicate that the agency has kept a complete
procurement record of all documents required by law. The checklist below is provided to ensure that the record
is complete, and must be filled out by the procurement officer or administrator. The checklist is comprised of every
item that is required by law for an invitation for bid (IFB) or a request for proposal (RFP), and therefore every
item, except as noted below, must be checked for the resulting contract to be considered legally sufficient. Please
assemble the procurement record in the order stated below and place it in a three-ring binder, with visible tabs
for each of the items below appearing in numerical order.

IFB/RFP No: ___________________ Contractor: ________________________________________________

G 1. Published notice in newspaper of general circulation

G 2. Procurement package (IFB or RFP) issued to bidders or offerors

G 3. Log of distribution of procurement package

G 4. Amendments to IFB or RFP, if any were issued

G 5. Logs of distribution of amendments to IFB or RFP, but only if amendments were
issued

G 6. Minutes or summary of pre-submission conferences, but only if conferences were
held

G 7. Logs of attendees of pre-submission conferences, but only if conferences were held

G 8. Written questions from bidders or offerors, but only if any questions were received

G 9. Written answers, but only if any questions were received

G 10. Proof that written answers were provided to all potential bidders or offerors, but
only if any questions were received

G 11. Log of bids or registry of proposals received

G 12. Each bid or proposal received

G 13. Evaluation of proposals or analysis of bids (bids are not required by law to be
analyzed, but may be)

G 14. Tabulation of evaluations or analysis (tabulations are not required by law but
recommended)

G 15. Letters to bidders concerning outcome of bid; for offerors, letters informing them
of ranking and letter to best qualified offeror inviting negotiations

G 16. Memorandum of evaluations and negotiations (only required for RFP’s)

G 17. Notice of intent to award

G 18. Any and all communications from or to anyone concerning any part of ITB or RFP

G 19. Contract, including all draft versions

G 20. Bid protests, if any, and responses thereto

G 21. Any determination required by law as may fit the circumstances

CERTIFICATION: Pursuant to 5 G.C.A. §5250, I hereby certify under penalty of perjury that I am
the procurement officer responsible for administering the solicitation of the acquisition referenced
above, and that I have caused to be prepared and now maintain a full and complete record of the
procurement as required by law.

Signature: _________________________________________________

Print Name: _____________________________ Date: ____________
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