SOLICITATION SPECIFICATION CHECKLIST
Considerations for Preparing Product Specifications


	Purpose

	The Procurement Analyst will establish the proper contracting method for the project in accordance with the Delegated Purchasing Authority issued by the Department of General Services. Many factors determine the project timeline. They include the estimated cost, the program’s timeline, product/service availability, scope of work, interested bidders; internal/external review and required approvals are considered by the Procurement Analyst when developing the Key Action Dates.  The solicitation document includes the Key Action Dates on the cover page and provides the interested bidders with a clear understanding of the project timeline and requirements. The Procurement Analyst will assist the program to develop the scope of work and provide examples to the program.



	Scope of Work 

	The Scope of Work identifies the Supplier’s and the State’s task. It is a written description of the work to be performed under a purchase order to satisfy a particular need.  This checklist will aid the Requester in creating a Scope of Work in accordance with the AGENCY NAME Delegated Purchasing Authority issued by the Department of General Services. 
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	FORMAT
	N/A
	YES
	NO

	1.
	Minimum Criteria for Scope of Work
	
	
	

	
	1A. Detailed statement of the purpose, objective or goal
	
	
	

	
	1B. Identification of all significant material to be developed or delivered- define business need verses a “nice to have” and provide justification for the requirement.
	
	
	

	
	1C. Completion or acceptance criteria
	
	
	

	
	1D. Delivery timeframe/liquidated damages 
	
	
	

	
	1E. Estimated time schedule (start date, end date and milestones)
	
	
	

	
	1F. Estimated number of work hours
	
	
	

	
	1G. Fixed Cost for each task
	
	
	

	2. 
	Facility Information
	
	
	

	
	Everything pertinent to the successful completion of the purchase order 
	
	
	

	
	2A. Technical Specifications
	
	
	

	
	2B. Floor Plans/Site preparations
	
	
	

	
	2C. Building Access/ Delivery Access/ Delivery Address
	
	
	

	
	2D. Delivery Hours
	
	
	

	
	2E. Special Instructions 
Packaging requirement
Distribution list
Special delivery tools such as a pallet jack or forklift
Label/numbering
Other
2F. Insurance/ Bond 
2G. Risk Factors/Security
2H. Installation Requirements
	
	
	

	3.
	Facilities Approval
	
	
	

	4.
	Resumes/References (if applicable)
	
	
	

	5.
	Background Check (if applicable)
	
	
	

	6.
	Interface concerns – is the item connected or interface with existing equipment.
	
	
	

	7.
	Maintenance (escalation, remedial, preventive)
	
	
	

	8.
	Financing or payment arrangements
	
	
	

	9.
	Transition/Implementation (phased)
	
	
	

	10.
	Financial Responsibility
	
	
	

	11.
	Warranty
	
	
	

	12.
	Training
	
	
	

	13.
	Travel- Requester must state Travel time, per diem and travel related expenses are not included in this PO. 
	
	
	

	14.
	Selection/Evaluation Criteria for award
	
	
	

	15.
	Supplies – Is the Supplier to provide a basic start up kit (such as fax toner, mail machine supplies, cable, or copier toner/staples, installation kit)?
	
	
	

	16.
	Deliverables/Milestones
	
	
	

	17.
	Payment Terms
	
	
	

	18.
	Availability of Replacement Parts
	
	
	

	19.
	Sole Brand - Is the product officially licensed, patented, copyrighted, or available only from an authorized reseller/dealer? 
Supplier must provide a written document as proof.
	
	
	

	20.
	Installation Requirements
	
	
	

	21.
	Goods are property of the State - Supplier cannot copyright, officially license or patent items used to make the products listed on the purchase order- (examples) Items such as custom made file folders, logos, premium items, stamps, die plates (patterns, time clock plates, custom made box patterns, are to be returned to FTB). 
	
	
	

	22.
	Responsibilities of the State - State’s Tasks/Responsibilities- Items the State will provide in order to complete the service contract/ purchase order- such as workspace, delivery/ building access, site preparation, project oversight, invoice approval, meeting rooms, etc.
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