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PROCUREMENT AWARD


Report

	To
	Highest signing authority below,
	Date
	

	
	Title
	
	


	From
	
	Subject
	Document number

	
	Title
	
	Document name


	RECOMMENDATION
 FORMCHECKBOX 
 Tender    FORMCHECKBOX 
 Quote    FORMCHECKBOX 
 Proposal    FORMCHECKBOX 
 Direct Negotiation    FORMCHECKBOX 
 Non-Compliant

	

	That Document #2008-_____ for the provision of (description of the project) be awarded to (Vendor full name) in the amount of $____________ (exclusive of applicable taxes) being the most cost effective solution in accordance with Purchasing Policy and Procedures approved ______________..




REVIEW AND APPROVAL SIGNATURES

I hereby confirm that funding is available for the contracts noted herein, the contract award represents good value, and is in compliance with the requirements of Purchasing Policy and Procedures.

	Staff with authority (Purchasing or Delegated Authority):
____________________________________________

Purchasing Staff (Up to $25,000)

	Client Staff with authority:
____________________________________________

Name, and Title




	Manager, Purchasing Services and Sustainability

____________________________________________

Name, and Title (Up to $100,000)



	President (or designate)

____________________________________________

Name and Title (Over $100,000)


	CONTRACTUAL REVIEW

	All bids have been checked and found to be contractually in order, with no exceptions.  (or list exceptions)


	ANALYSIS

	Document 2008-___ as issued on behalf of Department Name , project description.
Document 2008-___ was advertised on MERX on (date) and was also issued to # Vendors known to provide these services.  The document closed on ______________. A total of ____compliant submissions were received.
Description of the process / analysis / outcome.

The following table provides a summary of the committee evaluation. 
This table used for Proposals only.  For Tenders or Quotes page 3 will be used to provide bid amount analysis.


	Vendor Name
	Location 
	Overall Ranking

	
	
	1

	
	
	2

	
	
	3

	
	
	4


For Proposals Only
As indicated in the table above, _______________. achieved the highest overall ranking.  Therefore it is recommended to award based on the highest ranking responsible and responsive bidder, ______________. in the total amount of $___________ (exclusive of applicable taxes).

For Tenders or Quotations Only
Upon reviewing the bid submissions it is recommended to award based on the lowest responsible and responsive bidder, ____________ in the amount of $______________ (exclusive of applicable taxes).

	FUNDING

	Funding is available in the Capital/Operating Budget in Account # ___________.


	__________________________________

	Name / Title (Report Writer)


cc:
Client name, Title

	DOCUMENT OPENING (Financial Reporting of Bid Analysis for Quotes and Tenders Only)

	The following bids closed at 2:00 p.m. local time on date 2008.


	VENDORS
	TOTAL BID
	ADJUSTED


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


NOTE: WHEN ALL REQUIRED SIGNATURES HAVE BEEN OBTAINED, PLEASE RETURN THIS REPORT TO PURCHASING
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