COTS Software 2012 Master Contract
AWARD PACKAGE Checklist
(For approval of Awards $25,000 AND OVER)
	DaTe:
	

	Agency:
	

	ADPICS PO Number:
	

	Functional Area/s:
	

	Manufacturer:
	


instructions:  fill in the information above.  USE the checklist below to create / assemble the award package.  submit the checklist and All PArts of the award package via email to doIT AT ITPO.DoIT@maryland.gov
part 1:
if your agency is designated in the Small business reserve (sbR) program, INTERNAL AGENCY DISCUSSION IS ENCOURNGED with THE MBE / SBR Liaison or designee IF THE porfp SHOULD BE ISSUED sbr ONLY.
part 2:
A technical, financial, & combined ranking of each qualified BID.

part 3:

RANKING

	MASTER

CONTRACTOR
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	PRICE 
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part 4:
A written Summary of the Rationale for selecting the recommended Master Contractor's BID for award.

SUMMARY

Provide written summary.
part 5:
a COPY of the EMAIL/S used to issue the PORFP TO MASTER CONTRACTORS. 
part 6: 
a COPY of the PORFP AS ISSUED TO MASTER CONTRACTORS.

PART 7:
a COPY of the WINNING MASTER CONTRACTOR’S QUOTE.       Ensure it includes:


A. FOR FA I AND/OR FA III, A COPY OF THE PROPOSED PRICE/S ALONG WITH A SCREEN SHOT/S OF THE MANUFACTURER’S SUGGESTED RETAIL PRICE (MSRP) FOR COMPARISON;

B. FOR FA II, A COPY OF THE PROPOSED PRICE/S FOR THE SERVICES.  INDICATE MSRP OR TIME & LABOR CATEGORY ACCORDING TO THE PORFP. 
PART 8:
If Only one PROPOSAL was received - Single bid PORFP’s will no longer be approved without price comparisons substantiating the quote received is fair, reasonable & a competitive price. DoIT is seeking the price comparison to be from other state or county governments, GSA schedule, etc. This change is effective immediately; and is the result of recent Board of Public Works actions on how procurements are to be considered. If price comparisons cannot be obtained, the procurement may need to be cancelled & another competitive procurement done. 
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