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Checklist to find out what you need to do. Think of this as your To- Do list for

preparing for review. If you need help with any of these tasks, a My K12
Procurement Coach can help you get on the road to procurement success! Call 619-
880-6619

12 Point Checklist

SY18 | SY19 | Yes No | Done To-Do Compliance with 2 CFR Part 318-326
Download the SFA Procurement Table & Vender Paid List U U U O O O
Download your State's Procurement Tool O O O O O O
Write your Code of Conduct O O O O O O
Write your Procurement Plan with procedures U U U O O O
What types of informal solicitation methods do you use? U U U O O O
Micropurchase (under $3500) U U U U Ol Ol
Small Purchase (under $150,000) O O O O O O
What types of formal solicitation methods do you use? | | | O O O Do you need help with your
Records Retention for

IFB - Invitation For Bid O O O O O O procurement?
RFP - Request For Proposal O O O O O O My K12 Resource can help!

) Info@myk12resource.com
RFQ - Request For Quotation | | | U Ol Ol
Non-Competitive or Sole Source O O O O O O

Put your mind at ease by talking
Are Micropurchases reasonable & documented? | | | O O O to a Procurement Coach.
Small Purchases - Fed, State, local level compliance | | | U U U 619-880-6619
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Procurement Documents - Refer to My K12 Bid Checklist U U U U O O
Choose a method of award & document it O O O O O O MY
Commodity Processing/Coop agreements in place O O O O O O 12 RESOURCE
Buy American Act in solicitations - Exceptions documented? | | | O O O n
Unusual exceptions documented? U U U O O O H ?h}
Example: emergency purchases or cancelled contracts O O O O O O




