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Appendix C-3: Small Procurement Checklist
☐ Identify the project’s category (I-III) for small procurement
☐ Prepare for Approval to Advertise
☐ Request Approval to Advertise by electronically submitting the following items to the TAP staff:
☐ Cost estimate
☐ Project cope, specification, and design plans (when applicable)
☐ Bid submittal form
☐ List of potential bidders
☐ Environmental Permit Certification form
☐ Federal Form Packet (excluding solicitations for supplies, materials, and signage)
☐ Preferred vendor disclosure form

☐ Receive Approval to Advertise
☐ Contact Preferred Vendor, if applicable
☐ Advertise
☐ Category I: No formal advertisement required. Solicit at least two vendors via email or verbal communication and receive two offers
☐  Document solicitation and offers
· Verbal solicitations: Documentation (called ‘tabulation’) must include the date and time of the call, the name, and address of the vendor, the name of the person providing the bid, and the amount of the bid. Tabulation must be signed and dated by the project sponsor. 
· Written solicitations will be sent directly to vendors via email. The email will act as documentation that the request for bids went to multiple vendors.
☐ Category II: No formal advertisement is required. Solicit at least three vendors in writing. 
· Written solicitations will be sent directly to vendors via email. The email will act as documentation that the request for bids went to multiple vendors. 
☐ Category III: Formal advertisement required. 
☐ Post the solicitation on EMMA, or a local newspaper for a minimum of three working days
☐ When bids are due, open at a time specified in the solicitation

☐ Select the lowest responsive and responsible vendor from among the offers received 
☐ Request Concurrence in Award (CIA) by submitting a CIA request to MDOT SHA with:
☐ Bid tabulation
☐ Bid submittal sheets
☐ Contractor qualifications (when applicable)
☐ Receive CIA and issue Notice to Proceed (NTP). 
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