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Georgia:




GPR ANALYSIS CHECKLIST 

Purpose

The purpose of the GPR Analysis is to determine if the State Entity is posting paper solicitations and/or electronic solicitations properly to the GPR.  The GPR Analysis will consist of a review of:      
1. GPR Posting Review (This includes paper postings and Electronic Solicitations through eSource and Team Georgia Marketplace)
a. Request for Proposal (RFP) Review

b. Request for Quote (RFQ) Review

c. Request for Qualified Contractor (RFQC) Review

d. Sole Source (SS) Review

e. Request for Information (RFI) Review

For each type of review listed above, a series of questions is provided for procurement professionals to determine if compliance is met and performance levels are adequate.  Internal auditors can select those questions pertaining to their audit scope.

1. GPR Posting Review
	a. Request For Proposal (RFP)
	Y or N

	I. Preparation (Pre-Posting)
	

	1. 
	Was the proper RFP template used?
	

	2. 
	Was the RFP Preparation Scorecard form SPD-SP051 completed and submitted to ProcessImprovement@doas.ga.gov?
	

	3. 
	Was the purpose of the procurement clearly stated, including project objectives to be accomplished or goods to be acquired, and a description of what was being bought?
	

	4. 
	Did the scope answer the question of who, what, when, where, and how (in no more than 4 paragraphs) clear and concise?
	

	5. 
	Can the scope be perceived as restricted or copied from an Offeror’s website or requirements?
	

	6. 
	Did the RFP include a schedule of events with all necessary events included?
	

	7. 
	If applicable, was an offerors' conference included in the schedule of events?
	

	8. 
	Was the schedule of events too aggressive?
	

	9. 
	a. 
	Was the time to complete all the events unrealistic?
	

	10. 
	Was the entity's Contracts Department/Division consulted to ensure that contract execution could be accomplished within the schedule of events?
	

	11. 
	Were proper approvals obtained, based on internal procedures, to include all necessary internal departments/divisions of the entity for this type of purchase?
	

	12. 
	Were all necessary external approvals obtained?  For example, Georgia Technology Authority (GTA) approval, Executive Orders, BOR Security Policy Sign Off (for Universities Only).
	

	13. 
	Was a State Entity definition of terms specific to the solicitation included?
	

	14. 
	Was there reference to a contract?
	

	15. 
	Are there appropriate bond requirements in the contract as specified in the RFP?
	

	16. 
	Are there appropriate insurance requirements in the contract as specified in the RFP?
	

	17. 
	Were Cost Sheet(s) included and does the cost sheet(s) support the technical requirements?
	


	a.  RFP (continued)
	Y or N

	18. 
	Was appropriate award language included to indicate whether single or multiple awards would be made as a result of the solicitation?  (for example, award all or by category, number one ranked)?
	

	19. 
	Were points assigned for the technical and cost proposal in the RFP?
	

	20. 
	Did the RFP Proposal factors capture the key elements to be evaluated?
	

	21. 
	Were offerors’ demonstrations a component of the solicitation?
	

	22. 
	a. 
	If yes, did the RFP Proposal Factors/RFP Template include who would be invited to present?
	

	23. 
	b. 
	If yes, did the RFP Proposal Factors/RFP Template include evaluation criteria for the demonstration?
	

	24. 
	Was the solicitation a result of receiving approval from SPD for a waiver to Purchase off a Statewide Contract?
	

	25. 
	If applicable, was there any other Special Approval, granted by SPD by the SPDAC, for this solicitation?
	

	26. 
	Was a kick off meeting with the Evaluation Committee members held to discuss individual and group roles and responsibilities, conflict of interest and time commitments?
	

	27. 
	Was the evaluation process and the scoring rating system reviewed with the Evaluation Committee where all members fully understood the scoring rating system?
	

	28. 
	Did each individual Evaluation Committee member complete the Evaluation Committee Member Participation Form (SPD-SP039)?
	

	29. 
	If necessary (depending on conflict of interest, schedule conflicts, etc.), were any Evaluation Committee members replaced?
	

	II.    Posting
	

	30. 
	Was a complete evaluation worksheet submitted with points assigned to all scoring questions (total scores must match the split totals assigned in the RFP for technical and cost) for the Proposal Factors as well as an evaluation for the cost sheet?
	

	31. 
	Were all applicable supporting documents/attachments requested from the offeror listed in Section 8 of the RFP included in the posting? (For example, schematics, maps, agency demographics, etc.)
	


	a.  RFP (continued)
	Y or N

	32. 
	If applicable, (Construction/Public Works) was the Immigration and Security Form (SPD-SP054, Georgia Security and Immigration Compliance Act Affidavit) posted?
	

	33. 
	Did the issuing officer/APO/CUPO separate the Requirements Sheet (as explained in the RFP Development Process training course) into the Proposal Factors Sheets (Mandatory, Mandatory Scored, and/or Additional Scored worksheets)? 
	

	34. 
	If a contract was referenced in the RFP, was the appropriate contract attached?  (For example, conflicting language, no blanks, no reference to a contractor)
	

	35. 
	If solicitation exceeded $100K, was appropriate Notice of Intent to Award (NOIA) form posted?
	

	
	a. 
	If applicable, was the NOIA posted on the GPR for 10 calendar days prior to the posting of the NOA?
	

	
	b. 
	If applicable, was the apparent successful supplier on the NOIA identical to that on the NOA?
	

	
	c. 
	If applicable, was/were the reason(s) indicated on the NOIA form for the unsuccessful bidders listed?
	

	36. 
	Was the appropriate Notice of Award (NOA) form used?
	

	
	a. 
	Was NOA posted for the required time?
	

	
	b. 
	Was the award amount posted?
	

	
	c. 
	Was the Supplier’s name included on the NOA?
	

	37. 
	Was the solicitation protested?  If so, what was the outcome?
	

	III.    Complete this section ONLY if on Team Georgia MarketPlace
	

	38. 
	Did the Bid Factors associated with the solicitation correspond to the solicitation?
	

	
	a. 
	Were enough bid factors listed?
	

	
	b. 
	Were they excessive?
	

	39. 
	Was the Cost Sheet attached at the line item level?
	

	
	Team Georgia MarketPlace or Entity File Review
	

	40. 
	Was a Signed Contract, including Terms & Conditions, present in the files?
	


	a. RFP (continued)
	Y or N

	41. 
	If applicable for Construction/Public Works was a completed Immigration and Security Form (SPD-SP054), Georgia Security and Immigration Compliance Act Affidavit) present in the file for all awarded suppliers?
	

	42. 
	a. 
	If required, are there affidavits for supplier sub-contractors?
	

	43. 
	b. 
	Were Immigration and Security Affidavits complete and notarized before the bid closing date?
	

	44. 
	Was Proof of Insurance for contract period present in the files?
	

	45. 
	Were copies of required bonds present in the files?
	

	46. 
	Were sign-in sheets for Pre-Bid Conference present in the files?
	

	47. 
	Was warranty documentation present in the files?
	

	48. 
	Were copies of evaluation forms present in the files?
	

	49. 
	Were there any renewals?
	

	
	a. 
	If yes, was a Contract Renewal Template (SPD-CP010), complete and placed in the solicitation files?
	

	50. 
	Was there a completed contract assessment form present in the files?
	

	51. 
	Was a completed copy of individual EC Member Participation Form (SPD-SP039) present in the files?
	

	52. 
	Was there verification that a kick off meeting with the ECs  was held to discuss individual and group roles and responsibilities, conflict of interest and time commitments present in the files?
	

	53. 
	Was there evidence that the evaluation process and the scoring rating system were reviewed with the EC, in that all members fully understood the scoring rating system, present in the files?
	

	54. 
	If necessary, was there evidence in the files (depending on conflict of interest, schedule conflicts, etc.), of any EC member being replaced?
	

	55. 
	If applicable, was a copy of the approved SWC waiver present in the files?
	

	56. 
	If applicable, was a copy of any other Special Approval present in the files?
	

	57. 
	If applicable, were the results of the offerors’ demonstrations (a component of the solicitation in the RFP Proposal Factors/RFP Template that included who would be invited to present and the evaluation criteria for the demonstration) present in the files?
	


	b. Request for Quote (RFQ)
	Y or N

	1. 
	Was the purchase exempt per the exemptions detailed in the GPM or the NIGP Exempt List at:  http://doas.ga.gov/StateLocal/SPD/Docs_SPD_General/NIGPExemptList.pdf ?
	

	2. 
	a. 
	Was the justification provided on the GPR detailed enough to confirm that the solicitation was exempt?

NOTE:  If yes to above questions, no further review needed.  If no, proceed to the following questions.
	

	3. 
	Were specifications adequately written and clear to address the purpose and scope of the procurement?
	

	
	a. 
	Was design consideration of function addressed?
	

	
	b. 
	Were manufacturing considerations of economical production addressed?
	

	
	c. 
	Were procurement considerations of markets, materials availability, supplier capabilities, and cost addressed?
	

	4. 
	Were requirements too restrictive or geared to a specific supplier?
	

	5. 
	Were applicable Terms and Conditions posted?
	

	
	a. 
	Was a non-collusion clause attached?
	

	
	b. 
	Was a requirement for a drug free workforce attached?
	

	
	c. 
	Were adequate insurance requirements included?
	

	
	d. 
	Was an indemnification clause attached?
	

	
	e. 
	Was adequate warranty documentation included?
	

	
	f. 
	If applicable, were adequate bonds (bid, performance and payment) required?
	

	
	g. 
	Is there proof/documentation bonds were/will be received?
	

	
	h. 
	Did payment terms include the use of the purchasing card?
	


	b. RFQ (continued)
	Y or N

	6. 
	Was a sample contract attached?
	

	
	a. 
	If entity used their own contract, did it contain the minimum requirements for the solicitation?
	

	7. 
	Was the appropriate award language included (for example, award all or by category, number one ranked)?
	

	8. 
	If applicable, (Construction/Public Works) was the Immigration and Security Form (SPD-SP054), Georgia Security and Immigration Compliance Act Affidavit) posted?
	

	9. 
	Was/were the correct NIGP Code(s) used to appropriately market the solicitation?
	

	10. 
	Was SPD approval granted for this RFQ to be posted to the GPR instead of using eQuote?
	

	11. 
	Was the solicitation posted for the minimum required posting time as stated in the GPM?
	

	12. 
	If Sole Brand, was a Sole Brand Justification form posted to the GPR?
	

	13. 
	Did purchases (POs/Vouchers/etc.) exceed the awarded amount?
	

	14. 
	Was a Pre-Bid Conference required?
	

	
	a. 
	Was the meeting scheduled within the specified timeframe as stated in the GPM?
	

	
	b. 
	Were the sign-in sheets for the Pre-Bid Conference posted?
	

	15. 
	If applicable, were bid tabulation forms posted?
	

	16. 
	Were all applicable attachments  and/or comments included in the solicitation posting?
	

	17. 
	For solicitations of $100,000 and above, was the Notice of Intent to Award (NOIA) posted to the GPR for 10 business days prior to the posting of the Notice of Award (NOA)?
	

	
	a. 
	If applicable, was the apparent successful supplier posted on the NOA the same as the supplier listed on the NOIA?
	

	18. 
	Was the Notice of Award (NOA) posted to the GPR?
	

	
	a. 
	Was the NOA posted for the required time?
	

	
	b. 
	Did the NOA include awarded supplier’s name?
	

	
	c. 
	Did the NOA include awarded amount?
	


	b. RFQ (continued)
	Y or N

	19. 
	Was the solicitation awarded to the lowest responsible, responsive bidder?
	

	20. 
	Was the solicitation protested?  If yes, what was the outcome?
	

	21. 
	If addendums were created, were they posted to the GPR?
	

	22. 
	On the GPR, is the bid status current?  (Under Evaluation, Open, Notice of Intent to Award, NOA, etc.)
	

	23. 
	Was the solicitation a result of receiving approval from SPD for a waiver to Purchase off a Statewide Contract?
	

	24. 
	Did the postings meet competitive solicitation guidelines as stipulated in the GPM?
	

	25. 
	Was there any agency correspondence in the Compliance Documents that would be appropriate to this solicitation?  (SPD use only) 
	

	26.   
	If applicable, was there a Special Approval appropriate to this solicitation?  (SPD use only)
	

	27. 
	Team Georgia MarketPlace or Entity File Review
	

	23. 
	a. 
	Was a signed contract, including Terms & Conditions, present in the file?
	


	If applicable, (Construction/Public Works) was a completed Immigration and Security Form (SPD-SP054), Georgia Security and Immigration Compliance Act Affidavit) present in the file for all awarded suppliers?
	

	24. 
	b. 
	Was Proof of Insurance for contract period present in the file?
	

	25. 
	c. 
	Were copies of required bonds present in the file?
	

	26. 
	d. 
	Were sign-in sheets for Pre-Bid Conference present in the file?
	

	27. 
	e. 
	Was warranty documentation present in the file?
	

	28. 
	f. 
	Were copies of bid tabulation forms present in the file?
	


	b. RFQ (continued)
	Y or N

	28. 
	Were there any renewals?
	

	29. 
	a. 
	Is there a signed letter from the vendor agreeing to the same terms and conditions as initial contract present in the file?
	

	30. 
	b. 
	Is there a Contract Amendment Template form (SPD-CP013) present in the file?
	

	31. 
	c. 
	Is there a completed contract assessment form present in the file?
	

	29. 
	If applicable, was a copy of the approved SWC waiver present in the files?
	

	c. Request for Qualified Contractor (RFQC) (TO BE DEVELOPED)
	Y or N

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	

	d. Sole Source (SS)
	Y or N

	1. 
	Could the purchase have been exempt per the exemptions detailed in the GPM or the NIGP Exempt List at:  http://doas.ga.gov/StateLocal/SPD/Docs_SPD_General/NIGPExemptList.pdf ?
	

	2. 
	Could the purchase have been made from existing agency or statewide contracts?
	

	3. 
	Could the purchase have been conducted using an approved “piggybacking” request?
	

	d. Sole Source (continued)
	Y or N

	4. 
	Could the purchase have been made from an Intergovernmental agreement?
	

	5. 
	Could the purchase have been made from Contracts with non-profit entities?
	

	6. 
	Was market research conducted?
	

	7. 
	Was there documented justification why the needed goods and/or services were not procured through open competition?
	

	8. 
	Was Sole Source utilized due to previous experience with the source provider and having an alternative source duplicating these capabilities would result in excessive cost to the State Entity? 
	

	9. 
	a. 
	Can the excessive cost be quantified?
	

	10. 
	Was Sole Source utilized due to technical requirements because of unique technical competence or expertise?
	

	11. 
	a. 
	Were technical requirements valid and verifiable?
	

	12. 
	Was Sole Source utilized because use of any other manufacturer’s product would result in excessive cost to the State Entity?
	

	13. 
	a. 
	Can the cost of the procurement be quantified?
	

	14. 
	Was Sole Source utilized because the supplier possessed  the patent or the exclusive rights to manufacture or to furnish the item(s) or service(s) being procured?
	

	15. 
	Was the most current Sole Source Justification form completed and posted to the GPR for a minimum of five (5) business days?
	

	16. 
	a. 
	Was the correct NIGP code used on the Sole Source Justification form?
	

	17. 
	b. 
	Did the form include a brief descriptive summary of the goods and/or services purchased?
	

	18. 
	c. 
	Did the form include the identity of the Sole Source supplier?
	

	19. 
	d. 
	Was a letter from the Original Equipment Manufacturer attached?
	

	20. 
	e. 
	Were accurate instructions on how to file challenges to the Sole Source determination included on the form?
	

	21. 
	Was the solicitation protested?  If so, what was the outcome?
	


	d. Sole Source (continued)
	Y or N

	22. 
	Was the most current version of the Notice of Award (NOA) completed and posted to the GPR?
	

	23. 
	a. 
	Was the award amount posted?
	

	24. 
	b. 
	Was the supplier name included on the NOA?
	

	25. 
	Was the solicitation the result of receiving approval from SPD for a waiver to purchase off a Statewide Contract? 
	

	26. 
	Was there any agency correspondence in the Compliance Documents that would be appropriate to this solicitation?  (SPD use only)
	

	27. 
	If applicable, was there a Special Approval appropriate to this solicitation?  (SPD use only)
	

	28. 
	Team Georgia MarketPlace or Entity File Review
	

	29. 
	a. 
	Was a signed contract, including Terms & Conditions present in the files?
	

	30. 
	b. 
	If applicable, (Construction/Public Works) was a completed Immigration and Security Form (SPD-SP054), Georgia Security and Immigration Compliance Act Affidavit) present in the files for all awarded suppliers?
	

	31. 
	c. 
	Was Proof of Insurance for contract period  present in the files?
	

	32. 
	d. 
	Was a copy of required bonds  present in the files?
	

	33. 
	e. 
	Was warranty documentation  present in the files?
	

	34. 
	If applicable, was a copy of the approved SWC Waiver in the file?
	


	e. Request for Information (RFI) (TO BE DEVELOPED)
	Y or N

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	


2. eQuote Review (postings prior to September 15, 2010)
	eQuote 
	YES

	1. 
	Was the purchase exempt per the exemptions detailed in the GPM or the NIGP Exempt List at:  http://doas.ga.gov/StateLocal/SPD/Docs_SPD_General/NIGPExemptList.pdf ?
	

	2. 
	a .
	Was the justification provided on e-Quote detailed enough to confirm that the solicitation was exempt?

NOTE:  If yes to above questions, no further review needed.  If no, proceed to following questions.
	

	3. 
	Were specifications adequately written and clear to address the purpose and scope of the Procurement?
	

	4. 
	a. 
	Was design consideration of function addressed?
	

	5. 
	b. 
	Were manufacturing considerations of economical production addressed?
	

	6. 
	c. 
	Were procurement considerations of markets, materials availability, supplier capabilities, and cost addressed?
	

	7. 
	Were requirements too restrictive or geared to a specific supplier?
	

	8. 
	Was/were the correct NIGP Code(s) used to appropriately market the solicitation?
	

	9. 
	Was the solicitation posted for the minimum required posting time as stated in the GPM?
	

	10. 
	If Sole Brand, was a Sole Brand Justification form completed and posted?
	

	11. 
	Were applicable Terms and Conditions posted?
	

	12. 
	a. 
	Was a non-collusion clause attached?
	

	13. 
	b. 
	Was a requirement for a drug free workforce attached?
	

	14. 
	c. 
	Were adequate insurance requirements included?
	

	15. 
	d. 
	Was an indemnification clause attached?
	

	16. 
	e. 
	Was adequate warranty documentation included?
	

	17. 
	f. 
	If applicable, were adequate Bonds (bid, performance and payment) required on the solicitation?  Is there proof/documentation that these were/will be received?
	

	18. 
	g. 
	Did payment terms include the use of the purchasing card?
	


	e-Quote (continued)
	YES

	19. 
	Was a sample contract attached?
	

	20. 
	a. 
	If entity used their own contract, did it contain the minimum requirements for the solicitation?
	

	21. 
	Was the appropriate award language included (for example, award all or by category, number one ranked)?
	

	22. 
	If applicable, (Construction/Public Works) was the Immigration and Security Form (SPD-SP017, Georgia Security and Immigration Compliance Act Affidavit) posted?
	

	23. 
	Did purchases (POs/Vouchers/etc.) exceed the awarded amount?
	

	24. 
	Was a Pre-Bid Conference required?
	

	25. 
	a. 
	Was the meeting scheduled within the specified timeframe as stated in the GPM?
	

	26. 
	b. 
	Were the sign-in sheets for the Pre-Bid Conference posted?
	

	27. 
	Were the cycle times (initiation date to contract award) adequate?
	

	28. 
	Were all applicable attachments and/or comments included in the solicitation posting?
	

	29. 
	For solicitations of $100,000 and above, was the current version of the Notice of Intent to Award (NOIA) form posted to the GPR for 10 calendar days prior to the posting of the Notice of Award (NOA)?
	

	30. 
	a. 
	If applicable, was the apparent successful supplier posted on the NOA the same as the supplier listed on the NOIA?
	

	31. 
	a. 
	Was the NOA posted for the required time?
	

	32. 
	b. 
	Did the NOA include awarded supplier’s name?
	

	33. 
	c. 
	Did the NOA include awarded amount?
	

	34. 
	Was the solicitation awarded to the lowest responsible, responsive bidder?
	

	35. 
	Was the solicitation protested?  If yes, what was the outcome?
	

	36. 
	If addendums were created, were they posted to the e-Quote?
	

	37. 
	On the GPR, is the bid status current?  (Under Evaluation, Open, Notice of Intent to Award, NOA)
	

	38. 
	Was the solicitation a result of receiving a waiver to go off Statewide Contract?
	


	e-Quote (continued)
	YES

	39. 
	Did the postings meet competitive solicitation guidelines as stipulated in the GPM?
	

	40. 
	If applicable, was there a Special Approval appropriate to this solicitation?  (SPD use only)
	

	41. 
	Team Georgia MarketPlace or Entity File Review
	

	42. 
	a. 
	Was a Signed Contract, including Terms & Conditions present in the files?
	

	43. 
	b. 
	If applicable, (Construction/Public Works) was a completed Immigration and Security Form (SPD-SP017, Georgia Security and Immigration Compliance Act Affidavit) present in the file for all awarded suppliers?
	

	44. 
	c. 
	Was Proof of Insurance for contract period present in the files?
	

	45. 
	d. 
	Were copies of required bonds present in the files?
	

	46. 
	e. 
	Was warranty documentation present in the files?
	

	47. 
	If applicable, was a copy of the approved SWC Waiver present in the files?
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