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CONSTRUCTION CHECKLIST 

	Description:
	



	CHECKLIST
	PROCESS DATE
	COPY IN BID FILE

	If in excess of $5,000 but not more than $75,000:

	Quote for Construction Form sent to prospective bidders
	
	

	Itemized quote is broken down by component description and price
	
	

	Proof of Liability Insurance, not less than $1,000,000
	
	

	If quote/project is $25,000 or more:

	If awarded, Performance Bond is included
	
	

	If awarded, Payment bond included
	
	

	Worker’s Comp provided if contractor has more than 5 employees
	
	

	Scope of Work/Drawing if applicable
	
	

	If Federal Funds (Required on all purchases >$25,000)
Must be ACTIVE registrant in www.SAM.gov and must not be debarred.
	
	

	If quote/project is $50,000 or more:

	If awarded, Certificate of Responsibility provided
	
	

	If quote/project is more than $75,000:

	Board Approval to advertise              
	
	

	Ad to Paper – (With Purchase Order)
(Run 2 weeks – Bid opening at least 15 working days after last Ad run – on 16th working day)
George County Times 601-947-2967 gctlegal@bellsouth.net
Deadline is Friday noon to be published following Thursday
	Submit: 

Run Dates: 

	

	Give ad information to J. Flowers to post to website
	
	

	MS Procurement Technical Assistance Program (MPTAP) http://mscpc.com 
(Send same day as Ad)
Upload Ad and get confirmation.
	
	

	Copy of Newspaper – Affidavit 
	
	

	Bid specification released to Central Bidding – Bid Notice, Bid Instructions and Bid Form
	
	

	Last Addendum (cannot be within 2 days of deadline)
	
	

	Proposal Deadline 9:00 AM  (Must be no sooner than the 16th working day after last advertisement date)
	
	

	Certificate of Responsibility # is on outside of sealed bid or attached to electronic bid
	
	

	If project is $100,000 or more:

	A professional Engineer or Architect has prepared plans/specifications and is supervising
	
	

	If Federal Funds and payments exceed $250,000:

	Must do a formal Request for Qualifications AND fees must be fair and reasonable
	
	

	

	List of Bidders
	
	

	Intent to Award
	
	

	Recommendation to School Board 
	
	

	Copy of Board Approval
	
	

	Copy of Purchase Order
	
	





	Federal Programs (Construction Contracts)
	

	1. Includes Equal Employment Opportunity clause
	

	2. Includes Davis-Bacon Act clause
	

	3. Includes Contract Work Hours and Safety Act clause
	

	4. Includes Rights to Invention Made Under Contract or Agreement Clause
	

	5.  Includes Debarment and Suspension clause
	

	6.  Includes Byrd Anti-Lobbying Amendment clause
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