Checklist for Submitting Contracts to TBR System Office for Approval*
Resulting from RFP:

· Intent to award letter

· Bid/Proposal analysis (cost and technical for all proposals received)**
· Successful bidder/proposer’s RFQ/RFP response

· Performance Bond/Certificate of Insurance (if applicable)

· Blank RFQ/RFP

· Bid Specifications Written Certification Form

· Any additional backup documentation as applicable

**If there was only one bidder/proposer, institution must indicate this in the comments section of the electronic routing form
Non-Competitive Contracts:

· Non-Competitive Justification Form

· Sole source letter from contractor (if applicable)

· Fiscal Review Forms/documentation if applicable (see below)

· Any additional backup documentation as applicable (i.e. business and industry letters, mfg. letter, product order form, etc.)
Renewals/Amendments of Existing Contracts:

· Backup documentation related to the Renewal/Amendment requested

· All previous renewals/amendments (if applicable)

· Original contract

· Any additional backup documentation you feel is applicable

Contracts Requiring Fiscal Review Approval:
· Fiscal Review Non-Competitive Justification Form

· Fiscal Review Summary Sheet

· Fiscal Review Backup Documentation Form

· Sole source letter from contractor (if applicable)

· Letter from President/Director to Chancellor requesting approval

· Any additional backup documentation you feel is applicable

*these items are in additional to the electronic routing form, summary sheet, sam.gov form and unsigned negotiated contract
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