	CONTRACT CONTENTS CHECKLIST

	Document In file? Y
	Audit Reference Number
	Section
	Signature Required? Y
	Description

	 
	1
	Contents 
	 
	 

	☐	1A
	Contract Log
	 
	Contract Log details day-to-day actions such as phone calls, emails - logging important decisions and actions throughout the procurement process. 

	☐	1B
	FEMA Checklist
	 
	Check off respective areas to ensure you have covered all basic FEMA requirements for this procurement. 

	 
	2
	Purchase Request
	 
	 

	☐	2A
	Request for Assistance (RFA)
	 
	A Purchase request in the form of a RFA via WEBEOC, plus any correspondence from ESF-7 transferring the PR to SPO for procurement. 

	☐	2B
	PR-HIEMA-01
	Y
	As RFAs are collated into larger Purchase Orders for SPO to buy in bulk, we must also receive a signed PR.

	☐	2C
	Various: Email Correspondence
	 
	Email correspondence concerning SPO directive to conduct procurement.

	 
	3
	Funding
	 
	 

	 ☐
	 
	Various: Email Correspondence
	 
	Email correspondence concerning funding line 

	 
	4
	Specifications
	 
	 

	 ☐
	4A
	Federal Guidance
	 
	Includes any guidance from federal or global agencies such as FEMA, CDC, White House (that publishes on your PPE or the global economic hardships)

	 ☐
	4B
	Market Research
	 
	Includes all market research on items required, to include availability, pricing, suppliers and general market economics.

	☐	4C
	Various: Email Correspondence
	 
	Email correspondence concerning specifications or market research

	
	5
	Solicitation 
	
	

	 ☐
	5A
	Purchase Order; IFB; RFP
	Y
	Ensure FEMA State Special Provisions are included and checked. Ensure this copy includes the DSR signature of receipt of items.

	☐	5B
	List of Sources Solicited
	
	

	☐	5C
	MFR - Award Type
	Y
	This is a summary of how you procured and what type of contract it is

	☐	5Ci
	Exigency/Emergency Justification
	Y
	Justifies no competitive procurement

	☐ 
	5D
	MFR - Price Reasonableness 
	Y
	Proves no price gouging

	☐	5E
	Any other supporting documentation
	 
	To substantiate your EE Justification

	 
	6
	Awarded Contractor Information
	 
	 

	☐	6A
	Contractor Quote/Proposal
	 
	Include quote along with supplier terms and conditions, if any.

	☐	6B
	Other Quotes
	 
	Include other quotes you received from vendors with notes as to why we didn’t pursue with them. (Eg. Asked for 100% money upfront, couldn't vet etc.)

	☐	6C
	New Contractor
	 
	Include W-9 and any other DAGS onboarding documentation such as Certificate of Incorporation

	☐	6D
	Contractor Responsibility
	Y
	Include MFR for Contractor Responsibility plus additional documentation to support buyer's determination that contractor is responsible.

	☐	6Di
	Federal Exclusion(s)
	 
	Include SAM printout showing contractor does not have federal exclusions, if any.

	☐	6E
	Additional documentation or emails
	 
	Include any state credit check or confirmation letters SPO wrote to confirm these are government-ordered purchases.

	 
	7
	Shipping, Delivery, Tracking
	 
	 

	 ☐
	
	Various: Email Correspondence
	 
	Refer to 6A for signature confirming receipt of items by DSR or HI-EMA warehouse. Email correspondence concerning shipping/delivery/tracking

	 
	8
	Payment
	 
	 

	 ☐
	8A
	Invoices
	 
	Contractor Invoice(s)

	 ☐
	8B
	Payment
	 
	Various Correspondence to show Payment confirmation from DOH for any deposits as well as final payment confirmation.

	 
	9
	Close Out Documentation
	 
	 

	 ☐
	 
	If Any
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