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Checklist Instructions 
 
 
Attach this checklist to every purchase order or payment request for grant-funded purchases. All 
applicable items must be completed and documented before payment is authorized. This checklist is your 
evidence that proper procurement procedures were followed — auditors and grantors will review it. 
 

Regulatory Authority 

2 CFR 200.318–327 — Federal procurement standards require competition, documentation, and conflict-of-
interest protections for all purchases using federal grant funds. 

2 CFR 200.403–405 — All grant-funded costs must be allowable, allocable, reasonable, and consistently treated. 

2 CFR 200.320 — Defines procurement method thresholds: micro-purchase, small purchase, sealed bids, 
competitive proposals, and sole source. 

SAM.gov Verification — Required for all vendors receiving federal funds above $25,000 to confirm they are not 
suspended or debarred. 

Note: Your city's procurement policy may set lower thresholds than the federal standards. Always follow the more 
restrictive requirement. 

 

! 

When to Use This Checklist 
Complete this checklist for EVERY purchase using grant funds above $10,000 (or your city's lower threshold). For 
purchases under $10,000, retain the invoice and payment record at minimum. For all purchases over $250,000, 
use the formal sealed bid or RFP process and retain the full procurement file. 
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Procurement Checklist 
 
 

Purchase Information 

Vendor Name  Purchase Date  

Description  Total Amount ($)  

Grant / Fund  Budget Line  

QB Class/Job 
Code 

 PO Number  

 

Step 1 — Determine Procurement Method (2 CFR 200.320) 
Check the method that applies based on the purchase amount: 
 

Method Amount Range Requirement Documentation Required 

Micro-purchase Under $10,000 (or 
per city policy) 

Direct purchase — no 
competition required 

Invoice + payment record 

Small purchase $10,001 – $250,000 Obtain written quotes from 
at least 2 qualified vendors 

All quotes + written selection justification + approval 
+ invoice 

Sealed bids Over $250,000 
(construction) 

Formal sealed bid with 
public advertisement 

Public notice + sealed bids + bid tabulation + award 
to lowest responsive bidder + contract 

Competitive 
proposals (RFP) 

Over $250,000 
(non-construction) 

Public RFP with evaluation 
criteria 

RFP + all proposals + evaluation matrix + award 
documentation + contract 

Sole source Any amount — 
requires 
justification 

Non-competitive — only 
when competition is not 
feasible 

Written sole source justification + grantor approval (if 
required) + invoice 

 
Method selected:  □ Micro   □ Small Purchase   □ Sealed Bid   □ Competitive Proposal   □ Sole Source 
 

Step 2 — Allowable Cost Confirmation (2 CFR 200.403–405) 
All four criteria must be met. If any answer is NO, do not proceed with the purchase. 
 

Test Question Answer 

1. Allowable Is this cost permitted under the grant agreement and applicable cost 
principles? 

□ YES     □ NO — STOP 

2. Reasonable Is the price reasonable — what a prudent person would pay in similar 
circumstances? 

□ YES     □ NO — STOP 
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Test Question Answer 

3. Allocable Does this cost directly benefit this specific grant program? □ YES     □ NO — STOP 

4. Consistently 
Treated 

Would the city treat this same type of cost the same way for the general fund? □ YES     □ NO — STOP 

 

Step 3 — Vendor Verification 
Verification Required When Completed? 

SAM.gov check — vendor is not 
suspended or debarred 

All vendors receiving $25,000+ in federal funds □ YES   Date checked: ________ 

Conflict of interest — no staff or 
officials have financial interest in 
vendor 

All procurements using federal or state grant 
funds 

□ YES   Certified by: ________ 

Vendor W-9 on file All vendors expected to receive $600+ during 
the fiscal year 

□ YES   □ N/A 
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Step 4 — Required Procurement File Contents 
All applicable items must be in the procurement file before payment is authorized. 
 

✓ # Required Document Notes / Filing Location 

□ 1 Purchase request or requisition form (if applicable) Initiates the procurement process 

□ 2 Request for quotes, bid solicitation, or RFP Written request sent to vendors 

□ 3 All vendor quotes or bid responses received Retain all responses — including non-selected 
vendors 

□ 4 Written vendor selection justification Document why this vendor was chosen (price, 
quality, availability) 

□ 5 Sole source justification (if non-competitive) Required: why competition was not feasible; 
grantor approval if needed 

□ 6 SAM.gov debarment verification printout Print or screenshot showing vendor is not 
excluded (for purchases $25K+) 

□ 7 Conflict of interest certification Signed statement that no officials have financial 
interest in vendor 

□ 8 Authorized approval signature on purchase order or invoice Signed by person with dollar authority for this 
purchase amount 

□ 9 Executed contract or purchase order Signed before goods/services received (for 
purchases over threshold) 

□ 10 Original vendor invoice Matching description, quantity, unit price, and 
total to the PO/quote 

□ 11 Proof of payment Check copy, EFT confirmation, or credit card 
receipt with reconciliation 

□ 12 Receipt or delivery confirmation Evidence goods were received or services were 
performed 

□ 13 Grant budget authority confirmation Confirm expense is within approved grant budget 
line item 

□ 14 QuickBooks entry confirmation Transaction coded to correct grant class/job code 
and expense account 

 

Step 5 — Sole Source Justification (Complete Only If Sole Source Selected) 
If you selected sole source procurement in Step 1, complete this section. A sole source procurement is 
permissible only under limited circumstances. 
 

Justification Basis (check one) Explanation 

□ Item is available from only one source Describe why no other vendor can provide this item or service: 
□ Public emergency requiring immediate 
action 

Describe the emergency and why competitive procurement was not possible: 

□ Grantor expressly authorized non-
competitive procurement 

Cite the grantor authorization (letter, email, or grant provision): 
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Justification Basis (check one) Explanation 

□ Adequate competition attempted but only 
one response received 

Document the solicitation effort and explain the limited response: 

 

Common Procurement Mistakes That Generate Audit Findings 

Split purchasing: Breaking a $15,000 purchase into two orders under $10,000 to avoid competitive requirements. 
This is a federal violation. 
After-the-fact documentation: Completing the procurement file after the purchase was already made. 
Procurement must occur before the purchase. 
Missing quotes: Retaining only the winning vendor's quote. All quotes received must be on file — including those 
not selected. 
No selection rationale: Choosing a vendor without documenting why. 'We always use them' is not sufficient 
documentation. 
Missing SAM.gov check: Forgetting to verify the vendor is not suspended or debarred before awarding a contract 
over $25,000. 
Geographic preference: Requiring or favoring local vendors without documented justification. Federal grants 
prohibit geographic preferences (2 CFR 200.319). 
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Approval Signatures 

PROCUREMENT APPROVAL 

I confirm that the procurement procedures documented on this checklist comply with applicable federal, state, and 
local requirements and that all required documentation is on file. 
 
Prepared by:  _______________________________________     Title:  ________________________________      
 
Date:  _______________ 
 
Approved by:  _______________________________________     Title:  ________________________________      
 
Date:  _______________ 
 
Mayor / Authorized Official (if required by dollar threshold): 
Signature:  _______________________________________     Date:  _______________ 
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Disclaimer 
 
 
This checklist is published by the Arctic Slope Community Foundation as part of the Success for Nonprofit 
Audit Preparation Program (SNAPP) Modified Virtual Support Program. It provides a structured 
procurement documentation workflow for grant-funded purchases. 
 
SNAPP provides advisory and technical assistance only. This document does not constitute legal or 
procurement advice. Participating municipalities remain solely responsible for compliance with all 
applicable federal, state, and local procurement requirements. Always follow the more restrictive of 
federal standards and your city's own procurement policy. 
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