THE CITY OF COLUMBUS, EQUAL BUSINESS OPPORTYNITY OFFICE ~ February 2009

'ACCESS TOOLS ©

Legislation Review Checklist

When the EBO Office reviews your legislation, it is our goal to process your documents
within three (3) business days. There are certain items we are sure to assess. To help
expedite, please use the following checklist as a guide in preparing your documents and
supporting attachments.

List the vendor/contractor name

List an active contract compliance number and expiration
date

List the total number of firms solicited

List the number of vendors who hold the vendor status titles
of MBE, FBE, AS1, HL1, or MBR

Verify these titles through the Performance Series system in
the status tab

Describe in detail the scope of work

List the bid ranking of all offerors

Indicate that the award is to the lowest bidder

If the award is not to the lowest bidder, indicate why not

When there is subcontractor participation, list the
subcontractors

List the subcontractors’ active contract compliance and
expiration date

List the bidding process used, i.e., ITB, RFP, or RFSQ
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