
 BID BOARD CHECKLIST REVISED 11-16-04

City of Derby
611 Mulberry

Derby, KS  67037
Phone 316-788-3132

Fax 316-788-6067

Bid Board Checklist
              Department requesting approval____________________.

Staff responsible for request_______________________.

List Item_______________________________________.

Is the bid the sole source? Y/N_____________________.

Is item budgeted? Y/N____________________________.

Bid specifications attached? Y/N____________________.

Vendor spreadsheet attached? Y/N__________________.

(Spreadsheet should include all vendors issued RFP’s and all bids
submitted. If vendors bid on separate items, they should be listed by items
and bid.)

Vendor Materials Attached? Y/N____________________.

Does the department wish to have any staff present during Bid Board? If 
so, please list who _________________________.

Attach any narrative below you wish to be considered during Bid Board.

__________________________________________________________

Bid Board Action: Approved___ Not Approved____                              
Other (Specifiy)______________________________________________

________________________ ________________ 
Board Chairperson Date

__________________________________________________________

________________________   Approved Y/N          _________________
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City Manager                   Date


