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Part I Introduction:

The following worksheet is provided as a guide to assist communities to determine what appropriate documentation should be obtained to support procurement undertaken as part of the CDBG program in accordance with Federal and State regulations.  This checklist is a supplemental tool to provide additional assistance with compliance and does not take the place of the compliance monitoring checklist or relieve the grantee of any procurement responsibilities provided in other manuals, policy letters, or guidance materials.  Please contact your CDBG program supervisor if you have questions about this worksheet.

All CDBG contracts require a determination of reasonable cost/price.  If adequate price competition does not exist, additional steps are necessary to show reasonableness.  If you have questions, please contract your CDBG program supervisor for guidance.     

Part II Contract Information:
Name of Contractor:  











Type of Contract (professional service, material, construction, etc.):  






























 FORMCHECKBOX 
  Comparison to in-house estimate (for all procurements, attach estimate).  A cost analysis as required by the Common Rule as adopted by HUD is done before an RFP or RFQ is issued.  The purpose is to establish reasonableness of cost for negotiation purposes.  This is required for any professional services contract for which a standard scale does not exist.   
Part III Price Analysis:

 The price analysis was conducted based on one or more of the following (check those that apply and attach documentation).

 FORMCHECKBOX 
  Sealed bid with 2 or more responsible bidders and the low bidder was selected (keep documentation of compliance with state bid and public works laws regarding advertisements and other compliance requirements regarding direct solicitations, bid opening minutes, original bid envelopes, and bid tabulation).

 FORMCHECKBOX 
  Small purchase with documented phone or fax quotations from an adequate number of offerors and the lowest price was selected  (keep documentation indicating the name of the contact person, phone number, date and time of call, and a description of what the quote was based on).

 FORMCHECKBOX 
  Small purchase with documented published price lists from 2 or more vendors and the lowest price was selected (keep documents of published prices from catalogues, web pages, or faxed price lists).  
 FORMCHECKBOX 
  Competitive proposals (RFPs) where price was part of the proposal and there were 2 or more offereors.

 FORMCHECKBOX 
  Competitive proposals (PFPs) where price was part of the proposal and prices fell within established program fee scales.  
 FORMCHECKBOX 
  Competitive proposals (RFQs) where price is not part of the proposal, but prices fell within established program fee scales. 

Part IV Cost Analysis:

If one or more of the boxes above is not checked, an additional cost analysis is necessary. Please check each of the boxes below which apply and provide narrative and/or documentation as necessary.  
A:  Has the grantee determined that each of the cost items listed by the contractor is:

 FORMCHECKBOX 
  The cost is allowable (see 24 CFR Part 85, 85.22) 
Explanation of determination:  

























































 FORMCHECKBOX 
  The cost is allocable (logically related to the performance of the contract) 

Explanation of determination:  
























































 FORMCHECKBOX 
  The cost is reasonable (what a prudent business would pay in a competitive marketplace).  This portion of the cost analysis must be done independently and should compare costs for comparable projects or activities.
Explanation of determination:  
























































 FORMCHECKBOX 
  The cost is necessary 
Explanation of determination:  
























































B:  Costs items submitted by the contractor (attach copies of the rates along with verifiable citations).
 FORMCHECKBOX 
  Hourly/Daily rate with estimate of hours/days 
 FORMCHECKBOX 
  Published rates schedules for the same activity from a state or federal program
 FORMCHECKBOX 
  Other historical cost data that has already been established as reasonable

 FORMCHECKBOX 
 Actual Costs and proposed profit (provide support documentation such as payrolls, etc., explanation of cost item, and justification for each cost item checked below).

 FORMCHECKBOX 
  Personnel Costs: $     

Details:  

















































 FORMCHECKBOX 
  Travel Costs:  $      

Details:   

















































 FORMCHECKBOX 
  Equipment Costs:  $     
Details:  


















































 FORMCHECKBOX 
  Supply Costs:  $     

Details:  





























































 FORMCHECKBOX 
  Other Direct Costs $     
Details:  



























































 
 FORMCHECKBOX 
  Indirect Costs $     

Details:  



























































   
 FORMCHECKBOX 
 Proposed Profit:  $     

Details:  



























































  

Part V Cost/Price Reasonableness Certification:
I have reviewed and compared the price and cost data provided by the contractor and have determined that the costs proposed are necessary and reasonable for the work to be performed by the contractor.  
Certify:
Signature of Chief Elected Official



Date
Attest:
Printed Name and Signature 




Date 
 SHAPE  \* MERGEFORMAT 
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