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Written Procurement History

(WPH)

Note: This is a sample written procurement history for a vehicle procurement. It may be tailored to suit procurement of different commodities or to acquire services. According to FTA’s Third Party Contracting Circular, the WPH is required for the purchase of commodities or services at any cost. The extent of documentationxe "Documentation" should be reasonable, “commensurate with the sizexe "Size" and complexity of the procurement itself.”  
The WPH works hand-in-hand with the procurement checklist, the PTN-124. Please refer to the PTN-124 for more information on other documentation requirements. 

Item to be procured:

________________________________________________________

(# and Type of Vehicles 

or similar description 

related to service or commodity)

Solicitation Advertised on      /     /      .  

Project  #___________

I.  
Background
II. Award Phase
III. Delivery Phase
I. Background
a. Planning
Statement of Need - The agency has a fleet of 20 vehicles, consisting mostly of paratransit vans with a lifespan of five years or less, or 150,000 miles. Fifteen of the vehicles are six years old and have more than 200,000 miles each. The agency is experiencing high maintenance costs and is forced to use its spare vehicles far too often. The agency needs new vehicles. The agency has evaluated the fleet in terms of replacement needs and has determined that the replacement vehicles should be small cutaway buses (type 2 vehicles). This vehicle will support the agency’s current level of service.
Independent Cost Estimate - Before the agency went out for bids, the agency contacted two vendors to receive informal price estimates and customer lists, including names and phone numbers. The agency received an estimate of $44,000 from vendor A, an estimate of $42,000 from vendor B, and research from the vendor-supplied customer lists supported these estimates. The agency estimates a cost of $43,000 per vehicle.
Selection of Procurement Method & Contract Type - The agency believes the IFB process is most appropriate because realistic specifications are available, there is adequate competition among vendors, and the bid can be awarded principally on price. The agency believes that a more competitive price per vehicle can be obtained by buying in bulk. The agency plans to enter into a two year contract with the selected vendor. This will include a firm fixed price contract for vehicles delivered in the first year with the option of negotiating a fair price for vehicles delivered in the second year. (Any justification for a price increase must be supported by the vendor through documented, drastic shifts in Consumer Price Indices related to transportation). 
Competition - To secure the maximum buying power and raise industry interest in the procurement, the agency offered to serve as a lead agency in a group purchase. To achieve maximum participation, the agency sent out an invitation to bid letter to vendors on our vendor list in addition to advertising the bid as required by the Local Government Code. By contacting our DBE certifying agency through the Texas Unified Certification Program (http://www.dot.state.tx.us/business/tucpinfo.htm), the agency found one DBE vendor to participate in this procurement. END OF PLANNING HISTORY
	
	
	

	Name of Agency Rep.
	Signature
	Date


II.Award Phase
A. Award Decision & Price Analysis*
The agency used a request for approved equals (RFA) process to afford vendors the opportunity to offer alternative products, receive clarification from the agency, and suggest variances in capacities for specific components prior to the bid opening date (___/___/___). The agency received three bids through the competitive bidding process, ensuring that the agency received the best price for the vehicles. 
The agency found that the best bid received through this process was consistent with our independent cost estimate, and is a fair and reasonable price.

The agency has found the vendor’s offer to be responsive and the vendor to be responsible.

The vendor is not debarred or suspended. 

(Provide screen shots from federal and state sites)

*(Note: a cost analysis is required instead when there is inadequate competition, including the receipt of only one offer, or when offerors are required to submit different elements of cost with the offer).
B. Pre-Award Audit (Rolling Stock Only)
Include transit agency’s self-endorsed pre-award audit and supporting documentation. See forms and other information in the procurement checklist (PTN-124).

	
	
	

	Name of Agency Rep.
	Signature
	Date


III.Delivery Phase
a. Contractor Performance
Document the timeliness and adequacy of the delivery of commodity or services. This is for future reference, for example if considering the extension of optional quantities or the term (timeline) of a contract.

Were commodities delivered to specification?

Did contractor respond to requests to correct any deficiencies?

Did contractor honor warranty commitments?

Did contractor perform services adequately?

b.   Post-Delivery Audit (Rolling Stock Only)

Include transit agency’s self-endorsed post-delivery audit and supporting documentation. See forms and other information in the procurement checklist (PTN-124).

	
	
	

	Name of Agency Rep.
	Signature
	Date
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