Anti-Collusion Policy Checklist for Municipal Procurement
I. Procurement Planning
☐ Conduct market research to understand typical pricing and competitive landscape.
☐ Ensure specifications are clear, neutral, and do not favor specific vendors.
☐ Use standardized bid templates and document formats to ensure uniformity.
II. Bid Solicitation and Advertising
☐ Publicly advertise all solicitations through multiple channels (e.g., city website, trade publications).
☐ Provide equal access to solicitation documents to all interested parties.
☐ Establish and publish a clear bid calendar to minimize manipulation through timing.
III. Bid Submission Requirements
☐ Require anti-collusion affidavits with every bid or proposal.
☐ Require disclosure of: All subcontractors, Any relationships with other bidders, Shared ownership or common officers.
☐ Mandate sealed or electronic submissions with system-based time-stamping.
☐ Prohibit contact between vendors and city personnel (outside of authorized procurement officials) during active procurements.
IV. Bid Evaluation Procedures
☐ Ensure segregation of duties between staff drafting the solicitation, receiving bids, and evaluating them.
☐ Blind the identity of vendors during the technical scoring process, when feasible.
☐ Maintain written scoring justifications and evaluator notes for transparency.
V. Red Flag Monitoring and Data Analysis
☐ Regularly analyze bid patterns over time to detect price-fixing, bid rotation, and market allocation.
☐ Document and investigate similarities in bids, identical pricing or rounding patterns, and unusually few bidders or last-minute withdrawals.
VI. Vendor and Employee Training
☐ Require annual training for procurement staff on collusion detection, antitrust law, and ethical bidding procedures.
☐ Offer (or require) training for vendors on fair competition and procurement rules.
VII. Post-Award and Contract Management
☐ Conduct debriefs with unsuccessful vendors to identify concerns or irregularities.
☐ Monitor contract execution for signs of pass-through pricing or subcontractor collusion.
☐ Periodically audit high-value contracts for irregularities in invoicing or performance.
VIII. Whistleblower and Enforcement Provisions
☐ Establish and publicize a confidential method for reporting suspected collusion.
☐ Refer credible allegations to legal counsel, internal audit, or law enforcement.
☐ Include contract language allowing for disqualification of vendors, termination for cause, or recovery of costs due to collusion.
IX. Recordkeeping
☐ Maintain all procurement records, including bids, correspondence, scoring, and contracts, for at least the minimum statutory period.
☐ Document all red flag investigations and their outcomes.
