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Memorandum

TO:

{Name}, Director, Minor and Planned Projects
FROM:
{Name}, Project Manager 
DATE:
July 19, 2011
SUBJ:
{Project Name, Building, Building Number}
CONTRACT#:  WXXXXXX and CHANGE ORDER #: XX
(Use this line only for change orders)


1. CONTRACT TYPE, PRICE, CONTRACTOR

2. SCOPE OF WORK

3. JUSTIFICATION OF EXPENSE
4. PROPOSED SCHEDULE

5. HOW WAS THE WORK SOLICITED
6. WHY THIS CONTRACTOR IS THE BEST VALUE

7. HUB PERCENTAGE (%)
8. OTHER PROPOSALS/BIDS RECEIVED

9. FUNDING

10. VENDOR CONTACT INFORMATION:

CONTACT NAME: 

Scott Beckham

CONTACT ADDRESS:

5625 FM 1960 W. Suite 308





Houston, TX 77069

CONTACT PHONE #:   

281-397-7760

CONTACT E-MAIL ADDRESS:
scott@intexflooring.com

Certifications.  (Required for OCA review)

	Initial
	Certification

	PM 


	I have primary responsibility for the contract, from inception to completion of the transaction.

	
	

	PM 


	The contract and all documents that are incorporated by reference in the agreement, including exhibits and appendices are included for review by OCA.

	
	

	PM 


	The name of the contracting party is stated as the University of Houston System or its component Institutions (e.g., University of Houston, University of Houston - Victoria), and is not a department, program, or person.

	
	

	PM 


	If a UH standard agreement is being used, I certify that (check one):

( no changes have been made, including additional attachments or addenda

( each change to the standard agreement has been reviewed and approved by OCA, as established in the attached email correspondence.

	
	

	
	

	Exec. Director



	All contract documents have been read and the business aspects have been agreed to in their entirety by the originating department and any employees who have obligations under this contract, or a memorandum has been included describing the department’s concerns with the business aspects that they do not agree with.

	
	

	Exec. Director




	The proper procurement method has been used providing the best value to UH.

	
	

	Exec. Director




	I have read this contract entirely. I am satisfied with its description of the goods, labor, materials and/or services to be provided to the University (including, for example, warranties, delivery terms, acceptance period, and maintenance terms). I am also satisfied with the description of the University’s obligations (including, for example, scope of work, payment due dates, late charges, taxes, charges, insurance, and confidentiality requirements) and all other provisions of this contract. I acknowledge responsibility to ensure that all good faith efforts are employed in seeing that all terms, conditions and responsibilities of the contract are met.


YOU ARE THE PRIDE
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