UH Purchasing Department

Buyer’s Checklist


Business Unit:


Purchase Order: __________________

1.
Type of PO



*Master Agreement, reference/number




*State Use Program (TIBH)



*State of Texas Contracts (including TXMAS)



*Purchasing Cooperative



  Cooperative Identification (please circle):  E&I; HCDE; TCPN; TAMU;



   Buyboard; U.S. Communities; UT; other/number






*Contracted Services (CN730 or CN783)



*Direct Publication



*Department of Information Resources (DIR), number:





None of the above; sole source attached.




Appropriate sole source justification.




Signed by requester and certifying signatory.



None of the above; requires competitive bids.


Number of HUB vendors contacted.

If less than two, explain:




Inclusion of all quotes/bids in PO file



Completed Tabulation Sheet for all quotes/bids received

Blanket Order


Library Purchase – Exempt

Maintenance Agreement


Inter-Agency


None of the above; under $5,000.00
HUB Vendor Name





Gender/Ethnicity

*
No tabulations sheet required but may require reference number.
2.
Cost center and account



Appropriate account(s) used on PO

Federal funds used (4024, 4026, 4034, 4035, 4036, 5013, 5014, 5015, 5023, 5033, 5034, 5035, 5043, 5044, and 5045)

Verify the following types of expenditures are NOT charged to the federal grant unless OCG has given their written approval:

· General use equipment (e.g., furniture, computers, printers, etc.)

· Office supplies

· Postage

· Phone equipment and pagers

· Fax machines

· Personal subscriptions

· Personal membership fees 


HEAF funds used (1008, 1043, 1044, 1045, 1046, 7018, 7021, 7032, 7035, 7042,
                          7045, 7046, 7047, and 7052)
Verify the purchase is for one of the following types of expenditures:

· Land

· Construction or renovation

· Equipment

· Tangible personal property (furniture, software, computers, etc.)
· Library items

· NO ADVANCE PAYMENTS



State-appropriated funds used (1xxx, 7021, 7029, 7035, 7042, 7043, 7044, 7045, 7046, 7047, 7048, 7049, 7050, 7051, 7052, 7054, 7065, or 7082)
Verify the purchase is NOT for one of the following types of expenditures:

· Auxiliary operations
· Student activities, including commencement

· Alumni activities

· Athletic activities

· Service center operations

· Food or beverage of any kind

· Bottled water

· Greeting cards

· Legal size paper or cabinets

· Plants

· Lobbying activities

· Entertainment

3.
Pre-Approval Form for Requisitions (Addendum B) completed for:


Radioactive/Hazardous Materials



Vehicles



X-Ray Machines



Class 3b and 4 Lasers



Biological Safety Cabinets

4.
Verify selected vendor is NOT on the federal suspended and debarred vendor list for purchases exceeding $25,000 on federal funds (4024, 4026, 4034, 4035, 4036, 5013, 5014, 5015, 5023, 5033, 5034, 5035, 5043, 5044, and 5045)


Selected vendor is not on suspended and debarred list

5.
Purchases exceeding $100,000



Authorization and Information Summary Sheet for Purchase Requisitions Exceeding $100,000 (Addendum C)



HUB Subcontracting Plan, if appropriate.



If not appropriate, explain:


Buyer Signature: ____________________________________
Date:
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