
OBAS - Purchasing Services Section

PURCHASE ORDER CHECKLIST

	 FORMCHECKBOX 
 PO    FORMCHECKBOX 
 IT-PO      
	Number:  
	Buyer Name:  

	Supplier:     

	 FORMCHECKBOX 

	Purchase is within the Delegated Purchasing Authority
	 FORMCHECKBOX 
  less than $5,000       
	  FORMCHECKBOX 
  $5,000 & over


Check all applicable items 
	 FORMCHECKBOX 

	Purchase Order 

	 FORMCHECKBOX 

	Stock Received Report

	 FORMCHECKBOX 

	Awarded Supplier’s Quote

	 FORMCHECKBOX 

	Awarded Supplier’s Small Business/DVBE Certification - profile page showing expiration date  

	 FORMCHECKBOX 

	Less than $5,000 – Buyer has determined the price from a single source is fair and reasonable per GC 14838.5.c
F&R Techniques: ___ Price Comparison ___ Catalog Pricing ___ Controlled Pricing ___Historical Pricing ___Cost/Benefit Analysis

	 FORMCHECKBOX 

	LPA - Contract Number is listed on PO. Contract cover page and pricing pages included in file

	 FORMCHECKBOX 

	Seller’s Permit  Commodities Only – Not required for Proprietary purchases or CAL-Card purchases less than $2500

	 FORMCHECKBOX 

	Darfur Contracting Act Certification was provided to the supplier.  The form is attached only if the supplier is a “scrutinized company” and has completed the form.  PCC 10478.  (Not applicable to LPA or IT purchases.)

	 FORMCHECKBOX 

	CUF Certification – has been completed by the supplier and is attached (applies to purchases from SB/DVBE SCM-II - 3.2.6) 

	 FORMCHECKBOX 

	Std.-16  Contract Award Report - has been submitted electronically to DFEH   ($5,000 and over)

	 FORMCHECKBOX 

	SCPRS  - Registration number is on the PO and SCPRS print out in file  ($5,000 and over) 

	 FORMCHECKBOX 

	Conflict of Interest ($5,000 and over)

	 FORMCHECKBOX 

	Proprietary Letter from the Supplier is Attached (Exempt from competitive bid by Statute or Policy)    

	 FORMCHECKBOX 

	Emergency Purchase Justification

	 FORMCHECKBOX 

	Mission Critical  (if the requisition did not come through ABMS, Mission Critical Certification is needed in the file) 

	 FORMCHECKBOX 

	Additional Supplier Quotes with their SB/DVBE Certification

	 FORMCHECKBOX 

	Requisition #____________

	 FORMCHECKBOX 

	Verified FTB and BOE List - Tax Delinquencies Contract Ban: Per PCC section 10295.4 a state agency shall not enter into any contract for goods or services with a contractor whose name appears on the list of 500 largest tax delinquencies. 

	 FORMCHECKBOX 

	SB/DVBE Waiver – Per AO-09-02, SB/DVBE Waiver (GSPD-09-006) must be approved by OBAS SB/DVBE Advocate to purchase from a non-SB/DVBE supplier. (Purchases up to $250,000)

	 FORMCHECKBOX 

	PIA Waiver - if the same or similar product is available from PIA, an exemption waiver is required. 

	 FORMCHECKBOX 

	Recycled Product Certification

	 FORMCHECKBOX 

	Vehicle Purchase – Approved Vehicle Acquisition Form is attached

	 FORMCHECKBOX 

	Purchase of Bottled Water – required documentation from Department of Public Health and/or RESD

	 FORMCHECKBOX 

	Mining Operation – sand and aggregate minerals produced from a surface mining operation - must be verified as eligible  by the Department of Conservation: http://www.conservation.ca.gov/omr/SMARA%20Mines/ab_3098_list/Pages/Index.aspx 

	 FORMCHECKBOX 

	Traffic Management Approval - Freight charges over 100 lbs. require approval from Traffic Management Unit (916) 376-1888

	 FORMCHECKBOX 

	GC 19130 Justification – Applies to POs with installation. AO-99-03 written justification to contract out for the service is required. 

	 FORMCHECKBOX 

	Procurement Method - The solicitation was released using the SB/DVBE Option, however, the PO is marked as Competitive since the quote came in less than $5,000.

	 FORMCHECKBOX 

	Other 

	 FORMCHECKBOX 

	Other 

	IT PURCHASES

	 FORMCHECKBOX 

	Desktop Mobile Computing Justification Form  (Cables and non-wireless Keyboards & Mice are exempt from DMC; Wireless keyboards and mice require DMC)

	 FORMCHECKBOX 

	IT Purchase Request Form

	 FORMCHECKBOX 

	IT Standard Exemption (If applicable)
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