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CAL-CARD COMMODITY PURCHASE CHECKLIST                      
	Cardholder Name:
	Supplier:
	Date:  


Check all applicable items for your office procurement file 
	
	Per Administrative Order 14-02, SB/DVBE’s must be used first on purchases from $100 - $250,000.

	 FORMCHECKBOX 

	Invoice (itemized, full description, zero balance, marked paid by Visa) 

	 FORMCHECKBOX 

	Solicitation Documents - request for quotes, faxes, e-mail correspondence

	 FORMCHECKBOX 

	Receipt of Goods - copy of signed packing slip documenting all items received

	 FORMCHECKBOX 

	Awarded Supplier’s Quote

	 FORMCHECKBOX 

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

	 FORMCHECKBOX 

	Additional Supplier Quotes with their SB/DVBE Certification - when competitively bidding

	 FORMCHECKBOX 

	Mission Critical Certification Form - completed and signed copy required for all purchases Refer to SCM vol.2, section 2.B3.15. Form available at: http://inside.dgs.ca.gov/bss/Home/calcard.aspx

	 FORMCHECKBOX 

	Fair & Reasonable - Buyer has determined the price from a single source is fair and reasonable per PCC 10335
F&R Techniques: ___ Price Comparison ___ Catalog Pricing ___ Controlled Pricing ___Historical Pricing ___Cost/Benefit Analysis
Refer to State Contracting Manual, Volume 2, Chapter 4 on how to determine Fair & Reasonable pricing. 

	 FORMCHECKBOX 

	LPA - Leveraged Procurement Agreement (i.e. Grainger, OEM or Recycled Toner Cartridges) Contract cover page and pricing pages are attached – Contracts index: http://www.documents.dgs.ca.gov/pd/contracts/contractindexlisting.htm

	 FORMCHECKBOX 

	Darfur Contracting Act Certification was provided to the supplier.  The form is attached only if the supplier has completed the form.  PCC 10475-10481 and SCM vol.2, section 2.B3.12  (Not applicable to LPA or IT goods/services)

	 FORMCHECKBOX 

	Commercially Useful Function (CUF) Certification - per GC 14837 Cardholder has performed the evaluation (applies to purchases and services from SB/DVBE) – CUF Evaluation Questions available at: http://inside.dgs.ca.gov/bss/Home/calcard.aspx

	 FORMCHECKBOX 

	Proprietary Letter - Supplier must provide official letter stating they are the sole source for acquiring the product/service.   

	 FORMCHECKBOX 

	Emergency Purchase Justification - approved by DGS Director’s Office and attached

	 FORMCHECKBOX 

	Training Request Form GS-1090 

	 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. https://www.ftb.ca.gov/aboutFTB/Delinquent_Taxpayers.shtml AND http://www.boe.ca.gov/cgi-bin/deliq.cgi

	 FORMCHECKBOX 

	CALPIA Waiver - if the same or similar product is available from CALPIA, an exemption waiver is required prior to the purchase. http://pia.ca.gov/pdf/General_info/General-State-Agency-Exemption-Form.pdf

	 FORMCHECKBOX 

	Bottled Water Purchase - Refer to SAM, section 3612, justification attached http://www.documents.dgs.ca.gov/sam/SamPrint/new/sam_master/rev427sept14/chap3600/3612.pdf

	 FORMCHECKBOX 

	Recycled Product Certification - Postconsumer-Content Certification Form received from supplier. http://www.calrecycle.ca.gov/BuyRecycled/StateAgency/Manual/ 

	 FORMCHECKBOX 

	Freight Charges over $50.00 must have a Bill of Lading 

	 FORMCHECKBOX 

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

	 FORMCHECKBOX 

	GC 19130 Civil Service Justification – Any procurement with labor/service component requires GC 19130 justification for contracting out for the service. http://documents.dgs.ca.gov/AD/obas/cms/Web%20Documents/Services%20Contracts/FormOBAS19130.pdf

	

	IT PURCHASES

	 FORMCHECKBOX 

	Desktop Mobile Computing Form (DMC) - Wireless keyboard and mice require DMC approval prior to purchase. Keyboards, Mice, and Cables are the only allowable IT-purchases. Non-Wireless are exempt from DMC approval.

	COMMODITY PURCHASES OVER $2,500  (The following documents are required in addition to the items above)

	 FORMCHECKBOX 

	Purchases $2,500 or more REQUIRE a Purchase Order (STD. 65). Refer to SCM, vol. 2, section 9.B5.0.

	 FORMCHECKBOX 

	Purchases $5,000 or more REQUIRE a Purchase Order (STD. 65), SCPRS registration number, STD. 16 Contract Award Report, and Conflict of Interest Affidavit.
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