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(Complete per Requirements of the Buyer Actions Matrix) 

Date: Purchaser's Name: 

Requisition or Purchase Order Number (if available/applicable): 

To comply with University Purchasing Policy, Uniform Administrative Guidance and other government regulations, completion of this Purchasing Checklist/
Bid Summary Form is required for all transactions $5,000 or greater with non-Pre-Qualified Suppliers; and, for all transactions greater than or equal 
to $150,000 with Pre-Qualified Suppliers. 

This form must be sent to the Purchasing Department with all supporting documentation upon completion of a 
requisition or a PO. Failure to do so will cause a non-compliance memo to be issued and all/or associated paperwork will be returned to the user for 
reprocessing. 

FEDERAL GOVERNMENT FUNDS?�����������������zES  NO  OTHER SPONSORED FUNDS? YES  NO 

Describe the goods and/or services being procured: 
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Price/Cost Analysis Based on: (Ref. Methods to Determine Price Reasonableness Document); 
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