University System of New Hampshire

Purchasing Checklist

for Purchases of Goods and Services

Below the Bid Limit


End User:

     BSC Contact:

Date:__________________
    Description/Quantity of Item(s)/Service(s) to be ordered:   (Note: if more room is required, attach itemized list)   

   ________________________________________________________________________________________________________
   ________________________________________________________________________________________________________
  Estimated Cost $

Delivery Date Required

	Review Task
	Yes
	No
	N/A
	Comments

	Is product/service available from a USNH Contracted Vendor?
	
	
	
	

	Is product/service available from an on-campus entity?
	
	
	
	

	Is product/service available under another type of contract, i.e., GSA, State of NH, NHCUC, E & I, etc.?  
	
	
	
	

	Is product/service only available from one (1) source/supplier?
	
	
	
	

	If yes, what method was used to research sources and to determine if price is reasonable?
	
	
	
	

	Is a Banner vendor code required? 
	
	
	
	

	  If yes, does one exist?  
	
	
	
	

	Warranty period
	
	
	
	

	Shipping Terms-FOB Destination, Prepay and Allow?
	
	
	
	

	Delivery method-Tailgate or Inside Delivery?
	
	
	
	

	Payment Terms-Net 30
	
	
	
	

	If applicable for services, have you completed an Independent Contractor Agreement?
	
	
	
	

	Does purchase require signed quote/agreement? 
	
	
	
	

	  If yes, has it been signed by an authorized party?
	
	
	
	

	Summary of quote(s)/pricing received:

Vendor –place next to preferred vendor)                                                
__________________________________  ​​​  ______
__________________________________    ______
__________________________________    ______
__________________________________    ______
	Price:

$_________________
$_________________
$_________________
$_________________

	___________________________________

___________________________________

___________________________________

___________________________________

	Other Information:  
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