THE CAPTAlN S GUIDE TO PROCUREMENT
CNU Purchase Log Checkllst
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g ) CHARTING THE COURSE: /
g / ELIGIBILITY & LIMITS ?
/ /
A - Fill all 3 columns; “N/A" Attach email records, ¥
/ WP Basic Eligibility / . A or “no quote” entries are screenshots, or phone  {/ ¥
~ ’ ' / Requirements | e = not accepted. logs with names, dates, g o
. ¥ | - times, and notes. g -
x_ 5 Used for purchases No Cash & Carry or b - g b
A g under $10,000 Confirming Orders; ;
R where no existing do not authorize work é 4/~
0 Y contract is available. .. before PO is finalized. ' ]
’ Provide verification even 4 ’
’ E 4 if a vendor is unable to ’
‘ | —_ =) provide the item or service. ’f
/ /
/ )
g /
g/ FINAL INSPECTION: /
g ’//You must select a SWaM APPROVAL & VALIDITY /
4 ? /' vendor if their price is withi /,
/ Al 5% of a non- SWaM quote f
J LN > ;
P o Obtain full eVA approval Yt Purchase Logs remain __ /
p— prior to receiving any | valid for 3 months if price &, __ 2

goods or services. remains unchanged.
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