


BCN PURCHASING OFFICE CONTRACT (PRELIMINARY) REVIEW SHEET – UNR
STOP: If this contract is: with a Sole Proprietor*, for sale/lease of real property, a sponsored project or does not cost UNR any money, do not complete this form. 
Sale/lease of property: Route to Real Estate Office     |   Zero-cost contract: route to AVP of Business & Finance
Sponsored project: Route to Office of Sponsored Projects   | Sole Proprietor: complete ICA process linked above
*Check “Organization Type” for supplier in SREG: “US – Individual, Sole Proprietor or Single Member LLC” 
	TITLE OF CONTRACT:
	

	NAME OF SUPPLIER:
	

	UNR CONTACT NAME:
	
	EMAIL:
	

	REQUISITION #:
	REQ-01-
	This is |_| pcard purchase

	TOTAL FINANCIAL COMMITMENT: (sum of all years)
	$0.00    
	Is this funded with any federal or grant funds? |_| YES |_| NO

	TERM LENGTH
	|_| Under 5 yrs | |_| Over 5 yrs | |_| Undefined/Auto-renewal

	Is this part of another contract? 
	|_| YES* |_| NO
	|_| I have attached any original and amendment contract documents

	Is our correct name used within the contract and the signature block?
	|_| YES |_| NO 
	“Board of Regents of the Nevada System of Higher Education, on behalf of the University of Nevada, Reno”

	Has your dean/director been added to the UNR signature block as “recommended by:” ?
	|_| YES |_| NO
	Your dean or director will be required to review and sign the contract as “recommended by” before approval signatures can be obtained.

	If this contract is over $25K, has a second quote been obtained?
	|_| YES* |_| NO |_| Competitive Exception attached instead*

	If this contract is over $50K?
	|_| YES |_| NO

	
	If yes, are you requesting a competitive exception to the formal solicitation process? |_| YES* |_| NO

	Date submitted:
	
	Requested execution date:
	

	Additional comments:

	ADDITIONAL APPROVALS – PLEASE COMPLETE & ATTACH
Contracts that are for services generally will require insurance from the supplier and approved by Risk Management. Certain types of purchases will require additional departmental review and approval, which is the responsibility of the requesting department to obtain and provide to Purchasing for verification.
Purchasing is not responsible to obtain these, but may assist the department as time permits. Purchasing is responsible to verify all required approvals are met before issuing a PO and signing a purchasing contract.

	Brief description of purchase: what are you buying, and what is the purchase intended for or intended to accomplish?
	(description here)

		CHECK ALL THAT APPLY:

	|_| services on NSHE property 
|_| remote services

	bcnrisksm@unr.edu 
|_| insurance review has been completed, attached
|_| approved certificates are attached

	|_| software – any software component in a purchase, even if not the majority of the purchase, must be reviewed/approved
	itcompliance@unr.edu 
|_| review completed with recommended status email attached
accessibility@unr.edu / Accessibility webpage
|_| review completed & attached (approved or waiver)
SOM only: contact Ryan Jerz to initiate IT security process

	|_| Print or swag materials with UNR logo
	|_| MarCom Print release attached

	|_| event services/products on campus
|_| food truck
	schedulingservices@unr.edu (UAM 5302)
|_| event authorized, Scheduling Services Reservation ID #: (write in here)
|_| this event is not subject to Scheduling Services review: (write in why)

	|_| video cameras/telecommunication devices or services*
	On campus camera installation (UAM 7004): 
|_|  UNR PD form submitted, approval attached
|_|  Quote/proposal/contract must document compliance with Section 889 and 1260H 

	|_| UAV/drone
|_| high performance computers 
|_| lasers
|_| Xrays 

	ris@unr.edu – Research Integrity & Security
|_| review/approval attached
mjo@unr.edu – EH&S – lasers/xrays only
|_| review/approval attached

	|_| travel reimbursement
	|_| any travel reimbursement provisions are compliant with UAM 1480 

	|_| outside legal services  
	NSHE System Chief Counsel approval is required before a contract can be executed. 

	|_| physical security services
Or
|_| lobbying
	Any physical security or lobbying services must be signed by the Chancellor. This means the contract must be routed/reviewed through UNR General Counsel/President’s office, and up to the System Office. Purchasing will reach out with detailed instructions.

	PURCHASING APPROVALS:

	Purchasing will review business details (supplier licenses required, registration status, etc.) These items may require further actions before a contract can be signed – and this may include escalation to the UNR General Counsel’s office if NSHE/legally unacceptable terms are included in the contract.





 

SECTION 2: Internal Purchasing Only
Reviewer Name: ______________________
|_| Submission documents complete – date: _______
	|_| Sent back as incomplete – date: _______
	|_| Sent back to department to negotiate with supplier – date: _______
	|_| Sent back to department with pink routing sheet to escalate to OGC  - date: ________
|_| Problematic contract terms?
	|_| Term issues – send back to dept to limit term to 5 years or less
	|_| Legal terms – needs to be escalated to OGC
|_| Insurance terms – needs to be escalated to Risk
|_| Contract requires President’s signature – needs to be escalated to OGC
|_| Contract requires Chancellor signature – needs to be escalated to OGC
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