Drew Grant Management Checklist

Revisions

_____ Dell Orders should be entered in the CPSB Dell Premier Page prior to emailing Jessica Walser the Budget Detail and Revision Letter file.

_____ Budget Detail and Revision Letter -- After completing your budget/revised budget and writing your revision letter, email both to jessica.walser@cpsb.org prior to delivering/emailing them with your quotes to the Grant Department. 
Supplies & Equipment

_____ Book orders over $5,000 must be ordered through Permabound. Under $5,000 can be ordered from other vendors. We cannot do requisitions with online vendors.
_____ Quotes are due in the Grant Dept by 4:00 p.m. on April 15th for processing. 
· You DO NOT need to send us quotes for items being purchased from the Dell Premier Page.

· DO NOT just print info off the Internet; many internet companies do not accept purchase orders.
· Quote is current. Quotes are from company representatives, not websites. Make sure it is a current quote that hasn’t expired.
· Shipping/Freight is included on the quote. Many times a rep will waive shipping if you ask. Make sure the rep knows you’re with Calcasieu.
· Keep a copy of quotes for your records.  You will receive a Purchase Order for each Purchase Request. Compare the two to make sure all items were ordered.

_____ Purchase Orders (P.O.) will be sent to you once the request has been placed with the vendor.

· Compare P.O. with quote to make sure all items were ordered.  Sometimes items are ordered with different vendors or split between vendors if a better price is found.

· When all items have been received on each P.O., send a copy of the P.O. to the Grant Dept. with a signature and date to indicate that all items have been received. This can be done via email or interoffice mail.
_____ Individual purchases can no longer be made.

_____ Billheads have not been accepted by Accounts Payable since July 1, 2010.  
NOTE:  Submit ALL quotes to the Grant Department for processing by April 15th. 
