	

	PURCHASING CHECKLIST:
PROCUREMENT CARDS
	TEXAS
JUVENILE JUSTICE DEPARTMENT



[bookmark: _GoBack]Verify the following for each transaction:				Comments:

	
Is vendor a HUB?	
	
[bookmark: Check1]|_| Yes   |_| No
	


	
Is vendor on warrant hold?	
	
|_| Yes   |_| No	
	


	
Is printout of TIN check included?	
	
|_| Yes   |_| No
	


	
Is vendor on state debarred list?	
	
|_| Yes   |_| No
	


	
Is CAPPS PO included?	
	
|_| Yes   |_| No
	


	
Is there a description or type of purchase listed? 
	
|_| Yes   |_| No
	


	
Is there an original or copy of sales receipt? 	
	
|_| Yes   |_| No
	


	
Did you verify that sales tax has/has not been paid?
	
|_| Yes   |_| No
	


	
Was purchase received in CAPPS file? 
	
|_| Yes   |_| No
	


	
Is supervisor’s signature obtained on Pro-Card log?
	
|_| Yes   |_| No
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