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                                            Arkansas 4-H Foundation, Inc.

                                       Purchase Request
	4HFound-103

10/23/09

	

	Fund No.
	     
	Fund Title
	     

	

	 FORMCHECKBOX 
 Check Here if Single Source Supplier and provide explanation: 
	     

	

	Quantity
	
	Name of Item and Description
	
	Make, Model, Size, Color, Etc.
	
	Cost
	
	Total

	
	
	
	
	
	
	
	
	

	     
	
	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     
	
	     

	 
	
	 
	
	 Total
	
	0 FORMTEXT 

$0.00

	
	0 FORMTEXT 

$0.00


	

	Name, address, and telephone number of firms where item(s) can be purchases.  Quote prices from companies listed and name of person making quote.

	1.
	List at least two companies for requests over $1,000.00 and less than $4,999.99

	2.
	List at least three companies for items over $ 5,000.00 including one minority vendor.

	
	

	Suggested Vendor(s) (Vendor, address, phone and contact)
	
	 

	
	
	

	1.
	     

	
	     

	
	     

	Tel. #
	     
	Fax #
	     
	
	Bid Amount
	     

	2.
	     

	
	     

	
	     

	Tel. #
	     
	Fax #
	     
	
	Bid Amount
	     

	3.
	     

	
	     

	
	     

	Tel. #
	     
	Fax #
	     
	
	Bid Amount
	     

	

	Explain need for item(s) and specific event or activity items will be used for. – Justify which vendor you prefer if it is not the lowest quote.   

	     

	     

	

	
	
	
	

	Signature Requestor
	
	Title
	     

	
	
	
	

	Signature Fund Manager
	
	Date
	     
	 

	
	
	Recommended  FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

	Signature Assistant Director
	
	
	

	4-H Youth Development (Programs)
	
	Date
	     
	

	
	Approved   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No

	Signature Treasurer 
	
	
	

	Arkansas 4-H Foundation (4-H Center)
	
	Date
	     
	

	
	Approved   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No

	Signature Executive Director
	
	
	

	Arkansas 4-H Foundation 
	
	Date
	     
	

	
	Approved   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No


	                                 Instructions for 4-H Foundation Purchase Request
	

	

	Requestor

	

	1. 
	Use this form for requesting items when total cost is over $1,000.  Excluding 4-H Center, Event Judges, Scholarships, and other such items.

	
	

	2.
	Submit request at least 7 working days in advance of date item(s) are needed.

	
	

	3.
	List at least two (2) companies where item(s) can be purchased and list prices from each company and name of person making quote for item(s) over $1,000.00 and less than $4,999.99.  List at least three (3) companies where item(s) can be purchased and list prices from each company and name of person making quote for item(s) over $5,000.00 including one minority vendor.  Written bids must be attached to the purchase request form.  No bids for University facilities required, for example O-Rama at University of Arkansas at Fayetteville.

	
	

	4.
	Single Source Supplier: if purchase is from a Single Source Supplier, please check box on purchase request form and list explanation that qualifies purchase from a single source.

	
	

	5.
	Request must be submitted to Fund Manager for approval.

	
	

	Purchase is authorized only upon receipt of approved request.

	
	

	Fund Manager

	
	

	1.
	Check recommended: Yes/No, sign, date, and forward the request to Assistant Director – 4-H Youth Development (Programs) or the Arkansas 4-H Foundation Treasurer (4-H Center).

	
	

	2.
	If request is for $4,999.99 or less, it will be forwarded as follows: Assistant Director – 4-H Youth Development (Programs) or Arkansas 4-H Foundation Treasurer (4-H Center) for approval or disapproval.  The request will be returned approved or disapproved to the requestor.  Form must also be signed by the Arkansas 4-H Foundation Executive Director.

	
	

	3.
	If the request is for $ 5,000.00 or more, it will be forwarded to the Assistant Director – 4-H Youth Development and the Arkansas 4-H Foundation Treasurer for approval or disapproval.  The request will be returned approved or disapproved to the requestor.  For must also be signed by the Arkansas 4-H Foundation Executive Director.

	
	

	4.
	If the request is for over $25,000.00, it will be forwarded to the 4-H Center Asset Management and Operations Committee (4-H Center) for review and to the Finance and Administration Committee (Programs) for review.

	
	

	Attach approved request to the Request for Payment (4HFound-108) when invoice is received.

	


