RX CHECKLIST
1. Is a delivery date entered?  Do not use “ASAP”.

2. Is the account OBJ/SOBJ correct? (Sometimes a "package deal" of various items that total over $5,000.00 will not be classified as a "60" code.)

3. Do all items add up to the accounting lines?

4. Are the unit costs equal to the extended costs?

5. Is there enough money in the account(s) being charged?

6. Is there a budget line set up in the account for the OBJ code you are using?

7. Is the RX signed by the proper signature(s) authority?

8. Are the proper quotes attached? 
· $2,000.00 to $24,999.99 requires 1 quote;
· $25,000.00 to $49,999.99 requires 2 quotes or more;

· $50,000.00 and above has to go out to formal bid
9. Is current liability insurance, auto liability & workmen's compensation insurance on file?  (i. e., construction, on-site repairs by vendors.)  Check with the Controller’s Office.  BCN Purchasing will request these directly from the vendor.
Must show “Board of Regents, and Nevada System of Higher Education on behalf of Great Basin College “as additional insured.
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