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1 When do I process a Requisition versus a Check Request? Requisitions should be processed for > $4,000 purchases 
for which a vendor requires a Purchase Order prior to 
order fulfillment.  Also, Requisitions should be processed 
anytime either 1) reimbursement or 2) direct payment to 
vendor (even if less than $4,000) is not feasible.  

2 What are UHF's procurement requirements/thresholds? $4,000 - $15,000: 3 verbal quotations or sole source
$15,000 or more: 3 written quotations or sole source

Doc. Of Quotes 
for Goods/Srvcs

11/1/19

3 Does UHF accept scan documentations (UHF Purchase 
Order Requisitions and supports )?

Yes, but UHF requires original signed Purchase Order 
Requisition and supports before issuing PO.  

11/1/19

4 Does UH Foundation allow electronic signatures? Not at the moment.  UH Foundation does not accept UH 
or RCUH Adobe Sign electronic signatures.  We 
understand UH Foundation is looking into an electronic 
signature platform.  However, details are not known at 
this time.  We apologize for the inconvenience.  

11/13/19

5 Does UH Foundation negotiate vendor terms and 
conditions, and sign vendor agreements?

No.  UH Foundation will defer to UH for negotiation and 
execution of agreements.  As UH (or RCUH) will become 
the signatory party, UH Vice President for Administration 
has indicated such agreements be handled through 
UH/RCUH by establishing a UH Extramural Private 
account via an ORS-UHF agreement.  Once established, 
processing may commence through UH/RCUH following 
normal UH/RCUH procurement procedures, which 
include negotiating and signing of the agreement by the 
appropriate signatory party (i.e. FAs or Central 
Procurement) dependent on the dollar amount (i.e. FAs < 
$25,000, Central Procurement > $25,000).  Please 
contact the JABSOM Fiscal Office for assistance with 
purchases involving terms and conditions.  
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