CIT/OITP IT Acquisition Documentation Checklist

$2,500 or less
1.
What  IT Hardware, IT Software, Telecommunications, IT Maintenance, Support or Services do you propose to purchase?
2. 
What is the total cost? 
3.
Why is this acquisition needed?   How does the proposed acquisition meet the requirements of the NIH/CIT/Laboratory/Branch/Program function?  Note that personal appeal items (e.g. cameras, film, VCRs,…) must have “written justification demonstrating the legitimate NIH purpose” for their purchase.

4.  
Type of acquisition proposed.  (Purchase Card, Competitive - Open Market, Federal Supply Schedule, 8(a), Competitive 8(a), Small Business, Interagency Transfer, Government -Wide Acquisition Contract, or Non-Competitive).  If using a Purchase Card, give a reference number such as an invoice number, transaction number, purchase order number, or confirmation number.
5.  
Does this purchase comply with the NIH Enterprise Architecture as specified at        

             http://enterprisearchitecture.nih.gov?
 

            If YES, list the name of the Brick in which the product is listed (must be either a tactical                      

            or strategic product):
 

                 _________________________________________________
                              (Brick Name)
 

 

          If NO, provide Architecture Exception Request Form OCITA Tracking Number for              

          approved exceptions:
 

                    _________________________________________________
                           (OCITA Tracking Number)
            ______ I have checked the NIH Enterprise Architecture, and there are no applicable            

            guidelines for this purchase.
            (Initial)
 

6.  
Is this request part of the Division’s budgeted expenses? 

      If ‘NO’ explain how the purchase will be financed. 

      If ‘YES’, does this purchase stay within budget? 

            If the money is not coming from NIH, how will NIH recover the money and 

            does NIH have written assurance that  the requesting Agency can cover the 

            purchase?
7.
If the IT acquisition includes software licenses, have the guidelines for Project Officer approval of licenses on behalf of the government been followed?
8.
If the IT hardware includes monitors, printers, or PCs or Macintoshes not used as servers, are they Energy Star Compliant?

9.  
How have appropriate security and privacy requirements been met?

Approved:                                                   



Date:





CIT/Lab or Branch Chief

If using a Purchase Card, submit to Purchase Card holder.  Otherwise attach Purchase Order and submit to Administrative Office.
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