Revised 12/06
Approval Form for 

Bids Performed by

Property Management Firms
Date:





Location:















Property Manager/Company:












Description of Work:










_______

Source of Funds: (Circle One)

    General

    Project (if circled, complete below)

    Project #
  



Indicate name, amount, and small business set aside (SBSA) status and type, if applicable. If SBSA vendor is not used, explain why.  Attach a copy of the current SBSA Certificate of Eligibility for the lowest qualified bidder.*  
                                                                                    


         Certified
 

If SBSA, indicate Type


NAME                                              
 AMOUNT                    SBSA Y or N                           (from Table)* 

1.















   Lowest Qualified Bidder/Recommended Vendor *
2.
















3.
















Comments















Authorizing Signatures /Date:


            



_________                                    ____________________________________________

Assistant Administrator/Director, Facilities Management                                    Director, Financial Management

($2,500-$7,500)                                                                                                    (If project,  funds available)






_________
Administrator, Facilities Management



                        * SBSA Type Table
(Also, if over $7,500 but less than $25,000)



  SBE  = Small Business Enterprise

                                         MBE  - Black = Minority Business Enterprise-Black

                                                                                                                  MBE - Hispanic






________

  MBE - Iberian
Commissioner






  MBE  - Asian American
(Also, if $25,000 or over)





  MBE – American Indian/Native American 









  MBE - Woman

_________________________________________                        MBE – Person with a Disability

Procurement Unit (for form, all bids)

Note to Property Manager:  This approved form must accompany the invoice included in the monthly billing package for all single payment purchases exceeding $2,500.  If the cost of this purchase will be paid by the tenant agency, attach the agency’s letter accepting financial responsibility.

