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	REQUEST FOR PRE-APPROVAL OF PURCHASE OF $1,500 OR MORE


           DATE:
____________________

You must complete and submit this form, and the request must be approved, BEFORE a requisition and Purchase Order number is secured (see instructions on page 2), 
	Department Name:__________________
	Division Name:_______________________
	

	Preparer Name:_____________________
	Phone #:_______________
	Email:______________ 

	
	
	

	Type of Proposed Purchase: 
	____________________________________
	


	Description of Item(s): __________________________ 

Brand:  _______________________________________
Vendor:  ______________________________________

	Unit Price:  
	$

	
	 Quantity:
	

	
	Tax:
	$

	
	Shipping/Delivery:
	$

	
	ESTIMATED TOTAL COST:
	$

	
	Department Code: ________
	FAU: ____________________


	Reason for Purchase:
	


	TO UNIT MANAGER OR DIRECTOR                                                         
	Date: 




	Signature: _____________________________________________  
	Date: _______________


	TO ANR BUDGET OFFICE REVIEWER:______________________
	Date: 

______

	Funding Capacity: 
 FORMCHECKBOX 
 Department Has Sufficient Capacity

Comments/Explanation:

	 FORMCHECKBOX 
 Unrestricted Funding


 FORMCHECKBOX 
 Restricted Funding 


	Signature: 

 
                  Jennifer Bunge, Director ANR Budget
	Date: 
__


	TO DEPARTMENT OR DIVISION HEAD                                        
	Date: 




	Signature: _________________________________________________
 FORMCHECKBOX 
 Barbara Allen-Diaz, Associate Vice President
 FORMCHECKBOX 
 William Frost, Associate Director
 FORMCHECKBOX 
 Jan Corlett, Chief of Staff
	Date: _______________



ANR EXEMPT FROM OP PREAPPROVAL 

INSTRUCTIONS FOR PRE-APPROVAL OF PURCHASE OF $1,500 OR MORE
This form must be used to request pre-approval to purchase an item or items with an estimated TOTAL COST of $1,500 or more.  Approval must be secured before any purchases are made.
Steps for requesting pre-approval for a purchase with an estimated total cost of $1,500 or more:

a. The Preparer completes the form in its entirety, making sure the request is within policy guidelines.  Please refer to BUS-43 – Materiel Management.

Required Supporting Documents:

· Justification for purchase (on the form or in a separate document), 

· If technology equipment, go to http://www.ucop.edu/irc/comp_quote_req.html to get price estimate.
b. The Preparer submits the form to the Unit Manager or Director for review and signature.

c. The Preparer submits the form electronically the ANR Budget Office.
d. The ANR Budget Office will review the form and if funding is verified, send the form to the Department* or Division Head** for pre-approval.

e. A signed copy of the Pre-Approval Form will be returned via email to the Preparer.

f. If pre-approval is granted, the requestor will either:

i. forward all appropriate documents, including the signed Pre-Approval Form, to the Business Resource Center to enter a Purchase Order into the BruinBuy System (if the Department sends items to the Business Resource Center), or
ii. enter a Purchase Order into the BruinBuy System and send all supporting documents, including the Pre-Approval Form,  to UCLA Accounting (if the department does not send items to the Business Resource Center).
* The Department Head is defined as the person at the level of Vice President, Associate Vice President, or Assistant Vice President.
** The Division Head is defined as the person at the level of Executive Vice President or Senior Vice President.
Note:  Training costs should be included with travel information (if attending the training involves travel).  There is no separate form for trainings, and at this point, training fees are not being counted as purchases.
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