Utility Service Checklist
Contract #: <insert contract number>     Location: <insert location>   Facility: <insert factility>
Utility Company contact data (Place adhesive label on front of folder)
 

	Section 1 – Utility Contract Documents
	
Required
	Not
Required
	
In File

	Executed Utility Service by Application Document & Modifications
	 
	 
	 

	Previous Utility Contract
	 
	 
	 


 

	Section 2 – Financial Records
	
Required
	Not
Required
	
In File

	PRISM Purchase Order
	 
	 
	 

	Vendor Entry Worksheet
	 
	 
	 

	PRISM Purchase Requisition
	 
	 
	 

	PRISM Modification
	 
	 
	 

	PRISM Request for Modification
	 
	 
	 

	FPDS (Federal Procurement Data System) Form
	 
	 
	 

	W-9 Form – Request for Taxpayer ID # & Certification
	 
	 
	 

	Vendor Miscellaneous Payment Form/ACH
(Automated Clearing House) Form
	 
	 
	 


 

	Sections 3 & 4 – Correspondence/Communications
	
Required
	Not
Required
	
In File

	Formal letters, memo's, E-mails             
	 
	 
	 


 

	Section 5 – Support Documentation
	
Required
	Not
Required
	
In File

	REMS  (Real Estate Management System) – data sheets (Optional)
	 
	 
	 

	RETS (Real Estate Tracking System) Notes
	 
	 
	 

	Single Source Justification
	 
	 
	 

	Advertisement
	 
	 
	 

	Negotiator’s Report with Findings and Determination
	 
	 
	 

	Inspection & Acceptance
	 
	 
	 

	Legal review – Sole Source Acquisition>$10,000;
Total Value>$100,000
	 
	 
	 

	Legal Review – Deviation from Standard Lease Clauses
	 
	 
	 


 

	Section 6 – Drawings/Misc.
	
Required
	Not
Required
	
In File

	Record of Account #’s and/or Meter #’s
	 
	 
	 

	Drawings
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