MOLDOVAN RESEARCH AND DEVELOPMENT ASSOCIATION


PURCHASE REQUEST         

/Institutional Support/
	Section I: Project Information

	AWARD NUMBER
	
	Request Date


	

	QUARTER #
	
	Quarter Start Date
	

	
	
	Quarter End Date 
	

	PRINCIPAL INVESTIGATOR
	


	Section II: Recipient Institution 

	Institution
	

	Address
	

	Contact Person (Accountant)
	

	Telephone
	
	Fax
	
	E-mail
	


	Section III: Vendor Information

	VENDOR NAME
	

	Contract Number and Date of Issue
	

	Invoice Number and Date of Issue
	

	Vendor Address
	

	Vendor Telephone
	
	Fax
	
	E-mail
	
	Web Site
	


	Section IV: Purchase Information (Attach copy of vendor quotation or invoice.)

	Item#
	Item Description
	Quantity
	Price/Unit
	Total Price
	MRDA USE ONLY

	
	
	
	
	
	AMOUNT APPROVED
	USD Amount 

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	TOTAL
	
	
	


 FORMCHECKBOX 

Check here if this order requires prepayment.  Enter amount of prepayment: _______________________.  NOTE: In requesting prepayment you acknowledge that you understand that the paying agent has no liability for vendor’s failure to deliver item(s) as ordered. You also acknowledge that you must submit copies of all delivery documents to MRDA upon receipt of the order.

I certify that the equipment and/or supplies requested will be used for work directly related to your award and will be used in accordance with the Award General Conditions.

   ______________________________________________

______________

     Signature of Principal Investigator




 Date

	Section V: For MRDA Use Only

	MDL Amount Approved
	Date of Funds Exchange
	Date Approved

	
	
	

	USD Amount Approved
	Exchange Rate Variation
	Approval Signature

	
	
	

	Note*


	PURCHASE GUIDELINES:

	(1)
	MRDA Form#2 Purchase Request  is to be used to request the purchase of goods and services wherein MRDA will make direct payment to a selected vendor/service provider on behalf of the grantee using funds budgeted under “Materials and Services” in accordance with the approved project budget.

	(2)
	Requests utilizing Institutional Support funds must be submitted using MRDA Form#2-IS along with MRDA Form#4 Request for Institutional Support Payment accompanied by the vendor invoice(s).

	(3)
	The completed Purchase Request should be accompanied by a valid price quotation or pro forma invoice from the vendor.

	(4)
	Complete one Purchase Request for each purchase and vendor.

	(5)
	Purchase Requests may take 1-2 weeks to process.    

	(6)
	Requests received containing incomplete information will be returned to the Principal Investigator/Project Director unprocessed.

	(7)
	Requests for items not approved for purchase (either in the project budget or with specific written approval from MRDA) will be refused.

	(8)
	Notes regarding vendor selection:

	~
	Vendors must be legally-recognized entities licensed or otherwise certified to provide the goods and/or services requested.

	~
	MRDA reserves the right to deny requests for any vendor for any reason.  MRDA may, at its discretion, suggest or require an alternative vendor.

	~
	It is the responsibility of the recipient to identify the most cost-effective source for the required good or service. MRDA reserves the right to decline requests it determines to be excessive in cost or incompatible with the approved project budget.

	~
	Bidding Guidelines: For purchases of goods and/or services with an aggregate cost of US $5,000 or more, the recipient must conduct a competitive bid process from at least three separate vendors; however they only need identify the vendor bids for costs over $10,000 or more and solicit a quotation from each vendor for comparable goods and/or services. The recipient may identify the quotation that is preferred.  MRDA will review all quotations submitted, conduct a comparative analysis of the bids and, taking into account the preference indicated by the recipient, select a vendor for the purchase. The comparative analysis will include the following factors:

	 
	(1) How well the bid meets the technical requirements.

	 
	(2) Relative price (in USD or MDL).

	 
	(3) Warranty terms.

	 
	(4) Delivery terms/Payment terms.

	 
	(5) Availabilty of discounts.

	 
	(6) US Vendor(s).

	
	(7) Past performance of vendor.

	 
	(8) In-country maintenance.

	 
	(9) Preferred vendor(s).

	 
	(10) VAT exclusion.

	 
	MRDA may, at its discretion, specify the use of an alternate vendor.

	
	~
	Sole-Source Guidelines: Single-Source vendor selections must be accompanied by a written justification. 

	
	 
	Appropriate justifications include: (1) The vendor is the only respondent to an open competitive call for proposals; (2) the vendor is the only respondent with the demonstrated ability to meet the technical requirements; or (3) the vendor is the only known source of the required good/service.

	
	~
	Recipients may determine technical specifications and negotiate initial costs; however, recipients are not authorized to negotiate contractual agreements committing MRDA funds.  Any contractual obligations incurred by the recipient are solely at the recipient’s risk. Only an authorized MRDA grant administrator may negotiate with vendors for the procurement. To the extent practical, grantees are encouraged to utilize MRDA-designated "Preferred Vendors." MRDA may, at its discretion, require the use of a Preferred Vendor for a specific purchase.

	(10)
	Equipment purchased utilizing funds provided by MRDA become the property of the Principal Organization/Recipient Institution, unless otherwise provided for in the Project Agreement.  Principal Organizations (or Secondary Collaborators) receiving equipment and materials under the award are required to record the property on the institutional balance and provide appropriate documentation to MRDA within 15 days of receipt of any equipment or property on institutional balance. 

	(11)
	Equipment and materials purchased under the MRDA award may not be assigned or transferred to a third party without the express written approval of the MRDA.

	(12)
	All equipment provided under the MRDA award is to be maintained on the premises of the Principal Organization(or other recipient institution as authorized by MRDA) and be made accessible to MRDA staff or authorized representatives for inspection as provided for in the terms of the Project Agreement.

	(13)
	Please consult the MRDA Project Agreement/Award Notice for further guidelines related to equipment, materials and services provided under MRDA-administered awards.

	(14)
	NOTE: For purchase requests utilizing Institutional Support funds, the Principal Organization (or Secondary Collaborator) may only submit purchase requests for the amount of Institutional Support currently due under the authorized Budget.  


MRDA FORM #2-IS – PURCHASE REQUEST

