Required Reading - Procurement 


	YEAR:
	

	Employee's Name:
	

	Employee Title:
	


	Required Reading Form Reviewed / Approved

	Executive Director (initial and date)
	

	Procurement Contract Officer (initial and date) 
	


	Form Dates

	Date Issued to Employee 
	
	(Employee’s Initials)

	Due Date :
	


	Reading Elements

R – Read  /  Understand  (Comprehend Significance of Meaning)

F - Familiarize (Become Acquainted)                                                              N/A – Not Applicable
	Thoroughness
	Completed

Employee’s

Initials / Date


	24 CFR 86.36
	Procurement
	R
	

	Handbook 7460.8
	Procurement Handbook 
	F
	

	
	Chapters 4,5,6,7
	R
	

	Form HUD-5369
	Instruction to Bidders for Contracts
	R
	

	Form HUD-5369-A
	Representations, Certifications, and Other Statements of Bidders
	R
	

	Form HUD-5369-B
	Instructions to Offerors, Non Construction
	
	

	Form HUD-5369-C
	Certifications and Representations of Offerors, Non Construction
	
	

	Form HUD-5370
	General Conditions of the Contract for Construction
	R
	

	Form HUD-5370-C
	General Contract Conditions, Non Construction
	F
	

	Form HUD-51915
	Model Form of Agreement Between Owner and Design Professional
	F
	

	Form HUD-51915-A
	Contract Provisions Required by Federal Law or Owner Contract with the U.S. Dept. of HUD
	F
	

	Form HUD-51000
	Schedule of Amounts for Contract Payments Form
	F
	

	Form HUD-51001
	Periodic Estimate for Partial Payment
	F
	

	Form HUD-51002
	Schedule of Change Orders
	F
	

	Form HUD-51003
	Schedule of Materials Stored
	F
	

	Form HUD-51004
	Summary of Materials Stored
	F
	


Certification of Review

	Employee's Concurrence – The employee certifies that they have read or familiarize themselves with the required documents as initialed above.
	

	Procurement Contract Officer's Concurrence
	

	
	Signature
	Date
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