
Procedure for Certificate of Interested Parties (Form 1295) 
Non-Contract Purchase Orders

UHS Component 
Purchasing 

Department

Originating UHS 
Department

UH Controller
Contracts Reporting 

Team (CRT)
Vendor

Texas Ethics 
Commission (TEC)

Submit Purchase 
Requisition along 
with all required 

documentation and 
Board of Regents 

approval to
Purchasing

Start

Creates PO but does 
not issue to vendor 

or department

Email PO number to
CRT

Once vendor contact 
information is 

received, notify 
vendor of PO 

number and ask 
vendor to complete 
Form 1295 on TEC 

website 

Complete Form 
1295 on TEC 

website; print, sign, 
and email to CRT

Notify Purchasing 
Department that PO 

can be issued to 
vendor

Issue PO to vendor 
and notify 
Originating 

Department

Acknowledge 
receipt of Form 

1295 on TEC website

Post completed 
Form 1295 on the 

TEC website within 7 
business days of 

receipt

End

Provide vendor 
contact information  
(name, email, and 
phone number) to 

CRT 

Provide notification 
that vendor is a 
publicly traded 

company with SEC 
Edgar company 
name, CIK, and 
ticker symbol

OR

Confirm vendor is 
publicly traded and 
respond to vendor 
that Form 1295 is 

not required
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