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First, you must decide how to order.... 

The dollar amount and type of transaction will usually determine whether you use a Purchasing Card (P-Card) or a Requisition when initiating an order for goods or services.  
  
Requisitions:   The requisition process is initiated by creating a requisition in the Banner Finance system.  This system provides the user access to and control over their budgets at the beginning of the requisitioning process and is also more secure than a paper system since no unauthorized personnel can gain access to your funds. 

A requisition is the means by which university departments request that only the legally designated purchasing authority for the University, i.e. Purchasing Services, places an order for the needed goods or services.  Any person who attempts to order goods or services with a requisition does so in violation of both state law and university policy. 

The nature and dollar amount of the requested purchase determine whether the acquisition should be made through a direct purchase from a sole source supplier, a State Contract supplier,  or through a supplier identified through the competitive bidding process.  In order to allow the purchasing agent/buyer adequate time to review each requisition and select a supplier, "all requisitions.... must be submitted to Purchasing Services at least five days prior to execution of the purchase order".  Requisitions for capital equipment and/or materials or services with a higher cost should be submitted at least two weeks in advance to allow time for the competitive bidding process.  When planning a purchase departments may obtain a budgetary estimate (price) from one company. 
When entering the information on your requisition remember

· A delivery date is required
·  Please “search” the vendor file and enter the requested vendor number
· You must enter a complete listing of each needed item
· You should never order anything prior to a purchase order being issued  by Purchasing Services
REMEMBER, a requisition and a purchase order are not interchangeable

   and that a commitment for payment cannot be made with the requisition.

State Contracts:   Bidding is regularly conducted by the State of Utah, Division of Purchasing, for those commodities commonly used by the various agencies and political subdivisions of the state, including higher education.  The University can purchase those goods or services covered under any State Contract without repeating the bidding process.  A USU Purchase Order must be issued prior to ordering the needed goods or services from these vendors.  Information concerning current State Contracts is available from the appropriate buyer at USU Purchasing Services 
 
Why do we use the bidding process?   The bidding process is designed to enhance the effective use of all funds provided to the University, regardless of their source, while providing you with the needed goods or services in the most timely and fair manner possible.  You should work with the purchasing agents/buyers to determine when and if bidding is the best way to proceed.  Only the assigned buyers in Purchasing Services have the legal authority to conduct bids and issue purchase orders for the University. 

Often the bidding requirement is triggered by the dollar level of the intended purchase.  The following guidelines have been established by State Law and University Policy to assist us in determining whether the competitive bidding process should be utilized prior to the issuing of a purchase order. 
· $1.00 to $1,000:  The Purchasing Card system should be used for these transactions whenever appropriate or possible;   
·  $1,001 to $50,000:  Bidding will be conducted at the discretion of the purchasing agents/buyers; 
· $50,000 or greater:  Bidding must be conducted by a written and legally advertised bid and requires a minimum of 10 calendar days for the complete bidding process.
Approval Queues:  There are two separate approval queues for the requisition to purchase order process.  The requisition approval queue is determined by the dollar amount of your requested transaction.  You can check who needs to approve a requisition on Banner Finance screen FOAAINP.   All invoices over $5,000 do require an additional department approval before payment can be processed.  You will receive an email message telling you if there is an invoice or requisition needing your approval.  You approve either document on Banner Finance screen FOAUAPP.  Whenever there are personnel changes in a department, please be sure to update the approval queues so that your requisitions and invoice payments can be processed.    To check the status of the approval queues for you area please go to: www.usu.edu/controller and click on Invoice or Requisition Approvals, listed under “Shortcuts”.
Check Requests:  Whenever completing and submitting a check request, please remember to review the policy to ensure that what you are requesting can be processed on this document.  Check Requests and Requisitions are not interchangeable.  If you are requesting reimbursement for personal monies expended for Meals & Entertainment, the completed and approved form must be attached in order for your request to be processed.  



FRAUD ALERT:  If you receive a telephone call or email message offering you a “great price” on toner or other office supplies, DON’T REPLY!  These contacts are coming from what are commonly referred to as “Toner Pirates” and are unscrupulous telemarketers who prey on businesses all over the country.  They misrepresent themselves as being from the “local warehouse” or “local supplier” and may even identify themselves as representing one of the major printer manufacturers.  They often say they are calling about an upcoming price increase and offer to sell you supplies at a “special” price.  In reality the cost is generally two or three times the retail price and the products are counterfeit and can damage your office machines.  
Avoid Becoming a Victim:

· Designate a specific individual to be responsible for ordering supplies and train everyone in your department who answers the phone about University Purchasing Policies
· Always ask the caller for their name, company name and telephone number.  If they’re vague, hang up!
· Verify the product and price offered with your usual supplier before agreeing to anything.
· Be suspicious of a “hard-sell approach”, name-dropping, rudeness, or other inappropriate behavior from the seller.
· Never accept C.O.D. shipments or give them your P-Card number, always have a purchase order in place before authorizing any deliveries.
· Do contact Purchasing Services when and if you receive this type of contact
Communication and information exchange between Purchasing Services and the University community are important to us.  We need your feedback concerning both this newsletter and the Purchasing Services website.  Please direct any comments, questions and suggestions to Joyce Howell, Training Coordinator, UMC 8300 or email:  joyce.howell@usu.edu
PURCHA$ING POINTER$





Purchasing Cards





When Utah State University launched the Visa Purchasing Card system in the spring of 1998, the main purpose of the Purchasing Card (P-Card) was to facilitate small dollar transactions, not to exceed $1,000, and to give cardholders the freedom to “shop around” in order to get the best value available for their purchasing dollars.  Since then, over 4,000 P-Cards have been issued to authorized personnel, and now most on-campus expenditures are also processed on the P-Card.  





Of course, with the privilege and ease of use of the P-Card comes the necessity of being a responsible card user, this includes keeping detailed and complete records of every transaction. You do this by ensuring that you always have an itemized receipt/invoice for every purchase.  If the transaction is with an in-state supplier, make sure that sales tax in not charged and if working with a supplier outside of Utah ask if they will honor our tax exempt status





Reconciling the monthly expenditure statements you receive from US Bank and the Controller’s Office is vital.  By matching your itemized receipts with the statements, and signing and dating the statements, you are ensuring that only the transactions you have authorized are being charged on your P-Card and you are also helping to protect the University against fraudulent transactions. You are our “front line of defense”, and you are the only one who knows exactly what expenditures have been authorized on your card. 





If you are a card manager, you have the option of reallocating P-Card expenditures to a different Index.  This is an easy process in the Banner Finance system, but does require that you receive the appropriate training.  P-Card Manager training is taught each month.  Check the “Training and Information” section of the Purchasing Services webpage for dates and times of this training.





There are certain types of transactions that are restricted from being processed with the P-Card.  The one that seems to cause the most confusion is travel.  As a reminder, no travel related expenses can be processed on the P-Card.  All travel expenses must be approved and reimbursed via a travel authorization.  This includes any meals, parking fees or other incidental costs that may be incurred during any in state or out of state travel.  Any questions concerning this issue should be directed to either Pam Hill, at 797-1049 in the travel office, or to the P-Card administrators at 797-1037 or 797-1788.





The purchase of food and or meals is another area where questions frequently arise.  Please review USU Policy #516 Meals and Entertainment (� HYPERLINK "http://www.usu.edu/hr/policies/section" �www.usu.edu/hr/policies/section�500/516.pdf) for complete information about paying for meals and entertainment with University monies, and contact the purchasing card administrators with any questions concerning this policy and how it relates to the P-Card.  





Remember, the P-Card is never to be used for any type of personal purchase, including meals.





The required P-Card user training sessions are held each Thursday at 11 A.M. and 2 P.M. and generally last about an hour – you must attend training prior to receiving a P-Card. We also hold individual and department training on an as needed or requested basis as well as the monthly statewide broadcast of P-Card Training on the 2nd Friday of each month.  Please check the “Training and Information” section of the Purchasing Services webpage (� HYPERLINK "http://www.usu.edu/purchasing" �www.usu.edu/purchasing�) for exact dates and times for all available Purchasing related training.





The following concepts must be understood before you can use the P-Card:


Keep all itemized receipts for each and every purchase.  This is the only way to verify approved purchases and to protect the card user.


No sales tax is to be paid on any purchase within the State of Utah – USU is sales tax exempt.


Statements must be reconciled monthly.


Reconciled statements must be reviewed and signed by the department card administrator or their designee.


For every Meal and/or Entertainment transaction the “Meals and Entertainment” form must be signed by the department administrator and this must be attached to the monthly statements, see University Policy #516

















Another individual can use my P-Card only if they have a current, signed P-Card Delegated User form on file with Purchasing and they have gone through P-Card Training.


Travel expenses are not to be charged against the P-Card.   All travel expenses must be approved and reimbursed via the Travel Authorization (TA) process.


As the cardholder, I am responsible for any and all purchases that appear on my monthly statement.





Open communication between you, the card user, and Purchasing is vital to the on-going success of the Purchasing Card program.  Let us know if there are any changes in the information relating to your card, such as a change of the assigned Index, or a new telephone number or on-campus address.  When you leave the University or transfer to a different department, your card must be destroyed and the account closed at that time. Leaving an active card for your replacement or the department to use is not allowed.  Please contact the program administrators with any questions, concerns or suggestions.  They are:  Karlene at 797-1037; email:  karlene.combs@ usu.edu and Joyce at 797-1788; email:  � HYPERLINK "mailto:joyce.howell@usu.edu" �joyce.howell@usu.edu�.




















