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Introduction

The purpose of this manual is to provide guidance on the purchase of goods and services at
Claflin University. The University has adopted a centralized purchasing system which requires
that the acquisition of all goods and services be channeled through the Purchasing Department.

All persons who have been delegated the authority to commit University funds through the
purchasing function must adhere to the processes contained in this manual. In addition, the
University expects that any individual making purchases on behalf of the University will follow
the principles referenced in this manual.

The policies and procedures outlined in this manual
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Principles

A request for competitive quotation or proposal from a qualified vendor
for the purpose of issuing a Purchase Order and contract for the
procurement of goods and services.

A written, legally binding agreement between Claflin University and an
external supplier.

Tangible property for sale, lease, or rental.

An individual who is part of the procurement organization at Claflin
University and who has been given transaction authority by the head of
procurement to negotiate, authorize and execute purchases on behalf of

the University.

An individual or entity engaged to perform services, commonly
referred to as consultant, freelancer, contractor, etc.

An official and binding document issued to a vendor authorizing the
expenditure of fund for goods and services.

An activity in which labor is the major factor and not merely incidental to
the production, acquisition, and/or delivery of a good.

An act of using funds to purchase goods or services, or the funds spent by
a unit through its procurement processes.

A department, program, research center, office or other operating unit.

An individual or organization that provides specified and agreed upon
goods and/or services to the University.
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Ethical and Legal
Considerations in
Procurement

Conflict of Interest

Unauthorized
Purchases

Unauthorized
Contracts

Vendor Selection

The University must comply with applicable laws regarding procurement
in its operation. Individuals making purchases on behalf of Claflin
University must adhere to specific practices in bidding, purchasing, and
paying for goods and services with University funds.

The University expects it faculty and staff to avoid any real or potential
conflict when procuring goods or services on its behalf, i.e., purchase
from a spouse or another member of the immediate family.

Only the President, Provost and appropriate vice president are
authorized to obligate Claflin University for indebtedness. Any
individual making unauthorized purchases may encounter a personal
obligation to the vendor. The University will assume no liability for
payment for goods or services that were obtained without official
approval.

In addition, only the University President (the Provost, in the absence of
the President) or the Vice President of Fiscal Affairs, have the authority
to bind the University to a contract. The University will assume no
liability for payment of a contract which has not been authorized by the
President (the Provost, in the absence of the President) or the Vice
President of Fiscal Affairs.

The vendor selection process at Claflin University must identify the best,
most qualified and/or suitable vendor to meet the needs of the
University, while complying with all applicable laws and regulations.
Vendor selection and approval are managed by the Purchasing Office. In
most cases, vendors are preselected based on campus input, screening,
and negotiations that have already been conducted, resulting in
preferred supplier agreement. Where such agreements exist, units must
procure goods and services from these preferred suppliers regardless of
dollar amount or procurement method. In limited cases, an appropriate
justification and an alternative method of selection may be specifically
authorized by a procurement agent. Otherwise, where the

Principles Continued-

purchase exceeds the formal bid amount limit of $10,000.01, individuals
must identify a vendor through competitive bidding.
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A vendor request form is found on page 16.

Sole Source Sole source means that a single vendor is uniquely qualified to meet the
University’s procurement objective. To be considered a sole source and therefore
exempt from the bid process, one of the following conditions must be met:

e The actual product or service needed is the only one that will meet
the University’s need/requirement and it can only be purchased
from one source.

e The product or service must match or be compatible with current
equipment or services.

e The product needed is specifically required for use in conjunction
with a grant or contract.

e Professional or artistic services.

e An unusual or compelling urgency exists.

If the needs of the University meet one of the above criteria, the University can
either negotiate with the vendor directly (ONLY to obtain a quote) or can request
that the Purchasing Office negotiate with the vendor on the University’s

behalf. The sole source justification form, which can be obtained from the
Purchasing Office, must be completed for purchases of $10,000.01or more

and attached to the requisition. The justification form must have all required
sighatures, prior to completing a requisition.

Bidding Departments should anticipate their needs far enough in advance to allow time
Procedures to process the request. The Purchasing Office must be allowed time to
solicit quotes from qualified vendors. The following are minimum time
allowance:

1. Small purchases from $500.00 to $10,000.00 may be accomplished
3-5 business days without competition, if prices are determined to
be “fair and reasonable”, by the Purchasing Office.

Principles Continued-

2. Purchases from $10,000.01 to $50,000.00 require a minimum of 5-7
business days and three written quotes form three (3) qualified
vendors.
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3. Purchases from $50,000.01 to $75,000.00 require a minimum of 7-
10 business days and three written quotes form three (3) qualified
vendors.

4. Purchases exceeding $75,000 will require a formal sealed 45-60
day bid by the Purchasing Office. (Exception to this requirement
may be granted by the Vice President of Fiscal Affairs.)

The splitting of orders to avoid minimum purchase levels result in audit issues
and less than effective procurement activity. The splitting of orders to avoid the
required quote/bid methodology is not permissible. If a department has a
requirement at a certain dollar level, the appropriate actions are required.

Environmentally Claflin University will be environmentally responsible by identifying
Preferred sustainable products and services, processes, and procedures.
Procurement

Supplier Diversity  Claflin University will promote the development of significant and
mutually beneficial business relationships with diverse and local
suppliers.

Relationship with  Claflin University will maintain a high standard of business ethics and
Suppliers conduct when interacting with suppliers.

Payment Methods  Unless permission is given otherwise from the President (the Provost, in
the absence of the President) and the Vice President of Fiscal Affairs, all
requests for goods and/or services must have an approved Purchase
Order from the Purchasing Office before an order is placed.

A check request is allowed: however, the Purchasing Office will
determine when a check is necessary.
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Reimbursement Out-of-pocket reimbursement is designed for meals, travel, entertainment
(generally hosted meals) and occasional, incidental expenses. All requests
for reimbursements must be submitted to the Purchasing Office via the e-
requisition system. Supporting documentation, such as receipts, may be




Contracts

Professional
Services

Emergency
Purchases

attached to the e-requisition, see the “Best (Recommended) Practices” on
p. 15 of this manual.

(Please note that except for student travel, request for reimbursement are
submitted to the Office of Fiscal Affairs via A Travel Reimbursement Form.
Request for student travel and other requests such as those for out-of-pocket
expenses are submitted via e-requisition.)

The only individuals who are authorized to legally bind the University to
a contract are the President (the Provost, in the absence of the President)
or the Vice President of Fiscal Affairs.

Professional services involve those provided by an individual or entity
who commonly engages in consulting, freelancing, contracting, etc.

Individuals must use the University’s Professional Services Form when
requesting these services. Before services begin, the form must be signed
by the appropriate Vice President, the Vice President of Fiscal Affairs and
the President. (Additional signatures may be required when spending federal
funds.) In addition, if applicable, a contract must be signed by the
individual(s) providing the service, and the University President (the
Provost, in the absence of the President) or the Vice President of Fiscal
Affairs.

When an emergency situation occurs, an authorized procurement agent

may make a commitment to a vendor without a formal Purchase Order.
Emergency Procurements may be performed when a situation or
condition occurs which creates a threat to public health, welfare, or safety
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Procedures

Any request(s) for goods and/or services must be made via e-requisition to the Purchasing
Office. The e-requisition must include the following:

e The requestor’s name;
e The vendor’s name;
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This type of agreement is usually made between the vendor and the
authorized procurement agent to cover products whose needs are
immediate and whose use is sporadic and unpredictable. The supplier
will be instructed according to the following:

e Only a limited number of employees are authorized to
purchase under the open purchase order. The supplier is
responsible for verifying the identities of those who can
purchase under the open purchase order.

e Under no circumstances is the value of the open
purchase order to be spread over more than the given
period of time.

e A pricing agreement must be negotiated with each
supplier for whom an open purchase order is issued.

The formal Purchase Order issued to the local supplier should contain the following
information:
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IT Planning
and Purchasing

Inspection of
Merchandise

Central Shipping

When divisions and/or departments are considering adding or
enhancing technology to improve operations, the first step is to

consult with the Department of Information Technology Services
which should be involved in the initial planning process. This is to
ensure, at a minimum, compatibility of the proposed technology
with existing systems and equipment and the cost effectiveness of
the proposed additions. The planning process should be
documented through minutes of meetings and other
communication, as appropriate. The next step is the initiation of the
purchasing process which includes the Department of Information
Technology in the approval track to ensure adherence to decisions
related to the purchase.

Merchandise received should be inspected immediately by the user
department upon receipt of shipment.

e When an order is incomplete, damaged, incorrect or inoperative,
the pertinent information should be reported in writing to the
Purchasing Office.

e All returned goods are to be authorized by the Purchasing Office.

- When the merchandise is received, the receiving report must be
signed by the customer at the time of delivery. Shipping and
Receiving will then forward all receiving reports to Accounts
Payable.

All commodities purchased by Claflin University should be delivered to
the Central Receiving Department. Some items that require installation
are delivered to the user’s department. However, prior notification will
be necessary. Any damage of goods must be reported to the Purchasing

Procedures Continued-

Office immediately. The user department must inspect and sign the




Auxiliary Services should consult with applicable University personnel to
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following link details the open order process: S:\Procurment\How To Create An Open
PO-Revised.pdf.

2. If you need to attach documentation to an e-
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