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FOCUS is intended to provide information to help the university community meet departmental needs for the purchase  
of goods and services. Please send comments or suggestions to the Office of Purchasing (purchasing@fit.edu).

Mission Statement
The Office of Purchasing serves the university community by acquiring goods, non-personal 
services and capital equipment in a timely, efficient and cost-effective manner.

O F F I C E  O F  P U R C H A S I N G

F O C U S I N G  O N  C O N T I N U O U S  U N I V E R S I T Y  S A V I N G S

Q U A R T E R L Y  N E W S L E T T E R

PROCUREMENT CARD NEWS

 P-Card Statistics for Calendar Year 2004
 • Number of cards in use ............................279

 • Number of transactions ...........................17,902

 • Monies spent on P-Cards .........................$2,708,815.03

PURCHASING NEWS
The 2005 rates for auto rentals and local hotels are on the Web site. You can find the link on the Office of Purchasing front page 
under Pricing Agreements.

2004 PURCHASING AND MATERIALS MANAGEMENT  
SATISFACTION SURVEY

Survey Comments
Some areas that needed modifications include:

 • Ease of navigation on our Web site

 • Value of information on how to procure goods and  
  services on our Web site

 • Information about “surplus equipment” 

We appreciate all of your comments.  We are focused on 
enhancements to meet your needs.

Next Steps
We are working toward publishing a navigation guide to our 
Web site for distribution.

Spotlight 
On one of our local suppliers
Name:  Flamingo Printing
Business: Printing Shop
Contact:  Lisa and Stacy Norman
1785 Waverly Place
Melbourne, FL 32901
Phone: (321) 723-2771
Fax: (321) 728-7902
Web site: http://www./flamingoprinting.com

“We value our business relationship with Florida Tech and the 
Office of University Publications. Our team works closely with 
theirs to provide high quality printing of the brochures, fliers, 
invitations, posters, etc. they create for the various offices and 
departments of the university.”

Florida Tech letterhead and envelopes may be ordered directly 
from Flamingo. All other print projects should be submitted to 
university publications—our own in-house creative team—for 
design, editing and print estimates.

Survey Highlights
In November 2004, we asked the campus community to 
evaluate purchasing and materials management.

The purchasing department received high marks for:

 • Overall satisfaction

 • Exhibiting high standards

 • P-Card program

Many of you also indicated:
 • Online ordering is a valuable purchasing tool

 • Purchasing staff are helpful and knowledgeable

 • Property administration staff provide deliveries in a   
  timely manner

 • Mailroom staff are helpful and courteous

Thank you to all respondents.
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TIPS OF THE MONTH!
Fiscal Year-End — Encumbrance Cancellation
What to look for:

1. Open requisition complete and no longer needed.

2. To adjust the encumbrance, before Accounts Payable pays the invoice, due to quantity 
  received and price charged, do not match the purchase order.  

3. To release encumbrance after Accounts Payable has done fi nal invoice. 

4. If multiple accounts are involved, please specify those you want to unencumber.

5. To close an open purchase order with a zero balance.   

6. To close a non-active and old open purchase order with a balance. 

7. Purchase order complete and no longer needed.

Please e-mail your request with all pertinent information to sczekans@fi t.edu and cc: jmoses@fi t.edu

If you have any questions or concerns, please contact Shirley Czekanski, purchasing specialist, ext. 8110.

“WHERE IS MY REQUISITION?” 
Remember to check the status of your requisitions by going to FOIDOCH.  Enter REQ in Doc Type, and the requisition number in 
Doc Code, then Next Block.  An “A” by the requisition number indicates that it has been approved and can now be turned into a 
purchase order.  If there is a “C” the requisition has been completed, but not approved.  In order to fi nd out who needs to approve 
it, go into FOAUAPP, delete the User ID, Next Block, fi nd the requisition, and click on Queue (box on the far right), Next Block, 
and this will indicate the approvals it still needs.

Looking for a vendor in Banner:
 • FTMVEND, enter, click on Help, then select List, tab over to last name, use % signs before and after the supplier name and   
  then click Execute Query.

 • FOAIDEN, enter, tab over to last name, use % signs before and after the supplier name, enter, window pops up, click search   
  by non-person, and then click on the research window arrow.

Competitive Solicitation
Competitive solicitations (quotes) are required for all purchases over $1,499 per unit price.  If you acquire quotes from suppliers, 
other than the one the order is ultimately placed with, please fax them to our offi ce.

The following are exceptions to the competitive solicitation policy:
 • Single Source Purchase – Defi ned as the source selected particularly by the requisitioner, even though other sources 
  were available.

 • Sole Source Purchase – Defi ned as the source selected when there were no other sources available except for the one selected.  
  However, a justifi cation form is required to accompany the quote.

  http://www.fi t.edu/AdmBus/purchasing/purchasing/forms/justiform.html

Tips!

Remember to check the 
“Surplus Property List” on 
the property administration 
Web site. Everything on the 
list is FREE! 


