FLORIDA INSTITUTE OF TECHNOLOGY

Expenditure Approval Limits

Purchase Requisitions:

Managers $4,999.99
Directors, Asst. Vice Provost, VP $9,999,99
Assoc, Vice President, Provost, CFO $24,999,99
President, Exec Asst. to President $999,999,999,99
Purchase Orders:

Purchasing Staff $19,999,99
Purchasing Manager $24,999.99

Vice President, St, Vice President $999,999,996,99
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{POLICY NO.: 1530
:POLICY SOURCE: Purchasing & Malerlal Managemant - Purchasing o T T T

; . _ e iiino ... [ISUPERCEDES:0
-TITLE: Small Purchase Orders e o %iSUBM!‘ITEDBY:LevtLe.vls

'DATE: May 01, 2008 e ‘ "~ ||APPROVED BY: Levi Lewls

. PURPOSE

To idanify the proper use of Small Purchase Ordears,

ll. SCOPE

This procedure applies to depariments which have been glven authority {o use Small Purchase Orders,

Ill. BACKGROUND

Small Purchase Orders provide additional flexiblity to authorized Universiy daparimentsfoffices purchasing items and travel up to $500.00. There are transactions
that result in the expenditure of funds for goods and services In which Purchasing's Involvement will have no effect on elthsr cost or price avoldance, or exposuse
{0 joss. Thess ¢an be called "nowalue-added™ ransactions.

IV. PROCEDURE

A, Use and restrictions.
1. Small Purchase Ordars are pra-numbered and pre-printed with an avthorized signature from the Purchasing Depariment. Co-signafuse Is required by the
aulhorzed Individual for @ach account.
2. Small Purchase Crdars can be oblained from the Purchasing Dapariment by University depariments In packs of ten (10} by submitling a meme with appropriate
slgnalures from the requesling depariment. First-iime users must have a representative pick up forms and recelve brief inslruclions on their use, Purchasing wi
Issue addittonal Smell Purchase Order forms when elght {8) have been properly vsed and relurned to Purchasing.
Purchases on Small Purchase Order Forms cannof exceed $500.00 Including individuat aldine tickels,
The dollar tmit printed on the Small Purchase Order form may be exceaded only by the cost of freight, postege, and normal handling charges.
Small Purchase Orders gannot be used for the followlng lransaclions: Pdnting, Hazardous/Radioactive or Conteoiled Chemicals, and itams/services
already covared by requesting department’s blanke{ purchase orders, system contracts or maintenance agreements, or; goods assoclated with work
order ranovatlons.
6. Smaill Purchase Orders cannot ha used for equipment Hems that are to be added to the University's formal inventory, or, lloms that will be tagped as
‘Flarida Tech Property’, In accordance with the University's properly management procedures.
7. Deparimants may nof borrow Small Purchase Qrder forms from another dapartment. Forms ara reglstered to the depariment fo which they warae issusd.
8.
]

oo

Multiple Small Purchase Orders gannot be used to cover asingle {ransaction,
The Purchasing Department reserves the right ta deny the privilega of using Small Purchase Orders to depariments that misuse the sysiem {e.g., orders exceeding
the limit, untimely processing of papanwork or using Inappropriate sources, Insufficlent funds, ete.} ar fail {o conirof the use of the forms.

1¢. SMALL PURGCHASE ORDERS WILL NOT ENCUMBER FUNDS,

Each order must ba completely typed or legibly printed and have the required slgnalure,

2, Small Purchase Grders must Includs the vendor 1D number, vendor's name, department, user's name and locatlon, Inlemal delivery instructians, Index eode(s),
account number, generat descriplion, tetal price and signaiuse of authorized individua),

3. After completion of the Small Purchase Order, the onginal white copy should be sent directly to the vendor, phone orders should be marked "Confirmed Do Not
Dupiicata”. If should be noted to whom the order was glven and the dale the order was placed. The Small Purchase Order coples fo be disbursed immediately
upor placing the order, as follows: the goldenrod copy should be relalned by the department, the pink copy sant 10 the Purchasing Department and (he canary
copy senl directly to Accounts Payable, respectivaly, immediately upon placing the order.

4, itisthe issuing deparimants responstbility to netify the vender i an order Is canceled. Fallure to cancel an arder will result In the deparimant belng responsible far
frelght and restocking fees, If appllicable. Volded or canceled orders must be marked vold and distributed as above,

6. Receling reports will not be required for approval of paymenl, Involces must be sent to Accounts Payable.

Issues? Questions? Contact Web Services

hitp:/assets.fit.edw/scripts/policy view.php?id=1530 7/31/2009
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{POLIOY NO.: 1607
_lsuperceDES:0
 |SUBMITTED BY: LevtLewls

{IAPPROVED BY: Lavi Lewls

';POLICY SOURGE: Purchasing & Materlal Mznagemant - Purchasing

:TIT!.E: Blankat Purchra}g}?rjz_ia'r A'g_}eqp}gn;sr
'DATE: May 01, 2004 .

. PURPOSE

To ldentify the use and proceduras for Blanke! Purchase Order Agreements. A Blanket Purchase Order Agreement Is equivalent to opening a charge ascount with a vendor,

Il. SCOPE

These procadures appiy {o all universily depariments/ofiices who have been given the avihority to use Blankat Purchase Order Agreemanis by the Office of Puschasing, Grant
accounisfRasliricted accounts ara excluded from using BPAs.,

lll. BACKGROUND

The Blanket Purchase Agreemsni Is designed 1o reduce papenvork and Is Issued to venderss for the repetitive purchases of goods and sewvices. Capllal goods or equipment are not to
be purchased with a BPA. ‘

IV. PROCEDURE

A. The Office of Purchasing will delermine when & Is appropriate to fssus Blanket Purchase Order Agreements and wilf negatiate directly with vendors. University Dsparimentsfoffices
may request Purchasing o investigale the use of BPAs via the aliached form.

Also, a university department may request to open a BPA for a vardor hat {hey utliize on a continual basls, The unlversity depariment provides the Office of Purchasing with the
authorization o do so,

The agreement vilt usually address the foliowing vendor Issuas:

Effeciive Date through Explration Date — usually two or thiee years.

List of employees authorized to purchase under the agreement,

Dollar limit per trastsaction, maximum $1500.90. Any exceptions vill be determined by lhe Office of Purchasing,
A not fo exceed total amount.

Billling procedure including 1he Index, department/office, and account code.

Pdclng methodology.

Belivery, returns, credits, warranties, and other policles.

Replaces a “sole source justificatlon,” documant where appropriate,

[l R S o

B. Blanket Purchase Order Agraements will be entered on Florda Tech's Banner System uliiizing a unlque sel of numbers asslgned by the Office of Putchasing. The same purchase
order number wilt be used on a recurring basis for each vendor,

C. BLANKET PURCHASE ORDER AGREEMENTS DO NOT ENCUMBER A DEPARTMENT'SIOEFICE'S BUDGET IN ADVANGE OF ACTUAL PURCHASES.
D. Invokees for Blanket Purchase Agreemants will be mafled to Accounts Payable or o the appreptiate deparment/office as diracted by the DHice of Purchasing.

E. 1t is tha responsibility of the Unlversity Dapariment/office to notify the vendor of the appropriate index and account number {o charge.

Issues? Questions? Contact Web Services

http/Awww. fit.edu/modules/policymanager public view.php?id=1507 7/31/2009




