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Purchasing

1. Introduction

A. Supplier Selection

1. The Purchasing Department is responsible for the identification, selection, and management of all commercial suppliers who do business with the University. 

2. Suppliers may be selected to do business with the University based on multiple criteria including price, timeliness of delivery and quality of goods or services.  The Purchasing Department may deem other criteria appropriate for certain categories.

3. The Purchasing Department has an obligation to comply with:

a.  All pre-determined prime suppliers and existing contracts;

b.  The guidelines for approving sole and single source supplier requests, as detailed in the Single Source/Sole Source Policy and

B. Supplier Performance

1. The performance of suppliers doing business with the AUB will be evaluated by the following criteria:

a.  Accurate pricing;

b.  Timely delivery;

c.  Quality goods and services;

d.  Accurate contract, product and service information;

e.  Adherence to contract terms and conditions; and

f.  Willingness to provide value added services, where applicable.

2. The Purchasing Department will monitor supplier performance and will act as liaison between the supplier and the University and end users to resolve issues.

3. The Purchasing Department may place payments to a supplier on hold pending resolution of issues related to the supplier's performance. Non-resolution by a supplier will result in the supplier no longer being a designated university supplier, eliminating the capability of placing purchase orders with and/or making payments to the supplier. 

4. The University must be assured that new suppliers will be able to produce as expected, reduce costs, or offer other advantages.

C. Blanket Purchase Orders

Blanket Purchase Orders (BPOs) are contractual agreements from which goods and materials may be purchased on a regular basis.  BPOs are established for a specific time period, during which releases of goods or materials from the supplier are requested on an as-needed basis.  BPOs allow for fixed pricing over the life of the contract while also allowing flexible delivery schedules and order quantity commitments.  Actual purchases and encumbrances occur only when a blanket release is issued.  Blanket purchase orders are limited to use for goods, equipment, and other materials and must not be used for purchases of services. 

1. BPOs must be established only if there are frequent requests for specific items, goods, or material with negotiated volume discounts or pre-negotiated prices with the same supplier.

2. No capital equipment may be procured on BPOs.

3. BPOs will be established in compliance with university guidelines outlined in the "Bids and Quotations", "Single Source/Sole Source Purchases" and "Minority Business Enterprise and Protected Classes" policies.

4. The annualized expenditure limit of the BPO is only an estimate and is not a commitment to the supplier that this amount will be spent.

5. For each BPO the following must be established:

a.  Items with pre-negotiated or fixed prices including any volume discounts and percent discount and

b.  An annual expenditure limit and

c.  A specific time period.

6. Individual departmental employees are not permitted to sign BPOs, contracts or other agreements on behalf of the University, as specified in "Authorization and Approval Levels" Policy.

7. The department issuing a release against a BPO must do so by issuing a requisition release detailing the specific items or goods requested, expected delivery date, and account distributions for the requested items or goods; must print the BPO release and fax the release to the appropriate supplier.

D. Types of Purchases

1. Grants  

For budgets that involve grants or contracts, it is the requisitioner's      responsibility to make sure:

a.  All charges or reallocations adhere to the conditions of the award.

b. Charges or reallocations are not charged to an expired account or expired grant.

c. Expenditures from restricted funds can only be made in accordance with the allow ability schedules (including but not limited to A21, A110, A133) set up in the grant accounting system for the particular award or award type. 

2. Single/sole source purchases must meet the requirements of the single/sole source policy.

3. A requisition to purchase capital equipment using sponsored funding will only be processed if it is received 30 days or more prior to the project ending date, unless the requisition is accompanied by documentation approved by the vice president and treasurer or his designee. 

4. Requisitions for either supplies or equipment should be processed so that the University receives the requisitioned items within a reasonable period of time prior to the project ending date. 

5.  All other requests shall be made through the purchase requisition process of the University.

2. Policies

AUB has purchasing policies that are found in the Purchasing Manual
3. Flows and Narratives

Click on the process to see the flow and narrative.

Approval Hierarchies Process
On-Line Purchase Requisition Process
Express Requisition Process
Direct Enter Purchase Order Process
Request for Quotation Process
Blanket Purchase Agreements Process
AutoCreate Purchase Order Process
Control Purchase Order Process
Purchase Order Change Process
Purchase Order Receipts Process
Requisition to Accounts Payable Process
Unordered Receipts
Returning Goods Process






