New Purchasing Procedures Effective 8/27/09


Purchasing Procedures for Operating Fund (Budget) Orders 
For Goods
· When possible, pay for goods via credit card
· Credit card limits per purchase are only restricted by your credit card limit or your department Budget Manager
· You can request a credit card limit increase by completing the form on the Purchasing website at http://www.prin.edu/purchasing/
· If the vendor won’t take a credit card, ask the vendor to send an invoice to your attention 
· Ask the vendor to put Principia and your name on the invoice

· Have your department Budget Manager or Proxy sign the invoice

· Put the fund or organization number and account number on the invoice and forward to Accounts Payable as soon as possible
· Accounting will pay the vendor directly
· If the vendor asks for a purchase order, inform the vendor that Principia no longer requires purchase orders

· If the vendor still requests a purchase order, you can use one of the forms found at the Purchasing website at http://www.prin.edu/purchasing/ 
· One form is for St. Louis deliveries, the other is for Elsah deliveries
· You are not required to use this form. It is available to you only for your convenience

· If the vendor wants a purchase order number, it is suggested that you use your organization number and initials, but you can use whatever you want as a purchase order number
· Ask the vendor to send an invoice to your attention
· Ask the vendor to put Principia and your name on the invoice

· Have your department Budget Manager or Proxy sign the invoice

· Put the fund or organization number and account number on the invoice and forward it to Accounts Payable as soon as possible
· Accounting will pay the vendor directly

· To expedite delivery, ask the vendor to put your name and department on the package and provide the vendor with the following delivery information and inform Receiving that you are expecting a delivery
· ELS Receiving Hours for UPS & Federal Express M-F 8:00–3:30 (Ken Quinlan-Pierce x5047)
· ELS Receiving Hours for freight M-F 7:30–3:00 


(Trebe Bradfisch x5097)
· STL Receiving Hours M-F 8:30–4:00 (Mike Tice x3333)
· STL Summer Receiving Hours M-Th 8:30–4, F 8:30–12:00 (Mike Tice x3333)
· Do not place orders COD (Cash on Delivery) 
· Once you have received an order you are responsible for inspecting the goods for damages, correct quantities, etc… and enclosed invoices
Warranty
· Depending on what you are purchasing, you may want to get warranty information from the vendor
For Off-Campus Services

· Off-campus services that total more than $10,000

· Contact Rich Allen (x3110) so he can determine if a contract is necessary

· If a contract is necessary, fill out a purchase requisition (available at http://www.prin.edu/purchasing/) and Rich will work up a contract for the vendor. 
· When invoice arrives

· Have your department Budget Manager or Proxy sign the invoice

· Put the fund or organization number and account number on the invoice and forward to Accounts Payable as soon as possible
· Accounting will pay the vendor directly

· If off-campus services total less than $10,000 or Rich deems no contract is necessary

· When available, pay with credit card

· Credit card limits per purchase are only restricted by your credit card limit or your department Budget Manager

· You can request a credit card limit increase by completing the form on the Purchasing website at http://www.prin.edu/purchasing/
· If the vendor won’t take a credit card, ask the vendor to send an invoice to your attention

· Ask the vendor to put Principia and your name on the invoice

· Have your department Budget Manager or Proxy sign the invoice

· Put the fund or organization number and account number on the invoice and forward to Accounts Payable as soon as possible.
· Accounting will pay the vendor directly

· If the vendor asks for a purchase order, inform the vendor that Principia no longer requires purchase orders

· If the vendor still requests a purchase order, you can use one of the forms found at the Purchasing website at http://www.prin.edu/purchasing/ 

· One form is for St. Louis deliveries, the other is for Elsah 

· You are not required to use this form. It is available to you only for your convenience

· If the vendor wants a purchase order number, it is suggested that you use your organization number and initials, but you can use whatever you want as a purchase order number

· Ask the vendor to send an invoice to your attention

· Ask the vendor to put Principia and your name on the invoice

· Have your department Budget Manager or Proxy sign the invoice

· Put the fund or organization number and account number on the invoice and forward it to Accounts Payable as soon as possible

· Accounting will pay the vendor directly

For On-Campus Services
· To ensure we receive the proper paperwork from the vendor and for liability reasons a purchase requisition and contract will be required for On-Campus services. It is imperative that Purchasing know about these services before work is started to ensure we are fully protecting Principia by having all of the proper paperwork in place for insurance and other requirements. The purchase requisition form can be found on the Purchasing web site at http://www.prin.edu/purchasing/ 
· You will receive a purchase order copy as you have in the past 

· When the invoice arrives

· Have your department Budget Manager or Proxy sign the invoice

· Put the fund or organization number and account number on the invoice and forward to Accounts Payable as soon as possible

· Accounting will pay the vendor directly

Discounts

In general contact Purchasing (Rich Allen x3110 or Roberta Day x3520) for information about discounts. 
Principia is a member of the Education and Institutional Cooperative (E&I) and we are  eligible for education discounts if you use specific vendors. To save money, ask the vendor if they offer any education or E&I discounts. We are working on future correspondence with more specific information regarding which vendors offer these discounts

Capital Orders

These procedures only apply to non-capital (Budget) fund orders. The process for purchasing goods and services with capital funds has not changed. Capital fund purchase requisitions must still be sent to Bruce Alioto (x5460, x3529), the Contracts Officer.
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