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Policy 3-100: University Procurement

I. Purpose and Scope

To outline the general procurement policies and responsibilities of the Uni

As used in this Policy, and in the R edure adopted to implement this
eaning as in the Utah Procurement
of Utah:

ing purchases at the bid price, typically during a fiscal year or contract

. Non-competitive: a procurement instrument that will allow recurring orders
below the Single Procurement Threshold for goods and/or services during a
fiscal year or contract period.
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C. "Chief procurement officer" means the person duly authorized to enter into and
administer procurement contracts for the University and is delegated duties and
responsibilities to administer all procurement activities. This position is filled by
the Director of Procurement & Contracting Services who acts as the chief

procurement officer referred to in the Procurement Code. Hereafter refeged to

as the Director of Purchasing.

D. "Construction" means the process of building, renovating,
repairing any University building or public work. Constr
the routine operation, routine repair or routine mainten

structure, building or real property.

E. "Emergency procurement" means procurement con ed due to circumstances

property, or
niversity or significantly

that threaten public health, welfare, s r harm, including

presenting a risk of causing financial
disrupting University operations, or circ ces where timeliness, litigation
deadlines or other factors of provisions of the standard

procurement process.

ographic, or similar photo process machine capable of
duplicate copies in excess of 90 pages per minute.

reference, utilized for soliciting bids when cost is a major factor in determining the

award.

I. “Limited Purchase Order”’ or LPO means an official form obtained from the

Accounts Payable Department for organizational use to purchase goods or
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services below the Single Procurement Threshold. This delegated purchase
authority is for purchases to a single supplier and a legal obligation is made for
payment through Accounts Payable.

J. "Non-standard furnishings" means office furniture, equipment, and accessories

much more costly) than their “standard” counterpart.

“Organizational unit” means a department, division, s

3s is below the threshold. It is not permissible for a Department to engage
in unlawful splitting of the transaction to meet the Professionals, Providers and
Consultants Threshold.
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O. “Purchaser” means anyone that has procurement authority, whether direct or
delegated. Other University employees may participate in the procurement

process.

P. “Purchasing Card (PCard)” means an institutional credit card administered by the

S. “Requisition” means a documeg te the procurement of supplies and

se orders. Requisitions are not

S or a request for proposals which conforms in all material

to the invitation for bids or request for proposals.

ple” means supplies provided to the University for testing or evaluation
purposes. Samples become the property of the University unless agreed
otherwise in writing by the supplier and the University. Regarding sample

textbooks, see Policy 6-318.
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W. "Services" means the furnishing of labor, time or effort by a supplier, not involving
the delivery of a specific end product other than a report that is incidental to the

required performance.

X. “Single Procurement Threshold” means the maximum total transaction cost that

can be purchased by one purchaser at one time from the same supg

competition is encouraged but not required.

S" means all property, including but not limited to equipment, materials
arinting.

EE. “University” means the University of Utah.

lll. Policy



The University of Utah Regulations Library

A. Purchasing Department

1. The Purchasing Department is responsible for the procurement of supplies
and services required by the University of Utah and all its organizational units
as required by law, except for purchases specifically exempted under

paragraph B, below.

to provide assistance, consultatio

needs of the University.

3. The Director of Purchasig e to adopt organizational procedures,

Initiate, uct and conclude solicitations and negotiations for the

rchase ofSupplies and services for the University.
e University for the procurement of supplies and services.

commend changes in quality, quantity or kind of material requisitioned

and/or to suggest appropriate alternatives.
d. Conduct the selection of suppliers in accordance with legal requirements.

B. Exceptions: Procurement Authority of Organizational Units
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1. By virtue of their special needs and the roles they fill at the University, some
organizational units may be authorized to solicit bids and may be delegated
procurement authority at a higher spend level than normally authorized,
compliant with University Regulations, the Utah Procurement Code and

written rules found within the organizational unit. Organizational uni

2. In addition to the special authorizatic ragraph #1, all

organizational units of the Universit pall purchases by following

or services purchased by organizational units from other
izational units within the University are exempt from competitive bid

C. Limitations and Restrictions on Procurement

1. The University is prohibited from procuring supplies or services for the

personal use of any University employee. Organizational unit management is


http://regulations.utah.edu/administration/rules/R3-100D.php
http://regulations.utah.edu/administration/rules/R3-100D.php
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responsible to ensure the University Expenditure Policy and Purchasing

Regulations are observed. (see Policy 3-010)

2. Unless specifically approved in writing by the Director of Purchasing or by a
University Officer as defined in Policy 3-004, orders or commitments for

procurement by University employees are not binding on the Uni

Counsel, such as purchase order

require review by the Office of Ge rior to contract execution.

(see Policy 3-004)

official University business is prohibited unless

Vice President for Administrative Services or designee.

hase order may not be processed unless the organization unit verifies
unds are available to cover the amount of the purchase. In addition,
purchases made under federal contracts during the final weeks prior to the
end of the contract period may be disallowed. (see Policy R3-100E)


http://regulations.utah.edu/administration/3-004.php
http://regulations.utah.edu/administration/rules/R3-100D.php
http://regulations.utah.edu/administration/3-004.php
http://regulations.utah.edu/administration/rules/R3-100B.php
http://regulations.utah.edu/administration/rules/R3-100C.php
http://regulations.utah.edu/administration/rules/R3-100D.php
http://regulations.utah.edu/administration/rules/R3-100E.php
http://regulations.utah.edu/administration/rules/R3-100E.php
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2. Pre-payments to suppliers for supplies or services have restrictions as
established by the Utah Procurement Code and University procedure. (see
Procedure P3-100A)

3. Donations to the University of supplies, equipment or materials (other than

review or testing that are not retur

property.

the solicitation of Invitation for Bids, Request for Proposals or

procurement processes consistent with the provisions of the Utah
rement Code. (see Rule R3-100B)

E. Emergency Procurement

1. When an emergency exists as determined by the Director of Purchasing or
designee, authorization may be given to make emergency procurements that

exceed the single procurement threshold without use of a competitive
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procurement process, such as bidding or RFP. (see Rule R3-100D) Such
emergency procurements may be made by any reasonable means with any

available specifications.

2. The Director of Purchasing or designee shall make a written determination of

the existence of the emergency after reviewing supporting docug
stating the basis thereof, together with a written statement ofqustification fo
the selection of the particular supplier which shall be pl

file.

F. Absence of University Procurement Regulation

epartment, in cooperation with all University organization
nvironmentally Preferred Purchasing (EPP) practices and
e purchase of supplies and services that effectively minimize
ive environmental impacts and supports sustainability, subject to
ersity Regulations and federal laws. The University is committed to

Sustainable behavior in its procurement practices.
IV. Rules, Procedures, Guidelines, Forms and other Related Resources

A. Rules
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R3-100B, Solicitation of Bids, Proposals and the Award of Procurement
Contracts

R3-100C, Requisition Use

R3-100D, Delegated Small Purchase Authority

R3-100E, Restricted Purchases and Special Purchasing
B. Procedures

P3-100A, Vendor Prepayments, February, 8, 201

P3-100B, Conducting Business with Exclud

rs, Augu , 2016

C. Guidelines [reserved]

D. Forms [reserved]

E. Other related resource ma
Buying & Payment de
V. References

the Policy Owner, the Office of the Director of Procurement & Contracting

Services is responsible for answering questions and providing information regarding

the application of this policy. Acting as the Policy Officer, the Office of the Vice

President for Administrative Services is responsible for representing the University's

interests in enforcing this policy and authorizing any allowable exceptions.
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http://regulations.utah.edu/administration/procedures/Vendor%20Exclusions%20Memo.pdf
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VII. History
Revision 9: Approved by the Board of Trustees October 8, 2013

Revision 8: Approved by the Board of Trustees April 12, 2011 to accept content
relocated from Policy 4-005, see Executive Summary.

Added Definition for "Non-standard furnishings" to Section I1.V., Febtua

Revision 7; Editorially Revised February 19, 2002
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