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Pur pose

To provide processing guidelines for the Purchase Order which
is the basic purchasing docunent of the University.
Additionally, to provide processing guidelines for the related
Purchase Order Change Form and the Receiving Report (blue copy
of the Purchase Order).

Responsibilities

a. Each Canpus/Departnent Ofice is responsible to ensure that
Purchase Orders, Purchase Oder Change Forns, and the
Receiving Reports are processed in accordance wth
est abl i shed procedures. The Fiscal Oficer is the
i ndi vi dual authorized to issue Purchase Orders within the
l[imtation (dollar amount) of his/her purchasing authority
and is accountable for conpliance with the procedures.

b. Fi scal Oficers and Program Managers (Approving Authority)
who approve paynents on Purchase Orders and rel ated forns
are responsi ble for conpliance with applicable Federal and
State laws, rules, regulations and University policies and
pr ocedur es.

c. The Ofice of Procurenent, Property and Ri sk Managenent
(OPPRM is responsible for processing the encunbrance
docunents $4, 000 and hi gher.

d. The Disbursing Ofice is responsible for the auditing and
the processing of the encunbrance docunents |ess than
$4, 000.

Qi del i nes

a. The Purchase Order is the basic purchasi ng docunment of the
University and is nornmally issued in response to a vendor's
quotation, witten or verbal, for an anmount in excess of
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$100.00 (Refer to A8.250 - Smamll Purchase for detailed
procedures). Instructions for preparation of the Purchase
O ders are on Attachnents 250.5 and 250.6. The processing
of the D sbursing (white) copy of the Purchase O der
records encunbrances in the fiscal system while the
processing of the Receiving Report (blue copy of the
Pur chase Or der) initiates paynent s and records
expenditures. Oiginal (or certified as original) invoices
are to be submtted with the Receiving Report for paynents,
recordation of expenditures, and custodial (UH) filing.

| nprest checking accounts are normally used to process
paynents of $100.00 or less (Refer to A8.826 - A8.832 for
details). Petty Cash funds are normally used to process
paynents of $25.00 or less (Refer to A8.811 - A8.819 for
details).

Al'l goods and services are to be appropriately purchased
with a Purchase Order unless there is a need for another
type of docunment or purchasi ng/ paynment nethod. Sections
of the Adm nistrative Procedures Manual prepared by the
O fice of Procurenment, Property and R sk Managenent (CPPRM
of fer guidance for further procurenent docunent usage.
Sections of the Adm nistrative Procedures Manual prepared
by the D sbursing Ofice offer guidance for the use of
ot her paynent docunents.

Upon acceptance by the vendor, the Purchase Order becones
a contract which is binding on the University. The sane
attention to detail should be given to the preparation of
the Purchase Order as is given to the preparation of any
contract docunent.

Pur chase Order Change Form

Changes to Purchase Oders are initiated through the
processing of the Purchase Oder Change Form (Refer to
A8.250.18c. - Purchase Oder Changes for detailed
pr ocedures). Instructions for preparation of Purchase
Order Change Forns are on Attachnents 250.7, and 250. 8.

Al Requisitions (W th appropriate docunentation), Purchase
Orders and Purchase Order Change Forms ($4, 000 and hi gher)
must be pronptly submtted to the Ofice of Procurenent,
Property and Ri sk Managenent for review, approval and
encunbrance processing. See the OPPRMinstructions A8. 250,
Smal | Purchases (Purchase |ess than $10, 000 for Goods and
Services and | ess than $25,000 for Construction).



A8. 836
p 3 of 3

Al'l Purchase O ders, Purchase Order Change Forns (less than
$4,000) and all Receiving Reports must be pronptly
submtted to the D sbursing Ofice for audit review,
encunbrance and paynment processing. See the Disbursing
O fice instruction A8.839, Accounts Payabl e Processing.

Al | Purchase Oders (less than $4,000) issued by
departnents/canpuses utilizing the VAX System are to
process encunbrances via electronic feeds to the Financi al
Managenent I nformation System (FMS).

NOTE: Do not submt the D sbursing Ofice hard copy (white
copy) for encunbering into the FMS. Mintain the
Di sbursing Ofice hard copy in the field office (so that no
doubl e encunbrances are nade).

EXCEPTION: Only rejected encunbrances fromthe VAX feed
should be submtted to the Disbursing Ofice, Accounts
Payable Section with the Encunbrance Invalid Report,
FBDUO10.

Purchase Order Change Forns (less than $4,000) and all
Purchase Order paynents are to be processed in hard copy to
the D sbursing Ofice Accounts Payable Section for paynent
processi ng.



