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PURCHASING SERVICES

Purchasing
1. Uphold University policies and procedures
Mitigate risks
Create efficiencies
Provide expertise and experience
Assist in Sourcing
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Help stretch University dollars
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 WHERE TO BUY

A. State Use Catalog (Mandatory)

(www.ksstateuse.org)

B. Contracts — University approved
(http://www.k-state.edu/finsvcs/purchasing/contract.html)
C. Other KSU Departments

University Printing

. Facilities — Buildings & Ground
. Information Technology — Hardware, Software, Network, Phone
. K-State Campus Store (Apple dealer)
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. Storerooms (Chemistry, Facilities, etc.)

9/4/2018

WHERE TO BUY (CONT’D)

D. Other State Agencies
* Kansas Correctional Industries
e http://www.kancorind.com
E. K-State Surplus Property
* https://dfs.ksu.edu/surplus
F. State Surplus Property
* https://www.admin.ks.gov/offices /surplus-property/state-

surplus
G. Go Out for Bid
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HOW TO BUY

A. Available from previously mentioned sources
Place order directly, regardless of dollar amount.

B. If Under $10,000 (Total Cost Commitment) -
Proceed with order.

C. If $10,000 or more and not available from K-State

approved sources - Send Purchase Requisition to
Purchasing to begin bid process.
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"~ HOW TO GET STARTED

A. Purchase Requisition, signed
1. Specifications electronically via E-forms
2. List of potential vendors:
*contact person
*phone number
*e-mail
3. Submit to kspurch@k-state.edu
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WHAT HAPPENS IN PURCHASING

A. Review Specifications
B. Check for support documents
(i.e. waivers, disposition of property, minute numbetr, etc.)
C. Pre-bid meeting if needed
D. Order or Contract
E. Delivery
(i.e. date needed by, loading docks, lift needed, etc.)
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KSU PURCHASING PROCEDURES

A. Solicitations (RFQ, IFB, RFP)

1. Solicitations can be viewed at:
https://dfs.ksu.edu/rfq/

2. Departments should review for errors

3. Amendments to the Solicitations
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KSU PURCHASING PROCEDURES

B. File sent to department for review.

C. Return Recommendation
1. Document reasons for rejecting Low Bids
2. Delivery

D. Purchase Order or Contract created

E. Do Not Pay in Advance
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KSU PURCHASING PROCEDURES

F. Product received in good condition.
If there is any damage to the package or crate, DO
NOT accept shipment
G. Problems Occur
1. Contact vendor first
2. Written Complaint
3. KSU error? Restocking fee & freight.
H. Vendor Protest? Purchasing will be in touch.
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SPECIAL APPROVAL
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A. Prior Authorization Form
1. Sole Source, Emergency, Special Situation, Grants
2. Supporting Documentation
3. In Doubt? Bid It

B. Reported
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MAKINGS OF A CONTRACT

Board of Regents Letter

Departmental Signature Authority

Office of General Counsel Checklist
Contractual Provisions Attachment (KSU-146a)

DO NOT SIGN ANYTHING! Only a handful of
people are authorized by the President to sign

Glode oo
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| Office of the President

UNIVERSITY
July 12, 2018
Judene Miller
General Coussel
Kansas Board of Regents

10600 5. W. Jackson, Sulse 520
Topeka, KS 66612-1368

Re:  Delegation of Signature Authority for K-State Contracts
Dea Julene,

In sccorianes with Chiapter (D), Section () of he Kamues Bourdof Regents Polcy
:1‘1:.: Inéversity. bave wﬂmnm! the fallowing ﬂﬂw‘ﬂlﬁ 0 have contracting authority f:hﬂ::

University:

Cindy A Bontrager, Vice President for Administration and Finance
Fran M. Willbrant, Assistant Vice President of Financial Serviees
James A. Bach, Director of Financial Operations

Evian Nichoff, Acting Pravost

Peter Doshows, Vice Presidest for Rescarch

[ have aushorized the i i b Eaavs Himidted ing autharity for all
spomsored praject agrecments (research, instaction and public service) and associated research
and scholarly activity-related agroements, inchuding gracts, contracts, cooperative agroecats,

nsfer agreements, confidentiality agroemens, and the like:

Paul R Lows, Assoclale Vice President, Research and Sponsored Programs

[ have also muhosized the following designess w have limited contracting suthority in
their respective areas:

Derek Jackson, Assistant Vice President & Director, Housing and Dining Services —
‘houwsing, social and education contracts enly

Karen Pedersen, Dean, Global Campus ~conference and non-credit programs only

Jeff Wolfe, Directos, Gkabal Casmpus — mmmmwllmmw

Lori Goetsch, Dean, Hale Libracy ~

Ruberta Johnsom, Sr. Director, Adminkstration & IT Services, Hale Library — libeary

materials and licemsing of thoss mascrials
Julie Bell. 'lui-mx it = Hale Library i b

'lodd]{ol.mbng,llmxunv: Director, McCain Auditorium ~ McCain performance series.

AT | TSI | PSS | bt et
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Julene Miller
July 12, 2018
Page

Contracting suthority for goods Ir\-l\ﬂvll\'\ &
delegated to designees. De
Usiversity's Purchasing Office.

1 have named the Deans of the Calleges, the Dean of the Graduate School, the Dean of
Libraries, the Dean of Ghobal Campus, and the CEO and Vice Provost of K-Stase Olathe as my
: red signatorics for resppointments for facalty snd
nplenvees and fior sdunct appoistments of previously sppossted adjusct faculty, in
their respective arcas. Furthermare, | have suthorized the Provost 10 make further delegatsons of
signature muthority for reappointments for faculty and unclassified emplayees in units reporting
sy be made caly 10 the Vice Provosts, Associate Provosts and

designees and as the Universi tho

unclassified

10 the Provost, Such delegath
Direciors af wmits reporting 10 the Provost.

1 have nasned the Vice President
Vice President for Humman Capital. the Chief Informatson Officer, the General Ca
Vice President for Commwmications and Marketing, as my designee and as the

authorized signatory for unclassified employee appointments within each of their respective

arcas.

IF youa bave any qaestions reganting the above designat
contact me.

iy H 2
Richssd B Myers
Presidest

rage
Univeeity General Counel
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Purchasing Signature Authority
Div. of Financial Servicos | Purchasing Office New Farm
2323 Anderson Ave., Suite SO0 1 Add to Existing Authoritics
Kamsas State University [ Replaceall |
Manhattan, K5 66502
bepsrchiih-statssslu
T85-532-6214
Department Head:
Departmenl:
This form certifies that as of {date), this resognizes the following i
s approved signatures for B sans, prios requests, purchase
onders, agrecments. and contracts xs allw«l by Seate of Kansas and me $1ah=1 niversity policies and

procedurcs.
IF signing for department head as a prosy,
name as “Printed Name™,

ial et s it Prind proxy’s

gn/stamp department head's rame and

Signature Printed Name Position  Title
Signature Printed Mame Pusition / il
Signature Pristed Name Position / Titke
Signature Pristed Name Position | Title
Signature Prieted Name Position / Title
Signaturs Pristed Name Position | Tille
Signature of Dept Head or Dean Printed Mame of Diept Head or Dean

By signimg thas form | agree that [ will attach the State of Kansas Contractual Provisions attachment (form DA-
146a) listing State and University terms and conditions to contracts under my authority and will forward the set of
forms 1o the K-State”s General Counsel for review prior 1o contract approval,

frew, Mo, 20067
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LS el igw (rev. 6/2018)
st by pleted and attached t bsitted for review ~ ALL university contracts must be reviewed by
the Office of Gemeral Counsel (see FPM 3070))

Does the contract m\ohn.lh.a:p\mdiun.ﬂfﬁmdislﬂ mm gmllﬂ" (Y or M)
1f yes, STOP HERE, and h the Purchasing Division. The Purchasing
Divisdon wall submal the contract to OG Iwbsa'lmwu

Do the contract imvohve a sponsored project as described in PPA chapter T010.0137__ (¥ or )
1y, STOPHIERE, s fint s 7 Fre : sabrit
G o hesble

Prior to submitting the contract for

ing steps have been taken:

Comtract has by sewed by the s

acceptshle pi

o wkulnm-aﬂ  providons it s incompatibls with FERFA of KORA
g clauss that would make th I'the contract or other altachment superseds or contro] the
language in the KSU-146a

Allimelevant pasts have boen remenved or stricken (e.g., bems, exhibits or addenda that do ot apply) and the
abligations uted accurately and completely reflect and describe the amampement between the contracting partics

Template previaushy appraved by OGC is being used {and ay changes are identified; OF
there is s applicable template
If contraxt is a remcwal or new version of an cxisting or previous contract, the existing or provious version is attached

fir refierence by DG,

Comtract mlmnm-um
The provisions found in Contractual Provisions Attachment {form K
hercto, are herchy incorporatcd i the contract and mad a part thercof.

=146, rev. 3-18), which s attachod

Form KSU-146a (rev. 3-18) State of Kansas. (\ummnl Provision Attachment has boon attachad 1o the contract and
has been (or will be) initialed by the comtract

University signatoey s fistod on the contract. Tt person is an authorized signatory lsted on President’s ltter o
KBOR (soe link o better in PPM 3070). NOTE: natory misd sign, gyen if |
o funds arc uscd.

or

The University's Director of Licensing has approved any termms allowing wss of University's name, bogos or other
‘marks in writing. and such approval is attached.

Al pasts of contract (including all | aprocmsnts d by refierence, such as exhibit
addenda, related licamse agreements, and e Hﬁl?al\:aﬂladmd

1 cenify that the shove steps have been takien:

{signaturc) cmai
inanss and title) phome:
(date)
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CONTRACTUAL PROVISONS ATTACHUENT
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TYPES OF CONTRACTS

A. Negotiations
B. Professional speakers
C. Consultants

. Software

D

E. Maintenance

F. Leases / Rentals
G

. Revenue
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SERVICES

Approvals & Waivers

Sales & Use Tax

Insurance

Vehicles & Motorpool

Trademark Licensing

Audit

Governmental / Higher Ed Buyers

. Vendor Information

Purchasing Listserv (purch@listserv.ksu.edu)

gl ol
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SERVICES (CONT’D)

J. Business Services Update newsletter
K. Website
L. Financial Services
1. Sponsored Programs
2. Accounts Payable & Asset Management
3. Fund Balancing
4. Financial Reporting
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RULES: STATE OF KANSAS STATUTES

A. KSA 76-769 = Board of Regents Authority
B. KSA 75-3317 to 75-3322 = Persons with Disabilities
Act

C. KSA 45-216 = Open Records Act
D. KSA 75-6403 = Prompt Payment Act
E. KSA 76-721 & 76-725 = Authority to Contract

9/4/2018
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RECAP

State Use Catalog
KSU Approved Contracts
$10,000 or more, not on contract, contact Purchasing

ODoOwP

University Policy / Board of Regents / State of
Kansas
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WHERE TO FIND PURCHASING FORMS

http://www.k-state.edu/finsvcs/purchasing/forms.html

https://dfs.ksu.edu/eforms
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THANK YOU FOR COMING!
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