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Central Purchasing Staff:
· Cristal Swain		cristal.swain@unco.edu			970-351-2472
Executive Director of Purchasing and Contracts

· Mary Jantz		mary.jantz@unco.edu			970-351-2288
Assistant Purchasing Director

· Alta Herndon	             	alta.herndon@unco.edu			970-351-1612	
Procurement Card Administrator					

· Morgan Gray		morgan.gray@unco.edu		               970-351-2287
Administrative Assistant

· Debbie Prinster	Deborah.prinster@unco.edu		970-351-2040
Contract Coordinator

· Purchasing Website: http://www.unco.edu/acctservices/purc/	

Quick Reference Guide Procedures
Please Note:  If the University has a contract for specific goods and services, you must purchase off the University-wide agreements regardless of cost.
· $5,000 or less – delegated campus departments have purchasing authority; May use UNC VISA or DPO (Department Purchase Order)
· $5001 or greater: All Purchases of goods and services equal to or greater than $5,001 MUST be encumbered as a Purchase Order prior to placing the order with the vendor (State Fiscal Rule)	
· $5,001 through $10,000 – purchases of Goods are processed at the discretion of the Purchasing Agent; 
· $5,001 through $25,000 – purchases of Services are processed at the discretion of the Purchasing Agent; 
· $10,001 through $150,000 – competition for Goods is sought via the Documented Quote process; 
· $25,001 through $150,000 – competition for Services is sought via the Documented Quote process; 
· $150,001 and greater – competition for Goods and Services is sought via either the Invitation for Bids or Request for Proposals process. Vendors must respond with a Competitive Sealed Bid or a Competitive Sealed Proposal.
· Independent Contractor:  http://www.unco.edu/acctservices/acctpay/indcont.htm 
· State Price Agreements: https://www.gssa.state.co.us/PriceAwd.nsf/Published%20Agreements%20by%20Category%20for%20Web?OpenView
· Legal Review:  All vendor agreements and vendor terms and conditions must have legal review prior to placing orders. Do not sign legal documents. Contact Debbie Prinster, Contract Coordinator, 351-2040.



Unique Purchases: 
· Office Furniture:  Mandatory- Colorado Correctional Industries (http://www.cijvp.com). Waiver/ approval required prior to purchase from another vendor.  This CCi requirement ends July 1, 2012. However, if the University has a contract for Office Furniture, you must purchase off the University-wide agreement regardless of cost. 
· Copy Machines:  Contact Mary Jantz, 351-2288

Quick Reference Guide Documents
· DPO (Department Purchase Order): Used by Departments to authorize payment of invoices for up to or equal to $5,000 goods and/or services.
· Purchase Requisitions:  Used to generate both Regular and Standing Purchase orders.  Requisition form available at http://www.unco.edu/acctservices/ftp/purc/purc_req_form.pdf.

· Regular Purchase Order:  Placed by Purchasing Department with a vendor for a one-time purchase of goods or services. Order is placed for a specific quantity at a specific price

· Standing Purchase Order: Placed by Purchasing Department with a vendor when the department expects to make repeated purchases of goods or services over an extended period of time. Typically 7/1 to 6/30.  Existing Standing PO’s can be transferred into the next fiscal year during June. Standing Order Transfer Form will be available on the UNC Purchasing website in early June each year.

· Vendor W-9 Form: Required in order to create new vendors in Banner
· Vendor Insurance Certificate: Vendors who perform services on campus must provide proof of adequate insurance prior to beginning work. Contact Purchasing for requirements
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