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Annual Vendor Show 

On October 9th, the Purchasing and 
Contracts Office will host its 
annual Contracted Vendor Show. 
The show will be held in the 
University Center Ballrooms 
between 10:00am and 1:00pm. We 
will feature 36 vendors and 
campus departments that can 
provide discounted products and 
services to your department. 

There are a wide array of suppliers 
this year including promotional 
products, printing, apparel, office 
supply companies, furniture, 
ground transportation, hotels, 
office equipment, banking, 
and more! As always, there will be 
giveaways at the various vendor 
tables, door prizes, free chair 
massage, and a free light lunch, all 
courtesy of the participating 
vendors. (Note: All vendors pay a 
registration fee that covers 100% 
of the expenses associated with 
this event.) 
 
We have once again partnered with 
Bear Pantry and encourage you to 
donate a non-perishable item at the 
show. These donations directly 
serve UNC students who face food 
insecurity. Those who bring a non-
perishable item will receive a free 
t-shirt compliments of Wells Fargo 
Bank. The Bear Pantry is in need 
of peanut butter, tuna, pasta, and of 
course, cash donations are always 
accepted. 
 

New Promotional 
Products and Apparel 

Contracts 
 
We are pleased to announce that 
through the formal solicitation 
process, Purchasing awarded five 
(5) companies to provide 
promotional products and apparel 
to UNC. The award went to the 
following: 

• Halo 
• ProCorp/LogoStuff 
• 4Imprint 
• Victory Sales  
• Follett/Advanced On Line 

 
 
 

In the case of a multiple vendor 
award, departments may work with 
any vendor on the awarded vendor 
list. 
 
More details will follow 
concerning ordering, vendor 
contact information and vendor 
websites. These vendors will also 
be at the Annual Vendor Show so 
be sure to stop by their booths and 
learn more about their new 
contracts. 
 

Furniture Purchases 
 
As part of our overall budget 
reductions on campus, campus 
leadership requests that all 
furniture purchases be limited to 
those purchases necessary for the 
operation of the University. If your 
college or department requires new 
furniture, it must first be approved 
by your Dean or area Vice 
President. That approval must be 
forwarded to the Purchasing and 
Contracts Office before any work 
will be done to quote or otherwise 
select the new furniture. 
 
Official Function Forms 

 
Effective September 6th, all 
Official Function Forms must now 
be submitted through OnBase. 
Detailed instructions for how to 
use the system were sent to 
campus on September 6th. If you 
would like those resent to you, 
please email Cristal Swain at: 
Cristal.Swain@unco.edu and she 
will forward the information to 
you. 
 
 
  

Save the Date! 
 
Vendor Show: 
- October 9, 2018 
 
Mary Jantz Retirement Party: 
- October 26, 2018 from 1:00 to 3:00 in the 

Spruce Suites at the University Center 
 
Finance and Administration Training: 
For New Employees, or Employees who 
would like a refresher. 
- What You Need to Know About Finance & 

Administration (3-part series) 
 Overview on November 14, 2018 
 In Depth on November 28, 2018 
 In Depth on December 5, 2018 
 
 Overview on February 13, 2019 
 In Depth on February 20, 2019 
 In Depth on February 27, 2019 
 
 Overview on May 2, 2019 
 In Depth on May 8, 2019 
 In Depth on May 15, 2019 
 
 Overview on August 1, 2019 
 In Depth on August 6, 2019 
 In Depth on August 7, 2019 

 
 Overview on November 5, 2019 
 In Depth on November 12, 2019 
 In Depth on November 14, 2019 

 
Spring Carnival: 
- March 7, 2019 
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Although multiple campus-wide 
trainings were offered on the new 
system, we understand that not all 
of you were able to attend. If you 
would like to have someone attend 
one of your staff/department 
meetings to go over the new 
process, please email 
OfficialFunction@unco.edu 
to schedule a time. The complete 
training lasts approximately one 
hour. 
 

Staffing Changes 
 

There are several staff changes 
occurring in both the General 
Accounting and the Purchasing 
and Contracts departments. 
 
General Accounting:     
Heather Clark, Accountant I, left 
UNC on September 18 for an 
opportunity at the University of 
Colorado, Boulder. Please see the 
“So Who is Your Accounting 
Specialist” on the General 
Accounting website for 
information on which accountant is 
covering your organization unit.   
 
Lacey Snyder, Controller, is 
leaving UNC for an opportunity at 
Colorado State University.  Her 
last day with UNC will be October 
5. Susan Simmers, current 
Assistant Vice President for 
Finance, will serve as Interim 
Controller. 
 
Please join us in welcoming 
Kristen Sanborn, our new 
Assistant Controller.  She joins us 
from Kansas State University and 
her first day with UNC was 
September 24th. 
 
 
 

 
Purchasing & Contracts: 
Please join us in congratulating 
Morgan Gray on her promotion to 
Payment and Pcard Specialist 
effective July 1, 2018.   In this 
role, Morgan serves as UNC’s 
Pcard Administrator for the 
university’s campus-wide 
purchasing card program and 
processes payments through the 
Accounts Payable Department as 
needed. 
 
Mary Jantz, Assistant Director of 
Purchasing, will be retiring on 
October 31st. Please help us 
celebrate Mary’s more than 20 
years of service to UNC at her 
retirement party on October 26th.  
See the Save the Date section for 
additional information.  
 

Changes to the 
Uniform Grant Guidance 

(UGG) 
 
Effective July 1, 2018, the micro-
purchase threshold under the 
Uniform Grant Guidance was 
raised from $3,500 to $10,000.  
This means that any purchase 
made using a 35XXX or 36XXX 
fund now requires at least two 
quotes once the purchase meets or 
exceeds $10,000. Purchases under 
this threshold do not require 
additional quotes, but all purchases 
must be made from a qualified 
contractor. In order to be 
considered a qualified contractor 
the company and its principle 
owners must not be on the Federal 
debarred list. A complete list of 
debarred companies can be found 
at https://www.sam.gov. If you are 
making a purchasing using a 
35XXX or 36XXX fund, you are 
required to check the debarment 

list before the purchase is made. 
Failure to do so may result in the 
purchase being charged to a non-
grant fund. 
 
(Please note:  All vendors listed in 
Banner that are not marked as 
DEBARRED have been checked 
against the Federal debarment list, 
so there is no need for you to 
check https://www.sam.gov if the 
vendor is listed in Banner). 
 

UNC is Changing its 
Treasury Management 

and Merchant 
Services Bank 

 
In the Fall of 2017, UNC issued a 
Request for Proposal (“RFP”) for 
banking services on campus. This 
RFP encompasses the on-campus 
bank (including the UNC ID 
Card), Treasury Management, and 
Merchant Services. We are pleased 
to announce a split award of this 
RFP. Wells Fargo will continue to 
maintain the contract for the on-
campus bank, including the UNC 
ID Card, and US Bank will be our 
partner for Treasury Management 
and Merchant Services. (Please 
note: The UNC Pcard is managed 
on a separate contract and will 
remain with Wells Fargo).  
 
This change will have no impact 
on student accounts or how 
payments are made by UNC. The 
primary change that will affect 
campus will be the processing of 
wire payments and credit card 
transactions. 
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Under the new contract, UNC’s 
bank wire information will change 
so please email 
Purchasing@unco.edu if you 
receive wire payments from 
outside companies so that we may 
contact them to provide updated 
banking information when the 
transition is made. 
 
Also under the new contract, all 
areas that process credit card 
transactions using a credit card 
terminal will have to replace their 
equipment. We anticipate this 
change will occur before the end of 
the calendar year. Someone from 
the Purchasing and Contracts or 
General Accounting Departments 
will reach out to you in the coming 
weeks if you currently have a 
credit card terminal in your 
department to discuss terminal 
options going forward. Any 
questions you have regarding 
this change should be sent to 
Cristal Swain at: 
Cristal.Swain@unco.edu 
 
 
 

FAQ’s! 
1) I had a vendor tell me they were a preferred vendor on campus. How do I verify if they are? 
 
The majority of UNC’s preferred vendors are listed on the Purchasing and Contracts website under the 
University Campus-Wide and State-Wide Contracts section located at: 
https://www.unco.edu/purchasing/policies-and-procedures.aspx/ 
If you have a vendor that claims to be a preferred vendor and they are not on this website, please contact 
Purchasing and Contracts to verify their status. All preferred vendors were selected through a competitive 
solicitation process either through the University, the State of Colorado, or an acceptable national 
cooperative. These vendors meet the requirements under the Uniform Grant Guidance and UNC 
Procurement Rules for purchases over the applicable solicitation threshold. 
 
2) With the upcoming banking change, do the students or staff need to change bank accounts if they 
currently bank with Wells Fargo? 
 
No. the new contract with US Bank and Wells Fargo does not impact any personal accounts. In fact, the 
Wells Fargo branch located at the University Center and all ATMs on campus will remain with Wells 
Fargo. 
 
3) What is the allowable reimbursement amount for baggage fees when I am traveling on behalf of UNC? 
 
UNC will reimburse (or allow to be charged to your UNC Pcard) the fee for one checked bag per flight.  
If a traveler has a need to check a second bag based on the business conducted on the trip, they must 
receive pre-approval in writing (email is sufficient) from their supervisor before the expense is incurred.  
A copy of such approval must be attached to the UNC Pcard receipts or the reimbursement request.  
Failure to do so may result in the second bag fee not being reimbursed or the traveler having to reimburse 
UNC for the additional baggage fee.  (See UNC Fiscal Rule 5.6.7.2 located at: 
https://www.unco.edu/purchasing/forms/FiscalRules10217.pdf)  
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