


g. PurchasingharedservicesSDBORassignegurchasinguyerslocatedat five (5)
differentinstitutionsgovernedby the SDBORto handlethe procuremenof assigned
commaodities.

h. Sde Source:apurchasef suppliesequipmenbr serviceghatis deemedo only haveone
supplier.Solesourceapprovalis determinedy the appropriatdouyerbasedon detailed
justificationfrom therequestor.

i. Supplies:any property, including equipment, supplies, materials, and printing, but
excluding real property.

j-  Written Quote:awritten documenbutlining the specificationf a potentialpurchase.
TheWritten Quotemustincludevendorcontactinformation,model/itemnumber(s),
guantities shippingand othemnecessargosts,unit andextendedrices.Departmentgan
alsoutilize a QuoteRequestorm,whichis afillable form to provideto potentialvendors.

3. Policy

a. Purchasesf equipmentsuppliesandservicesatthe Universitymustbeperformedby
authorizedpbersongiesignatedy the SDBORandin accordanceavith SDCL 518A, B &
D and SDBOR Policyp 4.

b. SDBOR designatesdividualsof the Universityand otheiSDBOR institutiongo handle
the procuremenbf specified commoditiefor the Universityand othelSDBOR
institutionsthroughPurchasingharedServicesThe University Purchasingffice is
responsibldor maintainingthelist of PurchasingsharedServiceemployeesalongwith
their areasf responsibility andfor makingit availableto departments.

c. The Stateof SouthDakota,throughthe Office of ProcuremeniManagemen(‘OPM”),
maintainsvariouscontractgor suppliesandequipmentThesecontractsarecompetitively
bid bythe Stateof SouthDakotaor arenationalcontractsn which the Stateparticipates.
WhenmakingUniversity purchaseghesecontractanustbe utilized as thefirst source
unlesst is morecosteffectiveto purchasg¢heitems fromother authorizedsources.
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a) Inaccordancevith SDCL 518A-11, anyorderwith atotal cost
exceedingp4,000andlessthan$50,000requiresa minimumof three
(3) competitivewritten quotesunlessheitem(s)areavailablefrom
existingcontractsareconsidereagxemptasoutlinedbelow, or are
justifiably a solesource.Orders in excess &4,000 must be
submitted on a purchase requisition.

b) Ordersfor anynon
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contractsetc.
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vi.  EnvironmentallyPreferredProducts

1. Inaccordancevith applicableSouthDakotaadministrativerules,University
individualsmustadheredo the provisionsregardinghe useof
environmentallypreferredproductswhenpurchasingprinting projects paper
stock,andcleaningand maintenancequipmentind supplies.

2. EnergyStarregulationanustapplyto anyelectronicapplianceor deviceas
outlinedin the SDSU FacilitiesandServicesServiceGuide.

4. Procedures
a. After determinatiorof thesupples,equipmenbr servicethatis requiredby their
departmentarequestoprocesses gequisitionin the SDezbuysystemusingall resources

and trainingnformationavailable.

b. Therequestorpr designatedndividual, is responsibléo obtainnecessarinformationto
includeor paperworkio attachto therequisitionasoutlinedbelow:

i. Possible
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purchaseés over$25,000andit is vital to usea particularbrandnameto
ensurecompatibility. The appropriateouyerwill usethejustificationto
determinehowto handlethe purchase.

c. After arequestoprocessea purchaseequisition,theappropriateapproverelectronically
approveghe purchaseequisition.After arequisitionis approvedijt will flow to the
appropriatéouyervia the assignedcommoditycode.

d. Theappropriatdbuyerreviewstherequisitionand allattachment$o determinenowto
procesghe purchaseFactorgo reviewinclude: 1) purchasindimits, 2) deliverydate,and
3) competitivenessf the commaodity/servicelf a bidor RFP isdone,theonlinebid
systemSourcingManageiris utilized following all bid requirements.If thepurchase
exceedshe purchasindimit andis required tdbe bid, the appropriatdouyermanageshe
biddingprocess.
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