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UNIVERSITY of NORTH DAKOTA 
FINANCE & OPERATIONS POLICY LIBRARY 

 
PURCHASING POLICIES AND PROCEDURES 

 
 
 
 
 
 
 
 
 
POLICY STATEMENT 

This policy establishes requirements and guidelines for day-to-day purchases for the University of North Dakota. 
 
 
REASON FOR POLICY 

This policy ensures UND’s compliance with University, State and Federal policies, procedures and laws including 
–but not limited to – the North Dakota Office of Management and Budget, North Dakota Century Code, North 
Dakota University System and State Board of Higher Education, and United States Federal Government. 
 
As a public institution, the University must demonstrate the prudent use of funds entrusted to it by its various 
constituencies. The general public, legislators, students, donors, and grantee organizations and individuals must be 
assured that funds are wisely spent and do not personally benefit University officials and employees. 

 
 
SCOPE OF POLICY 
 

This policy applies to all members of the University community and should be read by: 
 

 President 
 Vice Presidents 
 Deans, Directors & Department Heads 
 Area Managers & Supervisors 

 Faculty 
 All Employees 

Students 
Others       

 
 
WEB SITE REFERENCES 
 

This policy:  http://und.edu/finance-operations/_files/docs/2-11-purchasing.pdf 
Policy Office:  http://und.edu/finance-operations/policy-who-we-are.cfm 
Vice President for Finance & Operations:  http://und.edu/finance-operations/ 

 
 
 

Section 2, Finance 
 

Policy 2.11 Purchasing Policies and Procedures  
 

Responsible Executive:  VP Finance & Operations 
 

Responsible Office:  Purchasing 
 

Issued:  December 15, 2009 
 

Latest Review / Revision:  March 7, 2011 
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RELATED INFORMATION 
 

EPLS https://www.epls.gov 

EPLS Navigation Instructions http://www.und.edu/dept/purchase/docs/eplsdebarredvendor.pdf 

Office of Federal Procurement – 
Public Law 

http://www.whitehouse.gov/omb/procurement_policy_letter_80_2_sup
p1/ 

N.D. OMB http://www.nd.gov/omb/ 

N.D.C.C. http://www.legis.nd.gov/information/statutes/cent-code.html 

N.D. State Procurement Office http://www.nd.gov/spo/ 

NDUS http://www.ndus.edu/ 

SBHE http://ndus.edu/board/ 

UND Conflict of Interest Policy http://www.und.edu/dept/rdc/ConflictPreface.htm 

UND Debarred and Suspended 
Parties Policy 

 

UND Master Subcontracting Plan: 
Historically Underutilized Business 
(HUB) Policy 

 

UND Purchasing Office http://und.edu/finance-operations/purchasing/ 

UND ITSS Connection Policy http://www.und.nodak.edu/dept/itss/policies/Network-Policy-
Approved-June-7-2004.html 

UND ITSS Software Information http://itss.und.edu/software.html 

U.S. General Services 
Administration – Federal Property 
and Administrative Services Act of 
1949 

http://www.gsa.gov/portal/content/100922 

U.S. General Services 
Administration – Standard Forms 

http://www.gsa.gov/portal/forms/type/TOP 

 
 
CONTACTS 
 

General questions about this policy can be answered by your department’s administrative office.  Specific 
questions should be directed to the following: 
 

Subject Contact Telephone Department or Office E-Mail / Web Address 

Policy Clarification Purchasing (701) 777-2681 
und.purchasing@email.und.edu 
http://und.edu/finance-operations/purchasing/ 

Policy Format Purchasing (701) 777-2681 
und.purchasing@email.und.edu 
http://und.edu/finance-operations/purchasing/ 

Certificate of 
Insurance 

Risk 
Management 

(701) 777-3341 
http://und.edu/student-
life/safety/ehs/riskmanagement.cfm 

Furniture and 
Moveable Walls 
Review/Approval 

Facilities (701) 777-2336 
und.facilities@email.und.edu 
http://www.und.edu/dept/facilities/ 
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CONTACTS continued 
 

Hazardous 
Materials 
Requisition 

Safety 
Fax:  
(701) 777-4132  

http://und.edu/student-life/safety/ 

Hazardous 
Materials 
Requisition 

Purchasing 
Fax:  
(701) 777-2125 

und.purchasing@email.und.edu 
http://und.edu/finance-operations/purchasing/ 

Hazardous 
Materials 
Requisition 

Grants and 
Contracts 

(701) 777-4151 
gcadmin@mail.und.nodak.edu 
http://www.und.edu/dept/undgca/ 

Initiate Bids and 
Quotations 

Purchasing (701) 777-2681 
und.purchasing@email.und.edu 
http://und.edu/finance-operations/purchasing/ 

Notification of 
Lease 

Accounts 
Payable 

(701) 777-2771 http://www.und.edu/dept/accounts/ 

Printing Procedures 
Printing 
Center 

(701) 777-2544 http://www.printing.und.edu/ 

Photocopying/Dupli
cating Procedures 

Duplicating 
Services 

(701) 777-5088 http://www.duplicating.und.edu/ 

Request for 
Payment/Voucher 
or Purchase Order 
Numbers 

Purchasing/ 
Accounting 
Services 

(701) 777-2681/ 
(701) 777-2771 

Purchasing: und.purchasing@email.und.edu 
http://und.edu/finance-operations/purchasing/ 
Accounting Services: 
http://www.und.edu/dept/accounts/ 

UND MasterCard 
Purchasing Card 

Purchasing (701) 777-2681 
und.purchasing@email.und.edu 
http://und.edu/finance-operations/purchasing/ 

 
 
DEFINITIONS 

 

EPLS Excluded Parties List System 

ITSS Information Technology Systems and Services 

NDCC North Dakota Century Code 

SBHE State Board of Higher Education 

NDUS North Dakota University System 

OMB Office of Management and Budget 

HUB Historically Underutilized Businesses 

RFP Request for Proposal 

PR Purchase Requisition 

Sole Source A product or service is unique and that the vendor is the only vendor 
able to furnish the product or service.  
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DEFINITIONS continued 
 

Blanket Purchase Order Requisition for repetitive purchases from one vendor of common 
items (supplies, small equipment under $5,000, agreements or 
service contracts) that have monthly charges.  

Debarred and Suspended 
Parties 

Parties that are excluded from or ineligible for participation in 
programs or activities.  

 
 
PRINCIPLES 
 

OVERVIEW – This policy establishes requirements and guidelines for day-to-day purchases for the University 
of North Dakota. 
 
It contains information relative to the completion of forms (purchase requisitions, RFPs, and non-standard 
purchase forms) for bids, blanket purchase orders, hazardous materials, maintenance and service agreements, pre-
payments, quotations and software purchases.  
 
It also contains information relative to conducting business with vendors (debarred and suspended parties, 
furniture purchases, leasing, HUB, purchases from Best Buy, Cabela’s, Sam’s Club, Sears, Target and Walmart, 
sole source vendors, and scholarships/endowments provided by vendors). 
 
Additionally it contains information relative to policy and contract compliance (UND ITSS, UND Conflict of 
Interest, North Dakota University System and State Board of Higher Education, North Dakota Office of 
Management and Budget, North Dakota Century Code, North Dakota State Contracts, and Federal Public Laws, 
Standard Forms and the Excluded Parties List System). 
 
As a public institution, the University must demonstrate the prudent use of funds entrusted to it by its various 
constituencies. The general public, legislators, students, donors, and grantee organizations and individuals must be 
assured that funds are wisely spent and do not personally benefit University officials and employees. 
 

 
PROCEDURES 
 

Bids  
Purchasing can require a quote or bid at its own discretion.  
  
Bids are required for purchases of goods equal to or greater than $10,000. See Quotation information for 
policies for purchases between $5,000 and $9,999.  
  
The purpose for using a bid is to comply with NDUS board and NDCC policy, procedure, and law. The bid 
process satisfies the requirements of fair competitive bid practices.  
 
Consulting or other contract services and insurance estimated at less than $100,000 shall be purchased per 
SBHE Policy 803.1.4.  
  
The department is the initiator of the bid and should provide the purchasing department with the information to 
assemble the bid and present it to prospective vendors. These items may include but are not limited to: describe 
as accurately as possible what the needs are; provide examples of equipment that will adequately meet these 
needs; and other specifications which will be used to determine the award of the bid.  
  
No forms are required to initiate a bid. The department can notify purchasing by phone, email, a meeting, 
memo, or purchase requisition.  
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Purchasing takes the bid information that the department provides, inserts all pertinent terms and conditions, 
and sets the public reading date. Purchasing has the responsibility to present the bid in a clearly written 
document to qualified bidders.  
  
Bid responses are sent to the purchasing department for formal bid opening. Purchasing then sends the bid 
responses to the departments for their review. The department selects the vendor to award the bid and fills out a 
purchase requisition and submits this along with the bid to the purchasing department. Justification must 
accompany any requisition that is not awarded to the low bid.  
  
Purchasing reviews the department requisition with the bid documents. A purchase order is then created to the 
awarded vendor.  
  
Bids are not required when a UND contract or NDUS contract exists.  Purchases under state contracts require 
the approval of the Purchasing Department (see State Contract procedures).  Bids are not required for a Sole 
Source purchase; all Sole Source purchase requests must be justified and approved by the Purchasing 
Department (see Sole Source procedures).   
  
General Information: Bids are usually out in the field a minimum of two weeks and the public reading date is 
set on a bid calendar of all other campus bid activity. Purchasing needs time to do some research and write the 
bid. Please inform Purchasing as soon as possible of your bidding requirements as adequate lead time enables 
purchasing to present a quality bid to our vendors.  

 
Blanket Purchase Order  

Form:    Requisition  
Purpose:   For repetitive purchases of common items to one vendor over a period of time.  
What For:  Supplies, small equipment valued under $5000, agreements or service contracts that have 

monthly charges.  
Time Period:  Usually set up at beginning of the fiscal year, but may be submitted at any time. All blanket 

purchase orders close as fiscal year end, therefore, a requisition must be sent to Purchasing for 
the following fiscal year, usually in mid-May.  

Funds:    Are not encumbered - an estimate of anticipated expenditures is required.  
Payments:  Use a voucher, always referencing the assigned purchase order number. Attach the product 

invoice(s). You may want to set up a schedule to do a payment once a month, but don't stretch 
payments out over a too long of a period as vendor’s cash flow may be tied up, and you may 
incur services charges as well.  

Security:   The assigned purchase order number should be secured.  
Other:    Monitoring of expenditure(s) is the departments’ responsibility. 

 
Campus Network Connection Purchases  

Any network device (including, but not limited to, routers, switches, hubs and wireless access points) used to 
extend the network beyond network interface cards must be registered with ITSS prior to connecting to the 
campus network.  
 
Please review the ITSS Campus Network Connection Policy prior to submitting any purchase requisitions for 
campus infrastructure and corresponding services (cabling, routing, switching, network management and 
coordinating connections to the campus network). 
 

Conflict of Interest  
The University sees great value in outside activities that advance and communicate knowledge through 
interaction with government, industry, the community, and the public, and through consulting and professional 
opportunities. The Conflict of Interest Policy establishes University policies and procedures implementing State 
Board of Higher Education personnel policies regarding conflict of interest and outside employment or 
consulting practices. This Conflict of Interest Policy will allow faculty, staff, and students at the University to 
identify and manage any conflicts between their interests and the interests of the University. 
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This Conflict of Interest Policy provides a guiding framework for all Employees for the identification, 
disclosure, management, and monitoring of non-University activities that is in accordance with federal 
regulations, state law, State Board of Higher Education (SBHE) policies, and University policies. This 
document defines the nature of conflicts, identifies the responsibilities of all parties involved, defines 
procedures, and provides a structure for enforcement.  
 
Review UND’s Conflict of Interest Policy for more information. 

  
Debarred and Suspended Parties  

UND is required to comply with OMB Circular A-110, which addresses debarred and suspended parties. All 
parties, debarred and suspended by the federal government, are listed on the EPLS website.  
 
OMB requires that all federally awarded agencies and recipients comply with the non-procurement debarment 
and suspension common rule implementing E.O. #12549 and #12689, “Debarment and Suspension.” (See OMB 
Circular A-110, subpart B, pre-award requirements, section 13, “Debarment and Suspension.”) This common 
rule restricts sub-awards and contracts from transacting with certain parties that are debarred, suspended or 
otherwise excluded from or ineligible for participation in Federal assistance programs or activities.  
 
UND has added a section to all Vouchers and Purchase Requisitions for compliance acknowledgement. 
Departments are required to indicate that the debarred and suspended list has been reviewed and the vendor 
requested for payment is not listed on this federal report. As a goal, UND Purchasing will attempt to compile 
and publish a list of vendors used frequently at UND that are not on the debarred and suspended list and have 
been reviewed at least annually.  
 
The list of federally debarred and suspended parties is available from EPLS.  
 

Furniture Procedures  
Office Systems Furniture Partitions/Modular (Open Office System) Furniture and Moveable Walls - 
Partitions, modular furniture and moveable walls include office furniture that requires vertical panels to support 
work surfaces, shelves, drawers and other accessories.  
 
It is a mandatory requirement to contact Facilities prior to purchasing any office systems furniture and 
moveable walls. Facilities will review the drawing layouts to ensure compliance with Federal, State and Local 
codes. Purchasing will not process any purchase requisition without Facilities review.  
 
The University of North Dakota uses state contract #049 issued by the North Dakota State Procurement Office 
for the purchase of Open Office System furniture. The state contract has specified brands that have discounted 
pricing. You must contact both Norby’s Work Perks (746-9441) and Gaffaney’s The New Office Place (746-
6466) (Gaffaney’s is the Grand Forks representative for Fireside Office Plus) to obtain quotes. Quotations may 
include chairs, file cabinets and other accessories that are not part of the state contract. The quotes must include 
a detailed drawing, pricing with discount and state contract number 049. Quotations from both companies must 
be submitted with a purchase requisition to the Purchasing Office.  
 
All Other Furniture - All furniture not defined as "Open Office Systems" will be purchased following the 
University’s purchasing procedures. Orders greater than or equal to $5,000 will require competitive pricing by 
the UND Purchasing office.  
 
Case Goods and Accessories - All furniture not defined as Modular Office Systems is a case good (i.e. 
bookcase) or an accessory (i.e. lamp, chair). The purchase of these items will follow the University's established 
quote and bid process to all furniture vendors. If the total cost is less than $5,000:  
 

1. Make your purchase utilizing the UND MasterCard purchasing card or the Voucher. If the total cost is 
$5,000 or more but less than $10,000:  
a. Submit specifications to Purchasing Office.  
b. b. The Purchasing Office will contact vendors for competitive pricing by quote.  
c. Purchasing will send quote responses to the requesting department for review and vendor 

selection.  
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d. Submit purchase requisition to Purchasing Office.  
 

2. Provide justification for not selecting any lower quotes.  
e. Upon approval Purchasing will send a purchase order to the vendor. If the total cost is $10,000 or 

more:  
i. Submit specifications to Purchasing Office.  
ii. The Purchasing Office will contact vendors for competitive pricing by sealed bid. 
iii. Purchasing will send bid responses to the requesting department for review and vendor 

selection.  
iv. Submit purchase requisition to Purchasing Office.  

1. Provide justification for not selecting any lower bids. 
v. Upon approval Purchasing will send a purchase order to the vendor. If at any time you have 

questions about furniture or would like assistance in the process, please call JoAnn at 7-2971. 
   
Hazardous Materials  

All radioactive materials must be processed through the Purchasing office. The following procedure, developed 
between the Purchasing office and the Safety office, is offered to assist you with a quicker method of processing 
requisitions for radioactive materials at the University of North Dakota campus.  
 

1. Due to the information typed on a requisition getting smaller by each electronic transfer, the requesting 
department must fax the completed requisition twice: UND Purchasing and UND Safety. 

2. UND Safety approval is completed on their faxed requisition and faxed from UND Safety to UND 
Purchasing. 

3. UND Purchasing matches the two faxed requisitions and reviews for required approvals.  
4. The requisition then moves to Grants and Contracts (if required), a buyer, and then to data input to 

create the purchase order. If requested by the department, the purchase order number is phoned to the 
requestor, who then calls the order in to the vendor. 

 
HUB Program (UND Master Subcontracting Plan: Historically Underutilized Business HUB)  

Small business concerns and small business concerns controlled by socially and economically disadvantaged 
individuals (HUB), shall be given maximum practicable opportunity to participate in any purchases made by the 
University under sponsored agreements which incorporate the requirements of Public Law 95-507. All 
purchases shall be made in accordance with approved University purchasing procedures.  
 
Subcontracting goals are established for each source of funds based on direct costs only. Indirect costs are not 
included in the calculation. 
 
The Director of Purchasing shall be responsible for administering the HUB program at the University. 
 
The University will include the clause in this contract entitled "Utilization of Small Business Concerns and 
Small Disadvantaged Business Concerns" in all subcontracts that offer further subcontracting opportunities, and 
the University will require all subcontractors (except small business concerns) who receive subcontracts in 
excess of $550,000 ($1,000,000 for construction of any public facility), to adopt a plan similar to the plan 
agreed to by the University.  
 
The University will cooperate in any studies or surveys as may be required, submit periodic reports in order to 
allow the Government to determine the extent of compliance with the subcontracting plan, submit Standard 
Form (SF) 294, Subcontracting Report for Individual Contracts, and/or SF 295, Summary Subcontract Report, 
in accordance with the instructions on the forms, and ensure that subcontractors agree to submit SF 294 and SF 
295.  
 
The Director of Purchasing will assure that records will be maintained to demonstrate procedures that have been 
adopted to comply with the requirements of the goals in the plan. 
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Leasing  

A Master Lease Agreement developed between NDUS and the financial institution selected through a bid 
process, is approved by the ND Board of Higher Education. This agreement is available for use by all NDUS 
institutions.  
 
The Purchasing Office is responsible for processing UND financial leases. Use of lease purchase commences 
after the usual competitive bid process and it has been determined to use a lease purchase agreement. 
Authorization to lease purchase shall be made by the institutions' chief financial officer.  
 
Utilization of the NDUS Master Lease Agreement is required for financial leases. The following information to 
set up the lease must be provided to the Purchasing Office:  

 Description of equipment  
 Payment schedule  
 Cost of Equipment  
 Term of lease  
 Location of equipment  
 Lease analysis (if requested) A letter of order is written to the awarded vendor(s) by the Director of 

Purchasing. Documents are requested from the Master Lease Institution at which time the rate is 
assigned. Certificate of insurance is requested by Risk Management and Accounts Payable is notified 
of the lease. Each lease has a file maintained in the Purchasing Office. Upon delivery, receipt, and 
acceptance, Purchasing must be notified. All invoices received must be sent immediately to the 
Purchasing Office. At this time all documents are processed.  

 
The Master Lease Institution issues invoices for each payment due, which are processed with a  
Voucher to Accounts Payable. 

 
Maintenance and Service Agreements  

All maintenance and service agreements must be processed on a Purchase Requisition. 
 

Purchasing Procedures  
North Dakota State Board of Higher Education Policy Manual, section 803.1 Purchasing  
Procedures, requires all North Dakota University System Institutions shall cooperate and make joint purchases 
with the Office of Management and Budget Purchasing Division when advantageous to do so as intended by 
North Dakota Century Code section 54-44.4-02. 

 
Pre-payments  

Form(s):   Requisition and voucher, two copies of pricing documents.  
Purpose:   For a one time purchase to one vendor with funds paid at time of order. 
What For:  Items over $5000 with accounts of 582030, 582035, 581005, 591025 items of $5000 or less 

will be processed on a Voucher.  
Time Period:  None.  
Funds:  Are encumbered and payment immediate upon accounts payable issuing check; multiple 

funds are allowed. If grant or contract funds, approval is obtained from Grants and Contract 
Administration.  

Payments:   Done at time or order.  
Security:  Only to be used between the University department and the vendor. There is a certain amount 

of trust given to the vendor, in that the order and payment will result into the product you 
need. 
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Printing Procedures  

Printing and duplicating must be completed on campus by the Printing Center or Duplicating Services. Printing 
may be submitted to the Printing Center for completion. Duplicating Services handles photocopying and 
duplicating. Orders should be checked by Duplicating Services or the Printing Center to determine if they can 
accomplish the job. If neither location can complete the work, the Purchasing office will get quotations from 
local vendors for all printing.  
 
If a department wishes to have printing completed off campus, a requisition to the purchasing office with a 
sample of the document or complete specifications is required. Vendors are to be contacted by the Purchasing 
office (not the requesting department), for prices, delivery dates and other pertinent information.  
 
A purchase order number is required to authorize a printer to complete an order. Vouchers are not valid for 
printing or duplicating. Any printing job processed for payment on a confirmation order, after completion, will 
require justification and may be returned to the department and become the responsibility of the individual that 
placed the order. 

 
Quotations  

Purchasing can require a quote or bid at its own discretion.  
 
Quotes are required for purchases of goods between $5,000 and $9,999. See Bid information for requirements 
for purchases over $10,000. Procedures are similar to those for bidding with a couple exceptions:  

 Quotes are usually in the field less than two weeks, and 
 No public reading is held.  

 
Please refer to Frequently Asked Questions #1 

 
Request for Proposal (RFP)  

A Request for Proposal (RFP) should be used when seeking to find solutions to solve a problem and achieve a 
goal, when seeking unique products or services. The RFP usually begins with a statement of purpose or goals 
and objectives.  
 
RFP's are different than bids. An RFP specifies or describes a problem, a bid identifies a product.  
An RFP has a longer response time which allows a vendor optimum time to seek out the best solution. An RFP 
includes a methodology for evaluation and is awarded to the vendor that submits the best qualified proposal. 
The best qualified proposal may not necessarily be the low bid, a bid is awarded to low bid. A contract is the 
end result of an RFP.  
 
Purchasing writes the RFP with input from the department.  
 
The department is the initiator of the RFP and should provide the purchasing department with the information to 
assemble the RFP and present it to prospective vendors. These items may include  
but are not limited to: describe as accurately as possible the goals and objectives; the scope of work; define 
requirements; define acceptable levels of vendor performance; define timeline for achieving the goal; ask 
vendor to describe the qualifications of the people who may be involved in implementing the goals and 
objectives of the RFP; and ask for input from the vendors - how would they meet the specific objective, what 
unique contribution can they make toward achieving the goals, what alternative proposals they would offer.  
 
Departments can request samples of RFP's to use as examples while writing their portion of the RFP.  
 
An RFP may include negotiations for final agreement with the vendor offering the best proposal.  
A contract is the end result of an RFP. The length of the contract is agreed upon by all parties, no longer than 5 
years, typically 1 to 5 years with an annual review. The Purchasing Department is the Office of Record and 
maintains the original copy of the signed contract. 
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Purchasing Procedures at Best Buy, Cabela’s Sam’s Club, Sears, Target and Walmart  

Best Buy - The approved method of purchasing, by UND departments, from Best Buy is to use the UND 
MasterCard purchasing card. Departments interested in having a UND MasterCard purchasing card may contact 
the Purchasing Office. 
 
Cabela's - Purchases at Cabela's require the vendor copy of the purchase order, if under $5000, use a voucher. 
Present the form with your merchandise at the cash register for check out.  
 
Sam’s Club - Departments may now utilize their University Purchasing Card at Sam's Club. Sam's Club will 
require that you show your Purchasing Card when entering the store. Purchase orders and vouchers will no 
longer be accepted by Sam's Club.  
 
Sears - Purchases at Sears require a Request for Payment/Voucher or, if over $5,000, a purchase order. Prior to 
going to Sears to purchase products call Purchasing or Accounting Services to obtain an account number in 
order to charge the purchase.  
 
Target - Purchases at Target require the use of the UND MasterCard purchasing card. Departments interested 
in having a UND MasterCard purchasing card may contact Purchasing Office.  
 
Walmart - Purchases at Wal-Mart require the use of the UND MasterCard purchasing card. Departments 
interested in having a UND MasterCard purchasing card may contact the Purchasing Office.  

 
Scholarships/Endowments  

Vendor offers of scholarships, endowments and other premiums in response to bids are not considered in bid 
awards. Fairness to vendors and the need to establish value to such offers is contrary to the intent of Purchasing, 
which is to award bids on lowest cost meeting specifications. Purchasing may request information on 
sponsorships in the Request for Proposal process for securing vendor contracts. Such information allows 
vendors fair opportunity to bring forward offers for consideration. Purchasing awards RFP contracts to the most 
qualified vendor best meeting the award criteria for the contract. Reference NDUS Board Policy 803.1.1, last 
sentence. 

 
Software Purchases  

1. Software purchases of $5,000 or more require a Purchase Requisition (PR). All purchases of $5,000 or 
more will be reviewed by the Office of the CIO. Departments may purchase up to $5,000 on the 
University Purchasing Card or voucher without a PR if it meets the following criteria:  
a. Off-the-shelf or click-through application software with standard end user license agreements. 
b. Online resources (e.g. training, tutorials, reference collections) with standard end user license 

agreements  
c. Support, upgrades and renewals of existing software  

2. Submit a PR and a Software – Non-Standard Purchase Form to the Purchasing Office for purchases 
that fall within the following categories (applies both to purchases under and above $5,000):  
a.  Any software purchase where the purchaser, Department Chair, Dean or Vice-President explicitly 

requests a review;  
b.  Software that requires a signed contract or agreement, as different from an End User License 

Agreement (EULA);  
c.  Custom software created by an outside vendor explicitly for a UND purchaser;  
d.  Off-the-shelf application software modified by an outside vendor explicitly for a UND purchaser;  
e.  Upgrades, renewals and support of the above.  

3. UND Purchasing will forward all Software – Non-Standard Purchase forms and PRs to the Office of 
the CIO.  

4. Within 3 working days the Office of the CIO will make one of the following recommendations to the 
purchaser and UND Purchasing:  
a.  Request for additional information;  
b.  Forward exception to University General Counsel for review;  
c.  Approve/Disapprove purchase. 
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5. The Purchasing Office will process approved requests and track those requests in #4a/b above. The 
Office of the CIO must give final approval to requests falling within #4a/b above and the Purchasing 
Office will be notified of such decisions. The CIO will review any purchasing requests under #2 above 
or are over $5,000 even if a similar request has been already approved for another department.  

6. This process shall become effective July 1, 2009.  
7. Software purchased through campus software agreements is exempt from this policy. For more 

information refer to the ITSS Software Information. 
 

Sole Source  
A sole source means that the product or service is unique and that the vendor, to the best of the requestor's 
knowledge and belief, based on the thorough research of the requester, is the only vendor able to furnish the 
product or service.  The University follows SBHE Policy 803.1.6 for sole source purchases. 
 
A sole source purchase requires a Sole Source Purchase Justification form to be completed and submitted to 
Purchasing. 

 
State Contracts  

A state contract is a contract that has been created by the State of North Dakota. 
 
The only state contract that UND requires departments to use are the state cell phone contracts.   
 
All other state contracts are to be used only when the Purchasing Department can justify and document that it is 
advantageous for UND to utilize.  State contracts may be used as a guide and comparison of prices obtained 
through UND bids.   
 
Departments are to contact the Purchasing Department to receive approval before using any state contract for 
purchases greater or equal to $5,000, other than cell phones. 
 

Sale of Surplus Items  
The majority of surplus items are disposed through standard Surplus procedures which are handled by Facilities. 
Purchasing does assist in the sale of some surplus items, these items are typically of higher dollar value 
(airplanes, servers, etc.). Purchasing will not facilitate the sale of items where the sale is expected to be less than 
$500.00 per item, these items need to be disposed through Facilities. 

 
Equipment/Supplies – Transfer/Sale Procedure for Departing Faculty  

All equipment/supplies, whether acquired with federal funds, non-federal funds, or gifted, are the property of 
UND. Transfer of UND equipment/supplies to individuals, to for-profit entities, or nonprofit entities not eligible 
to receive property under the Federal Property Administrative Services Act of 1949 is not permitted. In some 
instances, departing faculty may wish to transfer equipment/supplies to their new institution of employment. 
The transfer of equipment/supplies is controlled by ND law, Board of Higher Education policies, federal 
guidelines, and UND policy.  
 
As part of the procedure, UND Purchasing will first make the determination as to whether the 
equipment/supplies were purchased with federal funds. If so, the determination must then be made as to if the 
equipment/supplies are part of an on-going project and if so, the equipment/supplies are not considered to be 
surplus property. If the equipment/supplies were purchased with non-federal funds, a determination is made as 
to whether the equipment/supplies can be used by other UND departments; if not, then the procedure described 
below will be followed.  
 
The Department Chairperson and Dean must send a signed request to the Purchasing Office, Box 8381, and 
include the following information:  
 

1. Name/Telephone number of departing faculty  
2. Equipment inventory tag number (if major equipment)  
3. Description of equipment/supplies for transfer/sale. Provide costs for supplies if available.  
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4. Justification for proposed transfer/sale to the receiving institution. If transferring items it must be 
stated that the equipment/supplies are part of an on-going project. Provide documentation indicating 
that other UND departments are not able to utilize the equipment/supplies.  

5. Fund number used for the purchase of supplies, non-tagged equipment, and tagged equipment.  
6. Name, address, and telephone number of a contact person at the receiving institution who has authority 

to accept the property.  
 
Purchasing will process the request as outlined:  

1. For equipment/supplies gifted or purchased with non-federal funds, the following steps will be taken.  
a. Determine if there is potential utilization of equipment/supplies by other UND departments. 
b. Inform ND OMB of the transfer/sale of equipment/supplies.  
c. If the equipment/supplies cannot be used by other UND departments, then the current fair market 

value on all equipment/supplies gifted or purchased with non-federal funds will be established. 
These items may be sold to the receiving institution at a mutually agreed upon price.  

d. Obtain written communication from the receiving institution demonstrating willingness to 
purchase equipment/supplies.  

e. If approval is denied, the equipment/supplies will remain at UND.  
2. Equipment/supplies acquired with federal fund (fund numbers 4000-5499) may be transferred if the 

following are met prior to shipment. 
a. Purchasing has obtained the appropriate approvals, and forwarded the request to Office of 

Research Development & Compliance (RD&C) and Grants and Contracts Administration (GCA). 
GCA will determine if the property can be transferred based on the following guidelines:  
i. If UND has title and it is determined to be exempt property; defined as tangible property 

acquired in whole or in part with Federal funds, where the Federal agency give property title 
to UND, without further obligation to the Federal Government, UND does not need to obtain 
sponsor approval to transfer the property.  

ii. If UND has title and the equipment is not exempt, an examination of the grant/contract is 
made to determine if it is > 120 days past the grant/contract termination date. If so, UND does 
not need to obtain sponsor approval for the equipment transfer.  

iii. If UND has title, the equipment is not exempt, and the grant/contract is current or =< 120 
days past the grant/contract termination date, UND must obtain sponsor approval to transfer 
the equipment.  

iv. If UND does not have title, the Principal Investigator must obtain sponsor approval prior to 
the transfer of the equipment.  

v. When the title issues are resolved, GCA and RD&C will approve the request in writing and 
return it to Purchasing for processing.  

3. Prior to the release of equipment/supplies, Purchasing will initiate the following:  
b. Request the department to remove and send the inventory tag to Purchasing.  
c. Provide the receiving institution with an invoice or a letter of notice listing the equipment/supplies 

being transferred, and include a notice that the costs of and arrangements for shipping and 
handling will be their responsibility.  

d. Notify the department that items can be readied for shipping.  
e. Deposit the check from the receiving institution into the appropriate fund.  
f. Notify the department to proceed with shipping of the equipment/supplies as per receiving 

institution's instructions.  
g. Provide department with documentation of equipment/supplies transferred.  
h. Provide Inventory Control with all original documentation of equipment/supplies transferred in 

order to remove the equipment from department inventory.  
  
Scrapped: Items that are determined as scrap are recycled or taken to the landfill. 

 
 
 



UND Finance & Operations Policy Library 
Section 2, Finance 
Purchasing Policies and Procedures 2.11  

Page 14 of 16 

 
RESPONSIBILITIES 
 
These responsibilities have been summaries and are not all inclusive. Read Procedures for more information and 
additional details. 
 

Department Head, Direct 
Report, or Designee 

Bids 
 Initiate bid by contacting Purchasing. 
 Selects vendors to award bid and completes PR; submits PR to Purchasing 

(justification needed if requisition is not lowest bid) 
Campus Network Connection 
 Contact ITSS when using any network device to extend the network beyond 

network interface cards. 
Debarred and Suspended Parties 
 Review list and verify selected vendor is not debarred or suspended. 

Furniture 
 Contact Facilities prior to the purchase of any office systems furniture and 

moveable walls. 
 Contact both Norby’s Work Perks and Gaffaney’s The New Office Place to 

obtain quotes (chairs, file cabinets, accessories not part of the state 
contract). 

Hazardous Materials 
 Fax completed hazardous materials requisition twice: Purchasing and 

Safety. 
Printing 
 Submit a requisition to Purchasing if printed materials are to be completed 

off campus. 
RFP 
 Collect information for Purchasing’s use in presenting RFP. 

Cabela’s, Best Buy, Sam’s Club, Sears, Target and Walmart 
 Contact Accounting Services for account numbers 
 Contact Purchasing for Request for Payment/Voucher or UND MasterCard 

purchasing card. 
Software Purchases 
 Purchase software up to $5,000 if requirements are met, otherwise submit 

PR and Software-Nonstandard Purchase Form to Purchasing Office. 
Transfer/Sale of Equipment/Supplies for Departing Faculty 
 Send signed request to Purchasing. 
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RESPONSIBILITIES continued 

 
Purchasing Bids 

 Process bids; purchase orders. 
Debarred and Suspended Parties 
 Attempt to compile and publish a list of vendors used frequently at UND 

that are not on the debarred and suspended list; review annually. 
Hazardous Materials 
 Process requisitions for all radioactive materials. 

Leasing 
 Process UND financial leases. 
 Maintain lease files. 

Printing 
 Obtain quote for printing needs if Duplicating Services and the Printing 

Center are unable to complete the work. 
Quotations 
 Process quotes; purchase orders. 

RFP 
 Compile information (as presented by department), write and present RFP 

to vendor. 
 Maintain original copy of the signed contract. 

Cabela’s, Best Buy, Sam’s Club, Sears, Target and Walmart 
 Provide account numbers to charge purchase. 
 Assign UND MasterCard purchasing card. 

Software Purchases 
 Forward Software-Nonstandard Purchase Forms and PRs to CIO. 
 Process approved requests. 

Surplus Items 
 Assist in the sale of some surplus items that have a higher dollar value (i.e., 

airplanes, servers, etc.) 
Transfer/Sale of Equipment/Supplies for Departing Faculty 
 Determine if equipment/supplies were purchased with federal funds, are 

part of an on-going project, or can be used by other UND departments. 

Facilities Furniture 
 Review drawing layouts and ensure compliance. 

Surplus Items 
 Disposal of items with a value less than $500. 

Safety Hazardous Materials 
 Approve requisition and fax to Purchasing. 

Grants and Contracts Hazardous Materials 
 Completes hazardous material requisition and PO as necessary. 

Pre-Payments 
 Give approval for payment as necessary. 

Director of Purchasing HUB 
 Responsible for administering the HUB program. 

Risk Management Leasing 
 Obtain Certificate of Insurance as necessary. 

Accounts Payable Leasing 
 Notified of lease. 
 Process lease payments. 

Printing Center Printing 
 Print projects as requested. 
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RESPONSIBILITIES continued 

 
Duplicating Services Printing 

 Photocopy and duplicate materials as requested. 

Office of the CIO Software Purchases 
 Review software purchases. 

 
 
FORMS 
 

N.D. State Procurement 
Office Contract #49 

https://secure.apps.state.nd.us/csd/spo/services/bidder/listCurrentContracts.htm 

Purchase Order http://und.edu/finance-operations/purchasing/purchase-order.cfm 

Purchasing Requisition http://und.edu/finance-operations/purchasing/_files/docs/purchase-
requisition.pdf 

Software – Nonstandard 
Software Purchase Forms 

http://und.edu/finance-operations/purchasing/forms.cfm 

Sole Source Justification 
Form 

http://und.edu/finance-operations/purchasing/forms.cfm 

Standard Form 294 http://www.gsa.gov/portal/forms/download/2D5E310C4C549B2E85256A7200
4B1364 

Standard Form 295 http://www.gsa.gov/portal/forms/download/3480C3787440530D85256A72004
B2EF1 

 
 
REVISION RECORD 
 

12.15.00 – Policy Issued 
12.20.10 – Policy Revision: Update to Sole Source to comply with SBHE; Remove extraneous information from 

Debarred and Suspended Parties and HUB; Change in format 
02.10.11 – Policy Revision: Update website and email addresses 
03.07.11 – Policy Revision: Update to Bids as recommended by Auditing – Expanded information regarding bids, 

current contracts and Sole Source 


