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Procurement Basics Training
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Agenda
• Office of Central Procurement
• The Office of Central Procurement - Department Overview

• Policy Hierarchy – The authority behind the process

• How Does Procurement Work?

• Types of Bids

• Exempt Purchases

• Best Practices

• Case Studies – Application of “real world” examples

• QUIZ
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Office of Central Procurement
Chief Procurement Officer (CPO):      Scott Schlotthauer, C.P.M., CPO
Assoc. Director of Procurement: (Lab, Supplies, Services, Benefits)  Joe Teel, CPO
Asst. Director – CHS Procurement (Medical, Clinical)   Brandi Brown, CPO
P-card Administrator:         Carla James, CFE
Senior Buyer:  (Ag, Hvy. Equip, Vet Med, OK Corral Admin)    Matt Wessel, CPO
Senior Buyer: (Construction, Facilities, Furniture, Title 61 )     Don Watts, CPO
Buyer:  (Athletics, Culinary, Custodial, Fleet, Hotel, Grounds)    Marlene Tornakian, CPO
Buyer:  (Audio Visual, IT, Software, Computers)       Tara Alexander, CPO
Sr. Accounting Specialist – P-card      Becky Hergenreder
Sr. Administrative Support Specialist:      Carey Dale
Procurement Assistant:         Cheryl Gokey
Administrative Support Specialist II – P-card:    Jessica Hergenreder 

OCP Phone: 405.744.5984
Email: purchase@okstate.edu

mailto:purchase@okstate.edu


OFFICE OF CENTRAL 
PROCUREMENT

Scott Schlotthauer, C.P.M., CPO

Policy 2.07 - Uniform and Integrated Purchasing 
and Contracting 
 The Chief Procurement Officer (CPO) of 

Oklahoma State University is designated as the 
CPO for all entities governed by this Board.
 OSU - Stillwater, Tulsa, Oklahoma City, & 

Okmulgee 
 Northeastern Oklahoma A&M College
 Langston University
 Connors State College
 Oklahoma Panhandle State University 



OFFICE OF CENTRAL PROCUREMENT

Facilitate contracting and review with Board 
legal counsel
Advise departments and units on Board 
policy, procedures, state statues, and university 
policies
Maintain compliance
Obtain bids and quotes as needed
Review and process requisitions
Issue purchase orders
Review and sign all expenditure contracts 
and agreements for the OSU system
P-card administration and oversight
Supplier contract and price negotiation
Liaison with all suppliers
Keep OSU and the A&M System in 
compliance with all laws and policies



OFFICE OF CENTRAL PROCUREMENT

Procurement priority hierarchy
o Compliance 
o Add value

Serious consequences if 
guidance is ignored.



OFFICE OF CENTRAL PROCUREMENT

PARTNER with all units, departments, 
colleges, divisions, and campuses to 
assist, guide, and direct the 
procurement process of OSU and the 
A&M System through open 
communication, cooperation, and 
working to establish two-way dialogue 
early in the procurement process.



OFFICE OF CENTRAL PROCUREMENT

Ways to build a PARTNERSHIP
Get to know a Buyer in Procurement 
that works with your commodities

If not sure, ask questions before starting 
a requisition or bid request.

Seek out advise on best plan for the 
project or purchase

Partner with a Buyer in Procurement to 
develop and complete all needed 
requirements or specifications PRIOR to 
submitting a requisition. 



OFFICE OF CENTRAL PROCUREMENT

To facilitate the procurement of 
goods and services for the OSU 
System and the A&M Colleges on 
a timely and “best value” basis or 
“lowest and best” basis; and 
provides administrative direction 
within established standards.

Board Policy 2.07.(8).C.ii
“Acquisitions or contracts shall be awarded to either 
the lowest and best or best value bid in the absolute 
discretion of the CPO”



OFFICE OF CENTRAL PROCUREMENT

Best Value: 
means tradeoff price between price and performance that provides the 
greatest overall value benefit under the specified selection criteria. (Lowest price 
doesn’t mean it is the best value). 

Lowest and Best:
Means an acquisition based on criteria which include, but not limited to the 
following: The lowest total purchase price, the quality and reliability of the 
product, and the consistency of the proposed acquisition with the OSU/A&M 
Board of Regents planning documents and announced strategic program 
direction.



The Board of Regents for the Oklahoma Agricultural and Mechanical Colleges was created on July 11, 1944, by Section 31a, Article 6, 
of the Oklahoma Constitution. The Board, also referred to as the OSU and A&M Board, consists of nine members. 

Constitutional Authority

State Constitution

OK State Regents for 
Higher Education

Board of Regents for the 
Oklahoma Agricultural & 

Mechanical Colleges

Board of Regents for 
Oklahoma Colleges

Board of Regents for the 
University of Oklahoma

Oklahoma State University
Connors State College

Langston University
NE OK A&M College

OK Panhandle State University

East Central University, NE State University, 
NW OK State University, SE OK State 

University, SW OK State University, 
University of Central OK

University of Oklahoma
Cameron University

Rogers State University

Governance



CONSTITUTIONAL 
AUTHORITY

Policy Guidance Hierarchy
 State Constitution – Board has the authority of 

governance for all institutions

 Board of Regents for the Oklahoma A&M System – 
Policies Set Forth – Policy 2.07
 All campuses and schools are regulated by 

policy

 Ability to make exceptions by Board policy

 Link to BOR Policy: 
http://regents.okstate.edu/node/102

http://regents.okstate.edu/node/102


CONSTITUTIONAL 
AUTHORITY

• State Statues – Oklahoma Laws
o Title 74, the Oklahoma Central Purchasing 

Act (All Agencies - Competitive Bid) 
o Title 62, Oklahoma Public Finance
o Title 61, Construction (not covered in this 

training)



CONSTITUTIONAL 
AUTHORITY

• Federal Regulations
o CFR rules – when federal funds are being 

utilized
• University Policy & Guidelines

o Policies Set Forth by each University or 
Campus

o Policies to further enhance or define Board 
policy – implementation

• Campus, College, Division, or Departmental 
Policies 



GENERAL TERMS OF PROCUREMENT

Acquisition - Items, products, materials, supplies, services, 
and equipment a state agency acquires by purchase, 
lease purchase, lease with option to purchase, or rental 
pursuant to the Oklahoma Central Purchasing Act.
Bid - An offer in the form of a bid, proposal, or quote a 
bidder submits in response to a solicitation.
Bidder - An individual or business entity that submits a bid 
in response to a solicitation.
Solicitation - A request or invitation by the Chief 
Procurement Officer of a state agency for a supplier to 
submit a priced offer to sell acquisitions. A solicitation may 
be an invitation to bid, request for proposal, or a request 
for quotation.
Supplier or Vendor - An individual or business entity that 
sells or desires to sell acquisitions to the System.



OTHER DEFINITIONS

FOB DESTINATION 
(Free On Board) 
The company 

shipping the freight 
is responsible for 

and is considered 
the owner of the 
freight until it is 
delivered to the 
destination and 

signed for by the 
purchaser or agent 
(Department, Unit, 

or Central 
Receiving). 

FOB Shipping Point 
is not preferred 

(places the 
University at risk)

SPLIT PURCHASE
 The intentional 

breaking down of 
a known 

requirement to 
stay within the 

purchase limit to 
avoid sending the 
acquisition through 

the appropriate 
approval process 

or workflow
 (i.e. $5,000 / 

$50,000). 
Misdemeanor in 
the state of OK.

NET 30-DAYS 
OSU/A&M 

payment terms are 
Net 30 after 

receipt of goods or 
services and 

invoice. 
(74 O.S. §85.44(B)). 

NO PRE-PAYMENTS 
cannot pay for 

goods or services 
in advance

Payment can only 
be made after 

receipt of 
goods/services



PROCUREMENT POLICY

PO required before work begins
 As it pertains to the A&M system, the purchase order is the 

official notice for the supplier to proceed. 
 The PO is evidence that the proper approval process has 

occurred, and that funding is in place to pay for the goods or 
services. 

 Any invoice or claim dated prior to the PO date is a violation 
of encumbrance law and will require approval by the Chief 
Administrative Officer (CAO) for the institution to pay any 
invoices. 

 Reference: 62 O.S. §34.62, Encumbrance requirements for 
payment of state funds.

 As stated in 74 O.S. § 85.44B, payment for goods or services 
pursuant to contract shall be made only after products have 
been provided or services rendered. 

 OSU Policy 3-0145-4.03 – “A requisition must be issued in 
advance for any anticipated purchase”.



Procurement Thresholds
• Purchase Amount: $0.00 - $10,000 (no-bid threshold)

o Conducted by the Department or Unit
o Check to see if the item is available by contract in OK Corral (punch-out)

• Purchase Amount: $10,000.01 - $50,000.00
o All items must be bid by the Department
 Identify suppliers and obtain 3 quotes
 Quotes: Formal Written, Telephone, Email, Website Pricing, Other
 All quotes must be uploaded to the OK Corral requisition



Procurement Thresholds
• Obtaining Formal Quotes by the Departments ($10,000.01-$50,000.00)

o Provide the Supplier with all the details needed to obtain a quote
 Item description, quantity, etc.
 Attach detailed specifications (if necessary)
 Establish desired delivery / install dates
 Quote due date and time
 Quotes are returned by suppliers
 Award to the LOWEST bidder that meets specifications
 Start a requisition in OK Corral using the awarded supplier
 Attach all 3 Quotes and Documentation to OK Corral Policy 2.07.(13) 



Procurement Thresholds
• Purchases Amount: (above $50,000)

o Must be submitted as competitive bid by the Office of Central 
Procurement (OCP)

o Prepare requisition for estimated dollar amount – with all attachments
 Specs, Vendor List with email and contact info (min 3), Grant 

documents, etc.
o Use Supplier – “Subject to Bid” – Submitted as a competitive bid by OCP
 Department will review bids, complete evaluation, make 

recommendation for award selection (via OK Corral)
 OCP will make award and generate the Purchase Order

• Purchase Amount: (above $100,000) – Sealed Bid
• Purchase Amount: ($100,000 & above) – Prior Board Approval - A&M Colleges
• Purchase Amount: ($250,000 & above) – PRIOR Board for OSU



The Terms of an Agreement or Contract are the conditions under which 
the agreement or contract is executed. 

 OSU and the A&M System has a standard set of  Terms and 
Conditions to which Suppliers must Agree. 

 Sets the applicable state law, liability, and all contract Issues that 
may arise

 Only the CPO of the System can approve additional T&C’s for OSU

Procurement Terms & Conditions



Only the CPO of the System can approve additional T&C’s for OSU
Contracts and Agreements:
 All Contracts, Agreements, or Quotes that require signature, check 
the box.
 “Contract for Signature Attached” & attached the file

Procurement Terms & Conditions



PROCUREMENT TERMS & CONDITIONS

Only the CPO of the System can approve additional T&C’s for 
OSU.

Contracts and Agreements - Procedure:

 ADD THIS STATEMENT BELOW THE SIGNATURE LINE
“I acknowledge the end user has read and approves the content of 
this agreement and the goods and/or services being acquired. 
Additionally, I do not have signature authority and this agreement is 
not authorized until it is approved and counter-signed by the 
OSU/A&M Office of Central Procurement.”

DEPARTMENT/END USER SIGNS

Check the box, “Contract for Signature Attached”

ATTACH THE CONTRACT TO INTERNAL NOTES



Review #1
• Asked to make a purchase to TECH LABS for lab 

supplies
• Member of the Department brought you a quote 

for $3,600



Review #2
• Asked to make a purchase for an item not under contract.
• Budget is $23,200.00
• Discuss how do you proceed – what are your steps (1, 2, 3, 4, 5, etc.)?

o Create specifications (details)
o Establish quote due date / install date
o Request multiple quotes while providing specifications
o Review quotes and select the lowest meeting specifications
o Prepare requisition – attach all quotes

• What if lowest quote comes back with payment terms of Net 15 Days?

• What if lowest quote comes back with 40% down, 60% Net 30 days after 
delivery?



PURCHASES 
EXEMPT FROM 
TITLE 74 – 
COMPETITIVE BID 
REQUIREMENT



PURCHASES EXEMPT FROM 
TITLE 74 COMPETITIVE BID 
REQUIREMENT
POLICY: 2.07 (8) C.II (A-K)



a. Contracts for Architectural, construction management, engineering, legal, and other professional 
services (Title 18).

b. Sole Source / Sole Brand
c. Special Requests directly to the Board of Regents (BOR)
d. Acquisitions related to textbooks, Lab Supplies, Instructional Material, and Specialized Lab 

Equipment
e. Grant acquisitions, when specific make/brands and models of items or specific suppliers of 

services are named in the grant
f. Contracts/acquisitions with state, city, or government agencies
g. Acquisitions of livestock, poultry, and crops
h. Hotel reservations/activities, transportation, interpreters, group meals, event tickets and the like, 

directly related and relevant to group student study and travel programs for educational credit
i. Merchandise and food for resale to the public in department retail outlets, such as restaurants, 

bookstores, and other support facilities
j. Utility services regulated by a state or federal regulatory commission or by municipal ordinances 

or by Indian Tribal Counsel
k. The CPO reserves the right to competitively bid any acquisition deemed in the best interest of the 

OSU/A&M System.

Purchases Exempt from Title 74 Competitive Bid Requirement
Policy: 2.07 (8) C.ii (a-k)



Sole Source / Sole Brand
(OK Corral form is available) can be defined as any contract entered into 
without a competitive process, based on a justification that

• (a) only one known source exists or 
• (b) that only one single supplier can fulfill the requirements. 
• Although Oklahoma does not permit non-competitive procurements 

by statute, exceptions are allowed where competition is not feasible.

o Sole Source – Only place to obtain
 Manufacturer direct without distributors
 Replacement parts only from manufacturer

o Sole Brand – Buy several places, but specific configuration
 Bid would be conducted as – NO SUBSITUTIONS

Purchases Exempt from Title 74 Competitive Bid Requirement



Sole Source / Sole Brand – 5 Codes (types)
1. Only a specified make, model, or brand will meet departmental needs, 

even though other makes, models, or brands are available from multiple 
suppliers. A brand name description or other purchase description to 
specify a particular brand name, product, or feature of a product, 
peculiar to one manufacturer does not provide for full and open 
competition regardless of the number of suppliers solicited. This restricts 
competition in that only vendors able to supply a specified make, model, 
or brand are permitted to compete.

2. Market research clearly shows that there is only one responsible supplier, 
and it can be demonstrated that no other supplies or services will satisfy 
departmental requirements

3. Requirement is for additional units or replacement parts of specified 
makes and models of technical equipment and only one vendor is 
available.

Purchases Exempt from Title 74 Competitive Bid Requirement



Sole Source / Sole Brand – 5 Codes (types)
4. Department needs to purchase supplies or services from the original 

supplier in the case of a follow-on contract and award to any other 
supplier would result in substantial duplication of costs that would not be 
recovered through competition, or in unacceptable delays in fulfilling 
departmental requirements.

5. Agency has an unusual and compelling urgency for supplies or services 
and the department would be seriously injured unless the agency is 
permitted to limit the number of vendors from which it solicits 
bid/proposals (i.e. - existing software).

Purchases Exempt from Title 74 Competitive Bid Requirement



Sole Source / Sole Brand – Penalty Under Law

Oklahoma Statutes 74 O.S. § 85.45j

I understand that the signing of this certification knowing such 
information to be false may result in forfeiture of my position and 
ineligibility for appointment to or employment in state service for 
a period of five (5) years following forfeiture of position.

Purchases Exempt from Title 74 Competitive Bid Requirement



PURCHASES EXEMPT FROM TITLE 74 
COMPETITIVE BID REQUIREMENT

Specialized Lab Equipment

Equipment necessary for a unique application, capable of 
meeting definable and quantifiable parameters within the scope of 
a project or series of projects, produces necessary and consistent 
testing/measurement results that cannot be performed or 
replicated by standard or generically similar equipment, and/or 
performs tasks more efficiently or cost-effectively than equipment of 
comparable description. 



Grants – Sponsored Agreements
• Grants
 Exempt from bid when named in the grant, as defined in Board 

policy.
• Grant Subawards (grant subcontracts)

 Named in the grant and approved by the funding agency
 Attach the grant documents – show where it is “named in the 

grant”
 Highlight the section of the attached grant document
 Add a comment on requisition
 “See page # XX, highlighted section for named in grant”

Purchases Exempt from Title 74 Competitive Bid Requirement



Grants – Sponsored Agreements

Grants – Sponsored Agreements



PURCHASES EXEMPT FROM BOARD APPROVAL 
(A&M’S $75,000 | OSU $250,000)
2.07.(3).A-G

 Food or items for resale
 Bulk gasoline, oil, and fuel
 Utilities
 Non-construction sponsored agreement contracts 

and expenditures also include grant subawards.
 Refunds
 Feed
 Hotel reservations/activities, transportation, 

interpreters, group meals, event tickets, and the 
like, directly related to group study and travel 
programs for educational credit



CONTRACTS & AGREEMENTS

When a contract is in place, it should be used:
 Board Policy 2.07 (8) C ii

“When established Purchasing contracts 
exist, purchases should be made from such 
contracts”



Contracts & Agreements 

Where to find Existing Contracts
OK Corral

• Punchout Contracts
• OSU/A&M Renewable Contracts
o OSHOP List
o OK Corral Contract Mgr.

• Adopted Contracts
o State of Oklahoma
o Cooperative Contracts
 E&I, OMNIA, Texas DIR



Contracts & Agreements 



PROCUREMENT
PROFESSIONALS 
CERTIFICATION 

OK CORRAL 
MARSHAL

http://talent.okstate.edu

http://talent.okstate.edu/




OK CORRAL 
MARSHAL

DIRECTORY

https://adminfinance.okstate.ed
u/procurement/marshal-
directory.html

https://adminfinance.okstate.edu/procurement/marshal-directory.html
https://adminfinance.okstate.edu/procurement/marshal-directory.html
https://adminfinance.okstate.edu/procurement/marshal-directory.html




CASE STUDY



CASE STUDY

 Develop a step-by-step “Plan of Action” for 
processing a requisition as requested
 What steps will you take?
 What supplier will you use?
 What authorization is required to process, Dept., 

Procurement, or Board?
 What other information do you need?



CASE STUDY

 You are a “requester” in OK Corral and are asked by your department’s 
research group to submit an order for equipment on OK Corral
 Equipment: Purchase 400 MHz NMR
 Supplier: Bruker Bio Spin
 Cost: $265,000
 Shipping: FOB Destination
 Custom built to OSU specifications
 Payment Terms: 40% due with PO, balance due Net 30 days after delivers. 

Terms are required due to customization of the equipment
 Research group statement: This purchase is exempt from bid/quotes 

because it in named in the grant. Document provided contains the following 
statement, “In year two (2) the grant will purchase an NMR in support of the 
grant’s research”.





1. How much can you spend without competitive quotes?
$10,000 or Departmental Requirement

2. What is the dollar limit on a sole source contract?
No maximum dollar limit, but must have respected authority (A&M’s $100,000 |OSU- 
$250,000) PRIOR Board approval

3. What is required by Board policy if the amount of your purchase will exceed $50k?
Submit to bid – The Office of Central Procurement must bid on your behalf

4. What is the penalty for a falsified sole source contract?
May result in forfeiture of my position and ineligibility for appointment to or 
employment in state service for a period of five (5) years following forfeiture of 
position.

5. What is the official document giving the supplier “authorization to proceed”?
Purchase Order

6. Paying an invoice without a PO is place is a violation of encumbrance
law, Procurement Guidelines, and Policy?

YES
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Oklahoma State Univeristy A&M System
Procurement Flowchart

2024.05.01

Amount  
$10,001 - $50,000

Amount
Above $50,000

OSU Above $250,000
A&M's Above $100,000

Requires 
Department

to bid or obtain 
quotes.

Submit  OK Corral 
requisition with 
multiple quotes. 

Requisition must  be 
to supplier with 
lowest quote, 

meeting specs.

MUST
be competitively 
quoted or bid by 

Procurement.

At $100,000
Formal sealed bid is 

required

Prepare OK Corral 
requisition "Subject to 

Bid" attach specs, list of 
vendors, etc.

The purchase may be EXEMPT from bid requirements or multiple quotes if one of the following exempt criteria are 
met, justified, and approved by the Office of Central Procurement.

1. Architect, CM, Engineer (see board approved on call list), legal, and other Title 18 professional services - BID CODE 4C
2. Sole Source/Sole Brand - BID CODE 3
3. Special Request to the Board of Regents - BID CODE 4F
4. Textbooks, Instructional Material, Lab Supplies, and Specialized Lab Equipment, Livestock, poultry, & Crops - BID CODE 4H
5. Grant acquisitions, when specific make/brands and models are named in the grant - BID CODE 4H
6. Hotel reservations, transportation, interpreters, group meals, tickets for group study and credit - BID CODE 4H
7. Merchandise and food for resale - BID CODE 4H
8. Utility Services regulated by a state or federal commission, municipal ordinance, or tribe - BID CODE 4H
9. Acquisitions with State, City, or other Government Agencies - BID CODE 4G

Amount
$0 - $10,000

Multiple quotes 
NOT required. 

Submit  
OK Corral 

requisition 
attach the

price quote. 

Purchases amounts
OSU Above $250,000
A&M Above $75,000

requires PRIOR Board approval
before the PO can be issued.

ITEMS EXEMPT FROM PRIOR 
BOARD APPROVAL

Items for resale to the public,
bulk gasoline, oil, and fuel, utilities, 

non-construction sponsored agreements 
(grants), refunds, feed, student study & travel 

for educational credit



PURCHASING INFORMATION 
 

Joe Teel, Senior Buyer 
Phone: 405.744.8403 
Email: joe.teel@okstate.edu 
General email: purchase@okstate.edu 
General phone: 405.744.5984 

 
 
 

OK Corral (e-commerce site) – PO system 
http://okcorral.okstate.edu/ 

• Resources available inside OK Corral 
• OSHOP – Listing and details of many of the contract in place for OSU/A&M 
• OK Corral User Guides (How-to Guides on using OK Corral) 
• Punch-Out Guides (How-to Guides on navigating the Punch-out websites) 
• Other contract available (E&I, State of OK, DIR) 

 

Purchasing website 
https://purchasing.okstate.edu 

 
 

Things to Remember: 
• Purchases of $0.00 - $5,000 and below may be placed on a P-card or requisition 

o $5,000 is the maximum single purchase amount for the P-card, or Dept. policy 
o Check to verify if a contract exists (required to purchase from existing contract, if in 

place) 
• Purchases of $0.00 - $10,000 may be placed on a requisition without competitive quotes 

o Conducted by the Department 
o Check to verify if a contract exists (required to purchase from existing contract, if in 

place) 
o Any amount above $5,000 MUST be placed on a requisition 

• Purchases $10,001 up to $25,000 bid by the Dept., following policy 
o Obtain minimum of 3 quotes 

• Purchases over $25,000 must be bid / quoted by The Office of Central Procurement ONLY 
• Purchases of $75,000 for all A&M Colleges requires PRIOR Board approval 
• Purchases of $250,000 for all OSU campuses requires PRIOR Board approval 
• When a contract exists, it should be used – Board of Regents policy 2.07 (8) Cii 
• A requisition and PO MUST be in place prior to start date of services or purchase date of 

goods 
o In OK Corral 
o The approved and issued PO is the supplier’s authorization to proceed with a purchase 

• Pre-payments are NOT allowed by OSU/A&M or any state agency 
• Payment terms: Net 30-days from receipt of goods/services and invoice 
• Shipping: shall be FOB Destination – ONLY 

mailto:joe.teel@okstate.edu
mailto:purchase@okstate.edu
http://okcorral.okstate.edu/
https://purchasing.okstate.edu/
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