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» Scott Schlotthauver, 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, &
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PARTNER with all units, departments,
colleges, divisions, and campuses to
assist, guide, and direct the
orocurement process of OSU and the

Trough open

A S
/4

v,

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.
ise on best plan for the

.
”
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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
vides administrative direction

- ~~ N

“Acquisitions or contracts shall be awarded fo 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.

OFFICE OF CENTRAL PROCUREMENT



Governance

State Constitution

East Central University, NE State University,
NW OK State University, SE OK State
University, SW OK State University,
o= University of Central OK

Board of Regents for
Oklahoma Colleges

"
------------------

. University of Oklahoma
S (4 Cameron University
S —==/ Rogers State University
» | Board of Regents for the | 24

University of Oklahoma

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.



Policy Guidance Hierarchy

OKLAHOMA State Constitution — Board has the authority of

governance for all institutions

STATE Board of Regents for the Oklahoma A&M System -

CONSTITUTION Policies Set Forth — Policy 2.07

All campuses and schools are regulated by

.
(OO

< Oy Board policy

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

CONSTITUTIONAL
AUTHORITY



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

OKLAHOMA - State Statues — Oklahoma Laws
STATE o Title 74, the Oklohoma Central Purchasing

CONSTITUTION ACT (All Agencies - Competitive Bid)

o Title 62, Oklahoma Public Finance

lon (not covered in this

CONSTITUTIONAL
AUTHORITY




* Federal Regulations
o CFR rules — when federal funds are being

OKLAHOMA utilized

» University Policy & Guidelines
STATE
o Policies Set Forth by each University or
CONSTITUTION Campus

o Policies to further enhance or define Board
smentation

CONSTITUTIONAL
AUTHORITY




oplies, services,

GENERAL TERMS OF PROCUREMENT
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ON SPLIT PURCHASE NET 30-DAYS NO PRE-PAYMENTS Payment can only
(Free On Board) S be made after

= $ s

The company breaking down of payment te receipt of
shipping the freight a known Net 30 after goods/services
is responsible for requirement to receipt of goods or

e and is considered stay within the services and
: , - the owner of the purchase limit to invoice.
= il freight until it is avoid sending the

= delivered to the acquisition through

destination and the appropriate
signed for by the approval process
purchaser or agent or workflow
(Department, Unit, (i.e. $5,000 /
or Central $50,000).
Receiving). Misdemeanor in

FOB Shipping Point the state of OK.
is not preferred
(places the
University aft risk)

OTHER DEFINITIONS




PO required before work begins

> ains to the A&M system, the purchase order is the
ier to proceed.

a W
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PROCUREMENT POLICY



« Purchase Amount: $0.00 - $10,000 (no-bid threshold)

0,000.01 - $50,000.00
o All items must be bid by the Departmen
= |dentify suppliers and obtain 3 quotes //
= Quotes: Formal Written, Telephone, Email, WebsitgPriging, Other
= All guotes must be uploaded to the OK Corralegufsition




« Obtaining Formal Quotes by the Departments ($10,000.01-$50,000.00)

= [tem description, quantity, etc.
= Attach detailed specifications (if necessary)
tablish desired delivery / install dates




« Purchases Amount: (above $50,000)

endor List with email and contact info (min 3), Grant

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



Procurement Terms & Conditions

The Terms of an Agreement or Coniract are the conditions under which
the agreement or coniract is executed.

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

» Sets the applicable state law, liability, and all contract Issues that
may arise
4



Procurement Terms & Conditions

Only the CPO of the System can approve additional T&C's for

Contracts and Agreements:

All Contracts, Agreements, or Quotes that require signature, check
the box.

= “Contract for Signature Aftached” & attached the file

fid Code Select this option for ALL
Campus Code CONTRACTS and a" documents
Select from all values...

O Required ficld needing to be signed by
Board Approval Procurement, regardless of

Contract For Signature Attached

T dollar amount (Leases, Terms &

Cost Match Invoices Only®

PO Distribution Bypass Conditions, SerVice Agreements,
etc.)

N\



» “l acknowledge the end user has read and approves the content of
this agreement and the goods and/or services being acquired.
Additionally, | 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.”

>

>

>

PROCUREMENT TERMS & CONDHTIONS




TECH LABS

Propasal Far
o5

ITEM PRICING SUMMARY
[tem Number Description

WaT332699 PACKAGE 1122367 LAE SUPFPLIES

Quate Number 2073-249685
Aecount ID: COD2084976

SALES
Oklahoma City, Ok

Reference Oty Met Price  Ext. Price
Mumbear

BMATRGPYID4E 1 EA B3, B0 53, 800,00

Standard Terms

Btandard Terms of Sale

L8 Applicable Terms Theds tems govert the purchase and sale of equipment, produsts, related sandzes, leased pradusts, and meda gooss if
any {cabectively hemin "Wedk™, referrad toin Sallel's propesal ("Seller's Decumentalion”]. YWhether tiass terms are incuded inan a%er or an
meeaTERce by Saller, sucn affar o7 scceptance 16 exprasaly condiioned on Suyers assent o these tsrms. Saller rejcts all sddhional or differant sms
0 any of Buyer's farms er docurranis

Z Payment. Buyar shall pay Seler the full purthess price as sat forth in Seller's Docurremation. Unless Seller's Doourmantation spesifically
prersides olheraise, fuigh! sorge, insucsnc: sed o laees, ievies, dulies, Taniis, peoib or Beense Teas ar i Qovern ' -l chanpes relaling Lo the
Work af any iktrerental incresbes tareto shall be pad by Buyar, I Sellar s required to pay any such chames, Buyer shal immnadiatahy reimburse
Selor. IF Buyer slairs 2 saxar cther sxemrption o direc paymen! permt, it shall provide Seber silh a valid exemplion certficale or pemmit and
ndarralfy. detend and hald Seler herrriess rom any tacee. costs and penalies ansing ou of sane. S payments are dus wehin 30 deye afler reseipt of
nwoics. Buyer shal ba chargad ha bower o3 1 4% nierest per mench ar tha masimum legal rate on all amouns nod recsived by the dus date and shal
pay all of Selef's reasenadle casts (Mcuding afiomeys' fees) o collecting wricums due bt unpeid. All oders ore subject |19 grodit appmval by Seller
Fack sharges witha st Ssllere prorwittan approval shall nat ba ascspted.

A Dellvary, Jetivery o 1 ¥Woe shall b= 0 materisl comgliande wih the schedule In Sellere Looume nkation. Unless Selars Documentation
pravides othersse delive iy tarms are Exiierks Selars actany (Insakerme 20100 Title ta ol Werk shall pass upen raceip: of payment ‘or the Wor undsr
tha mapsctivs invdos. Unlass athenvise agreed te = wrking by Seller, shaping dates are approsiniats cnby and Sellar ehall potbe babk far any DS or
eprnse fponseqientia or otharwise) incured by Buyer or Buyer's cuscomer if Sellar fails to mieat the specified dalivary schedds,

4 Dwmership of Materials and Licenses. All devises, designs (intluding diawings, plans and spacl’cations), estmates, prices, notes, 2lecronic
data, sefware ana other dacurents af infarrialion arapared o disslased by Seller. and all relaced intelectiual propety rghits, shall reerain Sailer's
procedy. Sailer grants Buyer & non-xclisive, on-irenalerable lesnss to use any auch matenalsolely for Buyer's tea of the Woke. Buyer shal ot
disclose any such material o third padies wihout Selers prier wittan conser. Buyer grants Sefler a non-awz/ushve, non-fransferabie lioense to use
Fuysi's nare and lege far mirkating qumpesas ncheding bid nes limited {0, press rels oses, markeling and aromofional /e aenie’s, wnd web sie coni2l

& Changog. Meithar pary shall implernent any changes in te coope o Work desssoed in Seller's Dorumantation wilhau! a mutisally agreed upan
changs ordar. Ay chengs 2 tha scope of the Wore, dallvany schadiis fortha Wrk, any Forca Majsure teent, any law, rie, raguiainn, orded, code,
standand or redquireeTsint which requinas eny changa heraundar shall antite Sellar ta an equitable adjus:ment in tha prica and fima of perforrrance.

6, Forie Majeurs Event, Mether Buyer nor Seber shall hies: any liabilig for Sny hreach ¢ dalay fcaps far breach of paymant obiigations)
causel by aCarce Ma=ore Event. I alorce Maeare Event exceeds six (6} months indaralion the Soler shal have the right 2o terminae the
Agraeerent without liabilky. upon ffgan (15) days writen nobice to Buyer, ard shall e entrked topayrant tar work performed pror to e desa of
tenmiration, "Farce Maleurm Evant” shall meen avenis or cirourrsianges tha: ae beyond the sfecied pamy's ol and could nat reagonably have
heen edsily oucided or aeerecome by th affedied pady and are ned substaatizlly attribuiable lodbe other pardy. Force Majeare Ceentray inchede Suls
it limitad to, the folowing croumstances orevancs: s 4Gt o famiqn enemies, terarism, t-ll'll. ar |jokalll 2y pistsiong othir than by Sallar or its
sub- swhﬁ natural catseirophes ar (adth raspedt to on-gita work), unusseal weather cond o0

7. Waran by, Subject to the follawing sentence, Seller warants w0 Buyar that the (i) Wirs shall matsraily cordorm to the description in Salar's
Digcunwntaton snd shal befres from defects In materia: snd workmanship and (i the Sarvices shall bs psrfomisd In & dmsly ard wotkmenlike
rranrar. Detamination of suitabiley af feaced weter for any ase by Buyer shall be the sole and sxchesive rapansiblity «f Buyer. The ‘oregaing waranty
whall not spply bo any Week o s spacified o sdharvize damanded by Buyer and is fal manufacieed or smected by Salier, @3 e which (i Seler nerahy
aBEiQNs o Buyer, bo the axdent assagnebis, any wananme: made o Seler snd 1} Seker shall have no otfer ety o Buyer unsar warmanty. lort ar any
nfwer legal theary. The Saller waranis the Werk, ar any cormganents sherea’, thratgh (he sarfies of (i) eightesn (18] months from dalivary of heWers or
iy twrhoe (12) months from iniliad cperation af the Yok or inety (203 days frem the peforrancze of sarvices ohe "Waranty Padod™.  |If Dayer gives
Seler pramp withen neskce of breach of this warranly within the Warraniy Fadod, Seller shall, at bs sole option and as Buyers sche and exclusive
ey, repar o replacs tha subod pats, ra-parorm the Senvice or fsiund the purchess arice. Unleas ctharwiza agreed 19 [n witing by Sallar, (i}
Guysr <hall ba ressansibls for any labo: required ie gain aooess tofhe Work o thae Seler tan ausess Ihe available remedes and {i} Doyer shallbe
respansible for al coets of installation af repaired o replacad Wark, If Sellsr deterr nes that any claimad Breach is et in ‘act, soversd by this waranty,
Buysr shall pay Seller 1% tuen eustorrary charges for any regalr or replacerrsnt reade by Sellar. Scler's wartanty 15 conditizned on Raysrs (2 apansting
and maintaining the Wark in accordance with Salier's instructions, (b) not making any unauzharized repeis ar alkeracions, and (2] not being in defaull of
iny paymenl ablignticn to Seller  Sellsrs wananty does nof cover () damaege cnused by chernical aslian or abrasive maledal, rmiswess ar improger
Insrakanon (Lnkees Inetalied by Sellen and (i) meda goads [sech as, bat nas imited to, eain membranes, o granular sclivated carbon medla) once
madia goeds ere nstalled THE WARRANTIES SET FORTH IN THIS SECTION T 8RE THE 2ELLERS S0_E AND EXCLUSIVE WARRANTIES AND
ARF ELRIFECST TOTHD | IKITATICN GF LIARL MY PROVISION AR CAW SF1 LFR MAKES NG OT1ER WARPANTIES OF ANY KMND, EXPRCSS
OF IMPLIEED, SCLUDIKG WITHOUT LI TATION, ARY WARRANTY OF MERCHANTABLITY OR FITNESS FOR PURPOSE.

A. indemnity, Seller shall inder'nily, defend and hold Buy &r harieds Bom any dam, e of adion o Bability moumed by Buyer as a resul of
third pary claims for personal injury, death o darage = tanghle propany, to the extant caused by Saller's negliaence. Sellar shall have the sola
wuthariy o dheet e delenee of s sethe Shy dernifed slain. Sallers Inaamnlczton Is condiioned an Buyes {a) promply, sithia tha Wiaranty
Pericd. nativing Saller of any claim, and (b) providng masenable conparatizr i the defense of any claim,

3, Assignment. Meither purty may assign this Agreement in whole ar in part, nor any righns or sBligalisns hareundier withawt the grar writien
cansgnl of e ather pany pravided, hawawar, the Seler may assgn its rights and exligations under these tarms o i affiliates of in camectian with the
agle or wendlar of e Seler's busineas snd Sebarmay Qiant 8 eecurmy atenest m the Agreentent andicr esslgn proeads of the agreement wihout
BUyers soesent.




Review #2

« Asked to make a purchase for an item not under contract.
« Budgetis $23,200.00
» Discuss how do you proceed — what are your steps (1, 2, 3, 4, 5, etc.)?

Establish quote due
Request multiple quotes while provid
Review quotes and select the lowest meeting spgz

Prepare requisition — attach all quotes /

 What if lowest quote comes back with paymgnt xerms of Net 15 Days¢

@ /) C

4

O
O
O gtions
O

« What if lowest guote comes back with 40% down, 60% Net 30 days after
deliverye



PURCHASES

Oklahoma State Univeristy A&M System

Amount Amount Amount 0OSU Above $250,000
$0- $10,000 $10,001 - $50,000 Above $50,000 A&M's Above $100,000
Multiple quotes Requires MuUST Purchases amounts
NOT ‘:e 3ired Department be competitively OSU Above $250,000 |
d . to bid or obtain quoted or bid by A&M Above $75,000

. quotes. Procurement. requires PRIOR Board approval
Submit e o :
before the PO can be issued.
OK Corral

rion Submit OK Corral At $100,000
e requisition with Formal sealed bid is ITEMS EXEMPT FROM PRIOR
Diilcelouote multiple quotes. required BOARD APPROVAL
Items for resale to the public,
Requisition must be Prepare OK Corral bulk gasoline, oil, and fuel, utilities,
to supplier with requisition "Subject to non-construction sponsored agreements
lowest quote, Bid" attach specs, list of (grants), refunds, feed, student study & travel
meeting specs. vendors, etc. for educational credit

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.

Architect, CM, Engineer (see board approved on call list), legal, and other Title 18 professional services -
Sole Source/Sole Brand -

Special Request to the Board of Regents -

Textbooks, Instructional Material, Lab Supplies, and Specialized Lab i Livestock, poultry, & Crops -
Grant acquisitions, when specific make/brands and models are named in the grant -

Hotel reservations, transportation, interpreters, group meals, tickets for group study and credit -
Merchandise and food for resale -

Utility Services regulated by a state or federal issi icipal ordi or tribe -

Acquisitions with State, City, or other Government Agencies -

Gk RIS (0 (8 A

2024.05.01
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REQUIREMENT
POLICY: 2.07 (8) C.II (A-K)




Sole Source / Sole Brand
Special Requests ¢
Acquisitions related to textbooks, Lab Supplies Specialized Lab

Grant acquisitions, when specific make/brands and models of items or sp SAAfIC 2 ppliers o
services are named in the grant

Contracts/acquisitions with state, city, or government agencies
Acquisitions of livestock, poultry, and crops

Hotel reservations/activities, transportation, interpreters, grou
directly related and relevant to group student study and trofe

Merchandise and food for resale to the public in departraght rétail outlets, such as restaurants,
bookstores, and other support facilities

Utility services regulated by a state or federal regulgtfory commission or by municipal ordinances
or by Indian Tribal Counsel

The CPO reserves the right to competitively bid any acquisition deemed in the best interest of the
OSU/A&M System.

meg), event tickets and the like,
prOgrams for educational credit



Sole Source / Sole Brand

VWV &

W

« (a) only one know
« (b) that only one single supplier can fulfil

« Although Oklahoma does not permit non- compe’r’r // pcurements
by statute, exceptions are allowed where compeg // Is not feasible.

U U =

— Only place to obtain
= Manufacturer direct without distributors
= Replacement parts only from manufacturer
— Buy several places, byt'specific configuration
= Bid would be conducted as —'NO SUBSITUTIONS



Sole Source / Sole Brand - 5 Codes (types)

1.

Only a specified make, model, or brand will meet departmental needs

suppliers. A brand no ¢

specify a particular brand name, product,
peculiar fo one manufacturer does not prowde for fuII A ope
competition regardless of the number of suppliers so /}! ¥ This restricts
competition in that only vendors able to supply a sp& c: fed make, model,
or brand are permitted to compete.

and it can be demonstrated that no other s
departmental requirements

les or services will safisty

of specified
makes and models of tfechnical equ/men’r and only one vendor is
available.



Sole Source / Sole Brand - 5 Codes (types)

4. Department needs to purchase supplies or services from the original
supplier

recovered through co
departmental requirements.

s he agency is
It solicits

and the department would be seriously injured u
permitted to limit the number of vendors from
bid/proposals (i.e. - existing software).

C



Sole Source / Sole Brand - Penalty Under Law

Oklahoma Statutes 74 O.S. § 85.45j

| understand that the
information to be false may result in forfel
ineligibility for appointment to or employment
a period of five (5) years following forfeiture ¢

\/

r,‘ e service for
pasition.




»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 resulis that cannot be performed or
replicated by standard or genencolly similar equme
performs.tasks more efficie
comporoble desc

d/or
pment o




Grants — Sponsored Agreements

policy.
« Grant Subawards (grant subcontrac
= Named in the grant and approved by the fundg

= Aftach the grant documents — show where it

LA
r’gf.o Y

Amed in the

grant” /

v Highlight the section of the attacheg/AQrant document

v Add a comment on requisition
> “See page # XX, highlighteg’'section for named in grant”



For selected hine items Add to Favorites

Science Museum Oklahoma roreinfo... Contract
| PO Number PO036706
| Quote number Sherry Marshall 02/17/16

View/edit by line item...

Product Description Size / Packaging Unit Price  Quantity Ext. Price

1 v Account 708990. Provide services for a subaward agreement titled Climate Variability Workshop for Lo 25,000.00 1LO 25,000.00 USD
period of 02/15/2016 to 05/31/2016 per the agreement previously submitted. 5>  more info..

AIM Part # Internal Note
AIM Bin # Internal Attachments

External Note For questions regarding this purchase,
please contact Becky Mclntire at

Clauses
405-744-9993., RO-Clatse

Attachments for supplier

2 v Account T09110. Provide services for a subaward agreement titled Climate Variability Workshop for 002 16,024.00 1L0O 16,024.00 USD
period of 02/15/2016 to 05/31/2016 per the agreement previously submitted. 5  morei
& pccounting Codes values have been overridden for this line  view/edit

AIM Part # Internal Note
AIM Bin # Internal Attachments
External Note

Attachments for supplier PO Clauses
Supplier subtotal 41,024.00 USD

Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and workflow — Subtotal 41,024.00
approvals. Total 41,024.00 USD

Grants — Sponsored Agreements




Food or items for resale

Bulk gasoline, oil, and fuel

Utilities

Non-construction sponsored agreement contracts

and expenditures also include grant subawards.
— Refunds

/4
4 s

//

PURCHASES EXEMPT FROM BOARD APPROV
(A&M’S $75,000 | OSU $250,000)

2.07.(3).A-G



pjace, it should be used:
| / 8) C i
olished Purchasing co

--.-



Where to find Existing Contracts

2 OF Orrc
e Punchout Confracts
e OSU/A&M Renewable Contracts
o OSHORP List
o OK Corral Contract Mqr.
e Adopted Contracts
o State of Oklahoma SRS {\Y
o Cooperative Contracts bk ki

» E&I. OMNIA, Texas DIR OMNIA | & -

PARTNERS

d A H o ] A LlPA U 15 COMMUNITIES] THE INTERLOCAL PURCHASING SYSTEM

&

ervices



Contracts & Agreements

Contracts /| OSHOP

Welcome to OSU's on line connection to supplies and equipment. Prices include delivery to an Oklahoma address and
Net 30 terms. When a vendor accepts the OSU P-Card, purchases may be made up to your P-Card limit. For purchases
in excess of your P-Card limit, a requisition must be sent to the Purchasing Department. A purchase order will be sent to
the vendor. Call the Purchasing Department, 405-744-5984, with questions regarding any contract.

Contracts

Audio,_Video and Wel
Bulk Mailing

Cable Installation and Relocation Serv
Charter Bus

Compressed Gases and Related Services

Copiers/Multi-Function Devices
Digital Marketing and Advertising_Services
Disaster Restoration & Property Recovery Services

Ergonomic Solutions For The Waorkplace 'y _F 5y 5 |

ent Services (Food, catering, rentals, DJ, AV, etc.)

five Searc CONTRACTS/OSHOP

Furniture

Hotel and Confer emvices (NEW! FY19 — FY23 Multiple Contracts)
IT On Call Staff Augmentatic

Moving_/ Relocation

Oklahoma Correctional Industries

OneNet Contract (Oklahoma State Regents for Higher Education)

OSU Promotional Products (NEW! - FY20)

Printing Services




PROCUREMENT

PROFESSIONALS
CERTIFICATION

OK CORRAL /
MARSHAL /

http://talent.okstaje’edu



http://talent.okstate.edu/

THE OFFICE OF CENTRAL PROCUREMENT

Marshal Directory

The OK Corral Marshals are an elite group of individuals who have
completed an intense training course and have been certified as
Procurement Professionals by the Office of Central Procurement. The
Marshals are a valued resource for their respective departments.
colleges, and units. You will find the Marshals dispersed across a variety
of 0SU campuses and departments. They serve as a network of
knowledge and current information for others needing assistance or
guidance related to OK Corral procedures, procurement policies. and
guidelines. If you are looking for support within your department or if
you need a mentor proficient in procurement, find a Marshal near you by
searching the Marshal directory.




OK CORRAL
MARSHAL

https://adminfinance.gksState.ed
u/procuremen’r/mowﬁol—
directory.nhtml



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

{0CTOBER 17, 2024}

i e it i

OK CORRAL

SUPPLIER ROUND-UP

Oklahoma State University | Stillwater, 0K
ime: 10 a.m. - 1 p.m. | Opening Remarks and Pistol Pete: 10:30 a.m.







» Develop a step-by-step “Plan of Action” for
processing a requisition as requested

» What steps will you takee
» What supplier will you use?

» What authorization is required to process, Dept.,
Procurement, or Board?¢

» What other information do you neede

CASE STUDY



» You are a “requester” in OK Corral and are asked by your depariment’s
research group to submit an order for equipment on OK Corral

>

V Ve V Vv

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 iIn 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”.

CASE STUDY



jon

:

1Zd

Distribution
Organ

—
=
)
3

/8.2
L

0

c f
o
cTrademafh

A Occupatior
.5{'— prieteny Motivation MéFE
ntrepreneur Competitors

sional Work force

= p ‘:bféogt%-ligﬂﬁea’.




$10,000 or Departmental Requirement

No maximum dollar limit, but must have respected authority (A&M’s $100,000 | OSU-
0,000) PRIOR Board approval

What is required by Board pc

bid on your behalf
4. What is the penalty for a falsified sole source contract?

219 | ?
S

5. What is the official document giving the supplier “authgrizatién to proceed”?

6. Paying an invoice without a PO is place is a violalion of encumbrance
law, Procurement Guidelines, and Policy?
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Procurement Flowchart
Oklahoma State Univeristy A&M System

Amount Amount Amount OSU Above $250,000
$0 - $10,000 $10,001 - $50,000 Above $50,000 A&M's Above $100,000

Requires MUST Purchases amounts
Department be competitively OSU Above $250,000
to bid or obtain quoted or bid by A&M Above $75,000
quotes. Procurement. requires PRIOR Board approval
before the PO can be issued.

Multiple quotes
NOT required.

Submit
OK Corral
requisition
attach the

price quote.

Submit OK Corral At $100,000
requisition with Formal sealed bid is ITEMS EXEMPT FROM PRIOR
multiple quotes. required BOARD APPROVAL
Items for resale to the public,
Requisition must be Prepare OK Corral bulk gasoline, oil, and fuel, utilities,

to supplier with requisition "Subject to non-construction sponsored agreements

lowest quote, Bid" attach specs, list of (grants), refunds, feed, student study & travel

meeting specs. vendors, etc. for educational credit

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.

. Architect, CM, Engineer (see board approved on call list), legal, and other Title 18 professional services -

. Sole Source/Sole Brand -

. Special Request to the Board of Regents -

. Textbooks, Instructional Material, Lab Supplies, and Specialized Lab Equipment, Livestock, poultry, & Crops -
. Grant acquisitions, when specific make/brands and models are named in the grant -

. Hotel reservations, transportation, interpreters, group meals, tickets for group study and credit -

. Merchandise and food for resale -

. Utility Services regulated by a state or federal commission, municipal ordinance, or tribe -

. Acquisitions with State, City, or other Government Agencies -

2024.05.01



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

Purchasing website
https://purchasing.okstate.edu

Things to Remember:
e Purchases of $0.00 - $5,000 and below may be placed on a P-card orrequisition
o 55,000 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)
e 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
e Purchases $10,001 up to $25,000 bid by the Dept., following policy
o Obtain minimum of 3 quotes
e Purchases over $25,000 must be bid / quoted by The Office of Central Procurement ONLY
e Purchases of $75,000 for all A&M Colleges requires PRIOR Board approval
e Purchases of $250,000 for all OSU campuses requires PRIOR Board approval
e When a contract exists, it should be used — Board of Regents policy 2.07 (8) Cii
e Arequisition 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 apurchase
e Pre-payments are NOT allowed by OSU/A&M or any state agency
e Payment terms: Net 30-days from receipt of goods/services and invoice
e Shipping: shall be FOB Destination — ONLY
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