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SUBJECT: PURCHASING 

without prior approval of the Purchasing Office. For consideration as
approval by the Purchasing Office, employees and students must utilize one of 
the following tools: 

1. Purchasing Card Program —This program consists of issuing a 
credit card to an employee or student to facilitate the purchase 
of their departmental supplies, goods, conference fees, some 
types of services, certain travel requirements, and other 
miscellaneous needs. Purchasing Card usage is controlled 
through limitations on dollaz values and vendor category. 
Employees and students (Cardholders) issued a Purchasing 
Cazd must comply with the requirements set within the 
"Purchasing Cazd Guide". Cazdholders who va8 Td2(the7cartations )T69 Tz 17.z 565.57Td (requirements )T8 Tz -79 6d (d )Tj Card 98pchas6.57p86vEanizz wllpes w41(trave88i0usezTd (emp 2th ) 0 3b Tz 33.154 0by-13.68 Td ("Pur04.7zd )Tj 109 6d (d )Tj719rms)Tj96724.2654Univ0.3ity-13.68  0 Td.i852095 (trave88i0travel )T 46 bem(o8set79followi6Tj 1j 1tra T.68 774(an).78814.443Tz 33.154 0 Tz26.205d238th ) 0 3fd2iurTd (ad (d )Tjholder(buTz esT -14Tj 6gTj 99.4j 77s )rTd (travel )T Td (rd742)Thasa0provideurchasi 011ardhlp 277 Tz 11.good (dollaz )00.75 31d CTz 26.32 1 Tz 6its )Tj 100.62 Tz5 Tz1pt w6("Purtatt74498pchasa0ei4.2t6 10 39)T5ustp 101d 61TzT.u720d (9pap2t6 10  0 T6chasi298p42)T9s submit-13.68  0 Td.i8(Em73 24.265410Td (ez )Tpes )(rd602iurTd (t 6d (d )Tj Card )Tj 17 Tz 11.8598 0 Td 9Tz 68.300.75 550 Td 00.99 Offt2 6 10 3983)Tj cha63724.2654fot6 10  0 T47ustp 101d863follo32Tj 10j mpletion.6 10 3987.99.f.3.422ftravel sufft2i 45-13.68j(an4 0 T4 (248)T.2654funds6 10 3988j 1 T(o57(24follo32Tj 10availablei2b Tz Td 6Td.i852042 T2 Tz 11.28Requisitions-13.68j(an1es )j 98 8.609 0 Tz26.20539)T6h ) 0 362724.2654budge5T -14Tj 99.99.flp 911iurTd (t a5-13.639)T6h ) 0y 989Tj 96.77 Tz 1flectTd (emp 25)Tj cha62
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3. Small Purchase Orders (SPO's) — To be used by students 
(SUUSA, clubs, organizations, etc.) to purchase goods and 
services locally, within Iron County, with a total value under 
$300.00. These PO's are issued to the student groups by the 
Purchasing Office prior to making a purchase. Purchases may 
not exceed the $300.00 limit and SPO's may not be combined 
to increase their value. Under special circumstances, SPO's 
may be available to other campus departments for use. 

B. BIDDING/REQUEST FOR PROPOSAL REQUIREMENTS: 

To support University activities, the Purchasing Office will utilize, when 
required or deemed helpful, either formal Bid or Request for Proposal (RFP) 
processes. Furthermore, the University adheres to State of Utah Procurement 
codes as established by Utah State Legislature and Administrative Rules 
regarding these practices. 

The Purchasing Office has established limits and requirements as criteria and 
guidelines for both Bid and RFP processes. These requirements aze effective 
for all procurement activity including construction contracts. The criteria are 
as follows: 

1. Transactions from $1 - $2,000 

a. No multiple bid (or RFP) process is required, however prudent 
and competitive business practices aze encouraged. 

2. Transactions from $2,001 - 5,000 

a. Bids (or proposals) must be obtained from at least 
three (3) vendors. 

b. Bids (or proposals) may be in writing or taken 
verbally, however price/vendor information must be noted 
on the requisition or on an attached sheet. 

c. Bids (or proposals) will be obtained by the Purchasing 
Department unless prior approval has been given by 
Purchasing to the department to perform the bid process. 

3. Transactions from $5,001 - $50,000 
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SUBJECT: PURCHASING 

C. LIMITATIONS AND RESTRICTIONS ON PROCUREMENT: 

1. Purchases of materials, goods, or services can only be used for 
University business. University funds cannot be used for personal 
purchases. 

2. Purchases of flowers for bereavement, food, refreshments, grocery 
items for departmental meetings, parties, open houses, or meals for 
faculty and staff members not on official travel status aze not 
allowable. Exceptions: 

• Items required for instructional needs, or 

• Items receiving written approval by account manager's 
supervisor. 

3. Procurement from Vendor in Which University Employee Has An 
Interest: It is the policy 
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departmental supervision. This form must accompany the 
purchase requisition and is subject to approval of the Director of 
Purchasing. 

6. Delegation of Purchasing Authority. The Director of Purchasing 
may delegate special and limited purchasing authority to certain 
departments on campus due to special needs and campus roles. 
This authority allows for a department to generate and record 
their own purchase order process, in accordance with this policy 
and campus accounting procedures, and maintain their own file 
system. Those authorized departments will be subjected to audits 
to insure compliance with University policy and State of Utah 
codes. Departments granted this authority must receive and have 
on file a letter from the Director of Purchasing granting this 
ability. 

7. Remedies: If any transaction is entered into in violation of the policies 
and procedures set forth herein, the University employee who violated 
the prohibitions as specified may be subject to appropriate disciplinary 
action including possible dismissal from University employment as
provided in the Utah Public Officers' and Employees' Ethics Act. 

D. PROCUREMENT ETHICS 

1. Gifts of supplies, equipment, or materials furnished without chazge to 
the University, other than items for resale, may be accepted but must 
be reported to the University Development Office to assure that the 
gift is recorded. Gifts of items for resale must be included as regular 
merchandise inventory. 

2. Faculty and staff employees aze prohibited from accepting any money, 
fee, commission, credit, gift, gratuity, thing of value, or compensation 
of any kind, directly or indirectly from vendors or suppliers. 

E. USE OF UNIVERSITY PROPERTY —BUSINESS'S 

University property may not be used at any time to provide a location where 
vendors) may sell their goods and services to the campus community for 
personal consumption. 
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Auxiliary Services, which includes the Bookstore and Food Services, have the 
sole authority, as per Southern Utah University Policy 10.8, to provide all 
retail sales and food/drink items on campus. 

Exceptions: 

• Welcome Week —Business's may be invited to participate and set up 
a table to sell their commodities/services for both business/personal 
use during the specific time of the school year known as "Welcome 
Week". The tables will be located in the Sharwan Smith Student 
Center and are under the guidelines of that building administration. 
Vendors will be required to pay a suitable access fee to the student 
center for this ability. 

• If it is determined to be in the best interest to the University to provide 
goods or services for personal use to campus community (i.e. ATM 
Machines), a formal Bid/RFP process must be performed to select the 
vendor. 
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