The University of Louisiana at Monroe

Purchasing Department

General Procurement &
LaCarte (P-Card) Purchasing Card Training



The Role of Purchasing

The department, faculty or staff member determines the need for a product or
service to meet the needs of their department.

The role of Purchasing is to
ensurepurchases are made in accordance with
Louisiangstate lawand University policy,
aswell as to ensure competition and provide guidance.






Specifications should be specific,



Most Common



Small Purchase Thresholds

<$10,000- no competition required

>$10,000 $20,000
3 quotes by telephone, email or fax

>$20,000 $30,000
5 guotes bymail or fax. Bid must be out for 3 days



Purchases Exceeding Small Purchase Limit
(>$30,000)

Competitive sealed bid

Bid must be posted publicly 25 -30 days
Must be advertised in newspaper and posted to LaPAC

Request for Proposal

Use when price is not the only determining factor or
For high dollar Complex Services or Service Contracts



Split Purchasing Prohibited

Purchases shall not be
artificially divided to avoid
the competitive process



Sole Source



Proprietary

One brand, buthe manufacturer has chosen to distribute

the product thru more than one distributor.
REVISED



State Contracts

Statewidecontractsfor variouscommodities have been negotiated to mebe needsof
state agenciesas well as tetandardizereduce administrative cost&nd toconsolidate
usage for lower prices. If ordering fronstate contract typically no bids are required for
purchases over $10,000.

[ Exception: LAPS contracts which may require at least 2 competitive quotes when the price
exceeds $25,000.

Requisitiormust include:
e State contract number
 Line item number and description
« State contract price






PPCS Service Contracts

Examples






Contract Requirements
R.S. 39:1625

Begin/ Enddatesof contract
Descriptionof work & goals/objectives .

Maximumamount and schedule of payments
to bemade

ltemizedbudget if cost reimbursement
Deliverables

Scheduleof deliverables

Performance Measures .
Monitoring plan .
Responsibilityor taxes (LDR# & Tax ID)
Terminationclauses-for cause and

convenience

Remediedor default clause
LegislativeAuditor clause
Assignabilityclause
Anti-discriminationlanguage

Travelrequirements—PPM 49 (OR) Travel is
iIncluded in the cost

Fiscafunding clause
Act87 —-Discretionary oNondiscretionary

Prohibition of Discriminatory Boycotts of Israel
language



Contract Processing Time

Before the commencement of services, please allow:

» 4560 daysfor the processing of contracts and renewals. This will allow
for:
fRequisition approval
fPurchasingontract review and revisions
fNegotiation with vendor regarding revised contract terms
fSupporting documents from ordering department arehdor to be supplied
fContract signature, etc.

e 9-18 monthsshouldbe allowedfor serviceshat require a Requestfor
ProposalRFPprocess



Signhatureof Contracts

Universitysignature:

¢ <$49,999 Signed on campus
« > $50,000- Must be approved by Office of State Procurement in Baton Rouge

AuthorizedSigners of University Contracts

Dr. Ronald Berry, President
Dr. Mark Arant, Provost and Vice President of Academic Affairs
Dr. Bill Graves, Viceresident of Business Affairs

Dr.John Sutherland, Chief Innovation & Research Off@ets/Research contracts ohly

Ms. Lawanna GilbeiBell, Director of Sponsored Programs & Rese@irhnts/Research contracts only)




Some Procurementsypes
Where SecialRulesMay Apply

o Software * Vehicles

e Licenses o Art

e Telecommunications e Elevator Maintenance
 Information Technology * Used Equipment

e Labor & Material Projects  Emergencies
>$10,000 » Meals/Food

* Public Works
» Bullet Proof Vests/ Weapons



Meal & Food Purchases

Food may only be purchased where approval has been granted by the President
f Either by standing exception approved Special Meals Request form.

Foodpurchases must be withiRPM49 Tier Limits
Attendeelist required

Tips / Gratuity
« Should never exceed 20%
« Shouldonly be given at establishments where tips are considered customary
« Should not be paid at fast food establishments



Purchasing Tips

« PlanAhead. Review upcoming events and submit requests timely to allow for processing time

« ConsidetlLongterm options if the purchase is an agoing need of the department (i.e. Year Bid, Contract with
Renewal Options, etc...)

 Submitdetailed and complete




Acquisition & Payment Methods

e Requisition
f Most commonly used for purchases >$1,000

f



P-Card Controls

e Monthly Billing Cycle & Credit Limit
f Beginon the 6™ of the month, andendson the 5™ of the followingmonth

 SingleTransactiorLimits

f If you exceedthe dollar or transactionlimits, your card will be declinedat the point
of sale

fMerchantCategoryCodegMCC)

f Attemptsto purchasefrom restrictedand prohibited MCCawill causethe transaction
to be declinedat the point of sale(POS)

f Travel is prohibited with a P-Card Utilize an individual Travel Card (T-Card) or
Department’sControlBilledAccount(CBA)

fFood .4(t)4.6(r)18.7(o)]TJ d[(Car)1 0 21.96 109.2 143.2624 Tm 4t 143.2624 Tm 4 <00






Vendors’ Tax Exempt Account Numbers

HomeDepot* — TaxExemptAccountNumber. 5511616

Lowe’s* — TaxExemptAccountNumber. 30150029

Office Depot* — TaxExemptAccountNumber. 36087878

Walmart* — TaxExemptAccountNumber. 192118

Walmarthasa hotline that you cancallon the spotto verify that our tax ID numberis validand that a carddoesnot
needto be presented Hotline (888)899-7267|| Mon-Fri. 7AM-5PMCT

* |f any cardholderencountersproblemsusingthese numbers,pleasecontact BrendaMyers at 225.342.8039or via
emailto brendamyers@lagov

Sam’sClub- TaxExemptAccountNumber. 10159100918048570

Note: Youcan NOTuse your personalSam’smembershipcard and your P-Cardto make tax-exempt purchasesYou
mustusethe ULMmembershipaccountandyour P-Card

Goto https:// www.ulm.edu/purchasingoffice/basics.html




Examples of Split Transactions

* A Cardholderhas a singletransactionlimit (STL)f $2,500 and wishesto
purchasesimilar or complementingitems with a total cost of $3,000. The
sale is divided into two (2) transactionsof $1800 and $1,200. Thisis
considereca






Returns & Credits

« The Cardholder is responsible for contacting a vendor immediately and arranging
a return for replacement or credit

fDoNOTacceptcashor storecreditin lieu of a creditbackto the P-Card
fRequest



Other Important Information

« P-Cardis to be used for official ULM
businessonly

« Will NOTaffectyour personalcredit

* Violators of policies and procedures
will be subjectto disciplinaryaction

e CAUTIONIOLATIONS
f Personabr unauthorizedpurchases
f Splitpurchases
f Alcohol



Can | Use My P-Card to Purchase That ?!?

NO YES
Alcoholic Beverages Books & Subscriptions
Auto Rentals / Leases Institution Memberships
Capital Outlay / Computers (707000's) Mail Transportation Services
Cash Advances or Wire Transfers Materials & Supplies
Cell Phones Office Supplies

Clothing (exceptiongor uniforms —preapproved) Scientific & Lab Supplies
Consultants and Speaker Fees/Honorariums

* The only food purchasesthat are



Cardholder Regular Activities in Works

 Review transactions in Works
f



Cardholder Monthly Statement Activities

Review all transactions and match to transactions in Works

thatch é;\mount and vendor on paper statement and receipt; Ensure no LA taxes were
charge

Cardholder and Approver both sign front page of statement
Pull Billing Cycle Log from Works, print, sign;, Cardholder & Approver both sign
Attach all detailed, original




CardholderTransaction Sigioff in Works

 Loginto Works https://payment2.workscom/works/home

 Clickon SignOff PendingTlransactionfrom the homepageActionltemsfield

« Openthe Transactiordrop-down menuby hoveringoverthe TransactiorNumber
e Clickon Allocate/ Editto updatethe GLfields

e Clickon ManageReceipts Add the receipt by clickingAdd, then New Receipt
Upload the receipt adding the date of the receipt and a description of the
purchasethen clickOK

» After allocating, adding the receipt and description, signoff either using the
drop-down menu for eachtransaction,or by placingcheckmarksnext to all of
the completedtransactionsandclickingSignOff at the bottom of the page




Approver Transaction Sign-off in Works

Loginto Works https.//payment2.workscom/works/home
Clickon SignOff PendingTransactiongrom the home pageActionitemsfield

OpenTransactiordrop-down menuby hoveringoverthe transactionnumber
Clickon Allocate/ Editto updatethe GLfields,if applicable



Important Dates: ¥, 12", 26"

« 51 BillingCyclecloseson the 5" of everymonth
f ElectronicStatementsare availablefor downloadfrom GlobalCardAccessn the 67
« 12h: Statementsshouldbe receivedby the Cardholderby the 12" of the month —if you
do not receiveyour statementby then, contactKellyMoravek
Hardcopydeliveredandtaskscompletedin Works

fAll original, signed statements, with PurchaselLog signed by Cardholder and
Approver, receipts, and supporting documentation delivered to Kelly Moravek in
Purchasing

f All receipts and supporting documentation uploaded, allocationscompleted, and
Cardholderand Approverapprovalscompletedin Works

« Statementanot receivedby the 26 of the month mayresultin cardcancellation



Purchasing Contacts

* Roseloseph

f Procurement Casual Wages
(] U"'"v Eo WE} WE u vSe
[ Phone: 318.342.5205

[ Email: josep@ulm.edu

e Chelsea Carter

[ Procurement S



Questions?






