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Bidding Requirements

Purchases ranging from $10,000.01 to $50,000 will require formal quotes solicited by the OPSU
Purchasing Coordinator or the Departmental requester. If you have specifications for the purchase
or suggested vendors to be contacted for quotes, please include this information on your requisition
including a phone number, fax number, and email.

Purchases ranging from $50,000.01 and above will require formal bidding to be conducted by OSU
Office of Central Procurement who will request bids and complete this process for OPSU. If you
have specifications for the purchase or suggested vendors to be contacted for bids, please include
this information on your requisition including a phone number, fax number, and email to the vendor
“subject to bid”.

Purchasing Process and Procedures
The steps listed below must be done before anything can be ordered:

1) Completely fill out a requisition- This can be done online using OK Corral, unless you are using
a club account (i.e. fund beginning with a 9). Clubs and organizations must use a paper
requisition and include the sponsor’s signature and one officer’'s signature. Paper requisitions
are available in the Business Office.

2) Check first to make sure the vendor is in OK Corral by doing a supplier search. If they are not in
OK Corral, check with OPSU Purchasing to do a search in the system. Sometimes vendors
have to be reactivated in OK Corral if they have not been used in it recently. If this is a new
vendor, request a W9, addresses, phone and fax numbers, and email address and complete the
Vendor Request Form in OK Corral.

3) Itis very important to put your department account number on the requisition.

4) The items or services you are requesting must be included in detail on the requisition. Be as
descriptive as possible on each line item. Simply writing “see attached quote”, is not
appropriate. Enter the quantity, catalog number, and description of exactly what you are
requesting. Be sure to include the unit price and total price. Do not forget to include the
shipping or freight charges.



When applicable bidding requirements have been met and after the above steps have been
completed, the requisition will go through the proper approval process before it will be created
into a purchase order. Please keep in mind you must have adequate budget in your account or
your requisition will be returned back to you. If you have questions regarding your budget,
please contact the Purchasing Coordinator.

Once the purchase order is completed, you can place your order with the vendor. Purchase
orders are automatically distributed upon completion to the vendor’s preferred email or fax
number. Do not place the order before receiving the Purchase Order! You could be liable for
the purchase if these procedures are not followed. The Purchasing Coordinator will not confirm
the order; the requestor may confirm the order once the purchase order is received.

Unencumbered Purchases

The following are purchases that do not require a requisition.

1)
2)

Debt service payments from the OPSU Bursar Office.

Bookstore purchases under $5,000.

Payment of invoices

After you have received your products and/or services, you should receive an invoice to pay the
vendor. When submitting your vendor invoices to Accounts Payable, please be sure to:

1)

2)
3)

Write “okay to pay” on the invoice, date it, and sign your name as having received the
merchandise/services. Reference a purchase order number if it is not already on the invoice.

Complete a receipt in OK Corral and write the receipt number on the invoice.

After everything is attached, turn in to Accounts Payable in SL 125 for payment.

Purchasing Card Program (P-card Program)

The Oklahoma Panhandle State University purchasing card (p-card) program establishes the use, by
designated University employees, of commercial purchase cards to facilitate the acquisition of lower
dollar goods and services needed for conducting official University business. It is intended that the
p-card be issued to selected University employees to enhance departmental effectiveness or
economy of operation. P-cards are issued in the name of Oklahoma Panhandle State University and
include the cardholder’'s name, department, and a unique account number. Liability for payment and
total responsibility and accountability for the p-card resides at the departmental level.

If you are issued a purchasing card, you will receive the full Purchasing Policy and Procedures
packet.

Reissuing lost or stolen checks

Students and vendors are responsible for checks received from OPSU. A $15 fee will be charged
for reissuance of any lost or stolen checks.



