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PURCHASING ETHICS 

With increased purchasing flexibility comes increased personal responsibility for ethical behavior, 
integrity and good stewardship. Employees involved in Purchasing should adhere to the following: 

• Give first consideration to the objectives and policies of the University. 
• Strive to obtain the maximum value for each dollar of expenditure. 
• Decline personal gifts and/or gratuities. 
• Avoid conflicts of interest. 
• Respect each supplier's pricing confidentiality when obtaining quotations. 
• Grant all competitive suppliers equal consideration insofar as state or federal statute and University policy 

permit. 
• Conduct business with potential and current suppliers in an atmosphere of good faith, devoid of intentional 

misrepresentation. 
• Demand honesty in sales representation. 
• Receive consent of originator or proprietary ideas and designs before using them for competitive purchasing 

purposes. 
• Make every reasonable effort to negotiate an equitable and mutually agreeable settlement with a supplier; and 

submit any major controversies to purchasing for 
resolution. 

• Accord a prompt and courteous reception insofar as conditions permit to all who call on legitimate business 
missions. 

• Foster fair, ethical and legal business practices. 
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Vice Chancellor of Business Affairs 
Letter of Authorization 

Faculty and Staff 

Transmitted herewith is a manual of purchasing policies and procedures for the University. 1: provides helpful 
information that if properly applied should lead to a more orderly and efficient functioning of our business operation. 
 

It is important to understand the primary functions of our University Purchasing Department and that the full 
authority of this office is extended herein to ensure that all policies and procedures are met. The University Purchasing 
Department has two primary functions; they are: 
 

1. To serve faculty and staff in securing supplies, materials, equipment and services. 
 

2. To assume responsibility for compliance with law and policy established by the North Carolina General 
Assembly, specifically G.S. 143-48 to 64 inclusive, and to assure that purchases made are properly authorized and 
result in proper quality goods or services being delivered to the designated location at the proper time, in the right 
quantity for proper usage and the best possible value. 

Vice Chancellor of 
Business Affairs 
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General Information 

This manual is provided as an official guide to all departments, schools, divisions, 
offices and other organizational entities of (JNCP for the procurement and handling of supplies, materials, equipment and 
services as directed by the General Statutes of the State of North Carolina and the University Administration. 

Many of the policies and procedures in this manual have been formulated during the past years and have been effectively 
developed and implemented with the cooperation and support of the University faculty and staff. 

We trust you w'_11 make use of this manual and request you contact the University Purchasing Department if 
your specific question is not covered. Suggestions as to changes on the basis of continued experience will be welcomed. 

As purchasing policies or procedures change, you will be notified by numbered memoranda which should be 
inserted in the manual. 

Director of Business Services 
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General Information 

This manual is provided as a guide to all departments and agencies of UNCP for the procurement and handling of 
materials, supplies, equipment, and services through the Purchasing Department of the University as directed 
by the Purchase and Contract Division of the State of North Carolina and State General Statutes. 

 
Assistance 

You are invited to make use of this manual and to contact the University Purchasing Department at Ext. 6337 if your specific 
question is not covered in the Purchasing Section. 
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Policy Statement 1 
Purchasing, Central Stores, and Materials Management  

Responsibilities The primary functions of the University Purchasing Department are: 

 
1. To serve faculty and staff in securing supplies, materials, equipment and contractual 

services. 
 

2. To assure that purchases made are properly authorized and result in proper quality goods or services 
being delivered to the designated location, at the proper time, in the right quantity, for proper 
usage and the best possible cost. 

 
3. To assume responsibility for compliance with law and policy established 

by the N.C. general Assembly, specifically, G. S. 143-48 to 64 inclusive. 
 
Organization The Purchasing Department is a part of the Business Affairs Division of the University and, as 

such, reports to the Vice Chancellor for Business Affairs. Offices are located in Lumbee Hall. 

The Purchasing Department is composed of operational units listed, defined and illustrated as 
follows: 

 
Purchasing The Purchasing Office is the unit of the Purchasing Department responsible 
Office for making all purchase contracts entered into for the University (rental and purchase of real 

property excepted). 
 
Central Stores Central Stores is the service unit of the Business Services Department which is responsible for 

maintaining an inventory of the most commonly used 
office supplies and equipment for resale to campus departments and divisions. 
It is also responsible for maintaining an inventory of 
supplies and materials for the operation of the University Buildings, Grounds, and 
Utilities Department. 

Central Central Receiving is the service agency of the Purchasing Department which 
Receiving has the responsibility of receiving, checking, and redelivery of supplies and 

materials ordered for all main campus University departments, schools, and 
agencies. The receiving department is responsible not only for receiving and 
redirecting the materials to the requesting departments, but also for 
returning merchandise to vendors for reasons as may be necessary. 

 
Surplus  Property  The Surplus Property Warehouse is the service agency of the Business Services Department which has 

the responsibility of disposing of surplus materials in accordance with rules and regulations of the State of 
North Carolina and the University. 
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Policy Statement 2 

 

Responsibilities of Purchasing Department 

 
Fixed Assets The Purchasing Department is responsible for maintaining a complete inventory of all 

University-owned equipment purchased at an initial cost of $500.00 or more for computer 
related equipment and $2,500 or more for all other equipment. All purchases, moves, 
disposals, relocations, or loss of equipment should be reported to the Purchasing Department, 
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Purchasing Organization Structure 
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Purchase Authorization 

Allotment The University operates on the principle of budgetary allotments to the various agencies, 
schools and departments. The administrative head of each facility is responsible for 
expenditures from the allotment. 

 
Authority The authority to make purchases from the allotted departmental budgets for services or materials 

is furnished to the Purchasing Department by the approval of the departmental responsible person 
as budgetary head on a purchase requisition. 

 
GRANTS AND CONTRACTS 

Authorization Spending of budgeted funds from Grants or Contracts must be authorized by 
The Principal Investigator or Project Director and preferably the responsible person of the investigator's 
department. It is the responsibility of the Principal Investigator or Project Director to obtain necessary 
authorization for expending such funds prior to submittal to University Purchasing. 
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Purchase Commitments/Unauthorized Purchases 

Purchase Under the authority delegated to the University by the State of North Carolina 
Commitments Department of Administration, Purchase and Contract Division, and in compliance with the 

provisions of the General Statutes of the State and, further, under authority delegated by the 
Chancellor, the University Purchasing Department has the exclusive responsibility for making all 
purchase contracts entered into for the University (rental or purchase of real property excepted. This 
authority covers all supplies, materials, printing equipment, and services. 

Personal Purchases charged against University funds that are not made in accordance 
obligation with policies as stated in this manual will be the personal responsibility of 

the individual placing the order as the University will not assume any 
financial responsibility. 
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Purchases for Personal Use of Employees 

Purchases Are State and University policy prohibits the University Purchasing Department 
The Property o: from entering into any purchase agreements for personal use of employees. All 
The State materials purchased by the University on official purchase orders remain the 

property of the State until consumed or disposed of by public sale through 
surplus procedures. 

 
Exceptions Exceptions to this policy are items purchased explicitly for retail sales, such as items handled by 

the Bookstore. All purchase orders issued by the University Purchasing Department must 
be for official use by University departments or agencies. 
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Responsibility for Supplies and Equipment after Purchase 

Administrative The administrative head of an agency, school, or department is accountable to 
Head                           the Chancellor for all supplies, materials, and equipment purchased in the department's  
                                   or school's name regardless of the source of funds. The administrative head is responsible for 
                                   ensuring that the adequate precautions are taken to ensure that such materials are reasonably 

safe from theft, abuse and misuse. 
 
Principal Research funds, whether Grants, Contracts, or Foundations, are made to 
Investigator UNCP and not to the Principal Investigator or to a particular department. Generally, these funds 

are expended under the auspices of a department or school. The Principal Investigator who 
uses the equipment is responsible to the department or school administrator who in turn is 
responsible to the Chancellor. 

 
Grant All equipment purchased with Grant, Contract, or Foundation monies are subject to all University  

 

 

Policy Statement 7 

Equipment           and State regulations governing equipment use, management and disposal. 



 

 Effective 8/1/86  

 Revised 04/03 

UNC PEMBROKE 
PURCHASING MANUAL 

ADMINISTRATIVE POLICIES AND PROCEDURES 

Transfer of Equipment From Campus 

Equipment which has been purchased with University administered State or Trust Funds belongs to the State of 
North Carolina. Equipment bought with Federal grants becomes State property when title passes to the 
University. A University employee, upon leaving the University, may not take State or Federally-owned equipment to a new 
place of employment. 

 
TRANSFER OF STATE-OWNED EQUIPMENT 

 
Prior Approval The transfer of any State-owned equipment to another North Carolina State supported institution or 

agency requires prior approval from the appropriate department head and dean and the Director of 
Business Services. Reimbursement from the receiving institution may be requested, if deemed 
appropriate. 

 
Transfers Outside  State-owned equipment cannot be transferred to an institution outside the 
University System  University of North Carolina system without prior approval from the Office 

of State Purchase and Contract. To obtain such approval, a detailed letter of justification must be submitted 
to the University Director of Business Services. This letter must be supported by approval from the 
department head. Except for equipment originally purchased with Federal funds, reimbursement will be 
required from the receiving institution or organization. 

 
Federal Agency In addition to the foregoing approval for transfers outside the University of 
Approval North Carolina system, the Office of State Purchase and Contract also 

requires a request of approval from the Federal agency which originally provided funds for the 
equipment involved and which is continuing sponsorship of the research project at the receiving 
institution. The agency request should be addressed to the University Director of Business Services, 
and must attest to the relevancy and necessity of the equipment transfer for continuing research. 

 
TRANSFER OF FEDERALLY-OWNED EQUIPMENT 

Prior Approval If equipment is still owned and controlled by a Federal agency, such equipment may be transferred with the 
concurrence of the appropriate department head, 
the Business Services Department and approval of the Federal agency. Approval is not required 
from the Office of State Purchase and Contract. 

 
Lead Time When a transfer of property outside the University of North Carolina system is contemplated, the associated 

request should be initiated as soon as possible, and not later than 60 days prior to the planned transfer or 
shipment date of the equipment. A request for transfer of equipment within the system should be 
initiated within 30 days prior to the planned transfer or shipping date. 

 
All transfer requests must contain a description of the contemplated equipment transfer with a list 
including: 

- A description of the equipment along with the manufacturer's name, model and 
serial number; 

- The UNCP Inventory Control number; 
- The source of funds used to acquire the property; - Acquisition date; 
- The reimbursement amount (if any) 
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Transfer of Equipment from Campus 

Transfer Not General purpose equipment, such as desks, chairs, tables, file cabinets, 
All lowed office type calculators, typewriters, lamps, bookcases, reproduction equipment, and similar items 

will generally not be transferred. 

Shipping Unless special arrangements ate made with the sponsoring agency, all 
Charges shipping costs are to be borne by the receiving institution. Copies of shipping 

documents will be forwarded to the appropriate equipment control section at the 
receiving institution. 
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Removal of University Equipment From Campus 

UNAUTHORIZED REMOVAL 

Misappropriation Except as indicated herein, University equipment may not be removed, 
Of State Property          transferred, and/or disposed of. Removal of University equipment without 

approval may result in the individual being prosecuted for misappropriation of 
State property and/or larceny. 

 
PERSONAL USE 

Personal Use Material purchased with University funds is the property of the State and, as 
Not Allowed such, is not intended for personal use. It is, therefore, not permissible to use University 

supplies or equipment for personal use. 
 

AUTHORIZED OFF-CAMPUS USE 

Permission When it may be expedient to remove University equipment from the campus in order to do 
work on University business elsewhere, permission must first be obtained from the Business Office, 
giving the type of equipment, University inventory number, the reason for its removal from the 
campus, and when the equipment will be returned. 

Short Duration In those instances where the need is of a short duration, as overnight or a week-end, prior permission 
from the department head is necessary for removal of equipment from the campus if it is to be used 
for University business. 
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Fixed Asset Management system 

Computerized Computerized data is maintained on all University-owned equipment meeting the 
Data cost criteria of an initial cost of $500.00 or more for computer related 

equipment and S2,500.00 or more for all other equipment. A University inven 
tory number is assigned and entered or. a computerized fixed assets system. 

 
Exceptions: - Where the conditions of a grant require a lower threshold, the 

requirements of the grant. will govern. 
 

- Other items below the threshold may be included at the discretion of the 
agency in accordance with internal management policy (such as 
insured and or/licensed equipment/vehicles). 

 
Information 

Each equipment entry on inventory contains the following information 
 
1. Date of purchase 

2. Complete description ;manufacturer's serial number, model number, distinguishable features)  

3. Assigned University inventory number 

4. Fund from which equipment was purchased (departmental, grant, etc)  

5. Purchase order number 

6. Permanent location (building, room, department) 
 
 
7. Purchase cot 

8. Department equipment is assigned to 
 
 
9. Manufacturer’s name 

10.CCmmodity classification number 
 
 
11. Estimated life 

12.Acquisition method (AM) (purchase, donation, transfer, etc.) 
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Policy statement 10 
 

14.Valuation method (VM) (cost, assigned value, etc.) 
 
15. Salvage value 
 
16. Federal reimbursement code (FRC) 
 
17. Idle code 
 
18.Maintenance interval 
 
19. Condition of equipment (fair, good, poor) 
 
Objectives The objectives of the Fixed Asset Management System are 

To substantiate depreciation and use charges included in the computation of indirect (overhead) 
rates for Federal grants/contracts; 

To document equipment location and book values in the event of fire loss or theft. 

To classify equipment on hand in accordance with the State Classification Code 

To maintain printouts of movable equipment classification codes for analysis of 
equipment availability. 

To improve the security of the University's equipment. 
 
Equipment Changes In those cases where the location of an inventoried item permanently changes, or the item is lost, 

stolen or becomes obsolete, the department head is required to complete a Movable Equipment - Change in 
Location/Notice of Disposal Form. (See Appendix statement No. 67) and send the request to the Business 
Services Department. When assistance is needed to move inventoried University equipment, an approved 
copy of the Change in Location/Notice of Disposal Form will be forwarded to Physical Plant. 

Annual List An annual equipment inventory list will be forwarded by Business Services 
to University departments for physical inventory verification, updating, and certification by 
department heads. 

Spot Equipment Control personnel perform spot inspections of departmental equipment Inspections
 as time permits. 
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Solicitation of Bids and Quotations 

State Statutes The Statutes of the State of North Carolina require the solicitation of formal bids by the State Purchase 
and Contract Division when the total purchase is $35,000.00 or more and the items to be purchased are 
not on State contract. Solicitation of bids and quotations on orders for less than $35,000.00 and for certain 
specified items and services are generally the responsibility of the University Purchasing Department. 
Additionally, State regulations specify that at multiple competitive bids be obtained, if possible, for 
those purchases under $35,000.00. The State indicates no minimum dollar limitation for soliciting 
quotations. 

 
University The Purchasing Department, following University policy, usually solicits bid_ 
Policy or quotations on items being purchased with an estimated cost exceeding 

$5000.00. This action is necessary in order to officially determine the price, 
terms and conditions of the vendor whose product is being sought. 

 
Results of Bid Information submitted in a successful bid or quotation is used by the Purchasing Department as 

a basis for preparing the purchase order. The University Purchase order contains 
instructions to vendors that prohibit a vendor from accepting an order for shipment 
unless the vendor meets the printed conditions obtained through the quotations. 

 
Selection of Bids  If competition is received from the bid solicitation, the requesting department 

will be consulted before the order is placed. Justification from the user is necessary if the lowest bid 
meeting specifications and requirements is not selected. 

Official Bids Solicitation of competitive bids and quotations is the responsibility of the Purchasing Department. Any 
quotations requested by departments cannot be considered official and are to be used only as 
information for the department. Generally, solicitation of quotations by departments only delays the 
placing of the purchase order and should not be done in conjunction with obtaining technical information 
about an item or with specific advance approval of the Purchasing Department. 

 

Time Allowance In issuing purchase requisitions for materials, sufficient lead time must be given to solicit bids, evaluate   
for Bids given to solicit bids, evaluate the bids, place the order, and effect delivery. 
 

Twelve to fourteen working days are generally required to solicit quotations and place a purchase order. 
Formal bids solicited by the State Purchase and Contract Division in Raleigh generally require 
approximately 45 to 60 days. An additional ten days wil l  be required to evaluate the bids and place 
the order. 
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Single Source Purchases 

Sole source On some highly technical items, there will be only one known source. Sole Source for a 
purchase of this type of item without competitive bidding must accompany the purchase 
requisition. The Sole Source Form (see Appendix State No. 68, Sole Source Form) should be forwarded 
to the University Business Services Director and should give the following information: 

- name and address of the suggested supplier; 
- technical specifications which make the equipment unique; 
- names and addresses of other vendors which make similar equipment, 

and an explanation of how their equipment fails to meet required 
specifications. 

 
Supporting Copies of all correspondence including any vendor quotations received in the 
Documentation selection of the special equipment should also accompany the purchase requisition. 
 
Procedures If the request exceeds $35,000.00 in cost, it will be forwarded to the State Purchase and Contract Division for 

processing and, if justified, the request will be certified as "single source" and purchased without recourse to 
formal bidding. If the request is under $35,000.00 and, if justified, it will be processed by the 
University Purchasing Department. 

 
Limited Use This process is infrequently used since there is generally competition for almost any type of 

equipment or supplies used at the University. 
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Waiver of Competitive Bidding 

Circumstances If deemed to be in the public interest, competitive bidding may be waived in 
Permitted waiver cases of emergency, where performance or price competition is not available 

(see Policy and Procedure Statement No. 12, Single Source Purchases) or otherwise as 
provided below. Circumstances permitting waiver and providing for direct negotiation include, but 
are not limited to: where a needed product or service is available from only one source of supply; 
where bids have been solicited but no satisfactory bid(s) received; where standardization or compatibility 
is the overriding consideration; where personal or certain professional services are required; where a 
particular medical product or prosthetic appliance is needed; where an ongoing job or task is involved; where 
products are bought for "over-the-counter" resale; where a particular product or service is desired for 
experimental, developmental or research work; where equipment is already installed, connected, and in 
service and it is determined advantageous to purchase; where there is evidence of resale price 
maintenance or other control of prices, lawful or unlawful, which thwarts normal bidding procedures; 
where the amount of the purchase is too small to justify soliciting quotations or where a small purchase is 
being made and a satisfactory price is available from a previous bid or quotation; where the requirement is for 
an authorized cooperative project with other governmental unit(s) or charitable non-profit organization(s) 
where used item(s) is available on short notice and subject to prior sale. 

Justification The waiver of competitive bidding process, like single source purchase, is infrequently used and subject to 
substantial justification. All requests to waive competitive bidding should be forwarded to the 
university Purchasing Officer accompanied by a purchase requisition and justification. 
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State Purchase Contract 

State Contract. The State enters into annual contracts with vendors to acquire favorable prices for many 
frequently used items (commonly referred to as state contracts or term contracts)- The State 
has contracts with several hundred suppliers, covering several thousand individual items. 

 
Required Purchase  All State agencies, including the University, are required to purchase needed items   
of Contract  items provided by State contract from the contracting vendors. It is not 

permissible to purchase items similar to those on contract and designed to 
perform the same function from a non-contract source. 

 
A complete listing of the items on contract are shown in Appendix Statement No. 69. 

The University Purchasing Department has information on all State contracts and will provide 
detailed information about the many contract items to any department upon request. 
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Standing/Open Purchase Orders 

Standing/Open A standing/open order is a purchase order which has been issued to a 
Orders vendor, against which specified purchases may be made for a specified period of time. When 

repeated purchases of the same type of supply iten are expected, multiple purchase requisitions may 
be eliminated by submitting one purchase requisition to establish a standing/open order. Standing 
purchase orders are issued for supply type items and services only. 

 
Justification Request for standing/open orders are approved by the Director of 
For Use Business Services, provided they are sufficiently justified. Purchases made by 

the standing/open order method are often more expensive and should be considered 
carefully. 
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Policy Statement 16 

Emergency Purchases 

Emergency purchases may be made, as prescribed below. The University is delegated the 
authority to make emergency purchases that exceed $5,000.00 but not $35,000.00 without following 
the prescribed procedure for routine purchases. All such purchases must be reported by the 
University Purchasing Department to the State Purchase and Contract Division with an 
explanation for handling the transaction as an emergency. 

 
Emergency purchases in excess of $35,000.00 must be approved by the State Purchase and 
Contract Division before the purchases are made. 

Definitives Emergencies are defined as: 

"Situations which endanger lives, property, or the continuation of vital programs and require 
immediate, on-the-spot purchases of equipment, materials, supplies or services." 

 
As with all types of purchases, the University Purchasing Department has 
The sole authority for entering into contracts to secure emergency materials. 

 
Emergency requests for purchases should be brought to the Purchasing 
Department by messenger with an explanation of the reason for the emergency Purchase. The 
Purchasing Department will solicit quotations by telephone or telegram, if necessary, obtain 
approval of the State Purchase and 
Contract Division, if required, and place the order. If the situation warrants, the Purchasing Department 
may assign a purchase order number to the transaction and authorize the requesting department 
to place the order by telephone and then submit a purchase requisition on a confirming basis. 

General 

Procedure 
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Confirming Purchases 

Contrary to  Issuing a purchase requisition after purchase is contrary to University  

University Policy  Policy (see Policy  and Procedure Statement No. 5, Purchase 
Commitments/Unauthorized Purchases!. 

Official All Purchases and commitments for outside services are made by issuance of 
Purchase Orders  an official University purchase order by the Purchasing Department. No department or 

individual is permitted to make any such purchase or commitment. Occasional exceptions to 
this policy, however, are authorized provided prior approval of the Purchasing Department is 
secured. 
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Direct Payment/Check with Order Requisitions 

General: A number of purchase requisitions received by the Purchasing Department are suitable for 
submission to the Accounts Payable Office without the necessity of a formal University 
purchase order. In these cases, the generation of a purchase order would serve no useful 
purpose and is, in essence, a redundant step in the procurement process. 

 
Items Qualifying Requisitions qualifying for direct payment include postage, confirmations, 
for Direct Payment  requisitions submitted along with supporting documents for membership dues, book 

purchases/subscriptions, or other requirements where the cost of the item is stated and 
advantages of prepayment are indicated. Direct payment requisitions may not be used for 
equipment purchases. 

 
Purchase requisitions requesting direct payment are to be forwarded to the Purchasing 
Department via routine channels. The requisition must be supported by dues statement, invoice or 
other documentation. Once processed as a direct payment, the originating department will receive a 
copy of the processed requisition indicating a direct payment has been made. 

 
Relation to It should be noted that the procedures applicable herein are not to 
Order Policy  supersede or override any other procurement policy specifically those policies concerning Purchase 

Commitments/ Unauthorized Purchases, Policy and Procedure Statement No. 5; and Confirming 
Purchases, Policy and Procedure Statement No. 17. 
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ADMINISTRATIVE POLICIES AND PROCEDURES 

Purchases from University Facilities 

Central Stores All purchases of supplies and services from University Storerooms or agencies 
Requisitions are requested by means of specified forms as described below and exhibited in the 

Appendix Statements. Most of these supplies and services are on a charge basis although there are 
some services provided at no charge, which will be denoted below. The forms should be mailed or 
carried by messenger directly to the specific department or office to request the materials or 
services. In all cases, the forms must be completed in accordance with instructions available 
online. 

Printing Printing Requisition - for all on-campus printing requirements (see 
Appendix Requisition Statement, No. 70, Print Shop Requisition). Prices are available from the 
Print Shop on a per-job basis. Departments are periodically billed by the Print Shop and are 
notified of such charges. 

Central Stores Use online requisitioning for Central Stores - for basic office supplies Requisition (see Appendix No. 
71, Campus Requisition). Do not include prices on the requisition form. Departments are periodically 
billed by central Stores and are notified of such charges. 

Bookstore Departments/Offices wishing to purchase items from the UNCP Bookstore may do 
so by filling out the Campus Requisition. Appendix M 71. 

 
Your requisition must include the following: 

• Department's Budget Code 
• Item, quantity, and price of the item purchasing 
• Signed by the preparer (one making purchase), Department Head, and Purchasing Agent in 

Business Services. 

If the following items are not completed, your requisition cannot be processed until all pertinent 
information is correctly completed. 
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Purchase from Commercial Vendors 

Use of the A11 requests for materials and services from commercial vendors must be 
Purchase submitted by FRS online requisition unless FRS access is not available. This 
Requisition Manual Requisition is described and exhibited in Appendix f 71. 
 

The completed manual purchase requisition is submitted to the Purchasing Department with the 
requesting department retaining one copy of the requisition as a record. 

 
Processing The processing of the purchase requisition by the Purchasing Department results in the 

issuance of a purchase order (See Appendix 1 73) and/or the issuance of a check and direct 
payment authorization. 
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ADMINISTRATIVE POLICIES AND PROCEDURES 

Avoiding Conflict of Interest 

General All Purchasing functions are delegated to the University by the State. The University 
considers that the same restraint of the law for officials of 
The State Purchase and Contract Division explicitly referenced in the statutes also applies to 
any University personnel involved in a procurement action. 

 
State Statutes The two State Statutes which describe conflict-of-interest situations appear in Appendix 

Statement No. 74, Conflict of Interest: State Statutes. 
 
University Policy  The University's normal policy is not to purchase materials or services from State or 

University employees. In this way, the University is protected from becoming involved in 
conflict-of-interest situations. 

 

Policy Statement 21 



 

 Effective 8/1/86  

 Revised 04/03 

UNC PEMBROKE 
PURCHASING MANUAL 

ADMINISTRATIVE POLICIES AND PROCEDURES 

Solicitation by Sales Representatives 

Sales Since State policy requires that supplies and materials normally be 
Representatives obtained from State contracts or by competitive bidding (except for certain 
Provide small order requests), visits by sales representatives are generally for 
Information informational purposes only. 

Upon the request of department, UNCP Purchasing will request sales representatives to visit 
University departments to keep the departments informed of new items being introduced and to 
assist departments by providing information on various aspects of their products. 

Goods on It is not permissible for a department to receive materials on 
Consignment consignment, pending issuance or a confirming purchase order. Receipt of 

equipment for demonstration purposes is permissible provided no obligation is 
made to the vendor to purchase the equipment. 
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ADMINISTRATIVE POLICIES AND PROCEDURES 

Product and Service Demonstration by Vendors 

From time to time, vendors request that they be allowed to demonstrate a 
new product line or a new service. The University does not prohibit this type of demonstration; but since 
space either in a building or parking lot must be provided, approval must be obtained. 
 
Vendors are to direct any request for demonstrations to the Purchasing Department. Purchasing 
will make arrangements for the demonstration, advise those departments which might have an 
interest in the demonstration, and confirm with the vendor the arrangements that have been 
made. 

The vendor will be responsible for all expenses incurred in the demonstration. The University 
will not accept any responsibility for the equipment while in the custody of the University 
other than normal care. 
 
REQUESTED BY DEPARTMENT 

Arrangements A more common type of demonstration is that requested by a department from a 
vendor of a particular piece of equipment. If these instances, the arrangements are worked out 
between the department and the vendor and require no further approval. 

Expenses All expenses incurred from these demonstrations are the responsibility of The vendor. The 
University will not accept responsibility for the equipment beyond normal care. 

 
PURCHASE AFTER DEMONSTRATION 

No Obligation The demonstration of equipment to a department or to an individual in no 
To Purchase way obligates the University to purchase or lease the equipment or service. Any purchase requests 

issued as a result of demonstrations will be handled in accordance with the normal purchasing regulations 
of the University and the state. 
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ADMINISTRATIVE POLICIES AND PROCEDURES 

Evaluation of Equipment for vendors 

Request for From time to time, vendors may request a department to evaluate equipment 
Evaluation without obligation to purchase. This type of request is more frequent in those 

departments where students may be using the equipment. 
 
Written when a vendor offers equipment for evaluation and the department is willing 
Guidelines to have the equipment installed for evaluation purposes, the department should secure a 

written agreement using the following basic guidelines: 
 

1. Equipment must be adequately identified and described, giving model and 
serial numbers. 

2. All shipping charges are to be paid by the vendor. 
3. Insurance, if any, is the responsibility of the vendor. The University assumes no 

liability for the equipment. The University may agree to exercise normal 
operational care and to avoid abuse of the equipment. 

4. At the end of the evaluation period, the vendor will be responsible for crating and 
shipping by a carrier of the vendor's choice. 

5. The evaluation of equipment for a vendor does not give the vendor permission to 
use the name of the University in any advertisement or as an endorsement. 
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Changes to Purchase Orders 

Purchase Order- When a purchase order is written in response to an offer by the vendor and 
A Binding Contract is based on acceptable terms and conditions, it becomes a binding contract and cannot be 

broken by either party so long as both parties honor the terms and conditions of the agreement. To 
break or cancel the contract requires the consent of the other party. 

When a purchase order is written to a vendor which is not in accordance with the terms and conditions 
previously offered by the vendor, it does not become a binding contract unless the purchase order is 
acknowledged and accepted by the vendor in writing or if shipment is made and accepted. 

 
Changes to Changes to purchase orders, including cancellations, must be approved by 
orders the Purchasing Department. Most vendors are willing to make reasonable changes 

to an order without penalty to the purchaser. Generally, only when a vendor 
has expended funds for fabricating special equipment or made shipment will 
a charge be made for changing or canceling an order. 

 
Procedure any department desiring to make a change to a purchase order should advise 

the Purchasing Department in writing or by phone. A request for a change should include: 

- the purchase order number 
- vendor name 
- a detailed description of the change to be made 

If the change is acceptable to all parties, a change order will be issued.  Copies of the completed 
change order are distributed to all offices which received copies of the purchase order. 
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Expediting, Follow-up and Transaction Inquiries 

Acknowledgement When a purchase order is placed with a vendor, the vendor is asked to acknowledge receipt 
of the order and indicate an expected shipping schedule. 

 
No If the vendor does not acknowledge receipt of the purchase order or does not 
Acknowledgement ship according to the estimated schedule, an inquiry is made to the vendor by the 

Purchasing Department. 

Non-Shipment  When materials are not received according to the promised shipping schedule, the Purchasing 
Department will inquire about the status of an order with the vendor and, in turn,, advise the 
department. 

It is requested that departments not correspond with vendors directly concerning status of 
orders and expediting shipment, unless advised to do so by the Purchasing Department. 
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Returns of Merchandise 

RETURNS TO CENTRAL STORES 

For Credit Supplies purchased in excess of requirements, or supplies which do not meet the specific needs of a 
department, or materials which are found to be inferior may be returned to Central Stores for full 
credit. 

 
No Credit  Credit will only be issued for current purchases. Credit cannot be issued for obsolete materials or 

materials which have been on a department's shelves for a long period of time, even though the 
items may be unused. 

 
RETURNS TO OUTSIDE VENDORS 

 
Vendor's No supplies or equipment should be returned to a vendor for whatever cause 
Permission without first obtaining the vendor's permission and shipping instructions. 
 
Permission and Departments desiring to return materials to a vendor should contact the 
Shipping Purchasing Department, giving the reason for the desired return. The 

Purchasing Department will secure permission from the vendor for return of the 
materials, and will obtain shipping instructions. Upon receipt of return 
authorization from the Purchasing Department, departments should prepare the 
package for shipping and notify Central Receiving to pick up and ship to vendor. 

 
Costs of Since the return of merchandise can be for a number of reasons, such as in 
Return warranty or out-of-warranty repairs, incorrect or defective materials, and over shipment, the 

financial responsibility will depend on the reason for the return. Generally, when materials are 
returned as a result of an error by the vendor or because materials are defective, freight charges 
and other costs involved are the responsibility of the vendor; otherwise, the department for which the 
return is being made must bear the costs involved. Most vendors will charge at least 10% restocking 
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Using Central Receiving 

Central Receiving  Since most buildings on the campus are not accessible by common carrier vehicles, the 
University maintains a Central Receiving Facility for the main campus. When a purchase order is 
issued to a vendor by the Purchasing Department, shipping instructions are given on the order. 
Common carriers deliver the materials to Central Receiving located at the University Warehouse. 

 
Incoming Shipments Receiving personnel accept the shipments, inspect. for visible damage, note number of 

shipping cartons received, delivery point, purchase order number, etc., and prepare for 
delivery to departments. 

 
Campus Delivery Delivery from Central Receiving areas to the requesting department is by University vehicles and 

employees. Deliveries are made to designated department receiving areas for acceptance by 
departmental personnel. It should not be necessary to delay delivery personnel by inspecting contents of 
shipments at time of delivery; only verify the number of shipping cartons. Should discrepancies or 
damage to contents be evident upon latter inspection, report same to the Receiving Department. 

 
Direct Delivery A department may elect to have certain materials delivered directly to the department because of the 

nature of the materials or because of the quantity of the materials involved. In these cases, the common 
carrier is responsible for the materials until they are delivered to the requesting department's receiving 
area. The receiving individual will be required in these cases to sign the common carrier's bill of 
lading. It should be noted that all shipments of this type should be prepaid freight; and, accordingly, collect 
freight should not be accepted. This is usually denoted on the receiving document. Further, the 
materials should be inspected for visible freight damage prior to signing the bill of lading. If there is 
damage, do not sign for the shipment and notify the Receiving Department immediately. 

 UNCP Post Office serves as the shipping agency for the University.  

Shipping A department desiring to make shipments by common carrier, United Parcel Service, or Air Freight 
should make its request on the appropriate form and include department name, account number, and 
any authorized signatures required. The form should also include complete shipping address, 
number of packages, and if insurance is desired. The form and package should then be forwarded to 
the appropriate UNCP Post office area. If necessary, Receiving Service will pick up large parcels 
or freight. 
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Receiving Purchased Items 

Receiving  Purchased items are received through the Central Receiving. 
Options   
 
 
Central  
Receiving         Central Receiving, located in the Business Services Building receives materials shipped to the University. 

Packages are checked in on a receiving report and then placed on University delivery vehicles 
and redelivered to the delivery point designated on the requesting department's purchase order. 
Every effort is made at Central Receiving to deliver all materials within 24 hour:; of arrival at the 
Central Receiving. 

 
Verify  Only shipping cartons, packages, etc., are checked by Central Receiving personnel. When 

Central Receiving redelivers the goods, the requesting department acknowledges receipt of the 
packages. The requesting department should check the shipment for specific content upon delivery, 
not later than three days after receipt. 

If  the contents of the delivery are not in agreement with the vendor's in voice, the requesting department 
should contact the Receiving Department. If the shipment is discovered to have concealed damage, this 
must also be reported to the Receiving Department immediately. 

Damage If damage is discovered, all packing material and the shipping cartons should be retained until an 
inspection report is received from the shipper and instructions are obtained as to the disposition of the 
damaged material and the ship ping carton and packing. The Purchasing Department will handle 
correspondence with the carrier and/or vendor concerning credit for, or replacement of, the 
damaged merchandise. 

Direct  There are some materials, such as subscriptions to magazines, exceptionally delicate equipment and 
equipment delivered directly by vendors (rather than by commercial carrier) which are not received 
through Central Receiving. Materials sent by the vendor directly to the requesting department 
should be opened and inspected as soon as possible for compliance with the order as it appears on the 
purchase order as well as for concealed damage. Any discrepancies in the shipment or damages should be 
reported to the Receiving Department. 
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Printing and Duplicating/Off Campus 

All Orders to University policy requires that all orders for printing and duplicating be 
University submitted to the University Print Shop (Appendix # 70). Exceptions to this policy are those items 

that can efficiently and economically be duplicated on University-owned equipment other than that 
which is located in the University Print Shop, and those items that require 
techniques/equipment. beyond the scope of the University Print. Shop and/or cannot be 
economically produced by the University Print Shop. In all latter cases, the request should be 
forwarded to University Purchasing for commercial printing. 

Lead Tines  Lead times require for timely delivery of printed matter will vary, depending on the type job, volume and 
deadlines. Time allowed between a printing request and delivery of "Commercially" procured printing should 
be 45 days and at least 90 days where formal bids are required. 

Procedure  All off-campus printing and duplicating requests should be submitted on a printing requisition 
accompanied by specifications, samples if available, and appropriate copy. 
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University Copy Centers 

General 

Charges 

Service  
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Federal Surplus Property 

The State of North Carolina operates a Federal Surplus Property Warehouse in Raleigh for 
use by State agencies desiring Federal Surplus Property. The ware house is located at 1950 
old Garner Road. Federal Surplus Property is available to the University at a minimal charge. 
A wide assortment of supplies and equipment is regularly available, with many items applicative to 
the needs of University departments. 

Authorization to use the surplus facility is obtained from the University Pur chasing Department on 
request. The Purchasing Department prepares a letter which authorizes the using department to buy 
through the Federal Surplus Property Warehouse. Only those items which have a known value to a 
department and which have relatively immediate application should be purchased. 
 
Items obtained from Federal Surplus must be used in accordance with Instructions on the signed 
agreement prepared by the Federal Property Agency. Federal Surplus Property may not be 
acquired for personal use nor can it be disposed of except in accordance with instructions 
printed on the agreement form. Major equipment items normally have substantial restrictions on use 
and length of use. 
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ADMINISTRATIVE POLICIES AND PROCEDURES 

State Surplus Property 

General The State of North Carolina operates a State Surplus Property 
Warehouse in Raleigh for use by State agencies and the general public in obtaining Surplus 
State property. The warehouse is located on Hwy. 64 West, 1.3 miles from the State 
Fairgrounds; a wide assortment of supplies and equipment, including vehicles, are available for 
inspection and purchase by State agencies and the general public 

 
PURCHASES BY STATE AGENCIES 

No Purchase Purchases by the University from State Surplus property are accomplished by 
Requisition contacting the University Purchasing ") Department and requesting permission to purchase. 

PERSONAL PU RCHAS ES BY INDIVIDUALS 

Personal Individuals may make personal purchases from the State Surplus Property 
Purchases Warehouse by bidding on items they desire._ Lists of items available and bid forms may be 

downloaded from the State's Website. 
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University Surplus Property 

Surplus Property The Purchasing Department is responsible for disposition or transfer of all surplus and 
excess property. Departments which have surplus or excess property should contact the 
Purchasing Department for instructions or. disposition. 

 
Trade-in of Some used equipment has value when used as a trade on the purchase of new 
Surplus Property equipment of the same type. Examples are office machines and scientific equipment. 

When used equipment is to be traded an on new equipment, this notation should be made 
on the purchase requisition for the new equipment. The used equipment should be 
identified by model number, serial number, description, and University inventory number. In 
soliciting bids, the used equipment will be offered as a trade-in allowance. 

 
Obtaining University departments are offered the use of equipment which has been turned 
Surplus Property into Surplus Property. Normally, there is no charge made for this equipment. Periodically as 

equipment is declared surplus, an itemized list will be mailed to all University departments, giving 
quantity. description, and charge. Departments interested in acquiring surplus items off the list 
should contact Business Services as soon as possible after receipt of the list. Items not transferred to 
University departments after a period of five days will be put up for public sale. 

 Departments interested in surplus property item should visit the warehouse 
 And inspect the material to ensure suitability. Since the material is on a "first come first-serve basis", 
Business Services should be advised of interest asked to hold the desired items until arrangements are 
made for transportation. 

 
Disposal of  All disposals of University-owned surplus or excess equipment are handled by 
Surplus Property The Business Services Department. In general, such items are made available for sale to 

the public at the UNCP Property Retail Store. When equipment has become obsolete or has no 
further value to a department, notification to that effect must be given to the Purchasing 
Department. State Budget Policy prohibits any credit to departmental budgets as a result of these 
sales. 
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Purchasing Used Equipment 

General The University does not recommend the purchase of used equipment. It 
is not generally considered to be in the best interest of the University to purchase used 
equipment in most cases. This does not apply to the purchase of Federal, State, or University surplus, as 
surplus equipment offered from these agencies is priced at a very nominal figure. 

 
Demo Often companies will offer at special prices demonstrator equipment under 
Equipment now warranty conditions. Offers of this type are usually worthy, but cannot be 

accepted without first offering competition an opportunity to quote on 
similar equipment. 
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Rental and Lease of Equipment 

General All requests for rental and leasing should be forwarded to the Purchasing Department on 
a purchase requisition. 

 
Lease or Rental The request should be accompanied by a memorandum explaining the need for 
Requests leasing or renting rather than purchasing; a copy of the proposed leasing agreement, if available, 

and any other communication available concerning the request. The Purchasing Department will 
review the request and take necessary action consistent with standard purchasing procedure. 
Requests will be approved only when there are circumstances justifying lease over purchase. 

Lease agreements are for a definite period of time, usually one to three years, and cannot be cancelled 
during the life of the lease. However, a lease may be entered into with the option to purchase the 
equipment during the life of the lease or at the end of the lease period. If it is determined that the leased 
equipment will be needed on a continuing basis, it is usually more economical to exercise the option to 
purchase, provided funds are available to make purchase. 

Rental agreements are similar to lease agreements, except that rental agreements are normally for an 
indefinite period and can be terminated by the rentee after giving notice, usually thirty days in advance. 
The initial cost of some equipment is so great that when this type of equipment is required, it may be 
more economical to rent on a continuing but indefinite basis. Also, new, updated versions of 
this type of equipment are constantly placed on the market, making it unwise to invest 'Large sums in 
equipment which may soon be obsolete, 

Utility Before requesting the purchase, rental, or lease of equipment requiring 
Requirements connection to utilities (gas, water, electricity, piped air, etc.), assurance should be obtained 

that the required utilities are available, or can be made available, at the site. The Director of 
Physical Plant should be contacted concerning these matters and must approve the purchase 
requisition prior to submittal to the Purchasing Department. 
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Equipment Requiring Utility Service 

Utility Before requesting the purchase of equipment requiring connection to 
Requirements utilities (gas, water, electricity, piped air, etc.), assurance should be obtained from Physical Plant 

that the required utilities are available, or can be made available, at the site. The Director of Physical 
Plant should be contacted concerning these matters and must approve the purchase requisition prior to 
submittal to the Purchasing Department. 

Before requesting the purchase of equipment requiring connection to voice, data video or fax 
communications, assurance should be obtained from UCIS that the required communications lines are 
available, or can be made available at the site. 
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Delivery Within Fiscal Year Purchase is Made 

Statutes The statutes of the State of North Carolina require that unexpended appropriated 
funds be reverted to the state at the end of the fiscalyear unless special permission 
is given by the State Budget Division to carry them forward to the next fiscal year. 
State policy additionally requires delivery to be made before payment can be made for 
the goods or services. 

Procedure In order to obtain delivery before the end of the fiscal year, the following procedure 
must be followed: 

Since delivery on many equipment items may require as much as 60 days or more, orders 
must be placed as early in the year as it is possible to anticipate the need. This does not 
preclude placing purchase orders late in the fiscal year; but if delivery cannot be made 
before June 15, payment will be from the next year's budget. Orders cannot be placed 
contingent upon receipt of the goods prior To the end of the fiscal year. 

 
Delivery for Departments anticipating the need for supplies or equipment to be 
Next Fiscal delivered after July 1 and charged against the next year's budgeted funds may 
Year process purchase requests prior to June 30 provided that the requests carry the 

notation, FOR DELIVERY WITHIN NEW FISCAL YEAR, TO BE CHARGED AGAINST NEW 
YEAR'S BUDGET. The purchase request will be encumbered by Accounts 
Payable against next year's funds immediately after July 1, provided delivery 
is not received prior to July 1. 
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Object Coding-Explanation of Expenditure Accounts 

The Business Services Department has the final responsibility for classifying and fund coding 
all purchases made by the University. 

It is necessary, however, that the requisitioning department indicate its departmental 
account number on its purchase requisition and, in addition, indicate the proposed expenditure 
account number or line as may be applicable. 

Listed on the following pages is an explanation of basic expenditure accounts; grants and contract 
expenditure accounts differ somewhat and are segregated in the following listing. Should there be 
questions concerning account codes, please contact the Purchasing Department or the Accounting 
Office. 

An abbreviated version of the Coding/Explanation of expenditure accounts may be found at 
www.uncp.edu/co/finJaccounting/coaliumeric.htm 
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Cash Purchases and Reimbursement 

Cash Purchases 
and Petty Cash 
Procedures 

When the nature of certain operations requires cash expenditures for minor 
items, such is allowable within the policy herein provided and reimbursable 
by cash (not to exceed $30) or by voucher. Supplies and materials which are 
available through the Central Stores, Bookstore, or from State contracts may 
not be purchased this way. Specific approval must be obtained from the 
Purchasing Department before cash purchases can be made. Receipts for 
expenditures must be obtained and attached to the requisition. The following 
requirements MUST be MET: 

Requirements a. The receipts must set forth a complete description of the 
 

b. 

C. 

d. 

materials purchased or the services rendered. 
Receipts must be original. The only exception is where a firm uses 
standard business forms and issues its receipt on a standard 
carbon copy form which has imprinted therein "Customer's invoice" or 
like designation. 
The receipt must be positive evidence of payment. when vendor's 
printed invoice forms are used as receipts, the invoice must 
clearly indicate that it was paid. Receipts cannot be accepted or 
processed which bear evidence of alteration. 
The receipts and requisition with departmental approval should be 
submitted to the Purchasing Department for final approval. Once approved, 
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Purchase and Rental of Office Machines 

Annual Contracts  The State enters into annual, contracts for the purchase of most office machines. The types of 
machines covered by the contracts are: manual typewriters, electric typewriters, electronic typewriters, 
adding machines, calculators and dictating machines. Requests for machines other than those available 
from contract require special approval. If a desired machine is not on contract, you will be furnished with a 
machine justification questionnaire for completion. The questionnaire is then returned to the Purchasing 
Department along with the purchase requisition. 

 
Procedure If the purchase of a new machine is to replace an older one, the description of the old machine should be 

listed on the requisition, including the model number, serial number, and the UNCP inventory number. 
The old machine will be traded in, placed in surplus for issuance to another University department, or sold 
as surplus. 
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Purchase of Subscriptions and Periodicals 

Mailing All subscription purchases from University funds must be mailed to a 
Address University business address. All subscriptions, additionally, must be relevant to University business 

or programs. 

Information in order that subscriptions to magazines or periodicals might be handled 
with a minimum of delay, it is necessary that the proper information be furnished to the publisher or 
subscription agency. The purchase requisition should give the following information: 

 
a. Name of publication 
b. Name and address of publisher 
c. Name and address of subscription agency, if publication is to be 
    ordered from company other than publisher. 
d. Whether the request is a renewal or a new subscription. In either 

            case, attach the renewal notice/invoice or brochure from the 
            publisher showing the price and terms of sale. When the price is known 
          on renewals, the Purchasing Department will authorize a direct payment. 

e. Length of time the subscription is to run, giving the starting date 
         and the ending date 

f. Exact mailing address to which the publication is to be sent; i.e.: 
g. 

UNC Pembroke 
School or Department  
P0Box1510 Pembroke, NC 
28372  Attn: Mr. John C. Doe 
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Purchase of Office and Lounge Furniture 
Furnishings, Carpet, and Draperies 

Furniture  The State maintains contracts to almost all types of furniture required for offices and lounge 
areas, and all University requirements must generally be met from these contracts. 

The Purchasing Department has personnel to assist departments in -.electing furniture and 
furnishings and, thus, should be consulted on the types of furniture available before a purchase 
requisition is issued. 

 
Furnishings Works of art, paintings, drawings, pictures, plaques, plants, etc. desired for aesthetic value must 

generally be purchased with non-State appropriated funds. 
 
Carpet Prior to ordering carpet, a check should be made to see if doors will need adjustment to allow free 

movement over the carpeting. Requests for necessary maintenance work should be prepared and 
submitted to the Director of Physical Plant prior to carpet installation. Additionally, when the carpet 
arrives or prior to the arrival, arrangements for moving necessary furniture should be made with 
Physical Plant. The carpet company is not responsible for moving furniture; unless requesting 
department is willing to pay for this service. 

 
Draperies Draperies to be used primarily for aesthetic purposes may not be charged to State funds without special 

approval of the Vice Chancellor for Business Affairs. Draperies needed for justifiable acoustical purposes 
may be charged to State funds. The Purchasing Department will give advice on fabric available and type 
of installation. 
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Purchase of Refreshments, Sundries, etc. 

Allowable from Refreshments (coffee, donuts, drinks, etc.) may not be purchased with state 
Specific Funds appropriated funds. Such purchases may be allowed, however, against certain 

grant, contract, or trust funds, providing the funding agency will allow the 
expenditure or if the requirements of an internal conference are met. 
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Purchase of Flowers 

Allowable from Cut flowers, flower arrangements, and live plants desired for aesthetic value 
Specific Funds in offices and lounges may not be purchased and charged to State funds. 

Purchase of flowers or flower arrangements in these cases may only be made 
against Trust funds. 
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Purchase of Christmas Decorations 
And Greeting Cards 

Allowable from Christmas decorations or other seasonal decorations may not be charged to 
Certain Funds state funds. Unless a department has Trust funds which may be authorized 

for such uses, decorations and greeting cards are the responsibility of the 
individual making or authorizing the purchase. 
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Purchase of Personal Convenience Items 

Allowable Only  The purchase of personal convenience items nay not be made with State funds.  
From Trust Funds  Such purchases may only be made against Trust funds. Listed below are 

representative items normally considered in this category. Should you have 
questions concerning an item not listed. contact the Purchasing Department. 

 
Desk Sets (Decorative) 
Coffee Makers 
Radios, TVs etc. (Educational use excepted) Foot    
Warmers * 
Personal Heaters * 
Fans * 
Brief Cases 

 
 

* Requires approval of Physical Plant 
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Purchase of Live Animals for Research 

Federal Federal regulations require certain animals; such as, cats, dogs, monkeys, and other large 
animals to be shipped, housed and handled in accordance with specific rules. The 
University, at present, does not have facilities for these types of animals. 

 
Rodents Rodent animals are not covered by the same Federal regulations as other animals; and, 

accordingly, these may be ordered following normal purchasing procedure. 

Single-Source Since the acquisition of animals cannot be based on competitive bidding 
Procurement according to standard specifications, the Purchasing Department authorizes 

purchase orders to be issued to various animal farms on a single-source 
basis. 
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Purchase of Radioactive Materials 

Authorization for  The possession and use of radioactive materials by the University must be 
Use    approved by the U. S. Nuclear Regulatory Commission. Permission to obtain and use 

  radioactive material is granted to a faculty or staff member who can demonstrate, 
  through training and experience, that these materials with be used in a safe and 
  proper manner consistent with all regulations. 
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Purchase of Controlled Substances 

Federal Controlled  The possession and use of controlled substances (drugs having no accepted 
Act   medical use or drug:; having potential for abuse) are governed by the Federal Controlled   

Substances Act of 1970. This law requires every person who manufactures, distributes, 
prescribes, administers or dispenses any controlled substances to register annually with the 
U. S. Department of Justice, Bureau of Narcotics and Dangerous Drugs. 

 

Infirmary Use The University Nurse is registered for the University as the authorized official to purchase controlled 
substances for infirmary use only. This registration can-lot be used to purchase controlled 
substances for instructional purposes, research or other clinical applications. Practitioners and 
individuals within the University desiring to conduct research or otherwise handle controlled substances 
must obtain individual registrations from the Bureau of Narcotics and Dangerous Drugs. Purchases of 
controlled substances cannot be made by or for the University without proper registration. 
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Purchase of Minor Construction and Building 
Repair and Alteration 

General Almost all minor construction and building repair and alteration are handled through the Physical 
Plant Department.. Since the University requires that any physical changes to buildings be 
approved by the Director of Physical Plant, 
it is necessary that Physical Plant personnel perform the actual work or, if it has been contracted to 
commercial companies, supervise the work in progress. Requests for services in this category should be 
sent directly to the Physical Plant for an estimate of the cost and time estimate for commencing and 
completing the work. Detailed specifications should accompany the request for the estimate. 

If it is determined that the department shall absorb costs involved, an estimate is made and returned to the 
department. If the department desires to proceed with the work after receiving the estimate, a 
purchase requisition is sent to the Purchasing Department along with the specifications. A 
purchase order will be issued to the Physical Plant for the work. 

Nor Required  There are occasions in which there is no charge for repair and alteration under certain circumstances. In  
these cases, it is not necessary to submit a purchase requisition; the request may be made directly to the 
Director of Physical Plant. 

 

Major Projects Request or reports concerning major alterations or renovations should be directed, in writing, to the Director 
of Facilities Planning and Construction. 

 
The capital improvement project form and departmental special project form are available at 
www.ancp.edu/fpc/access. 
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Consultant Services 

Definition In accordance with State policy, the employment or securing of services of a consultant 
requires special approval. Services of a consultant of an advisory nature shall mean work or 
tasks) performed by State employees or independent contractors possessing specialized 
knowledge, experience, expertise, and professional qualifications to investigate assigned 
problems or projects and to provide counsel, review, analysis, or advice in formulating or 
implementing improvements in programs or services. This includes, but is not limited to the 
organization, planning, directing, control, evaluation and operations of a program, agency, or 
department. 

 

Exemptions This policy does not apply to contracts for attorneys employed by the State pursuant to the 
provisions of G.S. 147-17; to contracts for physicians or doctors providing direct medical care 
for the clientele of any State agency or to contracts to provide services without compensation 
to the provider of the services or to his employing agency. (Also see Policy and Procedure 
Statement No. 54; Contractual Services, Item No. 7, Personal Services.) 

Justification It is the policy of the State that State agencies shall acquire consultant 
Required services only after it is determined that the function for which the 

Consultant is retained cannot be reasonably accomplished by employees of the agency seeking 
such services; that the use of a consultant is reasonably necessary to the proper operation of the State agency; 
that the estimated cost is reasonable as compared with the likely benefits or results; that funds are available 
for such contract; that the contract is in the best interest of the State, and that all rules and regulations of the 
Division of Purchase and Contract have been or will be complied with, all as determined by the Governor or 
his designee and the Division of Purchase and Contract. In acquiring such service, competition shall 
be sought whenever practicable. No agency of State government may contract for services of a consultant 
nature except in accordance with the provisions of these rules. 

 
Other State It is the policy of the State that, whenever possible, consultant services 
Agencies shall be obtained from other State agencies when the services available from 

other State agencies substantially meet the reasonable specifications of the 
requesting agency. 

 
Authorization Before receiving authorization to seek consultant services, the department 

shall submit to the Business Service Department written justification for its request for consultant services. 
This written justification shall, at a minimum, explain what services the department desires to secure; 
why the work to be performed by the consultant cannot be reasonably accomplished by employees 
of the requesting department; how the work to be performed relates to the proper functions of the 
department; what benefits the department expects to receive from the consultant's services; what the 
department estimates to be the cost of the services sought; what potential sources of consultant services, if 
any, the department has identified; and such additional information as may be required. If the department is 
requesting authority to contract for consulting services outside of State government, it shall also detail what 
potential sources of those services were not available from those sources. The written justification 
shall be approved by the Department Head or Dean. 

Review The documents submitted by the department requesting authority to retain consultants will be 
reviewed by the Purchasing Department and upon approval, forwarded to the State Purchase and 
Contract Division for review. Upon 
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completion of this review. The University will be advised, subject to such conditions as 
may be prescribed by the State to: 

 
1. canvas additional sources within State government, or 
2. solicit proposals from private contractors, State agencies, or both, or 
3. execute a negotiated contract(s) without competitive proposals, or 
4. abandon the project for being outside the scope of the department's responsibilities    
or for having insufficient benefit to the State relative to the potential expenditure of 
funds. 

 
Proposals Once the University receives approval to solicit proposals for consultant services, the 

Purchasing Department will proceed with other necessary action in accordance with 
prescribed policy. 

Invalid Any contract executed without the approval of appropriate University 
Contracts officials, the State Division of Purchase and Contract and the Governor or his designee shall 

be void and no State funds shall be expended pursuant to any such contract. Any employee or 
official of the State of North Carolina who executes a contract without this approval shall be 
liable to repay any amount expended pursuant to such contract plus court costs. 
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Contractual Services 

In accordance with State policy, the securing of contractual services requires special approval. 

Definition Contractual services shall mean work performed by an independent contractor requiring 
specialized knowledge, experience, expertise or similar capabilities wherein the service rendered does 
not consist primarily of acquisition by the State of equipment or materials. The services may include (by 
way of illustration not limitation) services; such as, maintenance of buildings of equipment, auditing, film 
production, employee training, food services (provided that the service is not primarily for review), 
analysis or advice in formulating or implementing improvements in programs, or services in which 
case consulting procedures would be applicable. For the purpose of clarification, equipment service 
contracts are contractual services and subject to the rules and regulations herein. 

Exemptions The following types of services shall be exempt from adherence to procedures for securing 
contractual services: 

1. Services provided by individuals by direct employment contracts with the State. 
2. Public utility services (gas, water, and electricity). 
3. Telephone, telegraph and cable services furnished by those companies 
4. Services provided which are subject to published tariff rates as 

established by the interstate Commerce Commission. 
5. Services which are merely incidental to the purchase of supplies, 

materials, or equipment. 
6. Contracts for construction of and structural changes to public buildings. 
7. Personal services provided by a professional individual on a temporary or occasional 

basis including (by way of illustration not limitation) those provided by doctor, 
dentist, attorney, architect, professional engineer, scientist, or performer of the fine arts 
and similar professions; this exemption applies only if the individual is using his/her 
professional skills to perform a professional task. 

8. Services provided directly by an agency of the State, Federal or local government, or 
their employees when performing the service as a part of their normal governmental 
function. 

9. Any other service designated to be exempt by the State Purchasing Officer, or 
his authorized representative 
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Contractual Services 

Competition It is the general policy of the University to acquire contractual services by seeking competition.. 
The final decision-making authority in regard to any phase of procurement or performance of 
any contractual service is the Purchasing Department. 

 
Determinations Before a department of the University shall seek to obtain a contractual 
of Fact service, it shall make all of the following determinations: that funds are available to cover the 

total cost of the service; that the desired level of quality of the service is adequate and 
reasonable for the purpose intended; that all rules, regulations and procedures referred to 
herein has been or will be complied with; that obtaining the service is in the best interest of the 
University. 

 
Forward to After all determinations listed above are made, they shall be incorporated into 
Purchasing a letter of justification and forwarded to the Purchasing Department. Once 

approved, the Purchasing Department will take necessary action to secure the 
requested services, either by competitive bidding or negotiation. 
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Service Contracts 

General Most equipment generally requires service to continue in proper operating condition. For 
equipment which cannot be serviced on campus; such as, specialized scientific or electronic 
apparatus, it is often most economical to arrange for a service or maintenance contract with the 
manufacturer or service agency. The cost of service on this equipment, which must be borne 
by the using department, usually includes a service call charge, labor, and parts charge each 
time repair or maintenance is required. While parts and supplies are usually not covered in the service 
contract, the savings on service calls and labor charges can make the lump sum payment for a service 
contract very reasonable. 

Service Contracts  As indicated in Policy and Procedure Statement No. 54, Contractual Services, service contracts 
are Contractual  are contractual service and may be initiated by submitting a purchase requisition to the Purchasing 
Service  Department, in addition to the justification memorandum. 
 
Service Request Service contracts should be renewed by the requesting Department on a yearly Basis. Once equipment 

in covered on a maintenance contract, service may be requested by the using department directly 
from the manufacturer or service agency. 
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Motor Vehicle The University owns and operates a Motor Vehicle Fleet referred to as the 
Fleet "University Motor Fleet." This fleet consists of all trucks, vans, buses, and specified four-door 

passenger vehicles. 
 

The University also operates a motor vehicle f leet consisting exclusively of passenger 
vehicles which are owned by the State Motor Fleet  Management Division. These 
vehicles are referred to as the “State Motor Fleet.” 
 

Vehicle Purchase      The State enters into annual contracts with certain truck and automobile manufactures 
contracts for furnishing the State's requirements of trucks, buses, station wagons, and automobiles. All 

requirements for new vehicles must be in compliance with these contracts. Station wagons, 
automobiles, and most trucks must be selected from the approved models listed on the annual contract. 
Requests for non-contract models must be accompanied by satisfactory justification for deviating from 
the contract. If approved, bids will be solicited for special requirements. 

 
Additions to Additions to the University fleet (trucks, vans, buses, and specified 
Fleet passenger vehicles) require the approval of the Vice Chancellor for Business Affairs. Additional or 

replacement passenger vehicles generally cannot be purchased by the University and must be 
secured from the State fleet. Additions to the State fleet require the approval of the Vice Chancellor 
for Business Affairs and the State Motor Fleet Management Division. 

 
General Use When travel by car is determined to be feasible, a State or University 
Policy vehicle, when available, should be used instead of a private car. Procedures for using vehicles owned by 

the University and State are set forth herein. The following laws and regulations apply to University and 
State vehicles. 

 
Official Business State-owned/University-owned vehicles shall be used for official State business only. G.S. 14-247; 

private use of publicly owned vehicles: "It shall be unlawful for any officer, agent, or employee of the State of 
North Carolina, or any county or of any institution or agency of the State, to use for any private 
purpose whatsoever any motor vehicle of any type or description whatsoever belonging to the State." 

Driver Violations  Drivers shall observe all local and State ordinances pertaining to the operation of motor vehicles. 
Any fine imposed for any violation which was under the control of the driver shall be the responsibility 
of the driver. Towing charges as a result of a violation are the responsibility of the driver. 

 
Hitchhikers, Hitchhikers are not permitted to ride in State/University-owned vehicles. 
Passengers Spouses & children of State employees may accompany them in State cars, it 

Ample space is available and all travel is strictly for official State bus non--.. 
 
Operators, Non-State employees may accompany State employees in State/University cars 
Drivers when they have a business interest in the travel. Non-State employees may not operate 

State/University cars. 
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Parking, Storage When a State/University-owned vehicle is used for official travel, parking and storage tees and tolls 
are legitimate charges to the State, provided necessary receipts are obtained. 

 
Off-Duty Travel At the employee's destination, State/University vehicles may be used prudently for travel to obtain meals, 

but not for private purposes or for entertainment while off duty. No common carrier or public 
transportation fares are reimbursable on a trip on which an employee uses a State vehicle, unless it 
is shown that such transportation was more economical in a particular situation. 

 
Gasoline and  The University provides commercial gasoline credit cards to University Motor  
Service Credit  Fleet vehicles as required. Although gasoline companies may promote the use  
Cards of their charge cards for such charges as meals, motel rooms, or other services, 

it is not permissible for the University-held cards to be used for any service 
other than those associated with the operation of State-owned vehicles. 

Commercial credit cards are not to be used when the necessary services are available from State or 
University-operated facilities. Gasoline and oil should be obtained from the University service pumps 
whenever possible. 
Charges for gasoline from local service stations will require an explanation for not using University 
pumps. 

State Motor Fleet vehicles, assigned to the University Motor Pool have Gasoline credit cards 
assigned with each vehicle. These cards must only be used in the vehicle to which the cards 
are assigned. The State Motor Fleet Management Division assumes financial responsibility for 
purchases on these cards. Additionally, University Commercial gasoline credit cards are not to be 
used in State Motor Fleet Vehicles. 

 
Accidents Reporting of accidents shall be in compliance with all local and State ordinances. In addition, the University 

Safety Officer should be notified in writing within seventy-two (72) hours of all accidents involving an injury 
or physical damage. 

Please refer to Physical Plant website for future information: 
www.uncp.edu/physicalplant/motor_pool 
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Motor Vehicle Service and Repair 

Services The University operates an auto and truck garage, located adjacent to the University Warehouse. 
Departments needing service for State/University cars are to use the University Garage. 
Services provided by the Garage include: 

 
Lubrication and oil chance 
Minor engine tune-up Alternator and 
starter repair Electrical and lighting 
repair Muffler and tail pipe repair Tire 
repair or replacement 
Antifreeze service and cooling system repair State 
inspections service Local road service for stalled 
vehicles 

 
Frequency of University vehicles are to be serviced (lubrication and oil change) in 
Service accordance with manufacturers' recommendations for service. It is the 

department's responsibility to request service at appropriate intervals from 
the University Garage. 

Service Away If necessary to secure vehicle service during travel, use a University 
From Pembroke commercial credit card or State Motor Fleet Management Division credit card at 

commercial garages. Repair services, if possible, should be obtained from a 
State Agency garage rather than commercial garage. 

 
Emergency Repairs Emergency repairs are allowable provided necessary receipts are obtained and cost does not exceed 

$100. For State Motor Fleet vehicles, emergency repairs in excess of $100 must have prior approval and a 
repair authorization number from Motor Fleet Management Division in Raleigh (919) 733-4043. 
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Repair of In-Warranty Equipment 
Equipment Most equipment is warranted by the manufacturer for a period of time against 
Warranty faulty parts or workmanship. Such equipment is generally supplied with a 

warranty card which is to be completed and returned to the manufacturer 
as 
soon as the equipment is received. Unless this warranty card is returned 
promptly. some manufacturer will not recognize their liability for the repair 
or replacement of the equipment. 

Coverage Generally, a manufacturer is responsible for replacement or repair only if The defective 
equipment is returned to an authorized repair center, freight prepaid; and then sometimes only 
the defective part is replaced at no charge. Replacement labor costs may be charged to the 
customer. 

 
Local Service  Fortunately, most of the companies from which the University makes purchases maintain 

service centers or engineers in North Carolina and will perform the necessary repairs on location 
without charges for either parts or labor. 

 
Request for A request for in-warranty service for all types of equipment should be submitted to the  
Warranty Repair Purchasing Department for referral to the vendor, unless specific: arrangements have been 

otherwise ride. 
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Repair of Office Machines 

Length of Most new typewriters and calculators have a 90-day warranty against defects 
Warranty and the manufacturer's local service-engineers will keep the machines in good 

operating condition during the life of the warranty. warranty service is obtained 
by calling the local service representative. 

Service for Rental or leased typewriters and other office equipment generally provide 
Rental/Leased service with the lease agreement. Service or repair calls for leased or 
Equipment Equipment rental equipment should be made to the nearest service representative. 
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Upholstery Services 

Purchase Upholstery service is obtained by submitting a purchase requisition to the 
Requisition Purchasing Department. The requesting department will contact as upholsterer, 
Required who will make an estimate. Upon approval by the requesting department, the 

requesting department will coordinate the actual work. 
 
Upholstery vs.  Consideration should be given to the merits of upholstery service, when many  
Purchase times a new piece of furniture may be  purchased at approximately  the same cost. The Purchasing 

Department will lead assistance in this area. 
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Federal Excise and State Sales Tax 

Federal Excise UNC Pembroke, being an agency of the State of North Carolina, is exempt from 
Tax the Federal Excise Tax. The Purchasing Department must furnish The State of 

North Carolina Exemption Number to vendors of items subject to the Federal 
Excise Tax, indicated as follows: 

                                                            FEDERAL TAX EXEMPTION 
                                                              CHAPTER 32, INTERNAL REVENUE CODE 

REGISTRY NO. 56 70 0047 K 
                                                           FOR EXCLUSIVE USE OF NORTH CAROLINA  
                                                               STATE GOVERNMENT AND PUBLIC SCHOOLS 
 
State Sales Other than for those categories of items exempted by law, all purchases of 
Tax supplies and materials by the University are subject to State and County Sales and Use Tax. All State 

sales taxes are figured on the total cost, excluding freight costs, if the shipment originated 
within the State. If the shipment originated outside North Carolina, the freight costs are also 
taxable. 

 
Where items are being traded in as part of the payment, the State sales tax is figured on original sales 
cost rather than on the net cost. 

 
Exemptions Items Generally Exempted from Sales Tax 

1. Items purchased for resale by the University are exempted. The sales tax is collected and paid 
at the point of sale. Purchase requisitions coveting such items must bear the notation, "Tax 
Exempt - Purchase for Resale." Vendors whose sales are exempt from the tax based on resale 
must have on file an exemption certificate. When appropriate, the Purchasing Department will 
furnish the vendors with the exemption certificates. 

 
2. Purchases of services; such as, laboratory tests and analyses. 

 
3. Purchases of seed, feed for livestock, or poultry, fertilizers, insecticides, and herbicides. 

4. Labor portion of charges for repairs to equipment when labor can be identified as a 
separate charge. 

5. Repairs and alterations; such as, painting, masonry work, electrical work and plumbing where the 
order is for the vendor to furnish labor and material. The vendor pays the tax on the materials that are 
used and figures the tax in the total cost. If the University buys the materials for a repair vendor to use, 
then the purchase of the materials is subject to sales tax. 

 
6. Rental of real property. 

7. Certain orthopedic products designed to be implanted in the body or prescribed by 
a physician to be worn on the body 
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Ethyl Alcohol Regulations 

The procurement and use of tax-free ethyl alcohol are authorized by special permit granted to 
the University by the U. S. Treasury Department, internal Revenue Service. The Chemistry 
Storeroom is designated as the curator of all tax-free ethyl alcohol used at the University. 'The permit 
outlines the authorized uses in the following manner; 

1. Preserving specimens of anatomy, biology, and natural history 
2. General reagent work in chemical laboratories 
3. Research and laboratory work in research laboratories 
4. Patient care and laboratory uses incidental to the care of patients 

at the infirmary. 
 
Ethyl alcohol cannot be used for any purpose other than that listed on the permit. The handling 
of tax-free alcohol is controlled as to use as follows: 
 

1. Tax-free alcohol must never be sold. 

2. Tax-free alcohol must be used on the premises named in the permit (UNCP, Pembroke, 
North Carolina). 

3. Tax-free alcohol must never be used in the manufacture of food flavors, flavoring extract, 
food products, or beverages. 

 
4. Tax-free alcohol cannot be loaned to another person or institution, even if such person or 

institution is also authorized to use tax-free alcohol. 

5. Tax-free alcohol cannot be sold or issued to doctors for use in private practice even if 
these services are performed in the hospital. 

 
6. Research laboratories authorized to use tax-free alcohol in pure research must 

discontinue using tax-free alcohol when the research program is completed or 
discontinued. 

  

Policy Statement 64 

Uses 

Audits All alcohol releases are checked by Federal auditors for strict compliance 
with the permit as well as for quantities used. The auditors not only check the issue records to ascertain 
correctness, but may also check the supplies of the using department. 

Storage Ethyl alcohol is requisitioned from the Chemistry Supply Room. The regulations state that there be 
released only the quantity that is expected to be used over a short duration of time--daily or, at most, weekly. 



 
 Effective 8/1/86 
 Revised 04/03 

7. Tax-free alcohol must not be used as a cleaning agent in repair work and machine 
shops. 



 
 Effective 8/1/86 
 Revised 04/03 

UNC PEMBROKE 
PURCHASING MANUAL 

ADMINISTRATIVE POLICIES AND PROCEDURES 

United Parcel Service 

Information UNCP is an official shipper with UPS. Your department will call Central Stores for package 
pick-up. 

1. Pick-up and delivery is on a daily basis. 2. All 
packages must be in a box. 
3. No packages will be accepted that weigh over 100 lbs. 
4. Next Day Air Service for your important letters and proposals is available. 
S. The Campus Post Office will bill your department at the end of each month for all 

departmental shipping charges. 
 

Personal packages may be shipped for full-time faculty and staff. 

 

Policy Statement 65 



 
 Effective 8/1/86 
 Revised 04/03 

UNC PEMBROKE 
PURCHASING MANUAL 

ADMINISTRATIVE POLICIES AND PROCEDURES 

Authorization for University Food Service 

The University Food Service requires authorization to properly meet your food needs. 
 

1. If you want to take a small group to lunch in the cafeteria, you may use a Guest Meal Slip; these may be 
obtained from your Vice Chancellor. 

2. If you have special food needs (receptions, dinners, etc.), send the University Food Service a requisition. 
This requisition must include purpose of function and number expected to attend. 

 

Policy Statement 66 

 



 

Appendix  67 

UNC PEMBROKE 

-TRANSFER OF MOB ABLE EQUIPMENT 
-CHANGE IN LOCATION 

-DISPOSAL 

This form is to be used to notify the Business Services/Surplus Property Department of 
any change in equipment. 

Transfer the following items: 

FROM: Dept: _________________________________ - Bldg: ________________  
 

UNCP#___________________ DESC: ___________________ RM# __________ 
UNCP                                                       DESC: ___________________RM#__________  
UNCP#___________________DESC: ____________________RM# __________ 
UNCP#___________________DESC: ____________________RM# __________ 
UNCP#___________________DESC:____________________ RM# __________ 
UNCP# __________________DESC: ____________________ RM# __________ 

TO: ( ) Another Department 
Dept: ________________________________________  
Bldg & Rm#: _________________________________  
Point of Contact & Ext: ________________________  

( ) Surplus Property 
( ) Relocated within our department 

New Location is Bldg: _________________  Rm#:______________  
( ) Check here if equipment listed above has been lost or stolen. 

Contact Campus Police. 

Transfer initiated by: ______ Date: _______  
Author ized by:             Date:___________________  
 
Send this completed form to Business Services/Surplus Property. Arrangements will be 
made to either transfer or remove the equipment. Any questions can be referred to the 
Business Services/Surplus Department at extension 6349. 

**TO BE COMPLETED BY SURPLUS PROPERTY** Date Work 
Order Called In: _________________________ _ Date  Moved:  
Transaction date/initials Moved by: 



 

 Effective 

8/1/86 

UNC PEMBROKE 
PURCHASING MANUAL 

ADMINISTRATIVE POLICIES AND PROCEDURES 

Justification Memorandum 

The justification memorandum is not a specific form. The term is used to reference a memo or letter which must be 
prepared by a requesting department to justify the purchase of certain items or the use of a specific purchasing method. 
The specific instances requiring the use of a justification memorandum are described throughout this manual. 
 
A justification a memorandum may be in any format and of any length. It should be addressed to the Director of Business 
Services. The purhase requisition referred  to in the justification memorandum sh:ould be attached. 

Each justification memorandum is prepared for a unique situation; therefore, the information necessary in each is 
different. 

 

Appendix 68 



 Purchasing Director's Sig. Date Requestor's Signature Date 

Requisition No.: 

JUSTIFICATION FOR SOLE SOURCE PURCHASE Appendix   68 

Must he completed for any item over 52,500 or more and substitution of supplier or item is not acceptable i

 TO BE COMPLETED BY REQUISITIONER: 

REQUISITIONER: _____________________  DEPARTMENT: _________________________ 

ITEM DESCRIPTION:___________________________________________________________  

FUND SOURCE: STATE AUXILIARY GRANT OTHER 

2. Substitution of requisitioned item(s) is not possible because: (check all that apply) 

• Item must match existing equipment (explanation required) 

• No Other item meets the following specifications: 

• Available substitutes not acceptable because: L _ 

Other: 

3. Substitution of Supplier is not possible because supplier is: (check all that apply) 
 

The only known manufacturer The only know distributor The only source for service The 
best source of service The only supplier that can deliver by _____________________  
Other_______________________________________________________________  

Prior to submitting this requisition, did you investigate other possible sources? Yes__  NO__ 
 

If YES: 1) Did you obtain quotes from the other sources? _YES _NO If YES, attach copies 
2) Is this Vendor's price lower than the other sources? YES NO. If NO, please justify the 
additional cost. 

5. Sole Source Vendor, Address, Telephone Number and Fax Number and Point of Contact: 

I/We, the undersigned, certify the above to be true and correct to the best of m/our knowledge and belief and the user 
and/or undersigned does not have a financial interest in the above named vendor. 

 
PURCHASING APPROVAL DEPARTMENT APPROVAL 

Purchasing Buyer's Signature Date Requestor's Name and Title Ext. 
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;t,-,.;Res:dUa Fuel Oil 
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1999 Office Desk Calendars 

1

. 

A 'a. 

• a2gbdM 

Acilda k; Act ivi ty School  Busea.~ 
• Activitv School Buses. 66, 54. 36 Achly Buses - Rear Engine 

~ 
Agreement (Licensing) 

~_________________  
L ~ Air Condition and Heater Products 

Air Condition, Retrofit for School & Activity Buses 
u __________________  
a. Air Filters 

Air Conditioners, Window 

• Air P____ Tools 
a _________________________  
a OWN Enamel 

Alkaline Papers and Einvelcipes 

u ______________________  
~_______________________  u 

Alternative Fueled Vehicles 
Aluminum Cooking Utensil 
Ambulatory Aids (Wheelchairs) 

u 
Anti Infective Products 

• _________________ Antifreeze a  

~ ___________________  
a ________________  
a ___________________________  
a _______________  
~ ________________________ 
u ___________________________  

Alphabetical Listing ~~~ K~~~ 
...~-.,.~~_~'_.~'...-',""~,~ 

Words for Term Contracts 

«69 

Switch 

= = - 

=~ 
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4 __________________  
~ ____________________  
a______________________  ~ 

• Argon. Welding Grade 
a Art Materials 

Audio-Visual Stands and Cabinets 
Autodesk Software 
Automatic Transmission Fluid 
Automobiles and Station Wagons 

• Automobiles, Law Enforcement 
Automotive Car Batteries 
Automotive, Industrial Parts 
Awards. Bus Driver Safe 
Awards. Service 

~B 13' 
. 

• Eaa FiRteers 
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Ball Bearings 
Bail Point Pens 
• Ballas 
Band Daters 

Bandages 
Baskets, Canvas Hamper 
Baskets, Waste Paper 
• Bathroom Tissue. Recycled 
• Batteries, Drycell Flashlight 
• Batteries. Storage 
• Battery Operated Polishers 
• Battery Operated Scrubbers 

Bay Networks 
• Bench Grinders 

Binders, Fillers. Forms 
• Binding. Textbooks, Library 
• Biohazard Can Liners 
• Biohazard Kits 

Biological Media 
• Birth Control Items 
• Blinds, Venetian 
• Blood Collection Tubes/Needles 
• Bloodborne Pathogen Packs 

Blotters. Desk 
• Board, Bristol 
• Boards. Marker 
• Boards, Bulletin 
i Boards, Tack [Tackboardsl 
• Bodies Truck and Utility 
• Bond Paper 
• Bookcases 
Bookends 
• Books 
• Brake Drums and Rotor Trucks 4 

Brake Fluid 
• Brake Parts 

Brass Washers, Maptacks, Pins 
Bridges, Computer 

• Bristol Board 
• Brooms. All Types 
• Brushes, All Types, 
• Brushes. Art 
• Brushes, Paint 
• Builders' Tools 
• Bulletin Lr a • Burn Sup; hss 

s Bus Driver Safety Award Pin 

• Buses, School. Activity, 66. 54, 36 
• Buses. School. Activity. 21, 14 
a Buses. School. Activity and rear engine transit. 
z Buses School, Conventional and rear engine transit. 
• Buses. School, and Activity (Retrofit air conditioning). 
• Business Cards, Flat Printed 

Business Cards, Thermographed -
........................... 

m...._______ „ 

ce 
• Cab Over Engine 
• Cabinets. Safety Storage 
• Cabinets, Wardrobe 
• Cable-Ignition, Starter 

Appendix 69 
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Cables 
Cablinq 

• Cafeteria Tables. Mobile 
Calculator Ribbons 
Calculators. Electronic 
Calendars, All Types 
• Cameras and Related Equipment y 

Can Liners 
• Cans. All Types 
a Car Care Products 
• Car Rental 
• Carbon Dioxide Extinqui$hers 

Carbonless Sets 
• Carburetors 

Card Files 
Card Trays 
Cards, Index (File) 
• Carqo Vans 
• Carpet and Carpet Cushion 
• Cartridge Filters 
i Cartridges, Oil and Air 

Carts Mail 
• Cassette Recorders 

Catalog, online, for Office Supplies 
• CD Players 
• Cellular Telephone Service a 
Centrex Station Equipment 
• Cereal Breakfast Foods 
• Chains, Tire 
z Chair Desks, Movable 
z Chairs. Ergonomic 
a Chairs, Metal Foldinq 
a Chairs. Office, Upholstered z 
Chalk, Drawinq 2 Chalkboards 
• Chart Tablets 
z Chassis and Cabs 
3. Chassis Grease 
a Check, Printer. MICR Chemicals 

and Biological Culture Chemicals, 
All Types a Chip Board 

• Classroom Furniture 
• Classroom Furniture. Mobile 
• Cleaners. Chalkboard 
• Cleaners. Vacuum 

Clipboards 
i Cloths, Wipinq s 
Clutches 
is Collection Kits 
• Combination Padlockg 
• Composition Books 
• Computer Furniture 
a Computer Projection Devices 
• Computer Paper and Labels 

Computers (Micro) 
i Computer Software, Dateease 
• Computer Software, Sybase 
a Compute- So't.var~ DCA/Attachmate 
• Comp..- _________ 3',1 Vale" 
s Corn:; sI : =____ 4',.tcdesk 

A,pend,x 69 
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Computer Software, Oracle 
• Condoms 

Conference Tables 
• Construction Pacer 
• Continuous Stock Forms and Labels 
• Contraceptives, All Kind* 
• Cookies 
• Cookinq Utensils-Aluminum 
• Cooktops 
• Coolant* 
• Coolers, Water 
• Copiers 
• Covers, School Bus Seats y 

CPR Kits 
• Crackers Cookies and Snack Items 
• Crayons 

Credenzas 
• Cube Ice Makers z 

Cut Pine Carpet z 
Cutlery Cutter 
Assemblies 
• Cutters. Paper 

D1)~ • Data Projectors 
Data Racks 
Daters, Band 
• Dental Instruments 

Desk Calendars Desk 
Pad Calendars Desk 
Tvpe Staplers 
Desks (Wood), Credenzas, Conference Tables 
• Diaphragms 

• Dictionaries 
Diesel Fuel Tankwagon 
Diesel Fuel Transport 
• Digital Electronic Telephone z 
Dining Tables 
• Disc-Clutches 
• Dishwashers 
• Disinfectants 
• Dispensers 

Dispensers Ice Makers s 
Disposable Gloves 
• Disposable Syringes 
• Disposable, Briefs. Underpads 
• Disposal* 
• Domestic Appliances 
• Door Lock Sets 
• Door Mats and Mattinq 
• Dot Can Liners 
• Dressings, Surgical 
• Drugs and Medicines 
y Dry Chemical Extinquisher* 
• Dry-Erase Boards 
• Drycell Batteries and Flashlights 
• Dryers 
• Duplicator Paper 
• Dust Pans 

N-pendix 69 



 

 

 NCPC TC Listing. Keywords hip wNwv.doa,state.nc.us PandC'ke%,%ont.htm 

 30:13 117.iOo 4.48 PM' 

E 
• Easel Pads 
• Electric Lamps and Ballast§ 

Electric Pencil Sharpeners 
• Electric Ranges 
• Electric Water Coolers 

Electricity Courses 
• Electricity Teaching Equipment 
• Electro Magnetic Ballasts 

Electronic Calculators 
i. Electronic Thermometer 
• Electronic Typewriters 

Electronics Courses 
z Electronics Teaching Equipment 

Emergency Medical Kits 
• Emergency Vehicle Batteries 

Endoscopic Products 
• Engine Parts, Bearing, Piston 
• Envelopes Recycled and Alkaline a 

Equipment Stands Erasers 
• Erasers, Chalkboard 
• Ergonomic Chairs 

Examination Gloves 
Expanding Files 

• Extinguishers, Fire 
• Eye and Face Prctectc,s 

F 
• Face Shields 
• Facsimile Transmission Devices 
• Fan Belts 
s Fax Machines 
Fax Memos. Tape Flags 
• Fiber and Corn Brooms 

Files. All Types 
• Files. Hardware 
• Filing Cabinets, Lateral 
z Filing Cabinets Steel, Vertical 

Filing Supplies 
• Film, Photographic 
• Filter Cartridges. Air Replacement 
• Filters. Air 
• Filters, Oil and Air 
• Filters, Replaceable 

• Fire Extinguishers s 
First Aid Products 

Flags, US and NC 
• Flake Ice Makers 
• Flashers 
• Flashlight Batteries 
• Floor Finishers 
• Floor Maintenance Machineg 
• Floor Maintenance Materials 
• Floor Scrubber Batteries 
• Floor Seals 
• Floor, Dust and Scrub Brushes 
• Flu Vaccine 
• Foam Filters 

Folders 

Appendix 69 
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• ' ft. 
•   Cans 
• Garden Tractors 
• Gas Ranges 

Gas. LPG 
• Gases, Welding. Medical. Scientific 

Gaskets 
Gasoline, Tankwaaon 
Gasoline, Transport 

• Gear Type Tractors 
• Glasses, Safety Prescription 

Glassware and Plastic vare 
• Gloves, Surqical. Examination. Vinyl 

Glue Stick 
Glue Cement, Paste 

• Goaales. All Types 
• Golf Cart Batteries 
• Greases 

Guides, All Types 

• 4 
Hampers 
Hand and Platform Trucks 

• Hand Soap 
• Hand Tools and Related Accessories t  

Handles, Mop 
Hanqinq Drawer Frames 

• HEPA Filters 
• Hiah Pressure (Sodium) Lamps 

Highlighters, All Kinds 
• Horns 
• Hose Clamps 

Hose. Industrial, Garden 
• Hoses 

HUBS (Bay Networks) 
HUBS, Computer 

• Hydrostatic Type Tractors 

I 
a Ice Makers, Makers/Dispensers 
• Ignition and Electrical Part§ 
• Incandescent Lamps 
• Incontinent Care Product§ 
• Index Cards 

Index Cards. File 

Food Supplements and Infant Formula 
• Form. Three Part Purchase Order 
• Form W-2. 1099 Mailer Envelopes 

Forms 
• Formula, Infant 
Frames, Hangtnq Drawer 
• Freezers 
Fuel Oil, #2 Tan"-wagon 
Fuel Oil, #2, Transport 
Fuel Oil, #6, Residual 
• Furniture, Classroom, Wood 
• Furniture. Computer 
• Fuses 
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Index Strips 
Indexes 
Industrial Hose 
• Industrial Power Tools 
• Industrial Vacuums 
• Infant Formula 
• Infection Control Products 
• Influenza Vaccine 
• Infrared Tympanic Thermometers 

Ink and Related Items 
• Instructional Art Materials 

Instructional School Paper 
z Instruments. Precision Measure 
Intelligent HUBS 
• Intrauterine Devices 
• Intravenous Administration Sets a 

Irrigation Solutions 
• IV Solutions 

Jt • Jacks Hydraulic. Hand. Floor 
• Joints 

............... 

Ka 
• King Pens, Steering and Suspension 

LLi 
Lab Equipment and Supplies - Schools and Agencies 

• Labels, Computer 
Labels, Reinforcements and Seals 
Laboratory Chemicals 

• Laminating Equipment and Supplies 
• Lamps 
• Lamps (Automotive, Industrial Parts and Supplies) 

Laptop Computers 
Laser Printers 
• Lateral Filing Cabinets a 
Latex Flat Paint 
• Latex Semi Gloss 
• Law Enforcement Vehicles 
• Lawn Tractors 
• Lawnmowers 
• LCD Panels 
• Lectern 
a Ledgers 

Legal Pad Holders 
Legal Pads Letter 
Openers 
Letter Trays and Stackers 
Lever Type Staplers (H.D.) 
• Library and Textbook Bindinq a 

Licensing Agreement Ligation Clips 
• Light 
• Liners, Can 
• Lining Brake 
• Locks. Devices and Hardware 

• Looped Pine Carpet 
LPG Gas 
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M a 
Mail and Canvas Hamper Carts 
Mail Carrierg 
a Marine Batterie;i 
Markers, All Kind;i 

• Marker Boards, 
Mats Chair 

• Mats. Door, Vinyl. Fiber 
• Maxivans 

• Measuring Instruments 
• Media Filters 
• Medical Gase§ 
Medical Instruments 

• Medicines, Drugs 
• Mercury Lamps 
• Metal Classroom Furniture 
• Metal Folding Tables and Chairs 
• Metal Halide Lamps 

• MICR. Check Printer. 

Microcomputers 
• Microphone 
• Microscopes 

• Microsoft Licensing Agreement y 

Microwave Ovens i_ Mimeo Paper 
• Minivans 

• Mobile Cafeteria Tables 

Mobile Ruqqedized Computers 
Moisteners 

• Monitors TV 
y Mopping Outfits 
• Mops. Wax Applicators and Handles 
• Motion Picture Proiectors 
Motor Fleet Gas Credit Card z 

Motor Oil 
• Mount Board 

• Mowers. Lawn 

v Mufflers 
• Multipurpose Extinguishers 
• Music Paper 

N* 
• Napkins. Paper Recycled 
is Needles Blood Collection 
Network Cards 

• Newsprint 
• Night Latchet 

Note Pads and Holders 
Nozzles, Spray 
Numbering Machines and Supplies 
z Nutritional Solutions 

.... 

OG - 
• Odor Counteractants 

Office Chairs. Upholstered 
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• Office Dictation Equipment 

• Office Paper 
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- Offset Paper 
Office supplies (Online Electronic Cataloa1 
• Oil and Air Filters and Cartridges Oil. 

Motor 
• Oral Contraceptives 
• Orange Can Liners 
a Ovens 
• Overhead Protectors 

Pa • Pad Filters 

• Padlocks 
Pads 

Pads Stamp 
• Pacers 

Pails. Waste Cans and Receptacles 
• Pails, Water 
a Paint and Paint Materials 
• Paint Brushes 
• Paint Rollers 
• Paints, Powdered. Finqer 
• Panel Filters 

Panels -LCD 
• Panic Devices 

Paper Cutters 
Paper Fastening 
Paper For Adding Machines 
• Paper Napkins. Recycled 

Paper Punches 
o Paper Towels, Recycled 

Paper Trimmers i Paper, 
Computer 

• Paper, Office 
s Passenger Wagons Pencil 

Sharpeners and Parts Pencils 
• Pencils, Art 

Pens and Markers, All Kinds 
• Personal Protection Packs 
• Photocopiers 

Photographic Equipment and Supplies 
• Pianos. Vertical 
• Pickups 

a Pills. Birth Control 
Pins, Thumb Tacks 

• Pipe Tools 
• Plastic Containers 
• Plastic Tableware and Trays 

Plasticware. Glassware 
• Polishers 
• Polyethylene Gloves 
• Polyethylene Can Liners 
• Porch and Deck Paint 
• Portable Computer Projection Devices s 

Portable Equipment Stands 
• Portable Sound Systems 
• Portable Vacuums 

Post-It Notes 
• Preonancv Kits 
• Premixed Medications 

Appendix 69 
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R* 
Radiator] 
Rags 

• Railroad Board 
• Range Hoods 
• Range  
• Rear Engine Style Activity Bus 
• Recappinq, Tire 
a Receivers. TV Recycled 

Binders Recycled Filinq 
Supplies Recycled Office 
Supplies 

Recycled Papers and Envelopes 
• Refrigerators 
• Refuse Containers Regular 

Gasoline. Tankwaqon Reqular 
Gasoline, Transport 

Rental Vehicles a 
Repairing, Tire 

Reproduction Sound Equipment 
• Research Instruments 

Residual, #6, Fuel Oil 
a Retrofit School & Activity Buses (Air Conditioninq). 
Ribbons. Typewriter, Calculator 
• Rim Night Latches 

Ring Binders, Recycled and Virgin 
• Rivets Brake 
• Rollers, Paint 

Rollinq Ball Pens 
Routers, Computer 
Ruled Pads Rulers 

Sft • Safety Cabinets 

• Safety Cans 
• Safety Disposable Syringeg 
• Safety Glasses. Prescription 
• Saws 
• School Bus Seat Covers 
• School Buses, Actnnty. 22 
• School Buses, Activity, 65, 53 

• School Buses, Conventional and Rear Engine Transit 
Scissors 

Prescription Safety Spectacles 
Printers and Peripherals 
• Printer, Check. MICR 
• Projection Equipment 

Projector Table 
• Projectors and Accessories 
• Projectors - Data Video 

Propane Fuel. Tankwagon a 
Pumps 
z Pupil Tables ana Chairs 
• Purchase Order Forms. Three Part 

Q Q 
• Quartz _a°l:a 
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Screens and Accessonel 
• Screens, Projection 
• Scrubbers 
• Seals 

Seat Covers 
• Seating, Upholstered. Commercial 
• Sedans All Sizes 
• Select 
• Service Awards 
• Sewing Machines 
• Shears 

Sheet Protectors 
• Slide Protectors, Silent 
• Slide Pro)ectors. Sound 
• Snack Items 
• Soap, Hand. Bar, Lotion. Liquid 
• Software 
• Software, Dataease z 

Software, Sybase 
Software, DCA/Attachmate 

• Software IBM "Valu" 
• Software, Autodesk - 

Software. Oracle 
• Solid State Ballasts 
z Sound Recordinq Equipment 
• Sound Systems. Portable 

Spark Plugs 
Specialty Gases 

• Spectacles, Non-Prescription 
• Spermicidal Products a 
Sponges 

Spray Nozzles 
Sprinklers 

• Stage and Theater Lamps 
• Stainless Steel Ware, Cutlery 

Staplers and Related Items 
Staplers. Medical z Station 
Wagons 
• Steel Storage Cabinets 

Stenographers Notebook Padj 
• Storage Batteries 

Storage Files, Boxes 
• Stripper, With or Without Ammonia 

• Surgical Dressings Surqical 
Endoscopic Produeti 

• Surgical Gloves 
• Surgical Instruments 

Sutures 
Syringes and Needles, Disposable 

T$ 
• Tables, Metal Folding and Storage Dollies 

Tables. Metal Foldinq 
i Tables, Projector 
• Tablets. Writinq 
• Tableware. Plastic 
• Tackboards 

Tacks, Fasteners. Clips, Clamps 
• Taciboard 

Tankwagon Gasoline 

Appendix 69 
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Tape (Office Suppliesi 
• Tape Recorders a 

Tapes (Surgicall 
• Tax Forms, Mailers, Envelopes 
• Telecommunications Telephone 

List Finder and Refills 
• Telephone, Cellular service 
• Telephone, Digital. Electronic 
a Television and Video Equipment 
• Thermostats 

Three Part Purchase Order Form a 
Textbook Bindinq a Thermometers. 
Electronic 

• Thermometers. Tympanic 
• Tire Chains 

ai Tire Recapping and Repair Service z 
Tires and Tube Tissue Culture Labware 
z Tissue, Bathroom, Recycled 

• Toner Cartridges. Remanufactured 
• Tools 
• Towels. Paper Recylced 
• Tractor Batteries 
• Tractors, Agricultural 
• Tractors. Lawn and Garden_ a 

Traffic Paint I< Transcribing 
Equipment Transfer Storage Files 
z Transmission Fluid 
• Transmission Parts 
a Transparency Making Equipment 
• Transparency Making Materials 

Transport Gasoline 
• Trays, Cafeteria 
• Truck Bodies 
• TruckBus/Off Road Batteries 

• Trucks Compact Thru 25000 GVWR 
Trucks, Hand Type 
s Tubes 
• Tubes. Blood Collection a 

Tufted Carpet z TV Lamps z 
TV Monitor Carts a TV/VCR 
Cabinetg Twine 
a Tympanic Thermometers 

Typewriter Correction Material 
Typewriter Ribbons Typewriter 
Type Cleaner 

y Typewriters, Electronic 

U 4 
• Uniforms (Launderable) 

UNIX Workstations/Servers And Peripherals a 
Upholstered Seating, Commercial 
• US and NC Flags 
z Utensils -Aluminum Cookinq 
• Utility Bodies 

Appendix 69 
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V S Appendix 69 
Vaccine Flu 

• Vacuum Cleaners 
• Vans. All Types 
• Vehicles. Law Enforcement 
• Vehicles, Alternative Fuel Types: Passenger Law Enforcement, Trucks. Vans and Sport Utility Vehicles 
_ Vein Access Products 
• Velcro Seat Covers 
• Venetian Blinds 
• Vertical File Cabinets 

Video Equipment 
Vinyl Back Carpet 

• Vinyl Gloves c 
Vises 

W  

• Wallboard 
a Wardrobes 
z Ware, Stainless Steel Hospital 
• Washino Machines 
• Waste Cans, Baskets 
• Water Colors 
• Water Coolers 
• Water Healers 
• Water Pails 
s Wax Applicators 
• Weather Receiver 

•  Welding Helmets and Goaoles 
• Welding. Medical and Scientific Gases 
• Wet/Dry Vacuums 
• Wheel Bearinq Grease 
• Wheel Weights 
a Wheelchairs and Ambulatory Aids 
• Window Air Conditioners 
• Windshield Wipers 
• Wiping Cloths 
is Wire Ropes and Clips 
• Wiring. LAN Data 

Wood Caseaoods 
Wound Closure Products 
• Woven Carpet 
• Wrappna Paper 

X4 
• X-Ray Cassettes and Screens 
• X-Ray Chemicals 
• X-Ray Film 
• X-Ray Parts 

Back to P & C Home Page 
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Quick Copy 

INSTRUCTIONS 

Collate: 

 
Cut: 

 S

 
Staple: 

Numbering: 
 S

Stitch: 
 

One Two Three 
 S

Perforate. 
 

 

Holes Drilled: Left Right Top 
 

 

 

Pad 
 

 Sheets per pad   

S

S

Card: 
 

Business: Panel: 
  S

Plastic 
Binding: 

    S

Fold: 
 

 
1!3 

  S

 
Paper: 

 
Size: 

  

Color: 
 

     

 

arbonless: 2-pan 3-pair 4-part 
  

 

Typesetting 

    S

 
-Negative is). 

    S

 

Stripping Negatives: 

   S

 

Metal Plates: 

  

 

Name Plate for Desk: Base Holder. 
 

 

Sign- Size: 

  

 
S

S

 
Letterhead: Department: 

  S

 

Envelopes. Department: 
  S

 

SVI instructions to be written on order form TOTAL CHARGE
 

  

 
 

requested by: 

SECRETARY______________________  

Approved by: 

FOR PRINTING OFFICE USE ONLY 

  Offset Panting  __________________________________________ Color Copier 

No. Of Originals _____________________________  Copies of Each Original ____________________________________  

2
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Side: ____________________________________  Total Copies_____________________________________________  
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P50 - REQUISITION HEADER SCREEN 
 

REQ TYPE: BUYER CODE QUOTE DATE:  
  CONTACT:  

VENDOR:  

ADDRESS:  

START DATL
PHONE#: - 

CITY 
- FAX# 

STATE:_ ZIP: 
AMT ACCT# PCT ACCT# AMT 

   

DELIVER TO CODE: 

PCT 

 REQ TEXT 

 PICK UP BY  

DELIVERY DATE:   _ 

254 OR 25L - LINE ITEM ENTRY 
  

UNIT S TRD DISCT EXTENDED PRICE Line QTY UOM 
001 
DESCRIPTION -4   

UPO 
_ 

  TAX CODE  

    

UNIT S TRD DISCT EXTENDED PRICE Line QTY UOM 
002 
DESCRIPTION:_#   

UPO 
_ 

  TAX CODE.  

UNIT $ TRD DISCT EXTENDED PRICE Line QTY UOM 
003 
DESCRIPTION:_#   

UPO 
_ 

  TAX CODE.  

UNIT $ TRD DISCT EXTENDED PRICE Line QTY UOM 
004 
DESCRIPTION.-4   

UPO 
_ 

  TAX CODE.  

UNIT S TRD DISCT EXTENDED PRICE Line QTY UOM 
005 
DESCRIPTION   

UPO 
_ 

256 - REQUISITION TRAILER SCREEN 
REQ SUBTOTAL TAX: TOTAL:_ 

 

214 OR 252 - REQUISITION APPROVAL SCREENS 
DEPT HEAD/DIR APPROVAL: DATE: 

 

ADDITIONAL APPROVAL DATE:  

 

Prepared by: ______ 

ApceMi x 
11 

REQUISITION LNPI'T/AUTHORIZATION FORM 
REQ#:___________  PO#: _________________  

Date: _____________________  
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UNC PEMBROKE 
PURCHASING MANUAL 

ADMINISTRATIVE POLICIES AND PROCEDURES 

Purchase Requisition 

The Purchase Requisition is used by all departments and agencies of the University to request materials or services from 
commercial establishments, as described throughout this manual. This form is also used to request certain materials and 
services from University agencies; such as, the Students Supply Store. 

The Purchase Requisition is also used to request payment for services or materials from companies or individuals which may have 
furnished services and materials on a confirming basis. Although normal services of a contractual nature and the acquisition 
of materials are not. handled on a confirming basis, there are certain requests that are best handled in this manner, as described 
throughout this manual. The Purchase Requisition is also used for processing direct payments as detailed elsewhere in this 
manual. 
 
Using the Purchase Requisition 

1. The requisition should be as complete as possible including department name, delivery information, vendor number, 
appropriate budget code and sales tax. The complete description, price and address of the suggested vendor, if known, should 
be included. All amounts should be extended and totaled. 

2. The use of terms; such as, boxes, cartons, packages, etc., should be avoided as these are not standard quantity 
order units. Exact piece count, such as 20-cent stamps rather than 6 rolls, etc., should be entered. 
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3. Retain a copy of all requisitions for your file. 



 

 

UNC PEMBROKE 
PURCHASING MANUAL 

ADMINISTRATIVE POLICIES AND PROCEDURES 

Purchase Order 

Description The Purchase Order is a form which is used as the University's official contract document for 
securing services and materials from commercial vendors. Since the 

 Purchase Order is generated by the Purchasing Department, instructions on how 
requisitions are transferred are not detailed in this manual. 

Each Purchase Order implies the following: 

Terms and 1. This order is placed subject to shipment at prices, amounts and 

Conditions  transportation rates indicated on the face of this order. 

 2. Each shipment must be shipped to address and marked to the attention of the 
Department indicated on the face of this order, labeled plainly with our 
order number. 

 

3. Complete packing list must accompany each shipment. 

 4. No freight is to be shipped collect or C. 0. D. 

 5. Materials received in excess of quantities specified herein may be, at our 
 

6. 

option, returned at shipper's expense. 

On all invoices subject to discount, the discount period will be calculated 

 

7. 

from date correct invoice is received in this office, or from date of 
delivery of shipment at destination, whichever is later. 

Each invoice must be accompanied by an original bill of lading when shipment 

 

8. 

is made by freight or express. 

All invoices and shipping papers are to be sent to the Accounts Payable 
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VENDOR FAx i CU0 E NO.:000TE DATE  EXPECTED DE, EP, DATE 
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%S

 

ACCOUNT NO. J  ACCOUNT NO. a  

S 

GV~1TT• w • neSCmRT10N UNIT-RICE FXTFNSJON 
      

Oue tions? Contact The Buyer Shown 
Above Regarding This Purchase Order TOTAL 1  

UNC Pembroke 
Business Services 

PURCHASE OROpR")X 73 

In, oice To: AccomlfJ Payable 

t!NCP 
P O Boc 1510. Pembroke. NC 2072-1510 

VENDOR SHIP TO 



 

 

Page 
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Signature _____________________________________  Date ____________________________________________________ PURCHASIN(: OFFICER
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UNC PEMBROKE 
PURCHASING MANUAL 

ADMINISTRATIVE POLICIES AND PROCEDURES 

Conflict of Interest 

The two North Carolina Statutes prohibiting conflicts of interest by public officials are General 
Statute Section 14-234 and 14-236: 

 
14-234. DIRECTOR OF PUBLIC TRUST CONTRACTING FOR HIS OWN BENEFIT. 

If any person, appointed or elected a commissioner or director to discharge any trust wherein the State or 
any county, city, or town may be in any manner interested, shall become an undertaker, or make any 
contract for his own benefit, under such authority, or be in any manner concerned or interested in making 
such contract or in any profits thereof, either privately or openly, singly or jointly with another, he shall 
be guilty of a misdemeanor. Provided, that this section shall not apply to public officials transacting 
business with banks or banking institutions in regular course of business: Provided further, that such 
undertaking or contracting shall be authorized by said governing board. 

14-236. ACTING AS AGENT FOR THOSE FURNISHING SUPPLIES FOR SCHOOLS AND OTHER 
STATE INSTITUTIONS. If any member of any board of directors, board of managers, board of trustees of any 
of the educational, charitable, eleemosynary or penal institutions of the State, or any member of any board of 
education, or any county or district superintendent or examiner of teachers, or any trustee of any school or 
other institution supported in whole or in part from any of the public funds of the State, or any officer, agent, 
manager, teacher, or employee of such boards, shall have any pecuniary interest, either directly or 
indirectly, proximately or remotely in supplying any goods, wares, or merchandise of any nature or kind 
whatsoever for any of said institutions or schools; or if any of such officers, agents, managers, teachers, or 
employees of such institution or school or State or county officer shall act as agent for any manufacturer, 
merchant, dealer, publisher, or author for any article of merchandise to be used by any of said institutions or 
schools; or shall receive, directly or indirectly, any gift, emolument, reward or promise of reward for his 
influence in recommending or procuring the use of any manufactured article, goods, wares, or merchandise of 
any nature or kind whatsoever by any of such institutions or schools, he shall be forthwith removed from his 
position in the public service, and shall upon conviction be deemed guilty of a misdemeanor and fined not less 
than fifty dollars nor more than five hundred dollars and be imprisoned, in the discretion of the court. 

History          Statutory Authority G.S. 143-53(12):  

   Eff. February 1, 1976: 

 Readopted Eff. February 27, 1979. 
 

.1509 PURCHASING FROM OR THROUGH STATE EMPLOYEES 

Every reasonable effort is made to avoid making purchases from or through employees of 
State government or any of its agencies or of public school administrative units. Any instances 
which may develop of doing business with such personnel are reported to the Advisory 
Budget Commission for action as it deems appropriate. 
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