DATE | SSUE REVI SI ON PAGE
3/28/00 6 E1-130.0
- SUBJECT
ADMINISTRATIVE PURCHASI NG
POLICIES AND PROCEDURES MANUAL
SUB-TOPIC
METHODS OF PURCHASI NG
METHODS OF PURCHASI NG AT U.T. DALLAS:
1. Petty Cash - can be used for purchases |ess than $50.00; rei nbursenent is nade

at the Bursar's Ofice for legitinate approved expenses; purchases are revi ewed
by the Bursar and Procurenent Managenent O fices. (Reference E2-120.0 for
details.)

2. Smal | Order System (SQOS) - for purchases of goods and/ or services not exceedi ng
$500. 00 (for nost departments); nust have requisitioning department account
manager approval and foll ow applicable SOS procedures; audited by the
Procurement Managenent and Internal Audits Departnments. (Reference E1-170.0 for

details.)
3. Purchase Requisition - used to start the normal procurenent process; Procurenent
Managenent Department will check for proper approvals, encunber funds, and then

secure required goods and/or services for the requisitioning departnent via
i ssuance of a Purchase Order. (Reference Section E3 and Exhibit E12 for
details.)

4, Purchasing Card - this credit card is provided to authorized and trained
enpl oyees for purchase of goods and/or services not exceeding $1,000 (for nost
users). The cardhol der receives a nmonthly Cardhol der Activity Report with all
applicable charges. All receipts and associ ated paperwork are attached to the
cardhol der’s Activity Report and kept by the cardholder. The cardhol der
reconciles the Activity Report. The cardhol der’s supervisor reviews the report.
The report, with the signature of the cardhol der and the supervisor, is faxed to
Procurement Managenent for processing.




