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ADMINISTRATIVE PURCHASI NG

POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

PURCHASE OF PROFESSI ONAL SERVI CES

The Vernon Trial Civil Statutes (V.T.C.S.) Article 664-4 defines "Professiona
Services" as those services perforned within the scope of the practice of accounting,
architecture, optometry, nedicine, professional engineering or |and surveyors.
Typically these services are perforned by any |licensed architect, optonetrist,
physi ci an, surgeon, certified public accountant or professional engineer in connection
wi th their professional enploynent or practice.

The purchase of Professional Services does not require bidding; however, prudent

j udgment must be used to ensure the University selects the nost conpetent individua
or firmat a reasonable cost. HUB certified businesses nust be anpong those
consi der ed.

The guidelines for enploynment and paynent of Professional Services are as foll ows:

1. Department sel ects professional and di scusses scope of work, terms of agreemnent,
remuneration, etc.

2. Department secures professional's signature on the Professional Service
Agreerment (Exhibit E20).

3. Department prepares purchase requisition which includes funding information and
reasons for enploying this individual or firm

4. Department forwards purchase requisition and Professional Service Agreenent to
the Senior Vice President for Business Affairs.

5. After approving, the Senior Vice President for Business Affairs forwards the
requi sition and agreenent to Purchasing for processing.

6. After the service has been performed, requisitioning departnment subnmits a

conpl et ed Purchase Voucher to the Accounts Payable O fice for paynent.




