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PROCUREMENT SERVICES
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Who We Are – Procurement Services

 Norman Brown, Director, Procurement –

brownn@cua.edu ; x6538

 TBD, Senior Buyer 

 Teresa Chandler, Administrative Assistant –

chandler@cua.edu ; x5044

 Willandria Blount, Purchasing Agent –

blount@cua.edu ; x6401

mailto:brownn@cua.edu
mailto:chandler@cua.edu
mailto:blount@cua.edu
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Who We Are – Procurement Services

 Central procurement authority for all University 
purchases

 Manage the university business services contract 
agreements.

 Negotiate contracts for products & services that 
leverage the university’s buying power

 University travel services program 

 Procurement card program 
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Procurement Services

What you need to know before purchasing anything.

• Do you have enough budget?

• Do you have permission to buy?

• Delegation of procurement authority

• Agreement signatures

• Can you use a P-Card?

• Sales tax exemption

• Delivery dates

• Receiving your purchase!
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Procurement Services

 Procurement Card: The preferred method of procurement 

under $1000.

 Requisition: On-line in PeopleSoft Financial (14 step process 

found in Chapter#4 of the user manual)

 Purchase order: is a commercial document issued by  the 

buyer to a seller, indicating the type, quantities and agreed 

prices for product or service.  Sending a PO to a supplier 

constitutes and legal offer to buy.

 Contracts: 

• Multi-Use - (preferred vendors such as Staples, Dell, 

Apple, etc)

• Single-Use – (signed document w/term and conditions)



Page 6

Procurement Services – Contracts

OPTIONAL

ROUTING

REQUIRED

ROUTING

CONTRACT 

MGT AREA

BASIC 

INFO

INSTRUCTIONS

Authority to sign contracts:

• President

• VP Finance & Administration –

Normal University Business 

Operations (w/ delegation to AVP 

Business Services) 

• Provost – Faculty services, 

Sponsored Research/Training & 

Grants (w/ delegation to Assoc.  

Provost for Research)

Business Services Management

• Contracts Section on Web Site

OGC Review

• OGC memo of 24May07

New Contract Routing Form
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Procurement Services – The P-Card

 Procurement card - Remember:

• Increased emphasis on Department Head/ Chair and 

Manager role

• Monthly Statements- central oversight

• Receipts – must accompany statements (cardholders 

maintain and submit monthly with statements)

• Compliance – completeness/warning/suspend/ revoke

• Audit- monthly spot audits

• Training- initial 1hour classroom/annual on-line 

recertification
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Procurement Services

- Authority limits

- Bids & Sole Source

- Travel Services

- Preferred Suppliers

- Training 

- Website


