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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
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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.
D0 you have enough budget?

D0 you have permission to buy?

Delegation of procurement authority
Agreement signatures

Can you use a P-Card?

Sales tax exemption

Delivery dates

Recelving 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)
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Procurement Services — Contracts

«Authority to sign contracts: 'm Catholic Univemity of America Contact 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
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ABOUT CUA

Vice President for Finance and Treasurer

Forms

Controller

Payroll

Accounts Payable
Grants and Contracts
Budget

Purchasing

* Purchasing FAQs
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Procurement Services

The Department of Procurement Senices performs a variety of functions involved in
the procurement of goods and services for the university community

Our Mission

The aim of the Procurement Senices Office is to advise and support the university
in the prudent and effective stewardship of resources expended for goads and
serices. To provide leadership and facilitate university eforts to promate the
exchange of ideas and the implementation of strategies, which increase the value
of each expenditure. We work to create a focus in which the university can

and leverage i's power. while ensuring that pracurement
decisions are supported by accurate infarmation
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GENERAL INFORMATION

LL40 Leahy Hall

The Cathelic University of America
Washington, DC 20064

Tel - 202-319-5044

Fax: 202-319-5848

Hours of Operation
Wonday-Friday, 900 am -500 pm

- Pracurement card

- Authority limits
ids & Sole Source
- Travel Services

Preferred Suppliers

= Wehicle Program Norman program
Brown « Contracts for goods
+ Business Systems and Manager and serices
SLIEd Some of the services we provide + Lease agresments
» Treasury Senvices
- Assist campus with the of for goods = Travel and lodging
» Finance Policies and services Teresa - Professional senices
- Collect and Maintain information on qualified vendors by commodity Chandler + Equipment rantals
b SEIEIILE * Obtain competitive bids Administrative  « Subscriptions
« Purchase materials and senices Assistant + Advettising
» Megotiate annual vendor discount agreements )
« Resclve disputes with vendors
» Expedite delivery of goods and senices » Printer/Fax/Typewriter
= Address institutional risk management concerns contracts (TOD)
» Process and manage all insurance claims » Appliances
« Assist with the relocation or dispesal of surplus property - Athletic equipment
. » Audioiviual supplies
Purchasing Procedures + Computer equipment
F Asked Questions about « Custodial equipment
and supplies
= Furniture
Willandria = Mailing senices
Blount » Medical/nursing
Purchasing supplies
Agent = Music and art
and
@ mternet fa - -

- Training
- Website
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