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How to prepare a typical Purchase Requisition for products or services:
1. Allow for ample time, both for yourself, and for Purchasing.  Plan ahead, and start the process months before you will need the product or service.  (Annual renewals for things like software maintenance and licenses, equipment maintenance, subscriptions, memberships, etc., are especially predictable – try to anticipate them and get out in front of them.)

2. Identify and articulate your need as clearly as possible, and try to estimate what it will cost.

3. Make sure you have sufficient funds in your department’s account to fund the purchase, and that the authorized signatory on the account (if that person is not you) has given permission to use the funds in this way (see #8 below for additional information).   Note that the campus implemented two budget protocols in 2020 due to the statewide budget challenges brought on by the COVID-19 pandemic:
a) Your Divisional VP’s approval (or the approval of your VP’s designee) must be included in your requisition when you submit it to the Purchasing E-In-Box (purchasing@newpaltz.edu).  Requisitions cannot be processed until you obtain that approval.  We recommend that your VP (or VP designee) sign at the bottom of the purchase requisition, below the account signatory’s signature.
b) Please note that after you submit the purchase requisition to the Purchasing Department, the Purchasing Department liaison handling the request will seek out the approval of the VP for Finance and Administration if the requisition exceeds $5,000 in value.

4. Consult the “Operational Guidelines and Threshold Limits” chart on the Purchasing Department’s web pages, under “Purchasing Guide”:  http://www.newpaltz.edu/purchasing/guide_limits.html   .  This chart will clarify for you what preliminary work you can do before sending your requisition to Purchasing, and at what point in the process (and at which $$ levels) you should reach out to Purchasing for further guidance.  If in doubt, reach out to Purchasing sooner rather than later.
5. If your need falls into a category in which you are permitted to obtain your own quotes (see #4 above), then proceed to do so.  Be sure to give clear specifications, and the same specifications, to all the vendors you solicit, so that the quotes you receive can be compared on an apples-to-apples basis.  For other tips on getting quotes, please see the “Tips” section at the end of this document.
When seeking vendor quotes, be sure to first consider these specific options, which are either mandated by law as options we should check, or which can provide the college with volume-leveraged pricing and an expedited purchasing process through already-established contracts:

a. Preferred Source: Corcraft (furniture, janitorial, office supplies, apparel):

https://www.corcraft.org/
b. Preferred Source: NYSPSP (flags; cleaning, medical & safety supplies; office supplies, toner): http://www.nib.org/products/nyspsp
c. Preferred Source: NYSID (apparel, cleaning supplies, health/personal care, MRO, safety supplies, imaging services): http://www.nysid.org/
d. OGS NY state contracts (many categories – including furniture, library serials/databases, hardware and software, AV equipment, scientific & lab equipment, etc.): https://ogs.state.ny.us/BU/PC/Default.asp
e. SUNY CM contracts (professional services, technology, educational & athletic equipment, etc.): http://www.suny.edu/business/contractsearch/
f. E&I (consortium) contracts (many): https://www.eandi.org/who-we-serve/higher-education/
6. Carefully review the vendor quotes which you obtain, and then fill out a regular purchase requisition.  Type in the vendor names under “Suggested Vendors” on the purchase requisition.  Include with your requisition all quotes that you obtained to the requisition, and include the quotes in their entirety (including any legal Terms and Conditions or contract which a vendor may have included with its quote).  Note that Purchasing will evaluate any quotes you obtained, as well as all supporting documentation, and we will communicate with you on final choice of vendor.  Do not sign any legal Terms and Conditions or contract which a vendor might provide to you with its quote.   Purchasing will evaluate all vendor documents, and may have to negotiate some of the terms and conditions with the winning vendor.  Purchasing will also secure an authorized campus signature on contracts, if necessary; and Purchasing will provide those signed documents back to the vendor.

7. Include with your requisition any e-mails, etc., which you think are relevant to your request.  Indicate any special requests or unique circumstances that you wish to convey to Purchasing, and feel free to include separate memos or emails with explanations.  Purchasing’s records are the records of audit; accordingly, you can help save time by including a complete record of your efforts with your requisition so that Purchasing does not need to circle back to you.  

8. Include on the requisition the account number you wish to use to pay for the purchase in the upper-right of the requisition.  Be sure the person signing at the bottom of the requisition (whether that is you, or your supervisor, or someone else in your department) is an Authorized Signatory on that specific account number (meaning, the campus’s Finance office has officially designated that person as someone who is authorized to use those funds).
Per new budget protocols established campus-wide last year: In addition to the authorized signatory (for the account number) signing the requisition, your department will need to obtain either your Dean’s signature (if you are in an academic department) or your divisional VP’s signature (or signature of your VP’s designee) on the purchase requisition.    Please be sure to obtain that approval before you submit your requisition to the Purchasing E-In-Box.   Requisitions that do not contain the required approval cannot be processed until you obtain that approval.
9. In the upper-right of the requisition, indicate the Requisition number (from your department’s block of numbers); Date; your Department name; and Delivery Point (i.e., inside delivery address on campus) to which the products or services should be delivered.
10. Indicate any critical timeframe, deadline, event, or other kind of “need by” date associated with the products or services you are requesting.

11. If the product or service is unusual or if it may be unclear to an auditor how it fits with the overall mission of the college, then attach a separate justification explaining the need (Statement of Need).

12. For special guidance on Single and Sole Source procurements, consult the Purchasing Department’s web pages: http://www.newpaltz.edu/purchasing/guide_soleprocurement.html
13. E-mail the purchase requisition and associated attachments to the Purchasing E-In-Box, which is: purchasing@newpaltz.edu    .  Upon receipt, Purchasing will log it in and will begin working on it.   
Purchasing will “cc” your department when we issue the Purchase Order to the vendor, so that you’ll know it’s completed, and that we have issued it to the vendor.
(**A quick note about the Purchasing E-In-Box (purchasing@newpaltz.edu): Please do not send questions to this email address.  If you have a question about how to proceed with something, please reach out to your Purchasing liaison.  If you do not know who that liaison is, please contact David Farbaniec, farbanid@newpaltz.edu, 845-257-3196 (within campus: x 3196), for guidance.**)

-DAF, 9-29-21
Lead Time: Due to many factors – varying complexity of specific requests, the potential for legal negotiations, varying compliance/procedural requirements, and varying manufacturing lead times and delivery times – there is no “typical” purchasing or contracting timeframe.  Timeframes vary widely.  Please provide Purchasing with as much lead time as you possibly can.  Feel free to call Purchasing to discuss specifics.  But please allow a minimum of 2 weeks from the time you submit your requisition to the Purchasing E-In-Box to when you need Purchasing to issue the Purchase Order.





Please do not ever issue a purchase requisition to a vendor as a “substitute” for a Purchase Order.   Requisitions are not purchasing mechanisms; they are merely a way of conveying (internally, on campus) to Purchasing that you wish to have the Purchasing Department purchase, or contract for, something on your behalf.   If you have obtained multiple vendor quotes, please do not promise to any one vendor that it has “won” – Purchasing will make that final determination, after receiving your requisition, evaluating it, and doing any additional work on it that is necessary.  Purchasing will then prepare the final Purchase Order, and will issue it to the winning vendor.











Tips for getting Quotes from vendors for Products:


Aggregate your needs for a 12-month horizon when at all possible.  Do not engage in split-ordering.


Ask the vendor to:


Provide its quote on its company letterhead.


Show the number of units, unit price, and extended price – for each product.


Include freight in its quote (quote should be FOB Destination – SUNY New Paltz campus).  Freight can be a separate line item, or included in the unit cost of the product.


Include the number of days after-receipt-of-order (A/R/O) that the product will ship.  (This will provide you with critical lead/manufacturing time info.)


Include the contract number for any NY State, Federal, or Consortium Contract which the vendor may be on, if applicable to your need.


Include its NY State SFS 10-digit Vendor ID number, if it has one.








Tips for getting Quotes from vendors for Services:


Aggregate your needs for a 12-month horizon when at all possible.  Do not engage in split-ordering.


Ask the vendor to:


Provide its quote on its company letterhead.


Clearly state the scope of services it is quoting on.


State the deliverables, and the timeframe in which it will provide them.


Show as much detail as practically possible: Number of hours, hourly rates, total price, etc.


Include the contract number for any NY State, Federal, or Consortium Contract which the vendor may be on, if applicable to your need.


Include its NY State SFS 10-digit Vendor ID number, if it has one.
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