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SUB-TOPIC

PURCHASI NG AT UTD - SI MPLI FI ED

When purchasi ng tangi bl e goods or services, the enpl oyee should follow these steps:

1. Seek approval of signature authority and verify availability of funds.
2. Use one of five purchasing methods avail abl e:
a. Petty Cash - less than $50
When to use: Purchase with personal funds |ess than $50
How t o use: Take purchase requisition with original receipts
attached to the Bursar in the MDernott Library
Excepti ons: Can't use for food/entertai nnent purchases

b. Small O der System -less than $500(unl ess hi gher |evel del egated by
Pur chasi ng)

When to use: I f vendor accepts purchase order but not credit card and the
anmount is |ess than $500
How t o use: Send the green copy to Accounts Payable within 48 hours.
Excepti ons: Not for food/entertai nment or paynent to individuals
c. Purchasing Card - (UTD Credit Card) |ess than $1, 000
When to use: I f vendor accepts credit card and anmount is |ess than $1, 000
for nost users ($500 for sonme users)
How t o use: Provi de vendor with credit card nunber
Excepti ons: Not for food/entertai nment or paynent to individuals
d. Purchase Requisition
When to use: When purchasi ng goods or services with funds greater than the
credit Iimt ($500 or $1,000)
How t o use: Prepare requisition, sign and forward to Procurenent
Managenent
Excepti ons: Not needed for subscriptions, dues or registration
e. Purchase Voucher Only
When to use: Dues, subscriptions, registration fees, books, to authorize
paynents for services rendered
How t o use: Prepare voucher, sign and forward with attachnents
Excepti ons: Use Rei nbursenent of Busi ness Expense form for reinbursement
requests
3. When in doubt, call the Procurement Managenent Office at Ext. 2300
4. The forms to be used are:

Purchase Requisition (Exhibit E12)

SOS Purchase Order (Exhibit E7)

State of Texas Purchase Voucher (Exhibit E16)

Request for Payment/Rei mbursenent of Business Expenses (Exhibit E18)




