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Purchasing Guidelines for Faculty

Purchase Requests/Purchase Orders
To place orders for items such as equipment or supplies, a Purchase Request (PR) is created using the WebReq on-line purchasing system.  PRs should include all details needed to place an order to purchase items with a particular vendor, including a budget code as assigned by the business office, and if applicable, a Project ID number.  Once submitted and approved by the department head, if appropriate (see below), the Purchasing Office creates a Purchase Order (PO) and submits the order directly to the vendor for processing.  At that time the Purchasing Office assigns a PO number to the order and the originator of the request is notified by email.   Please visit the Purchasing webpage for more information https://www.ursinus.edu/offices/business-office/purchasing/ and send all inquiries to purchasing@ursinus.edu.  
1. WebReq on-line Purchasing/Blackbaud Web Purchasing: https://webpurchasing.ursinus.edu/webpurchasing
a) Use for all purchases of supplies and services, except for furniture.  Administrative Assistants can place orders up to $500 for department needs, such as supplies, before needing approval from the department chair, and faculty can place orders up to $2,000 for departmental needs before needing approval from the department chair.   

b) Use for individual accounts such as (be sure to include account number and Project ID#, if applicable, as supplied by the business office):
· Contractual promises
· Grants (external and internal, i.e. NIH or funding awarded by the faculty development committee)
· Student funding approved by the Student Achievement in Research and Creativity Committee
These purchasing requests do not require approval from the department chair.

c) [bookmark: _GoBack]The Business Office receives approved purchase requests submitted in WebReq. Purchase Order generation and order placements generally occur within 24-48 hours of receipt. To ensure that specific ordering instructions, or required by dates are met, please be sure to populate any specific instructions for the Business Office (Internal Notes) and the Vendor (External Notes). External Notes will appear on the Purchase Order, as well as the Buyer fields. The Business Office also copies the requester when placing the order, which includes a copy of the Purchase Order. Contact information for the Business office:
· Email Address – Please send all inquiries to purchasing@ursinus.edu
· Phone Number – Business Office - 610-409-3698 (x3698), prompt 3 
· Primary Contact – Kelly Cope  kcope@ursinus.edu  ext. 3448
· Secondary Contact – Nancy Imes nimes@ursinus.edu  ext. 3597
· Contracts – Chris Guy cguy@ursinus.edu ext. 3110

2. Technology Support
a) Use to request assistance for quotes for technology purchases.  Technology Support will confirm compatibility and obtain a quote to share with the faculty member.  The order is then placed through Purchasing by the faculty member, or in the case of a new faculty member, normally with the assistance of the department administrative assistant.  Primary contact for faculty purchases: Joe Trump jtrump@ursinus.edu  ext. 3790



Office Basics (direct ordering):
Used for direct ordering of office supplies.  Academic Department Administrative Assistants have permissions to order products directly and to charge to department accounts without Chair approval for purchases below $500.
Amazon (direct ordering):  Used for direct ordering of supplies for particular departments (such as Art Supply room).  Some Academic Department Administrative Assistants have permissions to order products directly and to charge to department accounts without Chair approval for purchases below $500. 
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