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 All Business Office Purchase Requests 
should be sent to: 
socscipurchasing@uci.edu

 In the subject line of  the email include:
 Department – PI/Requestor –Vendor 

 Please communicate to your faculty to 
not send requests to our personal email 
addresses.

 Submit one PR form per vendor and one 
order per email.

 Include all quotations or other descriptive 
information with the Purchase Request 
form.

mailto:socscipurchasing@uci.edu


APPROVALS

• Managers must approve all department purchases, prior to the cardholder making the 
purchase. 

• Faculty must approve all orders on their accounts, prior to the PR form sent to Soc Sci 
Purchasing. 

• Fiscal Officer must approve PR on managing accounts, prior to purchase.
• Any purchase requests over $2,500 and/or purchases for furniture or unusual items, should 

be sent to the Director of  Finance for approval, prior to purchase.
• Furniture requests need the approval of  the Director of  Facilities Management and Space 

Planning, prior to the purchase.
• An approved Purchase Order by Procurement, must be in place PRIOR to 

committing University funds or services being rendered.



Step One
• Faculty or department 

staff  fills out PR form
• Staff  obtains back-up and 

attaches it to PR form
• Staff  determines PR is a 

Department purchase
• PR form is sent to 

Manager for approval

Step Two
• Manager Reviews for 

Completeness, 
accuracy, policy, and 
fund availability.

• Returns PR form to 
staff  for processing

Step Three
• If  over $2,500, pre-

approval by the 
Director of  Finance 
is required 

• Staff  then makes the 
purchase

• Once transaction hits 
Action List in KFS, 
staff  uploads back-
up documentation, 
within 5 days

DEPARTMENT PURCHASE PROCESS



BUSINESS OFFICE PURCHASE PROCESS

Step One
• Faculty or 

department staff  
fills out PR form

• Staff  obtains back-
up and attaches it 
to PR form

• Staff  determines 
PR is a Business 
Office purchase

• Staff  
ONBOARD’S 
VENDOR

• PR form is sent to 
Manager for 
approval

Step Two
• Manager Reviews 

for 
Completeness, 
accuracy, and 
policy.

• Returns PR form 
to staff  for 
processing

Step Three
• Staff  makes sure 

vendor is 
onboarded

• Staff  sends PR 
form, along with 
any back-up, to 
Soc Sci 
Purchasing email 
address and cc’s 
Department 
Manager and PI

Step Four
• Business Office 

staff  reviews 
and verifies 
policy, funding 
availability and 
allowability

• Obtains any 
additional 
approvals if  
needed

• Staff  then 
processes PR



PURCHASING METHODS

PURCHASING 
METHODS 

GUIDE

UCIBuy PALCard Purchase 
Order

https://docs.google.com/spreadsheets/d/1qVxQCEECtFowH9hImw59RaRI8FRFij1EPhGjsNP9UkE/edit
https://docs.google.com/spreadsheets/d/1qVxQCEECtFowH9hImw59RaRI8FRFij1EPhGjsNP9UkE/edit




UCIBuy

• UCIBuy offers a wide array of  laboratory supplies, life science 
solutions, medical equipment, office supplies, computers and 
peripherals, as well as facilities maintenance, repair, and janitorial 
products. 

• Shopping using UCIBuy streamlines the KFS requisition process 
by auto-populating many fields and tabs and accelerates the 
approval workflow process.

• More information and training: 
https://procurement.uci.edu/ucibuy/index.php

https://procurement.uci.edu/ucibuy/index.php




PALCard/PCDO

• Low Value Purchases

• Unrestricted purchases $5,000 or less, including tax and shipping 

• Purchases requiring a signature, (contract or agreement), are NOT 
permitted on PALCard.

• Always include the KFS Doc# on the PR, as well as (if  applicable) the 
Project Code and Org Reference ID before uploading to KFS. 

• Upload backup documentation to KFS, once you receive an FYI, within 
4-6 calendar days or less. 

• More information and training: 
https://procurement.uci.edu/palcard/index.php

• PALCard Holders Mailing List Subscription:
https://maillists.uci.edu/mailman/listinfo/palcard-holders

https://procurement.uci.edu/palcard/index.php
https://maillists.uci.edu/mailman/listinfo/palcard-holders


PALCard Document (PCDO) Reconciliation



Purchase Order

• High Value Purchases

• Purchases greater than or equal to $5,000 or containing any 
restricted item(s).

• All services are processed through a Purchase Order.

• A detailed Purchasing Agreement Information Form should be 
included with the PR for all purchases being processed through a 
PO.

• An approved Purchase Order by Procurement, must be in place 
PRIOR to committing University funds or services being rendered. 
If  a PR form is submitted to the Business  Office, after-the-fact, 
please provide a justification.



PURCHASE ORDER WORKFLOW



DO NOT FILL THIS OUT FOR THE PRINCIPAL INVESTIGATOR



DO NOT FILL THIS OUT FOR THE PRINCIPAL INVESTIGATOR



• Contract Services in the Procurement Office are responsible for signing all contracts 
or agreements requested by vendors.  They will analyze and review terms and conditions 
to assure compliance with state and federal laws, and UC or campus policies. No one is to 
sign any contracts or agreements on behalf  of  the University, except Contract Services.



“AFTER – THE – FACT “ PURCHASE ORDER

From the information provided, the services were already completed prior to Procurement’s approval of  the POs.  According to 
UCOP’s Procurement policy (excerpts below), a purchase made without an approved agreement or a Purchase Order is unauthorized 
(except for an approved purchase on a PALCard) and can result in negative consequences for the campus and the person making the 
purchase.  In the future, please take appropriate measures to avoid these situations and obtain Procurement’s formal approval prior to 
making the purchase. 

• BUS-43, Section III, Part 1, H. Unauthorized Purchases:
• 1. Responsibility: An individual who has not been delegated purchasing authority who makes an unauthorized purchase of  

goods or services shall be responsible for payment of  the charges incurred. At the discretion of  the Location’s Policy Exception 
Authority:

• a. The unauthorized individual may be required to pay either the full amount whenever the purchase is found to cover 
unneeded items or items whose purchase would not otherwise be authorized and the transaction cannot be canceled, or the 
amount of  any cancellation charges incurred when cancellation can be arranged; or

• b. The unauthorized individual may be required to pay the difference between the charges such individual incurred and 
those the University may reasonably have incurred if  the purchase had been properly executed.

• c. The unauthorized individual may be required to reimburse the University for unauthorized purchase of  good or 
services.

• d. Reimbursement or payment of  unauthorized purchases require policy exception by a location’s policy exception 
authority and/or designee(s).

https://policy.ucop.edu/doc/3220485/BFB-BUS-43


COVERED SERVICES
 Cleaning, custodial, 

janitorial or 
housekeeping services

 Food services
 Laundry services
 Grounds keeping
 Building maintenance
 Transportation and 

parking services
 Security services
 Billing and coding 

services
 Sterile processing

 Hospital or nursing 
assistant services

 Medical imaging or 
other medical 
technician services.

 Chairs and Table Set-up 

Will the Supplier provide “covered services” 
as defined by Regents Policy 5402? 

If yes, you must obtain an approved Covered 
Services Request Form (DocuSign) from 
Employee Workforce Relations prior to 
submitting your Purchase Request. Include the 
approved form and Wage Benefit Parity 
Appendix from EWR with your Purchase 
Request.

Should you have any questions, please 
contact Enterprise Workforce Relations 
(EWR) directly. 
 

https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=9e69d47f-43fa-470d-8353-0c9b3d2d5ac5&env=na3&acct=618fe38f-33cd-47c1-b564-9c2a5711bcff&v=2
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=9e69d47f-43fa-470d-8353-0c9b3d2d5ac5&env=na3&acct=618fe38f-33cd-47c1-b564-9c2a5711bcff&v=2
mailto:ewr@uci.edu
mailto:ewr@uci.edu


SOURCE SELECTION & 
PRICE REASONABLENESS 

JUSTIFICATION FORM (SSPR)

 This form is required for all federally funded purchases 
≥$10,000 (including tax and shipping) & non-federally 
funded purchases ≥$100,000 (excluding tax, but including 
shipping), to substantiate the appropriateness of source 
selection and price reasonableness.

 The responsible requesting party in the department should 
complete this form with detailed facts and explanation.

 Include SSPR with ALL federally funded purchases over 
$10,000, with the Purchase Request Form.

 SSPR Form

 Instructions for completing the form:  
https://procurement.uci.edu/_files/documents/strategic-
initiatives/dept-buyer-training-meeting-7-25-23.pdf

https://procurement.uci.edu/_files/documents/procurement/forms/uci-source-selection-price-reasonableness-form.pdf


Supplier Security 
Review Questionnaire

securityreviews@uci.edu 

To initiate the Supplier Security Review Process:

• Download and complete the Supplier Security 
Review Questionnaire

• Email form to securityreviews@uci.edu to request a 
supplier security review, where it will then be triaged by 
OIT Security within ServiceNow.

• If  purchased on PALCard, be sure to include the OIT 
Approval with backup.

• If  going on a Purchase Order, include the OIT 
Approval with the Purchase Request Form.

mailto:securityreviews@uci.edu
https://www.security.uci.edu/services/supplier-review/questionnaire/
https://www.security.uci.edu/services/supplier-review/questionnaire/
mailto:securityreviews@uci.edu
https://uci.service-now.com/sp?id=my_incidents


Electronic 
Communications 
Equipment Form

 Computers and other  electronic 
equipment purchased with University 
funds remain the property of  the School 
of  Social Sciences.

 Include a signed employee agreement 
with the Purchase Request Form.

 Electronic Communications Equipment 
Form

https://procurement.uci.edu/_files/documents/equipment-management/forms/electronic-communications-equipment-form.pdf
https://procurement.uci.edu/_files/documents/equipment-management/forms/electronic-communications-equipment-form.pdf


LINKS TO FORMS
Soc Sci PR Form: 

https://www.business.socsci.uci.edu/files/docs/2018/SocSci%20PO%20Form%20Official.pdf

Purchasing Agreement Information:

https://acrobat.adobe.com/link/review?uri=urn:aaid:scds:US:3c798721-bcc8-328a-893f-8d78c009a2ce

Supplier Security Review Questionnaire: 

https://www.security.uci.edu/services/supplier-review/questionnaire/

Conflict of  Interest Form and Guide Video: 

https://procurement.uci.edu/_files/documents/contracts/forms/conflict-of-interest-form-web.pdf

https://www.youtube.com/watch?v=Do35d3qj2qs

Electronic-Communication-Equipment:  

https://procurement.uci.edu/_files/documents/equipment-management/forms/electronic-communications-equipment-form.pdf

Purchasing Methods Guide:

https://docs.google.com/spreadsheets/d/1qVxQCEECtFowH9hImw59RaRI8FRFij1EPhGjsNP9UkE/edit#gid=0

Source Selection & Price Reasonableness Justification form (SSPR)

https://procurement.uci.edu/_files/documents/procurement/forms/uci-source-selection-price-reasonableness-form.pdf

Covered Serves Request Form:

https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=9e69d47f-43fa-470d-8353-0c9b3d2d5ac5&env=na3&acct=618fe38f-33cd-47c1-b564-
9c2a5711bcff&v=2

https://www.business.socsci.uci.edu/files/docs/2018/SocSci%20PO%20Form%20Official.pdf
https://acrobat.adobe.com/link/review?uri=urn:aaid:scds:US:3c798721-bcc8-328a-893f-8d78c009a2ce
https://www.security.uci.edu/services/supplier-review/questionnaire/
https://procurement.uci.edu/_files/documents/contracts/forms/conflict-of-interest-form-web.pdf
https://www.youtube.com/watch?v=Do35d3qj2qs
https://procurement.uci.edu/_files/documents/equipment-management/forms/electronic-communications-equipment-form.pdf
https://docs.google.com/spreadsheets/d/1qVxQCEECtFowH9hImw59RaRI8FRFij1EPhGjsNP9UkE/edit#gid=0
https://procurement.uci.edu/_files/documents/procurement/forms/uci-source-selection-price-reasonableness-form.pdf
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=9e69d47f-43fa-470d-8353-0c9b3d2d5ac5&env=na3&acct=618fe38f-33cd-47c1-b564-9c2a5711bcff&v=2
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=9e69d47f-43fa-470d-8353-0c9b3d2d5ac5&env=na3&acct=618fe38f-33cd-47c1-b564-9c2a5711bcff&v=2


Links to Policies and Websites:

BFB-BUS-43 Purchases of  Goods and Services; Supply 
Chain Management: 

https://policy.ucop.edu/doc/3220485/BFB-BUS-43

Article 5 of  the Collective Bargaining Unit: 

https://ucnet.universityofcalifornia.edu/labor/bargaining-
units/sx/docs/sx_article_05_contracting_out.pdf

Regents Policy 5402: Policy Generally Prohibiting 
Contracting for Services: 

https://regents.universityofcalifornia.edu/governance/policies/5
402.html

Equipment Management:  

https://procurement.uci.edu/equipment-management/index.php

Purchasing Methods Guide:

https://docs.google.com/spreadsheets/d/1qVxQCEECtFowH9
hImw59RaRI8FRFij1EPhGjsNP9UkE/edit#gid=0

PALCard:

https://procurement.uci.edu/palcard/index.php

Supplier Security Review:

https://procurement.uci.edu/procurement/buying-software-it-
services.php

https://www.security.uci.edu/services/supplier-review/

UCIBuy:

https://procurement.uci.edu/ucibuy/index.php

Small Business First FAQs (PDF): 

https://www.ucop.edu/procurement-services/for-ucstaff/small-
business-first/small-business-first-faq.pdf

UCI Procurement FAQs: 

https://procurement.uci.edu/faqs/#Procurement

https://policy.ucop.edu/doc/3220485/BFB-BUS-43
https://ucnet.universityofcalifornia.edu/labor/bargaining-units/sx/docs/sx_article_05_contracting_out.pdf
https://ucnet.universityofcalifornia.edu/labor/bargaining-units/sx/docs/sx_article_05_contracting_out.pdf
https://regents.universityofcalifornia.edu/governance/policies/5402.html
https://regents.universityofcalifornia.edu/governance/policies/5402.html
https://docs.google.com/spreadsheets/d/1qVxQCEECtFowH9hImw59RaRI8FRFij1EPhGjsNP9UkE/edit#gid=0
https://docs.google.com/spreadsheets/d/1qVxQCEECtFowH9hImw59RaRI8FRFij1EPhGjsNP9UkE/edit#gid=0
https://procurement.uci.edu/palcard/index.php
https://procurement.uci.edu/procurement/buying-software-it-services.php
https://procurement.uci.edu/procurement/buying-software-it-services.php
https://procurement.uci.edu/ucibuy/index.php
https://www.ucop.edu/procurement-services/for-ucstaff/small-business-first/small-business-first-faq.pdf
https://www.ucop.edu/procurement-services/for-ucstaff/small-business-first/small-business-first-faq.pdf
https://procurement.uci.edu/faqs/#Procurement


TAKE AWAYS
•  Send Purchase Request Forms to socscipurchasing@uci.edu and not to BO staff.

• FULL DETAILED JUSTIFICATION and BUSINESS PURPOSE is required for all purchases.

• All purchases need PRIOR approval before making the purchase. 

• Faculty are to fill out all forms.

• Procurement must approve Purchase Order PRIOR to services being rendered.

• No one is to sign any contracts or agreements on behalf  of  the University, except Contract Services.

• Check to see if  vendor is onboarded, and if  not, send invite through PaymentWorks.

• Supplier Security Review Questionnaire Form , must be filled out by the PI or the person requesting the software 
or platform and sent to securityreviews@uci.edu for approval.

• Purchasing Agreement Information Form should be filled out by the PI for all services and needs to be very 
detailed and complete.

• Consult the Purchasing Methods Guide for allowable services via PALCard, prior to making the purchase.

mailto:socscipurchasing@uci.edu
mailto:securityreviews@uci.edu
https://docs.google.com/spreadsheets/d/1qVxQCEECtFowH9hImw59RaRI8FRFij1EPhGjsNP9UkE/edit#gid=0


Q & A
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