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Limtations in Purchasing

ltens Not To Be Purchased

The followng itens and simlar itens of a personal nature

not be purchased or paid for with University

control |l ed funds:

Attache/ brief cases

Chri stmas cards and decorations

Cl ot hing, unless provided for by a collective
bar gai ni ng agreenent or needed to neet
operational requirenents of a University program

Contri butions or donations to various causes

Desk cl ocks

Li brary fines

Medi cati on

Nane pl ates, personalized

Pen and pencil desk set

Personal Iy inscribed appoi nt ment books

Personal |y inscribed stationery and rel ated supplies

Personal | aundry service

Per sonal parking space rental unless provided for by
contract or collective bargaining agreenent

Repairs to personal |l y-owned property

Prof essional fees for University enpl oyees, e.g., bar
dues, professional |icense fees, etc.

Synpat hy, greeting and thank you cards

Tips unless required as part of an authorized neal
servi ce under section A8.265

Traffic fines and tow ng charges
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Exception to the above may be granted by Vice Presidents or
Chancel | ors for purchases within the del egated purchasing
authority of departnental units under their direction and
fiscal jurisdiction upon a showi ng of sufficient
justification or extenuating circunstances. Requests for
exception for all purchases exceedi ng such del egated
purchasi ng authority shall be forwarded to the OPRPM f or
approval. Docunentation of such approvals should be
retained in the procurenent file.

This list is not intended to be exhaustive and paynents for
ot her expendi tures deened i nappropriate nmay be di sapproved.

Unaut hori zed Pur chases

Qutside the OPRPM a purchase may be initiated only by a
person who has been properly del egated authority to enter
into a contract for such purchase. Whenever an enpl oyee of
the University procures or enters into a contract to
procure goods, services or construction w thout such

aut hori zation or in violation of applicable |aw or
established University policy, this procurenent and the
liability resulting therefromshall not be honored by the
Uni versity and the enpl oyee shall be personally |iable for
the cost. Although the personal purchase of goods,
services and construction by a University enpl oyee and
subsequent request for reinmbursenent are generally not
permtted under University procurenent procedures (wth the
exception of appropriate purchases through use of a
properly issued University purchasing card), there are
occasi ons when this nmethod of acquisition nmay be consi dered
appropriate, e.g., postage costs for urgent mail, copying
costs for documents needed i nmedi ately. However, this

met hod of acquisition should be used only for very snal

pur chases which do not exceed an anmount deemed reasonabl e
by the fiscal officer and, if possible under the

ci rcunst ances, when the fiscal officer has approved the
purchase in advance. All purchases, regardless of the
source of funds, are to be handled in accordance with
established University policies and procedures.



