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A8. 225 Limtations in Purchasing
1. [tens Not To Be Purchased

The followng itens wll not be purchased or paid for with
University controlled funds:

Attache/ brief cases

Christmas cards and decorations

Cl ot hing, unless provided for by a collective

bar gai ni ng agr eenent

Cof f ee maki ng equi pnent--including all devices for

maki ng and serving coffee

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 ly inscribed appoi nt ment books

Personally inscribed stationery and rel ated supplies
Personal | aundry service

Personal parking space renta

Personal type purchases

Repairs to personal |l y-owned property

Prof essional fees for University enpl oyees, e.g.,

bar dues, professional license fees, etc.
Synpat hy, greeting and thank you cards
Ti ps

Traffic fines and tow ng charges

Exception to the above may be granted by the Ofice of
Procurenment, Real Property and R sk Managenent (OPRPRM) on a
l[imted basis upon a show ng of sufficient justification or
ext enuating circunstances.

This list is not intended to be exhaustive and paynents
for other expenditures deened inappropriate by the
OPRPRM nmay be di sapproved.
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Unaut hori zed Pur chases

Qutside the OPRPRM a purchase may be initiated only by a person
who has been properly del egated authority to enter into a
contract for such purchase. Wenever an enpl oyee of the
University procures or enters into a contract to procure goods,
services or construction wi thout such authorization or in
violation of Federal or State | aw or established University
policy, this procurenment and the liability resulting therefrom
shal | not be honored by the University and the enpl oyee shall be
personally liable for the cost. Although the personal purchase
of goods, services and construction by a University enpl oyee and
subsequent request for reinbursenent are in violation of

Uni versity procurenent procedures, there are occasions when this
met hod of acquisition may be considered appropriate, e.g.,

post age costs for urgent mail, copying costs for docunents needed
i mredi ately. However, this nmethod of acquisition should be used
only for very small purchases which do not exceed $100 in total
and, if possible under the circunstances, when the fiscal officer
has approved the purchase in advance. All purchases, regardl ess
of the source of funds, are to be handled in accordance with
establi shed University policies and procedures.



