CCSE PURCHASING
POLICY AND






The purchasing process for CCSE is subject to change. Requests to purchase items or services must follow purchasing
procedures that are outlined by the University System of Georgia rules & regulations.

For the purpose of this document:
- Requester indicates the employee who will be using the requested items
- Purchaser indicates the department admin who will be processing the purchase request

Purchasing Process

Step 1

Requester submits purchasing request to the Department Chair for approval/denial.

Note: Speedchart, itemized list with quantities, and justification regarding need of purchase must be
included when submitting request. An email request is required for documentation.

Step 2

If funding source is the Dean's office, approval from the Dean (in writing) is required.
Department Chair returns approval/denial to Requester.
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Step 3

Requester obtains required documentation for purchase and submits to Purchaser.
(UITS approval obtained by Requester; to: Purchaser, cc: Business Manager)
*Note: Should the quote expire during this time it is the Requester's responsibility to obtain an updated quote.
All required documentation are listed in the Purchasing Guidelines for the Requester
Link to UITS request form

Department Chair reviews the request and budget. J
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Step 4

Purchaser reviews submitted documentation for completeness.
If complete, continue. If not complete, return to Requester. Requester is responsible for
completing any remaining required documentation as indicated by Purchaser.

Step 5

Purchaser obtains any additional approvals as required by the specific purchase request.
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The following chart shows which purchasing categories are outlined in this document.
(Each section outlines the required documentation needed to complete that purchase.)

— Office Supplies

— Misc. Items Furniture
— Ink Cartridges
Purchase Request Printing & Promotional Business
g Services Cards/Letterhead/Stationary

General Equipment, Software,
— Technology Purchases Computers, Printers, and
Services

L Travel & Charter Services Registration






mailto:travel@kennesaw.edu
mailto:centralrecanddistr@kennesaw.edu
mailto:purchasing@kennesaw.edu
mailto:bkrug@kennesaw.edu
mailto:cbryan78@kennesaw.edu
mailto:facilities@kennesaw.edu
mailto:jbrodell@kennesaw.edu
mailto:fbahrein@kennesaw.edu
mailto:n@kennesaw.edu
mailto:ljohn419@kennesaw.edu
mailto:kroddy1@kennesaw.edu

Misc. Items: Office Supplies
1. Follow Steps 1-3 of the Purchasing Process
2. Required documentation to be provided to Purchaser includes:
Documented approval from Department Chair
b. AS NEEDED, documented approval from Dean
c. AS NEEDED, documented approval from Grant Manager/PI
d. Supplier Information, including:
i. Supplier name
ii. Order of
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Misc. Items: Ink Cartridges

1. Follow Steps 1-3 of the Purchasing Process
2. Required documentation to be provided to Purchaser includes:
Documented approval from Department Chair
b. AS NEEDED, documented approval from Dean
c. AS NEEDED, documented approval from Grant Manager/PI
d. Ink cartridges must be purchased through HP or Staples, whichever is cheaper.
i. Supply a price comparison for HP vs Staples through the Georgia First Marketplace
located at the following link.
ii. https://solutions.sciquest.com/apps/Router/Login?OrgName=Georgia
iii. Username and Password are both “tgmguest”.
Supplier Information, including:
i. Supplier name
ii. Order of
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Printing & Promotional Services: Business Cards/Letterhead/Stationary
1. Follow Steps 1-3 of the Purchasing Process



3. By completing the registration form and conducting business with KSU
iii. Supplier Information, including:

1. Supplier name

2. Order



Travel & Charter Services: Registration

1. Follow Steps 1-3 of the Purchasing Process OR pay out of pocket and request reimbursement through
Concur.
2. Required documentation to be provided to Purchaser includes:
a. Documented approval from Department Chair
AS NEEDED, documented approval from Dean
AS NEEDED, documented approval from Grant Manager/PI
Link to registration page
Dates of Event/conference
Total cost of event/conference purchase
PDF/screenshot of event/conference agenda
Quote:
i.
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1. After the Purchaser has submitted the requisition, the Procurement Specialist will review the purchase.
o If the purchase is between $10,000 - $24,999:
= AND not on contract: two additional quotes will be needed
' Requester will
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mailto:jamehil@cdwg.com
mailto:covy.phelps@scw.com
mailto:taryn.bell@scw.com
mailto:mark@usadvantage.net
mailto:andrew_langsdon@Dell.com



https://fiscalservices.kennesaw.edu/procurement/

