
5.06 Purchases of Supplies and Services (Revised 4/25/23) 
 

A. Purchases by faculty and staff for supplies and services in the amount of $1,000 or less 

must have written approval from the respective originator and budget manager.  Those 

requisitions between $1,000 and $3,000 also require the written approval of the 

appropriate Vice President or President.  In addition, all requisitions in the amount of 

$3,000 or more require the written approval of the President.  Any other written 

agreements involved in the purchasing of supplies and services, such as service 

agreements, statements of work, and proposal acceptance documents require written 

approval as outlined above.  

 

B. All required forms (see G:General\Accounting) are to be forwarded to the Manager of 

Accounting following completion within vendor and/or College deadlines.  Required 

forms for purchases of supplies and services that do not include appropriate written 

approvals or supporting documents will be the responsibility of the individual and not the 

obligation of the College.  Purchases that are not appropriate College expenses will be the 

responsibility of the individual and not the obligation of the College.  The College may 

suspend purchasing authorization and/or access if policies are not adhered to.  Individuals 

who are suspended will have the ability to appeal to the Vice President/CFO, 

Administrative Services. 

 

 
 


