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University Rule 3-100E: Restricted Purchases and Special

Procurement

I. Purpose and Scope

To implement Policy 3-100 and outline Rules, including prohibition
approvals, limitations, and restrictions, governing the purchasi
specific categories of supplies and services. This Rule is bj

colleges, departments, and units, including University
[l. Definitions

See Policy 3-100, University Procurement
lll. Rule

A. Prohibited Procurements

1. The use of Unive[si e supplies or services for personal use is

Jt include employee recognitions which are

ritable, scientific or educational organizations are only

the organization has a 501c(3) status with the Internal

restricted funds; and 4) is no more than $1,000. Exceptions from the above
guidelines require the signed written approval of the cognizant Vice President
or designee.

B. Procurements that Require Special Approvals
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1. Organizational or association memberships paid from University funds may
be procured only if necessary to meet program needs or to secure other
benefits for the University, and must contribute to the University’s mission.
Memberships that include a charitable donation to associations or private

organizations must meet the criteria of section I1.A.3. above. Me

oposed equipment can be justified by significantly lower overall
organizational unit operating costs than would be incurred if the

printing/copying/mailing were done by Print & Mail Services;

ii. there is a reasonable expectation that the identified needs and cost
justification will continue over the time period used to amortize the cost

of the proposed equipment; and
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iii. the loss of volume to Print & Mail Services resulting from
organizational unit operation of related equipment will not jeopardize
the ability of Print & Mail Services to provide services to other

organizational units on a self-supporting basis.

iv. In justifying cost-effectiveness, organizational unit operatig

c. Printing, high speed printers/copiers,

procured and operated by Uni i nits other than Print

niversity procurement Regulations.

on-University entities are not authorized to establish printing, duplicating,
or mailing facilities or services on campus without the prior written

approval of the Vice President for Administrative Services.

5. All construction work (as defined in Policy 3-100) shall be administered as
provided for in Policy 3-205. Other alterations and repairs to existing facilities
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must have the prior approval of the University organization responsible for
maintaining that facility such as Facilities Operations, Hospital Facilities and
Engineering, and the Facilities group within Housing and Residential
Education. These alterations and repairs include, but are not limited to

enforcing building codes).

6. Refrigerators and freezers (-20°C
authorizing signature of the Vice Pré ' pinistrative Services or

his/her designee or the cg : ice President. Exceptions may be granted

Jlwww.secureit.utah.edu/ispo/index.html if any potential purchase
transactions with suppliers (including delegated small purchases) have the
potential to impact the security of private health information.

C. Procurement Funded by Research Grants and Contracts
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1. Requisitions calling for expenditures to be funded by grants or contracts for
capital equipment or remodeling of facilities are subject to review by Grants &

Contract Accounting to ensure only allowable procurement based upon the

terms of the grant or contract.

estions regarding these regulations should be

rchasing Department.

ocurements Subject to Special Limitations, Restrictions or Procedures

1. Narcotics and Controlled Substances
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a. Requisitions for narcotics and controlled substances must be
accompanied by a properly completed Drug Enforcement Administration
order form (DEA form 222C).

b. Individuals using form DEA 222C must be registered with the State of

Utah Department of Business Regulations and with the U.S.

Enforcement Administration.

c. Further information regarding the purchase of con d subst
be obtained from the Purchasing Department.

2. Tax-Free Alcohol

a. Procurement of tax-free alcohol must be req d from the Purchasing

Department on a Campus Ordgfjand the organiz al unit is responsible

to complete the Tax-Free Alcoht m (available from the

Purchasing Departme

ersity permit to use tax-free alcohol currently limits such use to

following purposes:
I. preserving specimens
ii. experimental, research, and laboratory work for scientific purposes

iii. the preparation of laboratory and medical solutions
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iv. hospital chemical use
v. medical treatment of patients

vi. compounding medicines for use of patients in the hospital

e. Organizational unit alcohol records and al

federal audit by the Internal Revenue
3. Items Imported from a Foreign Co

a. Import items must be procured t adard University requisition

form as all matters pegaimifg s are handled by the Purchasing

as conference registrations and

ot require customs clearance may be purchased on

stoms broker to provide assistance in clearing foreign shipments. All

rrespondence or contact with this broker must be made through the
Purchasing Department.

c. Organizational units requisitioning import items should include estimated
customs duties and freight charges in estimating the cost of the items
requisitioned. Exact customs duties on import items cannot be
determined until the items have cleared customs. Information relating to
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customs and procedures applicable to customs clearance may be

obtained from the Purchasing Department.

d. Some research grants and contracts prohibit the purchase of import items.
Before submitting a requisition for imported items, the organizational unit

must determine that no such restriction is found in any grant @f’€c to

which the cost of procurement is to be charged in whole a
4. Procurement of Export Restricted Iltems

a. Export regulations apply to the export of ite ' i@s AND to
access to controlled items by foreign nati

(“deemed export”).

ement a Technology Control Plan to ensure compliance with

port control regulations.

Assistance with the requirements of this section can be obtained from the

University’s Export Control Officer.

5. Radioactive Materials and Radiation-Generating Equipment
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a. Radioactive material and radiation-generating equipment must be

requisitioned with the standard University requisition form.

Requisitions for these purchases require prior approval from the Director
of Radiological Health. A request for such approval will be initiated by the
organizational unit requesting the materials or equipment. T

Department will confirm approval from Radiological Healt
Users List.

omparative Medicine is responsible to perform this inspection

d furnish such certification to the State of Utah Division of Wildlife
esources.

c. Questions regarding this procedure should be directed to the Office of
Comparative Medicine.

7. Compressed Gases
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a. Bottled gases are restricted due to the compressed nature of the cylinder.

This restriction covers small disposable as well as large metal cylinders.

b. Common gases and gas mixtures excluding propane must be ordered

through General Stores on a campus order form. All other gases must be

requisitioned with the standard University requisition form so

demurrage and delivery can be arranged.
8. Recruitment Advertising

a. Faculty Positions: Requests for procureme

process should be directed to

b. Staff Positions:

ith a standard University requisition form and a
order will be issued by the Purchasing Department. Staff

quisitions should reference the job posting number.
stricted by University Contract
duct’s or Merchandise with University of Utah Trademark

a. All purchases must be made from an approved or licensed supplier. A
current list of suppliers is maintained by Auxiliary Services, Trademarks &

Licenses Office. (See www.trademarks.utah.edu)

10
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b. All artwork must be reviewed and approved by the Trademarks &
Licensing Office.

F. Procurement of Government Property

1. Surplus University Property

a. Surplus University property is available through the Unive
Salvage Department. (See Policy 3-040 and 3-041)

b. Information regarding the availability of surplus ert y be obtained

from the Surplus and Salvage Departmen

2. Excess Federal Property

Excess federal government prope t little or no cost for

use on federal government contrac pformation regarding such

items may be obtained froangth y Accounting Department.

cated in the Olpin Union.

e Director of Residential Living is responsible for coin or credit card
operated washers and dryers, stamp machines, video and other
amusement machines, and dispensers of personal hygiene products

located in the residence halls.
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c. The Director of the University Student Apartments is responsible for coin
or credit card operated washers and dryers and dispensers of personal

hygiene products located in the University Student Apartments.

d. The Director of Facility Operations is responsible for dispensers of

this Rule are not authorized to:

i. Purchase, lease or operate vending machin

ii. Negotiate or contract with n ending operators for vending

services.

may, under unusual and special

bility for a vending machine to an

and regponse.
I. New Locations and Remodeling of Existing Locations - Vending Requirements

1. For planned new construction projects or remodeling, the Director of Campus

Planning in cooperation with Student Affairs Contract Administration, Safety
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Services and Facility Operations shall evaluate the location, size, safety and
ease of maintenance of the planned space for vending service.

2. Vending machines shall be installed in compliance with all applicable building,
fire, safety, and other codes and regulations.

J. Maintenance and Repair of Vending Machines

Student Affairs Contract Administration shall be responsibl

and repair of vending machines, except those referred

IV. Rules, Procedures, Guidelines, Forms and other ate
A. Rules

R3-100, Delegated Small Purchase

B. Procedure [reserved]

C. Guidelines [reserved]

D. Forms

Animal Requést For

DEA Form 2

Policy 3-003, Authorizations and Approvals Required for Financial Transactions
Policy 3-031, Recruitment and Entertainment Expense Reimbursement Policy

Policy 3-040, Property Accounting
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Policy 3-041, Accountability for Noncapital Equipment
Policy 3-100, University Purchasing
Policy 3-215, University Motor Vehicles

Policy 3-235, Campus Intradepartmental Radio Communications and

VI. Contacts

Rule Owner: Director of Procurement & Contracting Servi

VII. History

Approved Academic Senate Executive Committée; Se ber 17, 2013

Approved Academic Senate; October 7,
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