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Rule 3-100E: Restricted Purchases and Special Procurement. Revision #1. Effective
date: April 12, 2022
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I. Purpose and Scope

A. Purpose.

B. Scope.

This rule is binding for all University collegesgd€p
University of Utah Hospitals & Clinics.

[I. Definitions

The definitions provided in Polic this rule.

Il. Rule

at Require Special Approvals

pt as described below, the University may not pay for a purchase before
goods or Services are received (prepayment) unless the director of
purchasing determines it is necessary or beneficial. The director of
purchasing shall document the determination in writing. The following list of
prepayment circumstances do not require the director of purchasing’s written

authorization.
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a. Prepayment for software licensing as a service or software licensing for
one year or less.
b. Prepayment for software maintenance for one year or less.

c. Prepayment for travel abroad expenses when required by the vendor.

d. Prepayments below the Single Procurement Threshold fo

reservations for large group events when required by the

e. Prepayments below the Single Procurement Thr,

events when required by the vendor.

f. Prepayment for guest lecturers, perfor
convocations when required by the

g. Prepayment for insurance.

2. Organizational or association mem om University funds may
be procured only if neces ogram needs or to secure other

ibute to the University’s mission.

ire the authorizing signature of the cognizant vice president, or of the
financial officer or designee. In the case of University of Utah Hospitals
linics, these types of Requisitions will be identified and considered for

approval through the operating and capital budgeting processes.

4. Fleet Services shall administratively manage ownership, Procurement,

maintenance, licensing and disposal of vehicles. (see Policy 3-215)


http://regulations.utah.edu/administration/3-215.php
http://regulations.utah.edu/administration/3-215.php
http://regulations.utah.edu/administration/3-215.php
http://regulations.utah.edu/administration/3-215.php
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5. Printing and Mailing Equipment

a. University and UUHC Organizational Units other than Print & Mail
Services are not authorized to procure, Lease, or operate high speed
printing, or mailing equipment without prior written approval of the

cognizant dean or director and the chief financial officer or de

b. Such authorization will normally be granted only if:

upplies and materials used, cost of space to house
nd a pro rata share of the general and administrative

f the Organizational Unit.

rinting, High Speed Printers/Copiers, digital press, and mailing
equipment procured and operated by University and UUHC
Organizational Units other than Print & Mail Services ordinarily shall not
be used to perform work for other Organizational Units, because Print &
Mail Services has been established for that purpose. Any exceptions,

other than minor work aggregating less than $100 in monthly revenue,
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must have prior written approval of the cognizant dean(s) or director(s),

and the chief financial officer.

e. Non-University owned or operated printing, copying, and mailing Services
may be used by Organizational Units when justified by demonstrated

lower costs or by service requirements that cannot be met b

Services. Such Services must be obtained in accordancedwith applical

University Procurement regulations.

quiring utilities connections or other requirements,
etc., need prior approval from U Facilities. When applicable,

n this paragraph will also involve review and approval by the

cing building codes).

Alfresidential and commercial grade refrigerators and freezers procured by
the University must be Energy Star rated, excluding low temperature (-20°C
to -30°C) and ultra-low temperature (<-30°C) laboratory grade freezers.

a. An Organizational Unit that seeks an exception to this requirement shall

submit a request to Facilities Sustainability & Energy.


http://regulations.utah.edu/administration/3-100.php
http://regulations.utah.edu/administration/3-100.php
http://regulations.utah.edu/administration/3-100.php
http://regulations.utah.edu/administration/3-205.php
http://regulations.utah.edu/administration/3-205.php
http://regulations.utah.edu/administration/3-205.php
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8.

10.

b. The chief financial officer may grant an exception to this requirement after

considering the recommendations of Facilities Sustainability & Energy.

c. Inthe case of University of Utah Hospitals & Clinics, Requisitions for
commercial grade refrigerators and freezers will be identified and

considered for approval via the capital budgeting process.

Purchase of intra-departmental radio communications and |i€

(see Policy 3-235).

The Health Insurance Portability
requires that security of protected jon of individuals comply
tiality and security laws. Contact
ffice or email the Governance, Risk

are purchases, regardless of Procurement method or dollar
bject to the requirements as detailed in Rule R4-050A. UIT
s not required for existing software maintenance or existing

ftware subscription renewals.
rmation Technology Hardware Purchases

a. All purchases of IT-related hardware and data encryption requirements,
regardless of Procurement method or dollar value, are subject to the

requirements and limits as detailed within University Rule 4-004C.


http://regulations.utah.edu/administration/3-235.php
http://regulations.utah.edu/administration/3-235.php
http://regulations.utah.edu/administration/3-235.php
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12. Donations to charitable, scientific, or educational organizations are only
permissible if:

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

or is an equivalent nonprofit organization;

b. the mission of the organization is consistent with that of theddniver

c. the money donated is from a permitted source and n ate, fede

or other restricted funds; and

d. is no more than $1,000.

n Organizational Unit may not Lease a Procurement item unless:

i. The director of purchasing determines it is in the best interest of the
Organizational Unit to Lease the Procurement item after receiving a

written summary from the Organizational Unit containing the following:

1. The Organizational Unit has investigated alternate means of

obtaining the Procurement item; and

7
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2. The Organizational Unit has considered the costs and benefits of

the alternate means of obtaining the Procurement item.

ii. The Procurement item(s) and Lease are awarded through a standard
Procurement process, or an exception to a standard Procurement

process, such as a Sole Source.

iii. The Lease complies with all other provisions of law o

to the Lease; and

iv. The Lease is signed by the chief financial o

ment or remodeling of facilities are subject to review by Grants &

act Accounting to ensure only allowable Procurement based upon the

2. Reaquisitions calling for capital equipment not specifically authorized by the
grant or contract will not be processed until approval is obtained from the

granting agency.
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3. A Requisition for capital equipment will not be processed if the Requisition is
dated 30 days or less prior to the project ending date, unless the Requisition
is accompanied by documentation, approved by the vice president for
research, or designee, demonstrating that Procurement of such equipment is

necessary to achieve the objectives of the contract or grant.

tions as described in Section

[11.B.2 may not be purgh@ . nd contract funds unless allowed by

tics and controlled substances must be
by a properly completed Drug Enforcement Administration
EA License or DEA License with DEA Form 222C). UUHC is

om this restriction and shall adhere to UUHC procedures.

dividuals using form DEA 222C must be registered with the State of

tah Department of Business Regulations and with the U.S. Drug
Enforcement Administration. DEA Form 222C is used for DEA controlled
substances (classified as Cl and CIl). Purchases of Cl and CII controlled
substances must be accompanied with both a DEA controlled substances

license and form 222C. Controlled substances scheduled as lll, IV, and V
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require a controlled substances license. UUHC is exempt from this

restriction and shall adhere to UUHC procedures.

2. Tax-Free Alcohol

a. Organizational Units shall request Procurement of tax-freg

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

e to the following purposes:

I. preserving specimens;

ii. experimental, research, and laboratory work for scientific purposes;
iii. the preparation of laboratory and medical solutions;

iv. hospital chemical use;

10
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v. medical treatment of patients
vi. compounding medicines for use of patients in the hospitals.

c. The use of tax-free ethyl alcohol for purposes other than those defined in

paragraph (c) is prohibited, and violation is subject to federal law.

Organizational Units requiring tax-free ethyl alcohol for use

3. Items Imported from a Foreign Country

a. Import items must be procured thro

request form as all matters per

of Utah Hospitals & Clinics, the University of Utah Hospitals
urchasing Department shall manage import items through

Purchasing Department.

ost foreign purchases are subject to customs clearance and possible
uty charges. The University has engaged the Services of a professional
customs broker to provide assistance in clearing foreign shipments. All
correspondence 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

11
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Requisitioned. Exact customs duties on import items cannot be
determined until the items have cleared customs. Information relating to
customs and procedures applicable to customs clearance may be
obtained from the Purchasing Department.

d. Some research grants and contracts prohibit the purchase ofd

items. Before submitting a purchase request for imported
Organizational Unit must determine that no such resti
any grant or contract to which the cost of Procur

whole or in part.
4. Procurement of Export Restricted Items

a. Export regulations apply to the export of ite foreign countries AND to

access to controlled items by ign nationals i United States

(“deemed export”).

Organizational Units g ing i subject to export control restrictions

rganizational Units procuring items subject to export control restrictions
hall obtain approval from the vice president for research prior to the

Procurement.

d. Organizational Units procuring items subject to export control restrictions
shall implement a technology control plan to ensure compliance with

export control regulations.

12
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e. Organizational Units may receive assistance with the requirements of this
section from the University’s export control officer.
5. Radioactive Materials and Radiation-Generating Equipment

a. Radioactive material and radiation-generating equipment must be

Requisitioned with the standard University purchase reque
case of University of Utah Hospitals & Clinics, the UUH

University.

b. Requisitions for these purchases requi

Organizational Unit requestin ipment shall initiate

this request for approval.

c. Whenever required, ag censes or other approval forms from

e initiated and processed by the

afety/Radiation Safety).
Is, Birds, Fish and Amphibians

Requisitions for the purchase of these research subjects require the
pproval of the Office of Comparative Medicine. The purchase request
and Animal Request Form shall be sent to the Office of Comparative
Medicine for approval. The Animal Request Form can be obtained from

the Office of Comparative Medicine.

b. Select species of research birds and animals require written certification

of disease-free status on import into the State of Utah. The director of the

13
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Office of Comparative Medicine is Responsible to perform this inspection
and furnish such certification to the State of Utah Division of Wildlife

Resources.

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

Comparative Medicine.

7. Compressed Gases

Requests for on-line recruitment advertising of staff positions should be
sent to the Human Resources Department and questions directed to

the Human Resources Department.

1. In the case of University of Utah Hospitals & Clinics, the University
of Utah Hospitals & Clinics Human Resources Department shall

manage advertisement requests for staff positions.

14
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ii. Requests for all other advertising for recruitment of staff positions must
be Requisitioned with a standard University Requisition form and a
purchase order will be issued by the Purchasing Department. Staff
position Requisitions should reference the job posting number. In the

case of staff positions with University of Utah Hospitals & Cliai

Department.
9. Medical Devices

a. Organizational Units purchasing me

E.

and UUHC artwork must be submitted to the licensing
m used to manage licenses, product categories, distribution
and artwork for review and approval by the Trademarks &

icensing Office.

1. Surplus University Property

a. Surplus University property is available through the University Surplus

and Salvage Department. (See Policy 3-040 and 3-041)

15
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b. Information regarding the availability of surplus property may be obtained

from the Surplus and Salvage Department.

2. Excess Federal Property

a. Excess federal government property may be available at little or no cost

utrition Care Services at University of Utah Hospitals & Clinics are

esponsible for vending operations at all of their locations.

ithout prior written approval from Student Affairs Contract Administration
and the cognizant dean/vice president, Organizational Units other than
Student Affairs Contract Administration and those specifically exempted in

this rule may not:

16
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a. Purchase, Lease, or operate vending machines.

b. Negotiate or contract with non-University vending operators for vending
Services.

3. Student Affairs Contract Administration may, under unusual and special

circumstances, delegate responsibility for a vending machine

Organizational Unit.

a. A written agreement must outline the specific res
party.

b. Cash, sales, and inventory must be acc e with all

applicable University regulations.
H. Requests for Vending Services

1. Requests for vending Services, e
shall be submitted to the

erred to in paragraph G.,

ent Affairs Contract Administration

l. s ing Locations — Vending Requirements

Construction is in locations operated by departments identified
Section Il G. 1. a-d, the Responsible manager shall be involved in

valuation and planning for vending service(s).

b. This requirement does not apply to a University of Utah Hospitals &

Clinics Construction project or remodel.

2. Vending machines shall be installed in compliance with all applicable

building, fire, safety, and other codes and regulations.

17
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J. Maintenance and Repair of Vending Machines

1. Student Affairs Contract Administration shall be Responsible for all
maintenance and repair of vending machines, except those managed by
University of Utah Hospitals & Clinics.

IV—VII Regulations Resource Information.

Rule 1-001.**

IV. Policies, Rules, Procedures, Guidelines, Fo
A. Policies/ Rules
1.

2
3.
4

al Request Form
PFA Form 222 C
3. Ethyl Alcohol Order Form
E. Other Related Resources.
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1. The following website provides information on the DEA’s policies, including
the use of proper DEA licensing;

https://www.deadiversion.usdoj.gov/drugreq/

V. References

A. Policy 3-003, Authorizations and Approvals Required for Financia
B. Policy 3-031, Recruitment and Entertainment Expense Rei
C. Policy 3-040, Property Accounting

D. Policy 3-041, Accountability for Noncapital Equip
E. Policy 3-100, University Purchasing

F. Policy 3-205, Remodeling and Construction

G. Policy 3-215, University Motor Vehicl
H. Policy 3-235, Campus Intradepa dio Communications and Licensing
VI. Contacts

The designated conta ici ggulation are:

History

Renumbe

Revision History.

A. Current version. Revision 1.

1. Approved by -- Academic Senate April 4, 2022, and Board of Trustees April
12, 2022, with effective date of April 12, 2022.
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2. Legislative History for current version.

3. Editorial Revisions: [reserved]
B. Past versions.
1. Revision 0

a. Legislative History for Revision O
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