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! "MINUTES—OHIO UNIVERSITY, Board of Trustees - robruery 22, 1971

These are the minutes of the meeting of the Board of Trustees of Ohlo University
held at The Chio University Inn in Athens, Ohio on February 22, 1971,

The Chalrman called the meeting to order with the foliowing members present in
addition to the Chairman: C. Paul Stocker, Don M. Casto, Jr., Fred W. Crow, Jr.,
Fred H. Johnson, Edwin L. Kennedy, Willlam R. Morris and Mrs. J. Wallace Phillips,
In addition to the Trustees, 8lso present were President Claude R. Sowle, Provost
Robert L. Savage, Treasurer John F. Milar, Director of Business and Administrative

"Services Wm. Charles Culp, and Secretary to the Board of Trustees Paul R. Q'Brien.

It was moved by Mrs. Phillips, seconded by Mr. Kennedy and unanimously
carried that the minutes of December 7, 1970 meeting of the Board of Trustees be
approved as distributed by the Secretary.

The Secretary then read the followtng letter £rorn the Governor appeinting
Fred W. Crow, Ir. to the Board of Trustees of Ohlo University.

I, James A. Rhodes, Governor of the State of Chio, do hereby
appoint Fred W, Crow, Jr. (Republican), Syracuse, Meigs County,
Chio, as a Member, Board of Trustees, The Ohio Univerdty, for

- an unexpired term beginning June 13, 1970, and ending at the close
of business May 14, 1971, with appointee takt.ng office December 18,
1970, vice Russell P. Herrold, deceased.

IN WITNESS WHEREOF, I have hereunto subscribed
my name and caused the Great Seal of the State of
Ohio to be affixed at Columbus, this 15th day of
December, tn the year of our Lord, one thousand

nine hundred and seventy.

Governor
The Chairman welcomed Mr. Crow to the Board.

The Chairman then read the citation awarded Fred H. johnson by the Board of
Trustees at their July 20, 1970 meeting and presented h!m a framed copy of the
resolution.

President Sowle asked Dr. Savage for a progress report on new construction.
Dr. Savage reported that construction on all of the new bulldings was progressing
satisfactorily. The, as yet unencumbered, appropriation for the animal research
building, the construction of which was previously approved by the Trustees, consists
of $875,000 state money and $180,000 federal money. The plans are progressing and
should be ready to go out for bids some. time in March. Models of the animal research
buiiding for psychology and the animal research bullding for zoology were on display
in the meeting room. .

The Chairman asked Mr. Milar to explain the proposed renewal of student
health insurance. Mr. Milar explained our present student health insurance expires
at the end of this year and a special committee was appointed to study the student
needs in this area and to make recommendations to the Board of Trustees. This com-
mittee recommends a renewal for five years with the present lnsurance carrier.

Mr. Milar pointed out that this renewal will guarantee the annual premium rate at our
current 516 rate for 1971-72 and 1972-73. This extension will also increase the basic
gurgical schedule from $225 to $400. It will retain the experience rating on our
present policy on the same formula basis and any deficlts occurring in the first two
years of the renewal will not camry forward. Any premium adjustments occurring in the
last three years would be acturarially estimated and mutually agreed upon.

After a discussion of this proposal, it was moved by Mr..Morris, seconded by
Mr. Kennedy, and unantmously carried that the following resolution be adopted:

RESQOLVED, that the appropriate administrative officlals extend
. for an additional five year period the contract with Continental Casualty
Company to provide student health and accident insurance.

The Chairman calied on Mr. Milar to explain the preposed amendment to the
1970-7]1 budget. Mr. Milar presented several exhibits showing increases and
decreases in income and increases in expenditures. These were explained to the
Baard and it was then moved by Mr. Morris, seconded by Mr, Ku\ncdy. and unanimously
carried that the fotlowing resolution be adopted:

RLSOLVED, that the 1970-71 Budget Resolutions adopted January 5,
1970 and amended june 29, 1970 be further amanded to reflect the following
changes In income and Expense for the General Operating Budget:
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Decrease in State Appropriation $ (141,952)

Inercase In Student Fee Estimate . 300,754
Decrease in Other Income Estimate (198,732}
Increase in 1969-1970 Year End Surplus . 860,432

Total Increase $ 820,502
Increase in Expenditures for Carry-over $ 269,803
Increase in Operating Reserve 424,174

Total Increase 693,977
To Year End Surplus ‘ $ 126,525
Summary:
Revised Income Total $ 41,643,902
Revised Expense Total ' $ 41,517,377
Projected Year End Surplus

From Operations 9 126,525

Spectal ] 35,485 $ 162,016

The Chairman asked Dr. Savage to expiain the 1971-72 budget. Dr. Savage
reported that the proposed budget was prepared on a planning, programming and
budgeting system rather than the historical method used in the past by the Uni-~
versity. This method of budgeting permits systematically reallocating resources to
raflect changing priorities caused by changing patterns of student demand.

The greatest change in this year's budget procedure was the establishment of
an extensive review process during the construction of the varlous segments of the
budget. Each academic department had an advisory committee of students and
faculty to work with the department chairman. Each college had an advisory com-
mittee of students and a faculty representative from each department. The academic
area had a budget advisory committee composed of faculty representatives from each
collega and students, both graduate and undergraduate. All budget requests were
reviewed by the University Budget Committee, which i3 composed of two students,

_two members of the faculty, and seven senior administrators.

" Because of the small amount of tncremental funds which can be anticipated
for next year ($2,000,000), it was decided that no significant shift tn programs
could be realized. After a reserve of $500,000 was established, the remalning .
$1,500,000, representing an increase of 1.72 per cent, was distributed on a pro~
rated basis to the major budget areas in order to establish preilminary control tatals,
With the review process established, priority considerations were given within a
budget area and between budget areas. I belleve the procedure followed was a
significant improvement over historical or formula budgeting.

The revenue estimated for 1971-72 is outlined in Schedule A.

Provost Savage pointed out that the budget process used s far from perfect,
but the Task Force believes that it is a step in the right direction. This process is
the most open approach to budgeting ln the recent history of Ohlo University. The
price for this openness has been endleas hours of meetings, preparations, studies
and deliberations. Provost Savage thanked all who have particim ted in the hearings
and studies. . .

Mr. Johnson commented that he is thankful for the information the Board has
received and particularly likes the new approach adopted for budgeting.

Mr. Kennedy called the Board's attention to the fact that the estimated income .
used was the most conservative estimate of the Board of Regents' three proposals
for appropriations for 1971-72.

Mr. Morris commented that the Budget Committee should be commended for
getting the {nput into the budget from a cross section of the various University
groups, He hopes that the Trustees will have more time in the future to study the
budget.

President Sowle reported that he hopes in the future to start the budget in the

fall and have much more time available to constder the various aspects of the budget.

Mr. Morris moved the adoption of the following resotutlon. It was seconded
by Mr. Crow and unanimously carried,

RESOIVED, that the 1971-72 Budqgets of expected income and
expenditures as presented in Schedules I, 11, 111, IV and Oxhibit B,
arc hereby approved and are hereby appropriated subject to the
following provisions:
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% (1) The Provost and Treasurer, with approval of the President, ! A
i may make adjustments in Instructional and General Uperating ; s
Cxpenac Allocations (Schedule II, Exhibit B}, provided the total of ! N
such expenditures does not exceed available unrestricted lncome ; i
: or $42,992,810, whichever ig less. :
1
(2) Should avallable unrestricted income exceed $42,992,810, ’
the expenditure of euch additional income shakl be subject to approval :
by the Board of Trustees. ) 1:
(3) Expenditures of Restricted Income shall not exceed the '
amounts made available for such purposes. -
H by
OHIO UNIVERSITY Schedule 1 ' ‘-
1971-72 BUDGET b
INCOME SUMMARY ‘ {
Unrestricted Restricted Total )
. Instructional and General
State Appropriation) 4 o ;
Student Fees } 541,783,615 0 $41,783,515 ;
\ Cther Income ' 1,047,185 960,000 2,007,185 ) .
1970-71 Projected Year-End Surplus ___ 162,010  _ . =0 _ 162,010 ?
Total Instructional and General - $42,992,810 $§ 960,000 543;952;810 i
Organized Research : :
_ Private Gifts and Grants ) $ 75,000 $ 75,000 '
Government Gifts and Grants 450,000 — 450,000
Total Organized Research § 525,000 $ 525,000 .
Public Service .
Private Gifts and Grants $ 120,000 $ 120,000
Government Gifts and Grants 2,000,000 2,000,000
Other Sources 460,000 460,000
) Total Public Service $ 2,000,000 $ 2,580,000
. Auxiliary Enterprises - '
Residence and Dining Halls $12,745,000 $12,745,000 ; -
Other —1.150,000 3,150,000 F L
: i
Total Auxiliary Enterprises $13,895,000  $13,895,000 7 7
! Student Atd
i Endowment Income $ 36,000 $ 36,000 i
1 Private Gifts and Graats 400,000 400,000 ! ..
: Government Grants - 600,000 600,000 : -
Total Student Aid $ 1,036,000  § 1,036,000
: ‘ i
X Total Income $42,992,810 318,996,000  $61,988,810 :
. OHIC UNIVERSITY Schedule It ; &
i 1971-72 BUDGET [
i EXPENSE SUMMARY !
1 -- L
! Hnrestricted Restricted Iowml i
1 i
. Instructional and General $42,992,810 $  960.000 $43,952,610 I =
i : i :
! Organized Research 525,000 525,000 !
' |
i Public Service 2,580,000 2,580,000 E
.: Auxillary Enterprises 13,895,000 13,895,000 i
§ Student Atd 1,036,000 _1.036.,000 i
C- Total Expense $42,992,810 $18,996,000 $61,988,810 .
o | |
é
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OHIO UNIVERSITY - Schedule 1]
1971=72 BUDGET . ot
RLSIDCNCE AND DINING HALLS
' - 1971-72

atl : ) : - Budget

[ncome
Resldence Halls $7.453,000
Dining Halls 5,292,000

Total Income $12,745,000

QOperating Expenses .
Residence Life ' $ 675,300
Director Residence Services 73,800
Housing Office ’ 84,900
Interiors and Design 659,800
Laundry ) 173,500
Housekeeplng 1,872,300
Food Service . 4,839,700
Maintenance of Plant 1,327,300
General Institution-Allocated Cost 603,700
Fees Walved 13,900
Legss-Budget Committee Adjustments (49,500)

Total Cperating Expenses . g 00
Gain from Operations $ 3,059,700
Cperating Support from General Fund

To Residence Life ] $ 150,000
To Dorm and Dining 7 146,700
$ 296,700
$ 3,356,400
Changes in Fundfalance
Balance July 1, 1971
Funds Avatlable
Required Applications of Funds Available
Principal . $ 642,000
Interest . ‘ 2,035,000
Sinking Fund : 372,100
Repalr and Replacement Reserve : 262,000
Audit, Ingurance and Other. 118,000 $ 3,429,100
Renovatlons and Other Contingencies ’ 100,00
Balance June 30, 1972 ' ' $. 133,600
OHIO UNIVERSITY Schedule [V
1971-72 BUDGET
RESIDENCE AND DINING HALLS
REPAIR AND REPLACEMENT RESERVE ACCOUNT
Baiance July 1,-1871 ' $658,000 -
Investment Income ' 33,000 -
Required Deposit 282,000
Funds Available $953,000
Applications . .
Equipment Replacement and Renovations $1832.000
Baiance June 30, 1972 $771.000
.OHIO UNIVERSITY Exhibit A
ESTIMATE OF UNRESTRICTED INCOME
1971-72
1970-71 1971-72 Increase
Estimate Estimaiae (Decrease)
State Appropriation ,$19,703,000 .
Student Fecs * 18,763,400
Sub-Total $38,466,400 541,783,615 $3,317,215*
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1970-71 1971-72 - Increase . -

Estimate . Estimate  {Dstroasg) !
Other Income $ 1,300,000 $ 1,047,185 $ (252,B15) i
From Reserve : 1,057,000 -0- + {1,057,000) . :
Varlance : ) 7,400 -0- {7,400 i
1970-71 Projected Year-End Surplus el 162,010 162.0]0 : )
Total =~ - . 540,830,800 $42,992,810 2,162,010

*Assumption that the following combinations of income sources will gerierate
$3,317,215 additional dollars:
1. Increase in State appropriations.

2. Increase In student fees due to increased errollment.
3. Increase ln student fees due to rate lncrease. '
OHIO UNIVERSITY Exhibit B ! ;
1971-72 BUDGET i
¢ . INSTRUCTIONAI.‘AND GENERAL OPERATING EXPENSES :
) Adjusted Proposed Increase :
1970-71 197}-72 [Decrease) ;
Vice President & Dean of Faculties . i
Arts and Sciences $ 8,821,580 5 9,185,303 5 363,723 Wi
International Studies 266,958 274,447 7,489 v
Business Administration 1,578,842 1,623,255 44,413 !
Communications 1,345,625 1,383,439 37,814 |
Education 2,776,808 2,854,883 78,075 ; ’ y
Engineering . 1,628,590 1,674,337 45,747 '
Fine Arts _ 2,194,286 2,258,555 64,259 | )
Graduate College . 110,662 125,306 14,644 i
Graduate Scholarships 139,026 131,426 {7,600) i
Honors College . 30,825 31,718 890 |
University College 215,739 219,732 3,993 ’ i ,
Off-Campus Academic Programs : 4,729,263 4,862,208 132,942 H .
Black Studies Institute . 257,542 164,808 7,266 ‘
Workshops 61,304 63,009 1,705 3
Alr Force 7,565 7,763 198 |
Army 9,422 7,929 (1,493) !
Learning Resources . 112,366 .- 115,554 3,188 !
Library 1,798,997 - 1,849,564 50,567 ;
Ohio University Press ' 72,925 73,000 75 ‘
Faculty Senate 23,852 24,519 667 :
Associate Dean of Faculties 26,911 152,756 125,845*
Vice President's Office —_ 80,300 ___ 187,343 ... 7.043 )
Sub~Total $26,389,398 §27,370,848 5 981,450 }
Vice President-Educational Seyrvices
Vice President's Office $ 108,498 § 101,289 § {7,209) :
Supervision Residence Halls . 150,000 296,681 146,681 .
Off-Campus Housing 20,098 . 20,999 901 i .
Co-Curricular Activities ' 231,638 213,931 (17,707) H v
Baker Center 190,000 197,500 7,500 5 *
Student Services 1,811,122 1,894,747 83,525 :
Student Activittes Board-Fund Transfer 92,395 95,000 2,605 !
Convocation Committee~Fund Transfer 36,734 38,100 1,366 '
{Cultural Activities Committee} !
Budget Committee Adjustment - {20,000)%+ (20,000} !
Allocation Following Hearings - 18,000 18,000 .
Sub-Total $§ 2,640,485 § 2,856,247 § 215,762 ,
*Includes $90,000 for 6 new faculty and other annualized positions. J 73 i
*+To be distributed within Educationa Services. ! 3

Director of Business and Admin. Services

Director's Office $ 57,733 § 52,380 § {5,353 f
Administrative Data Processing 738,995 758,081 19,086 :

Environmental & Auxiliary Services 329,085 293,560 (35,535)

Purchasing 167,261 152,748 {14,515)

Stores . 91,233 101,952 10,719 :
Personnel 137,141 . 122,097 (15,044) Lo
Faculty-Staf{f Scholarships . . 135,650 140,678 5,028 tod
Physical Plant 4,119,404 . 4,341,404 221,659 '
Capital Improvements 418,038 - 300,000 {118, 038) . .
Atrport ’ 42,813 44,408 1,592

Security 448,984 147, 682 {1,302) . .
Rudaet Committee Adjustments - 221, BEU 221,859

Allocation Following Hewringa - 72.000 7o, 000

Sub-‘total § 6,606,347 § 7,040,503 § 182,156 7Z
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Treasurer
Treasurer's QOffice

- University Budget Office
Cashiecr~Bursar
Controller
Student Financial Aids

_ Bureau of Inspection
Penslon Contributions
Insurance
Undergraduate Scholarships
National Defense Loans
Work-5tudy Matching Funds

Sub-Total
Vice President-Development
Vice President’'s Office
Publications
Public Information

Sub-Total

Lxhtbit B cont.

*To be distributed within Business and Administrative Services.

Provost
Provost's Office
Research Institute
Radio-TV Broadcasting
Intercolleglate Athletics
Architect - Englneer
Planning
Institutional Memberships

Allocation Following Hearings

Sub-Total

President
President's Office
Cutler Service Bureau

Sub-Totail
General Institution
Plant Funds
Facilities Fee
Ombudsman
Sub-Total

Rasarve Unallocated
Reserve

Allocation Following Hgarings

Sub-Total

GRAND TOTAL

Adlusted Proposed Increase
1970-71 1971-72 {Decrease)
5 99,882 $ 103,854 $ 3,972
91,574 96,724 5,150
72,707 75,321 2,614
394,051 415,909 21,858
170,507 179,137 8,630
25,000 22,000 (2,000)
5,800 5,800 -
13,230 20,000 6,770
698,340 598,340 -
24,932 34,823 9,991
. 98,085 ___ 105,100 ____ 7,015
$ 1,694,008 $ 1,757,008 $ 63,000
§ 279,701 $ 263,922 $ (15,779)
102,929 108,160 5,231
26,259 29,357 2,998
H 408,883 H 401,339 S {7,550)
- 213,431 224,372 10,941
720,419 875,422 {44,997}
521,012 519,000 {2,012}
165,127 760,807 (4,320)
83,451 84,383 1,134
37,829 39,647 1,818
9,000 - {9,000
- 35,000 35,000
$ 2,350,269 $ 2,338,833 $5(11,436)
$ 125,359 110,201 $ (15,158}
36,045 38, 821 2,776
$ 161,404 H] 149,022 $(12,382)
$ 15,000 3 - . $ (15,000}
500,000 500,000 -
30,092 34,000 3,908
§ 545,092 534,UUP 5 (11,092)
$  (52.492)* § 500,000  $552,492
- 37,010 37,010
$ (52,492} 5 537,010

$40,823,400

$589,502

$42,992,810 52,169,410

*includes allocation of Flight Training of $127,964.

Provost Savage then presented the following salary ranges for full-time faculties
and reported that the new budget was based on the recommended salary ranges in this

proposal,

OHIO UNIVERSITY

RESOLUTION ON FACULTY SALARY RANGES

The 1870-71 salary range for full-time faculty for the academic year was:

Professor

Associate Prolassor
Assistant Professor

Ingtructor
Lecturer

Minimum

§13,400
10,800
8,000
§,000
8,700

Maximum

$32,0800
19,490
16,330
14,145
18,400

72
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The recomm'énded salary range for full-time faculty for the 1971-72 academic year is:

Minimum

Maximum

Professor $14,000 - 534,000
Azsociate Professor 11,500 20,000
Assistant Professor B, 500 16,500
Instructor : 6,000 15,000

" Lecturer 8,000 19, 000

It was moved by Mr. Morris, seconded by Mr. Kennedy, and unanimously carried
that the following resolution be adopted:

BE IT RESCLVED, that the full-time facuity salary range for the 1971-72
academic year be approved a8s recommended by the Provost with the understanding
that in exceptional cases the maximum ceiling can be broken, subject to approval
by the Board-Administration Committee, but that the minimum shall be adhered to
in all cases.

The Chairman asked Mr. Milar to explain the proposed Convocation Center
refinancing. Mr, Milar reported that our current loan on the Convocation Center,

“ amounting to §6,400,000 at 64 per cent interest, is due on June 15, 1971. We are

in a position to pay the Interest on this ipan and & 5100, 000 reducticn in the face
amount, leaving & balance to be refinanced of 56,300,000, Mr. Milar presented three
alternatives in refinancing this loan. Two of the alternatives were long-term financing
at 6 per cent interest. The one Mr. Milar recommended was short-term, or one year,
temporary financing at 4} per cent interest. This method would permit a reduction of
$216,000 in the face amount of the loan by June 15, 1972.

Mr. Milar reported that he was recommending the short-term refinancing after
discussing the alternatives with Mr, Kennedy. Mr. Kennedy reported that as a matter
of principle, he was against financing long-term facilities on & short-term basis,
However, in this case, and due to the difference in Interest rates and the uncertainty
of future Interest rates, he recommended that we accept Mr. Milar's recommendation,

It was then moved by Mr, Kennedy, seconded by Mr. Casto and unanimously
carmrted that the Treasurer of Ohio University be autherized to seek interim financing
in the amount of $6,300,000 on the Convocation.Center for one additional year.

The Chairman asked the Secretary to explain the proposed extension to the Hocking
Conservancy District of a right-of-entry over University lands.

The Secretary explained that a three year right-of-entry had been granted the
Hocking Conservancy District in 1968, -Due to weather and other conditions, the
project was not completed on schedule and the Hocking Conservancy District has
requested a one year extension of this right-of—entry.

It was moved by Mr, Casto, seconded by Mr. Morris and unanimously carried thut
the following resalution be adopted:

WHEREAS, the Board of Trustees of Ohio University approved the granting
of a Right-of-Entry to the Hocking Conservancy District on February 6, 1968
over certain Unjversity lands and;

WHEREAS, this Right-of-Entry extended for three years or until February 6,
1971 and;

WHEREAS, due to weather and other conditions, this flood protection
project has not yet been completed and the Hocking Conservaney District
has requested a one year extension of the Right-of-Entry;

NOW, THEREFORE, BE IT RESQLVED, that the Right-of-Entry be extended
for one year and that all provisions set forth in the original Right-of-Entry
shall continue in effect during the term of the extension of the Right-of-Entry,

The Chairman asked Mr. Culp to explain the proposed resolution relative to
purchasing manuals, Mr. Culp reminded the Board that in the September meeting the
Board had considered the revised Purchasing Manual and suggested that a manual of
food purchasing be prepared and submitted to the Board before they took any action
on the general purchasing manual,

It was then moved by Mr., Morris, seconded by Mrs. Phllhps and unanimously
carried that the following resolution be adopted:

BE IT RESOLVED, that the following Ohio University Purchasing Manual
be approved to replace the Purchasing Manual prcviously approved by the
Board of Trustees in February, 196B.
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FORWARD

To Faculty and Staff Members:

The Purchasing Department has two primary responsibilities:

It is also appropriate to point out, in connection with paragraph 2 above, that in

(1) To serve faculty and staff in securing materials snd contracted
services.

{2} To conform with the laws of the State of Chic and policy
established by the Board of Trustees In assuring that
purchases are properly authortzed and result in proper
quality goods or services being delivered to designated
locations at the proper time, in the right quality and at
the lowest possible cost.

addition to the University Board of Trustees there are a host of other "interested parties”
who quite rightfully are concerned about the expenditure of public funds. These include
the auditors of various agencies, legislative committees, potential vendors, etc.

The brief explanation above serves as a preface to this Manual of Purchasing Policles
and Procedures for Ohlo University.

Service rendered to vou by the Purchasing Department will be improved, we believe,
if all University personnel will hecome familiar with and understand these policies and
practices. It is for this reason that we have approved this manual.

Claude R. Sowle ' Duncan M. Baxter
President ) Chairman
Ohio University ) . Board of Trustees

Ohio University
MANUAL OF PURCHASING POLICIES AND PROCEDURES

FOR OHIO UNIVERSITY

Table of Contents

INTRODUCTION

I. UNIVERSITY ORGANIZATION FOR PROCUREMENT

1.

~ hoin b b

Purchasing Objective: Greatest Value for Funds Expended

Centralization and Authority Delegation for Procurement
Unauthorized Purchases

Conflict of Interest

Recelving and Interviewing Sales Representatives

General Stores Operation ~
General Stores Catalog and Inventory =

II, PLANNING AND REQUISITION PREPARATION BY UNIVERSITY DEPARTMENTS

1.
2.
3.

.

0w

1
1

.

Authority to Submit Requisitions

Uniform Policles Regardless of Fund Source

The Requisition

Requisitions to be Processed by Debit Voucher
Quotations

Necassaity for Pre-Planning of Items Needed .
Submission of Requisitions Well in Advance
Additional Time Required for Equipment Items

Proper Classifications of items in Preparation of Requisitions
Rush Expenditures Near Termination of a Budget Period
Requisitions for Subscriptions

111, SUPPLIER SELECTION AND PROCUREMENT TECHNIQUES

Selection of Vendors ) :

Changes of Suggested Vendor by Purchasing Department
Suggestions of Supply Sources for Unusual [tems
Provious History for Commoditles Helpful

Local Purchases by Petty Cash

Emergeney Buylng

e B - T ) w

11
13
14

15
15

17

17

17

18
19
19
20

60O

65



MINUTES—OQHIO UNIVERSITY, Board of Trustees

Abald g

7. Small Orders Discouraged ’ 20

8. Pool or Cooperative Buying | 21

9. Establishment of Current Prices ‘ 21

10, Price 88 a Function of Value 22

11. Factors In Selection of Major Equipment K 22
12. Service Agrecments 23

13. Disposition of Surplus Items 23

14. Standardization of Common Use Jtems ‘ ' 24

15. Determination of Quality Specifications . - 24

16, Revision of Order Quantities 24
17, Economical Order Quantities : 25

18. Requirement Contracts 25

14. Consolidation of Purchases L . 25
20. Restriction of Small Repetitive Orders T 26
2]l. Competitive Bidding . o 26
-IV. SPECIAL RESPONSIBILITIES OF UNIVERSITY DEPARTMENTS 27
1. Prompt Reporting of Mistakes in Shipping or Invoicing 27

2. Problems Involved in Incorrectly Specifying 27

3. Requests for Cancellation or Modification of Orders ) 27

4. Return of Supplies or Equipment 28

5. Prompt Inspection and Checking ol Items Received by Departments 30

6. Claims Problems Involving Damages or Shortages 30

7. Necessity for Prompt Invoice Approval 32

8. Emergency Repairs 33

9. Rentalor Lease Equipment ' 33

V. PURCHASES PROHIBITED BY UNIVERSITY POLICY 34
1. Items Not Purchased by University Policy . 34

VI. SPECIAL PROCUREMENT POLICIES 34
1. Printing Procurement 1!

2. Letterheads and Envelopes - 36

. 3. Purchases Requiring Prepayment : 37
4, Purchases of Rubber Stamps and Other Fabricated Items 37

5. Government Surplus Property 38

6. Keys 38

7. Film Rentals } 38’
PURCHASE REQUISITION FORM . ) - EXHIBIT I 39
PETTY CASH PROCEDURE - EXHIEIT II 40

ORGANIZATION CHART s/DESIGNATED SPEClALIZtD RESPONSIBILITIES-EXHIBIT III 43
MANUAL OF PURCHASING POLICIES AND PROCEDURES FOR OHIO UNIVERSITY
INTRODUCTION

Ohio University's Purchasing Department is organized and administered as a
division of the University's general business management organization,

The function of the Purchasing Department is to crganize and administer pro-

curement for all departments of the University in accordance with responsibiiity and |

authority delegated by the University's Prestdent and the Board of Trustees.

The policies and procedures have been made as simple as possible and still
meet the requirements of State of QOhlo laws, general University regulations, good
business practice, and special requirements adopted from time to time by various
agencies from which the University secures funds for special programs. These
procedures are meant to cover most cases involving procurement for Ohio University,
and are generally consistent with those of similar institutions and with technically
oriented fndustrial firms, :

The Purchasing Department has been assigned definjte responsibilities;

(1) Procurement of goods and services for all University Departments,

{2) Testing and evaluation of various commaodities to insure proper balance
of quality and menetary expenditures,

(3} Expedite delivery of urgently needed goods and services.

{4} Assist in furniture selection and color coordination for interior design.

{5) Rcfer information about new or improved products to departments
using these¢ products,

{6) Inlorm departments of exceptional buys on selected commodities,

The Purchasing Department must work, therefore, with hundreds of individuals
within the University, and with thousands of vendors, in supplying complex require=
ments economically, effcctively and as promptly as circumstances will allow.
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The Purchasing Department shares in coertain responsibilities with the Controller's
Offtce and other University administrative oftlces in expending Untversity funds so
that all transactions wtll pass numerous audits and will be congidered as sensible
business transactions.

All persons with budget responsibllities can simplify and expedite the handling of
requirements for supplies, equipment and services by becoming familiar with Ohio
University's procurement policies and by designating someone within their departments
who can become skilled in working with the Purchasing Department.

The following points warrant special emphasis:

{1} Plan your needs well In advance,

{2} Describe accurately on requisitions the quantity and quality needed,

{3} Initlate requisitions well in advance of the critical date required.
Indicate date items will be needed and location (room) to which items
are to be delivered,

{4} Use correct account numbers,

{S) Keep the Purchasing Department informed of transactions which have
worked out well for your department or those that did not, Also inform
them of new equipment items you have learned about,

The University considers its vendors to be valuable assets, It attempts to
administer buying practices in such a way that all worthwhile suppliers are considered
and dealt with ethically. The best ones will be awarded shares of the University
business on the basis of competitive prices, services rendered, and ultimate long-range
benefit to the University as a whole.

All savings, including cash discounts, achieved by combining purchases, using
the buying power of the University as a whole, or in developing larger quantities per
order by the cooperation of any department, or gther institutions who are members of
the Inter-University Council benefit the departmental or project budget which provides
the funds for the purchase. Standardization and simplification of products and pro-
cedures also may resuit in substantial and repetitive savings to the individual
department budget.

This manual of purchasing policies is intended to list the general policies and
procedural practices developed to accomplish the procurement processes for Qhlo
University, While it-is somewhat detailed, it cannot cover all eventualities. The
occasional exceptional case will be worked out as circumstances and good business
practices warrant.

The Director of Purchases and his staff of purchasing agents will be happy to
discuss with you any procuremeant probiems that are not covered in detail in this
manual. Of course, suggestions for future editions of the manual will be greatly
appreciated,

The responsibility for implementing the foregoing policies has been delegated to
the Purchasing Department, and the cooperation of all individuals and departments is
requested, Revision in policy or procedures will be made in future editions of this
manual when required. Suggestions from the faculty and administrative staff far
future changes will be welcomed by the Director of Purchases.

!

Gerald P Evans -
Diractor of Purchases

1. UNIVERSITY ORGANIZATION FOR PROCUREMENT

- 1, PURCHASING OBJECTIVE: GREATEST VALUE FOR FUNDS EXPENDED

The expenditure of all Ohlo University funds should be handled so that
the greatest ultimate value per dollar expended 1s achieved.

2. CENTRALIZATION AND AUTHORITY DELEGATION FOR PROCUREMENT

The responsibility for procurement negotiations and administration of procurement
policies and procedures has been centralized and delegated to the Director of
Purchases, This office is responstble for training a staff spezializing 1a
procurement practices, and for centralizing purchasing transactions so that the
utmost in efficiency and monatary savings can be secured for the Unjiversity.

3. UNAUTHORIZED PURCHASES .

No individusl has the authority to enter into purchase contracts, or in any
way to cbligate Ohlo University, for a procurement indebtedness unless
specifically authorizad to do so by the Prosident, Board of Trustees, or the
Director of Purchases. Any such negotlations are considercd as unautharized
purchases and the individual may encounter a personal obllgation tu the
vendor, Flrms ordinarlly doing business with the Unjversity are aware <f this
policy and aro adviscd thot all purchases chargeable to Qhio Unlversity must
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be authorized by an official Ohto University purchase order signed by an authorized
individual. Exclusive of the petty cash procedures and debit voucher procedure
{Section I1I-5 and [I-4), the University will not reimburse officers or employees for

the cost of any such purchases on behalf of the University unless previous arrangements
to that end have been made, ' ’

.

4

.. CONFLICT OF INTEREST IN PROCUREMENT

The University is not allowed to enter into contracts for the purchases of
property, supplies or equipment from persons holding an office of trust or

an employee of such office or of 8 board of such officers from the institutlon
with which he is connected. (See Section 2919.08 and 2919.09 Chlo Revised
Code).

§. RECEIVING AND INTERVIEWING SALES REPRESENTATIVES

University personnel having & need to contact sales representatives for a
particular brand name or product should contact the Purchasing Department

for assistapce. Sales representatives contacting University perscnnel
without being scheduled through the Purchasing Department should be
encouraged to contact the Purchasing Department. When sales representatives
possess information concerning new products or special values, they will be
referred to appropriate offices.

GENERAL STORES OPERATION

In all cases on the Athens campus where material is available through General
Stores, departments are to avail themselves of this service and requisition
items on the short form. Goods may be secured from General Stores by use

of & "stores requisition™ (Form P-36} or by calling in person with the requi~
sitton to pick up the materjals desired, This form, properly approved, should
be sent or carried directly to General Stores. Branch campuses of the Uni-
versity need not follow this procedure.

GENERAL STORES CATALOG AND INVENTORY
The General Stores Catalog may be obtained by calling the General Stores

or Purchasing Department. A substantial inventory is. carried at all times
and Is broken down into the following sections;

Janitorial Supplies 1.200%(
Dining Hall Supplies 1,300
Electric Supplies 2.000
Plumbing Supplies 3,300
Copper Fittings Supplies 4., 2000
Paint & Otils 5,00
Tools 6. 200X
Cffice 7.0
Tinners 8, 2000
Hardware 9,200
Recording Tapes 10,2000
Laboratory Glassware . 11, XXXX

PLANNING AND REQUISITION PREPARATION BY UNIVERSITY DEPARTMENTS

1,

AUTHORITY TO SUBMIT REQUISITIONS

Only that person or persons having authority for a particular budget account
or his designated representative is authorized to issue and slgn requisitions,

UNIFORM POLICIES REGARDLESS OF FUND SOURCE
General polictes concerning purchasing apply to all funds of the University,

regardless of source. All funds deposited with the University are University
funds and must be handled consistently in accordance with University policies.

THE REQUISITION

Except for petty cash expenditures, the purchase requisition {Form B 4/70
Exhibit I), i1s used for the procurement of all supplies, equipment and services
not avatlable through the Ohio University General Store, Items from General
Stores will continue to be ordered on the short form stores requisition

(Form P-36}.

NOQTE: Form B 4/70 may be obtained in a package of 100 from
General Stores. Stock number 7,6230,

The last copy (goldenrod} should bedetached and retained as the departmental
file copy. The third part (pink) is prov'ldc\d where needed as o file copy for
the dean or administrative head. The orlginat (white) and second part
{yollow) should be forwarded to the Purchasing Department intact,

57
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: The following basic information must be compléted before the-requisition )
1 can be accepted

- o i
i
. . . - {AY Account name

{B' Account number and object code

(C} Room and butlding to which delivery shouid be made :

(D} Date of preparation

(B} Departmental requisition number (if needed) 5

(P Name of suggested vendor (i known)

(@ Name of person initiating requisition and campus telephone
number }

‘ (H) Approval signature ~ department head

() Approval signature -~ dean or administrative head

(' Quantity, equipment classification and estimated cost

(K) Unit {i.e., each, dozen, etc.)

(L) Description of item to be purchased

(M) Equipment classification (N, O, or R}

N-New . i
If the plece of equipment is purchased to perform a new :
task, or represants an addition to present equipment.

. . O-COriginal ’ !
. . . If the plece of equipment is purchased at the time of '
N . i " construction of a new building, (Unexpended plant funds)

! R-Replacement
If the plece of equipment is purchased to replace a worn-out . -
' . pisce of equipment, or one that was used as a trade-in, '
Indtcate praperty tag number, manufacturer's name and serial )
N or model number of old item, H

(N} Estimated cost (total) - | 5-3

The suggested vendor may be shown in the space provided for that E
purpese. If the request {s a recrder, show the last order number. I
The quantity must be shown in the column provided. The unit should T, Cn
be precise, i.e., dozen, gross, pound, each package (100’s) stc, HB
Specifications should be concise, but complete in detail, It is f

insufficient to show only the catalog number or model number. A .
complete word description |s more desirable. Where approgriate, !
state the size, color, finish,-etc, A Department may request an |
. ' opportunity to review the bids before an order is placed. If this is } i

desired, it should be so stated on the requisition.

i
4. REQUISITIONS TO BE PROCESSED BY DEBIT VOUCHER " l
Many transactions which are made on behalf of the University can be completed .-~ ' |
without processaing a purchase order, The Accounts Payable Department can,
in certain instances, issue payment from the requisition. This method of .
payment 1s called a debit voucher. Invoices processed by this method must i
be forwarded aleng with the raquisition, to Accounts Payable Department H
S within two woarking days after receipt, provided material and/or services have - 52; -
been received, -Prompt processing of debit voucher payments is important
because these transactions are not encumbered and do not appear on budget
printout until paid. These requisitions can be sent directly to the Accounting
Department after the dean or administrative head has approved the requisition,
The following list of items and services may be processed by the debit ' )
voucher method providing the approved invoices are attached: o

All travel entertainment and related expenses, . .
Landing fees (airport). ¢
Awards, scholarships, etc. . . .
Refunds. ’ :
Honoraria and related expenses {no gifts).

. Stipends.

. Commissions and royalties.

. Books, texts, periodicals, reprints, directories, etc, flimit $50.00}.
. nter-library loan fees.’

10. Subscriptions (personal subscriptions excluded).

11. Credit card purchase {gas or car rental-0.U. credit cards only}.

12. Office machine repairs (limit $50,00%,

Film rental {excluding radio~TV),

14, Advertising, :

! 15, Memberships and dues {personal memberships and dues excluded:.

i ’ 16. Insurance policles.

b . 17. Telephone and telegraph bills.,

’ 18. Clipping service,

19. Freight charges (not covered on purchase orderl,

20. . Testing services,

! 21, Mutual health fund payments.

i 22. Miacctlancous payments {deeds; boller tnsp; elevalor tnsp; licenses; H
leqgal fees; proofroading fees; assessments). ’ H

[T R - D P ]
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23, Utilities: gas, water, electrie, sewaer.
24. Instrument repair {local only), '

25, Bowling equipment rental assessment.
26, Metered postage,

5, QUO‘I'ATIONS
. Small orders from local vendora are often priced by the Purchasing
Department by telephone and processed immedlately, Larger orders
may require competitive bids, and, if the vendors are local or in the
State of Ohio, this may take a week to ten days to process. If the
selected vendors are outside the State, processlng may take two or
three weeks.

Bids that do not agree with avery respect of the specifications on the
requisition will normally be referred to the department for recommendation.

NOQTE: If a department wishes to accept a bid other than the low bid or

wishes to select a "brand” name, a letter of justification must be for~

warded to the Purchastng Department, This letter must give in detall

the advantages of the preferred item over that of the low bid and must
. be signed by the user and by the department head or chairman.

6. NECESSITY FOR PRE-PLANNING OF ITEMS NEEDED

The necessity for departments to pre-plan supply and equipment needs
cannot be over—emphasized. The time required to issue an order and
secure delivery after the receipt in the Purchasing Department of &
properly prepared and approved requisition varies greatly. The work

load at any glven time within the Purchasing Department is also a factor.
Delivery, however, will always depend on the supplier's stock and the
problems they have in preducing or securing delivery from their sup'puers.

.

7. SUBMISSION OF REQUISITIONS WELL IN ADVANCE

All departments are urged to requisition standard commonly-used or
repetitively-used supplies well in advance of dates needed. When
requisitioning these types of items it is important to specify the largest
possible quantity and 83 many items as possible from common sources of
supply. Examples are laboratory reagent chemicals, glassware, filter
paper, rubber and plastic tubing, etc. Animal feed and bedding materials,
cylinder gasses, office supplies, teaching materials and other such
repetitively used {tems should rarely be designated as “emergency needs”.

B. ADDITIONAL TIME REQUIRED FOR EQUIPMENT ITEMS

Equipment items, whether office equipment, furniture, laboratery
equipment or business machines, always require more time for planning,
for purchasing negotiations, and for delivery. Aleng this line, it is
essential that equipment lists for new buildings be submitted to the
Purchasing Department at least one (1) year prior to completion date of
the building.

9. PROPER CLASSIFICATIONS OF ITEMS IN PREPARATION OF REQUISITIONS

Since the University's purchaging procedure requires a requisition to

be prepared, so that a corresponding purchase order may be typed, it is
important that items of similar classification (equipment, supplies, etc.)
be grouped on the same requisition. [t is also important that ltems from
a common source be listed and that a single requisition not include
several items which must be purchased from a variety of vendors,
(Example: Subscripiions from several publishers).

10. RUSH EXPENDITURES NEAR TERMINATION OF A BUDGET PERIOD

No rush expenditures near the end of a budget period should be requested.
It is particularly important that requisitions for research grant budgets

for supply items and equipment he submitted sufficlently early so that
buying negetiations can be accomplished, delivery secured and invoices
processed before the end of the grant peried. Usually all such requi-
sitions should reach the Purchasing Department at least three months
before the end of the budget period. The Purchasing Department shouid
receive a memorandum requesting cancellation of any items ordered on a
grant, that apparently cannot be delivered and invoiced before termination
of the grant budget. Eguipment items for rescarch grants should be
requisitioned early in the grant period so that the equipment can be
delivered and used. Equipment liems usually should be purchased and
used. during the major portion of a rescarch grant for which funds are
expended. Therefore, requigitions for expenditures against current
Univers ity budaets shoudd reach the Purchasing Departaent by April 30

of cach year,

e
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11, RLCQUISITIONS FOR SUBSCRIPTIONS

Subscription requests, or any request involving the mailing of periodic
lterature, should show complete matling address not to exceed five lines.
Subscriptions in the name of an individual are discouraged, Show mailing
address two full spaces below last line of specifications;

Subscription mailing address:

Qhie University
Department of Education
Room 317, McCracken Hall
Attn: John Doe

Athens, Ohio 45701

®—~o3gMxm

I, SUPPLIER SELECTION AND PROCUREMENT TECHNIQUES
1. SELECTION OF VENDORS

Potential vendors are selected for their ability to serve the needs of the
-— University in the most economical and efficient manner possible on a '
continuing basis. Past performance of vendors and cooperation with Ohio
University are important factors in vendor selection. It is impossible for
the Untversity to purchase efficiently from all available sources in many
lines, The buying power of the University must be concentrated as much 4 G

as possible with selected vendors to attain the maximum advantages of -
price and service. Many vendors have secured Important shares of
University business on the basis of negotiated contracts and confidential
price lists and exceptional service demonstrated repeatedly over long
periods of time. Such well qualified suppliers are tmportant assets to the
University. '

2, CHANGES OF SUGGESTED VENDOR BY PURCHASING DEPARTMENT

The Purchasing Department may delete an item listed on the requisition
and buy from another spurce to take advantage of special circumstances
or of an existing University or Inter-University Council contract, Of
course, the order may also be shifted entirely to another supplier who

) . will provide better prices, service, or delivery, The standard of quality
. - will not be changed, except in necessary cases and with consultation -

between the buyer and the department requisitioning the item.

IMPORTANT: FOR THESE AND OTHER REASONS, NO COMMITMENTS,
EXPRESSED OR IMPLIED, SHOULD BE MADE BY UNIVERSITY DEPARTMENTS,

3. SUGGES'fIONS OF SUPPLY SQURCES FOR UNUSUAL ITEMS

Using departments are encouraged to suggest sources of supply with
complete addresses, particularly for unusual or non-standardized items. )
Autherity for the final selectton of the vendor, however, shall be left to 45

the Purchasing Department buying staff which is charged with the overall
rasponsibility of developing and contracting with the best sources of supply
for Qhio University. The Purchasing Department will follow a department's
recommendations as much as possible. .

4. PREVIOUS HISTORY FOR COMMODITIES HELPFUL

) . Usually, items specified on & requisition have been handled before for

- N other departments and an adequate history af the product, potential vendors
Lo ' : . and thelr service capabilities and product availability is on hand in the

’ records of the Purchasing Department, or can be readily developed or
updated. This 1s one of the advantages of specialization and centralization.

5. LOCAL PURCHASES BY PETTY CASH

A petty cash procedure has been established by the Business Office which:
permits employees, with supervisory approval, to make direct emergency
purchases from local suppliers of low cost items which are not avallable
in the General Stores Warehouse. Purchasas are limited to ten dollars
(510,00}, Payments for services are prohibited unless prior approval is
cbtained through the Controiler's and Purchasing Officea. For additional 44 .

{nformation on this procedure, see Exhibit II at the end of this manual.

T

6. EMERGENCY BUYING

emergancy purchases will be made by the Purchasing Department, by
telephone, and a confirming purchase order will ba sent Immedlately to

the vendor. To Initlate an emergancy transaction, the authorized person

must submit a signed requisition to the Purchasing Department, giving the
exact information, the clrcumsiancea, and the correct and compicte account

- N number to ba charged. Proper planning eliminates many rugh trangactions,
but rnal emergenctes will he bandled as oxpeditiousty as posslble, Its

| - Important that a redquisitien be "watked thiough” to the Porchastng Department

.o ' Prior to the giacing ol sn onlder, ’ 5 ‘3

i
]
i
- i '
. o ! . EMERGENCY ORDERS MUST BE KEPT TO A MINIMUM. When necessary,
|
i
i
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SMALL ORDERS DISCOURAGED

Small orders are ememelyvcostly to the University and to vendors, Vendors

are understandably resisting the responsibility of delivering and \nvoicing orders
when thelr costs become far greater than even their gross mark-up on the materials|
sold.

POOL OR COQPERATIVE BUYING

- . The University will participate in cooperative or pool buying when it is judged

10.

11.

12.

13,

14.

15,

to be advantageous. Examples are;
(a) Annual bid for sclentific equipment and supplies
(b} Annual contract for stock forms and paper
{c) Annual contract for automobiles, etc,
(d) Contracts with Educational and Institutional Cooperative Services, Inc.
{e) Contracts by the Inter-University Council (This group includes all of
tax supported educational institutions in the State of Ohiol.

ESTABLISHMENT OF CURRENT PRICES

Members.of the Purchasing Department buying staff remain aware of current
prices through study of published price lists, price information available from .
salesman, or published market data; and if price cannot be determined from

such sources the proper price 18 established through negotiation or competitive
bid.

PRICE AS A FUNCTICN OF VALUE

The Director of Purchases may examine prices quoted by several different
suppliers to determine which price, in combination with the necessary quality
features of the product and the service aspects of the relationship with the
suppller, will afford the University the greater over-all value.

FACTORS IN SELECTION OF MAJOR EQUIPMENT

The selection of major equipment shall be based on considerations of economy
in operation, productivity, compatibility, quality, dependability, savings in
time or labor costs, and durability, so that the net result will be Increased
efficiency at the lowest net cost.

NOTE: Pricr to submitting a requisition for the purchase of an instrument or

{tem of equipment, the reguesting department should ascertain whether

power requirements or other utilities are available. These should be specified
on the requisition, Space requirements and floor loading should also be checked
where applicable, The Purchasing Department and the Director of Utilities
should be contacted if assistance is needed,

SERVICE AGREEMEN TS

It i& strongly recommended that certain ltems of equipment be covered by service
contracts in order to assure continuing efficient operation, Such general-use
equipment as electric typewriters, dictating equipment, calculating machines

and duplicating equipment fall in this category. Such equipment as electron
microscopes, ultra centrifuges and other highly specialized scientific equipment
also should be malntained under service contracts. Forms reguired by vendors

are signed on behalf of the University by the Director of Purchases and transmitted
to them with a purchase order,

DISPOSITION OF SURPLUS ITEMS

The Offtce of Equipment Property Control shall be solely responsible for the
effective disposition of all surplus or outmoded articles and shall administer
transfer of commodities and/or equipment between operating departments, as
appropriate. That department must, in conjunction with the Purchasting Depart-
ment, seil or trade-1n those articles no longer of use to the University.

STANDARDIZATION OF COMMON USE ITEMS

Items in common use shall be standardized as much as possible in order to gain
the value of maximum guantity discounts, to lessen the varlety of items

carried in stock in various departments, and to eliminate numerous small
orders at retail prices and expensive processing costs,

DETERMINATION OF QUALITY SPECIFICATIONS

The buyer shall make purchases on the basis of specl{ications, either on file or
furnished by members of the faculty and staff, The determination of a desirable
quality to accomplish necessary results will be a joint deelsion between the |
using agent, department chalrman, and Director of Purchases, (Example: Many
vondors make atternate proposals which atford the university a better value by
cither meoting or exceceding the speclficatlons.)
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16, REVISION OF ORDER QUANTITIES -

The Purchasing Department shall check purchase requests against the necd

and may rovise quantitics or quality in accordance with Chio University's
purchasing policy and good business practice; the fundamental responsibility
of the buyer i3 to ill the need, not necessarily to make a purchase exactly as
requested. Significant deviations will be discussed with the user and pertinent
factors cooperatively consldered. Be specific as to quantities. Do not say

"1 box™ or "1 carton”, but rather "1 box {100 per box}”.

17. ECONOMICAL ORDER QUANTITIES

When an order is placed, the quantity shall be that which results in the lowast
total cost to the University, including the cost of carrying the merchandise in
stock as well as its procurement cost. For this reason, a requisition is not
considered a directive to purchase a given gquantity. '

18. REQUIREMENT CONTRACTS

When gquantity cannot be determined definitely, required contracts stating
estimated maximum and minimum limits, with deliveries to be scheduled or
to be ordered as required, sometimes may be negotiated or placed for bid.

19. CONSOLIDATION OF PURCHASES

Purchases of similar items or ltems from common sources shall be consolidated
for purchasing wherever posstble, in order to gain maximum quantity discounts

and best vendor service. The Purchasing Department will keep in mind delivery
schedules and costs.

20, RESTRICTION OF SMALL REPETITIVE ORDERS

Small repetitive orders should be increased in quantity and decreased in
frequency, so that suppiters are not continually asked to handle transactions
which are unprofitable, Ordering in larger quantities also reduces costs to the
University caused by the negotiating and placing of orders, paper work pro-
cessing, and {ssuance of checks.

21, COMPETITIVE BIDDING
Wherever practical, competitive quotations from vendors handling the same or
similar products will be secured. It is mandatory, by State of Ohlo law, that
all items totaling $2,000.00 or more be competitively bid. However, the
Purchasing Department may, at its discretion, choose to bid any item which
in its judgment "lends itself" to competitive bidding.

Individual departments may, for their own information, wish to secure "inquiry™
price quotations-on items they are considering for purchase. It should be
understood, however, that these price quotations, regardless of their source,
may not be acceptable to the Purchasing Department for actual use at the time of
purchase due to time lapse, quantity changes or inadequate information. Be
gure to allow sufficlent time for the Purchasing Department to obtain prices,

place the order, and receive shipment.
'

IV SPECIAL RESPONSIBILITIES OF UNIVERSITY DEPARTMENTS . = °

1. PROMPT REPORTING OF MISTAKES IN SHIFPING OR INVOICING

Mistakes in shipment or involcing should be reported promptly, in writing, to
the Purchasing Department, and Recelving Department referring to the order |
number and vendor lnvolved, recelving slip, and in sufficient detail so that
proper negotiations and correction of discrepancies can be conducted and made
a matter of record. .

2. PROBLEMS INVOLVED IN INCORRECTLY SPECIFYING

Mistakes or insufficient information in specifying the product originally
ordered by the requisitioning department often create difficult prohlems.
Rectifying such errors after delivery s likely to be extremely costly because

of restocking charges, two-way freight charges, and dissatisfaction on the part
of the vendor.

3. REQUESTS FOR CANCELLATION OR MODIFICATION OF ORDERS
Requests for cancellation or modification of purchase orders (before ahipping)
should be directad to the Purchasing Department, by an authorized individual,
Reasons for the request should boe stated In writing with reference to the
purchase arder number and vendor,

4. RETURN OF SUPPLIES OR LQUIPMENT

Suppliea or equipment raturned to suppllers or manufacturers for adjustmoent
or credit must be cleared through the Purchasing Department, Credit memos
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requests to the absolute minimum,

" {d) Approximate value of the item and for how much it ghould be insured.

. PROMPT INSPECTING AND CHECKING OF ITEMS RECEIVED BY DEPARTMENTS

received that cannot be tdentified with returns will receive dispoaition at the
discretion of-the Controller's Qffice., Departments are urged to keep all such

When an item 18 to be shipped from Ohio University, Athena campus, for repair
or for any other reason, and it is desired that the Shipping and Receiving
Department serve this function, the procedure outlined helow should be followed.
Prepare and send to the Purchasing Department a signed requisition which gives
the following information:

(a) Location of the item. Include building, room number and person to contact.
If the item will be delivered to the Recejving Department by the Department,
please indicate this intention. [n every case, a pick-up order will be issued
and the Receiving Department will transport the ftem to the shipping dock.

Brief description of the item. Include approximate welght, serial number,
University inventory tag number, purchase order number and other applicable
identifying information.

1=

—

Reason for return, 1.e., repair, incorrect ltem, damaged, etc. Also state
whether the party to which the shipment is being made i1s aware of and
agreeable to the action., Include names of persons contacted, reference

- letters, ®tc. (If clearance has not been cbtained, please s0 state and
contact will be made by the Purchasing Department).

(c

(e} Complete shipping address. -

{f) FPreferred method of shipment, i.e. R.E.A. Express, air express, air parcel
post, motor freight, etc.

When possible, it i6 advised that items be packed for shipment befcre the
requisition for pick-up is issued. Delicate instruments will be better protected
in transit to Receiving and shipping will be expedited. If packing is not available
the Carpenter Shop will furnish this service at a charge for labor and material,

{A separate requisition will be needed for this service). The ptck-up regquisition
issued to the Purchasing Department will be used to process payment of the
shipping charges incurred, and will be kept on file as an aid in tracing the
shipment, should it be delayed or lost in transit,

The system of inspecting and testing shall be used to insure that the University
is receiving.the quantity and quality of goods for which it has negotiated. The
department receiving the merchandise is responsible for promptly unpacking and
carefully inspecting shipments. Any discrepancies or shortages should be
reported promptly, in writing, to the Purchasing Department referring to the order
number and vendor and attaching ail pertinent papers. The Purchasing Department
will work out the problems involved to protect the University's interest and to
complete the transaction. :

CLAIMS PROBLEMS INVOLVING DAMAGES OR SHORTAGES

In the case of damage or shortage to a shipment which has not been processed
through the Central Recetving Department, a written report should be made
immediately to the Purchasing Department giving the following information:

{a) Name of carrier and copy of the freight bill ' so——
(b) Order number and date

(c) Vendor to whom the order was issued

{d) Involce number and date {tf available)

fe) Extent of damage and shortage (be specific)

In the case of lost shipments or a part of 8 shipment which {8 astray, the report
should give items {a) through (d) above and list the number of cartons in the
shipment which are lost or astray. It i{s important to note that the driver who makes
the delivery must indicate on the freight ticket the shortage or damage which has
occurredd, He s also required to sign his name and the date of delivery.

If the damage or shprtage is not evident at the time of deltvery, you must in

all cases notify the carrier within fourteen {14) days of a shortage or damaged
shipment st that he will arrange for an inspection report, It is often advisabie
to notify the carrier verbally and confirm that notificatlon in writing, It then
becomes extremely {mportant that all containers, packaging material, wrappers,
etc. be retained for the carrier's inspection. Failure to keep this material will,
undoubtedly, void any chance of obtaining a claim.

After the claim inspection report has been received, lf should then be [orwarded
immediately to the Purchasing Department so that the purchasing agent ¢an notify
the vendor of the shortage and/or damage and ask for a replacement shipment, —

kN
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1t will be determined by the Purchasing Department who has the responsibllity’
of processing the final claim report, dependent, of course, on the condltions
of the contract or purchase order,

.7. NECESSITY FOR PROMPT INVOICE APPROVAL

Invoices received directly from vendors by departments must be promptly
approved by department head and return to the Accounting Department. The
entire credit standing of the University depends upon our paying our obligations
on time, Any Individual who is away from the University for an appreciable
time should arrange for a deputy to receive, unpack and inspect merchandise.
Arrangements should also be made for prompt invoice approval in such cases.

8. EMERGENCY REPAIRS

- Emergency repairs o overhauls of offlce machinery on the Athens campus must
clear through the Purchasing Department. Emergency repairs on typewriters
are handled locally and will be taken care of promptly by calling the Purchasing
Department. Typewriter overhaul jobs are generally sent out to the distributor
handling the particular machine. Make and machine number should always be
given in connection with repairs or overhauls. Such repairs on cther campuses
should be arranged by the campus director after notification to the office of
Off-Campus Academic Programs.

9. RENTAL OR LEASE EQUIPMENT

Equipment which is furnished for University use, by cutside agencies on a
rental or lease basis, whether for a definite or indefinite period, will be
covered by a formal purchase order. In the case of lease equipment, the
department concerned will clearly mark the.raquisition, “lease equipment"
and specify whether it 1s a new or renewal lease. Vendor lease agreements
should be attached to the requisition, and forwarded to the Purchasing
Department,

V. PURCHASES PROHIBITED BY UNIVERSITY POLICY
1. ITEMS NOT PURCHASED BY UNIVERSITY POLICY

University policy does not permit the purchase of such items as briefcases,
flower vases and arrangements, coffee pots, expensive desk pads, or other
such appeintments. These and such other items are not provided by University
fundsa, but are considered persconal items. Any lndividual who wishes to have
such items in his office should procure them personally,. University letterheads
should not be used for ordering personal items to be paid for by the individual,
When letterheads are used, the vendor will very often bill the Unjversity rather
than the individual, resulting in time consuming and expensive correspondence.

VI. SPECIAL PROCUREMENT POLICIES

1. PRINTING PROCUREMENT -
Major printing requirements or new requirements shoutd be approved by the
Director of Publications, The Publications Office often assists in pilanning
. and editing brochures for departments. The department concerned i3 resapon-
sible for seeing that a requisition is submitted before printer assumas any
production expense. : -

.
.

Minor printing jobs (forms, lettarheads, pamphlets, memos,, etc.) should be
forwarded to the Graphics Reproduction Department, and if the work cannot
be done internally, it will be contracted with an outside printer by the Pur~
chasing Department. If the item is a reprint of an extsting publication, form,
atc., the following steps should be observed;

{a) A requisition stating the requirements and exact delivery date should be
sent to the Purchasing Department along with six (6) samples of the forms
to be purchased.

A minimum lead time of ten (10) weeks is necessary to allow sufficient
bid time (approximately 2 weeks) and a norma) printing time of eight (8
weeks. This will be longer 1f a proof i3 requested!

®

—

(c) Forms requiring minor changes should be cleariy marked on all the samples,
(d) Totally new desiqned forms will normally be awarded to that vendor who
hag assisted in the design of that form,

Emergency orders can and will be handled as expediticusly as possible

but it must be emphasized that competitive bidding may be required, If
delivery is extremely critical there can be & “liquidated damages” clause
added to the bird document for failure to deliver in the prescribed time. This,
of course, will undoubtadly add to the overall cost but one may decide it

would bo worth It,

—
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After an order for printing has been placed by the Purchasing Department, the
department that has prepared the requisition will deal directly with the printing
firm in correcting proof, but changes of quantity or specifications must be
authorized in writing by the Purchasing Department since such changes require
& revision of the purchase order contract and encumbered funds,

2. LETTERHEADS, ENVELOPES AND CALLING CARDS

University letterheads, envelopes, and calling cards have been standardized.
Requirements of letterheads and envelopes for all offices are to be submitted
directly to the Graphic Reproduction Department. Contact the Purchasing
Department for information and prices of calling cards,

3. PURCHASES REQUIRING PREPAYMENT

Sometimes it is necessary to make advance payment for items. This is always
true for U.S. Government docurents from the Superintendent of Documents and
for certain other items, usually of small vatue, In such cases, be sure of the
sccurate and compiete description of the item required, its price, catalog
number, and the exact name and address of the supplier. Prepare & requisition
as usual and insert below the ftem description "prepayment" and below that
"CHECK ATTACHED". Also, attach to the requisition, any supporting evidence
—~ such as advertisements, letters from the vendor, proforma involces, ete,

4. PURCHASES OF RUBBER STAMPS AND OTHER FABRICATED ITEMS

When ordering rubber stamps, typewritten copy showing the exact wording,
spacing, and lettering with an indication of the total size of the rubber stamp
should be furnished on 3 x 5 Inch cards. Three copies of the cards must be
furnished 50 that the coples can be sent with the original purchase order to

the stamp making company. This will reduce the possibility of error in spelling,
No border should be shown unless the stamp requires a border. The same
procedure should be used for name pins, engraved signs, or other such items

to be fabricated. )

5. GOVERNMENT SURPLUS PROPERTY

Acquisition of government surplus property is available through any government

. surplus channel, All inquiries must be routed through the office of the
Director of Purchases. The Purchasing Department will work with the State -
Educational Agency for Surplus Property. Permission to dispose of government
surplus property must be received from the Director of Purchases.

6. KEYS

On the Athens campus all requisitions for keys regardless of kind, shall be
forwarded to the Security Department for approval. These approved requi-
sitions will then be sent to Purchasing for issuance of purchase arder, On
other campuses the director is responsible for keys upon approval of the Dean
of OCAP. .

7. FILM RENTALS

All requisttions for film rental should be routed through the l".,eaming Resources
Center. L,R.C. will make arrangements for the film rental plus any equipment
that may be reguired. : : . :

EXHIBIT {I

OHIO UNIVERSITY

.

PETTY CASH PROCEDURE
PURPOSE

This procedure permits employees to purchase from local sources, with
supervisory approval, small items on an emergency basis not available in the
central storercom. Purchases obtained from sources outside the Athens area
must be handled by pwrchase order, :

GENERAL

Individual purchases a.re Iiinited to $10.00. Procedures outlined here must
be strictly followed, Payments for services are prohibited uniess prier approval
la obtalned through the Controller's and Purchasing ofllces,

A. PURCHASER

1. Every purchase tmust be supported by an oriqlnal and one copy of tho -
Fetty Cash Vouchor (Exhibit 11=-A) and the ortginal and one copy of the
vendor sales sHp. The purchaser completes the voucher in lnk. No
corrections i the dollar amoeunt are permitiod.

&
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2. 'The purchaser completes the petty cash voucher with the following information:
a. Date " ’ -
b, Name of supplier
¢. Dollar amount written
d¢. Dollar amount in figures .
e, Name of department to be charged
f, Account number of department to be charged
g. Obtalns signature of representative of supplier receiving payment
h, Obtains approval of authorized administrator
i i. Signature of purchaser receiving cash from petty cash custodian

3. The criginal or copy of the vendor's sales slip showing detatl of items
purchased must be attached to the petty cash voucher when presented to
the Cashier's office for relmbursement. Cash register tapes are not
acceptable. ’

P

Ohio University i3 exempt from sales tax in the state of Ohlo. BSales tax,
if paid, will not be reimbursed. The purchaser should inform the supplier
: that the purchase is for Ohio University and is tax exempt. In the event

. the vendor requires a tax exemption certificate, they may be obtained in
the Purchasing Department.

5. Submit properly completed petty cash vouchers (original and one copy)

with attached sales slip to the petty cash custodian in the Cashier's office, )
Haning Hall. If complete and proper, immediate reimbursement will be 2 .
made.,

FORM SUPPLY

Forms may be ordered from the central storeroom, Stock No. 7,6250. . 2. Q-O

EXHIRIT 1II

) ' S . o DEPARTHENY OF PURCHASES

| QRGAMIZATION t. *
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After a funh'e; discussion, It was moved by Mr, Morria, seconded by Mrs. Phillips
and unanimously carried that the following resolution he adopted:

BE IT RISOLVEID, that the following Ohio University Food Purchasing Mnr:iual,
distrtbuted with the agenda material for this meeting, be approvedland

implemented .

CENTRAL FOOD STCRES
PURCHASING AND PROCEDURES

MANUAL

OHIO UNIVERSITY

1971

v
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I. INTRODUCTION

Foor) purchasing and warchousing are support functions to the Ohlo University
Director of Food Services, who has ultimate budgetary and operational responsibility
for both cost and quality of the end service. In order to aasure that these functions
‘are totally responsive to the overall misslon of the Food Services Department, the
food purchasing and warehousing functions come directly under the authority and
direction of the Director of Food Services,

Food purchasing is a very speclalized arca, Most food ltems purchased are
further processed prior to end use, Therefore, quality, form, package size, etc,,
must be compatible with the menu, recipes, production systems, equipment, and
student preference. The Assistant Director of Food $ervices (Production Systems and
Training) works directly with the Food Buyer and the Director of Food Services on a
continuing basis evaluating new products. Those products which meet established
standards and are compatible with the existing menu are purchased and incorporated
within the existing menu cycle,

II. GENERAL RESPONSIBII.ITIES AND LIMITS

A, The general function of the Central Food Stores Division of the Food Services
Department is to purchase, distribute and account for those food and related
supply items for which a dining hall requirement has been established. The
Central Food Stores Division shares in certain responsibilities with the
Controller's Office and other University Administrative Qffices in expending
University funds so that all transactions will pass numerous sudits and will
be considered sensible business transactions. It must be recognized that,

-as a public educational institution, there is a responsibility to the taxpaver,
resident student and food purveyor to conduct business falrly and in :
accordance with public law,

B. The primary responsibility shall be the purchase of food and related supply
items at the lowest:ost consistant with established quality standerds, It
is the further responsibility of this division to maintain accurate inventory
and pricing information for every product. All purchases are to be limited
to those items for which there is & properly established requirement.

C. It is the responsibility of the Central Food Stores Divislon to provide proper
security measures throughout the order-use cycle to insure the safe delivery
and accountability of all items requisitioned.

D. It is the Food Buyer's responsibility to ;naintnin as low an inventory as
possible, consistent with available market supply and economies of quantity
buying.

E. It is the buyer's responsibility to maintain an up-to-date evaluation of
suppliers based on overall performance including promptness of delivery,
. produ¢t quality and general reliability,

F. The buyer shall contlnuaily explore the market for additional suppliers and-
new food products. Information reiated to new products shall be directed
to the attention of the Director of Food Services for proper evaluation and
review,

1if, SPECIFIC OPERATING PROCEDURES

A. Specifications for food products shall be developed through the combined
efforts of the Director of Food Services, the Assistant Director {Production
Systems and Training) and the Food Buyer in order to correlate the proper
balance between quality and price as they relate to the end use of the product.

8. Projected Inventery Requirements of food related items shall be established
by the Food Buyer based on past usage and estimated future consumption of
all ltems which appear on a current menu cycle. Accurate inventories and
the knowledac of quantity buying leverage are esscntial guldelines to the
¢stablishment of sound econcmic order quantities.

Potential Supplicrs arc’to be selected for their ability to serve the needs of
of the Universlity Dining Halls in the most economic and efficlent manner
possible on a continuing basts, Past performance of vendors and cooperation
with Ohio University are important {actors in supplier selection, It is
impossible for the University to purchase efficlently from all available
sources in many lines. The buylng power of the University must be con-
centratod as much as possible with property selected vendors to attain the
maximum advantave of low price and good sorvice. Many vendors have
secured important shares of Universily business on the basis of negotiated
contracts and condidential "large wder” price lists. At the same time, theose
suppliors have demonstrated (In the broadest sense) thelr abllity to provide
goud service over long perlods of time.  Sueh well qualtfiod suppliers are

a valuable asset to Ltho University,

a
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+ G. Special Bidding Rogulations

D. Three Requirement Levels are neccssary based upon !rhquency of use, avallable
storage, and product shelf life,

1. Large quantity requirnments of such ‘Items as €anned fruits, canned veqetablea,
frozen seafood ttems, frozen baked goods, shorteanings - olls, prepared
dressings, etc,

2. Lineor mﬁlnétay items such 88 ﬁ"e—'gﬁ"rr‘iéﬁt,"’fr'éi'zeﬁﬁi&mé',";Ir;esﬁl_‘l—:."roduce
-and perishable dry foods.

3. High usage items reauirtng frequent direct’ deliverv. such as lce cream,
carbonated beverages, dalry products and bakery ltams. .

E. Price Determination. As an overall policy, prices for all iterr;s 'pd}éhased
shall be established through competitive bidding &8 described in the following
three procedures:

1. Formal Bidding, used mainly with large quantity purchases or high and -
frequent use items, is extremely valuable in establishing price when
dealing tn large quantities for either one-time large orders or the
standard open-end purchasing agreement, Invitation to bid that gsets
forth product quantity specifications and all pertinent terms of the
contract shall be forwarded to prospective sources of supply. Sealed
bids are received from those interested suppliers and opened publicly
at the time and place noted in the invitation to bid. The securing of
the formal bid quotation indicates to all suppliers that prices listed
must be final and further negotiations are-not permitted. If the low bid
does not meet established product specifications as outlined in the
invitation to bid, or if there is evidence that the low bidder cannot meet
other necessary conditions as set forth by the buyer, the next low bid
shall be considered., In all cases where the low bid is not accepted,
written justification shall be prepared setting forth the reasons for
such rejection. All bids are filed with the Resident State Auditor's
Office for future reference and audit,

2. Informal Quotaticn buying, vsed mainly for line or mainstay items, is
the method most often used. All steps in the formal bidding process are
followed with the exception of the public bid opening. Again the invi-
tation to bid is forwarded to prospective sources of supply. Price
guotations normally will be expected to be in writing. The items shall -
be purchased from the supplier offering the stipulated product at the .
lowest price consistent with established product spectfications. Details
of these transactions shall be recorded and are to be avallable for audit.

3. Telephone buying is the least used method of purchasing. This procedure
is employed primarily when time 1s limited or when the amount la small,
or when the item source is difficult to locate. This method shall be used
with established supplier only and immediately confiymed by a written
purchase order. Details of these t.ransactions shall be recorded and are
to be available for audit.

F. Proper Receiving Procedures will be followed for all items delivered to the
Central Stores warehouse, with strict adherence to the following:

1. When a product is received, Central Food Stores will inspect the product
for all terms of the contract, including quality, condition, count, and
weight. Each receipt will be identified with the appropriate purchase
order,

2. If the product falls to meet the terms of the coatract as to specification,
amount, quality or conditicn, the Food Buyer shall be notified and he
shal] make the decision as to acceptance or rejection of the product.

He shall consult with the Director of Food Ser\uces in those cases where
such consultation is warranted,

3, When a product {s to be rejected, the supplier shall be notified imme-~
. diately by phone, indicating the justification for such a decision, Proper -
credit for the product shall be requested and detalls of the transaction
shall be noted for the record with appropriate notatlon being filed in
the vendor's performance file.

1. State law currently requires competitive bidding for all purchases over
$2,000.00, 1f this practice is impossible tor some reason such as in
the case of 8 one~source item, written justification tor such purchasces
will be m.\dc

~ 2, Al bld records received from suppliers are forwarded by Central Food
Stores Lo the Restdent Stule Audltor's oftice, i

T T e g
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3. All bids shall be avallable for review by any or all participating bldders
at the oifice of the I'ood Buyer, i shall not be the responsibllity of
Chio Unlversity to furmish coples to particlpating bidders,

4, The purchase order form (sce Ohio-University Purchase Order form
attached) shall be used to establish an order with the supplier. The
copies of this order form are to be distributed as foliows:

Crange - Retalned for Central Food Stores record,
White - (Original) Mailed to supplier as confirming purchase,
Yellow - Sent to Accounting Department.

Green - Sent to Central Food Stores receiving department as authori~
zation to receive product.

Pink = Recorded with Resldent State Auditer's Qffice.

White - Sent to Accounts Payable to authorize payment of supplier's
invoice.

5. Cancelling an order shall be done only with the agreement of the vendor
since an accepted order ts a contract, If it becomes necessary to return
an item to the vendor for exchange or credit, a copy of all pertinent data
shall be retained by the Food Stores Divigion. (}

J— 74
8TATE OF OHIO

PURCHASE ORDER  omio universiTy T ““.’;#8‘.:':‘3552.’&‘.%;.5_-_‘322“
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IV, FOOD STORAGE AND DISTRIBUTION : Lo i
A. Proper stornge and distribetion of food and rolated supplies is a vital pan' of ;
the University Pood Services Frogram. Proper conteel of tnventory and dis-
tribution is nccessary to tnsure proper cost and consistent quaiity., Some of
the important practices to be followed during storage and distribution are
minimum product handling, conveniently arranged storage, proper stock
rotation, proper storage temperatures, date coding of all pertshable products
and security of inventory,

B. The Dining Hall Requisition instructs and autherizes the Food Stores Division
to remove from stock and to deliver those items listed on the order form. All
Dining Hall requirements must be listed on the appropriate "Food Stores Order
Form". This is to be done either by the Dining Room Manager or the manager's
representative, The five-section "snap-a-part" food order is designed to
provide use and cost data to the A.D.P. accounting system for ease In
compiling the Dining Hall operating summaries, The five copies shall be
distributed as follows: ) -

White ~ Used by the Accounting Department to figure dining hall costs.

Yellow - Goes back to manager after price extention.
Pink - Retained in Central Food Stores file.
Gold ~:Sent to dining hall with the order to insure accurate delivery count.

Green ~ Retained by Dining Hall Manager for his record of the original
requisition,.

C. Emergency orders and emergency deliveries are available but are to be kept
a8t a-minimum. Careful pre-planning with menu and inventory can virtually
eliminate costly "gquick buying” on the open market. Requisitioning units
are prompted by the Director of the University Food Services to exercise great
care in planning ahead, When necessary, however, emergency purchases
will be handled as expeditiousiy as possible and a confirming purchase order
will be sent immediately to the supplier.

D. Fhe distribution of food products. The trucking operation is responsible for
both the security and condition of the product from the time it is loaded at the
truck dock until delivery is made at the dining hall. “All products shall be
date-coded at the time of receipt at the dining halls as a further precaution
against poor inventory practices,

E. The Manager, Central Food Stores Division, shall periodically provide a list
of slow~moving items to the Director of Food Services in order that these items
can be incorporated in menus and thereby assure their use ahead of spoilage.

V. ACCOUNTING

A. The Central Food Stores accounting responsibility starts with the extension of
prices on the bid sheet and continues through the operating unit billing done
for Resident Dining Accounting, This includes checking purchase orders,
price extensions, delivery slips, dining hall charges and suppiiers involces.

E. A perpetual inventory is maintained by Central Food Stores covering all foods
and related items. A semi-annual physical inventory of all existing stock
shall he made in addition to periodic spot inventories of fast-moving and
critical items, Perpetual inventory records will be corrected and any adjust-
ments thereto recorded against the established write-off account for this
purpose, All adjustments to this account must have written justification
(ie; spillage, spojlage, broken package, etc.) and submitted to the Director
of Food Services for written approval.

C. Unauthorized Purchases. No individual has the authority to enter into purchase
contracts, or in any way to cbligate the-Ohio University Food Service Department,
other than Central Food Stores purchasing agents as authorized to do so by the
President, Board of Trustees, or the Director of Food Services. Any such
negotiations are considered as unauthorized putchases ang the individual may
encounter & personal obligation to the vendor. Firms ordinarily doing business
with the Ohio University Central Food Stores Divislon are aware of this policy
and are advized that all purchases chargeable to the Ohio University Food
Sorvice Department must be authorized by an official University Purchase Order,
signed by an authorized individual, Excluslve of the petty cash procedure, the
University will not reimburse any employee for the cost of any such purchases
on behalf of the University unicss previous arrangements to that end have been
made.

1. Receiving and Opening Rids

, Chio University Food Purchasing invites bidding on the food {tams listed on the
.» forma attached hereto.
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The enclosed pre-addressed envelopas must be sealed and must have been

recelved by the Mood Buver, Central Food Stores Building, Factory Street,

Athens, Ghio 45701, by o'clack A,M,-P. M, 5,T./D.S.T,
197 in order to qualify for consideration.

Any or all bids not prepared and submitted In accordance with the provisions . ‘
outlined herein may be rejected. Likew:se, any bid may be withdrawn prior - i
to the above time schedule., No bids will be accepted after designated time,

—
—

Preparation of Bid

Two coples of the bid are enclosed, one to be returned to Ohio University Food
Stores, the second may be retained for your flles.

Bid prices must be completely filled in with final net price on a line item basis,
using ink or typewriter. All prices guoted shall be F,Q,B, Ohic University,
destination--Food Stores Warehouse. .o

if additional discounts are avaiiable applylng to a lump sum basis, or by
grouping, submit these as an alternate plan. ’

Pleasae sub total each section, Price extensions will he checked, and unless
no change is specified by bidder, will be corrected, .

III. Interpretations

Any request for an interpretation should be directed to Mr. Fred France, Central
Food Stores, Factory Street, Athens, Qhio 45701, Phone - 614-594-5318,

IV, Product Variations

Bids offering equal and alternate food items will be considered if they are clearly
identifled in the bids, and are determined by us, to be of equal value in ail
respects to the proprietary item.specified. I1f "equal" or “alternate"” is not so
specified, the bid shall be considered as originaliy requested. ;

V. Qualified Bidder

To be eligible for consideration, the firm submitting the bid shall have a
factory or factories, or be a recognized representative of a processor or
manufacturer of the quality and type product specified for at least one year,
For further information on special qualification, contact the Food Buyer.

All suppliers must have a program of strict inspection and quality control that
insures a first quality product.

The Pood Buyer may 'make any investigation he deems necessary to determine
the ability of the bidder to supply a proper product. The bidder shall furnish
any information requested-(i.e. licensing) and shall cooperate with inspection
trips and/or other means of establishing acceptable levels of performance.

All inapection trips will be at the buyer's expensa.

Vi, Rejecting Bids .

The University reserves the right to reject any or all bids at its own discretian.
All parties will be notified if such action takes place,

~

The Chairman asked Provost Savage to explain the proposed resolution relative
to rebidding the food service and laundry buildings. Dr. Savage explatned that bids
on thase two buildings had been received and they far exceeded the arthitect's estimated
cost. He had consulted with the Budget, Finance and Physical Plant Committee
relative to this and had obtained a telephone vote from members of the Board of
. Trustees authorizing the University to go out for additional bids on these buildings.

. It was then moved by Mr. Stocker, seconded by Mr, Crow and unanimously
carriad that the following resolution be adopted:

WHEREAS, the bide for the Food Service and Laundry Bullding : '
exceeded the estimated cost of the project by more than ten per
cent, aad;

WHEREAS, State of Ohio requlations require that the project .
be rebid; .

NOW, THEREFORE, BE IT RESOLVED, that authprizatlon to
rebid the Food Service and Laundry Building at an estimated total project .
cost of 53,335,000 be ratified as previcusly approved by telephone
vote of members of the Board of Trustees on ]January 15-
January 20, 1971;
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BE IT FURTHER RESOLVED, that in order to expedite the letting
of contracts on this building, the Budget, Finance and Physical
Plant Committee of the Board of Trustecs bo authorized to approve
the awarding of contracts to the successful bidders, #s recommended
by the Department of Public Works,

The Chairman called on Fred Johnson for a report of the Educational Policy
Committee, Mr, Johnson reported that his committee has had under consideration
for some time the establishment of a branch in ironton, Ohio, On February 8 and 9,
1971, members of the committee visited Portsmouth and Ironton 1o make an on-the-
site study of the pessibility of building a branch in Lawrencé County. He reported
that Mr, Kennedy was unable to get to Portsmouth because of weather conditions,
however, he did arrive for the visit'to the city of Ironton,

Mr. Johnson reported that there is available an appropriation of $2,091,830
wansferred to Qhlo University for the Ironten Branch. In addition, there is avallable
$120,000 for planning the ironton Branch, .

Mr. Morris then asked President Sowle about the attitude of the Board of Regents
on this branch. President Sowle reported that the master plan approved at the Friday
meeting was not as definite on closing all academic centers ag was the original plan,
The Ironton facility could be retained as an academic center.

President Sowle also reported that the Board of Regents' master plan still carried
the stipulation that no campus should be built within thirty miles of another branch
-campus. Also’, that projected enrollment should show that it would reach 1,000
students by 1980.

Mr. Baxter added that he feels the Ironton community does need a facility, but
the construction funds avallable are not sufficient to build a satisfactory building.
Also, the operating projection indicates the branch would need supplemental
operating funds, at least over the [irst two or three years of operation.

After a further discussion, it was moved by Mr, Johnson, seconded by Mr, Kennedy
and unanimously carried that the following resolution be adopted:

WHEREAS, the Educational Policy Committee believes
that, in principle, & branch bujlding should be constructed in
Lawrence County if it is economically possible, and;

WHEREAS, the Committee believes that a site better sulted
than the one shown the Committee for construction can be found
in Lawrence County, and;

NOW, THEREFORE, BE IT RESQLVED, that the administrative
officers of Ohio University be authorized to make a further study
of the possibility of constructing a branch building in Lawrence
County, and that sufficient funds be released from the planning
funds available to make a study, panlcularly to locate a site
better sulted for an Ironton branch.

The Chairman called the roll for comments.,

Mr, Crow commented that he enjoyed his first meeting of the Board and also
the meetings with students last evening,

Mrs. Phillips and Mr. johnson thought the meeting with the students was
excellent, Mr. Baxter agreed and suggested other meetings be arranged with student
groups.

There being no further business, Mr. Morris moved to adjourn, It was seconded
by Mr. Crow and.unanimously carried.

i ) Duncan M. Baxter, Chairman Paul R O Drien, Sccretary
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