
1 
 

SECTION J: PROCUREMENT 

I.  Introduction 
  

The purchasing of products or services must be executed in accordance with all 
applicable state and federal statutes, including the Uniform Guidance, in an efficient 
and business-like manner.  The following College policies are to be followed by all 
College personnel participating in purchasing activities, regardless of funding source.  
For all policies outlined in this section, the term “must” is a requirement and the 
term “should” references a best practice, suggestion or recommendation. Violation 
of procurement policies, may result in disciplinary actions pursuant to the Employee 
Handbooks. 

 
II.  Procurement Standards 
 

A. Codes of Conduct 

No employee, officer, or agent shall participate in the selection, award, or 
administration of a contract if a real or apparent conflict of interest would be 
involved. Such a conflict would arise when the employee, officer, or agent, any 
member of his or her immediate family, his or her partner, or an organization which 
employs or is about to employ any of the parties indicated herein, has a financial or 
other interest in the firm selected for an award. The officers, employees, and agents 
of the College shall neither solicit nor accept gratuities, favors, or anything of 
monetary value from contractors, or parties to subagreements. The College may 
take appropriate disciplinary actions for violations of such standards by officers, 
employees, or agents of the recipient. See College’s Conflict of Interest Policy in 
Human Resources Employee Handbooks for further information. 

 
B. Competition  

All procurement transactions must be conducted in a manner that provides open 
and free competition.  This means situations must be avoided that may prevent 
competition, such as placing unreasonable requirements on firms to qualify, 
noncompetitive pricing practices between firms, or affiliated companies or 
specifying only a “brand name.” 
 
To ensure objective contractor performance and eliminate unfair competitive 
advantage, contractors that develop or draft specifications, requirements, 
statements of work, or invitations for bid or requests for proposal must be excluded 
from competing for such procurements.  

Additionally, other situations considered to be restrictive of competition include but 
are not limited to: placing unreasonable qualifying requirements on firms; requiring 
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unnecessary experience and excessive bonding requirements; noncompetitive 
pricing practices between firms or affiliated companies; noncompetitive contracts to 
consultants that are on retainer; and any arbitrary action in the procurement 
process.  

The College must conduct procurements in a manner that prohibits the use of 
statutorily or administratively imposed state, local, or tribal geographical 
preferences in the evaluation of bids or proposals, except in those cases where 
applicable Federal statutes expressly mandate or encourage geographic preference. 
Nothing in this section preempts state licensing laws. When contracting for 
architectural and engineering (A/E) services, geographic location may be a selection 
criterion provided its application leaves an appropriate number of qualified firms, 
given the nature and size of the project, to compete for the contract.  
 

III. The Purchasing Process 
 

A. Identify Need 

Faculty or staff may identify a need for products or services necessary for effective 
operation of instructional programs or support services. Procurement or Business 
Office staff may be consulted during the assessment of the need and the evaluation 
of alternative types of items which may meet the requirements; products such as 
equipment, supplies, etc., or services such as rental of facilities, printing, advertising, 
etc. 

Unnecessary or duplicative items should not be purchased.  Consideration should be 
given to consolidating or breaking out procurements to obtain a more economical 
purchase.  Where appropriate, an analysis must be made of lease versus purchase 
alternatives as well as any other appropriate analysis to determine the most 
economical approach. 

Purchasers are encouraged to use Federal excess and surplus property in lieu of 
purchasing new equipment and property whenever such use is feasible and reduces 
project costs. State and local intergovernmental agreements should be used 
whenever appropriate.  Use value engineering clauses in contracts for construction 
projects of sufficient size to offer reasonable opportunities for cost reductions.  

B. Develop Product Specification/Request for Proposal 

Requests for proposals should be solicited from service providers for any services for 
which a pricing agreement may be financially beneficial to the College.  These 
services may be bid for a period up to three years. Requests to bid contracts for 
periods in excess of three years must be approved by the Senior VP/CFO. 
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All procurement transactions must be conducted in a manner providing full and 
open competition. The preparation of proper product technical specifications or 
service specifications is a critical component of the purchasing process. 
Specifications should describe what is required or desired and provide a common 
basis for securing bids.  

• Incorporate a clear and accurate description of the technical requirements for 
the material, product, or service to be procured. 

• The description may include a statement of the qualitative nature of the 
material, product or service to be procured and, when necessary, must set forth 
those minimum essential characteristics and standards to which it must conform 
if it is to satisfy its intended use. 

• Identify all requirements which the offerors must fulfill and all other factors to 
be used in evaluating bids or proposals.  

• Specifications must clearly and accurately describe the kind and quantity of the 
materials, product, or service needed, avoiding restrictive specifications that 
might unduly limit competition.  

• When it is impractical or not economical to make a clear and accurate 
description of the technical requirements, a “brand name or equivalent” 
description may be used as a means to define the performance or other salient 
requirements of procurement  

• If brand specifications are used, the specifications must include a statement that 
competitive bids of equivalent and quality level will be acceptable and that no 
restrictions or limitations are intended by use of a specific brand name.  

The College must comply with section 6002 of the Solid Waste Disposal Act, as amended 
by the Resource Conservation and Recovery Act. The requirements of Section 6002 
include procuring only items designated in guidelines of the Environmental Protection 
Agency (EPA) at 40 CFR part 247 that contain the highest percentage of recovered 
materials practical, consistent with maintaining a satisfactory level of competition, 
where the purchase price of the item exceeds $10,000 or the value of the quantity 
acquired during the preceding fiscal year exceeded $10,000; procuring solid waste 
management services in a manner that maximizes energy and resource recovery; and 
establishing an affirmative procurement program for procurement of recovered 
materials identified in the EPA guidelines.  

For Federally funded construction or facility improvement contracts or subcontracts 
exceeding the Simplified Acquisition ($150,000) threshold, the Federal awarding agency 
or pass-through entity may accept the bonding policy and requirements of the College 
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provided that the Federal awarding agency or College has made a determination that 
the Federal interest is adequately protected. If such a determination has not been 
made, the minimum requirements must be as follows:  

(a) A bid guarantee from each bidder equivalent to five percent of the bid price. The 
‘‘bid guarantee’’ must consist of a firm commitment such as a bid bond, certified check, 
or other negotiable instrument accompanying a bid as assurance that the bidder will, 
upon acceptance of the bid, execute such contractual documents as may be required 
within the time specified.  

(b) A performance bond on the part of the contractor for 100 percent of the contract 
price. A ‘‘performance bond’’ is one executed in connection with a contract to secure 
fulfillment of all the contractor’s obligations under such contract.  

(c) A payment bond on the part of the contractor for 100 percent of the contract price. 
A ‘‘payment bond’’ is one executed in connection with a contract to assure payment as 
required by law of all persons supplying labor and material in the execution of the work 
provided for in the contract. 

For non-federally funded construction projects that fits the definition below, refer to 
Section X Capital Projects. 

Capital Projects involve the construction, alteration or repair and rehabilitation to real 
property owned or leased by Ivy Tech Community College of Indiana. 
"Repair and rehabilitation project" means any project to repair, rehabilitate, remodel, 
renovate, reconstruct, or finish existing facilities or buildings; to improve, replace, or 
add utilities or fixed equipment; and to perform site improvement work, whereby the 
exterior dimensions of any existing facilities or buildings remain substantially 
unchanged. 
 
C.  Identify Potential Suppliers 
  
Once an assessment has been completed, specifications developed, and a decision 
made about the best product or service that will meet the need, then initiate the 
process of identifying potential suppliers, vendors or service providers.  

The College must award contracts only to responsible contractors as defined by the 
following criteria. 

• Contractors must possess the ability to perform successfully under the terms and 
conditions of a proposed procurement.  
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• Consideration will be given to such matters as contractor integrity, compliance 
with public policy, record of past performance, and financial and technical 
resources.  

• Suspension and debarment checks for contracts over $25,000 should be made 
on the EPLS site – (www.sam.gov) and documented, or added in a clause in the 
procurement contract.  

• Vendors must complete an ACH payment form, W-9 form, Supplier Diversity 
Information form and Non-Collusive Certificate form.  (exceptions to ACH 
payment form may be granted by Systems Office Finance.) College Finance staff 
must submit the new supplier request, W-9 form and ACH authorization form via 
email to vendorcreate@ivytech.edu. The forms should be password protected. 

Good business practices must be used and ethical standards followed when soliciting 
quotes, bids, and proposals from potential suppliers.  Special attention should be given 
to situations where the available vendors providing the product or services are limited, 
in order not to limit the competitive process.  

The College must take all affirmative steps to assure that minority-owned businesses, 
women-owned businesses, veteran-owned businesses, and labor surplus area firms are 
used whenever possible. These steps include;  

1. Identify and include in solicitations multiple qualified small, Minority Business 
Enterprises (MBEs), Women’s Business Enterprises (WBEs) and Veteran’s 
Business Enterprises (VBEs).  

2. Assure that small and Minority Business Enterprises (MBEs), Women’s Business 
Enterprises (WBEs) and Veteran’s Business Enterprises (VBEs) are solicited 
whenever they are potential sources. 

3. Dividing total requirements, when economically feasible, into smaller tasks or 
quantities to permit maximum participation by small and Minority Business 
Enterprises (MBEs), Women’s Business Enterprises (WBEs) and Veteran’s 
Business Enterprises (VBEs).   

4. Establish delivery schedules, where the requirement permits, which encourage 
participation by small and Minority Business Enterprises (MBEs), Women’s 
Business Enterprises (WBEs) and Veteran’s Business Enterprises (VBEs).   

5. Where there is involvement of a prime (or general) contractor, if subcontracts 
are to be let, require the contractor to take these same affirmative steps 
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6. Use the following resources to help ensure the solicitation respondent list is 
representative of the diversity in the communities that the College serves; 

• Indiana Department of Administration Department Minority and Women's 
Business Enterprises Division website (http://www.in.gov/idoa/2352.htm) 

• City of Indianapolis Department of Minority and Women Business 
Development http://www.indy.gov/eGov/City/DMWBD/MBE-WBE-
VBE/Pages/OMWBD-Vendor-Listing.aspx  

• Mid-States Minority Supplier Development Council: 
https://midstatesmsdc.org/bid-opportunities 

• Conexus Indiana:  https://conexusindiana.com/supplier-database/ 

The College must ensure that all prequalified lists of persons, firms, or products which 
are used in acquiring goods and services are current and include enough qualified 
sources to ensure maximum open and free competition. Also, the College must not 
preclude potential bidders from qualifying during the solicitation period.  
 
D. Conduct Cost/Price Analysis 

 
The College must perform a cost or price analysis in connection with every procurement 
action in excess of $149,999 including contract modifications. Buyers are encouraged to 
conduct a price analysis for purchases over $9,999.   
 
The method and degree of analysis is dependent on the facts surrounding the particular 
procurement situation, but as a starting point, the College must make independent 
estimates before receiving bids or proposals.   

There are various ways to conduct a price analysis.  These include comparing offered 
prices including discounts with those listed in commercial catalogs, or with those 
recently submitted for similar services.  It can be done, for example, by comparing the 
price quotes submitted by vendors, or by telephoning other vendors to obtain their 
market price, or simply by comparing published market prices (such as from a classroom 
supply catalog, for example). 

Cost analysis involves an examination of all the elements used in calculating a contract’s 
total estimated cost. Every cost element listed in the vendor’s offer must be 
examined.  Additional cost analysis should be done if there are contract modifications 
that introduce new conditions or more current information is needed. 

http://www.in.gov/idoa/2352.htm
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• The College must negotiate profit as a separate element of the price for each 
contract in which there is no price competition and in all cases where it meets or 
exceeds the simplified acquisition threshold (greater than $149,999). 

• The cost plus a percentage of cost and percentage of construction cost methods 
of contracting must not be used. 

Cost Analysis documentation including quotes or bids received must be attached to the 
College’s e-procurement system requisition and include vendor name, amount, and date 
received.   

After the bids have been submitted, the College must contract with the lowest and best 
bidder using terms and conditions that will accomplish the work at the lowest possible 
cost to the College.   

When the best quote or bid is not the lowest, documentation justifying the best quote 
or bid must be attached to the College’s e-procurement system requisition 

 
E. Post Procurement Award Policies 

The College must maintain oversight to ensure that contractors perform in accordance 
with the terms, conditions and specifications detailed in contracts and purchase orders.   

All contracts made by the College must include the subsections of contractual clauses as 
outlined in http://www.ivytech.edu/about/po-terms-conditions.html 

The College may use a time and materials type contract only after a determination that 
no other contract is suitable and if the contract includes a ceiling price that the 
contractor exceeds at its own risk. Time and materials type contract means a contract 
whose cost to the College is the sum of: 

(i) The actual cost of materials; and 

(ii) Direct labor hours charged at fixed hourly rates that reflect wages, general 
and administrative expenses, and profit. 

Since this formula generates an open-ended contract price, a time-and-materials 
contract provides no positive profit incentive to the contractor for cost control or labor 
efficiency. Therefore, each contract must set a ceiling price that the contractor exceeds 
at its own risk. Further, the College must assert a high degree of oversight in order to 
obtain reasonable assurance that the contractor is using efficient methods and effective 
cost controls.  
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The College must be responsible, in accordance with good administrative practice and 
sound business judgment, for the settlement of all contractual and administrative issues 
arising out of procurements. These issues include, but are not limited to, source 
evaluation, protests, disputes, and claims. These standards do not relieve College of any 
contractual responsibilities under its contracts. Violations of law will be referred to the 
local, state or Federal authority having proper jurisdiction. 

 
F. Procurement Methods – Non-Construction  
 
For Non-construction activities, the following methods must be used depending on the 
dollar value of the procurement. 
 

1. Micro purchase: Purchases of $9,999 or less 
 
• Acquisition that, in the aggregate, does not exceed the micro-purchase 

threshold.  The College utilizes the threshold defined in Section 806 of the 
National Defense Authorization Act.  

• To the extent practical, purchases in this category shall be distributed 
equitably among qualified suppliers. For example, when purchasing supplies, 
the campus might consider rotating purchases between vendors that offer 
similar rates. 

• Purchases may be awarded without soliciting competitive quotations; price 
just must be reasonable. 

• Recommend price or rate quotations from more than one qualified source. 
o Can be informal – phone call and document or web search  
 

2. Small purchase: Purchases of $10,000 up to $149,999 
 
• Acquisition that, in the aggregate, does not exceed the small purchase 

threshold.   
• No requirement for formal RFP solicitations. Quote (RFQ) procedures may be 

simple and informal. 
• Include detailed business requirements with RFQ as necessary to obtain the 

best fit supplies, equipment or services for the College’s needs. 
• Price or rate quotations must be obtained from two or more qualified 

sources. 
• When applicable, quotes may be obtained from a variety of simple 

sources, e.g., internet search, vendor price listing, etc.  Supporting 
documentation for the competitive quote must be provided prior to the 
creation of a purchase order. 
 

3. Methods of Procurement for Purchases over $149,999 up to $499,999 
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Procurement by competitive proposals. The technique of competitive proposals 
is normally conducted with more than one source submitting an offer, and either 
a fixed price or cost-reimbursement type contract is awarded. It is generally used 
when conditions are not appropriate for the use of sealed bids.  
 
In order for sealed bidding to be feasible, the following conditions should be 
present:  

• a complete, adequate and realistic specification or purchase description 
is available 

• two or more responsible bidders are willing and able to compete 
effectively for the business 

• the procurement lends itself to a firm fixed price contract and the 
selection of the successful bidder can be made principally on the basis of 
price  

 
If this method is used, the following requirements apply: 
 
• Requests for proposals must be publicized and identify all evaluation factors 

and their relative importance. Any response to publicized requests for 
proposals must be considered to the maximum extent practical;  

• Proposals must be solicited from an adequate number of qualified sources; 
and 

• The College must have a written method for conducting technical evaluations 
of the proposals received and for selecting recipients;  

• Contracts must be awarded to the responsible firm whose proposal is most 
advantageous to the program, with price and other factors considered; and 

• The College may use competitive proposal procedures for qualifications-
based procurement of architectural/engineering (A/E) professional services 
whereby competitors' qualifications are evaluated and the most qualified 
competitor is selected, subject to negotiation of fair and reasonable 
compensation. The method, where price is not used as a selection factor, can 
only be used in procurement of A/E professional services. It cannot be used 
to purchase other types of services though A/E firms are a potential source 
to perform the proposed effort. 

• Quote, bid or proposal solicitations additional requirements: 
• Solicitations must be publicized and all necessary affirmative steps to assure 

that minority businesses, women’s business enterprises, veteran’s businesses 
and labor surplus area firms must be used when possible. (See Section C.) 

 
4. Methods of Procurement for Purchases over $499,999 

Must follow all of the steps for purchases greater than $149,999 and must obtain 
State Board of Trustees approval in the form of a resolution. 
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5. Procurement by non-competitive proposals (sole source) is allowable when one 
of the following circumstances apply: 

• 1.  Federally Funded Sole Source Justifications 

• The product or service is available from only one source; or 

• The public exigency or emergency for the requirement will not permit a delay 
resulting from competitive solicitation; or 

• The Federal awarding agency or pass-through entity expressly authorizes 
noncompetitive proposals in response to a written request from the College; or 

• After solicitation of a number of sources, competition is determined inadequate. 

• 2.  Non-Federally Funded Sole Source Justifications 

• The product or service is available from only one source; or 

• The public exigency or emergency for the requirement will not permit a delay 
resulting from competitive solicitation; or 

• After solicitation of a number of sources, competition is determined to 
inadequate; or 

• Intellectual property of a vendor is necessary to properly use existing equipment 
or software; or 

• The good/service is mandated by an association in which the College is a 
member or an individual or entity with whom the College has a contract; or 

• Legal services, expert witnesses, or other services associated with litigation or 
regulatory proceedings; or 

• There is a significant need for the contractor’s expertise linked to the current 
project. 

Sole source bid exception requests must be submitted to the Senior VP/CFO or 
designee for approval to proceed with purchase/contract. 
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G. Procurement Methods – For Federally Funded Construction 
 
For Federally Funded construction activities defined as micropurchases and small 
purchases, The College follows the threshold defined in the Davis Bacon Act. The 
following methods must be used depending on the dollar value of the procurement. 
 

1. Micro purchase: Purchases of $1,999 or less 
 
• Acquisition that, in the aggregate, does not exceed the micro-purchase 

threshold.   
• To the extent practical, purchases in this category shall be distributed 

equitably among qualified suppliers. For example, when purchasing supplies, 
the campus might consider rotating purchases between vendors that offer 
similar rates. 

• Purchases may be awarded without soliciting competitive quotations.  
• No quotations necessary, price just must be reasonable. 

Recommend Price or rate quotations must be obtained from an adequate 
number of qualified sources (interpreted as at least 2 sources)  

o Can be informal – phone call and document or web search  
 

2. Construction Purchases of $2,000 and over 

The sealed bid method is the preferred method for procuring construction 
purchases exceeding $2,000, if the following conditions apply: 

a. The value of a single item or the total value of multiple items is $2,000 
and greater; and  

b. The item for which quotes, bids or proposals being solicited is categorized 
as *professional and expert service or construction, alteration, or repair 
of facilities (regardless of dollar value); and 

c. A complete, adequate, and realistic specification or purchase description 
is available; and 

d. Two or more responsible bidders are willing and able to compete 
effectively for the business; and 

e. The procurement lends itself to a firm fixed price contract and the 
selection of the successful bidder can be made principally on the basis of 
price.  
 

• Procurement by sealed bids (formal advertising). Bids are publicly solicited 
and a firm fixed price contract (lump sum or unit price) is awarded to the 
responsible bidder whose bid, conforming with all the material terms and 
conditions of the invitation for bids, is the lowest in price. The sealed bid is 
the preferred method for procuring construction.  In order for sealed bidding 
to be feasible, the following conditions should be present: 
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o Bids must be solicited from an adequate number of known suppliers, 

providing them sufficient response time prior to the date set for 
opening the bids, for local, and tribal governments, the invitation for 
bids must be publically advertised; and 

o The invitation for bids, which will include any specifications and 
pertinent attachments, must define the items or services in order for 
the bidder to properly respond; and 

o All bids will be opened at the time and place prescribed in the 
invitation for bids, and for local and tribal governments, the bids must 
be opened publicly; and 

o A firm fixed price contract award will be made in writing to the lowest 
responsive and responsible bidder. Where specified in bidding 
documents, factors such as discounts, transportation cost, and life 
cycle costs must be considered in determining which bid is lowest. 
Payment discounts will only be used to determine the low bid when 
prior experience indicates that such discounts are usually taken 
advantage of; and 

o Any or all bids may be rejected if there is a sound documented 
reason. 

3. Construction Purchases of $500,000 and over for Federally Funded Construction 

Must follow all of the steps for purchases $2,000 and above must obtain State 
Board of Trustees approval in the form of a resolution. 

H. Maintain Procurement Records 

The College must maintain records sufficient to detail the history of procurement. These 
records will include, but are not necessarily limited to the following: rationale for the 
method of procurement, selection of  contract type,  contractor selection or rejection, 
and the basis for the  contract price.  For ALL procurements the following information 
must be maintained.  

1. Detail history of the procurement [different for each procurement method]  
2. Rationale for method of procurement  
3. Selection of contract type  
4. Contractor selection or rejection  
5. Basis for contract price  

 
I.  Information Released to Vendors.  
  

1. Guiding Principles 

https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=dad614c8a49266d2767ab3a834546ad5&term_occur=8&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:31:200.318
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=74f8c247fb5c2e5672df209600833d51&term_occur=2&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:31:200.318
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=dad614c8a49266d2767ab3a834546ad5&term_occur=9&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:31:200.318
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o Ivy Tech is a public entity and is subject to the state’s Access to Public 
Records Act at IC 5-14-3. 

o The public has a right to know that the College conducts public business 
properly, and the College needs to reinforce the perception that business 
is conducted properly. 

2. Before the bidding process is complete. 
 
Vendors do not have the right to information such as competing vendors' names, 
items, prices, terms or copies of bids prior to the completion of the bidding 
process. 

3. After the bidding process is complete. 
 
Any request for information by vendors not selected should be treated as a 
public records request under state law and should be immediately referred to 
the Office of the General Counsel for advice in how to respond. 

J.  Prepayments for Products and Services 
 
General prepayment for goods and/or services is strongly discouraged by the 
College. However, prepayments may be made in advance, without seeking approval 
for the following items: catalog orders, subscriptions, membership dues, conference 
fees, maintenance contracts, deposits less than $3,000 and insurance premiums. 
Prepayments are not allowed for personal services including personal services by 
contract. Approval for any prepayment reason not listed above shall be governed by 
the following: 

a. Prepayments below $3,000  

All prepayments for products and services below $3,000 must have prior 
approval of the Executive Director of Finance 

b. Prepayments $3,000 and above  

All prepayments for products and services above $3,000 must have prior 
approval of the Senior VP/CFO or designee. 

K. Memberships  

The College will not pay for personal memberships in professional organizations; 
however, the College will pay for organizational memberships. Exceptions to this 
policy may be made in the following circumstances and at the discretion of the 
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College. All exceptions must be approved in writing by the Executive Director of 
Finance or the Senior VP/CFO, and available for review. 

a. If a professional organization does not provide for an organizational 
membership, the college may pay for the individual membership. 
Documentation must be on file to support that College membership was not 
available. 

b. If an individual membership is less expensive than an organizational 
membership, the College may pay for the individual membership. This 
exception would apply in a unique situation where only one person needs 
the membership, and it is cheaper than an organizational membership.  

Given that the College pays for many organizational-wide memberships, the 
campus and offices at the Central location are encouraged to determine if the 
College already holds a valid membership prior to incurring additional 
membership expenses. 

 
L. Authorization of Contracts 
 
Review by the Office of the General Counsel is required for all expenditure and revenue 
contracts of $25,000 and greater. 

Contracts for expenditures may be authorized by the Chancellor or Vice President within 
the prescribed authorization levels.  The President's signature is required if the contract 
is an expenditure level of $100,000 or greater and not previously delegated by the 
President.  All contracts to be approved by the President or designee must be approved 
and signed by the respective Chancellor or Vice President prior to submission for 
signature.   

Options to renew leases originally identified in a prior approved agreement may be 
signed by the respective Chancellor, provided the annual rent is within the Chancellor’s 
signature authorization level. A copy of the signed lease renewal document must be 
forwarded to the System’s Office Facilities Planning Department. 

In accordance with 2 CFR 200.323, "Cost plus" or “percentage of construction cost” 
contracts are prohibited for Federally Funded Contracts.  Examples of such prohibited 
contracts include:  a) a contract for equipment at supplier cost plus a stated mark-up 
percentage, and b) a contract for course development at a fixed labor rate and unfixed 
labor hours.  In certain instances there may arise a need for ongoing consulting or other 
services where the amount of related labor is unknown.  In such cases, contracts should 
clearly define scope of work, labor rate and a contract ‘not to exceed’ (NTE) value that 
relates to defined scope of work, with contractor responsible for any costs in excess of 



15 
 

such NTE value.  A high degree of oversight must be given to contractor performance 
against such NTE contracts to obtain reasonable assurance that the contractor is using 
efficient methods and effective cost controls.  

The following contracts, regardless of dollar value, must be forwarded to the 
appropriate System’s Office department for approval: 

1. Operating and capital lease for land and/or buildings obligating the College for a 
period greater than two (2) years. This lease will be forwarded to the State Board 
of Trustees for approval.  
 
Any initial lease greater than $150,000 per year needs State Board of Trustees 
approval before being forwarded for recommendation by the Commission for 
Higher Education and then approval by the State Budget Committee and 
Governor. 

2. Leases for land and/or buildings that involve a request for additional College 
level funding in addition to the campus’ normal annual facilities budget. 

3. Purchase or lease-purchase agreements and other contracts for land and/or 
buildings. These agreements will be forwarded to the State Board of Trustees for 
approval. 

4. Vehicle lease or purchase excluding non-recurring leases of less than thirty (30) 
days.  
 

5. All governmental contracts including government pass-through funds. 

6. All contracts for new capital plant improvements such as additions, alterations, 
repairs and rehabilitation to College-owned property, and all change orders 
increasing the amount of such contracts by ten percent (10%) or more. Change 
orders of less than 10% for capital projects may be approved by campus 
administration within their authorization limit of payment documents, following 
verbal notification to the System’s Office Facilities Planning Department. A copy 
of the signed change order should be forwarded to the System’s Office Facilities 
Planning Department.  

Capital leases are contracts which effectively transfer ownership to the College at the 
end of the lease. If there is doubt as to whether a lease qualifies as a capital lease versus 
an operating lease (where ownership does not transfer), inquiries may be made to the 
office of the Senior VP/CFO. 

Land and Buildings - Capital leases for land and buildings must be approved by the State 
Board of Trustees. A request for a capital lease of land and buildings should be 
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forwarded to System’s Office Facilities Planning Department. Requests for authorization 
should be submitted on a Lease and Building Acquisition Request form. 

Technology – Purchases for end-user technology equipment and infrastructure 
technology equipment will be made through the Office of Information Technology. 
Software licenses, maintenance and support purchases (new and renewal) will be made 
through the Office of Information Technology. Subscriptions will not be purchased 
through the Office of Information Technology.  

Equipment - Capital leases must be initially routed through the office of the Senior 
VP/CFO so proper notification can be made to include the equipment as a capital asset 
in the College Fixed Assets system and to assure compliance with IRS reporting 
requirements. 

All documents requiring an authorizing signature for commitment of College funds must 
be signed in accordance with authority delegated by the State Board of Trustees or an 
officer of the College. The table below outlines the requirements for signature at certain 
specific levels. 

Approval Level  Authorization Amount 
State Board of Trustees Certain contracts only * 
Campus Board of Trustees Refer to campus by-laws 
President or designee up to $500,000 all contracts not delegated 
**Chancellor or Vice President up to $99,999 
Executive Director of Finance up to $29,999 

* The following contracts must be approved by the State Board of Trustees: 

1. Lease for land and buildings obligating the College for longer than two (2) years. 

2. All lease-purchase agreements and other contracts for land and buildings not 
delegated to the President. 

3. All contracts in excess of $500,000 unless previously approved through the 
allocation of funds by the Board.  

**The Chancellor may delegate this authority to any of their direct report employees 
at an employment level E-3 or above at their campus. However, under no 
circumstances may a sole individual approve. Two separate individuals must approve 
at all times (for instance the EDF cannot be the requester and approver). This 
delegation must be in writing and available for review. 

M. Authorization of Expenditures 
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All expenditures must be within approved budget allocations except for those 
specifically authorized by the State Board of Trustees. 

Purchases must not be split in such a way as to place the dollar value of the 
expenditures into a lower authorization level so that they can be approved without 
review by a higher authorization level. Likewise, increases in encumbrances must be 
approved at the appropriate level based on the total commitment. 

All documents requiring an authorizing signature for commitment of College funds must 
be approved in accordance with authority delegated by the State Board of Trustees or 
an officer of the College. The table below outlines the requirements for approval at 
certain expenditure levels.  

Approval Level  Authorization Amount 
State Board of Trustees in excess of $500,000  
Senior VP/CFO up to $500,000 

all contracts not delegated 
**Chancellor or Vice President up to $ 99,999 all contracts not delegated 
Executive Director of Finance up to $  29,999 
As delegated by Campus Management up to $    9,999 

 

**The Chancellor may delegate this authority to any of their direct report employees 
at an employment level E-3 or above at their campus. However under no 
circumstances may a sole individual approve. Two separate individuals must approve 
at all times (for instance the EDF cannot be the requester and approver). This 
delegation must be in writing and available for review. 

Delegation to Business Office staff to approve campus expenditures up to $9,999 must 
be approved by the Vice President, Chancellor, and Executive Director of Finance.  See 
Refer to FMM, Section M, Financial Documents (Approval Authority Delegation) for 
further details. 

All the approval level guidelines and requirements are built into the routing criteria for 
purchase requisitions and purchase orders in the College’s e-procurement system. 

IV. Purchasing Card Policies and Procedures 
 
A. Introduction 
  
The intent of this section is to provide clear, concise, and workable College Purchasing 
Card procedures for the conduct of College business. If a circumstance arises that is not 
specifically covered, either adopt the most conservative course consistent with the 
policies and procedures of the College or consult with the office of the Senior VP/CFO or 
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designee. The Chancellor or Vice President may develop additional procedures relating 
to the use of the College purchasing card. Such procedures must be consistent with 
those outlined in this section.  

It is important that all purchasing activity be documented in a manner that will satisfy 
the requirements of established College policies and procedures.  Also, purchases of 
products and services for use in the operation of the College must clearly indicate the 
details involved in the purchasing transaction.  This is necessary for the proper handling 
of College funds and subsequent review by internal and external auditors.  
 
Use of the purchasing card does not replace any policies or procedures that apply to 
activities that are restricted by College policy. The issuance of the card to the cardholder 
constitutes authorization to use the card without obtaining prior approval required by 
other purchasing methods. Prior approval for food purchases is required as outlined in 
the FMM, Section H, Travel Policies and Procedures (College Sponsored Meetings). 
 
The conduct of College business by employees who are authorized to make purchases 
representing the College is required to be in accordance with established procedures 
and ethical behavior including the conflict of interest policy. All purchases with the card 
must comply with the applicable procedures in the FMM, Employee Handbook, and any 
other published College sources related to the use of College assets and ethical conduct 
by College employees.  
  
B. General Overview  
  

Ivy Tech's Purchasing Card Program is designed to allow for the purchase of small dollar 
(items less than $3,000), non-capital items for use in the College operations. Non-capital 
refers to  all items, such as supplies, minor equipment, books not part of library 
collections, etc., that are excluded from the dollar threshold at which items are 
capitalized as an asset in the accounting records of the College for inventory control and 
other purposes.  

Purchases that exceed the $3,000 single transaction limit are to be processed through 
the requisition based process in the College’s e-procurement system. 

Purchases must be made in the College’s e-procurement system whenever practical to 
take advantage of the contract and consortium pricing that is built into the system.  
Purchasing through the College’s e-procurement system is also preferred because the 
system is set up with appropriate internal controls (i.e. pre-approval requirements, etc.) 
and more accurate accounting. 

The Ivy Tech Community College of Indiana Purchasing Card is a MasterCard. It is 
accepted by any merchant who currently accepts MasterCard. 
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The card is the property of Ivy Tech Community College of Indiana, is issued on the 
credit limit allowed the College, and is only to be used for College business. Purchasing 
cards are issued bearing the name of the College, the name of the cardholder, and the 
sales tax exempt number on the front of the card. The card is to be used only by the 
individual to whom the card is issued.  

Employees of the College must be approved to be issued a card for use and will be 
required to sign a Purchasing Cardholder Agreement, which is the form that contains 
the general terms and conditions for use of the College Purchasing Card.   

New cards should only be created with the written approval of the College Purchasing 
Card Administrator within the office of the Senior VP/CFO. Purchasing cards should only 
be assigned to full-time employees. Vice Presidents and Chancellors are not eligible to 
be cardholders.  

All designated cardholders and reviewers must attend a training session (on the 
purchasing card procedures) to be instructed to view transactions and obtain reports of 
card transactions.  This training is conducted by staff in the office of the Executive 
Director of Finance (EDF) at the campus, or staff in the office of the Senior VP/CFO in the 
System’s Office (Finance). The resources used for training are located on the bank 
website. 

Violation of purchasing card procedures, such as unauthorized purchases, may result in 
termination of the cardholder privileges or other disciplinary actions as outlined in the 
Employee Handbook. The cardholder may be financially responsible for sales tax and 
unauthorized purchases. Please refer to the College’s tax manual, FMM Section C, for 
information regarding the College’s sales tax exemption. 
  
C.  Structure for Purchasing Card Program  
  
The office of the Senior VP/CFO has approved a structure for the functioning of the 
College Purchasing Card program. The College Purchasing Card Administrator is an 
employee in the Finance Department at the System’s Office. The Executive Directors of 
Finance serve as the campus Purchasing Card Administrators at each campus. 

The EDF must be supported by one back up administrator from the campus’ Business 
Office staff.  Neither the EDF nor the backup administrator can be cardholders. The 
designation of all College staff persons functioning in these roles must be in writing, and 
will be kept on file in the System’s Office in the Finance Department. 

In accordance with the bank's requirement to have designated authorized signers on file 
to provide approvals when changes are needed for the College's program, there are 
three System’s Office Finance staff persons with this assigned responsibility. This 
includes the College Purchasing Card Administrator and two other Finance staff persons 
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who serve as administrative support for the program, In addition, in the absence of the 
College Purchasing Card Administrator, these individuals handle daily inquiries from the 
bank regarding cards.   

D. Card Controls  
  
The card has several controls and safeguards. There is a specific single purchase limit 
and a 30-day monthly dollar limit for the card.  

Another control is the Merchant Category Code (MCC). All businesses that accept the 
MasterCard for purchases are assigned a MCC that designates their line of business. 
Each card is created with a specific MCC group designation that restricts the use of the 
card for certain businesses. Certain MCC groups have been excluded from access by all 
College cardholders. An attempt to obtain card authorization approval for a non-
approved MCC will result in the card being declined.  
  
E. Operation of Purchasing Card Program 
  

1. Issue of Purchasing Cards  

The following steps must be completed to obtain a purchasing card:  

Step 1 
At a minimum, the EDF and the individual's supervisor determine which employees 
will be issued the purchasing card to purchase items for the College operations. For 
System’s Office, the College Purchasing Card Administrator in the office of the Senior 
VP/CFO in the Finance Department and the individual's supervisor must approve. 
These approvals must be in writing, and on file. 
 
Requests for a new card must be submitted to the Senior VP/CFO for written 
approval by his designee, the College Purchasing Card Administrator in the Finance 
Department, along with a signed Purchasing Cardholder Agreement, which is the 
form that contains the general terms and conditions for use of the College Purchasing 
Card.   

Step 2  
After approvals are confirmed, the new card information will be entered on the 
purchasing card bank's website by Finance Department staff. 
 
Step 3  
The bank will mail new cards to the campus Card Administrator at the campus or 
System’s Office. Generally, the processing time is 7 to 10 days from the approval. 
The campus Purchasing Card Administrator at the campus or System’s Office will 
review the card, confirm with information on the bank’s website and notify the 
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Executive Director of Finance or the appropriate System’s Office department 
supervisor regarding the card distribution. 
 
Step 4  
The EDF or the College Purchasing Card Administrator will arrange for training in the 
use of the card and reports on card transactions using the bank’s website as a 
resource for training. The cardholder must receive the purchasing card in person 
from the EDF or at the System’s Office, the College Purchasing Card Administrator. 
The card must be signed on the back immediately when received. 
 
Step 5  
It is the responsibility of the employee to activate the card by calling the bank 
customer service number prior to use. The number is located on the back of the card. 

  
2. Purchasing Card Use  

The card may be used in person, by phone, fax, or Internet. The cardholder should be 
careful in giving out the purchasing card number. Many scams that are conducted by 
phone, mail, or Internet, require staff to be careful in exercising these options. If using 
the Internet, only a secured site should be used. As a general guideline, an order should 
never be placed when the company initiates the contact, such as telephone or Internet 
solicitation or advertisement. 

Generally, the card limit for a single transaction is $1,000. However, depending on the 
size of the campus, , the Vice President for Finance Senior VP/CFO or designee may 
authorize a limited number of cardholders to have single transaction cards limits of up 
to $2,999. Cards used for the Concur travel program may have limits up to $5,000 if 
approved by the Senior VP/CFO or designee. Further, there are limited exceptions for 
the use of the card for Student Life travel. See IV. E. 4 g. below. 

The single transaction limit is based on the total purchase price which includes shipping 
and handling charges. Cardholders are prohibited from splitting purchases into multiple 
transactions in order to avoid single transaction dollar limits.  

A monthly limit is established based on the department budget availability. Reviewing 
card transactions on a regular basis is critical for budget control. Purchasing card 
transactions are not encumbered against departmental budgets. Due to the dollar 
transaction limit and frequency of feeds to Banner Finance, departments should have 
adequate tracking procedures to insure transactions do not exceed the budget. A 
purchase transaction for an amount greater than the standard single purchase 
transaction or the 30-day monthly limit will be declined at the point of sale.  

Allowable Use includes, but is not limited to, the following items:  
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• Instructional materials and supplies  
• Lab supplies  
• Office supplies  
• Registration Fees (If it is for out of state travel, the travel request must have 

prior approval )  
• Subscriptions  
• Equipment repair  

The card is NOT TO BE USED for the following:  

• Personal use  
• Computers and other high theft items that must be inventoried 
• Foundation purchases or charitable contributions 
• Restricted Merchant Category Codes (MCC):  

o Financial (all type of transactions including cash advances)  
o Airlines * 
o Auto Rental * 
o Hotels and Motels * 
o Food and Beverage **  
o Entertainment  
o Transportation * 

• Individual professional memberships (reference Employee Handbook)  
• Payment of Personal Services (refer to FMM, Section E, Authorized Bank 

Accounts section in the FMM)  
• Prescription drugs and controlled substances  
• Radioactive materials  
• Purchases requiring a contract  
• Third party credit card processors, e.g. PAYPAL ***  

* Exception: Unless specifically authorized by Chief Financial Officer 

** Exception: The MCC (Merchant Category Codes) for Grocery Stores & Supermarkets 
and Caterers is available for assignment to specific cardholder cards to be used only 
for approved College sponsored activities and not for personal activities/meals.  

*** Exception: Certain vendors may require use of their third-party credit card 
processor (e.g. PayPal) for payment.  These purchases may be made using the 
Purchasing Card, but must be made as a one-time customer to vendor payment 
transaction. These transactions are only allowed when the third party acts as a 
payment processor and when the purchaser is not required to setup or log in to an 
account with the third-party credit card processor.  
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3. Resolving Disputes and Errors  

Disputed transactions can occur due to the following:  

• Failure to receive item charged  
• Altered charges  
• Defective items  
• Incorrect amounts  
• Credits not processed  
• Duplicate charges  
• Fraudulent charges not made by the cardholder  
• Fraud or misuse 
• Sales tax charged 

The cardholder should contact the vendor to resolve any questionable charges.  If the 
matter cannot be resolved, notify the supervisor, EDF, or College Purchasing Card 
Administrator in the office of the Senior VP/CFO System’s Office, Finance Department.  

The matter must be reported by phone to the bank's customer service number. The 
bank will immediately credit the account for the disputed amount while it completes its 
investigation of the matter. The cardholder will be notified of the resolution.  

In the case of fraudulent charges or misuse, notify the office of the campus Card 
Administrator or the College Purchasing Card Administrator at Systems Office. In 
addition, if needed, other appropriate College procedures that fit the situation should 
be followed. This may involve reporting the matter to the campus Security staff, Human 
Resources at the location, and the Office of the General Counsel which handles legal 
matters for the College.  

4. Cardholder and Supervisor Responsibilities  

It is the cardholder's responsibility to keep the purchasing card safe and secured; to 
obtain and retain appropriate documentation for purchases; to review card transactions 
regularly, and obtain supervisor's signature on the printed Statement of Account report 
signed by the cardholder and the immediate supervisor/card reviewer each month. 

All campuses and the Systems Office should follow a similar procedure for the 
preparation, collection, and review of Statements of Account. At a minimum, 
Statements of Account should be reviewed at least monthly but may be reviewed more 
frequently at the discretion of the campus Executive Director of Finance/Administration. 
All cardholders must submit the signed and completed Statement of Account and 
associated documentation by the tenth of the following month to the appropriate 
office, either the office of the Senior VP/CFO or System’s Office, Finance Department or 
the Executive Director of Finance.  
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A complete packet consists of the monthly Statement of Account signed and dated by 
the cardholder and card reviewer/supervisor, and all supporting receipts, billing 
statements, packing slips, etc.  Once collected these staff should review the monthly 
statement to assure that proper receipts and other back-up information and signatures 
are present. 

 The supervisor/card reviewer assigned to review and approve a Statement of Account 
must be an exempt level employee.  It is the supervisor's responsibility to familiarize 
themselves with the purchasing policies of the College and to insure compliance with all 
purchasing card purchases.  

All purchasing card documentation will be collected and maintained in the campus 
business offices and at the Systems Office, Finance Department.  Refer to FMM, Section 
D, Retention of Records. 

a. Reviewing and Reallocating Purchasing Card Transactions  

All transactions are available for viewing daily on the purchasing card bank’s website. 
Most transactions are posted to the bank’s website within 24 to 72 hours after date of 
purchase. Card transactions are posted to Banner Finance on a regular basis.   

Using Banner form FAAINVT, card administrators can reallocate a card transaction to 
different accounts within Banner, the College’s accounting system. Transactions may be 
reallocated by specifying either the dollar amount or percentage. Transactions that have 
already been posted to Banner Finance cannot be reallocated using the bank’s website. 

b. Record Keeping  

The cardholder is responsible for obtaining the Statement of Account, card receipts, 
cash register receipts, packing slips, etc. Once the monthly review is completed and 
signed off by the supervisor, the location where these records will be retained is 
determined by the campus or the office of the Senior VP/CFO Systems Office, Finance 
Department. In the rare instance where a receipt is lost, the Certificate of Missing 
Documentation may be substituted for that receipt. Abuse of this form may result in the 
revocation of the purchasing card.  

These transactions may be subject to internal or external audit. Receipts and proper 
documentation must substantiate each purchase. In addition, the cardholder and 
supervisor may be called upon to provide further clarification.  

c. Receiving  

• Shipment must be directed to an Ivy Tech address or official station  
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• Cardholders should request their name to be listed on the package, along with 
the College name and address, to insure prompt handling  

• Advance notice to the receiving department of expected deliveries may also be 
helpful.  

The cardholder will be responsible for coordinating the return of damaged or unwanted 
items directly with the vendor.  

d. Returns  

The purchaser should always request returned items to be credited to the College card. 
If the vendor refuses to credit the card, the campus cardholder should contact the 
Executive Director of Finance. System’s Office cardholders should contact the College 
Purchasing Card Administrator or designated Finance Department staff. Another 
alternative is to report this matter to the bank's customer service number requesting 
the card account be credited for the disputed amount. 

e. Purchases within the College  

Expenses resulting from transfers between campuses should continue to be processed 
by journal entry. The purchasing card will not be used for purchases between College 
departments or campuses, or other auxiliary services operated by the College.  

f. Student Travel (Effective March 1, 2014) 

Under certain circumstances, the use of a purchasing card may be authorized for 
student travel.  
  
Student Life Directors or designee may be issued a purchasing card that on occasion 
may be utilized for travel expenses when traveling with students on a College 
authorized student life trip.  Each campus may issue a purchasing card to their Student 
Life Director or designee.  If needed, the campus may reassign an existing purchasing 
card to the Student Life Director or designee or may issue a new card within the 
campus’ specified allotment.  If the campus has already used their allotment a request 
for an additional card may be made to the Senior Vice President/Chief Financial Officer 
(CFO) and General Counsel.  These purchasing cards must follow all of the current 
guidelines for all purchasing cards with the following additional requirements. 
 
The purchasing card should be used only when other arrangements are unsuccessful, 
e.g., the hotel will not directly bill the campus.  Airfare would generally not be charged 
on the purchasing card as the campus has other alternatives for payment in advance. 

• Approval of the student life trip must be secured prior to requesting the use of 
the purchasing card for travel related expenses.   
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• Once the trip has been approved, the campus must complete the Request for 
Major Student Travel form.  The form authorizes increasing the purchasing limits 
of the card up to the Executive Director of Finance’s expenditure authority. 

• Any requests over that amount must be approved by the Senior Vice 
President/CFO and General Counsel or designee.   

• The increased purchasing limits will be returned to the normal levels after the 
completion of the travel.  The completed form must be submitted at least one 
week prior to the date of the travel. 

It is the responsibility of the cardholder to obtain all necessary purchasing card 
transaction paperwork (receipts, confirmations, etc.) to substantiate the expenditures 
from the above mentioned travel. The Business Office will review the card transactions 
in accordance with the FMM policies, appropriate paperwork is provided and to assure 
there are no duplicate expenditures. Personal expenses are not to be charged to the 
card.  If personal expenses are charged to the purchasing card, they are required to be 
repaid by the cardholder. Further, the cardholder may lose access to the card if used 
inappropriately. 

6. Changes in Card Status  

If any card information needs to be revised after the original card is issued, written 
authorization must be forwarded to the Executive Director of Finance or the College 
Purchasing Card Administrator in the office of Senior VP/CFO in the System’s Office, 
Finance Department. Revisions may include changes in the card’s 30 day cycle limit with 
the bank or changes in the cardholder's personal information.  

a. Lost or Stolen Cards  

Report all lost or stolen card information immediately to the financial institution at the 
number listed on the bank’s website on the Internet. As soon as possible during working 
hours, notify the office of the Executive Director of Finance or the College Purchasing 
Card Administrator at the office of Senior VP/CFO in the System’s Office. If you are 
certain that the card has been stolen at work, you should also notify the campus 
Security staff and/or Human Resources department. The College is responsible for all 
purchases regardless of dollar value until the card is reported to the financial institution.  

b. Closing a Card  

The purchasing card should be closed for the following reasons:  

• The cardholder accepts a position at another College location, terminates 
employment with the College, is deceased, or the card is revoked by the 
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supervisor, office of the campus Card Administrator, or office of the Senior 
VP/CFO.  

• After entering the card closing information on the bank’s website, the Executive 
Director of Finance or the College Purchasing Card Administrator in the office of 
Senior VP/CFO in the System’s Office, Finance Department will destroy the card.  

c. Reissued Cards  

Cards are valid for a two year period. Reissued College cards will be mailed 
automatically by the bank to the College Purchasing Card Administrator in the office of 
Senior VP/CFO in the System’s Office, Finance Department prior to the expiration date 
of cards currently in use. The cards to be distributed will be confirmed and mailed to the 
Executive Director of Finance for distribution and/or arrangement made for pickup of 
cards by System’s Office staff. Reissued cards must be personally picked up by the 
cardholder. Employees receiving reissued cards are required to sign for the cards on a 
listing of all reissued cards for that location or complete a new Purchasing Cardholder 
Agreement form. Before the cardholder can be issued the new card, they must 
surrender the expired card. The Executive Director of Finance or the College Purchasing 
Card Administrator in the office of Senior VP/CFO in the System’s Office, Finance 
Department will destroy the expired card.  

7. Changes in Employment Status  

a. Transferring to another Department  

The purchasing card is linked to the department's account (FOAP). A change in the 
employee status to another department must be reported to the Office of the Executive 
Director of Finance or the College Purchasing Card Administrator in the System’s Office, 
Finance Department.  

b. Termination of Employment  

All cards are to be turned in to the College prior to the point of termination.  The card 
may be turned into the Human Resources Department at the time of the exit interview, 
the supervisor, the Executive Director of Finance, or the College Purchasing Card 
Administrator in the office of Senior VP/CFO in the System’s Office, Finance 
Department.  

 

 

 
  



28 
 

V. Other Financial Considerations 
 
A. Technology Stipend 
 
1. Basis for Stipend 

The use of cellular phone and other electronic access devices for business purposes can 
be expensive and the decision to incur such business expenses must be evaluated from 
a cost/benefit perspective. Departments must consider other viable options such as 
landline phones, prepaid phones, or other less expensive devices and or access tools. 

Electronic access devices could include cellular devices with cellular access plans for 
connection, such as cell phones and smartphones. 

A College business purpose for having an electronic access device is one where: 

• The employee is responsible in emergency matters where they must be available 
100% of the identified business period or, 

•The use of other less expensive communication devices does not serve as a viable 
alternative to the business purpose or, 

•The employee’s job effectiveness will show a significant increase through the use of a 
cell phone or electronic access/device. For example, the employee is required to travel 
extensively as a part of their job responsibilities. 

•The identified business period is the time that the employee must be accessible by the 
institution. 

College employees required to use electronic access and electronic devices for business 
purposes will obtain personal access plans and will be compensated by the College via a 
stipend. This must be for business purposes that cannot be accommodated with other 
less expensive communication devices and/or access. The technology stipend is not a 
supplement to an employee’s salary. 

Exclusions from this policy include college owned electronic access devices which are 
shared among employees only while on campus or their designated station, and while 
on duty. The shared devices do not leave the campus or the station. An example would 
be a cell phone shared by security personnel while on duty. These devices would be 
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purchased by and remain the property of the College. The plan would also be paid for by 
the College. 

Stipends can be issued for the following purposes: 

Establishment and/or on-going monthly expenses of the personal plan with a vendor 
including the purchase of the electronic access device(s), purchase of any accessories for 
the device (headsets, cases, protectors), and any additional expenses which may be 
incurred to have the electronic device. 

Because the primary purpose of having electronic communications and access is to 
maintain accessibility, by accepting a technology stipend, the individual agrees to 
maintain the electronic access device in their possession and in an “on” status during 
business periods or during times when the individual is in an “on call” status. It is 
recognized there are times when it is inappropriate for a cellular device to be on (during 
business meetings). Individuals should consult with their direct supervisors regarding 
this issue. 

As these devices are the property of the individual, devices lost or damaged are the 
responsibility of the employee to replace.  These personal electronic devices and plans 
will be available for personal, as well as, the business purposes outlined in this policy. 
Therefore, the College reimbursement is not intended to cover the entire cost of these 
plans. 

The amount of the technology stipend is $41.54 per pay and it is paid each bi-weekly 
pay period.  

During the annual reviews of the technology stipend, a review of the continuation of the 
technology stipend is to occur with the employee’s supervisor. 

Individuals who do not obtain a technology stipend for electronic communications 
(because their usage is intermittent) may continue to be reimbursed for business 
cellular usage on a per-call basis as outlined in the Travel section of the FMM, (III. 
Reimbursements, section I. Parking Charges/Other Miscellaneous Charges). Individuals 
with technology stipends are prohibited from also receiving per-call reimbursements. 

2. Reviews, Approvals and Documentation 
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Initial technology stipends must be approved on the Technology Stipend Form (TSF) and 
must be approved by the Executive Director of Finance (EDF) and Chancellor or Vice 
President of the area. Justification should be noted on the TSF. Approval should occur 
after a review of the business purpose. 

Technology stipends are a W-2 taxable benefit to the employee. The TSF will require a 
signature of the employee acknowledging the W-2 taxability of the benefit. Base salaries 
will not be adjusted to accommodate stipend disbursement. Extra pay is the only 
process that can be used for this purpose. The extra pay is not benefits eligible.  This 
form should be on file in the Human Resources department. A copy must be maintained 
in the campus payroll office. 

Signatures by the offices of campus Human Resources and/or the Payroll Office on the 
Technology Stipend Form are an acknowledgement of W-2 taxability only and not 
intended to imply approval of the stipend. Full accountability for the appropriateness 
and reasonableness in amount of the stipend for the devices and services covered in this 
policy are the responsibility of the approving department head, the EDF/EDA and 
ultimately the Chancellor or Vice President of the area. 

Equipment 

No additional reimbursement above the technology stipend is permitted for equipment 
and accessories.  As outlined above, the technology stipend is designed to provide 
funding for a portion of the costs of an individual to maintain a functioning electronic 
access service to meet workplace demands when away from their primary post or 
workstations. 

Employees are expected to purchase the requisite accessories to support the safe and 
legal operation of their technology devices.  Further, employees are required to be 
aware of and compliant with any federal, state or local rules/laws regarding the safe 
usage of cellular devices. 

Annual Service Review 

An annual review by the employee’s supervisor to ensure that a business purpose 
continues to exist and that the amount is still appropriate in order to accomplish the job 
must be performed. This may be done via email rather than completing another TSF. 

Verification of services obtained is the responsibility of the supervisor. 
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Termination of the additional pay is required if the business purpose no longer exists. 
This should be done via a TSF. Documentation must be retained in the payroll office. 
Individuals are not required to submit billing statements from their electronic access 
provider. 

3. Contracts and Grants Accounts 

On grant funds for the additional pay to be considered an allocable expense the use of 
the cell phone or electronic access/device should be fully devoted to the project, 
necessary for the project, and included in the approved budget. In cases where it is not 
in the approved budget, not fully devoted to the project or not necessary for the 
successful implementation of the project, the expense will not be allowable unless 
approved by Systems Office Sponsored Program Accounting, which will typically require 
sponsor prior approval. 

 B. Charitable Contributions 

Expenditures to support not-for-profit or charitable organizations are only allowed as 
long as there is documentation attached to the payment request showing the benefit to 
the College. As an example, the College may benefit from purchasing tickets/tables at a 
charitable event because of the opportunity to interact with community leaders, as well 
as receiving marketing benefits. This documentation should be written in such a way as 
to clearly explain the business benefit of the College’s participation. Donations to a not-
for-profit or charitable organization are prohibited. 

Student government associations and College clubs may use funds derived from student 
fees to make donations to the College's institutionally related foundation (Ivy Tech 
Foundation) if the donations are for student financial aid or the purchase of equipment 
or technology as part of an approved capital campaign to benefit a particular campus or 
administrative campus of the College. Consistent with the Foundation's longstanding 
policy, the Foundation will not levy any administrative fees or overhead charges against 
these donations. Additionally, the Foundation will report on the usage of these 
particular donations at the request of the College. 
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PURCHASING PROCEDURAL GUIDANCE  
 

State of Indiana Quantity Purchase Agreements (QPAs) and Group Purchasing 
Organization (GPO) competitively bid contracts should be considered where appropriate 
for procurements or use of common or shared goods and services. 

 

I. Purchasing Process 
 
A.  Prepare Purchase Requisition for Approval in the College’s E-procurement System  
  
The College’s preferred method for purchase order generation is the College’s e-
procurement system, and all purchase order documents are linked to their 
accompanying purchase requisition.  Documentation of approvals is recorded in the 
system and is available for review at any time.  
 
The College’s e-procurement system purchase requisition should be prepared by the 
requisitioner. 

The purchase requisition is required to be completed to obtain approval for all 
purchases before a purchase is made, and before a purchase order is issued. Orders 
should not be placed with the suppliers until the purchase requisition is completely 
approved in the College’s e-procurement system. 
http://www.ivytech.edu/fmm/section-m/m-v.html Documentation supporting the 
purchase should be attached to the College’s e-procurement system requisition. 

f. System Access 

Requisitioners need to have access to the College’s e-procurement system and the 
appropriate access to their accounting codes (FOAPs) in Banner. A Banner 
Finance/College’s e-procurement system access request form must be completed and 
submitted to the Office of Information Technology - Information Security.  

g. Electronic Approvals 

Purchase requisitions should be originated in the College’s e-procurement system. In 
some instances, the paper Purchase Requisition/Check Voucher form may need to be 
used. The paper form may be used in situations such as (the following is not to be an 
exclusive list): 1. The College’s e-procurement system is unavailable, 2. The supplier in 
question cannot be added to the College’s e-procurement system, 3. In situations where 
the paper form is used for the sole purpose of obtaining an approval signature that is 

http://www.ivytech.edu/fmm/section-m/m-v.html
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unavailable in the College’s e-procurement system, the paper form should be submitted 
as backup documentation to the College’s e-procurement system requisition. 

Approval of purchase requisitions in the College’s e-procurement system is done online.  
By approving a document in the system, the approver assumes the same responsibility 
for the transaction as they would by signing their name. Approval as required in the 
expenditure and contract authorization tables (will be documented in the College’s e-
procurement system history). 

Approval queues are maintained in the system according to the signing authorities 
outlined in FMM, Section J, Purchasing (Authorization of Expenditures. FMM J.I.C.   The 
College’s e-procurement system is designed so that each initiating department must 
approve a requisition before it is routed to the Finance Department for review/approval.  
For any given transaction, the requisitioner and the final departmental approver cannot 
be the same person.  The departmental approvers were established by the EDF or by the 
supervisor in the System’s Office.  Changes to the departmental queues can be 
requested via email to the E-Procurement System Administrator or Finance System 
Administrator, and requests must be from the EDF or Business Office Director or by the 
supervisor in the System’s Office  

Purchase requisitions are approved through the College’s e-procurement system.  All 
approvals are completed at the requisition level.  In cases where the dollar amount is 
$100,000 or greater, an additional “High Dollar” approval of the purchase is required by 
the Senior VP/CFO or designee.  If the dollar amount is $500,000 or greater, the State 
Board of Trustees approval must be documented before the system approval is 
performed by the Senior VP/CFO or designee.   

II.   Issue Purchase Order 
  
Rationale   

A purchase order is a document authorizing a vendor to deliver described merchandise, 
materials, or services at a specified price. Upon acceptance by a vendor, a purchase 
order becomes a contract. A purchase order is used to encumber (set aside) necessary 
funds to cover an anticipated expenditure. All lease purchases, service and rental 
agreements, construction contracts, professional services, and other financial 
commitments (excluding faculty agreements) should be attached to and encumbered by 
a purchase order. 

The College, as an instrumentality of the State of Indiana, is exempt from sales tax 
on the purchase of tangible personal property or services meeting certain criteria.  
Information regarding sales tax and the College’s exemption may be found in Section 
C of the FMM.1.Terms and Conditions 
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Terms and conditions applicable to governmental contracts with federal funds of 
$2,500 or more and terms and conditions explaining the College's status as an Equal 
Opportunity Affirmative Action Institution for purchase orders of $2,500 or more, 
are located at: http://www.ivytech.edu/about/po-terms-conditions.html 

The College’s e-procurement system purchase order documents provide the 
above link at the bottom of the last page.   
 

2. Revolving Fund Purchases (Banking Section) 

http://www.ivytech.edu/fmm/section-m/m-v-b.htmlA revolving fund check may 
be issued for minor purchases up to $300. Exceptions up to $300 for unusual 
circumstances may be made only upon approval by the Executive Director of 
Finance. 

 
III.   Purchase Order Documentation 
 
The College’s preferred method for purchase order generation is the College’s e-
procurement system and all purchase order documents are linked to their 
accompanying purchase requisition.  Documentation of approvals is recorded in the 
system and is available for review at any time.  
 

1. Follow-up on Purchase Orders 

1. Oversight must be maintained to ensure that contractors perform in 
accordance with the terms, conditions, and specifications of their 
contracts or purchase orders. 

2. A follow-up system should be in place to check on open purchase orders 
on a monthly basis using FPIOPOF (Open Purchase Orders by FOAPAL) in 
Banner or the Discoverer Open Encumbrance report. 

3. If an item has been on back order for 60 days or longer, it may be to the 
College's advantage to cancel the purchase of backordered items and 
make payment on those items the College has received. Vendors should 
be informed of cancellation and that reordering may take place on a later 
date. 

2. Checklist for Properly Receiving Merchandise 

1. Unpack goods no later than forty-eight (48) hours after receipt. When 
possible, unpack goods in the presence of the carrier. Save the packing 
materials if there is damage. 

http://www.ivytech.edu/about/po-terms-conditions.html
http://www.ivytech.edu/fmm/section-m/m-v-b.html
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2. If merchandise is to be returned, wait for a return authorization from the 
vendor. 

3. Have driver note discernible damage on both your copy and the driver's 
copy of the delivery ticket. 

4. Report concealed damage to the carrier within fifteen (15) days of 
delivery date. 

5. Request carrier to send their inspector to report on concealed damage, 
and obtain a copy of the damage report. 

6. Send one copy of the inspection report to the vendor. 

7. File a claim for either discernible or concealed damage within fifteen (15) 
days of delivery date. 

8. When wrong merchandise is received, contact the vendor and wait for 
the vendor's return authorization. 

9. All shipments received should be counted, and overages and shortages 
noted on all copies of the delivery ticket. Contact the carrier and the 
vendor within fifteen (15) days of delivery.  

3. Cancellation of Purchase Order 

Cancellation of an executed purchase order must be made by the College 
location initiating the purchase order.  

The cancellation of the purchase order in The College’s e-procurement system 
can be performed by the campus Compliance approver or the E-Procurement 
System Administrator.  The purchase order will also need to be cancelled in 
Banner on FPAPDEL (Purchase/Blanket Order Cancel).  The cancellation in 
Banner will liquidate the encumbrance (Refer to FMM, Section M, Financial 
Documents for further details) 

 
IV.  Standing Purchase Orders 
  
Rationale 

Standing purchase orders are issued for repetitive type purchases such as utilities 
expense, leases, service contracts, and operating supplies. The advantages are the 
estimated total expenditure is encumbered and additional purchase order approvals are 
not required. 
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Procedure  

1. All normal bidding procedures apply, or an explanation of vendor selection must 
be attached to the Purchase Order form.  

2. Terms are negotiated, a dollar amount limit is established, and an order is issued 
for a definite period - usually one fiscal year. 

3. Standing orders issued for utility costs, service agreements and maintenance 
agreements should be processed on a regular basis according to the terms of the 
agreement (usually monthly). Requisitions are not required for each payment 
period. Original authorization in accordance with the Authorization Tables 

4. Standing orders issued for operating supplies require additional documentation. 
When supplies are needed immediately from standing orders, authorization 
should be obtained from, at minimum, a department approver. Departments 
needing materials covered under a standing purchase order must authorize the 
pick-up and confirm delivery. Please note that certain vendors may require 
written authorization before releasing goods to College employees. 
Authorization should come from the department approver stating dollar limits 
for that particular order and/or the standing Purchase Order number. 

5. Standing purchase orders should be generated using the Standard order type in 
the College’s e-procurement system and noting Standing Order in the external 
notes or product description of the requisition. 

6. It must be understood by all parties that all materials received are to be billed to 
the Business Office.  This should be the “bill to” address listed on the College’s e-
procurement system purchase order. 

7. Partial payments pertaining to standing orders will be processed in Banner 
according to the normal invoice processing procedures. The balance of the 
unexpended original purchase order must be monitored to ensure the 
expenditures do not exceed the original encumbrance. 

 
V.  Capital Equipment Purchases, Sales, Trade-ins and Disposals of Fixed Assets 
  

See FMM, Section N, Fixed Assets, for further details. 

 
VI.  Vehicle Purchases 
  

http://www.ivytech.edu/fmm/section-n/
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1. Ivy Tech-Owned Vehicles  
Procurement of all College-owned vehicles requires advance approval of the 
Senior VP/CFO in the President's Office. This applies both to vehicles to be 
purchased and to be leased. Refer to FMM, Section H, Travel Policies and 
Procedures (Ivy Tech Owned and Leased Vehicles). Reference: Travel 
Authorization, Section H: State-Owned/Ivy Tech Vehicles.   

The owner of a vehicle is defined as: 

"A person who holds legal title of a motor vehicle, or any person renting or 
leasing a vehicle, and having exclusive use for a period longer than thirty (30) 
days." 

The Bureau of Motor Vehicles permits leased vehicles to be registered by the 
Lessor or the Lessee. All vehicles owned or leased for periods longer than thirty 
(30) days will be registered by Ivy Tech. The registering of the vehicle in the 
name of the College permits the College, as the owner or lessee, to properly 
claim an exemption from State sales tax and excise tax.  Refer to Section C of the 
FMM for further information regarding tax exemptions. 

All Ivy Tech owned and leased vehicles will have Ivy Tech specialty plates that are 
available for passenger cars, trucks up to 11,000 pounds, motorcycles, and 
recreational vehicles.  These plates are available through the Indianapolis Bureau 
of Motor Vehicles location and must be renewed each year.  All other vehicles 
will require the state owned license plate. For required documents and contact 
information, see the BMV to obtain municipal (state owned) plates. The 
registration and plating is coordinated by the campus Executive Director of 
Finance.  Once the plates are obtained, a request for reimbursement of $25 per 
plate should be sent to the Executive Director of Administration and Operations 
of the Ivy Tech Foundation. The EDF should submit a copy of the registration 
receipts to the foundation with the Foundation’s Request for Payment form, 
referencing account number 00 01 30 1300. 

Request for insurance on the vehicle should be submitted to Assistant Director 
of Benefits and Risk Management in email format.  The request should include 
the following information: 

• Vehicle Make, Model, and Year 
• VIN 
• Copy of registration form 
• Effective date of insurance coverage 
• Purchase price of vehicle 

http://www.ivytech.edu/fmm/section-h/h-vi.html
http://www.ivytech.edu/fmm/section-h/h-vi.html
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• If the vehicle is leased, also include the name and address of the leasing 
company and amount of monthly leasing payments. 

 

Insurance card should be retained in the glove box of the vehicle the card 
specifies.  Please refer to FMM, Section I, Insurance (Policies and Coverage-
Vehicle Insurance).  

Procurement of vehicles must be done using the Vehicle order type in the 
College’s e-procurement system and adhere to purchasing procedures and 
authorization approval levels. 

2. Use of Vehicles 
All use of Ivy Tech-owned or leased vehicles must be authorized in accordance 
with FMM, Section H, Travel Policies and Procedures ( Ivy Tech Owned and 
Leased Vehicles. Any employee who may be expected to drive Ivy Tech owned or 
leased vehicles must be an authorized driver under the College’s insurance.  
Approval may be obtained by completing the Driver Authorization Form at least 
30 days prior to driving. 

3. Vehicle Expenses for State or College-Owned Vehicles 

The College/Campus is responsible for payment of gasoline, oil, repair and 
maintenance in the operation of its vehicles.  The College does have college-wide 
gas card which allows for gasoline, oil, etc. purchases. For more information on 
gas credit card purchases, contact the Chief Accounting Operations Officer. 
Arrangements for tax exempt credit accounts should be made with appropriate 
oil companies by each campus. 

4. Exceptions   

Special exceptions may be granted by the President or the Senior VP/CFO. 

  
VII. Vendor Payments 

1. Invoices 
 
An original invoice should be submitted in all cases. However, if 
necessary fax copies, scanned copies and photocopies are permissible. As 
a last resort the Certificate of Missing Documentation may be used. 
Reference FMM, Section M, Financial Documents. 
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2. Credit Memos 
 
Credit memos are issued by a vendor to Ivy Tech for returned 
merchandise or adjustments on merchandise delivered as damaged or 
short. Credit memos are processed in order to decrease the amount 
owed the vendor.   

Special attention should be given to credit memos that are "open" in 
Banner and have a date more than one year old. The Business Office 
should communicate, at least on a quarterly basis, with companies to 
resolve aged credit memos. There is a concern that the College's 
accounting records may be unfavorably impacted if these items remain 
"open" and continue to age. If it is determined that a refund cannot be 
obtained, the placing of an order may be considered in order to use the 
credit. This may be preferable to losing the credit. (Refer to FMM, Section 
M, Financial Documents for further details)  

3. Material Variance between Invoice and Purchase Order Amount 

A material variance occurs when the invoice amount exceeds the 
purchase order amount by a material amount. A material amount is 
defined as the lesser of 20% of the original purchase order amount, or 
$1,000. 

The purchase order must be approved at the appropriate authorization 
level corresponding to the total invoiced amount for the order. If a 
material variance occurs, the invoice will require a tolerance override by 
the EDF in order to process the invoice.   

A change order should be generated in the College’s e-procurement 
system to document the approval of the increased amount.  The College’s 
e-procurement system change order type should be used for the total 
amount (original PO amount + any increase), and the original PO number 
should be documented in the notes of the requisition.  Change orders are 
only required when the material variance is due to the invoiced amount 
exceeding the purchase order amount. 

 

Revised July 2019 
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