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GENERAL RESPONSIBILITIESOF THE DIRECTOR OF PURCHASING

A. Purpose

It isthe purpose of this policy to delineste the resporsibilities of the Purchasing Director.

B. General Purchasing Guideines

1 Prior to placing an order, the Purchasing Director shdl verify sufficiency of
departmentd funds and conformance to applicable laws and regulations.

2. All purchases shdl be made through the Generd Services Commission with the
exception of:

a

b.

Emergency purchases for Educationd and Genera Departments;
Purchases for Resde
Purchases for Grants and Contracts;

Purchases for Auxiliary, Enterprises and Activitiesif such action appearsto
be in the best interests of the University; and

Purchases for the following materids and services acquired for the
Universty Library:

1) serid and journd subscriptions

2) rare library materids, including books, papers, and

3) other library materias, including books, papers, and copyrighted
materids, and library servicestha are available from only one

supplier or only from a person holding exclusive digribution rights to
the materials or services (Article 601b, V.T.C.S,, Section 3.01 (a)).
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3. For dl purchases NOT made through the Generd Services Commission
competitive bidswill be secured by the Purchasing Director. Specifications shdl be
written so as to encourage truly competitive procurements while dill satifying the
needs of the University. Closed or noncompetitive specifications shal not be used
except in unusud ingtances dearly judtified as being essentia to efficient operating
performance. Requisitions must be accompanied by awritten judtification for the
use of the proprietary specifications and/or conditions of purchase. The judtification
ghdl contain:

a An explanation of the need for the proprietary specifications and/or
conditions or purchase.

b. The reason competing products (vendors) are not satisfactory.

C. Other information determined by the Purchasing Director as pertinent to the
transaction.

4, It is the respongbility of the Purchasing Director to develop to the greatest practica
extent a program for standardization of itemsin common use within the Universty,
and thus to assure the most economica price, the most economica handling and
distribution and the mogt efficient procurement procedures.

5. The Univerdty of Texas a Brownsville and Texas Southmost Collegeis a date
agency and as such exempt from most federal and State Of Texas taxes. Itisthe
responghility of the Purchasing Director to provide vendors with tax exemption
certificates or other evidence of tax exemption for purchases made through the
Purchasing Department.

C. Review

This policy/procedure is reviewed annudly by the Vice Presdent for Business Affairs.
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