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PURCHASING LEVELS

• The University requires competitive bidding for all procurements greater than $25,000.
• Unless specifically waived by USM Policy or by university personnel with delegated procurement 

authority.

• The Procurement Department may bid any purchase under $25,000 if deemed to be in 
the best interest of the University.

• Budget managers have delegated authority to purchase approved commodities or services 
with a value of up to $5,000 or less through the use of the State of Maryland Corporate 
Purchasing Card Program.
• Excludes Computers, Printers, Tablets, Cell Phones, Firearms and all Travel Related Expenses.

• Excludes restrictions defined in the General Accounting Division’s Policy and Procedures for the 
Corporate Purchasing Card Program, as well as, the university’s internal policies and procedures.

• Does not delegate procurement authority to any university personnel other than referenced 
above.

• Does not supersede requirements of State or USM Policies to purchase specific types of 
commodities such as furniture from other state agencies.
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GENERAL INFORMATION

• State Agencies Are Required to Purchase Furniture Through Maryland 
Correctional Enterprises (MCE). This Includes Stand-Up Desks. See the 
Stand-Up Desk Policy on the Procurement Website.

• FSU Promotes the Utilization of Minority Business Enterprises (MBE) 
and Small Business Reserve (SBR)
• Find the Link to eMaryland Marketplace on the Procurement Website for Details

• Internal Purchases
• Central Stores

• Printing Services

• Software (Consult with IT)

• State Contracts

• Cooperative Agreements (Including E&I and Sourcewell)



FR

Add a footer 6

PROCURE TO PAY
QUOTE/BID

PRO-CARD REQUISITION

PURCHASE ORDER

INVOICE

RECEIPT

PAYMENT



PRO-CARDS
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US BANK STATEMENT
• Statements are available 

to download on or 
around the 26th of each 
month

• Due in the Procurement 
Office by the 12th of Each 
Month

• Pro-Cards are Public 
Information

• Workday

PRO-CARD
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MONTHLY 
ACTIVITY LOG

• Details are Important!

• Needs to be Signed 
and Dated by You and 
Your Supervisor

• Completed Every 
Month

PRO-CARD



PRO-CARD
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ACTIVITY LOGS - WORKDAY

PRO-CARD

Activity logs & receipts will be kept electronically in            

Workday

For Every Transaction and Credit Have:

• Activity Log (printed, signed, sent to Procurement)

• US Bank Statement (printed, signed, sent to 
Procurement)

• Documentation - Receipts (uploaded in Workday)

Note Discrepancies



Supervisor/Reviewer’s Duties

• Approve cardholders’ logs each month

• Ensure documentation is sufficient

• Ensure that a reasonable price is paid

• Remember that your signature means that you approve 
every transaction being charged to your budget

• Verify that redistributions have been completed in 
Workday

• Review spending limits and request changes as needed

PRO-CARD



FOOD SERVICE FORM

• Any Food Service from Aladdin at a 
Cost of $2,500 or Less Should be on 
Your Pro-card

• Each Aladdin Charge Should Have:

• Receipt

• Signed Food Service Approval 
Form

• List of Names of Who Attended

PRO-CARD
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PURCHASE 
OVERVIEW
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All Purchases 
Should Be Tax 
Exempt

If you need a copy 
of our tax exempt 
certificate, please 
contact Krista.

Separate 
Amazon 
Accounts

FSU Account linked to 
FSU email

Personal Account linked 
to Personal email

If you have any doubt about
how to make your purchase,
please reach out to us.

PRO-CARD
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NOTIFY PROCUREMENT IF:

You Lose Your 
Card

You Leave the 
Department or 
the University

You are on 
Extended Leave

Your Reviewer 
Changes

Your Department 
Moves

Your Purchase 
Exceeds $5,000

You Have a 
Contract to Sign

You Need to 
Purchase or Dispose 

of Hazardous 
Material

You Need to 
Purchase 
Furniture

Your Purchases 
Need to Be 

Delivered Off 
Campus

Contact:
Sara Wilhelm

x4243
Krista Warnick 

x4242

PRO-CARD
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PROHIBITED 
PRO-CARD 
TRANSACTIONS
• PURCHASES OVER

$5,000

• GIFT CARDS

• ALCOHOL

• SHARING CARD

• PERSONAL 
PURCHASES

• GIFTS/FLOWERS

• RESTAURANTS

• AIRLINE/ BUS 
&TRAIN TICKETS

• SPLIT ORDERS

• ENTERTAINMENT

• COMPUTERS

• FSU BOOKSTORE 
PURCHASES

• APPLIANCES FOR 
OFFICES

• SOCIAL FUNCTIONS

• OFFICE DECORATIONS

• DELIVERY OFF CAMPUS

• MARYLAND STATE SALES 
TAX

• ALL TRAVEL EXPENSES

PRO-CARD



REQUISITIONS

Send Requisition to Purchasing for the Following:

All Purchases Over Your 
Pro-Card Limit

Any Purchase Involving Signing 
of Agreements, Licenses, and 

Contracts

Purchases Excluded from the 
Pro-Card Program

Requisition – official or a formal request for a university approved 
purchase. You are requesting to purchase materials or pay for a 

service.

Punchout in Workday
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REQUISITIONS

Requisitions should match your quote. Line for Line.

Remember Details!! Who, What, Where, When and Why?

Use the Supplier Memo section of the requisition. Any specific 
instructions that Procurement or the supplier needs to see should 
go here! Be sure to add your name/department so receiving 
knows where the order is to be delivered.

Remember to upload your quote, or any back up 
documentation to the requisition.

It’s best NOT to copy from previous requisitions. Too many errors 
can happen.

If you know the supplier/vendor is new, please request a current 
W-9 tax form. The completed W-9 form should be sent to 
Accounts Payable. 

REQ.
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CONTRACTS

➢ Paying a Performer/Speaker or 
Service on Campus

➢ Done Through the Contract 
Request Form

➢ Fill out the form and attach it to 
your requisition.

REQ.

➢ Require a Written Contract 

➢ Payment Occurs After the
Engagement

➢ For Payment on the Same Day as
the Performance, the Contract
Needs to be Received at Least 45
Days Prior



VENDORS

• Anyone who is Issued Payment 
though the Accounts Payable 
System (Suppliers, Employees, and 
Students)

• W-9 Form Required to Add or 
Activate a Vendor

• Tax ID and Name Combination 
Must Agree to IRS Records

• Personal Identification 
Information Must Be Kept 
Confidential

INVOICES



QUESTIONS
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