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PROCUREMENT

FROSTBURG STATE UNIVERSITY



PROCUREMENT STAFF

Sara Wilhelm

Director of
Procurement

Krista Warnick Anita McGregor

Program Management

Coordinator of

Procurement Specialist

Located in 113-115 Hitchins
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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 commaodities or services
with a value of up to $5,000 or less through the use of the State of Maryland Corporate
Purchasing Card Program.

e 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
e Central Stores
* Printing Services
e Software (Consult with IT)

e State Contracts

e Cooperative Agreements (Including E&Il and Sourcewell)
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PROCURE TO PAY

I QUOTE/BID
I PRO-CARD REQUISITION

PURCHASE ORDER

INVOICE

RECEIPT

PAYMENT
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PRO-CARDS




bank.
EB ‘ o PRO-CARD

P. O, Box 643
Fargo, MO 58125.60%

?’ﬁ L L S — ] N

US BANK STATEMENT i
0200412 D0 l 0r ‘n ‘():‘818:0 w1550
KRISTA NARNI >

FROSTBURG suu UNIV
101 BRADPOCK RD
FROSTBURG MD 21532-2503

e Statements are available
to download on or

MESSAGES:
a rO u n d th e 2 6t h Of e a C h :;ﬂ ;m: OF NARYLAND GUIDELINES, PLEASE SIGN AND DATE YOUR STATENENTS AND MAVE YOUR NANAGIR 0O
month E T

an GUY BROWN MANAGEMENT 155

an STAPLES INC « VT st8-15341m1 5

aam GUY BROWN MANAGEMENT
0ee 0% 5111 GUY RROWN MANAGEVENT, BRENTWOOO TV = M5
0818 0104 ST32  APLTAPPLE ONUNE STORE 80862775 CA 2450182010100£40035 13

* Due in the Procurement i carllbck
Office by the 12th of Each
Month

i il s

CUSTOMER SERVICE CALL . - - PURCHASES. FELS

* Pro-Cards are Public e m:,cu:fwm,' -
Information ———

DSPUTE AvouNT

v CREDITS
GIRASD uuium
" CALVERY l !tr \DI'LC'CG:

* Workday e




MONTHLY
ACTIVITY LOG

* Details are Important!

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

* Completed Every
Month

A
UNIVERSITY SYSTEM
of MARYLAND

Company: UM26 Frostburg State University (FSU)
Worker: Krista Warnick

Credit Card Post Date Start. 08/26/2025

Credit Card Post Date End: 07/25/2025

RPT423 P-Card Transaction Verification Log

PRO-CARD

08:10 AM
08/04/2025
Page 10of 2

Credit | Progurement Card
Company Card Transaction | Verification Date | Status
Holder

Venfication

Procurement Card Line Information

JE— Billng

Transaction
Date Date

Distribution

Extended Amount

Charge Desciption 1 |Distribution Spend|  Distribution
(Supplier) Category Waorktags

Line Description

Line

Memo

Memo for Line
Distribution

All Attachments
for Business

UM26 Frostburg Krista PCV-1007€

State University Wam
(FSL)

062012025 Approved

UM26 Frostburg Krista
State University Warnick
=)

PCV-10077 06/30/2025 Approved

0643012025 07/01/2025

06/30/2025 07/01/2025

AMAZON RETA*
N30Y42CL1

Other Supplies | CC260072 FSU |
and Materials EBHP | Department
{SC0158) - 0999  of Educatonal
ionals
(EDLE)
D4310 Restricted
Private - Sponsored
Programs
GR26045001 FSU |
EBHF | Pirates

Ahoy!
NF%‘;D! Public
Sernvice Community
Seniice
Sarsh O'Neal
smaoneal)
AMAZON Other Supplies  CC260072 FSU |
MKTPL'NQ4V31WZ0  and Materisls  EBHP | Department
(SC0158) - 0999 of Educatonal
P nals
EDUC)
D4310 Restricted
Private - Sponsored
Programs
GR26045801 FSU |
EBHP | Pirates.

Ahoy!
NPaH01 Public
Senvice Community
Service

Sarah O'Nesl
{smonesl]

§17.98 Markers for

Pirates Ahoy

$876.38 Fop Up Pirate,

Spinning Taps.
Smiley Erasers,

Pirates Ahoy
Event

117.98
Amazon pdi

1 CLC Amazon
Order Pirates

:!
UNIVERSITY SYSTEM
of MARYLAND

RPT423 P-Card Transaction Verification Log

09:10 AM

08/04/2025
Page 2of 2

Credit |Procurement Card
Card Transaction Verification Date Status

Company
Holder Verfication

Procurement Card Line Information

Transaction
Dste

—_— Biling | Chargs Description 1 |Distribusion Spend|  Distribution Distribution
Date | pote (Suppier) Categary Workiags Extended Amoun!

|‘ Line Description

Line.

Memo for Line
Distribution

All Atschments

UM26 Frostburg Krista  PCV-20298
State University Warnick
(FaU)

OTI2872025 Approved

UM26 Frostburg Krista
State University Warnick
(FsU)

PCV-20301 07/28/2025 Approved

071232025 07/24/2025

07/23/2025 07/24/2025

COMMERCIAL Other Contractual | CC260072 FSU |
SOUND & MUSIC Sarvices EEHF | Dapartment
{SC0130) - 0889 of Educational
Professional
(EDUC)
FD4310 Restrictad

Private - Sponsored

Prggrﬁms
GR26045901 FSU |
EBHP | Pirates

Ahoy!
NF301 Pubic
Senice Community
Senvice
Sarsh O'Neal
(smanealy
AMAZON Other Supplies  CC2B0072 FSU |
MKTPL'CYEBBS4RI3  and Materals  EBHP | Department
(SC0158) - 0999 of Educational

ional
(EDUC)

FD4310 Restricted
Private - Sponsored

P%mms
GR26045901 FSU |
EBHP | Pirates

Ay

NFO301 Public

Senvice Community
enice

Sarsh O'Neal
smoneal)

$409.50 Sound for

Pirates Ahoy
Event for
Children's

Literature Center

$106.08 Bags for Pirates
Ahay (2026) for

Children's
Literature Center

1 Commenical
Sound
$409 50 paf




PRO-CARD

~7 RPT423 P-Card Transaction Verification Log g 10
- Page 1 of 2
UNIVERSITY SYSTEM

af MARYLAND

Company: UIM26 Frostburg State University (FSU)
Worker: Krista Warnick

Credit Card Post Date Start: 0&8/262025

Credit Card Post Date End: 07/25/2025

PR
Card ] i i ) Di o Line
e Date D Category Immmlummﬁ"'mlum
o701 /2025 Ahd ; S17.08 Markers for
Materials Pirates Ahoy
ISC0158) - 0999

Sennca
Sarah O'Neal
(smoneal)
O7M01/2025 AMAZOMN Oﬂ’-arSuppbas CC260072 FSU | $876.38 Pop Up Pirate,
MEKTPL*NCQ4VI1TWZ0 and Mater| EBHF | Department i i .
(SC0158) - nsea of Educational
B 5

L4270 Restrictad
Erivate - S
Frogram
GREE0A5901 FSU 1
EBHP | Puates.

301 Eublic
Community

ervice
Sarah O'Neal
{smonesl)

“ RPT423 P-Card Transaction Verification Log O;i:g:zhs!

Page 2 of 2
UNIVERSITY SYSTEM =8

of MARYLAND

Creit
Card Werification Date - - . :
v Billing Charge Descn Dt N I Line Memo for Line
Heoluor Pt Ciote | Date u Extended Amount '—‘""DE"’“'P““"luml Distribution
Hrista PCV-20296 O7/2B/2025 07/24/2025 COMMERGIAL Diher Contraciual | CC260072 FSU |
WWarnick SOUND & MUSIC EBHP | Dapartment Pirates Ahoy
ECh358) - osesn ucation Eveni for_
[l el Cohildren
(EDU Cherators Cantar
FD4310 Restrictad
Sponsored

Private -

P
Gﬁmsgm FSU |
EBHF | Pir

MFO201 Public
Service Community

ervice
Sarah O'Neal
[Emnneﬂ]

Krista PCW-20301 OT/28/2025 Other Supplies G00TZ FSU |
Wamick MICI'PL‘C‘I’EBS‘RQ:! and Matenals EBHP | Department

{SCD158) - 0999 ‘of Educational
Professionals.
(EDUC)
FD4310 Restricted
Private - Sponsored

Lmeralure Center

Pﬁrﬁms
L= S045%01 FSU |
EBHP | Pirates.

NFCGDi Public
Service Community

ervice
Sarah O'Neal

(smaoneal)




ACTIVITY LOGS - WORKDAY

R

Activity logs & receipts will be kept electronically in

Workday

- For Every Transaction and Credit Have:

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

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

e Documentation - Receipts (uploaded in Workday)

Note Discrepancies

PRO-CARD




PRO-CARD

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
75 FROSTBURG 408 aradcocs hoss

= 2153
e Uimiveasiby. A Wl of Exprriencas Frost B Bl T2

FOOD SERVICE FORM
oS

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

* Each Elior Charge Should Have:
* Receipt

 Signed Food Service Approval
Form

e List of Names of Who Attended




PURCHASE

OVERVIEW

Add a footer

. o

All Purchases  Ifyouneed a copy
ShOUld Be Tax of our tax exempt

certificate, please

Exem pt contact Krista.

Sepa rate FSU Account linked to
FSU email
Amazon
Personal Account linked
Accounts to Personal email

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

15



You Lose Your
Card

Your Department
Moves

You Leave the
Department or
the University

Your Purchase
Exceeds S5,000

You Need to
Purchase
Furniture

You are on
Extended Leave

You Have a
Contract to Sign

Your Purchase
Requires
Acceptance of
Terms &
Condition

NOTIFY PROCUREMENT IF:

A\

Your Reviewer
Changes

PRO-CARD

You Need to
Purchase or Dispose
of Hazardous
Material

Contact:
Sara Wilhelm
x4243
Krista Warnick
x4242



PRO-CARD

PRO-CARD
TRANSACTIONS

* PURCHASES OVER * ENTERTAINMEN

55,000 - COMPUTERS
* GIFT CARDS - FSU BOOKSTORE
- ALCOHOL PURCHASES
- SHARING CARD - APPLIANCES FOR
- PERSONAL OFFICES
PURCHASES - SOCIAL FUNCTIONS
- GIFTS/FLOWERS - OFFICE DECORATIONS
- RESTAURANTS - DELIVERY OFF CAMPUS
- AIRLINE/ BUS - MARYLAND STATE SALES
&TRAIN TICKETS TAX

* SPLIT ORDERS * ALL TRAVEL EXPENSES



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

/ service.

Send Requisition to Purchasing for the Following:

Any Purchase Involving Signing
of Agreements, Licenses, and
Contracts

Purchases Excluded from the
Pro-Card Program

All Purchases Over Your
Pro-Card Limit

—

I REQU I SITIO NS Punchout in Workday



REQUISITIONS

AN N

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.



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.

L\

» 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

L/

l"'

oS



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

- W=9 Request for Taxpayer e
Foov. Ocicioer 2018 Identification Number and Certification requester. Do not
Department of the Treasury send to the IRS.
Intemal Aevenue ] * Go o wwwsirs.goviFormW for instructions and the latest information.

1 Mame (35 Snown on your incoms tax returrl. Mame is required an this (ne; do nat leave this ine blank,
2 Business name'disregarded entity name, if different from above

3 Check appropnate  facieral tax classification of the person whase name s entensd on line 1. Check only one of the | 4 Exempbons (odes apply only ta
folowing seven baxes. oertain entities, nat indviduals; see
Instructions on page 3):
Indiwdualisole proprietor ar [] & Eorporation 0 Ll Partnership | Trustiestate
sngle-member Exempt payee code ff any)
| Limited liability company. Enter the tax clessification [C=C 5 porporation, P=Partrership)
the appropnabs bas in the line abave for the ficaticn of the single-mambar owner. Do nat o Exemption from FATEA reporting
classified s a single-member LLG that is disregarded from the awner unkess the owner of the LL
anather LLC that is not disregarded from the owner for U5, federal tax pu
& disregarded from the cwner should check the appropniabe box for the tax cl

code {i any)

] Crher (sae instniction

Print or type.
Saa Specific Instructions on page 3.

thurg State Univ y
ounts Payable, 101 Bra
thurg, MD 215

ARRERREINN

Whal Narme and Employer identifoaton number

3. | amalls

d. The FATC

Cerlification instructions.
& Tl

Signature of
LS. person &



QUESTIONS
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