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Did you know? 

OU ranks first in the 
Big 12 and at the top 
in the nation in inter-
national exchange 
agreements with 
countries around the 
world. The Univer-
sity has 174 student 
exchange agree-
ments with universi-
ties in 66 countries. 
More than 1,500 
students from almost 
100 countries are 
enrolled on OU’s 
Norman campus. 

—Source,             
OU Public Affairs 
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 OU REGENTS POLICY       
REMINDERS 

⇒ The Regents’ Policy Manual 
Section 4.11.2 states that, ex-
cept in certain limited situa-
tions, University employees 
shall acquire goods and ser-
vices through an open and com-
petitive process aimed at fair-

ness to interested suppliers and best value for the Uni-
versity.  Existing contracts established by cooperative 
associations and state and federal entities that meet 
the criteria for formal competitive process may be con-
sidered competitively bid. 

⇒ Unless otherwise exempt, purchases above $5,000 and 
not exceeding $50,000 must be processed through the 
Purchasing Department.  Splitting orders to avoid this 
dollar limit is prohibited. 

⇒ Purchases above $50,000 but not exceeding $125,000 
must be reported to the Board of Regents at least quar-
terly by the Purchasing Department.  Sole source pur-
chases in this category must be reported separately and 
identified as such. 

⇒ Purchases that do not comply with Regents policy will 
result in a letter  detailing the infraction to the Univer-
sity department, with a copy to OU Internal Auditing. 

⇒ Employees or departments that show a history of viola-
tion of Regents’ policy are subject to loss of pcard 
and/or small dollar purchasing authorization. 

⇒ If you have any questions, please contact any member 
of the Purchasing staff.   
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End-of-the-Year   
DEADLINES! 

 OK, Folks.  We’re ap-
proaching that time of year again 
when certain cut-off dates are 
communicated to everyone.  EVE-
RYONE! 
 Of course, the purpose of 
these notices is to give sufficient 
warning.  Of what? 
…..that if you don’t get your stuff 
in by the required cut-off dates, 
then it won’t get acted on until 
next fiscal year (on or after July 1, 
2008). 
 Purchasing is one of those 

departments that must establish cut-off dates for certain 
things.  When you get your notice, please read it, think 
about it, do the planning, and get your stuff in on time.  In 
fairness to those who act timely, we cannot move your late 
item to the head of the line. 
 It sounds grumpy—forgive me—but there has to be 
“some teeth in the bite.”  Otherwise, it’s pure chaos in the 
Purchasing office, and I can’t subject our compliant cus-
tomers to the injustice of not enforcing the deadlines. 
 I appreciate your understanding and nicest coop-
eration.  Happy new (fiscal) year way in advance! 

—Burr Millsap 
Associate Vice President for Administrative Affairs 

TIPS ON 
REQUISITION   

ENTRY 
Offered for your use 
are some tips for 
preparing specifica-

tions that will result in a purchase that meets 
your needs. 
⇒ Verify that models are still available before 

submitting specifications.  Valuable time is 
often lost when requesting models that 
have been discontinued. 

⇒ Avoid using restrictive language such as 
“vendor  must be located within a 20 mile 
radius of Oklahoma City.”  Request a rea-
sonable response time instead. 

⇒ When upgrade capabilities are requested, 
clearly state if these are desired at the 
time of purchase or in the future. 

OfficeMax UPDATE 
Our University office supply contract vendor OfficeMax will host a series of 
gatherings to answer questions and concerns you may have, as well as a re-
fresher on the OfficeMax website.  These gatherings are for new users as well 
as current users that have questions or concerns.  OfficeMax representatives and OU Purchasing and Pcard 
staff will be on hand to answer questions and assist you in understanding the OfficeMax ordering and account 
set-up procedure.   Seating will be limited so please click on the link below to reserve your seat!  If you have 
not previously submitted a new account/user form, please sign up at www.officemaxsolutions.com, and click 
the link “New User / PIN.”  Upcoming dates and locations include: 

 
Oklahoma City Campus      Norman Campus 
Wednesday, March 5      Thursday, March 6 
David Boren Student Union Room 172/174   Oklahoma Memorial Union Scholar’s Room 
   

If opportunity doesn't knock, build a door.                    
~Milton Berle 

GOT A FEW MINUTES? 
Actually, maybe 45 (minutes)?  Purchasing De-
partment staff would be happy to visit in person 
with your department to answer questions, give 
tips and advice and generally make your pro-
curement experience a more worry-free task.  
Our visits can cover everything from Pcard in-
sight to an overview of Regents policy on pur-
chasing.  Our staff can travel where you work, 
so give Jan Duke in our office a call at 325-
1321 or e-mail Jan at jan-duke@ouhsc.edu.  
We look forward to seeing you! 

http://webapps.ou.edu/Purchasing/office_max/training/forms/hsc/hsc_form.cfm�
http://webapps.ou.edu/Purchasing/office_max/training/forms/hsc/hsc_form.cfm�
http://webapps.ou.edu/Purchasing/office_max/training/forms/norman/norman_form.cfm�
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THE END IS NIGH! 
Projected fiscal year end dates for requisitions submit-
ted to Purchasing for processing encumbered orders, 
bids/RFP’s, quotes and price comparisons are provided 
for your information.  These dates apply to all orders 
from FY09 funds that require processing prior to July, 
2008.  Please contact Purchasing (325-2811) if you 

have any questions. 
⇒ MONDAY, MARCH 31, 2008:  Procurement over $125,000 requiring JUNE RE-

GENTS’ approval and requiring formal competitive pricing must be to our office by 
5:00 PM. 

⇒ THURSDAY, MAY 1, 2008:  Procurement less than $125,000 requiring formal 
competitive pricing (but not Regents approval) must be to our office by 5:00 PM. 

⇒ TUESDAY, MAY 27, 2008:  Procurement over $5000 requiring informal competi-
tive pricing must be in our office by 5:00 PM. 

⇒ Requisitions for construction and requests for proposals require an additional 
three weeks prior to the above dates. 

⇒ Requisitions received after these dates will be processed as time allows. 
Let not the sands of time get in your lunch.                                                                                             

~Author Unknown 

PROCUREMENT OVER 
$125,000? 

Please keep these Regents meeting 
dates in mind as you prepare for the 
end of the 2007/2008 fiscal year for 
any  procurement  exceed ing 
$125,000, including “sole source” 
purchases. 
⇒ March 26-27 (Due to Purchasing 

by February 6. 
⇒ May 8-9 (Due to Purchasing by 

March 27) 
⇒ June 23-25 (Due to Purchasing 

by May 5) 
Please contact any Purchasing buyer 
if you have questions or need assis-
tance in completing your bid or re-
quest for proposal specifications.   

PEOPLESOFT TRAINING 
AVAILABLE FOR NORMAN 

AND HSC CAMPUSES 
Norman campus PeopleSoft train-

ing registration for requisition 
entry and approver is available at 
this link:  

http://webapps.ou.edu/Purchasing/peoplesoft/forms/ 
peoplesoft_form.cfm 

Norman campus training is offered every 3rd Wednesday 
of the month. 
HSC Campus PeopleSoft training is available at this link: 

http://hr.ou.edu/training_dev/catalog/ 
Sign up today! 

Do you know the difference between     
education and experience?  Education is 

when you read the fine print; experience is 
what you get when you don't.   

~Pete Seeger 

AGREEMENTS—TERMS & CONDITIONS NEED PURCHASING REVIEW 
If you are about to make a purchase of a good or service that 
contains a vendor agreement or vendor terms and conditions, 
please remember that the Purchasing Department must review 
and sign.  Purchasing may need to send the agreement to OU 
Legal for additional review; this process can take from 3-4 
weeks, depending on OU requirements and the vendor’s willing-
ness to work with us on an acceptable document.  If you have  
questions or concerns, please contact any buyer on our staff 
(see the list on the back page of the newsletter), and thank you 
for your cooperation! 

http://hr.ou.edu/training_dev/catalog/�


Serving the Norman, Oklahoma City and Tulsa Campuses 

Purcha$ing $en$e is a quarterly publication of the       
University of Oklahoma Purchasing Department.                                                                 

Pat Corley, C.P.M., Editor 

Jean Wilson, Associate Director of Purchasing 

University of Oklahoma Purchasing Department 

2750 Venture Drive 

Norman, Oklahoma 73069 

405/325-2811 

FAX:  405/360-0481 

GIVE US A CALL! 
Pat Corley, 325-4191 

Karen Hicks, 325-9846. 
Judy Albertson, 325-2818 
Pam Cantrell, 325-9606 
Kandy Chaat, 325-3308 
Allen Cook, 325-5083 

Lisa Merrell, 325-4893 
Linda Johnson, 325-2229 
Mark Keesee, 325-8519 
Brad Larson, 325-8965 

Susan Mecham, 325-3091 
Randy Payton, 918/660-3082 

David Richardson, 918/660-3079 
Linda Royal, 325-7079 
Craig Sisco, 325-5261 

Sandy Totten, 325-5090 
Suzanne Carter, 325-5092 (P-card) 

Patty Bowman, 325-2641   
(Property Control—Norman campus) 

Welcome to these new employees! 

⇒ Tom Balsley 

⇒ Desmond Ho 

⇒ Lisa Merrell 

⇒ Tamra Tatum 

And Best Wishes to this Departing Employee 

⇒ Steve Dunn 

MEET 
RANDY PAYTON  

Randy Payton is a 
buyer in our Tulsa 
office, located on 
the Schusterman 
Campus.  Randy 
has been with OU 
Purchasing in 
Tulsa for over 7 
years, and before 
that was in pro-
curement at a 

Tulsa area hospital for 6 years.  Single, 
Randy grew up in the Tulsa area, and says, 
“It’s a great place to live—it’s a clean, aes-
thetically pleasing area with friendly qualities 
and numerous assets, not the least of which 
is the night life!”  Randy enjoys weight train-
ing, walking, running, cycling and tennis, 
and, skiing and scuba diving when the oppor-
tunity presents itself!  Kind of makes us won-
der when he has time to do any purchasing!  
We’re happy to have Randy part of the Pur-
chasing team! 

NORMAN CAMPUS   
OU PROPERTY CONTROL            

SURPLUS  STORE  
NOW OPEN FOR GENERAL PUBLIC SALES  

EACH WEDNESDAY, 8:30—2:00 PM 
2101 W. TECUMSEH ROAD, NORMAN 

Find a little bit of everything, from office 
equipment to tools to clothing                       

at the Surplus Store! 
Information:  325-2782 or visit 

http://www.ou.edu/property_control/index.htm 
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