THE OFFICE OF SUPPORT SERVICES
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BE SURE YOU’RE GOING

   IN THE RIGHT DIRECTION

WHEN SELECTING THE METHOD OF ORDERING OR PAYING FOR YOUR PURCHASES

PLEASE NOTE THAT IN ORDER TO TRACK INVENTORY, PAYMENTS ON MAINTENANCE SERVICE AGREEMENTS AND PERSONAL SERVICE CONTRACTS, AND TECHNOLOGY PURCHASES, ON-LINE REQUISITIONS MUST BE ENTERED.  CHECK REQUEST FORMS SHOULD NEVER BE USED FOR PURCHASING GOODS OR SERVICES.  PLEASE FOLLOW THESE GUIDELINES:

	Purchasing Card or On-Line Requisitions

	Check Request Form

	· ALL PURCHASES FROM EXTERNAL VENDORS
	· MEMBERSHIPS/DUES (**)

	· SUBSCRIPTIONS
	· UTILITIES

	· BOOKS (EXCEPT UNIV. STORE AND LIBRARY)
	· POSTAGE/EXPRESS MAIL CHARGES (**)

	· ADMISSION TICKETS/FEES
	· HONORARIA

	· REPAIRS BY EXTERNAL VENDORS
	· CANDIDATES/RECRUITING EXPENSES

	
	· ADVERTISING

	
	· REIMBURSEMENTS

	On-Line Requisitions Only

	(**) Okay to use Purchasing Card for these


	· PERSONAL SERVICE CONTRACTS
	PLEASE NOTE:  SINCE THE UNIVERSITY IS TAX EXEMPT, NO REIMBURSEMENT WILL BE MADE FOR KENTUCKY SALES TAX

	· EQUIPMENT OR TECHNOLOGY ITEMS
	

	· MAINTENANCE SERVICE CONTRACTS
	

	
	

	ALL PRINTING SHOULD BE DIRECTED TO IKON OFFICE SOLUTIONS AT 3-COPY (3-2679).



CALL 3-2018 WITH ANY QUESTIONS
