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REMINDER

Social Sciences Purchasing email address:
socscipurchasing@uci.edu

• All Purchase Order Request Forms for the Business Office, are 
to be sent to the Soc Sci Purchasing email address.

• Subject line of email to include: 
Department Name –Last Name of PI/Manager/or Requestor – Vendor

Sociology – Penner - Amazon

• If the order is needed by a certain date or special handling is 
required, this should be clearly stated on the POR form and 
communicated in the body of the email. 

mailto:socscipurchasing@uci.edu


SOCIAL SCIENCES PURCHASE ORDER REQUEST FORM

• Please make sure the form is complete.

• Be sure to include Project Code and [optional] Org 
Reference ID

• The Department is the department of the PI or person 
requesting the order.

• On all orders, a FULL DETAILED JUSTIFICATION OR 
BUSINESS PURPOSE is required.

• The Item and Description should include all items and 
prices. 

• Authorization Signature, should be the PI , Manager or 
Director.

• Authorization can be in the form of an electronic 
signature or an attached email.

• Submit one POR form per vendor and one order per 
email.





DEPARTMENT PURCHASES

• Purchases on department 
account

• Total is less than $5,000

• PALCard only

• Supplies and materials

• Department 
subscriptions/memberships

• Nothing unusual

BUSINESS OFFICE PURCHASES

• All non-department accounts

• Total can be any amount

• PALCard and Purchase Orders

• Furniture

• Services

• Software

• Computer Related

• Equipment

• Unusual items



Approvals:
• Managers or Directors must approve all department purchases, prior to the 

cardholder making the purchase. 

• Faculty must approve all orders on their accounts, prior to the POR form sent 
to Soc Sci Purchasing. 

• Fiscal Officer must approve POR on managing accounts, prior to purchase.

• Any department purchase or Business Office purchase over $2,500, needs the 
approval of the Director of Finance, prior to purchase.

• These approvals can be in the form of an attached email or by electronic 
signature or handwritten on the form.



• An approved Purchase Order, by Procurement, must be in place PRIOR to 
committing University funds or services being rendered. If a POR form is 
submitted to the Business  Office, after-the-fact, please provide a justification.

• Contract Services in the Procurement Office are responsible for signing all 
contracts or agreements requested by vendors.  They will analyze and review 
terms and conditions to assure compliance with state and federal laws, and UC 
or campus policies. No one is to sign any contracts or agreements on behalf 
of the University, except Contract Services.

• Please relay this information to all faculty and staff



VENDOR ONBOARDING

T RA IN IN G SE SSION S LIDE S  
HT T PS:/ /YOUT U.B E / GU H S H 4 ZQ RS Q

Instructions for searching the KFS Vendor Database:
https://accounting.uci.edu/vendor-onboarding/searching-kfs.html

https://accounting.uci.edu/vendor-onboarding/training.html
https://accounting.uci.edu/docs/paymentworks-Initiator-training-campus%20update.pdf
https://youtu.be/gUHSH4ZQrsQ
https://accounting.uci.edu/vendor-onboarding/searching-kfs.html




Purchasing Process Map







Software Questionnaire Form



Purchasing Agreement Information Form



EMPLOYEE HIRE
Generally, under common law if an 
employer has the right to direct and control 
the work of an individual who performs the 
services, not only as to the results to be 
accomplished but also as to the methods 
and means by which the results are 
accomplished, an employer-employee 
relationship exists. 

In this respect, even if the employer does 
not exercise the right to direct or control the 
manner in which the worker performs the 
services, the fact that the employer retains 
the right to do so is sufficient.

PURCHASING AGREEMENT

Independent Contractors provide services to 
complete a defined end-product. An independent 
contractor relationship exists when the University 
has the right to control only the result of the 
service, not the manner of performance.

Independent Consultants provide opinions and 
recommendations to a particular 
problem/situation. An independent consultant 
relationship exists when the University does not 
control either the result of the service or the 
manner of performance. An independent 
consultant is not employed by the University and is 
typically a person of professional or technical 
competence who provides advice to the University.

Professional Services are highly specialized 
functions performed by a supplier that most 
commonly a) has a professional license; b) is 
licensed by a regulatory body; and/or c) is able to 
obtain professional errors and omissions insurance



Links to Forms:

Soc Sci POR Form: 

https://www.business.socsci.uci.edu/files/docs/2018/SocSci%20PO%20Form%20Official.pdf

Purchasing Agreement Information: 

https://documentcloud.adobe.com/link/review?uri=urn:aaid:scds:US:13d12a50-a467-4459-9d49-5eace84e2e4c

Software Questionnaire:

https://procurement.uci.edu/_files/documents/procurement/forms/sw-procurement-questionnaire.pdf

Conflict of Interest:  

https://procurement.uci.edu/_files/documents/contracts/forms/conflict-of-interest-form-web.pdf

Electronic-Communication-Equipment:  

https://procurement.uci.edu/_files/documents/equipment-management/forms/electronic-communications-equipment-form.pdf

Purchasing Methods Guide:

https://docs.google.com/spreadsheets/d/1qVxQCEECtFowH9hImw59RaRI8FRFij1EPhGjsNP9UkE/edit#gid=0

https://www.business.socsci.uci.edu/files/docs/2018/SocSci%20PO%20Form%20Official.pdf
https://documentcloud.adobe.com/link/review?uri=urn:aaid:scds:US:13d12a50-a467-4459-9d49-5eace84e2e4c
https://procurement.uci.edu/_files/documents/procurement/forms/sw-procurement-questionnaire.pdf
https://procurement.uci.edu/_files/documents/contracts/forms/conflict-of-interest-form-web.pdf
https://procurement.uci.edu/_files/documents/equipment-management/forms/electronic-communications-equipment-form.pdf
https://docs.google.com/spreadsheets/d/1qVxQCEECtFowH9hImw59RaRI8FRFij1EPhGjsNP9UkE/edit#gid=0


Links to Policies and Websites:
BFB-BUS-43 Purchases of Goods and Services; Supply 
Chain Management: 

https://policy.ucop.edu/doc/3220485/BFB-BUS-43

Article 5 of the Collective Bargaining Unit: 

https://ucnet.universityofcalifornia.edu/labor/bargaini
ng-units/sx/docs/sx_article_05_contracting_out.pdf

Regents Policy 5402: Policy Generally Prohibiting 
Contracting for Services:

https://regents.universityofcalifornia.edu/governance/
policies/5402.html

Business and Financial Affairs - Materiel Management -
Purchasing:  

https://www.policies.uci.edu/policies/procs/707-10.php

Purchasing Methods Guide:

https://docs.google.com/spreadsheets/d/1qVxQCEECt
FowH9hImw59RaRI8FRFij1EPhGjsNP9UkE/edit#gid=0

PALCard:

https://procurement.uci.edu/palcard/index.php

Software Procurement:

https://procurement.uci.edu/procurement/softwar
e.php

UCIBuy:

https://procurement.uci.edu/ucibuy/index.php

Small Business First FAQs (PDF): 

https://www.ucop.edu/procurement-services/for-
ucstaff/small-business-first/small-business-first-
faq.pdf

UCI Procurement FAQs: 

https://procurement.uci.edu/faqs/#Procurement

https://policy.ucop.edu/doc/3220485/BFB-BUS-43
https://ucnet.universityofcalifornia.edu/labor/bargaining-units/sx/docs/sx_article_05_contracting_out.pdf
https://regents.universityofcalifornia.edu/governance/policies/5402.html
https://www.policies.uci.edu/policies/procs/707-10.php
https://docs.google.com/spreadsheets/d/1qVxQCEECtFowH9hImw59RaRI8FRFij1EPhGjsNP9UkE/edit#gid=0
https://procurement.uci.edu/palcard/index.php
https://procurement.uci.edu/procurement/software.php
https://procurement.uci.edu/ucibuy/index.php
https://www.ucop.edu/procurement-services/for-ucstaff/small-business-first/small-business-first-faq.pdf
https://procurement.uci.edu/faqs/#Procurement


Q & A



TAKE AWAYS
• Send PO Request Forms to socscipurchasing@uci.edu and not to BO staff.

• FULL DETAILED JUSTIFICATION OR BUSINESS PURPOSE, must cover the purpose of the purchase.

• All purchases need PRIOR approval before making the purchase.

• Faculty are to fill out all forms.

• Procurement must approve PO PRIOR services being rendered.

• No one is to sign any contracts or agreements on behalf of the University, except Contract Services.

• Check to see if vendor is onboard, and if not, send invite through PaymentWorks.

• Software Questionnaire Form , filled out by the PI or the person requesting the software and sent to Andy Hill 
for approval.

• Purchasing Agreement Information Form filled out for all services. needs to be detailed and complete.
• Purchasing Methods Guide:

mailto:socscipurchasing@uci.edu
https://docs.google.com/spreadsheets/d/1qVxQCEECtFowH9hImw59RaRI8FRFij1EPhGjsNP9UkE/edit#gid=0
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