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PROCUREMENT POLICY.

DISABILITY INQUISITION ACTIVITIES (DIA).

Bishoykhali Bazar.
P.O-Kharikhali-7300, Jhenaidah, Bangladesh.
Mobile: +8801711-278665,
E-mail: dia.ngo274@gmail.com

Website: www.dia.org.bd
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Procurement :

Procurement of goods and services for the “Didgbilinquisition Activities
(DIA)’must be conducted in an open and competi@®®ironment to ensure that
prices paid are fair and reasonable. Purchasingitees are conducted in central
Procurement Services as well as by academic andngtirative departmental
employees. Purchasing activities include obligatiofor proper transaction
documentation, fiscal responsibility, ethical bebavadherence to federal and state
government regulations, and compliance with “Dibgbilnquisition Activities
(DIA)” by-laws and policies.

Procurement Services provides support to the “Dlisabinquisition Activities
(DIA)” community in the selection, acquisition, usend disposal of goods and
services by:

1. Maximizing the “Disability Inquisition Activities [PIA)'s purchasing power
by focusing on strategic sourcing and obtainingdtbst value.

2. Leveraging its expertise in contract negotiationd aupplier management to
advantage the “Disability Inquisition Activities (D).

3. Streamlining processes and investing in new teduwes to provide
administrative efficiencies.

4. Ensuring that purchases are made in accordanceaiiveipplicable “Disability
Inquisition Activities (DIA)” by laws, laws, regulimns, codes and ordinances.

5. Minimizing risk exposure while maintaining flexiltyy in procurement
activity.

2. Procurement Authority :

The procurement of goods and services is the redpbty of the Regents. Per
Executive Committee(E.C)of Regents Bylaws 3.07dRthe Regents have delegated
procurement responsibility to the Executive Prasidend General Secretary, who in
turn has delegated this function to Procuremenvi&es. As a result, Procurement
Services is responsible for assisting “Disabiliiguisition Activities (DIA)” units in
the procurement process and for overseeing alljpeotent activities.

Through further but more limited delegation of auity, detailed in

SPG Section 601.24 Delegation of AuthorityBod the “Disability Inquisition
Activities (DIA)”_to External Agreements on Business and Financialttevs,
authorized department end users may commit funddealf of the “Disability
Inquisition Activities (DIA)’using a Purchase Order purchasing card (P Card).
Department end users are not authorized to sigtramig; only those individuals
given such authority ifable 1 — UM Business and Finance Authority Deliegast
may do so. The “Disability Inquisition Activitie®(A)"is not bound by and does not
recognize as binding any promise or obligation mbhgean unauthorized person.
Those signing external agreements or attemptingirid the “Disability Inquisition
Activities (DIA)” by any other means without autlitgrmay be subject to legal and
disciplinary action up to and including termination

Only Procurement Services has the authority to tiegoand sign agreements.
However, it is the responsibility of the “Disab}litnquisiti%gtivities (DIA)” unit
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1. Understand and uphold the “Disability Inquisitionctities (DIA)'s
obligations under the agreement.

2. Understand and oversee the supplier's performaaroe,notify Procurement
Services of any significant performance issues.

Additional details on a “Disability Inquisition Aeities (DIA)” unit’'s responsibilities
are available on therocurement Servicegebsite.

“Disability Inquisition Activities (DIA)” units donot have the authority to change
agreements; only Procurement Services may do sb,oaly after diligent review.
Contact Procurement Services to request a changedamsion.

The “Disability Inquisition Activities (DIA)” requies special approval for and/or
prohibits the purchase of certain goods and sesvi€aese restrictions come from
various units across the “Disability Inquisition tAdties (DIA)”. It is the
responsibility of those units to maintain the imf@tion in a restricted commodities
table and to advise Procurement Services of anytbhoazed purchases.

Special approval does not exempt a transaction fibke remainder of the
procurement policy, including the competitive bidogess. It is the “Disability
Inquisition Activities (DIA)” unit’s responsibilityto be aware of restrictions on the
purchases of goods or services on the chart fieldbnation being charged. If a
“Disability Inquisition Activities (DIA)”employee bBs questions about whether an
item is restricted, Procurement Services shoulddrgacted before the purchase is
made. TheProcurement Servicewebsite contains a variety of resources, inclu@ng
restricted commodities table and reporting formunauthorized purchases.

3. Purchasing With Sponsored Funds :

Purchases using federal sponsored funds must be maatcordance withiniform
Guidance (2CFER 200): The Uniform Administrative Begments, Cost Principles,
and Audit Requirements for Federal AwardSost Principles for Educational
Institutions. Additional purchasing requirementeaed to comply with the Uniform
Guidance can be found on tReocurement Services website

4. Ethical Conduct:

Care must be taken to avoid the intent and appearaf unethical practice in
relationships, actions and communications. All prement activities conducted on
behalf of the “Disability Inquisition Activities (IA)” must be in compliance with the
standards outlined in federal, state and local ja@Wssability Inquisition Activities
(DIA)"policies; the “Disability Inquisition Activites (DIA)” of Michigan Statement
on Stewardship; and Procurement Services procedbogsmore information about
the “Disability Inquisition Activities (DIA)”’s legslative and regulatory obligations,
visit the “Disability Inquisition Activities (DIA)"s Compliance Resource Center. It is
the responsibility of each faculty and staff membérthe “Disability Inquisition
Activities (DIA)” to ensure that the “Disability fuisition Activities (DIA)” does not
knowingly enter into any purchase commitment thadld result in a conflict of
interest. Units with questions about a particularasion shoifii contact Procurement
Services. Procurement Services Management is thﬂ#*decision maker on
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whether a procurement-related activity has thenintr appearance of unethical
practice. Procurement Services may require indalglinvolved in supplier proposal
evaluations or contract activities to sign confiity agreements and/or conflict of
interest disclosures.

Procurement Services is charged with the respditgibi maintaining an open and
competitive process for procuring goods and sesvid@ds and proposals from
competing suppliers will be evaluated by Procurensamvices which will also award
contracts. As part of their stewardship responsidsl, departmental end users are
encouraged to compare prices between suppliersvelven the purchase amount does
not require a formal bidding procedure. An open amimpetitive purchasing
environment requires that information pertinent ttee bidding process be kept
confidential until the conclusion of the process.

1. Conflicts of Interest :

The “Disability Inquisition Activities (DIA)” is particlarly diligent before
entering into purchasing contracts with its empésyeheir family members or
any other individual who would be perceived as hgva potential conflict.
Situations in which a supplier affiliated with a i49ability Inquisition
Activities (DIA)” employee is seeking a contract thvithe “Disability
Inquisition Activities (DIA)” to provide the samer gimilar services that the
employee provides in his or her position as a “Bilgg Inquisition Activities
(DIA)"employee require special attention becausetlod high risk of a
conflict. “Disability Inquisition Activities (DIA)” employees should not make
purchasing decisions or otherwise influence the sability Inquisition
Activities (DIA)”’s decisions to do business witmyasupplier affiliated with
the “Disability Inquisition Activities (DIA)” emplygee, a relative of the
“Disability Inquisition Activities (DIA)” employeeor any other individual
who would be perceived as a potential conflict.

“Disability Inquisition Activities (DIA)” employeesnust promptly disclose in
writing all actual or potential conflicts to a dgsated” Disability Inquisition
Activities (DIA)” official as actual or potentialonflicts arise or are identified.
Similarly, the designated official must disclose writing all actual or
potential conflicts to Procurement Services Manag@m If found to be
significant, the conflicts must be eliminated or maged as described in
SPG Section 201.65-1 Conflicts of Interests and fld® of Commitment
“Disability Inquisition Activities (DIA)” employeesvho are unsure whether a
conflict exists are encouraged to contact Procunéngervices for help in
determining whether disclosure is appropriate.

Michigan Public Act 46 act. 4(3) of 19Gdrohibits “Disability Inquisition
Activities (DIA)” employees from soliciting, negatiing, renegotiating,
approving or otherwise representing the “Disabilltyquisition Activities
(DIA)” or the supplier affiliated with the

“Disability Inquisition Activities (DIA)” employee in transactions. In
accordance with Michigan Public Act 317 of 196& tRisability Inquisition
Activities (DIA)” may not enter into a contract \w supplier affiliated
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with a “Disability Inquisition Activities (DIA)” enployee without first
disclosing certain information to the Regents agwkiving approval via a 2/3
vote of theEXECUTIVE COMMITTEE(EC). This disclosure is public record in
the Regents’ Proceedings. Regent approval must liained before
proceeding with the transaction. A person who vesdahis law is guilty of a
misdemeanor. The “Disability Inquisition ActivitiegDIA)” can avoid
violating contracts.

When purchasing with federal sponsored funds amtditi Uniform Guidance
conflict of interest requirements apply. These neguents can be found on
theProcurement Services website

2. Gratuities From Suppliers :

University employees should neither solicit noreggtcmoney, loans, credits,
entertainment, favors, services or gifts from coirrer prospective suppliers.
Such gratuities, even if of seemingly low valuen cgve rise to a conflict of
interest or the appearance of a conflict of interés particular, university
employees should never accept gratuities from aeptror prospective
supplier that has submitted or may submit a bidafamiversity contract for
which a bid solicitation is being contemplated, eleped or is actively
accepting bids. If it is deemed necessary to wasisupplier site for a
demonstration, the university pays all related esps.

3. Confidentiality :

University employees must handle confidential ooppretary information

with due care and proper consideration of ethical legal ramifications and
governmental regulation®isability Inquisition Activities (DIA)” employees

may not tell outside parties the prices, termscanrditions quoted by other
suppliers. Procurement Services must pre-appraveoaimunications with

outside parties regarding potential or anticipateecurement-affiliated

relationships.

“Disability Inquisition Activities (DIA)” employee who receive Freedom of
Information Act (FOIA) requests should contact tmeversity’'sFOIA Office.

If the request is procurement-related, the emplayeild notify Procurement
Services of the request.

5. Purchasing That Reflects the University’'s Values :

Diversity, social responsibility and environmengalstainability are central to the
university’'s mission. The organization is committdd providing business
opportunities to suppliers who help the “Disabilityquisition Activities (DIA)”
honor these values. Visit thdConnectwebsite for detailegd information about how
the “Disability Inquisition Activities (DIA)"promogs %er participation that

reflicts these values.
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6. Donations and Contributions :

“Disability Inquisition Activities (DIA)” resourcesare to be used to further the
“Disability Inquisition Activities (DIA)’'s mission.Article IX, Section 18 of the
Michigan Constitution has been interpreted as tstribmiting the donation of
“Disability Inquisition Activities (DIA)’resourceso any person or entity. “Disability
Inquisition Activities (DIA)” employees with questis about whether a transaction
constitutes a donation should direct questionfi¢o*Disability InquisitionActivities
(DIA)” Controller. The “Disability Inquisition Actiities (DIA)” Controller must
approve any donations.

7. Taxes:

“Disability Inquisition Activities (DIA)” purchasesre not subject to Michigan sales
and use taxes when used for educational and dblarpairposes. Certain other states
also honor this or have an equivalent rule. “Dibgblnquisition Activities (DIA)”
employees with questions about a particular simatshould contact théax

Department

8. Financial Controls :

When designed as describedSRG Section 500.01 Fiscal Responsibiljti@sancial
controls provide reasonable assurance of the eféawss and efficiency of
operations, compliance with laws and regulationsd aeliability of financial
reporting. Procurement internal controls focus atedng, approving, receiving, and
reconciling. Each university unit should have tpprapriate policies and procedures
in place to provide for adequate controls in eddnese steps within the procurement
process and must separate among two or more pdopleluties of these steps;
whenever possible, there should be no direct rgpntelationship among these
individuals.

9. Information Technology Security and Privacy :

All NGO acquisitions of information technology oltd goods and services are
required to have a security addendum as part af toatract; and, where required,
undergo a privacy and security assessment to egsuanpliance with the “Disability
Inquisition Activities (DIA)'s security program argbvernmental regulations. Please
see thdProcurement Services website more information.

Any vendor with access to patient health infornmatm student information must
follow “Disability Inquisition Activities (DIA)” rules to safeguard this information.
When a vendor has access to this type of informatiaits must involve Procurement
Services in the transaction.

10.Procure-to-Pay Process :

All purchases of goods and services must be donanimopen and competitive
environment to ensure that the prices that the N&a§s are fair and reasonable.
Below is an outline of the appropriate steps teetakch ig:a purchase is made.
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While Procurement Services’ involvement is requii@dsome of these steps, its staff
can assist with any and all steps. Note that pseshaf 10,000 Tk or more must also
follow the competitive bid process, as describedha Competitive Bid Process
section below.

1. Determine Needs :

The first step in the purchasing process is to rdetee the need. The
specifications, performance standards and/or scopewvork should be
outlined. These items should be general in natarallow for sufficient
competition in meeting them; they should neithdemence nor be written
specific to a particular brand, model or company.

2. ldentify Potential Sources :

The *“Disability Inquisition Activities (DIA)” requies and encourages
competition among suppliers in providing goods asefrvices to the

“Disability Inquisition Activities (DIA)”. Competiton provides the greatest
opportunity for the “Disability Inquisition Activiés (DIA)” to procure goods
and services at the best value. Accordingly, thosmlved in supplier

selection have the responsibility to search broaalg completely for viable
suppliers. Sources for the goods or services shbeldconsidered in the
following order:

1. Internal Service Provider

An Internal Service Provider is a “Disability Ingttion Activities
(DIA)” unit that provides goods and/or servicesatmther NGO unit.
Related costs are billed to the receiving unit gisan approved
recharge rate.

2. Supplier with a Strateqic Contract

Strategic Contracts are contracts with supplieas tflave been through
a competitive process and the terms have beeneskatthe best value
and are available to authorized users NGO-wide.s&hsuppliers
provide goods and services with favorable termspfaring, delivery
and other factors and thus are the preferred solacgurchasing
goods or services from external entities. Procurgr&ervices should
be contacted before placing large-quantity ordefs ob Strategic
Contracts, as the orders may be eligible for aolakti discounts.

3. Other Supplier

When neither of the aforementioned sources offéies goods or
services that the unit needs, Procurement Sersgitesld be contacted
to identify other suppliers. Procurement Serviceay nestablish a
department-level contract if there is a purchasiegd unique to a
specific unit and either 1) the unit will be makirepetitive purchases
of a good and/or service from the same syAplier aveeriod of time
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or 2) a contract is necessary to adequately dgheegoods and/or
services to be provided.

3. Collect Quotes and Select Best Value :

It is generally good practice to price transactiansl collect quotes from a
variety of sources before selecting one. The lowese may not always be
the best value; Units should consider the totalt @isownership, which
includes the purchase price, transportation, hagdlinspection, quality,
rework, maintenance, disposal and other associateds. Units should
purchase from responsible sources possessing thigy ato perform
successfully under the terms and conditions of “Disability Inquisition
Activities (DIA)” with consideration given to suclmatters as supplier
integrity, compliance with public policy, record @ast performance, and
financial and technical resources. For purchaseemni0,000 Tk, department
end users should obtain pricing from the suppligfioke creating a Purchase
Order. Purchases of 10,000Tk or more must follow tompetitive bid
process, as described in the Competitive Bid Peosestion below.

4. Place the Order :

If ordering from an Internal Service Provider, tlBisability Inquisition
Activities (DIA)” unit providing the good or senecshould be contacted for
instructions on how to place the order. Orderinghoés for purchasing from
a “Disability Inquisition Activities (DIA)” Contratvary; instructions for the
appropriate way to place an order are stated onwhbpage for that
“Disability Inquisition Activities (DIA)” Contract.If not ordering from an
Internal Service Provider, authorized “Disabilityguisition Activities(DIA)”
employees may order goods or services using a Bsgclrder oPCard
Because Purchase Orders offer the “Disability Isgjoin Activities (DIA)”
the best legal and financial protections, they e preferred method for
ordering goods and services. Procurement Servicesiever, should be
contacted before any repetitive purchases are métlea Purchase Order, as
a supplier contract may be more appropriate andeft.

The Purchase Order is the mechanism that placesrdee with the supplier

and provides a method for payment of the invoic®ds and services should
not be obtained prior to the supplier receiving tPerchase Order. For
information about how to request a Purchase Ondsit the Procurement
Services website. The order quantities, pricing pagment schedule on the
Purchase Order should be established in the sameawdhe supplier will

invoice.

If “Disability Inquisition Activities (DIA)” purchaing card or PCard is a
credit card, granted to authorized users, that “Disability Inquisition

Activities (DIA)” issues through a banking institrh and that the “Disability
Inquisition Activities (DIA)” pays directly. PCardsre intended for travel and
hosting and for small-dollar, infrequent transatsioSPG Section 507.10-1

Travel and Business Hosting Expense Po;ﬁuyvides;%tails regarding use of

the PCard for travel and hosting expenses. P rarely be used to
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make purchases from payment systems that do netderaon the PCard
statement visibility into the item(s) that was ghased (e.g., PayPal, Google
Wallet, etc.). If such a system is the only way slplier accepts payment,
detailed receipts showing the final supplier aethitdetails must be provided.

The PCard should be used when a supplier doescoeptia Purchase Order
and when buying goods or services not availableutin Internal Service
Providers or “Disability Inquisition Activities ()" Contracts. The PCard
should not be used to make a purchase that wilelmebursed by an external
party. The cardholder is accountable for all puselsamade on his or her card
and must keep all required receipts. Cardholdergheir delegates must
expense PCard transactions monthly in Concur acdrsethe appropriate
“Disability Inquisition Activities (DIA)” unit appoval(s).
Cardholders should contact Procurement Serviceessls arise or are
identified for 1) purchases to any one suppliefoorany one good or service
for 25,000 Tk or more; 2) more than 50,000 Tk imghases of any good or
service in one year; or 3) more than six purchasesy good or service in a
year. Procurement Services will assist the cardiralddetermining if another
procurement method is more appropriate.

5. Receive the Goods or Service :

“Disability Inquisition Activities (DIA)’units have a number of
responsibilities related to receiving goods andvises. The “Disability
Inquisition Activities (DIA)”’s system of internaloatrols requires that the
proper separation of duties in completing theskstase., different individuals
perform the various functions of the procuremerdcpss. Persons who are
authorized to procure goods and services may nmoap those transactions
or be connected to the payment of those transaction

It is “Disability Inquisition Activities (DIA)"pradice to have suppliers’ direct
shipments to either the location of the departnieetad user or to an
appropriate receiving point. Suppliers may onlyedirshipments to either a
“Disability Inquisition Activities (DIA)’address orother NGO-approved
location. Guidance for help in choosing the appedpraddress for receiving
goods is available on the Procurement Servicesiteebs

Upon receipt, the university unit should immediatgispect the shipment to
be sure that it is correct, complete and not dachage

1. If there are any order-related problems, includaigcrepancies in
pricing or amount, incorrect or missing items, ébe supplier should
be contacted immediately.

2. If the goods are damaged, save all materials amghipper should be
contacted to come and inspect the items.

3. If either of these situations arise or if there dsdivery or supplier
performance issues, contact Accounts Payable bdfarepayment
terms expire to request a hold on payment. Oncenavice is paid,
Procurement Services’ ability to provide assistance resolving
disputes is diminished.

through a “Disability Inquisition Activities (DIA ct, then Procurement
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Services can provide assistance in resolving despuwvith suppliers. For
supplier performance tracking, university units wWhonotify Procurement
Services of any significant supplier performanceés.

Finally, the “Disability Inquisition Activities (DA)"unit is responsible for
returning items that need to be returned and foifyieg that the proper
credit, if needed, is made to the affected chaltlftombination.

6. Invoicing and Payment

Accounts Payable is responsible for processingpidngnent of goods and
services to suppliers in compliance with “Disa@iliinquisition Activities
(DIA)"policies and standard processes, externalulegns and legal
requirements. It is standard process for supptiersend invoices directly to
Accounts Payable. Suppliers that send invoices Dgdbility Inquisition
Activities (DIA)"units may experience delays in pagnt. If a “Disability
Inquisition Activities (DIA)"unit receives an invoe, it should be scanned
immediately and a copy of that invoice should beaded to Accounts
Payable.

When a “Disability Inquisition Activities (DIA) urtiapproves a payment, it is
attesting that it received the good or service, rehapplicable; that the
payment amount is correct; that the payment shbeldnade; and that the
payment is business appropriate.

7. Reconcile Statements

“Disability Inquisition Activities (DIA)”units mustreconcile their Statements
of Activity and PCard statements on a timely b&sis

Verify the business appropriateness of each traiosac

Confirm that all purchases were allowable and witbudget and
spending limits.

Ensure proper reporting of payments to suppliers.

Resolve any errors as soon as possible.

Check that proper credits have been made.

Ensure that the appropriate buying method was used.

=

ogkw

As part of this process, the statement should tehed to the Purchase Order
and packing slip or other documentation that documthe transaction.

8. Maintain Records

“Disability Inquisition Activities (DIA)” units mus maintain records for all
transactions as described BPG Section 604.1Departmental Record
Retention for Business and Financial Records. When purchasing with
sponsored funds, the retention requirements magnieh longer; questions
regarding retention requirements should be dire%?nsored Programs
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11.Competitive Bid Process

The Regents require that all transactions 10,00@rik greater be competitively bid.
Competitive bidding is the process that allows ‘thesability Inquisition Activities
(DIA)” to properly survey the marketplace and secgoods and services at fair and
reasonable prices. It helps ensure that the “Disalbnquisition Activities (DIA)”
receives goods and services of the best value \alsle satisfying federal, state and
“Disability Inquisition Activities (DIA)” requirenents. Procurement Services is the
authorized organization to conduct the competibice process. For transactions less
than 10,000 Tk , units may request Procurementi@so conduct a competitive bid
process.

Goods or services bought from Internal Service g are exempt from this
requirement since the transactions are internddg¢dDisability InquisitionActivities
(DIA)”.  Similarly, because Procurement Services habeady completed a
competitive analysis for suppliers with “Disabilitynquisition Activities (DIA)”
Contracts, it is not necessary to hold another @iitiye bid process for purchases
from those contracts. Bid limits, where applicaldes stated on the webpages for
specific “Disability Inquisition Activities (DIA)"@ntracts.

Splitting a transaction into smaller dollar amourdslaying, staggering purchases,
and using multiple staff members to purchase tineesar related items to avoid the
competitive bid process are serious policy violagioAll transactions found to be in
violation of the “Disability Inquisition ActivitiegDIA)’'s competitive bid process will
be reported to the Regents as unauthorized puh&seployees responsible for
violating transaction(s) may be subject to discigty action up to and including
termination.

Although Procurement Services conducts the conigetiid process, university units
have responsibilities as well. Upon request, Pmment Services will assist
“Disability Inquisition Activities (DIA)”units withany of their responsibilities related
to the competitive bid process.

1. Submit Specifications

“Disability Inquisition Activities (DIA)’units mustoutline and submit to
Procurement Services the detailed specificatiorerfopnance standards
and/or scope of work of the goods or services reketleese items should be
generic in nature to allow for sufficient compeiiti in meeting them; they
should neither reference nor be written specifia fparticular brand, model or
company. If a suppliers assistance is required develop the bid
specifications that supplier cannot submit a bidhait approval of the
Director of Procurement Services and all mateggithered or prepared must
be shared with all potential bidders.

2. Solicit Bids

Informed by the specifications that the “Disabilitpquisition Activities

(DIA)” unit provides, Procurement Services develaps issues a Request for
Information (RFI), Request for Quotation (RFQ) oedrest for Proposal
(RFP) to solicit bids from suppliers. Each suppligceives the same

directions, information, terms and conditions. ent Services only
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considers valid those submissions from supplierat tineet the bid
requirements and are sent to Procurement Servictgelspecified deadline.

3. Evaluate Proposals

Procurement Services works with the “Disability ursgtion Activities(DIA)”
unit to assess each proposal to determine whiakesepts the best value to the
university.

An open and competitive purchasing environment irequthat information
related to the bidding process be kept confidenti@isability Inquisition
Activities (DIA)” employees must conduct themsehethically, as described
above, at all times. Suppliers must contact Prouarg Services to obtain bid
results.

4. Negotiation the Agreement and Make the Award

Procurement Services is the only “Disability Ingugg; Activities (DIA)”
department with the authority to negotiate and gigocurement contracts.
Department end users are not authorized to sigriramis; only those
individuals given such authority iffable 1 — UM Business and Finance
Authority Delegationsnay do so.

12.Sole Source Process

The State of Michigan and federal government, o@nijng agencies and other
stakeholders, expect the “Disability Inquisitiont&dies (DIA)"to make purchases in
an open and competitive environment to ensure that “Disability Inquisition
Activities (DIA) receives fair and reasonable prigi Because a sole source process
doesn't include a survey of the marketplace nor pefition among suppliers, it
makes it difficult for the “Disability InquisitionActivities (DIA)” to meet these
expectations. Despite these drawbacks, there are sstuations in which a sole
source process is in the best interest of the ‘lisaInquisition Activities (DIA)”:

1. If only one supplier provides the good or service.

2. If an emergency purchase is necessary to avoid ibgate a significantly
disruptive event. In such a case, “Disability Irgjion Activities (DIA)”
units must first contact Procurement Services fwage the purchase.

When submitting a request to deviate from the stehdompetitive bid process, the
“Disability Inquisition Activities (DIA)’unit must complete the Sole Source
Justification Formand submit all necessary attachments. Completfothis form
does not guarantee that Procurement Services mifoae the request. Goods or
services available from more than one supplier satgect to the competitive bid
process described above. Procurement Serviceshell tlji? unit identify suppliers

and facilitate a competitive bid process.
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Units must not create or attempt to create soleceasituations through delay or other
manipulation of the procurement process. Procuréi@ervices will work with units

to determine whether a sole source situation exsts in such cases, reserves the
right to negotiate pricing or solicit additionafanmation. For those non-competitive
transactions, a report is developed for quartarbnsssion to the Board of Regents.

13.Non-Purchase Order Process

The Non-Purchase Order Voucher (Non-PO Vouchea) isethod of payment to be
used primarily for reimbursements for guests andestts who are unable to utilize
Concur and for other centrally-used functions. laymalso be used in limited
circumstances with prior approval from Procurem®etvices for payments when a
supplier will not accept a Purchase Order or PAaid.not an ordering method. Non-
PO Vouchers for 10,000 Tk or more must have prigpraval from Procurement
Services. Additionally, Non-PO Vouchers should hetused for purchases that are
recurring in nature and total more than 10,000Tkiransactions per year to an
individual supplier, unless Procurement Servicegegiprior approval. Accounts
Payable must receive receipts with approved NornvBQchers before payment will
be processed. Specific guidelines for travel angtihg reimbursements are in
SPG 507.10-1 Travel and Business Hosting ExpenkeyPo

14 Petty Cash

The “Disability Inquisition Activities (DIA)’reimbuses suppliers using petty cash,
when use of a Purchase Order or PC and is impahetie the expenditure is of a low
dollar amount. Details regarding the policies gousy petty cash are i8PG 507.02
Imprest Cash Fund.

15.Supplier Maintenance

If during the process of identifying the sourcenfravhich to procure a good or
service, a new supplier is identified as the bestree, the supplier should visit the
MConnect program website to register with the. dbidity Inquisition Activities
(DIA)"units may not place an order with a suppliettil a supplier record is created
by the Supplier Maintenance team.

Suppliers and “Disability Inquisition Activities (B)” units may request the creation,
update or inactivation of a supplier record, anel #tnared Services Center will work
with them to determine whether such a change igoppjate. Visit the Shared

Services Center website for details on the itena thust accompany a Supplier
Maintenance request.

16.Best Practices :

The *“Disability Inquisition Activities (DIA)’contimally strives to improve its
practices to ensure the integrity and effectiversdsss procurement processes. As a
major research “Disability Inquisition Activitie®(A)”, our procurement policies and
practices are audited by the Office of’ "Habib SarBhuiyan & Co”, The “Disability
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Inquisition Activities (DIA)"regularly exchangesformation about best procurement
practices with other EC members as part of its oggeffort to improve its practices.
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