Madison College

Purchasing Matrix of Processes and Requirements


	Row
	Type of Purchase and

Estimated Value
	Allowed Purchasing Method
	Approving

Authority
	Competitive Process Required for Non-Sole Source Purchases
	Sole Source Approving Authority
	Documentation

	1
	Purchases under $500*
	P-card

or

Submit invoice with written authorization, Vendor ID  and  Chartfield (NO PO less than $500)
	Employee as authorized by Budget Manager
	N/A
	End User Department 
	N/A

	2
	Purchases Between

 $500 and $4,999*
	P-Card

or

  Enter PeopleSoft (PS) Purchase Order
	Budget Manager (for P-Card Budget Manager determines an employee’s credit limit and reviews their  transactions monthly)

	Required: 2 Written Quotes for Printing over $500  or Piggyback Authorized Contract
	End User Department
	For printing over $500, 2 quotes must be uploaded into the PeopleSoft Purchase Order or included with your P-Card Monthly Submittal

	3
	Purchases between

 $5,000 and $9,999*
	Must Enter PS Purchase Order
	Budget Manager
	Required: 2 Written Quotes for Printing over $500  

Recommend: 2 quotes 
	End User Department
	For printing over $500, 2 quotes must be uploaded into the PeopleSoft Purchase Order.

	4
	Purchases between

$10,000 and $24,999 
	Must Enter PS Purchase Order
	Budget Manager
	Required: 3 Written Quotes 

 or 

Piggyback Authorized Contract.
	District Board
	Purchasing quotes must be uploaded into the PS Purchase Order.   The approved Sole Source number or Cooperative Contract Number (and expiration) must be listed as a PO comment.

	5
	Purchases $25,000 and over
	Must Enter PS Purchase Order
	Budget Manager if Piggybacking

or

District Board if RFB/P
	Request for Bid Process.

Non-Construction purchases may piggyback an authorized contract or follow Request for Proposal process.
	District Board 
	Sole Source/RFB/RFP number or Contract Number (and expiration) must be listed as a PO comment. Non-Construction RFB/RFP documents are maintained by Purchasing.  Construction RFB documents are maintained by Facilities.


* Conferences, memberships, registrations, resale, postage, utilities, advertising , temporary services, international student housing  and payroll related are OK to pay off invoices if p-cards are not accepted (p-card is the preferred method)
Submitting Invoices to Accounts Payable not associated with a Purchase Order (P.O.):

	
	Amount of Invoice
	Written Authorization  Required
	Required When submitting an Invoice to A/P:

	1
	Invoice  less than $500
	Employee as authorized by Budget Manager/Dean
	1. Chartfield must be specified and have sufficient funds

2. Email or signature authorization required. 
3. Note PeopleSoft Vendor ID on the invoice. 



	2
	Invoices over $500 for Conferences, memberships, registrations, resale, postage, refunds, utilities, advertising, temporary services, international student housing and payroll related
	Budget Manager
	

	3


	Invoices equal or greater than $500 (other than exceptions noted in line 2)
	Vice President or Administrative Executive Team Member for the applicable department


	


Note: Accounts Payable will return any invoices that do not comply with these requirements to the requester unpaid.

PeopleSoft Purchase Order Basic Process: 

1. The PO Enterer enters a PO for their Department and approves it in PeopleSoft.
2. The Budget Manager approves the PO if appropriate.
3. Purchasing approves the PO if appropriate. 
4. After Purchasing approves the PO, Purchasing places the PO with the vendor. (Employees are not authorized to place the order with the vendor before this step)
