Announcements
& Reminders:

e Aug. 15:
Payment for
vehicle liability
insurance due

e Aug. 20:
School starts,
Welcome back
students

o Sept. 3:
Labor Day

o Sept. 4:
Copier contract
(#12156)
decision due
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Changes

There are certain times of the year when changes are expected. January 1 is
probably the most well-known. It is the time for clearing out the old and bringing in
the new. In government, the start of the fiscal year is a common time to implement
changes; for the State — July 1%, for the Feds — Oct. 1. For the University, the start
of the fall semester is a time of change. After the slower pace of summer, the
population on campus starts to swell as students and faculty return. Ready or not,
change is here.

With the influx of new people coming to K-State, now is a good time for
departments to review the Signature Authority form for Purchasing. In order to
process Purchasing documents, e.g. requisitions, contracts, etc., we need to verify
signatures. Attached is a copy of the form for departments to review, update if
necessary, and send in.

The Purchase Requisition form has been changed, as of February 2012. Most of
the changes were verbiage, such as “dept” instead of “agency;” part of the movement
away from the State’s nomenclature and replacing it with University’s phrases.
Funding block was changed to be consistent with the order and payment forms.
Removed the “date wanted” block from the header area. If delivery time is critical, it
needs to be addressed in the specifications now. An on-going change in Purchasing
has been the sending of bid requests to possible vendors electronically. We need a
vendor’s e-mail, phone, and fax number rather than the mailing address. In order to
send bids to the desired vendors in a timely fashion, be sure to include these three
items: e-mail, phone, and fax, on the requisition form.

One change you may have noticed right off is the new layout of the “Purchasing
Post.” After 4-1/2 years, it was decided our little newsletter needed a make-over.
Thanks to Kristin for the new design.

Farewell & Good Luck

Sheila Polson, one of Purchasing’s wonderful student workers, is moving on. She
begins her student teaching this fall with a December graduation on the horizon.
After dealing with us in the Purchasing office for three years, grade school should
be a breeze. Good luck, Sheila!

Welcome

Ericka Manring is our new student worker. She hails from Newton, Kan. and is a
Junior studying towards a degree in Feed Science.
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