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The Procurement Office (backup), Revenue, exiging SUNY
would like to introduce Affiliaion, Towing and Financid Sysem
the following new saff Performing Artist (budget, accounting,
to the Campus agreements, and purchasing, accounts
Community. Condtruction. payable).
Lynn Patter son has In the 1996/1997 fiscd
joined the State American Express year the American
commodity gaff. Lynn Procurement Card Express

can be reached at 2-4154
and isresponsible for the
purchasing of Athletic
Equipment & Supplies,
Carpeting, Blinds, Fine
Arts Equipment &
Supplies, Library
Equipment & Supplies
and Promotiond Items.

The Service Contracts
Section hastwo new
Contracts Officers.
Kevin Rooney a
extenson 2-6044 is
responsible for Binding
Services, Campus wide
Cablevison Service,
Cdlular phone/purchase
& service, Excavation
Services, Moving,
Software Licensang,
Temporary employment,
Equipment Maintenance
& Architecturd /
Engineering Services
under $20,000.
Deborah Marcus at
extenson 2-6286 is
responsible for Banking
Services, Card Access,
Equipment maintenance
and repair, Insurance
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The American Express
Procurement Card offers
Stony Brook an
outstanding opportunity
to Sreamline the
purchasing process. The
Procurement Card was
recommended in
“Rethinking SUNY”
and was approved by
New York State asa
pilot program for the
1995/1996 budget.
Stony Brook
implemented the
Procurement Card as a
pilot campusin 1995
darting with two
cardholders. The cards
were assgned to one
buyer in the
Procurement Office and
one end-user in the
Accounting Office.
Stony Brook worked
closdly with SUNY
Sysems Adminigtration
asthey developed the
SUNY AEPC System
that was successfully
integrated into the
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Procurement Card was
approved to roll out
across the campus. That
first year ended with 18
cardholders, who
processed agrand total
of 420 transactions,
with adollar vaue of
$60,018. The
2000/2001 fiscd year
ended with 140
cardholders, processing
atotd of 8,431
transactions, with a
dollar value of
$3,114,081. The
Universty Hospita
approved the card for
their end-usersfor the
2001/2002 fiscd year.
Thejoint Universty
Hospital/Campus totals
for the fird seven
months of thisfiscd
year: 190 cardholders,
7,624 transactions =
$2,922,423. Stony
Brook iswell on itsway
to the $5,000,000 mark
for the 2001/2002 fiscd
year.

www.stonybrook.edu/procurement
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Highlights of the

Pr

ogram:
Used with State
funds only.
Cadisissued to
individud.
Limit of $2,500 per
transaction.
No split ordering.
No out of pocket
expense for the
purchase of goods
and services.
All purchases must
be in accordance
with NY SSUNY P-
card guidelines.
Supervisor must
approve gpplication.
Card applicant &
supervisor must
attend mandatory
traning.
Notrave,
entertainment,
hotels, car rentals,
restaurants, or
gasoline can be
pur chased.
Monthly hilling
Statement is sent to
cardholder’s
business address.
Cardholder must
certify card activity
monthly viaSUNY -

AEPC ortline system.

Cardholder must
forward billing
Satement with
related receipts to
Procurement.
Charges appear on
departmental AES
report.

All purchases are
subject to a post-audit.

If you have any questions
regarding the program
please contact Maryann
Dolan, P-Card
Adminigtrator, Procurement
Office, 2-6017.

Printing Services

Wetch for changesin
Campus Printing Services.
Please contact Carl Burgos
at 2-6214, with any
guestions.

| Research Purchasing l

New RF Purchase
Requisition: The new RF
purchase requisition dong
with ingructionsis now
avalableonline. It can be
retrieved a the following
OASIS forms website.
http://mww.stonybrook.edu
Joasasforms Click on
Procurement then Purchase
Requistion. The PDF
verson of thisform can be
filled in online and then
printed. The old RF
Purchase Requigtion as
wdll as the new Purchase
Requistion will be
accepted. Various other
Research Forms can aso be
accesed at this site.
Departments may adso
contact Maria Fernandez a
Centra Services at 2-6297
to request additiona forms.
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Frequently RF Purchasing
receives requigtions that
areillegible or lacking
pertinent information. Both
of these scenarios ddlay
both the placement of your
order. Please make
absolutely sure that we can
read your requisition and
the following fidds are
filledin: Ship To Address,
Need by Date, Project,
Task, Award,
Organization Name
(department), Supplier
Name, Addressand
Phone Number. It dso
helps us to help you when
you provide us with catalog
numbers.

Rushes: Frustrated
because you indicated
RUSH or ASAP on your
requistion and it still took
four days to process?
That's because almost
everything comesin coded
asaRush or ASAP. The
only way abuyer can
accurately prioritize orders
isfor you to indicate an
actua Need by Date on
your requigition. Orders
that require next day
delivery need to bein the
buyers hands by 2:00 p.m.
the previous day.

Faxes. Faxed requisitions
run therisk of being
duplicated and hard to read.
Faxed orders should be
reserved for urgent
gtuations, rather than for
convenience. Also, please
make sureif you do fax an

www.stonybrook.edu/procurement



order that you do not send
theoriginal. Inthe event
that a duplicate requisition
isreceived and placed, the
department is responsible
for payment. Some
vendors will not accept
merchandise back, amost
al chemicdsare non
returnable and some
vendors charge are-
stocking fee.

IDC Training: The next
scheduled session for IDC
training is Wednesday,
April 10, 2002. Please
contact Edith Kodn at 2-
6068 to schedule an
gppointment.

Resear ch Accounts
Payable

Cash Advances: Funds
advanced to Project
Directors for field trips,
patient studies and other
expenses must be
reconciled within 90 days
from the date of the
payment. RF Accounts
Payable will be contacting
Project Directorswith
outstanding Cash
Advances. We ask for your
cooperation in the
submission of these receipts
as requested o thet findl
reporting to SooNsorsis not
delayed. All outstanding
cash advances must be
reconciled before arequest
for anew cash advance will
be processed.
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Fed-Ex: Fed-Ex isnow
requiring that invoices
submitted for payment be
padinfull. If payments
areto be split among
severa accounts, the
department should submit
only one requistion for
eachinvoice. Onthe
requisition indicate the
amount being charged to
each account, with the total
equding the full amount of
the invoice.

G

The Governor’s Office of
Employee Rdations and the
Office of the State
Comptroller mandates the
use of the Business Travel
Account (BTA) for dl State
employeestraveling on
State business. It requires
arline and rail ticketsto be
purchased from a state-
authorized travel agency.
Audin Travd isthe
designated agency for
Stony Brook Universty.
The BTA dlowsatraveler
to obtain tickets without
any out of pocket expense.
There will beno
reimbursement to State
employees purchasing
arfarerall usng apersond
credit card, corporate card
or cash.

A Research Business
Travel Account (BTA) has
been established for
Research Foundation
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funded travel. The RF
traveler contacts Austin
Trave for price quote on
ar andtrain faresthen
prepares a RF requisition
referencing the quote.
Submit requisition to Office
of Grants Management for
approval, once approved
the RF traveler forwards
requisition to Procurement
Office, who will place
ticket order with Audtin.
Both travel date and ticket
purchase must be within the
project period.

Effective April 1, 2002,
under the terms of contract
PS 58823 with Augtin
Travd, the transaction fee
has been increased to
$15.00 per ticket for air and
rail this appliesto both
State and Research. These
transaction charges will be
included in the totd amount
charged to your account.
For more information
regarding either BTA
programs contact Rosdlie
Makarick at 2-6022.

Travel Advances: For the
convenience of the RF
traveler, atravel advance
may be requested to limit
the amount of out of pocket
expenses. According to RF
Campus Policy, the traveler
must submit travel payment
request form, origind
receipts and supporting
documentation to reconcile
the advance within two
weeks following the return
date of thetrip. No future

www.stonybrook.edu/procurement
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travel advances will be
processed if aRF traveler
has an outstanding
unreconciled advance.

| State Purchasing I

State/l FR Lapsing Funds:
Aswe approach the end of
fiscal year 2001/2002,
please be aware of the
followmg important dates:
3/29 Last day to submit
al items over $150K.
4/19 Last day to submit
al items between $20K
to $150K.
5/17 Last day to submit
al items between $5K
to $20K.
5/31 Last day for
departments to submit
requistionsto
Procurement to
encumber fundson
State & IFR and last
day to use Amex
Procurement card for
purchases.

With sufficient judtification
exceptions to these dates
will be considered by
Procurement. Coming soon
the full officid 2001/2002
Lapsing Funds calendar

will be posted on our
website.

Aswe begin the 4th quarter
of fiscal year 2001/2002
campus departments should
be in the process of
reviewing 2001/2002
encumbrances using the

SUNY accounting system’s
SUIQ function to determine
which ones are no longer
needed and therefore
should be disencumbered.
Torequest a
disencumbrance of funds
please send an email to the
appropriate buyer in the
Procurement Office.

In an effort to serve you
more efficiently, the
Procurement Office
would like to make the
following suggestions
regarding your annud
reqw rements.
All estimated
encumbrance orders
should be submitted
to the Procurement
Office as soon as
posshble. These
requisitions should
reflect your
projected usage for
the upcoming fisca
year. You will NOT
be required to fund
these requigtions at
thistime. Your
early submisson
will dlow
Procurement to
provide your
department with less
interruption during
thefisca
changeover.
Departments should
not submit multiple
requisitionsto the
same vendor, for the
sameitems,
throughout the fiscal
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year. Thisisin
violation of the NY
State Finance Law.
Based on your
usage, the
Procurement Office
will determine the
best method to
process your request
in compliance with
the NY S Finance
Law.

All open
encumbrance
Purchase Orders
must have a
statement of work or
detailed
specifications
atached, or asole
source judtification,
whichever gpplies.

If you have any
guestions or concerns,
please contact Joanne
Joy at 632-6046 or e-
mail a

Joanne.Joy @stonybrook
.edu.

New State Contracts.
PC58972 Twin Medica Co.,
888-625-5353. For patient
bathing units, transfer chairs
& related items.

PC59155 Fordion
Packaging Ltd., 201-692-
1344. For polyethylene
bags.

Furniture: Corcraft is
the NY S preferred
source vendor for
furniture. They
manufacture avariety of

www.stonybrook.edu/procurement
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qudlity office furniture

at reasonable prices.
Corcraft can be
contacted at 800-436-
6321. Ther websteis
www.corcraft.org. The
designated
representative for the
Universty isdmmy
Roschilla. He can be
reached at 516-582-
1992, fax # 518-434-
7434. Inthe event that a
Corcraft product will not
meet your departmental
needs, you may contact
any of the vendors listed
on the Procurement
website under

authorized furniture
digributors. A release
from Corcraft must be
obtained prior to the
processing of any order
that isawarded to a
vendor other than
Corcraft. Thisappliesto
contract and non
contract orders since
Corcraft isthe preferred
source. Non-contract
furniture orders
exceeding $2,500.00 are
subject to the same
guiddines asdl other
purchases.

Staples: When placing
State orders with Staples
Business Advantage,
please remember to
indicate the proper
blanket Purchase Order
number, for Main
Campusthe PO# s

100001N, for Hospital
the PO# is 690000.
Any State end-users
interested in becoming a
registered user on
StaplesLink (Staples
electronic ordering
system) please contact
Mary Woodward at 2-
9849 for State Ordering
and Barbara Fjellman at
4-4061 for Hospital
ordering.

l State Accounts Payable l

In order to expedite
payments to vendors and
avoid interest penalties,
the Procurement Office
will not obtain
department approva for
payment of commodity
invoicesif the
merchandise has been
shipped to and received
by Centrd Receiving.
Notification of

“Payment requires
Department Approva”
on a purchase order
should be utilized solely
for service purchase
orders or ordersfor
which merchandiseis
shipped directly to a
campus department. If a
department receives
defectivelincorrect
merchandise they should
immediately contact the
State Payables area of
the Procurement Office
and advise them of the
problem. The
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Procurement Office will
provide any department,
upon request, with a
copy of the paid invoice
for their order.

l Hospitality '

An origind itemized
receipt, letter of
judtification, agenda and
aligting of who was
present must accompany
State, Research
Foundation and Stony
Brook Foundation
requests for
reimbursements of

medl /restaurant
expenses. Anitemized
receipt should include
al food and beverage
charges aswdl astips
and sdlestax. For audit
purposes, the
Procurement Office
cannot accept credit card
authorization dips as
receipt of payment.
NY Swill not reimburse
for any dcohalic
beverages or salestax
and cannot reimburse
for more than the per
diemrate. The per diem
rate for Suffolk County
is $8.00 for breskfast
and $30.00 for dinner.
Also, individuds cannot
approvetheir own
requests for
rembursements. Al
such requests will be
returned to the
originator for
appropriate sgnatory.
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