
Requester:  Department Unit: 

Room #: 

Standard ($) Rush ($$) 

Phone #: 

Rush & Expedite Shipping ($$$) 

Supplier Name:  Supplier Website: 

Quantity Unit Type Catalog # Item Description Taxable? Unit Cost Est. Total Cost 

Total Estimated Costs (Excluding Sales Tax): 

     Additional Worktag(s):

Today’s Date:

 Worktag(s):  

Email:

Shipping/Priority: 
(Only if available) 

Special Instructions: 

Approval Signature (optional*): *Note: Signature required if you are charging a cost center 
outside of your own, if on a grant over $1,000, or as 
instructed by your admin.



PROCUREMENT RESOURCES 
UW Procurement Services 

> Recommended Procurement Methods for Goods & Services
> Procurement Resource List
> ***Important: Orders should be placed through finance staff only.

o The Supplier will receive a formal Purchase Order that will be sent from Workday to the
email registered on file for the Supplier.

o If possible, attain a quote from the Supplier and submit the quote alongside the requisition
form, but please do not place an order with them.

> Sole Source Purchasing: A sole source exists when goods or services, because of unique
characteristics or other reasons, are only available from a single source. Of your purchase from a
Supplier is over $10,000, then Sole source justification and approval is required. Justifications are
reviewed and approved by Procurement Services prior to an order being placed.

o Sole Source justification not required if buying from contracted Suppliers.
o Please inform the finance staff submitting your order to request Sole Source approval.

> Exception Items: Some purchases require special considerations, including prior approvals or
other requirements. On the page linked, an Exceptions List along with the following information
has been created to assist with your purchasing decisions.

> Machinery and Equipment (M&E) Tax Exemption: If you are hoping to buy machinery and
equipment that will be used for manufacturing or research purposes, it may be eligible for a M&E
Tax Exemption, however, the Supplier must be provided with a copy of the M&E Tax Exemption
Certificate (found on website linked above).

o Please inform the finance staff submitting your order to include the certificate.

> Capital Assets/Equipment: Capital assets are tangible or intangible assets that are used in state
operations and that have initial useful lives extending beyond one year and $5,000 or more. For
example, ordering a fume hood that is worth $19,500.

o Please inform the finance staff submitting your order if you item is considered a capital
asset (or if you are unsure)

> Contract Signing: ***Important School of Pharmacy employees, regardless of employees’ title,
do not have the delegated authority to sign any documents related to the purchase of goods and
services. This includes quotes, estimates, proposals, and contracts.

o If the contract total is under $10,000, it will be signed via email correspondence with UW
Procurement/Contracting. If it is over $10,000, the unsigned contract will be added as
attachment on Workday request.

o If you have a contract that needs to be signed, please inform the finance staff submitting
your order.

> Procard: If you have determined that Procard is the best method, keep in mind all policies
referenced above still apply.

o Procards have a single transactions limit of $3,500 and monthly limit of $20,000. If
purchasing exceeds the single transaction or monthly limit, submit a UW Connect Card
Services Form.

https://finance.uw.edu/ps/
https://finance.uw.edu/ps/procurement-guide
https://finance.uw.edu/ps/resourcelist
https://finance.uw.edu/ps/how-buy/sole-source-purchasing
https://finance.uw.edu/ps/how-to-buy/buying-from-uw-contracts
https://finance.uw.edu/ps/how-to-buy/exception-items
https://finance.uw.edu/eio/equipment-lifecycle/acquisitions/machinery-and-equipment-me-sales-tax-exemption
https://finance.uw.edu/eio/capital-assets
https://uwconnect.uw.edu/sp?id=sc_cat_item&sys_id=b2b7e2dbdb54dd506ccf6a9ed3961978
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