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END O F FISCAL YEAR
REMINDERS



CHECK YO UR 
CO NTRACTS

This is the  time  to  re vie w all se rvice s and  sub scrip tions 
(software ) you have  in p lace  to  ve rify the  exp iration d ate .  If 
exp iring  in Aug ust, now is the  time  to  work with Procure me nt 
Se rvice s to  g e t those  re ne we d , re -b id  o r re ne g otiate  that 
ag re e me nt.  

Do  you wish to  re ne w an ag re e me nt?  Do  you wish to  cance l 
an ag re e me nt?  Procure me nt Se rvice s can assist with this.  We  
can re vie w the  ag re e me nt and  aid  as to  what the  next ste p s 
are .  
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REMINDERS
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PRO CUREMENT 1 0 1  – 
DEPARTMENT DELEGATIO N $ 2 5 K
• Procure me nt Se rvice s e ncourag e s 

d e p artme nts to  ob tains b id s, includ ing  
HUB ve nd ors, whe n p ossib le .

• Utilize  the  State  o f Texas, Ce ntral 
Maste r Bid d e rs List to  locate  availab le  
ve nd ors -
http s:/ /comp tro lle r.texas.g ov/p urchasi
ng /ve nd or/cmb l/  

• Is ve nd or in Ag g ie Buy? – if no t, utilize  
the  ne w on-b oard  p roce ss

Doe s my q uote  from the  ve nd or includ e ?

• Payme nt Te rms

• Ship p ing  Te rms – who owns the  
e q uip me nt d uring  transit and  who 
p ays fo r fre ig ht cost

• De live ry Time

• Enoug h d e tails to  know exactly what 
you are  b uying

• Price  d oe s NOT includ e  taxe s
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PRO CUREMENT 1 0 1  – 
DEPARTMENT DELEGATIO N 
$ 2 5 K
• IT Acce ssib ility and  IT 

Se curity

• Doe s the  ve nd or want 
us to  sig n some thing  – 
must sub mit to  Contract 
Ad ministration

• Attach all d ocume ntation to  the  
p urchase  re q uisition.  Use  Ag g ie Buy as 
your filing  cab ine t.  

• Is this a one -time  p urchase  o r will I 
ne e d  the se  p rod ucts/se rvice s ag ain?  
Will multip le  p urchase s p ush me  ove r 
my d e le g ation?  
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PRO CUREMENT 1 0 1  – 
$ 2 5 K AND OVER

• Sub mit your p urchase  re q uisition to  Procure me nt Se rvice s.  

• Attach all b ackup  d ocume ntation you have  – q uote s, p rop osals, 
scop e  of works, so le  source  justifications, non-exe cute d  ag re e me nts, 
e mails, e tc.  Use  Ag g ie Buy as your filing  cab ine t.  

• Provid e  d ead line s to  Procure me nt Se rvice s.  We  work all p urchase  
re q uisitions in d ate  o rd e r o f re ce ip t, b ut if the re  is a re q ue st that 
ne e d s to  b e  move d  up , we  will accommod ate .

• Provid e  all ve nd or(s) p o int o f contact information (name , ad d re ss, 
e mail and  p hone )
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PRO CUREMENT 1 0 1  – 
$ 2 5 K AND OVER
• For p urchase s that are  b e twe e n $25K - $50K, the  

stand ard  time frame  the  b id  is “on the  stre e t” is 7 d ays.  
For p urchase s that exce e d  $50K, the  stand ard  time frame  
is 14 d ays, with some  as long  as 21 d ays, d e p e nd ing  on 
comp lexity.

• For p urchase s that exce e d  $100K, the  HUB 
Sub contracting  Plan is re q uire d , which in some  case s 
ad d s ad d itional time  to  the  p roce ss

• If your FY 23 fund s ne e d  to  b e  use d  in FY 23, your 
p urchase  re q uisition ne e d s to  b e  sub mitte d  as q uickly as 
p ossib le .  Stand ard  p ayme nt te rms are  Ne t 30, so  
p rod uct/se rvice  would  ne e d  to  b e  comp le te d  in July to  
make  p ayme nt b y e nd  of Aug ust.

1. FY 23 fund s no t sp e nt 
b y Aug ust 31st, will ro ll 
to  FY 24, unle ss the re  is 
a sp e cial te rm for 
sp e cific accounts.  An 
examp le  would  b e  a 
g rant account – the se  
have  sp e cific start and  
e nd  d ate s.
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Q UESTIO NS?
Procure me nt Se rvice s Contacts

Patty Winkle r – p -winkle r@tamu.e d u 

Che rise  Tole r – cto le r@tamu.e d u

Sean McManis – smcmanis@tamu.e d u 

mailto:p-winkler@tamu.edu
mailto:ctoler@tamu.edu
mailto:smcmanis@tamu.edu
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