
Purchasing Training
January 18, 2024

Procurement Services
http://purchasing.tamu.edu/
979-845-4570



Welcome to FY 2024

Happy New Year!!!  



Reminders

• All IT Accessibility & IT Security 
– Must be reviewed every year – unless you have been 

granted a multi-year approval. This applies to all - no matter 
the cost.

• Delegated Purchasing Authority - $25K
– Purchases may not be intentionally divided to circumvent the 

authorized delegated limit or procurement process



Reminders

• Punch Out Contracts
– Don’t forget to check out the punch out contracts within 

AggieBuy.  These have already been bid out, so you can 
spend up to an unlimited amount, as long as processed 
through the punch out.  

– Many of these contracts are utilizing a HUB vendor

• Multi Year Agreements
– Need to be under one purchase order with all documentation 

attached.  



Reminders

• Formal Contracts
– If your purchase exceeds your department 

delegation of $25K, then a purchase requisition 
must be submitted to Procurement Services to 
approve the purchase prior to Contract 
Administration reviewing and executing the formal 
contract.

– Total Contract Value – the sum of all the years the 
contract is valid.  Example: 5 Year Contract @ 
$25K each year. ($25,000 x 5 = $125,000 TCV) 



Reminders

• Formal Contracts
– TAMUSA Contract Administration will be looking 

for the approval from Procurement Services 
before they begin to work on your contract.  

– Contracts within your delegation, non-monetary or 
non-exclusive revenue contracts will skip 
Procurement Services and go direct to Contract 
Administration.

– Contracts for exclusive revenue will need to come 
through Procurement Services before review and 
execution of any formal contract.



Reminders

• Sole Source Justification
– When submitting a requisition for a sole 

source purchase, be sure to include the 
required justification form. 

https://www.tamusa.edu/procurement/docum
ents/sole_source_form-9-26-22.pdf  

 

https://www.tamusa.edu/procurement/documents/sole_source_form-9-26-22.pdf
https://www.tamusa.edu/procurement/documents/sole_source_form-9-26-22.pdf


Sole Source Justification Form



Reminders

• Purchasing Cooperatives
– There are many cooperatives out there for many 

products/services – Omnia Partners, BuyBoard, 
Tips-USA, Sourcewell, E&I, Choice Partners, etc.

• If over your delegation, you must still submit a 
purchase requisition to Procurement Services 
for processing

• The vendor must include the contract number 
on their quote



Need Status?

Please check “Comments” in AggieBuy. 
Status updates are placed here to help 
us, Procurement Services and you, the 
end user know what is happening with the 
requisition.  



Invitation To Bid

• The requisition has been turned into a 
bid – how do I check status?



Invitation to Bid

• When you click the link – you will 
receive the following pop-up window. 
Click on the bid number.



Invitation to Bid

• The system will take you to a 
summary page of the bid request.  
You can select “Go to Sourcing 
Event” or “Close” the window.  If 
you “Close” the window, it takes 
you back to the requisition.



Invitation to Bid



Invitation to Bid



Invitation to Bid



Invitation to Bid



Invitation to Bid

• If you have a vendor that wants to bid 
on opportunities for TAMUSA, you can 
direct them to us, Procurement 
Services, but you can also direct them 
to the AggieBid site.

• https://bids.sciquest.com/apps/Router/P
ublicEvent?CustomerOrg=TAMU 

https://bids.sciquest.com/apps/Router/PublicEvent?CustomerOrg=TAMU
https://bids.sciquest.com/apps/Router/PublicEvent?CustomerOrg=TAMU


Invitation to Bid

• The vendor can search by
– Business Unit
– Keyword
– Open for Bid
– Closed
– Awarded
– All

• Event Title or number, contact, description or 
commodity code description



Invitation to Bid



Invitation to Bid



Questions!

Submit topics for future training to
p-winkler@tamu.edu

Please use subject line – 
Training for TAMUSA 

mailto:p-winkler@tamu.edu
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