DEADLINES FOR ALL OIT FY19 PURCHASE REQUISITIONS
	PURCHASE TYPE 
	ALL BACKUP DUE TO ITBO  

	PURCHASES IN EXCESS OF $100,000: Except for Emergencies, Exemptions, or approved Sole Sources, these require a formal Invitation for Bid or Request for Proposal. This process may take 60 days or more to make an award. 
	APRIL 15, 2020 

	PURCHASES BETWEEN $10,000 AND $100,000:  Except for Emergencies or approved Sole Sources, these require a written Request for Quotation and may take up to 30 days to award depending on complexity.  UAF Purchasing will secure all appropriate competition for requests of more than $10,000.  We will expedite RFQ's as much as possible by securing faxed responses or verbal quotes, as necessary. Unless quoted on contract.
	  MAY 1, 2020

	PURCHASES UNDER $10,000: These items do not require competition when entered on a requisition. However, a June 30th delivery must be realistic.  Purchases under $10,000 should be made with the ProCard if possible.
	 May 29, 2020

	CHANGE ORDERS (INCREASES and DECREASES): Change orders to increase a PO to cover anticipated or actual expenses must be entered by this date.  If a change order is needed to reduce funds on a PO in order to make those funds available for another purchase, please remember to observe the appropriate cut-off date(s) for those additional purchases. 
	May 29, 2020

	CALL NUMBERS: All processing completed and order placed by 5:00 PM.  NOTE: Call Numbers which are not completed will be charged against FY21 funds. 
	JUNE 30, 2020


CAUTION:  Please be sure to monitor your requests to ensure that they are received.  If you don’t get a response from itpurch@alaska.edu within 24 business hours of purchase request submission, please call 450-8319.  
PROCARD CHARGES:  Reminder all ProCard purchases that are not posted by JP Morgan Chase by July 1, 2020 will be charged against FY21 funds.  Many vendors do not charge payment until the products are shipped.  Please be careful as back orders could cause charges to post in the wrong fiscal year. 
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PROCUREMENT SHUT DOWN FOR YEAR-END PROCESSING.  Banner will be up for other work; however, requests will not be accepted by Procurement & Contract Services after 5:00 PM, Monday June 22, 2020.  The last business day for Procurement will be Friday June 26, 2020.  Requests must be submitted to ITPURCH no later than Monday June 22, 2020 to allow for processing time.
