
PURCHASING SERVICES
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April 24, 2024



Purchasing 
Services 

• End of FY24 Guidance
• Purchasing Methods/Thresholds
• Planning Timeline
• Order Competition Status
• Dashboard Review
• Updated Purchasing Policy
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End of FY24 Guidance
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AREA

Requestor
Purchasing
Budgeting

DATE

Monday, June 3

BUSINESS UNIT ACTION

•All requisitions greater than $100,000 should be 
submitted and approved; 
exceptions apply – contact Chief Procurement 
Administrator.

•Requestors start reviewing Open POs for closure – 
contact your Budget Analyst or Buyer with specific 
questions.



End of FY24 Guidance
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AREA

Requestor
Purchasing
Invoices

DATE

Monday, June 10

BUSINESS UNIT ACTION

•FY24 Change Requests should be submitted to 
allow time for approval and processing. 



End of FY24 Guidance
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AREA

Requestor 
Purchasing

DATE

Monday, June 17

BUSINESS UNIT ACTION

•Review open Purchase Orders with no receiving or 
partial receiving to ensure delivery before June 30. 
Have suppliers submit all invoices directly to 
acctspay@liberty.edu

•Goods not received by June 30 will be expensed out 
of FY25 department budget. Service invoices will be 
accrued to FY24 based on service date.

Note: 10 business days remain until end of the FY.

mailto:acctspay@liberty.edu


End of FY24 Guidance
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AREA

Requestor
Interdepartmental
Purchasing
Accounts Payable

DATE

Monday, June 24

BUSINESS UNIT ACTION

•Check Daily – Receive goods and services in BuyLU to 
facilitate payment and expensing in FY24.

•Follow up on any outstanding items above. Complete 
approvals of requisitions for Internal Purchase Orders 
(IPOs) in accordance with internal servicing 
department guidelines.

•Internal charge backs should be completed prior to 
June 30.

Note: Internal Servicing Department should only 
invoice if work is completed within FY24.



Purchasing Methods
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P-Card
• Under $2,500
• Within P-Card policy
• No contracted services

Catalog
• Contracted pricing 
• Streamlines ordering process
• Available on buyLU Shopping 

Dashboard

Non-Catalog
• Quote/Contract for goods 

& Services
• Active supplier in buyLU

Sole Source
• Purchase requiring multiple 

bids
• Competition is not available



Thresholds
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Threshold Process

$0 - $1,000 • P-Card Purchases for LU Branded items are limited 
to $1,000. 

• LU Branded purchases over $1,000 require multiple 
bids. 

• All LU Branded items must be purchased from 
licensed suppliers.

$0 - $2,500 • P-Card purchases must be less than $2,500.

Above $10,000 • All purchases above $10,000 require solicitation of a 
minimum of 3 bids. 

• If more than one bid is not possible, a Sole Source 
Justification Form is required.

Any Amount • All university purchases requiring contracts must go 
through the Procurement department for signature. 

• Employees do not have the authority to sign 
purchasing agreements on behalf of the university.



Procurement Planning Timeline
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Historically, they haven’t been close to warrant action. 
Contracts
Typical processing 
time: 30+ business 
days

Purchasing
Typical processing 
time: 1-3 business 
days

Invoicing
Typical processing 
time: 1-3 business 
days

Supplier
Typical processing 
time: 1-3 business 
days

Supplier Request 
Submitted

Supplier Registration Review/Approvals Supplier Activated

Contract Request 
Submitted

Contract Terms Reviewed & 
Negotiated Contract Approvals & Signature Contract Executed

Requisition 
Submitted

Approvals Requisition Processed Purchase Order Distributed

Payment DistributedPO, Receipt, and Invoice MatchedApprovalsInvoice 
Created

Timeline does not include financial approvals. 
Urgent requisitions - please notify approvers.



Order 
Competition 

Status



Open PO’s  
Shopping Dashboard
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Comment requests for closure on 
purchase order. 

Close throughout year to get back 
unused funding.



Unmatched Invoices
Approvals Dashboard
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Review status and address any 
issues such as need for 
receiving, change request, etc.



Unmatched Invoices
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Select “Matching” to identify 
reason invoice is unmatched.



Invoices Requiring Receipts
Uninvoiced/Partially Invoiced PO’s
Payments Dashboard
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Create receipts if 
products/services have been 
received/completed.

Obtain invoices from vendor.



Coming soon…
Updated Purchasing Policy
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Solicitations

Solicit a minimum of 3 bids for 
purchases over 10k 
(LU branded over 1k)

Bid Matrix

All purchases over 10k require 
a Bid Matrix, located in the 
Procurement Document Library

Notification

Procurement must be notified 
by email and included in the 
acquisition strategy of 
purchases above 100k



Competition 
Bid Matrix Form

Standardizes documentation of 
competition results

Calculates and highlights cost 
savings or additional cost

Justification if higher bid is 
selected
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FY24 Stats

• 23,626 purchase orders -18% increase 
   
• 1,362 non-PO check requests – 4% increase 

 Violation of Board of Trustees Signature 
Policy by authorizing use of University 
funds without a purchase order

• 387 urgent requisitions (higher than FY23)

• 10% cost savings in FY24 beginning 9/11

 Average cost savings 8 – 17%

17



Contact Us
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• procurement@liberty.edu
• (434) 592-3012

• acctspay@liberty.edu
• (434) 592-3166

• pcard@liberty.edu
• (434) 582-2266

• travel@liberty.edu
• (434) 582-8760

• contracts@liberty.edu 
• (434) 582-7839

Purchasing Services

Contract Services

Payment Services

P-Card Services

Travel Services

• enterprisesourcing@liberty.edu
• (434) 592-5058Enterprise Sourcing

mailto:procurement@liberty.edu
mailto:acctspay@liberty.edu
mailto:pcard@liberty.edu
mailto:travel@liberty.edu
mailto:contracts@liberty.edu
mailto:buylucatalogs@liberty.edu


Thank You
Q&A
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Procurement 
Training & 
Resources
• Procurement Website

• Training Videos
• Document Library

• Procurement Training Month – 
April 2024

• Training schedule to be 
posted on Procurement 
website

• Newsletter announcement
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https://www.liberty.edu/finance-admin/procurement/policy-forms/?refresh=1
https://www.liberty.edu/finance-admin/procurement/policy-forms/?refresh=1
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Procurement 
Planning Checklist
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PROCUREMENT PLANNING CHECKLIST  

  
 

SUPPLIER 

 Check to see if supplier is registered in BuyLU: 
Suppliers > Search for Supplier 

 If you need a new supplier, request one by 
going to BuyLU > Suppliers > Request > 
Request New Supplier 

 New supplier request requires current year 
W-9 and COI (if required) 

 
 
 

CONTRACT 

 Ensure supplier is registered in BuyLU. If not, 
submit a supplier request before submitting 
contract request 

 Submit contract request in BuyLU  

 Quote  

 Agreement (contract, terms & conditions, etc.) 

 If ICA, need ICA and ICA Questionnaire 

 COI (if required) 

 Supporting Documentation (as needed)  

 Receive request from Contract Administrator to 
submit requisition 

 
 
 
 
 
 

CREATE A REQUISITION 

 Determine whether purchase can be made via 
a BuyLU catalog. If not offered via catalog, 
submit non-catalog requisition 

 Confirm supplier is active in BuyLU. If not, 
Request New Supplier 

 If a contract is involved, submit new contract 
request in BuyLU. Wait for request from 
Contract Administrator to submit requisition 

 Submit non-catalog requisition 

 Attach corresponding documentation (Quote 
from vendor, contract, statement of work, 
proposal, etc.) 

 For requisitions valued at over $10,000, 
multiple formal bids are required. For 
promotional products, multiple formal bids 
are required, and the threshold is reduced to 
$1,000 

 

RECEIVING 

 Once item arrives, create receipt on PO in BuyLU 

 
PAYMENT 

 Instruct vendor to email invoices to Payment 
Services at acctspay@liberty.edu 

 

Use this checklist to keep track of all required documentation and forms required for your purchase. 
• Procurement Policy & Forms are located on the Procurement & Payment Services website: 

www.liberty.edu/finance-admin/procurement/policy-forms/ 
• Got questions? Contact Procurement by email or phone: 

o Email: procurement@liberty.edu 
o Phone: (434) 592-3012 





procurement planning checklist 

 Use this checklist to keep track of all required documentation and forms required for your purchase.

· Procurement Policy & Forms are located on the Procurement & Payment Services website: www.liberty.edu/finance-admin/procurement/policy-forms/

· Got questions? Contact Procurement by email or phone:

· Email: procurement@liberty.edu

· Phone: (434) 592-3012





  





		Last Revised: March 2023

		SUPPLIER



		 Check to see if supplier is registered in BuyLU: Suppliers > Search for Supplier



		 If you need a new supplier, request one by going to BuyLU > Suppliers > Request > Request New Supplier



		 New supplier request requires current year W-9 and COI (if required)











		CONTRACT



		 Ensure supplier is registered in BuyLU. If not, submit a supplier request before submitting contract request



		 Submit contract request in BuyLU
 



		 Quote
 



		 Agreement
 (contract, terms & conditions, etc.)



		 If ICA, need ICA and ICA Questionnaire



		 COI (if required)



		 Supporting Documentation (as needed)
 



		 Receive request from Contract Administrator to submit requisition

















		CREATE A REQUISITION



		 Determine whether purchase can be made via a BuyLU catalog. If not offered via catalog, submit non-catalog requisition



		 Confirm supplier is active in BuyLU. If not, Request New Supplier

 If a contract is involved, submit new contract request in BuyLU. Wait for request from Contract Administrator to submit requisition



		 Submit non-catalog requisition

 Attach corresponding documentation (Quote from vendor, contract, statement of work, proposal, etc.)

 For requisitions valued at over $10,000, multiple formal bids are required. For promotional products, multiple formal bids are required, and the threshold is reduced to $1,000







		RECEIVING



		 Once item arrives, create receipt on PO in BuyLU



		



		PAYMENT



		 Instruct vendor to email invoices to Payment Services at 








	PURCHASING SERVICES
	Purchasing Services 
	End of FY24 Guidance
	End of FY24 Guidance
	End of FY24 Guidance
	End of FY24 Guidance
	Purchasing Methods
	Thresholds
	Procurement Planning Timeline
	Order Competition Status
	Open PO’s  �Shopping Dashboard
	Unmatched Invoices�Approvals Dashboard
	Unmatched Invoices�
	Invoices Requiring Receipts�Uninvoiced/Partially Invoiced PO’s�Payments Dashboard
	Coming soon…�Updated Purchasing Policy
	Competition �Bid Matrix Form����Standardizes documentation of competition results��Calculates and highlights cost savings or additional cost��Justification if higher bid is selected�
	Slide Number 17
	Contact Us
	Thank You�Q&A
	Procurement Training & Resources
	Slide Number 21
	Procurement Planning Checklist

