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In general, purchases for sponsored projects should be proposed by the project team members delegated this responsibility by their respective project leads. Purchases for developmental initiatives (e.g. TSME projects) will be proposed by those project leads or delegates. Purchases for sub-units (including office supplies) will be proposed by sub-unit directors or their delegates.  Access to TDX and M-Marketplace can be granted as needed with subunit approval.
Note:  Any bid process takes a significant amount of time, from a few weeks to several months.
 
Software:
 Has CMT reviewed the software for any security or data ownership issues?
·         If CMT has not reviewed, forward details to CMT (isr-securityteam@umich.edu).
·         If purchase is a renewal or of the same type as a known, prior purchase, Finance can confirm if CMT has reviewed.
Has Finance reviewed terms and conditions?
·         If Finance has not to your knowledge reviewed, note this in the SRO Procurement TDX ticket.
 
Create an SRO Procurement TDX ticket and proceed as specified below:
I.         Is the software purchase less than or equal to $10K?
A.      If yes:
1.       Is the purchase from a preferred supplier (e.g. CDW)?
a.      Not required but it may simplify the purchase process.
 b.      Link for preferred suppliers: https://procurement.umich.edu/u-m-employees/purchasing/advanced-supplier-search/
2.       Can we pay via Purchase Order (PO) or does it have to be a PCard purchase?
 a.      PCard purchases are contingent upon Finance and Procurement approval.
B.      If the purchase is over $10K, please indicate this in your ticket.
1.       If a preferred supplier, Finance will work with Procurement to move forward.
2.       If not a preferred supplier, a bid process is very likely, or a sole source process at a minimum.  Finance can provide information to start a sole source or bid process.
 
Printing and Duplicating:
Please proceed as specified below:
I.         Can ISR Duplicating or U-M Print Copy Mail (PCM) complete this job by the established deadline? If yes, consider using them.
A.      ISR Duplicating (link is located on ISR Intranet): https://duplicating.isr.umich.edu/
       B.      U-M Print Copy Mail: https://printcopymail.umich.edu/
                     C.      Neither TDX nor Quote to Order (QTO) is required.
II.       You can also use FedEx/Kinko’s or Dollar Bill.
A.      Please note that these suppliers can charge their services directly to a shortcode.
1.       Create an SRO Procurement TDX ticket only if the total cost of the single order exceeds $5K.
III.     If the above options will not work, proceed to the QTO system to select suppliers.
A.      Start the QTO process by going to the Procurement Services website: https://procurement.umich.edu/u-m-employees/purchasing/ordering/quote-to-order/
                      B.      Fill out the QTO bid form and select suppliers who will supply bids.
C.      Accept a bid. Note: You can select more than one supplier to work with.
D.      Create an SRO Procurement TDX ticket.
E.       Note: The limit for purchases for QTO is $75K. If the purchase is in excess of $75K, create an SRO Procurement TDX ticket as detailed below.  It will require at least 3 supplier quotes and additional approvals from Procurement.
IV.    If none of the suppliers within the QTO system can complete the job:
A.      Create an SRO Procurement TDX ticket.
B.      Under $50K does not require a bid but may require Finance review.  Some suppliers take shortcodes.
C.      If over $50K, a bid process is very likely.  Finance can provide information to start a sole source or bid process.
 
Other Purchases:
Create an SRO Procurement TDX ticket and proceed as specified below:
Note:  If there are any special conditions (data review, overlap with other projects), please note that in the ticket.
I.         Is the purchase less than or equal to $50K?
A.      If yes:
1.       Is the purchase from a preferred supplier?
 a.      Not required but it may simplify the purchase process.
2.       Can we pay via Purchase Order (PO) or does it have to be a PCard purchase?
 a.      PCard purchases are contingent upon Finance and Procurement approval.
B.      If the purchase is over $50K, please indicate this in your ticket.
1.       If a preferred supplier, Finance will work with Procurement to move forward.
2.       If not a preferred supplier, a bid process is very likely, or a sole source process at a minimum.  Finance can provide information to start a sole source or bid process.
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