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INSIDE PROCUREMENT

As your Chief Procurement Officer, | look forward to fostering transparency,
collaboration, and innovation. "Inside Procurement" is a monthly update and one
step toward strengthening our communication and celebrating the incredible work
you do.

— Ajay Patel

Competitive bid threshold: While we await the committee's approval of the revised
policy and its effective date, we are excited to share that we have recommended the
competitive bid threshold increase to $50,000. This change aims to streamline our
operations by reducing administrative delays for lower-dollar and lower-risk contracts.
Additionally, even with the higher threshold, we will continue to maintain transparency
and accountability by adhering to our ethical standards and financial guidelines.

The Commodity Matrix is a valuable tool that identifies the appropriate procurement
method for specific goods and services and clarifies when a purchase order (PO), non-PO
payment (check request), PCard, or Corporate Card is applicable. Using the Commodity
Matrix at the start of the purchasing process helps avoid delays, reduce rework, and
maintain a smooth, compliant procurement process.

>View the Commodity Matrix

Reminders: VendorInfo Portal: As we complete the one-month mark with the new portal, here are a
few important reminders to help ensure smooth processing:

-Check for Existing Vendors First
(Companies=Emory Express / Individuals=Compass)

-Vendor Setup Must Occur Before a Contract is Signed

- The Emory Employee Completes the Campus Requestor Form
-Provide a Clear Justification

>Learn More

P.O. Best Practices

v A Purchase Order should be used when ordering goods and/or services in advance, with payment to follow delivery
according to the supplier’s payment terms.

v/ The supplier receives and fulfills the order based on the PO, in accordance with Emory’s PO Terms and Conditions
and/or the applicable contract.

v This process enables departments to track spend against commitments or contract obligations effectively.

v A Non-PO Payment (Check Request) is appropriate for transactions that do not require a formal purchase order,
including athletic registration fees, charities/donations, payments for fraternities/alumni chapters, royalties, and utilities.

>Review More Procurement Best Practices

EMPLOYEE

What her colleagues have
to say. ..

“Denise consistently goes above and
beyond to help whenever | need assistance
or have a question. Her guidance always
makes a meaningful difference, and I'm
certain her work ethics reflect well on your
team!” Marla

“Denise has a remarkable ability to take
complicated issues and work through them to find
practical solutions. Her reliability and problem-
solving skills are refreshing and make a significant
difference in getting things done efficiently, and |
truly appreciate the value she brings to every
interaction.” Thank you, Kristen
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Stay In The Loop With Procurement: In addition to this monthly update, you can visit the_Procurement

Support Page anytime to view the latest updates. While updates will still be sent via email, the support page
serves as a convenient hub for all current information.

EMORY

Visit the Procurement and Support Services Website



https://finance.emory.edu/home/procurement/index.html
https://finance.emory.edu/home/_includes/documents/sections/procurement/commodity-matrix.pdf
https://finance.emory.edu/home/procurement/paying/vendor-mgmt/setup-maintenance/index.html
https://finance.emory.edu/home/procurement/paying/vendor-mgmt/setup-maintenance/index.html
https://finance.emory.edu/home/procurement/sourcing/best-procurement-practices-and-tip-sheets.html
https://finance.emory.edu/home/procurement/support-center/index.html
https://finance.emory.edu/home/procurement/index.html

