W7 NORTHERN ARIZONA UNIVERSITY

PURCHASING CONTROLS SELF ASSESSMENT

Accounting for expenditures is a critical activity in any university. Universities have unique requirements
relating to the purchasing cycle due to budgetary reporting needs, the various fund types, and statutory
compliance requirements related to disbursing public monies. Internal control must be established to ensure
that procurement practices are consistent with sound business practices and legal requirement. Controls
must also provide reasonable assurance that transactions are properly authorized, accurately classified,
recorded on a timely basis and at correct amounts.

The following list of questions is designed to help you assess the state of your purchasing policy compliance.
This list is not comprehensive but hits major compliance points of the purchasing policy as it relates to
departments. The Purchasing Policies and Procedures can be found on the Purchasing website. The optimal
answer to each of the questions below is “Yes”.

If you find any “no” responses, now is the time to make a few changes. It may be easier than you think! If
you need help working through process improvements and thinking through alternatives, please feel free to
contact the Purchasing Services at 523-4557 or the Financial Controls office.

Response

GENERAL

1. Are policies and procedures relevant to the purchasing cycle current and in writing?

2. Are policies and procedures clearly stated and systematically communicated?

3. Do university employees only accept:
¢ Unsolicited advertising or promotional materials such as pens, scratch pads, and calendars?
e Occasional business lunches or food and refreshments of insignificant value?
e Other items of nominal or minor value (e.g., a box of candy or fruitcake) that are merely
tokens of appreciation and not related to any particular transaction?

4. Do university employees refuse anything of economic value such as a gift, gratuity, favor,
entertainment, or loan which is or may appear to be designed to influence official conduct in
any manner, particularly from a person who is seeking to obtain contractual or other business
of financial arrangements with the university (e.g., a vendor who has interests that might be
substantially affected by the performance or nonperformance of the employee's duty)?

5. Do university employees who have, or whose relative has, a substantial pecuniary or
proprietary interest (as defined in Arizona Revised Statutes, Section 38-502), in any contract

with, sale to, purchase from or service for the university makes known that interest to the
university and refrains from participating in any manner in such contract?


http://www.nau.edu/purchasing/Procedures/003.00_Index.htm
http://www.nau.edu/purchasing/index.htm
http://www.nau.edu/purchasing/Staff/Staff.htm
http://www4.nau.edu/comptr/financialcontrols.html
http://www.azleg.state.az.us/FormatDocument.asp?inDoc=/ars/38/00502.htm&Title=38&DocType=ARS
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Do employees make known any actual or potential conflicts of interest by completing the
form entitled "Disclosure of Substantial Interest”?

Is the procurement of supplies, equipment, or services from any employee or firm owned by
an employee of the university made only through public competitive bidding conducted by
the university’s Purchasing department?

PURCHASING

10.

11.

12.

13.

14.

Are bids or proposals to provide goods or services to the university only accepted if they are
prepared by someone other than the person(s) who prepared the specifications or plans
requiring the goods and services?

Do only those individuals that have been delegated signature authority, in writing, by the
university President sign contracts on behalf of the Arizona Board of Regents and/or
Northern Arizona University?

NOTE: If a signature is required on a form that commits university funds or obligates the university in any way, the
form is a contract. Types of contracts include, but are not limited to Facility Use Agreements, On-Line agreements,
Hotel agreements, Catering agreements and Software agreements. Only those positions listed under the Signature
Authority policy have received delegated authority.

Is a certificate of insurance present for all applicable service contracts?

For all purchases that require the approval of Purchasing and that are greater than $5000, is
an Advantage RQS document completed prior to placing an order?

Is any documentation associated with an order like that described in question 11 (i.e. quotes
and contracts) forwarded to Purchasing?

Are purchases not artificially divided or fragmented into increments costing less than $50,000
to circumvent the applicable competitive sealed bidding requirement for procurements
costing more than $50,0007?

For requests that are $25,000 or greater and less than $50,000, are a minimum of three (3)
quotes acquired and forwarded to Purchasing with the RQS?

Response


http://www.nau.edu/purch/Forms/Forms.htm
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Response

15. Are the specific policies regarding the following Special Procurements are followed?

e Live Animals (Purchasing Policy 401)

¢ Radioactive Material (Purchasing Policy 402)

¢ Books and Periodicals (Purchasing Policy 403)

¢ Used Equipment (Purchasing Policy 404)

e Foreign Purchases (Purchasing Policy 405)

¢ Independent Contractors (Purchasing Policy 406)

¢ Food-Comptroller Policy (Comptroller's Policy 420-02)
¢ Food-Dining Policy (Dining Services Food Waiver Policy)
e Hazardous Materials (Purchasing Policy 410)

® Property Leases (Purchasing Policy 412)

¢ Bid Waiver (Purchasing Policy 306.02)

e Sole Source (Purchasing Policy 304.02)

e Capital Equipment (Purchasing Policy 408)

16. Are all purchases for exclusive items are purchased off appropriate contracts? (See Exclusive
Contracts Policy)

17. If a vendor does not exist on the vendor table, does the department fax a Vendor Registration

Form to the prospective vendor for completion?
RECEIVING

18. Upon receipt of merchandise, does the ordering department verify that the goods are as
specified and in good condition and a receiver (RC document) is entered into Advantage?

19. Are invoices delivered with the shipment or sent to the department directly, forwarded to
Accounts Payable, Box 4104, for payment processing immediately upon receipt?

20. Is all capital and computer equipment tagged by the Property Administration department?

(See Property Administration CSA and Property Administration website)

21. Are purchasing and receiving duties performed by different individuals?


http://www.nau.edu/purch/Procedures/003.00_Index.htm
http://www.nau.edu/purch/Procedures/003.00_Index.htm
http://www.nau.edu/purch/Procedures/003.00_Index.htm
http://www.nau.edu/purch/Procedures/003.00_Index.htm
http://www.nau.edu/purch/Procedures/003.00_Index.htm
http://www.nau.edu/purch/Procedures/003.00_Index.htm
http://www4.nau.edu/comptr/policies_procedures/com420-02.html
http://www.nau.edu/purch/Procedures/003.00_Index.htm
http://www.nau.edu/purch/Procedures/003.00_Index.htm
http://www.nau.edu/purch/Procedures/003.00_Index.htm
http://www.nau.edu/purch/Procedures/003.00_Index.htm
http://www.nau.edu/purch/Procedures/003.00_Index.htm
http://www.nau.edu/purch/Procedures/304.08%20Exclusive_Contracts.htm
http://www.nau.edu/purch/Procedures/304.08%20Exclusive_Contracts.htm
http://www.nau.edu/purch/Forms/Forms.htm
http://www.nau.edu/purch/Forms/Forms.htm
http://www.nau.edu/purch/Property%20Administration/Property_Administration_Home.htm
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Please enter any comments in the box below. Please be sure to reference the question number.

Questionnaire Completed By :

First Name: Last Name: EmplID:
Department: Date Completed:
Please enter 3 letter code from this list. Please use format mm/dd/yy

By submitting this form, | am attesting that all information

given is correct and whole to the extent of my knowledge.
Please submit only once — this process may take a moment.

To reset the entire form, including comments, click here: | RESET FORM



https://www4.nau.edu/advantage3/jurisbudmngr.asp
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