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Orders Not Exceeding $30,000
In Accordance with Executive Order No. JML 25-104

PO Type NW is used for purchases of supplies, materials, and services up to $30,000 when an official NSU Purchase Order is required by the vendor. 

The Purchase Order is issued by Purchasing; delegated purchasing authority is not granted to the requesting department.
Requirements
Budget Unit Heads are responsible for obtaining pricing information, including shipping and handling costs, and ensuring the University receives the best value. Vendors must be informed that NSU is exempt from Louisiana sales tax.
The following are required:
· Enter a Purchase Requisition in Banner.
· Include the quote, estimate, or invoice number in the requisition documentation.
· Email supporting documentation to Purchasing for review.
· Purchasing issues the official Purchase Order to the vendor.
· The requesting department completes online receiving after delivery.
· The original invoice must be forwarded to Accounts Payable for payment processing.
Delivery
Items may be delivered through NSU Central Receiving or directly to the requesting department, as appropriate.
Compliance
Failure to obtain appropriate pricing comparisons or follow University purchasing procedures may result in an unauthorized purchase determination.

