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Institutional Guidelines and Procedures
for Purchases Not Exceeding $50,000

1.0 GENERAL

West Virginia State University (WVSU) maintains a Purchasing Office to assist faculty and staff
with the acquisition of goods and services. This manual is to establish rules and policies
governing and controlling the purchase, acquisition of commodities not exceeding $50,000.

The primary goal of the Purchasing Office is to obtain the goods and services desired by the
faculty and staff, with the highest quality, lowest cost and within a reasonable time frame. The
Purchasing Office in all of its functions seeks the highest degree of professionalism.

Any portion of this manual that may become contrary to state law, and/or the rules, policies and
procedures of the Board of Governors will be considered null and void.

2.0 DEFINITIONS

2.1 “Chief Financial Officer(CFO)” is the Vice President for Business and Finance at
West Virginia State University or his/her designee in the CFO’s absence.

2.2 "Chief Procurement Officer(CPO)" means the individual designated by a president
of a state institution of higher education to manage, oversee and direct the
purchasing, acquisition and inventory management of materials, supplies, equipment,
services, and printing, and disposal of obsolete and unusable equipment, surplus
supplies, and other unneeded materials for that institution. At West Virginia State
University, the Purchasing Director assumes this role.

2.2 "Commodity" means an article which is useful or serviceable, particularly an
article of merchandise movable in trade; a good, or service of any kind, including
construction; an article of trade or commerce; things that are bought and sold.

2.3 "Essential service" means something basic; a “commodity” as defined above, that
is necessary, indispensable, or unavoidable and is purchased in a routine, repetitive,
and noncompetitive manner. (as defined in Section11 of the HEPC Purchasing manual)

2.4 “Informal Quotes” means bids/quotes that are written, email, faxed, or
screenshots of online pricing.

2.5 “wvwvOASIS” means the State of WV Enterprise Resource Planning system.

2.6 “PCard” means the Procurement card that is used by West Virginia State University
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