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Change is 
Coming
Northk

departments will need to initiate a 
requisition for purchases.  Once the 
requisition has been approved and 
budget checked, a purchase order 
(P.O.) will be issued.  The P.O. will 
be sent to your vendor automatically 
through PeopleSoft.  Once your 
vendor has received the P.O. they can 
begin processing your order.  Vendors 
have been informed that products or 
services provided without an ofýcial 
P.O. may not be paid and have been 
asked to send invoices directly to 
Accounts Payable. For non-catalog 
requisitions, receivers will need to 
be applied in PeopleSoft.  Contact 
us (PRS) if you need to make any 
changes to a purchase order or 
request a new ship to code.  New 
forms for requesting a ship to code will 
be available on the NU Portal when 
PeopleSoft goes live. 

In accordance with University policy, 
bids must be solicited for purchases of 
$25,000 or more, unless a Preferred 
Vendor is utilized or the purchase is 
made through iBuyNU.  Purchasing 
Resource Services (PRS) will now be 

responsible for approving requisitions 
of $25,000 or more.  Requisitions 
for blanket orders, regardless of 
dollar value, will also be approved 
by PRS.  Please keep in mind that 
blanket orders shouldnôt be used as 
an open line of credit or for phone 
orders without detailed and speciýc 
transaction information.  Departments/
schools are strongly encouraged 
to involve PRS in the procurement 
process.

Procurement 
Cards
 
Although most purchases should be 
handled through a purchase order, 
there are instances when a P.O. 
is not practical or necessary. The 
Procurement Card is another way to 
make purchases for NU. 

Departments and schools can set 
limits for each P-cardðboth an 
amount per transaction limit and a 
monthly total limit. The Procurement 
Card can be used for: registration 
fees, subscriptions, membership dues, 
emergency products or services, and 
internet orders.

Departments/schools can also use the 
Procurement Card for purchases of 
less than $500 instead of using a P.O. 
for items not available on iBuyNU.

Please visit 

Procur җ ̾ oc ̾ ̾ ̾

Procurement Card..nort



COMPUTERS

We are pleased to introduce our new 
account representatives from Dell, 
Brett Felten and Michael Ager. Brett 
is located in the Chicago area and is 
available to address your departmental 
and school needs.  If you have any 
questions, please contact Devi Patel 
at d-patel3@northwestern.edu or 
(847) 491-8122.

Brett Felten
Dell Account Representative 
773-273-7158
Brett_Felten@Dell.com

Michael Ager
Dell Customer Service Representative
(800) 981-3355  ext. 7264004
Michael_Ager@Dell.com

Looking for 
Help?
PRS is here to assist you in 
managing the competitive bid 
process.  Northwestern requires that 
a competitive bid is conducted for 
all purchases of $25,000 or more, 
although competitive bidding is 
recommended for all purchases over 
$5,000.  Weôve recently worked with 
a number of schools and departments 
to establish contracts to meet their 
needs, including:
The Law School ï On-site catering 
services
Facilities Management ï Shelving 
and air-conditioning units
NU Qatar Campus ï Relocation 
services
We are currently working with the 
Registrarôs Ofýce to establish a 
contract for graduation supplies and 
University Housing for dorm room 
furniture.  If your school or department 
needs purchasing help, please feel 
free to give us a call!

Books: Barnes & Noble
Light Bulbs: Bright Electric
Laboratory Supplies: VWR, Invitrogen, 
Qiagen, Sigma-Aldrich, Integrated 
DNA (IDT), New England Bio-labs, 
Bio-Rad

Project 
Café 
Training 
Project Caf® training is now underway.  
For more information and to sign up, 
visit 
http://cafe.northwestern.edu/training.

Contract 
Changes and 
Updates

PAGERS

USA Mobility, our Preferred Vendor for 
pagers, has begun work on a project 
to improve reception in the Pancoe 
Building. 

FURNITURE

PRS and Risk Management have 
negotiated an agreement for 
ergonomic items with Workrite 
Ergonomics.  These items can be 
ordered through any of our ofýce 
furniture Preferred Vendors: Ofýce 
Concepts (Steelcase), Kayhan 
(Haworth) and Henricksen (Allsteel).

COFFEE

Due to rising fuel costs, a $5.00 fee 
will be added to all Filterfresh orders 



FAQ: What is 
PRS?
As the point of contact for centralized 
procurement activities, Purchasing 
Resource Services (PRS) is here to 
assist you.  Our job is to help your 
department or school make informed 
purchasing decisions in accordance 
with University policy.  






