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VANDERBILT E’ UNIVERSITY

1.0 PROCUREMENT POLICY

In accordance with the authority delegated to the Director of Procurement Services and Medical Supply
Sourcing department the Board of Trust of Vanderbilt University and the Chancellor, all purchases,
irrespective of sources of funds, will be governed by the following policy:

It shall be the procurement policy of the University to obtain all supplies, equipment and services at the
lowest cost to the University that meet or exceed the customer’s specifications for performance, quality
and availability at the time of purchase. In conforming to this policy, the capability, capacity and historical
performance of the supplier will be considered and weighed in the decision process. Sourcing decisions
will also be tempered by supplier diversity and environmental impact considerations. Competitive bids will
be solicited whenever possible and practical and in compliance with all applicable federal regulations and
University policies.

1.1 PROCUREMENT MISSION AND OBJECTIVES

The responsibility for the purchase of all products, supplies, furniture, equipment, vehicles and services at
Vanderbilt University is divided between two organizations: Procurement Services and Medical Supply
Sourcing. Although reporting to different organizations and assigned different responsibilities, all core
systems, methods, policies and procedures remain common. For the purposes of this policy and
procedures manual, the term “Procurement” will include both Procurement Services (University Central)
and Medical Supply Sourcing (Vanderbilt University Medical Center and Clinics) unless specifically noted
otherwise.

Procurement is responsible for overseeing the commercial relationships between Vanderbilt University and
its suppliers and insuring that all aspects of our relationships are held to the highest ethical and
professional standards. Our suppliers contribute significantly to the ongoing success of Vanderbilt
University and Procurement in turn actively supports our suppliers and help them achieve their objectives.
The Supplier Diversity Program, which promotes commerce with small, disadvantaged and diversity
owned businesses, is one example of this support.

Procurement’s mission is to cooperatively develop and execute sourcing strategies with Vanderbilt
University departments for products and services that meet or exceed University requirements, and to
perform these services to the highest ethical and professional standards. Procurement Services:

e Provides leadership through contract negotiation, supplier management and conversion to
modern eCommerce purchasing technologies

e Promotes small, disadvantaged and minority-owned businesses through the Small Business
and Diversity Supplier Program

e Supports the University’s commitment to environmental responsibility

e Supports the University’s commitment to outreach to the local business community

e Assists departments involved in federal contracts and grants in maintaining compliance to all
applicable regulations

e Assists departments in maintaining compliance to all University policies regarding
contracting and purchasing.
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1.2 AUTHORITY FOR PROCUREMENT

Procurement Services is a department of the Division of Administration and reports to the Deputy Vice
Chancellor of Finance and Controller for the University. The Board of Trust and the Chancellor of the
University have delegated specific responsibilities for the administration of procurement policies and
procedures to the Director of Procurement Services.

The authority to make purchases from allocated departmental budgets for services or materials is
delegated to Procurement Services by the signature of the departmental administrator on the Purchase
Requisition. Approval to spend budgeted funds may be subject to prior approval of Contract and Grant
Accounting or Financial Management. Purchases on restricted center numbers must be authorized by the
Principal Investigator and reviewed and approved by Financial Management (VUMC) or Contract and
Grant Accounting (University Central) before being processed by Procurement Services.

Medical Supply Sourcing is a department of the Medical Supply Chain organization which reports to the
Chief Supply Chain Officer for the Vanderbilt University Medical Center. The Vice Chancellor of
Administration has delegated specific authority to Medical Supply Sourcing for the administration of
procurement policies and procedures related to the purchase of clinical supplies, services and equipment.

These functions and related responsibilities are centralized in this department within the Clinical Enterprise
and therefore departments should not be independently negotiating or signing contracts on behalf of the
department or the organization. It is the role of Medical Supply Sourcing to assist, provide oversight and
complete all procurement transactions including contracting with the exception of those areas that are
provided access to order independently through approved methodologies (PMM, eProcurement, Pcard)
through approved suppliers.

The authority to make purchases from allotted departmental budgets for services or products is delegated
to the Medical Sourcing Department by the signature of the departmental administrator on the Purchasing
Requisition. Approval to spend budgeted funds may be subject to prior approval based on the scope of the
purchase. All purchase requests are required to follow the established procedure for introduction of new
products, technology or services established through the Medical Economics Outcome Committee
(MEOC) when appropriate.

Procurement Services and Medical Supply Sourcing have the delegated authority and responsibility to:

e Manage the assessment and selection process for all Approved Suppliers

e Negotiate terms and conditions for supply contracts, service agreements and capital
equipment

Review, award and sign contracts for the purchase of products and services

Review, award and sign equipment and vehicle leases

Execute all purchase orders, regardless of format or process

Conduct bids for general use products and services, as well as support department-specific
sourcing projects

e Manage the ongoing business relationship with key suppliers

1.3 PROCUREMENT SERVICES ORGANIZATION

Procurement Services

Procurement Services is the primary organization responsible for the purchase of all general supplies,
furniture, equipment, vehicles and services for the University Central campus and School of Medicine
research laboratories.
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All Vanderbilt University Medical Center non-clinical product and service contracts, general MRO and
facility maintenance service contracts are also managed by Procurement Services. The following products
and services are managed by Procurement Services:

Capital Equipment and service contracts (non-clinical)
Consultants and Contractors (non-construction related)
Forms and Printing services

Furniture and interior design services

IT hardware and software

Research laboratory equipment and services
Research laboratory supplies

Logistics services

Maintenance / Repair / Operations (MRO) supplies and services
Office supplies

Office equipment (copiers, fax machines, printers)
Telecommunications products and services

Travel services and university event contracts

Vehicles and transportation services

Waste management, recycling services

Procurement Services office

110 21* Avenue South
Suite 1110, Baker Building
Nashville, TN 37203-2406
Phone: 615.322.2911
Fax: 615.343.6468

Procurement Services organization chart and contact list is at: Procurement Contacts List

Procurement Sourcing Personnel Assignments

Both Procurement Services and Medical Supply Sourcing departments use the same structure for
managing contracts, commodities, suppliers and purchase order processing. There are three distinct
personnel assignment classifications:

e Sourcing Officers — Sourcing Officers are responsible for managing all Requests for Proposal
(RFP) projects, contract negotiations and key supplier contracts. They work closely with the
Purchasing Agents to insure suppliers comply with our policies, procedures and contracts.
Sourcing Officers also have delegated authority to sign contracts within specific limits.

e Purchasing Agents — Purchasing Agents are assigned by commaodity or to specific groups of
departments. Agents process all purchase order requisitions and manage all delivery, quality and
price issues with suppliers. Agents also negotiate prices, terms and conditions with non-contract
suppliers for spot purchases and assist departments in finding suppliers for non-contract
purchases. Agents have delegated authority to sign purchase orders within specific limits.

e Administrative Assistants — These Procurement team members perform a vast array of tasks
including the preparation work on incoming requisitions, requisition quality audits, SPO
processing, PO requisition data entry and document imaging.

Website

The Procurement Services website contains comprehensive information about both Procurement Services
and Medical Supply Sourcing operations including preferred suppliers, contract programs, organizational
structure, Procurement personnel contact information, commodity support assignments and information for
suppliers. The website address is: http://www.vanderbilt.edu/procurement/
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Medical Supply Sourcing

The Medical Supply Sourcing department is a functional organization reporting to the Chief Supply Chain
Officer for Vanderbilt University Medical Center. Medical Supply Sourcing purchases all clinical patient
supplies, medical and surgical supplies, clinical capital equipment and all related clinical services for the
entire Vanderbilt University Medical Center. The following products and services are managed by Medical
Supply Sourcing:

Ambulance services

Clinical patient supplies

Clinical gases

Clinical distribution services

Clinical capital equipment & equipment services
Clinical engineering services

Environmental services

GPO contract management

Hospital nutrition, cafeteria and retail services
Laser services

Life Flight operations support

Linen services

Medical & bio-hazardous waste

Medical & surgical supplies

Medical laboratory supplies

Transcription services

The Supplier Liaison Office reports to Medical Supply Sourcing and resides in the Medical Supply
Sourcing office located in the Crystal Terrace building.

Although the Medical Supply Chain is a functional organization within VUMC, all core systems, methods,
policies and procedures are common between Medical Supply Sourcing and Procurement Services. These
common systems and methods include the existing purchase requisition process, eProcurement, the
Pcard program and invoice processing by Disbursement Services.

Medical Supply Sourcing office

3319 West End Avenue
Suite 570

Crystal Terrace Building
Nashville, TN 37203-1050
Phone: 615.322.5654
Fax: 615.343.4405

The Medical Supply Sourcing organization and contact list is at: Medical Supply Sourcing Contacts

14 PROCUREMENT FUNCTIONS

While the services performed by Procurement vary according to the individual needs of the University
departments, the following is a patrtial list of services and responsibilities assigned to Procurement:

Review, process and issue Purchase Orders (PO)
Prepare and issue PO change orders

Reconcile PO invoice discrepancies

Prepare and issue Requests For Proposals (RFP)
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e Determine optimal ordering method to meet requirements at lowest possible cost
e Analyze quotations and proposals
e Evaluate and select suppliers
e Evaluate performance of suppliers and related competencies / training requirements
¢ Manage general use supplier programs for the entire University (office supplies, etc.)
e Negotiate and review contracts
e Terminate contracts
e Maintain VandyConTracs contract management system
o Participate in development of specifications and standards
e Equipment leases and rentals
e Conduct training sessions for Procurement programs and systems
o |dentify cost reduction opportunities including:
o off-contract spending
0 tier maximization
0 product and process standardization
e Conduct market trend studies
e Conduct price/cost analyses
e Participate in shared/group purchasing and manage GPO relationships
e Schedule purchases and deliveries
e Determine modes of transportation and carriers
e Negotiate adjustments with suppliers
e Administer PeopleSoft APPO system
e Administer eProcurement system
e Assistin audits and reviews
o Represent Vanderbilt University at trade shows and educational procurement conferences

15 ISSUING OFFICE FOR UNIVERSITY

Procurement Services / Medical Supply Sourcing shall be the point of origin at Vanderbilt
University for all information pertaining to on-going and future general purchasing contracts,
processes and policies. Procurement Services / Medical Supply Sourcing should issue all
Requests for Proposals, contract documents, purchase orders and purchase order changes, and
correspondence relating to any of the above documents or projects. This policy is designed to
accomplish several goals:

e The RFP documents will be uniform in their organization and content, complete with terms
and conditions of the solicitation to which suppliers must agree before returning their
offers.

e The use of a standardized RFP process improves the quality of supplier proposals
received and makes the evaluation process more competitive and comprehensive.

e Procurement Services is the centralized clearinghouse for responding to supplier and
public questions, inquiries regarding specific projects or general questions concerning
procurement activities at the University.

e Campus Planning & Construction and VUMC Space & Facilities Planning have special
delegated authority to negotiate and manage all contracts with architects, construction
contractors and consulting engineers. Both department also issue purchase orders for
capital construction projects.
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2.0 UNIVERSITY POLICIES and BUSINESS ETHICS

21 CONTRACT SIGNATURE AUTHORIZATION POLICY

All procurement activity at Vanderbilt University is governed by the University’s “Authorization for
the Signing of Contracts and Other Documents” policy. This policy is located at: Vanderbilt
Signature Authority Policy

Unless specifically indicated in the Policy, departments generally do not have the authority to enter
into and sign contracts with suppliers.

NOTE: Contract signature authority is not the same as requisition signature authority.
Departments have delegated authority to commit budget dollars for specific centers. The Privilege
Management System Signature Authority (SigAuth) lists individual’s spending limits by center.

Privilege Management

See Section 5.0 Contracting Process for information on how to route contracts for review or
request assistance in drafting contracts.

2.2 CONFIDENTIALITY POLICY and PUBLIC RELATIONS

Procurement Services maintains regular contact with many individuals and companies seeking to
initiate or expand business relations with the University. University employees who come in contact
with supplier representatives should be constantly aware of Vanderbilt's image and reputation with
the supplier community and always act in a manner that is fair, courteous and consistent with
University policy.

Vanderbilt University is committed to fair and ethical business practices that encourages
competition and enhances our supplier relationships. A cornerstone of this policy is maintaining the
confidentiality of all supplier proposals, quotations, prices, contracts and other proprietary materials
by all Vanderbilt University employees. Confidential materials are not to be disclosed in any way to
other suppliers, outside organizations or to any unauthorized persons, nor as a private university,
are we in anyway obligated to do so. Disclosure of confidential materials is not only professionally
unethical and damaging to Vanderbilt's negotiations with suppliers, it also exposes Vanderhilt to
possible legal action. If you have questions about any request to provide information concerning
Vanderbilt contracts, pricing, supplier proposals or other internal information, please contact
Procurement Services, Medical Supply Sourcing or the General Counsel’s office for guidance.

23 FALSE CLAIM ACT POLICY
Notice Regarding Compliance with False Claims Acts

Vanderbilt requires all of its employees and contractors/suppliers to report any known or suspected
violation of the Federal False Claims Act or the Tennessee False Claims Act (collectively referred to
as the "FCA").

A person violates the FCA by: knowingly submitting, or causing another to submit, false claims for
payment of government funds.

For example, submitting a claim to Medicare for payment for services that were not rendered is a
violation of the FCA.

Any company doing business with Vanderbilt that becomes aware of, or has reason to believe that, a
FCA violation has occurred at Vanderbilt is expected to report this information to the Vanderbilt
University Medical Center Compliance Office by calling 615-343-2777 or using the confidential Help
Line at 615-343-0135. Known or suspected violations of the FCA may also be reported directly to the
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federal government. Vanderbilt prohibits retaliation for good faith reports of suspected violations of
the FCA and will take no adverse action against any person or company for making such reports.
False Claims Act

2.4 ETHICS

The following Code of Ethics has been formulated by the National Association of Educational
Purchasers (NAEP) and is practiced by Procurement Services:

e Give first consideration to the objectives and policies of my institution.

e Strive to obtain the maximum value for each dollar of expenditure.

e Decline promotional gifts of more than nominal value in compliance with
University policy

e Grant all competitive suppliers equal consideration insofar as state or federal
statute and institutional policy permit.

e Conduct business with potential suppliers in an atmosphere of good faith, devoid
of intentional misrepresentation.

e Demand honesty in sales representation whether offered through the medium of a
verbal or written statement, an advertisement, or a sample of the product.

e Receive consent of originator of proprietary ideas and designs before using them
for competitive purchasing purposes.

o Make every reasonable effort to negotiate an equitable and mutually agreeable
settlement of any controversy with a supplier; and/or be willing to submit any
major controversies to arbitration or other third party review, insofar as the
established policies of my institution permit.

e Accord a prompt and courteous reception insofar as conditions permit to all who
call on legitimate business missions.

e Cooperate with trade, industrial and professional associations, and with
governmental and private agencies for the purposes of promoting and developing
sound business methods.

e Foster fair, ethical and legal trade practices.

e Counsel and co-operate with NAEP members and promote a spirit of unity and a
keen interest in professional growth among them.

2.5 CONFLICT OF INTEREST

Vanderbilt as a general rule does not enter into purchasing contracts with students, faculty, staff,
or members of their immediate families. The University’s Conflict of Interest Policy Article Il,
Section B Business Relationships, governs the conduct of staff relative to business relationships.

Conflict of Interest Policy

2.6 GIFTS AND GRATUITIES

The University’s Conflict of Interest Policy addresses Gifts and Gratuities in Article 1, Section C for the
University and Vanderbilt University Medical Center. Gifts & Gratuities Policy

Gifts from the Health Care Industry - NO GIFTS, of any amount, may be accepted by individuals
from suppliers of pharmaceuticals, medical equipment and devices, or medical service suppliers
(hereafter referred to as the Health Care Industry) or their agents. This includes, but is not limited to,
companies currently engaged in or proposing to do business with Vanderbilt, a list of which is provided
here: Vanderbilt Compliance Policy HCI Supplier List
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2.7 PERSONAL PURCHASES

Because of the tax-exempt status of Vanderbilt University, Procurement Services cannot issue
purchase orders for personal purchases.

Suppliers are under no obligation to offer discounts to University employees. If they choose to do
so their offer does not obligate the University to do business with them in the future.

University employees should refrain from having personal packages shipped to their business
address as it places unnecessary burdens on receiving personnel.

The Human Resources department manages a separate program offering discounts to employees
as a benefit program of the University. Procurement Services has no involvement in the
formulation of those discounts nor is the University to be considered a party to any transactions
resulting from the offer of such discounts. Those transactions of a personal nature are taxable.

3.0 PURCHASING PROCESSES

3.1 PURCHASING METHODS MATRIX

The purchase of products and services at Vanderbilt University is accomplished through a variety
of different procedures. These procedures are designed to address the great differences in
complexity, value, risk and transaction volumes associated with our purchases. The advent of the
internet and electronic commerce technologies makes it possible for our departments to shop and
order their most commonly purchased products online, greatly reducing the entire process cycle
time. The introduction of the Procurement Card, (Pcard) has made purchasing from retailers and
local suppliers more efficient. The list below describes the current purchasing methods:

1. eProcurement — Vanderbilt's electronic shopping and purchasing system for
most products up to $25,000. Shop from a choice of: hosted Vanderbilt eCatalog,
VU-specific supplier online stores or send manually created form orders to over
1000 approved suppliers.

2. Purchase Order (Requisitions) — Paper forms used to purchase all complex
purchases that meet the following requirements:

e Products and services from suppliers not in eProcurement or over $25,000
e Capital equipment over $3000
¢ Independent Contractor/External Consultant services

3. PMM & NOVA Purchase Orders — Clinical enterprise ERP systems used to order
inventoried medical / surgical supplies

3. Procurement Card (Pcard) — University credit card to be used for low dollar,
discretionary transactions with local retailers, internet companies and travel
related services. Pcards can not be used to purchase medical / surgical supplies.

4. Small Purchase Order (SPO) — A pre-approved purchase order form used for
limited purchases under $500.00. This process is being phased out due to the
deployment of eProcurement and Pcard.

5. Procurement Services Methods Matrix — An online user guide to selecting the
most appropriate purchasing method for a particular product or service. It is
located at: VU Purchasing Methods Matrix
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and services

system. Orders

most supplies,

Purchase Primary Limits Comments Purchase Order
Transaction Transaction Number Formats
Method Types
Purchase Order High dollar complex | Limits are For suppliers not in 10 digit PO number
Requisition “A” purchases, leases, determined by eProcurement and
REQ restricted materials, | department and transactions over S0ZZXXXXKX
services, blanket University policies $25,000 “77" is the fiscal
orders year
Purchase Order Capital equipment Specific policies for | See specific policies | 10 digit PO number
1141 “ ” > H
Requisition “C $3000 VUMC and SOM for Capital 50ZZXXXXXX
REQ
“ZZ" is the fiscal
year
Purchase Order Independent Must be used for all | See specific policies | 10 digit PO number
Requisition “S” Contractor / External | Consultant for Consultants
REQ Consultant services | contracts S0ZZXXXXXX
“ZZ" is the fiscal
year
eProcurement High volume Approved suppliers | Online primary 10 digit PO number
products, supplies in eProcurement method for ordering 50ZZXXXXXX

travel

<$25,000 products and “z7Z" is the fiscal year
services
Purchase Card Non-contract, Spending limits Replacing None
(Pcard) discretionary or vary by department | SPO
retail spending; and card holder program

Small Purchase

Non-contract

Limited list of

Pre-approved

9 digit pre-printed

Orders (SPO) discretionary products and limited purchase PO number
spending services. Maximum | order. Legacy
$500 per program being 222-XXXXXX
transaction phased out
PMM Orders Purchase orders for | Limits are Only used for 7 digit PO number
clinical supplies determined by inventoried clinical BXXXXXX
VUMC policies supplies
NOVA Orders Purchase orders for | Limits are Only used for 9 digit PO number
clinical supplies determined by inventoried BZZXXXXXX
VUMC policies clinical supplies “ZZ" is the fiscal
year

3.2 ePROCUREMENT

eProcurement is Vanderbilt's electronic shopping and purchasing system that enables the online
creation and submission of requisitions. Products are selected from either a hosted online catalog
(“eCatalog”) or by shopping directly from a supplier's Vanderbilt-specific web site. Requisitions
may also be created by manually entering product and other order information for purchases from
over 1000 suppliers approved for eProcurement. Based on the center number(s) used and dollar
amount on the requisition, eProcurement automatically routes the electronic requisition to the
appropriate department administrator for approval and ultimately transmits the purchase order to

the supplier.

eProcurement is considered the primary method for ordering most commonly used products and
supplies for orders up to $25,000 in total value. eProcurement cannot be used to purchase
restricted materials or from suppliers not listed as authorized for eProcurement.
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More detailed information on eProcurement and how to get access and training is available at:
eProcurement

3.3 REQUISITIONS and PURCHASE ORDERS

Purchase Requisitions are paper forms used by departments to submit their request to
Procurement Services or Medical Supply Sourcing to purchase the supplies, equipment or services
desired. In addition to descriptions of the needed items or services, this form contains supplier
information, delivery requirements and locations, budget charge account and centers, and approval
signatures required by Procurement to create and issue a Purchase Order to the supplier.

A Purchase Order is a contractual document once sent to and accepted by a supplier, binds the
performance of both parties to the transaction. Only Procurement Services and Medical Supply
Sourcing have the authority to issue Purchase Orders for the University. Purchase Orders created
from Requisitions are processed using the PeopleSoft APPO system.

There are three standard Requisition forms used. Use the link below to see samples of each form:

1. Regular Purchase Requisition “A” REQ (60-005-803) most common use is for the one-
time purchase of any goods or services. When a department has frequent, recurring needs
for a variety of incidental items, the Purchase Order form may be used as a Blanket Order.
This type of order has a definitive expiration date and dollar amount for each transaction but
does not constrain the number of items to be purchased from a single Supplier. Such orders
generally apply constant discount percentages across a breadth of products. Easy to follow
instructions for completing regular “A” Requisitions is available at this link: "A" Requisition
Instructions.doc

2. Capital Equipment Requisition “C" REQ (60-002-411) — For the Purchase of all Capital
Equipment over $3000 in value. Capital REQs require prior approval from the appropriate
Finance Department prior to submission to Procurement Services.

3. Services, Independent Contractor/External Consultant Requisition “S” REQ (MC 2995)
For purchases of services from Consultants and the purchase of trade services from
Independent Contractors.

Sample Purchase Order Requisition Forms

Purchase Order Numbers — PO Numbers are 10 digit numbers beginning with “5” “50ZZXXXXXX"
where “ZZ" represents the last two digits of Vanderbilt's Fiscal Year (FY is 7/1-6/30) and X represents
sequential numbers. PO Numbers are used for all orders processed through PeopleSoft APPO
including all paper-based orders and eProcurement POs.

Once a Purchase Order has been approved, it is transmitted either by secure electronic means or by
fax to the Supplier. Only Procurement is authorized to assign a Purchase Order number to a
requisition.

Requisition forms will be returned if not completed correctly, if incomplete, or if the proper
signature is not provided.

IMPORTANT: A Purchase Requisition is NOT a Purchase Order. A Requisition does not have any
legal authority and it can not be used by departments to place orders to suppliers. The Requisition
Number is NOT the same as a Purchase Order Number. The Requisition Number is for internal
document tracking purposes only.

Supplier invoices received for orders placed with a Requisition and referencing the Requisition
Number will not be paid by Disbursement Services and will be rejected back to the supplier. A
Purchase Order must be issued against the approved Requisition by Procurement Services or
Medical Supply Sourcing.
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3.4 PMM and NOVA PURCHASE ORDERS

PMM (Pathways Materials Management) is the primary ERP system used by clinical enterprise
departments to order medical / surgical supplies and other inventoried consumable products. NOVA
is the legacy medical supply ordering system still in limited use. PMM will be used for all purchasing
activity either by an authorized user in the department or on behalf of the department by the Medical
Supply Sourcing. Authorization for using PMM must be obtained from the Manager of Information
Systems for Medical Supply Chain.

PMM Purchase Order Numbers are 7 digit numbers starting with “6” “6XXXXXX" with X representing
sequential numbers.

NOVA Purchase Order Numbers are 9 digit numbers starting with “5” with “ZZ” representing the last
digits of the fiscal year “5ZZXXXXXX" and X representing sequential numbers.

Any purchase order created in PMM or Nova for the procurement of bone, tissue or implants will have
the 7 digit or 9 digit number followed by the appropriate suffix: bon/tis/imp.

3.5 PURCHASE CARD (Pcard)

Vanderbilt University has established a Procurement Card Program to provide expanded convenience and
controls for low dollar purchases, and to establish a payment methodology that will support future
procurement applications. The Procurement Card (Pcard) is an institutional credit card designed to give
controlled buying power directly to the departments thereby eliminating many Purchase Orders, SPOs,
Check Enclosed Orders, and University and Medical Demand Check requests.

JP Morgan Chase MasterCard is the provider of the Vanderbilt University Procurement Card. MasterCard
is readily accepted by most suppliers and retailers and is a convenient purchase and payment tool for low
dollar purchases. The Pcard program is administered by Disbursement Services.

Under no circumstances should a Pcard be used to purchase medical / surgical supplies. Exceptions to
this policy must be approved by the CEO of the medical facility and confirmed in writing.

Pcards are issued in the employee’s hame. However, under no circumstances should a Pcard be used for
personal purchases.

More detailed information on the Pcard program and how to get access and training is available at:
Pcard Program

3.6 SMALL PURCHASE ORDER (SPO)

The Small Purchase Order (SPO) is a limited, pre-approved Purchase Order used by departments
to make purchases of less than $500.00 (including shipping charges). The Small Purchase Order
is used for low-dollar purchases of an immediate nature from non-contract suppliers and/or when
the processing of a conventional paper requisition through the purchasing system would not be
time or cost effective. The SPO program is being phased out in favor of the more efficient and
effective eProcurement and Pcard programs.

SPO forms are preprinted with a 9 digit number with a 222 prefix “ 222-XXXXXX" where X is a
sequential number.

Ordering the SPO form (60-005-806) — SPO forms are ordered from Procurement Services using
the eProcurement system. SPOs are sold in packs of 25 with a price of $7.95 per pack. A
maximum of 2 packs may be purchased per each order.
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USING THE SPO - Since SPOs are preapproved, the departments place their orders directly with
the supplier rather than submitting a Requisition to Procurement to be processed into a regular
Purchase Order. All SPOs must be approved by the Department Business Officer or other
designated person with the appropriate signature authorization for the specific Account and Center
numbers used for the transaction.

A. When placing the order with the supplier by telephone, or when picking up the item from the
supplier, creators must perform the following:

Secure firm pricing for the quantity of items you are ordering.

Give the supplier the complete SPO purchase order number.

Request the shipping date.

Give the specific departmental delivery address.

Standard Payment terms are Net 45 days.

Request the name of the individual with whom the order is placed.
Inquire whether a confirming hard copy is necessary. If a hard copy is
needed, write "Confirmation - Do Not Duplicate" to avoid a duplicate
shipment.

8 Inform the supplier that to insure their payment is processed correctly,
invoices must reference the SPO order number and be sent in duplicate to:

~No ok~ WNBE

Vanderbilt University
Disbursement Services
Box 1810, Station B
Nashville, TN 37235

9. Keep a copy of the SPO for department records

B. When placing the order with the supplier by mail, remember to do the following:

1 Verify item number, product description, quantity and unit of measure and
price before mailing.

2 Give a specific and complete department delivery address.

3 Give required delivery date.

4 Mail the supplier copy directly to the supplier address.

COMPLETING THE SPO
Regardless of your method of order placement, creators must fill out the purchase order form
completely to allow prompt invoice payment:

Complete supplier address

Department name

Deliver to address

Department Code

Complete product description and extend unit prices or attach list
Name of the individual with whom you confirmed the order

Date the order was placed

Authorized signatures

Valid account/center number

O©CoOoO~NOOOTA,WNE

SPO forms will be returned if not completed correctly, if incomplete, or if the proper
signature is not provided.
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DISTRIBUTION OF THE SPO
Once they are completed and signed, the SPO copies should be distributed as follows:

1 Yellow — Procurement Services

2 White - Supplier (if the supplier so requests or if placing order by mail)

3 Pink - Department copy

4 Green - Extra copy or discard
REMEMBER: It is important to forward the Yellow Copy to Procurement Services immediately so
the order can be encumbered and available for invoice matching. If Procurement does not receive
their copy in a timely manner, payments to the supplier will be delayed. Since the University’s
reputation in the business community is often tied to the speed with which we pay our bills,
continued delay in forwarding SPO copies for encumbrance and payment may lead to cancellation
of the department’s SPO program privileges. Suppliers may also refuse to accept SPOs if their
invoices are not promptly processed.

RECEIVING THE ITEMS ORDERED

Inspect orders immediately when they are delivered to your department. If problems are
encountered with quantity, quality, or the condition of items delivered, contact the supplier
immediately for resolution. Retain all shipping documents and original shipping containers until
problems are resolved. Refuse any duplicate shipments.

REGULATIONS OF THE SPO PROCESS

Procurement Services conducts a desk audit of every SPO prior to encumbrance. The audit will
verify that each order has an authorized signature, an appropriate account/center and is in
compliance with the regulations of the SPO program. Should any order be found to be in violation
of the regulations of the SPO program, the order will be returned to the department head and/or
individual having signature authority for that area, requesting an explanation for the out of
compliance issue. Only after receiving an appropriate explanation will the SPO be processed for
payment. Should repeated violations occur, the Director of Procurement Services may suspend
the department’s permission to use the SPO program. Examples of violations calling for such
action are:

Using the SPO for purchases exceeding $500.00

Dividing a single purchase exceeding $500.00 into multiple SPOs.
Purchasing prohibited items (Listed Below)

Failure to properly distribute copies of the order form or failure to do so in a
timely manner.

Using SPOs for “check enclosed” orders

SPOs submitted without the appropriate authorized signatures

A WNPE

o Ol

PROHIBITED USES OF THE SPO

Small Purchase Orders MAY NOT be used for purchases exceeding $500.00 (shipping included).
Due to existing regulations, fire codes, and internal controls, the following items MAY NOT be
purchased using a Small Purchase Order regardless of cost:

Alcoholic Beverages

Cadavers

Carpet and Draperies

Cellular Phones & services

Consultant Expenses

Controlled Substances, Prescription drugs
Firearms & Ammunition

Gas Cylinders and Rental Charges
Imported Products (i.e., orders to non-U.S. suppliers)
10 Laboratory Animals

11 Pager Rentals & Services

O©CoOoO~NOOOUPM~WNE
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12 Printing (Simple duplication of existing originals not prohibited)
13 Radioactive Materials

14 Travel Expenses, i.e. transportation, lodging and meals

15 Upholstered Furniture, Floor and Window Coverings

16 Upholstery Services

Additional items may be added to this exclusion list at the discretion of your individual department.
Refer to your departmental policies and procedures for the use of this program.

Small Purchase Orders MAY NOT be used for "check enclosed" orders. In such instances, a
Purchase Requisition form should be forwarded to Procurement Services indicating that a
University check must accompany the purchase order to the supplier.

3.7 PURCHASE ORDER CHANGES

Requests for cancellation or modification of Purchase Orders must be submitted to Procurement
Services in writing (email is acceptable) by an authorized department representative stating the
reason for the change, as well as, referring to the Purchase Order number and the supplier
involved. This policy particularly applies to those circumstances where increase in the dollar
amount of the order is required. Written approval for increases in PO amounts must be from an
authorized individual who has sufficient spending authority for the Account and Center number(s)
of the Purchase Order as confirmed by the Privilege Management System. No changes to the
Purchase Order amounts will be made without this documentation, except when the amount of the
change falls within the limited range of adjustment delegated to the Purchasing Agents. Revised
Purchase Orders will be issued to the supplier to confirm the authorized changes.

3.8 ACKNOWLEDGMENTS

Purchase Orders that are issued without a prior supplier quotation are contingent upon the
acknowledgment and acceptance of the supplier. This is accomplished either by written
acknowledgment of acceptance and projected shipping dates or shipment of the order. This
acknowledgment constitutes a legal contract between the two parties and confirms the supplier's
acceptance of the Purchase Order terms and conditions. For eProcurement suppliers using B2B
processes, email acknowledgements are sent to the customer automatically.

When delivery dates and/or exact product shipments are critical to the successful conclusion of
any projects, confirmation of Purchase Order requirements should always be requested from the
supplier. The acknowledgment/confirmation should be filed with the purchase order for reference.

3.9 PURCHASE ORDER TERMS AND CONDITIONS

All Vanderbilt Purchase Orders including eProcurement and SPO orders have standard Terms
and Conditions that are designed to protect Vanderbilt's legal rights in transactions with suppliers.
Only Procurement Services and Medical Supply Sourcing have the authority to change or waive
any standard PO terms and conditions including payment terms.

Click on the link for the latest version: Purchase Order Terms & Conditions

3.10 DAMAGES AND SHORTAGES TO ITEMS RECEIVED

When receiving items from freight companies, the number of packages received should match
exactly the number on the common carrier's freight bill. If not, require the driver to write the
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number of packages received on the bill before signing. Inspect all packages for damage to the
outside container. Any visual damage should also be noted on the freight bill before signing.

In cases of concealed damage, a report should be made immediately to the delivering carrier. The
report should include the following information: Freight Bill Number, Purchase Order Number, the
date of delivery, supplier, and the extent of damage or shortage. In the event of damage, it is
essential that you retain all the original shipping cartons for inspection by a claims adjuster.

Interstate Commerce Commission regulations require the University to file claims within a specific
number of days. Failure to comply could result in the claim being disallowed. Notification upon first
discovery is recommended, even if the extent of damage has not yet been determined.

Errors in shipping by the supplier resulting in shortages should be reported to Procurement
Services immediately by the department. Sufficient detail should be given in the report that will
allow negotiation with and resolution of the error by the supplier.

3.11 RETURNS FOR CREDIT/REFUND

When a supplier has shipped items as specified on a purchase order, they have legally complied
with their part of the contract and are under no obligation to accept returned items for credit or
refund. Acceptance of a return by a supplier is not automatic, and if accepted, a restocking fee of
5% - 25% of the original item cost is sometimes charged by the supplier. This charge will have to
be paid by the requisitioning department.

When an item is received from a supplier that is not as specified on the purchase order, contact
should be made by the department to that supplier requesting a Return Authorization Number.
The shipping label on the returned package must be marked with the Return Authorization
Number. Other identifying information should be placed on the outside of the returned package for
easy identification when received by the supplier. No item should be returned without prior
authorization from the supplier. Procurement Services can assist in securing credit or refunds
from the supplier.

3.12 INSURANCE REQUIREMENTS

Prior to commencement of any work or services on Vanderbilt University property, evidence of
appropriate insurance coverage must be presented by the supplier. The limits of liability should be
determined by exposure and not the size of the contract. The amounts and types of insurance
required for most contracts are listed below:

A. Workers' Compensation and employer liability insurance covering all of contractors' employees
who are engaged in any work under contract.

B. Public liability and property damage insurance (construed as including contractor's protective
and broad form insurance) that shall protect the contractor and any subcontractor performing work
covered by the contract from claims for damages for personal injury, including death, as well as
from operations under the contract, whether such operations be by the contractor or any
subcontractor, or by anyone directly or indirectly employed by either of them. The limits shall be no
less than $2,000,000 each incident, $4,000,000 aggregate and $1,000,000 property damage or
$2,000,000 combined single limit.

C. Automobile bodily injury and property damage liability insurance when the services to be
performed require the use of motor vehicles. Such insurance shall be secured from companies
licensed to do business in the State of Tennessee. The limits shall be no less than $500,000 each
incident, $1,000,000 aggregate bodily injury and $250,000 property damage.

D. Contractor shall furnish customer with documentation for proof of insurance evidencing this
insurance coverage before work is commenced under the Contract. All certificates of insurance
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shall provide that the insurance company will give customer thirty (30) days written notice prior to
cancellation or any change in the stated coverage of such insurance.

Questions regarding insurance requirements should be directed to the Risk and Insurance
Management Department: Risk and Insurance Management

3.13 SALES TAX EXEMPTIONS

As a not for profit institution, Vanderbilt University is entitled to claim exemption from most types of
sales taxes. When purchasing from a new Tennessee supplier, it is important to provide them
with our Tennessee Tax exempt number: TN 100142007.

Tax exempt forms for Tennessee: Tennessee Sales Tax Exempt Form

Other state sales tax exemption forms are located here: State Sales Tax Exemption Forms

40 PURCHASE ORDER TYPES

4.1 SERVICE AGREEMENT ORDERS

Service Agreement orders are purchase orders used to procure maintenance services for
equipment. These services are purchased when in-house expertise does not exist to maintain the
equipment in proper working order or when it is deemed more cost-efficient to contract with an
external supplier to perform the services.

Service Agreement orders are initiated using a Regular Purchase Requisition Form (A-REQ). All
supplier maintenance agreements should be attached to the requisition for review and execution
by Procurement Services. Any request for maintenance service should receive prior review and
approval from proper personnel within the department before forwarding to Procurement Services.

Agreement orders are generally established for one year and generally renewed each July 1st for
the new fiscal year or on the renewal date of the agreement.

4.2 BLANKET ORDERS

When repeated purchases of the same type of supply item are made by one or more departments
from the same supplier, Procurement Services may suggest the establishment of a single order
covering multiple purchases. Referred to as a "blanket" order, such orders may be established for
one or two years. This allows materials to be shipped upon individual requests from the using
department against the single order number. The introduction of eProcurement has eliminated the
need for most blanket purchase orders.

The blanket order often enables the University to obtain a lower contract price, reduces
administrative costs by eliminating multiple purchase requisitions, and puts the user directly in
touch with the source of supply.

The original requisition to establish a blanket order should contain specific information regarding
supplier products, price, and an estimated amount to be ordered on each occasion the blanket
order will be used. Only shipping dates are omitted.

Blanket orders must be renewed either annually or biannually on July 1st of the new fiscal year or
on the renewal date of a grant or contract. Prior to the start of each new fiscal year, Procurement
Services will prepare renewal requisitions for orders set to expire on June 30. These requisitions
will be routed to the department for their review, update, and signature. Procurement Services
does not prepare requisitions for orders expiring at times other than June 30. In certain instances,
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it will be practical to establish a blanket order for more than one year. Should such a potential
exist, contact Procurement Services for approval and instructions on how the request should be
made when submitting the purchase requisition.

By the nature of its intended use, a large number of transactions may occur between a department
and a supplier using the same blanket purchase order. It is important that the department to whom
the blanket purchase order is assigned monitor the purchases on a monthly basis to insure the
accuracy of supplier invoices and payment against them.

For the procurement of medical surgical supplies blanket orders will only be used for rare
circumstances that cannot be managed through the use of the PMM or Nova systems.

4.3 EMERGENCY ORDERS

Emergency situations, for purposes of this policy, shall be defined as any situation which, if not
corrected immediately, includes the following:

1. would result in a hazard to persons or property
2. could result in damage to buildings or facilities

3. would result in a violation of law, statute or ordinance established by governmental or
other regulatory agencies, or in any other fashion, if not acted upon

4. would be seriously detrimental to the interest of the University
Failure to anticipate an operating need is not, of itself, considered a bona fide emergency.

In many cases, emergency orders may be made using either eProcurement or a Pcard. In
circumstances where a purchase order is required due to the value or nature of the purchase, a
Confirming Purchase Order will be issued by Procurement Services.

To initiate an emergency purchase, the authorized person in the department may call
Procurement Services to request a purchase order number. He/she must state the nature of the
emergency, supplier's name and address, the material required, and the estimated cost. This must
be followed-up with a confirming purchase requisition sent to Procurement Services, using the
normal approval process, within three (3) days of the date the purchase order was given. In
addition to the information normally required for processing, this requisition must also note the
purchase order number issued by Procurement, the name of the Purchasing Agent who issued the
purchase order, the date issued, and the words "Confirmation Only, Do Not Duplicate” typed on
the form.

4.4 LEASE / LEASE PURCHASE / RENTAL ORDERS (EQUIPMENT)

A lease is an agreement conveying the right to use property for a specified time and for a specific
amount of money. In a true lease, the property being used remains the sole property of the lessor
(supplier), and the lessee (University) builds no equity in the leased property. A lease/purchase
agreement allows the lessee to build equity and purchase the property from the lessor for a
nominal amount at the completion of the lease. A rental agreement is similar to a lease in that the
user does not build ownership in the asset. A rental agreement differs from a lease in the length of
the agreement (usually less than one year) and the agreement can usually be cancelled by the
renter prior to the end of the agreement without penalty.

All forms of lease, lease-purchase or rental agreements must be reviewed and approved by the
requesting department’s appropriate Financial Management and signed by the Director of
Procurement Services or the Director of Medical Supply Sourcing subject to University signature
authority limits.

Department Procurement Policies & Procedures_v2.doc Page 19 of 52 10/19/2009



Y/ VANDERBILT

All lease / lease-purchase / rental orders must have an associated Purchase Order. The original
copy of the Lease Agreement should accompany the purchase requisition sent to Procurement
Services. Procurement Services tracks all leases using the VandyConTracs contract
management system.

4.5 PROCEDURES FOR NEGOTIATING & PROCESSING LEASES

Negotiation of Purchase Price and Acquisition of Equipment

The negotiation of the price and term & conditions for equipment to be leased is usually done
jointly by the capital equipment Purchasing Agent in either Procurement Services or Medical
Supply Sourcing in conjunction with the requesting department. In all cases, departments must
submit a Capital Purchase Requisition (“C” REQ) to their respective Finance Department for
financial review and approval. Once this written approval has been received, the department
routes the Requisition and the Lease Agreement documents to Procurement Services or Medical
Supply Sourcing for processing. Below are specific requirements for Vanderbilt Hospital, the
Monroe Caroll Jr. Children’s Hospital at Vanderbilt, The Vanderbilt Clinic, Medical Center Other,
and the School of Medicine.

Hospital (VUH and VCH), The Vanderbilt Clinic and School of Medicine Leases

The Hospital may only enter into operating leases.

The School of Medicine may have capital or operating leases.

If any lease terms change from the original lease document, the lease must be reviewed and re-
approved by the appropriate Finance Department.

New Equipment: If the total lease obligation, inclusive of finance charges, is $500,000 or greater,
the lease agreement must be approved and signed by the Chancellor.

Replacement Equipment: Replacement equipment with an incremental cost of $500,000 or
greater (incremental compared to the original equipment being replaced) that is purchased or
financed via a lease will be executed by the Vice Chancellor for Health Affairs or delegate: Senior
Vice President and CFO, VUMC; or Vice President of Finance — Business Development and
Corporate Planning.

If the total lease obligation, inclusive of finance charges, is less than $500,000 the lease
agreement may be executed by the Director of Procurement Services.

For all leases, a purchase order will be generated and signed by the Director of Procurement
Services or the Director of Medical Supply Sourcing.

University Central Departments

University Central departments may have capital or operating leases.

If the total lease obligation, inclusive of finance charges, is $500,000 or greater, the lease
agreement will be executed by the Deputy Vice Chancellor for Finance and Controller.

If the total lease obligation, inclusive of finance charges, is less than $500,000 the lease
agreement will be executed by the Director of Procurement Services.

For all leases, a purchase order will be generated and signed by the Director of Procurement
Services.
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Lease - Purchase Order Procedures

For most equipment leases the Capital Equipment “C” REQ is used. All lease REQs must be
signed or stamped by the appropriate Finance Department prior to submission to Procurement
Services. Lease requisitions received without Finance approval will be returned to the
department.

For equipment leases that also have a related supplies agreement such as copiers, a separate “A”
REQ must also be submitted to cover the annual charges for supplies such as toner and copy
charges.

Both the lease and supply Purchase Requisitions are to be authorized for the full lease period, not
on a year to year basis.

Lease - Notification of Termination

Departments will receive automatic email notifications prior to the lease expiration date. The
department will receive specific emails notices addressed to the appropriate department contact
as documented on the Purchase Order Requisition. A total of four (4) email notices are sent 90
days, 60 days, 30 days and 15 days prior to the expiration of the lease.

Return of Equipment and/or Review of Purchase Options

It is the department’s responsibility to respond to these notices and to contact the Purchasing
Agent prior to the expiration of the lease so that the appropriate action may be taken regarding the
disposition of the lease. If equipment is not returned to the Lessor after the expiration date of the
lease, the department is still contractually liable for the month to month lease payments regardless
of the total amount paid. Departments are also responsible for all monthly charges for
consumable supplies such as toner and copy charges for copiers.

Purchasing Agents will assist the departments in reviewing all options for the return or purchase of
all leased equipment and the processing of all necessary documentation.

The department must take one of three possible actions:
e The leased equipment must be returned to the Lessor or their designated assignee

e The department can purchase the equipment for the Fair Market Value (FMV) of the
equipment or, if the lease is a lease/purchase agreement, for the pre-negotiated buy out
price

e The department can elect to extend the lease on a month to month basis until they are
ready to return or purchase the equipment. In this case, the department must extend the
Purchase Order to cover the additional time and cost of extending the lease.
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5.0 CONTRACTING PROCESS

Departments wishing to enter into a contract for products, services or equipment or that have a
proposed contract from a supplier should first contact the Procurement Sourcing Officer
responsible for that particular product or service and if available, send a copy of the proposed
contract for review. The Sourcing Officer will advise if we have any active contracts with the
proposed supplier for the requested product or service. If no active contracts exist, the Sourcing
Officer will assist in finding or qualifying alternative suppliers. The Sourcing Officer will also
perform a review of supplier contracts to insure they are compatible with University requirements.

Contracts for the purchase of most products, services and equipment are to be reviewed with
Procurement Services prior to signature.

Consultant and Professional Services agreements are to be reviewed with Procurement Services.

Contracts for the purchase of clinical supplies, medical services and medical equipment are to be
reviewed by Medical Supply Sourcing.

Contracts related to grants or programs for Medical Research are to be reviewed by the Office of
Grants and Contracts Management (OGCM). OGCM

Contracts related to grants or programs for academic projects are to be reviewed by the Office of
Grants and Contracts Accounting (OGCA) through the Division of Sponsored Research.
Sponsored Research

Contracts with architects, consulting engineers and construction contractors are managed by the
Campus Planning & Construction and VUMC Space & Facilities Planning departments.

Procurement Services and Medical Supply Sourcing review contracts with General Counsel, Risk
Management, Finance and other Administrative departments for advice on legal, insurance,
licensing, public relations and other related matters.

51 STANDARD CONTRACT TEMPLATES

Procurement Services maintains a library of standardized contract templates for a wide variety of
purchases. Departments are strongly encouraged to use these templates in place of supplier
furnished contracts or developing their own unique contracts as these standard templates address
all general Vanderbilt University legal and commercial requirements and greatly reduce the time
required to complete contract negotiations. These standard contracts can be tailored to meet any
specific terms and conditions that may be negotiated. It is our experience that most suppliers will
accept our standard contracts without extensive changes. Contract templates may be requested
from the appropriate Sourcing Officer. Available templates include:

CONTRACT TEMPLATE APPLICATION
General Purchase Agreement For most products and services
Capital Equipment Agreement For custom, semi-custom or off the shelf

equipment purchases

Catering Agreement For hiring single event or long term
catering services

Confidentiality Agreement To be used before entering into discussions with
3 parties where sensitive or confidential
information will be disclosed
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Equipment Evaluation Agreement

To be used when accepting equipment for trial or
evaluation purposes prior to making a purchasing
decision

Equipment Rental Agreement

For equipment that is to be rented for a specific
period of time

External Facility Rental Agreement

To be used if a VU Department plans to
temporarily rent space from an outside party

HIPAA Business Associates Agreement

Required contract for all suppliers who will have
access to Protected Health Information (PHI) in
the course of performing their services

Performing Artist / Guest Speaker
Agreements

For hiring performing artists or guest speakers
for campus events

Professional Services Agreement

To be used to hire all External Consultants and
Independent Contractors

Software Licensing Agreement

Comprehensive agreement for licensing
software

Surplus Equipment Agreement

Contract to be used when selling VU owned
equipment to a 3" party

Department Procurement Policies & Procedures_v2.doc

Page 23 of 52

10/19/2009



Y/ VANDERBILT

6.0 CAPITAL EQUIPMENT PURCHASES

6.1 CAPITAL EQUIPMENT

Vanderbilt defines capital movable equipment as an article of nonexpendable tangible personal
property having a useful life of more than one year and an acquisition cost of $3,000 or more per
unit. Movable equipment consists of assets not intended for resale. Movable equipment includes
industrial and office equipment and tools, laboratory equipment, furniture, fixtures and vehicles.”

A link to the University's capital equipment policy is included here to further define the treatment of
accessories, attachments, shipping costs, installation costs, component parts and enhancements
to existing equipment and explain the classification of computer hardware and software.

Asset Capitalization Policy

6.2 CAPITAL EQUIPMENT REQUISITION PROCESS

Negotiation of Purchase Price and Acquisition of Equipment

The negotiation of the price and term & conditions for equipment to be purchased is usually done
jointly by the capital equipment Purchasing Agent in either Procurement Services or Medical
Supply Sourcing in conjunction with the requesting department. In all cases, departments must
submit a Capital Purchase Requisition (“C” REQ) to their respective Finance Department for
financial review and approval. Once this written approval has been received, the department
routes the Requisition and the Purchase Agreement documents to Procurement Services or
Medical Supply Sourcing for processing.

Requests for equipment purchases with an individual cost of $3,000 or more must be submitted to
Procurement Services on a Capital Equipment Requisition form (C-REQ) (#60-002-411). Capital
requisitions require prior review and approval by the appropriate Finance or Administrative
Department before they can be submitted to Procurement Services. Capital requisitions that do
not have the appropriate approvals from Finance will be rejected back to the department. In the
Clinical Enterprise, all capital quotes need to be submitted to Medical Supply Sourcing for
benchmarking prior to seeking the appropriate authorization signatures. This should be done in a
timely manner to allow for the appropriate due diligence. Artificial deadlines imposed by suppliers
will not be honored. Capital requisitions are to be routed to Finance for review / approval
according to the Center Number:

Research/School of Medicine

1-04 — Capital Regs over $25K must go to Kate Gibson’s/Ashley Billingsley’s group in Finance for
final approval (black stamp).

1-30 — Capital Regs over $25K must go to Kate Gibson’s/Ashley Billingsley’s group in Finance for
final approval (black stamp).

3-04 — Capital Regs over $25K must go to Kate Gibson’s/Ashley Billingsley’s group in Finance for
final approval (black stamp).

3-05 — Capital Reqgs over $25K must go to Kate Gibson's/Ashley Billingsley’s group in Finance for
final approval (black stamp).

4-04 — All Capital Regs ($3K & up) must go to Paula Yarbrough'’s group in Suite 800 in Finance for
final approval (black stamp).

4-20 — Capital Reqs over $25K must be signed by Sharon A. Buchanan, Hank Keeling or George
Sweeney (Office of the Dean).
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4-22 — Check for authorized signatures in Business Objects. No additional signatures or stamps
required.

4-30 — Check for authorized signatures in Business Objects. No additional signatures or stamps
required.

8-04 — Capital Regs over $25K submitted by Animal Care must go to Kate Gibson’s/Ashley
Billingsley’s group in Finance for final approval (black stamp).

Hospital (includes VUH and VCH)

4-01 — Regular Capital Reqgs ($3K & up) must have Charlotte Frey’s stamp (Finance) and the
signature of the appropriate Associate Hospital Director and CEO.

4-09 — Regular Capital Reqgs ($3K & up) must have Charlotte Frey’s stamp (Finance) and the
signature of the appropriate Associate Hospital Director and CEO.

8-01 — Regular Capital Regs ($3K & up) must have Charlotte Frey’s stamp (Finance) and the
signature of the appropriate Associate Hospital Director and CEO.

8-04 — Regular Capital Regs ($3K & up) must have Charlotte Frey’'s stamp (Finance) and the
signature of the appropriate Associate Hospital Director and CEO.

8-09 — Regular Capital Regs ($3K & up) must have Charlotte Frey’s stamp (Finance) and the
signature of the appropriate Associate Hospital Director and CEO.

All Capital Requisitions submitted by Space & Facilities Planning DO NOT need Finance’s stamp.

Capital Equipment Specifications Guidelines

Due to the cost and complexity involved with many capital purchases, it is recommended that
departments follow the process guidelines below:

1. A concise description of the equipment and its function

2. Equipment parameters, as appropriate, such as size, a description of the necessary
motions, the accuracy and functioning within desired tolerances, power requirements,
desired range of feeds and speeds, the machine cycle and a brief description of how
the equipment is expected to operate

Equipment components and attachments
Any special required tooling or utility preparation, and at whose cost

Energy efficiency guidelines

I

Computer system and operating software requirements, licenses and service
maintenance agreements

7. General information on standards, warranties, patent clauses, schematic drawings,
operating and maintenance manuals, spare parts lists and availability, installation, and
timeliness of delivery

8. Conditions of equipment acceptance and rejection

6.3 CAPITAL EQUIPMENT COST

Capital Equipment cost is the net invoice price of the equipment, including the cost of modifications,
attachments, accessories or auxiliary apparatus necessary to make the equipment usable for the
purpose for which it was acquired or fabricated.
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Under Vanderbilt policy, ancillary charges such as duty, transportation, protection in-transit
insurance, installation charges and are intended to be included in the capital equipment cost.

If an item of Capital Equipment is acquired by trading in another item, equipment cost is
determined by adding the net book value of the trade-in plus the additional outlay. The appropriate
center will be charged only for the cash outlay; the fixed assets system will record the gross cost
of the equipment.

6.4 ENHANCEMENTS

Capital Equipment is considered to be enhanced if a replacement part or any modification to the
Equipment materially increases its value and/or extends its useful life. tems meeting this definition
and capitalization standards of cost and useful life should be recorded as part of the original item
and its equipment tag number must be recorded on the Purchase Requisition when acquiring an
enhancement item.

Enhancement items should not be confused with replacement items necessary to repair a piece of
equipment. Repair items should be recorded as a repair and replacement expense.

In cases where the repair/replacement part is of a type other than that originally acquired and the
replacement will materially enhance the performance and/or the life of the Equipment, then the
replacement part should be considered as an enhancement rather than a repair and be accounted
for accordingly if it meets the capitalization standards of cost and useful life.

6.5 COMPUTER PURCHASES

For initial personal computer purchases, the following items will be considered as one unit:

System unit including disk-drive(s), emulation board, internal/external modems, memory
expansion board, co-processor, expansion chassis, cables, additional chips, keyboard monitor
and operating system software.

If the following items are acquired at an individual cost of $3,000 or more after the initial purchase
of a computer, they will be considered ENHANCEMENTS and coded as equipment:

additional disk drives (including replacements if they provide enhancement)
emulation board

internal/external modems

memory expansion board

Co-processor

expansion chassis

keyboard

monitor

N~ WNE

Software will be considered Capital Equipment if acquired at a cost of $3,000 or more per unit and
has a useful life of one year.

6.6 CONDITIONS OF ACCEPTANCE

Itis in the best interest of both the user and the University to list in detail the conditions that must
be met in order for equipment to be accepted. The physical measurement criteria and/or
performance should be clearly defined, whenever possible. The equipment should be tested
immediately after delivery and prior to invoice payment. Receipt of manuals, drawings and
replacement parts list should be included into an agreement on an acceptance date and final
payment.
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Acceptance Requirements - A document which itemizes the University's acceptance requirements
detailing specific design requirements, performance parameters, materials of construction,
tolerated deviations, and any items such as price, unit prices of components, and delivery should
be provided for execution by the suppliers.

One-of-a-Kind/Prototype Acceptance - When purchasing a one-of-a-kind or prototype equipment,
an additional condition of acceptance should be that total payment, or a portion thereof, for the
item will be deferred until the user is satisfied that the new equipment will perform as expected.
The agreement should clearly define what constitutes performance and how tests to verify
performance will be conducted.

6.7 EQUIPMENT REPAIRS AND UPGRADES

A Vanderbilt University Equipment Tag Number should be placed on purchase requisitions
involving expenditures for maintenance repair or enhancements of existing equipment. This will
enhance the tracking of equipment and reinforce the responsibility of the departments within the
University to assure that all equipment has been tagged and entered in the Fixed Asset
Accounting System.

Requests for maintenance contracts should be processed using the regular Purchase “A”
Requisition form. Maintenance contracts are not capitalized.

When expenditures are made on existing equipment that materially increases its value and/or
extends its useful life and meets capitalization standards of cost and useful life, it is considered an
enhancement and must be requested on a Capital Equipment “C” Requisition form.

6.8 NO CHARGE EQUIPMENT AGREEMENTS

In exchange for the purchase and use of their supplies by University departments, suppliers may
provide the equipment with which these supplies are used at no charge. This equipment remains
the property of the supplier, but the University may become responsible for the condition and
maintenance of the equipment during the course of the agreement. In such situations, the
department must submit a Capital Equipment “C” Requisition form and the equipment agreement
to Procurement Services detailing the terms and conditions of the program. Departments are to
include the value of the equipment on the requisition to determine the authorizing signature and
the level of insurance coverage Vanderbilt must provide. Procurement Services will issue a “no
charge” purchase order to the supplier to record our possession of the equipment for insurance
purposes. Supplies required to be used with the equipment are to be ordered using eProcurement
or regular purchase orders. Departments are strongly encouraged to consult with Procurement
Services first before engaging in equipment agreement negotiations.

6.9 EQUIPMENT EVALUATION AGREEMENTS

Suppliers may also provide equipment to the University at no charge for a limited period of time to
allow for the evaluation of the equipment’s performance prior to making a purchasing decision. In
such circumstances, the standard University Equipment Evaluation Agreement is to be used to
document the terms and conditions of the evaluation. This standard Agreement template
addresses the duration, evaluation criteria, future purchase price and the conditions for returning
or retaining the equipment. This agreement must be reviewed and approved by Procurement
Services prior to the delivery of any equipment. Evaluation agreements also require a Capital
Equipment “no charge” purchase order to be issued to the supplier to record our possession of the
equipment for insurance purposes. Departments are to include the value of the equipment on the
requisition to determine the authorizing signature and the level of insurance coverage Vanderbilt
must provide. Supplies required to be used with the equipment are to be ordered using
eProcurement or regular purchase orders. Departments are strongly encouraged to consult with

Department Procurement Policies & Procedures_v2.doc Page 27 of 52 10/19/2009



Y/ VANDERBILT

Procurement Services first before engaging in equipment agreement negotiations. Contact
Procurement Services for a copy of the Equipment Evaluation Agreement template.

6.10 USED EQUIPMENT PURCHASES

Prior to sourcing used equipment from outside parties, departments are encouraged to first check
the VUMC Surplus Equipment Store for suitable surplus equipment (see Section 9.0 Surplus

Property).

It may be necessary or advantageous at times to purchase used equipment. A thorough
inspection of the equipment should be made by the University department seeking to purchase
used equipment before any offer is made. In addition, the department should incorporate the
following conditions into any final sales agreement:

1. Acquisition of full legal title and the exclusive right of possession thereto, free and
clear of all liens, encumbrances, charges and taxes.

2. Indemnification against all claims, liens, and rights which may be asserted by any
person with respect to the equipment being purchased.

3. Disconnection of all equipment at seller's expense so it can be easily removed by the
buyer (Vanderbilt).

4. Deferred payment under seller's normal credit terms, or in the form of an installment
promissory note without any security interests being created.

5. Assurance that risk of damage or loss shall not pass to the buyer (Vanderbilt) until the
goods are physically removed by or delivered to the buyer (Vanderbilt).

6. Warranties relating to the condition and performance of the equipment, if possible.
The buyer (Vanderbilt) should, at a minimum, get a representation that the equipment
is in good workable condition.

7. Indemnification for patent infringement.

8. Warranty that the seller has full authority to sell the equipment in question, and that
such sale does not violate any existing law, regulation, or agreement.

9. The buyer (Vanderbilt) should insist on receiving a bill of sale.

10. A Capital Equipment “C” Requisition should be submitted to Procurement in all cases.

6.11 EQUIPMENT RENTALS

Equipment rentals must be processed using a standard “A” Requisition detailing the total cost of
the rental and the duration of the rental period. Rental of supplemental clinical equipment to cover
periods of high census should be coordinated through the Materials Management Equipment team
and should be placed through contract suppliers whenever possible. All rental equipment needs to
be processed through Clinical Engineering prior to being placed into use. Copies of the rental
agreement must be submitted with the Requisition for Procurement’s review and signature.
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7.0 COMPETITIVE SOURCING PROCESS

7.1 SOLICITATION OF PROPOSALS AND QUOTATIONS

It is the policy of Vanderbilt University to obtain competitive proposals or quotations where
possible on all products and services used by the University. All proposals and quotations
received will be evaluated on the basis of quality, service, compliance to specifications and price.
All awards will be made in the best interest of the University. Any or all proposals may be rejected
at the discretion of Vanderbilt University.

The competitive sourcing process is required where the value and/or nature of the item/service
warrants it and the item/service can be obtained from more than one source. Unless approved for
sole source procurement or otherwise covered under existing contracts, all requisitioned
items/services totaling $25,000 or more individually, or as a system including multiple
components, will be competitively sourced. Individual schools, divisions, or departments may
institute limits more restrictive than this guideline.

In establishing University procedures, Vanderbilt must comply with government procurement
regulations as contained in Office of Management and Budget (OMB) A-110, "Uniform
Administrative Requirements for Grants and Agreements with Institutions of Higher Education,
Hospitals and Other Non-Profit Organizations” OMB A-110 Circular as well as any additional
regulations or procedural formalities required by the contracting agency. As a result, certain capital
purchases may require prior approvals below this bidding threshold before proceeding.
Instructions regarding such approval are contained in Section 7.3 of this manual.

It is the policy of Vanderhilt University to use whenever possible and practical, women-owned,
minority-owned, disadvantaged, and small business suppliers which are able to provide products
and services of required quality on a timely basis at competitive prices. Procurement Services
maintains a list of qualified small business and diversity suppliers on the Federal Grant & Contract
Procurement website. Research Procurement Resources

7.2 PURCHASING FROM APPROVED SUPPLIERS

For many of our commonly used products and services, Procurement Services has negotiated
contracts with a select group of suppliers on the basis of their competitiveness and ability to serve
the needs of the entire Vanderbilt community. Our contracts have deep discounts and special
terms and conditions not generally available from non-contract suppliers. In many cases, our
contract suppliers have Vanderbilt-dedicated sales and service personnel. Purchases from our
Approved Suppliers meet the university’s requirements for competitive sourcing so no additional
competitive bidding is required.

To assure that the University continues to receive the maximum amount of pricing discounts and
benefits available, it is recommended that all faculty and staff order needed products or services
from the suppliers listed in the Approved Supplier Directory. Most of these Approved Suppliers are
available through the eProcurement system.

Our Approved Supplier Directory is arranged by Product/Service description, lists the approved
suppliers for each commodity, and can be sorted by either. Included in this directory are both
internal and external suppliers. Click on each supplier for a full profile. Should you have any
guestions about a commaodity or supplier, please contact the assigned Vanderbilt Purchasing
Agent listed in the profile. Follow the link to the directory: Approved Supplier Directory
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7.3 COMPETITIVE SOURCING

To insure that the resources of the University are protected and maximized, and to encourage
participation in the University's procurement process by a variety of suppliers, competitive
sourcing should be used whenever possible. Formal written Requests For Proposal (RFP) should
be used for most competitive sourcing projects. Sealed bids will be used when required by law,
government contractual requirements, or at the discretion of Procurement Services.

While Procurement Services encourages participation in the competitive sourcing process by as
many qualified suppliers as possible, at least three proposals are desired given the following
limitations: time constraints, availability of qualified suppliers and the opportunity for significant
cost savings.

Procurement Services has standard RFP templates available for use. Please contact the
Sourcing Officer or Purchasing Agent assigned to your commodity for more information.

Competitive Sourcing Process

Competitive Sourcing may be conducted using the following methods, the choice of which
primarily determined by the estimated dollar value of the project:

1. Informal bids — Informal bids may be solicited verbally, by email or by letter. This process
may be used at the discretion of departments or Procurement Services for items
estimated to cost more than $500 but less than $25,000. Departments must request
written confirmation of verbal bids from suppliers.

2. Formal RFPs should be issued for all items estimated to cost $25,000 or more where
clear specifications are available for comparative standards. Documentation of exceptions
to this process should be made using the Sole Source Section on the back of the standard
Purchase Requisition “A” form. Such documentation is subject to review and approval of
Procurement Services before processing.

3. Requests for Proposals may be issued for projects of any dollar amount where subjective
services or skill levels are an important component to a timely and successful completion
of the project.

4. After proposals are received and evaluated, the contract(s) will be awarded to the
supplier(s) presenting the best combination of price, delivery, compliance to
specifications, capacity to perform, and quality of service. Procurement Services uses a
standardized Proposal Evaluation matrix that assigns weighted values for each criteria
identified for a particular RFP. Procurement Services reserves the right to disqualify any
or all bids and to award contracts based on factors other than price.

5. On the basis of historical supplier costing and performance and market surveys,
Procurement Services may deem it more cost effective and efficient to confirm and award
some low dollar purchases without the competitive bid process. Documentation of such
action will be retained with the purchase records.

Exceptions to Competitive Sourcing

There are circumstances when competitive sourcing is not required or practical. Examples of such
situations are:

1. Purchases from suppliers on the Approved Suppliers List

2. Emergency situations endangering the health and safety of faculty/staff, students or third
parties
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3. Purchases that meet sole source procurement requirements (see Section 7.4)

4. Total Requisitions for products or services less than $25,000 (For Consultants, less than
$10,000)

7.4 SOLE SOURCE PROCUREMENT

Project requirements in some circumstances may dictate purchasing from one unique supplier for
certain products or services. Such situations require supporting documentation explaining the
exceptional circumstances of the purchase. On the back of the Purchase Requisition forms, space is
allocated for documenting Sole Source situations. Special signature approvals are required from the
department for all Sole Source Requisitions prior to review and approval by the Director of Procurement
Services.

Sole Source justification must be submitted when departments are requesting to purchase without
competition for equipment or services costing $25,000 or more individually or in aggregate per
purchase requisition. In the absence of such justification, Procurement Services will proceed with usual
and customary procurement practices. Instances when sole source procurement may be applicable
include the following:

1. Property or services can be obtained only from a specific supplier (i.e., real estate; one of
a kind items, etc.)

2. Competitive sourcing is precluded because of the existence of patents, copyrights, secret
processes, control of raw materials by suppliers or similar circumstances.

3. Procurement of electric power or energy, gas, water or other utility services where it would
not be practical to allow other suppliers to provide such services.

4. Procurement of technical services in connection with the assembly, installation or
servicing of equipment of a highly technical or specialized nature.

5. Procurement of parts or components to be used as replacements in support of equipment
manufactured by a particular supplier.

6. Procurement involving construction where a contractor is already at work on the site and it
would not be practical to engage another contractor.

7. Procurement where only a single supplier in a market has the capacity to provide and/or
maintain the equipment being purchased.

8. Procurement of compatible additions to existing equipment where a different
manufacturer's equipment would be impractical for the specific need.

9. The supplier or products are specified and required by the funding agency of a grant or
Federal contract.

10. VUMC Clinical Enterprise — For clinical supplies, services or capital, a full explanation
from the requisitioning department documenting the reasons for this restriction is required
and must be presented to the appropriate MEOC subcommittee for review and approval
or denial. The reasons should not only include justification as to why or whether the
requisitioner needs the item but must contain other elements such as: specific
characteristics essential to the proposed applications not available through other
suppliers.

Procurement Services and Medical Supply Sourcing have the final responsibility for determining
whether a Sole Source requisition meets the requirements of this policy.
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7.5 CONFIDENTIALITY OF PROPOSALS

Price quotations, supplier proposals and University internal documentation (including all Requests
for Proposals) are considered confidential. Confidential materials are not to be disclosed in any
way to other suppliers, outside organizations or to any unauthorized persons, nor as a private
university, are we in anyway obligated to disclose information. Disclosure of confidential materials
is not only professionally unethical and damaging to Vanderbilt's relationships with our suppliers, it
also exposes Vanderbilt to possible legal action. Exceptions are disclosures required by law,
government contractual requirements, and release of such private information as deemed to be in
Vanderbilt University's best interests. In addition, Vanderbilt does reserve the right to benchmark
all pricing through contracted 3" party resources acting as an agent on behalf of Vanderbilt.
Vanderbilt also reserves the right to enter into specific 3" party agreements allowing pricing
information to be shared for the purposes of analysis to achieve specific endpoints. If you have
guestions about any request to provide information concerning Vanderbilt contracts, pricing,
supplier proposals or other internal information, please contact Procurement Services, Medical
Supply Sourcing or the Office of the General Counsel for guidance.

7.6 LATE BIDS OR QUOTATIONS

It is the responsibility of all suppliers to ensure that their proposals are received by Procurement
Services no later than the appointed hour and date for submission as stated on the University bid
form or Request for Proposal document. Unless there are extenuating circumstances acceptable
to Procurement Services or it is deemed to be in the best interests of the University, late bids will
not be opened nor considered. Vanderbilt University does not conduct public bid openings.

7.7 ERRORS IN BIDS OR QUOTATIONS

Suppliers are responsible for the accuracy of their submitted proposals. In the event of a
discrepancy between a unit price and its extension, the unit price will govern. Proposals may be
amended or withdrawn by the bidder up to the bid submission deadline, after which, in the event of
an error, bids may not be amended, but may be withdrawn. After an order is issued, no bid may be
withdrawn or amended without penalty to the supplier, unless Procurement Services considers the
change to be in the best interest of the University.

7.8 SUPPLIER DIVERSITY & SMALL BUSINESS PROGRAM

Vanderbilt University is committed to the principle of diversity and equal opportunity in all of its
endeavors and applies this principle in its procurement activity with the objective of encouraging
participation by qualified suppliers categorized as small, disadvantaged, minority or women-owned
enterprises. The University believes that strengthening and expanding its supplier base in these
business classifications not only contribute to lowering our operational costs in providing
education, research and patient care, but also improves the overall health of the greater business
community within which we exist. It is a practice of the University to actively identify and solicit
gualified small, disadvantaged, minority or women-owned businesses and to provide and promote
equal opportunities for such suppliers within the University in order to promote supplier diversity.

In order to better meet the Supplier Diversity goals, Procurement Services coordinates the efforts
of the University in the following ways:

1. Identifies the business classification of our suppliers at the time of their registration
with Procurement Services.
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2. Provides listings of small, disadvantaged, minority and women-owned businesses to
the departments of the University.

3. Participates with local and regional minority purchasing organizations during
seasonal opportunity fairs to not only share information regarding University
projects, but also to identify potential new suppliers for participation in those
projects.

4. Creates periodic reports to monitor the volume of business done with small,
disadvantaged, minority and women-owned businesses and uses this information to
assess and improve the effectiveness of our program.

5. Publishes information on Diversity Suppliers on the dedicated Diversity Program
webpage VU Supplier Diversity Program

6. Coordinates and Sponsors an annual business diversity supplier fair.

7. Through these activities and the support of administrators throughout the University,
Vanderbilt recognizes the economic and social benefits derived by promoting equal
opportunity for the small, disadvantaged, minority or women-owned business
community.

7.9 GREEN PURCHASING PROGRAM

In order to reduce the adverse environmental impact of our purchasing decisions and in
accordance with the VU Environmental Commitment Statement Vanderbilt University is committed
to purchasing goods and services from manufacturers and suppliers who share our environmental
concern and commitment. Green purchasing is the method wherein environmental and social
considerations are taken into account with the price, availability and performance criteria that we
use to make purchasing decisions.

Environmentally-preferable products have a reduced effect on human health and the environment
when compared to other products and companies that serve the same purpose. Itis the
preference of Vanderbilt University that our suppliers use environmentally-preferable products,
materials, and sources wherever economically feasible. If two products are competitive in
performance characteristics and pricing, the University will favor the more environmentally-
preferable product or company.

The University and the supplier may negotiate during the contract term to permit the substitution or
addition of environmentally-preferable products when such products are readily available at a
competitive cost and satisfy the University’s performance needs. If a supplier is citing
environmentally preferable product claims, the supplier must be able to provide proper certification
or detailed information on environmental benefits, durability and recyclable properties.

Procurement Services has worked closely with the University's preferred office products, janitorial
products, and laboratory products suppliers to provide more easily identified environmentally-
preferable product selections. These products are readily identifiable in eProcurement and have
been collected into special “green purchasing” catalogs that anyone can request.

A basic screen for environmentally-preferable products is to look for those that are reusable
instead of disposable, recyclable, made with renewable energy, and contain a significant
percentage of post-consumer waste recycled content. Additionally, third-party certification systems
that indicate an environmentally-preferable product include:

1. “Energy Star”: indicates a product has met strict energy efficiency guidelines as set
by the U.S. Environmental Protection Agency (EPA) and Department of Energy
(DOE).
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2. “EPEAT": indicates electronics that are environmentally-preferable as determined by
the EPA and Green Electronics Council.

3. “FSC-Certified”: indicates products that have met the requirements of the Forest
Stewardship Council (FSC) for responsible management of forest resources, such
as office paper.

4. “SCS Recycled Content”: indicates a product that has been certified for recycled
content and meets the stringent EPS standard for providing a measurable and
significant environmental benefit over typical products in the same category.

5. “CRI Green Label”: Product certified by the Carpet and Rug Institute (CRI) to
improve indoor air quality.

6. EPA Design for the Environment (DfE): EPA has screened each ingredient for
potential human health and environmental effects and that-based on currently
available information, EPA predictive models, and expert judgment-the product
contains only those ingredients that pose the least concern among chemicals in
their class.

7. “Green Seal certified”: Products certified by Green Seal to meet environmentally-
responsible design, manufacturing, packaging, and transportation requirements.

More information on Vanderbilt University’s environmental programs can be found at SustainVU.

7.10 TERMS AND CONDITIONS

When contracts are awarded to outside suppliers, Procurement Services provides the supplier
with certain terms and conditions that state our expectations for their performance under the
contracts, and that provide remedies to the University in the event of supplier non-performance.
The terms and conditions are general in nature and should not be confused with the product or
service specifications set forth in the RFP document. Suppliers are expected to adhere to both the
contract specifications and the terms and conditions governing their work. Standard Vanderbilt
University Terms and Conditions include:

Payment Terms — Net 45 Days from the Invoice Date
Freight Terms — FOB Destination Prepaid and Add

VU Purchase Order Terms & Conditions

7.11 GENERAL SUPPLIER POLICIES and PROCEDURES

Procurement Services has issued a general policies and procedures manual for all Vanderbilt
University suppliers that addresses how to conduct business with the entire University. This
manual is located at the Vanderbilt Procurement Supplier web site: Vanderbilt Supplier Policy &
Procedures Manual. All companies seeking to conduct business with Vanderbilt University should
be directed to this web site and policies manual.
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8.0 VUMC CLINICAL ENTERPRISE SOURCING

8.1 CLINICAL SOURCING POLICY (MEOC)

All requests for new medical surgical supplies, technology or services (both operational and
capital) are required to go before the appropriate Medical Economics Outcome Committee
(MEOC) for consideration. The By-Laws and membership of MEOC and the subcommittees can
be found on the MEOC website at www.mc.vanderbilt.edu/meoc

Any product or service provided by a supplier and accepted by clinical faculty or staff without
being vetted through the appropriate clinical review process will be deemed to be “unapproved”
and therefore will not be paid for by Vanderbilt. In the event a product is used without
authorization, no charge shall be passed on to the recipient. Suppliers found to be providing
products or services outside of the approved process will be referred to the Vendor Liaison office
for appropriate discipline, up to and including removal from Vanderbilt. Faculty or staff found to be
accepting products or services outside of the approved process will be referred to the appropriate
department Chair and/or Administrator for appropriate action to be taken.

8.2 CLINICAL ENTERPRISE CONTRACT GUIDELINES

The Vanderbilt Medical Center Clinical Enterprise has specific contract requirements and
procedures for all contracts involving clinical supplies, services and equipment. When possible
and practical, Vanderbilt standard contract templates should be used in place of supplier contracts
as our templates are written to address our operational and legal requirements. Templates should
not be changed without approval.

When supplier contracts must be used, all efforts should be made to include a number of clauses
with language approved by Vanderbilt legal counsel. These clauses include Indemnification,
Compliance with Laws, Confidentiality, Assignment, Omnibus Reconciliation Act, Workplace Rules
and Conduct, Code of Conduct and Compliance Commitment. Any contract containing financial
incentives, rebates, or royalty free terms outside of the general contract price need to be reviewed
and approved by counsel to assure they meet all federal regulations. Contracts should contain
language that reflects a clear understanding of JCAHO requirements as it relates to the product or
service being contracted for when appropriate. Departments are strongly encouraged to contact
Medical Supply Sourcing or the General Counsel’s office for guidance before engaging in contract
negotiations.

The administration of Clinical Enterprise medical/surgical contracts is the responsibility of Medical
Supply Sourcing. The original contract will be held in the Medical Supply Sourcing Department and
shall be entered into the contract data base by the Contract Manager. All required elements will be
provided to the systems team for inclusion into the PMM database by the sourcing officers or
purchasing agents after the approval of the Directors of Materials management. A copy may be
provided to the department if necessary to meet daily operational needs. Contracts will be provided to
third parties with whom confidentiality agreements are in place, when appropriate, to assist with
compliance and benchmarking. Departments will receive notification from the Medical Supply Sourcing
Department when either renewal or termination dates are approaching for input on future
requirements.

The VUMC Clinical Enterprise will not hire, engage, or otherwise do business with an individual or
entity that is currently excluded, suspended, debarred, or otherwise ineligible to participate in federal
healthcare programs, or has been convicted of a criminal offense related to the provision of health
care items or services without being reinstated in the federal healthcare programs.
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8.3 AUTHORIZATION TO REQUISITION / PURCHASE SUPPLIES, SERVICES AND CAPITAL

It is the policy of the VUMC Clinical Enterprise that only Authorized Team Members requisition,
purchase and authorize payment for products and services.

Authorized Team Members

Authorized Team Members have the authority to requisition products and services through Medical
Supply Sourcing, or purchase supplies and services directly from suppliers to the extent necessary to
operate, so long as the individual is authorized to perform this function on behalf of the department or
facility, and such purchases are in accordance with this Procurement Policies Manual. The Pathways
Materials Management System (PMM) will be used for all procurement activity either by an authorized
user in the department or on behalf of the department by Medical Supply Sourcing. Authorization for
accessing PMM must be obtained from the Manager of Information Systems for Supply Chain. Under
no circumstances should a procurement card (Pcard) be used to purchase medical surgical supplies.
Deviations from this policy must be approved in writing by the CEO of the facility.

In some cases, a hon-manager team member may, as part of their normal job responsibilities,
perform the invoice approval function by checking pricing, contract terms, or other items on behalf of
others. The team member does not initiate these transactions, but only confirms relevant information
for approval purposes.

Authorized Team Members include the following:
e Management level team members (anyone with the position of “manager” or above).

e Team members, regardless of position, who have been authorized by their superior to
requisition items and have received PMM training and password or the ability to manually
complete requisition forms for processing by Medical Supply Sourcing.

Management’s Responsibility

In order to meet varying needs of each department within a facility, it is the responsibility of each
facility to develop its own guidelines and policies for manager approval activity such as seeking
additional approvals from their Administrators or Assistant Hospital Directors before performing the
requisition or approval. If approvals are necessary, then the facility must make the policy decision.

Requests for new capital technology require sponsorship by the appropriate Associate Hospital
Director and should be submitted to the MEOC Steering Committee for consideration. The committee
may approve a trial, if appropriate, but this should not be considered an endorsement or commitment
to purchase by the department or the supplier. Trial periods should be for a defined period or number
of cases. Equipment will need to be removed by the supplier imnmediately following the trial if: 1.) the
technology is not subsequently approved by the MEOC Steering Committee or 2.) capital funds are
not available for immediate purchase. Under no circumstances will supplier be requested to bring
capital equipment into a department for use without having gone through this process. If capital funds
are not immediately available and the technology being requested has been approved, the Medical
Sourcing Department will attempt to work with the supplier on behalf of the department to secure a
“No Charge Equipment Placement Agreement” for a pre-defined period of time. However, this
agreement should not be viewed as a permanent obligation for future purchase by either the supplier
or the department. All capital purchases will require additional authorization across the Clinical
Enterprise from the site Chief Executive Officer. All capital purchases $500,000 or greater must be
reviewed and approved by the Chancellor in accordance with the Signature Authorization Policy.
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Contracts and Contracted Items

The authority to requisition products and/or services is limited to appropriate, authorized, contracted
products and/or services, but if no contract exists, the individual may order from an approved
supplier. The Authorized Team Member is not approved to contract for or order any products or
services which conflict with existing contracts or Vanderbilt University standards. It is the
responsibility of Clinical Management to know what products and services are under contract by
contacting Medical Supply Sourcing prior to placing any direct orders with a supplier.

8.4 HIPAA BUSINESS ASSOCIATE AGREEMENTS

Vanderbilt University Medical Center (VUMC) policy requires all suppliers who accesses, discloses,
uses, creates or stores protected health information (PHI) in order to perform a function, service, or
activity by or on behalf of VUMC to have a Business Associate Agreement in place as a condition for
doing business.

Outcome Goal

To identify which suppliers and business partners are VUMC Business Associates, and therefore
required to enter into a Business Associate Agreement in compliance with the Health Insurance
Portability and Accountability Act (HIPAA) regulations.

Policy

VUMC requires all Business Associates, and all agents or subcontractors of those Business
Associates, to handle protected health information in accordance with the requirements of HIPAA.
VUMC enters into and maintains a Business Associate Agreement (BAA) with each external entity or
individual that is a Business Associate.

Definitions

Business Associate: A Business Associate is a person or organization that accesses, discloses, or
uses protected health information (PHI) in order to perform a function, service, or activity by or on
behalf of VUMC. A Business Associate may also create or store PHI on behalf of VUMC. By
definition, a Business Associate is not a member of the VUMC workforce. Examples of Business
Associates include, without limitation, companies that perform claims processing or administrative
services, accreditation, data analysis, billing, legal services, consulting, software maintenance or
support that includes access to PHI, or accounting services.

Business Associate Agreement (BAA): BAAs describe the expectations for and obligations of
Business Associates with respect to protecting the privacy and security of PHI entrusted to them by
VUMC.

Specific Information

Each relationship with an external entity or individual is reviewed to determine whether or not a
Business Associate relationship exists between the entity or individual and VUMC. If the entity or
individual is deemed to be a Business Associate, the Business Associate is required to enter into a
contract with VUMC that includes the Business Associate provisions required to comply with HIPAA.
The HIPAA BAA Decision Tree location in the BAA section of the VUMC HIPAA website contains
additional information including specific steps for determining whether a Business Associate
relationship exists.

VUMC HIPAA Business Associate Agreement policy
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8.5 VUMC SUPPLIER LIAISON PROGRAM

All suppliers calling upon the Clinical Enterprise at Vanderbilt are required to go through the Supplier
Liaison Office. Credentialing for on-site visitation as well as provision of services within specific
departments is required.

The issuance of a photo ID card by the Supplier Liaison Office does not make a supplier an Approved
Supplier to Vanderbilt. The ID is issued for security purposes only and is not a license to solicit
business across the University Campus. Suppliers who use the Supplier Liaison ID to misrepresent
their status to Vanderbilt departments may have their on-site visitation privileges revoked.

Specific requirements and procedures of the Supplier Liaison Program can be referenced by
accessing the Supplier Liaison Program website.

9.0 SURPLUS PROPERTY

9.1 SURPLUS PROPERTY POLICY

For both capital and non-capital property purchased with University funds or funds from any external
source, the management and control of such equipment extends to its final disposition. For property
that is no longer needed by the initial procuring department, it is University policy to manage the
recirculation or disposition of the surplus property centrally through the VUMC Plant Services
department.

The first option for property in this category is recirculation within or among the other departments of
the University. If recirculation is not an option due to the physical condition of the property, lack of
technological capability or inefficiency in operation, other options include; return to the original funding
agency or entity, sale or donation of the property to individuals or entities, or immediate disposal. All
surplus property is covered by this policy whether acquired by purchase or donation.

VUMC Plant Services will work closely with departmental and Asset Control personnel to assure that,
with any transfer or disposition, asset records are updated, a fair transaction price is established for
any property(s) sold, and equipment purchased with government funds is not sold or transferred
without the proper authorization being previously obtained.

Unauthorized removal, disposal or expropriation of University or government owned, loaned or
donated property, regardless of value, constitutes a breech of University policy. The University
encourages investigation of potential shared use equipment prior to the purchase of new equipment.

If a question arises as to the proper disposal of property, regardless of funding source, it is the
responsibility of the department having ownership and/or custody to contact VUMC Plant Services for
advice or instructions on disposition. When property is declared surplus, the net proceeds resulting
from their disposition will be credited to the department having ownership.

Departments with surplus property should notify VUMC Plant Services details the property(s),
condition, location, controlling department, and proposed disposition. On the basis of previous need
patterns, historical usage or departmental specific requests, VUMC Plant Services will attempt to
recirculate the surplused property before choosing any other disposition method.

Should disposition require movement or storage of property, VUMC Plant Services will assist in the
logistics.
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9.2 SURPLUS PROPERTY PROCEDURES

All capital equipment slated for transfer or disposition requires prior institutional review and approval
initiated with the completion of the Property Transmittal form. This form must be reviewed by Asset
Management prior to any action by VUMC Plant Services to remove property from the inventory.

All internal transfers of property must be initiated by completion and approval of the Property
Transmittal Form. Property transferred between departments will not generally enter the surplus
property program. The Property Transmittal Form for transferred property will be sent directly to
Inventory Control.

The initiating department, in conjunction with Asset Management, will determine if the University has
title to the property proposed for disposal. If the property was originally funded with Federal contracts
or grants, Contract and Grant Accounting, Sponsored Research and/or Financial Management should
be involved in receiving permission to dispose of the property or instructions regarding its return to
that Agency.

Recirculation within the University remains our first option for utilization. If no immediate need or
opportunity for re-use can be identified or if the property is not a candidate for re-use due to condition,
function or technology, VUMC Plant Services will make a determination regarding the need for its
relocation to the surplus staging area in the Chestnut Street warehouse.

If the property is deemed to have no value for re-use or resale, VUMC Plant Services will authorize
immediate disposal at the department's expense (if any).

If the property is deemed to have little value for re-use, the property will be sold "as-is, where-is", with
removal being the responsibility of the ultimate buyer. Any proceeds will be credited to the Surplus
Property Account, except for certain Federal funded equipment where the proceeds are greater than
$100.00 as determined by the granting Agency.

If the property has value for re-use or re-sale, the property will be transported to the surplus staging
area. It will be held for inspection for 120 days by any department that might have a need for its re-
use, at the conclusion of which, it will become eligible for sale to individuals inside or outside of the
University.

If any University department inspects the surplus property and wishes to take title for purpose of re-
use, that department will pay a pre-established surplus price for the property. Relocation from the
surplus area will be at the purchaser's expense.

For all property disposed of and subject to the constraints detailed in paragraph 2 above, the Surplus
Property account will be credited for the first $500 of the sales price, with any remaining balance
being returned to the surplusing department. For surplus transactions originating from the Hospital,
the remaining funds will be credited to a center specified by Hospital Administration.

If a department elects to use old equipment as a trade-in to offset the cost of new equipment, the
Property Transmittal form must be completed and forwarded to Procurement Services. Procurement
Services will review within five (5) working days and determine if a need exists in any other
department on campus for similar equipment and if the University has title to the property before
authorizing the trade-in. Once the trade-in has been approved and returned to the department, the
department should attach a copy of the Property Transmittal form to their purchase requisition and
forward to Procurement Services. The department should also forward the original Property
Transmittal form to Asset Management. If another department needs the equipment, the exchange
price must be at minimum the same dollar amount that would have been paid to the originating
department by the supplier for the trade-in.

Surplus property remaining in the surplus staging area for four months or longer may be donated or
disposed of at the discretion of VUMC Plant Services. Completion of the Property Transmittal form by
VUMC Plant Services will show final disposition and removal from the surplus inventory.

Any sale of surplus equipment to individuals, for-profit groups or businesses will require the collection
of and accounting for sales tax at the current rates.
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Personal Computers

Computers are a category of surplus equipment that requires special procedures because of the
potential for the memory to contain sensitive or confidential data and because computers fall into a
special class of regulated wastes called “universal wastes” which require that they be recycled at end-
of-life and not disposed of in landfills. Departments with unwanted computers should follow the
procedures available at www.vanderbilt.edu/sustainvu under the “recycling” tab.

9.2 VUMC PLANT SERVICES SURPLUS EQUIPMENT STORE

VUMC Plant Services now operates an online Surplus Equipment Store. This online store allows you
to view the items that VVanderbilt currently has available at its Surplus Equipment warehouse. Items in
the store can be purchased for department or personal use. You can not reserve or order equipment
online, you can only view. In order to purchase equipment you must call 615-936-4626 or come to
Vanderbilt's warehouse at 700 Fort Negley Court. The Surplus Equipment Store accepts 1180's for
internal and personal or business checks (including sales tax) for external purchases; no cash or
credit cards. Hours of Operation: Monday through Friday, 9:00 - 3:00pm. Since items sold internally
are sold at a discount, the price seen below for "Available for Internal Purchase" is lower than the
price will be when the item becomes "Available for External Purchase".

Surplus Equipment Store

Surplus Store Directions

Surplus Store Map

10.0 FINANCIAL / PAYMENT INFORMATION

10.1 ACCOUNT/CENTER NUMBERS

The Office of Financial Affairs for the University Central Campus and Department of Finance for
the Medical Center are responsible for establishing account and center numbers. Center numbers
represent the source of funds (department or function). Account numbers represent the type of
revenue or expense to be transacted to each center.

Each department is assigned an account/center number(s) in order to detail and control
expenditure activity for their area(s) of responsibility. All Purchase Requisitions must carry the
complete account/center number to be charged in order that required approvals may be obtained
prior to its receipt in Procurement Services and for proper encumbrance and payment once the
procurement process is complete.

Follow this link to the current version of the Narrative Chart of Accounts: VU NCOA

10.2 PAYMENT TERMS

Vanderbilt's standard payment terms for purchase orders and demand checks are Net 45 Days
from the date of the supplier’s invoice. It is University policy to accept cash discounts of at least
1% or greater for accelerated payment terms when offered by suppliers.

Vanderbilt's payment terms policy is determined by the Deputy Vice Chancellor of Finance and
Controller for the University. Departments do not have authority to change or otherwise accept
different payment terms from suppliers. Exceptions to this policy must be reviewed and approved
by Procurement Services or Medical Supply Sourcing prior to entering into any supplier contracts
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10.3  INVOICE APPROVAL

Procurement Services encumbers all proper purchase orders into the University's Purchasing and
Accounts Payable System (PeopleSoft APPO) for matching and payment of invoices. Suppliers
are directed to send their invoices either by specifically approved electronic formats or by mail to
Disbursement Services at this address:

Vanderbilt University
Disbursement Services
VU Station B 351810
Nashville, TN 37235-1810

Invoices are entered into PeopleSoft upon receipt. If the purchase order and corresponding
invoice systematically match within predefined tolerances, the invoice will be scheduled for
payment in accordance with the payment terms. Information about pending invoices is available
on the Department Invoice Reports (DIR) available online via the Business Objects system.

Should there be a problem regarding the item or services received under the purchase order,
Disbursements is to be notified by the receiving department to withhold payment. Procurement
Services may be contacted by the department to assist in reconciling the problem.

Since the credit standing of the University is dependent upon its ability to pay its obligations on
time, communications between the department, Procurement Services and Disbursements must
be done in a timely manner.

Invoices for Construction Projects

Construction project invoices from construction contractors and subcontractors are sent to
Campus Planning & Construction or VUMC Space & Facilities Planning for their review prior to
payment.

104 CANCELLATION OF ENCUMBRANCES

An encumbrance is created when a purchase order is issued and charged to a spending account.
It ceases to be an encumbrance when paid-out or when the actual liability amount is determined
and recorded as an expense.

Departments may request cancellation of PO encumbrances by emailing Procurement Services
at: encumbrance removal@list.vanderbilt.edu

After reviewing the request, Procurement Services will close the purchase order, thereby removing
the encumbrance.

10.5 DEMAND CHECK REQUESTS

University or Medical Demand Check Requests are for travel reimbursements, honorariums,
subscriptions and reimbursements to individuals who are not engaged as independent contractors
or consultants.

Departments should not use Demand Checks to purchase equipment, supplies and services
ordinarily obtained through eProcurement, Pcard or regular purchase order requisitions.

Disbursement Services manages the University Demand Check process:

University Demand Check policy
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For Vanderbilt University Medical Center, Medical Demand Check processing is managed by the
Department of Finance:

Medical Center Demand Check policy

10.6 YEAR END CLOSING PROCEDURES

The University operates on a July 1 - June 30 fiscal year for accounting purposes. In order to
insure that departments properly close University current fiscal year purchases, Procurement and
Disbursements, in conjunction with the Office of Financial Affairs (University) and Financial
Management (VUMC), will provide a schedule of dates for submission of requisitions and invoices
and for completion of purchasing activities prior to the start of the new budget year. This schedule
may change slightly from year to year.

In order for an item to be paid with current year funds, it must be received in the current fiscal
year. No invoice should be paid from current year funds if the order was received on or after July
1st. No invoice will be paid without the submission of a purchase requisition by the department
and the establishment of an order by Procurement Services to set up a current year encumbrance.

There is no routine carryover of institutional operating budget funds. Budgets on restricted fund
grants and contracts with project life continue for their prescribed project dates, fiscal year or
otherwise.

Blanket purchase orders generally expire on June 30th and must be renewed prior to that date.
Procurement Services sends renewal requisition letters to all affected departments in advance of
the fiscal year end to expedite this process.

10.7 PROCUREMENT ACTIVITY REPORTS

Procurement and Disbursement Services (PDS) offers online reports that answer your most
common purchasing, payment and demand check questions. The intent of the reports is to
consolidate and streamline your procurement and disbursement tracking and reporting.

The PDS webpage documents how to access and use these important reports: Procurement &
Disbursements Reports

For a complete listing of all PDS reports, click here.
For an overview of the Departments role in the purchasing and payment process, click here.
Department Invoice Reports (DIRs) - The electronic DIR is now called the "Invoice Detail Report".

Departmental PO Copies - The Departmental PO copies can be found using the "PO Detail
Report".

Privilege Management Reports (SigAuth)

Procurement and Disbursement Services uses a database that contains users” privileges to many
Vanderbilt applications. You can generate these reports to determine who has requisition
signature authorization ("SigAuth") for a particular center as well as to view audit trail information
about when users were set up with privileges on certain applications.

For a Desk Reference document you can print and use as a reporting aid, click here

Follow this link to the Privilege Management SigAuth report page: SigAuth Reports
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10.8 DEPARTMENTAL ROUTING CODES (DRC)

Procurement and Disbursement Services use a system of departmental routing codes (DRC's) for
dispatching purchase orders and invoice correspondence to departments. Federal Express also
uses these codes for their deliveries. Using this system offers you several benefits:
¢ merchandise may be sent to one location and correspondence to another (this is
particularly useful for large departments);
e one person can easily be designated to receive all purchasing-related documents;
e addresses may be updated on many documents with one operation.
e When the address associated with your DRC changes, please send notification to
Procurement at:
DRC Codes
VU Station B #357000

To view your Departmental Routing Code information click here.

If your department does not yet have a code, please print and complete the
Departmental Routing Code Request Form and return it to Procurement at the address shown on
the form.

The routing code should be placed in the upper right hand corner of your purchase requisition or in
the upper middle area of a Small Purchase Order. To be effective, the code must appear on every
order created by the department.

11.0 SPECIALIZED PURCHASES

11.1  INTERNAL VANDERBILT REQUISITIONS

The 1-1180 Requisition for Supplies (1180) from Stock and Other Internal Charges Form (#60-005-
802) may be used to procure items and services from internal operations of the University. This
form may be used for purchases from departments such as the University Bookstore, VU Printing
Services, VU Dining Services, VUMC Copy Center and telephone and network services from ITS
to name a few.

Procurement Services is not involved in the processing of this form and ordering departments may
contact the respective service department directly.

1180 forms are purchased using the eProcurement system.

11.2  UNIVERSITY BUSINESS OPERATIONS

University departments are encouraged to support the business operations of the University. The
Internal Requisition Form [-1180 is currently used to place orders to these operations. Many of
these departments will convert to accepting eProcurement orders in the near future.

Business Operation Services Web Link

VU Printing Services All VU and VUMC business cards, VU Printing Services
stationary, envelopes, custom
printing, copier services
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VUMC Copy Center Medical Center Forms ordering, VUMC Copy Center
copier services, “Smart Print”

copier lease program

VU Dining Services Catering services VU Dining Services

VU Book Store VU licensed apparel and gifts, Vanderbilt University Book Store

books, misc.

11.3 MATERIAL PURCHASES FOR CAPITAL CONSTRUCTION PROJECTS

For capital expense construction projects managed by General Contractors, it is recommended
that purchases of construction materials should be made directly to the subcontractors and
material suppliers to avoid paying state sales tax. Departments should consult with Campus
Planning & Construction or VUMC Space & Facilities Planning departments to properly manage
these transactions.

11.4 CONTRACTS FOR FACILITY RENOVATIONS OR MODIFICATIONS

Departments wishing to make any changes to their facilities (including carpentry, painting, flooring,
electrical, plumbing, mechanical systems or structural changes) must first contact one of the
following departments before proceeding with any changes. Departments are not permitted to
enter into contracts with contractors without appropriate review and approval.

University Central VU Plant Operations VU Plant Operations 322-2622
Campus

University Central Campus Planning & Campus Planning & 322-2715
Campus Construction Construction

Vanderbilt University VUMC Plant VUMC Plant Services 343-4443
Medical Center Services

Vanderbilt University Space & Facilities Space & Facilities 322-4962
Medical Center Planning Planning

11.5 EXTERNAL CONSULTANTS and INDEPENDENT CONTRACTORS

Vanderbilt is subject to audits by various branches of the federal government to insure our
compliance with employment law as it applies to the engagement of consultants and independent
contractors. These policies and procedures were developed to meet regulatory requirements while
minimizing administrative burdens.

These policies and procedures are to be used in determining employee/employer relationships
and in procuring and paying for consulting services. Vanderbilt may incur fines and penalties by
the IRS if found to be out of compliance with these policies. The IRS has made clear its
heightened level of attention to consulting arrangements. If someone has been paid as a
consultant who in fact should have been classified as an employee, Vanderbilt will be liable for
FICA and federal withholding taxes on the applicable payments, in addition to any interest and
penalties which may apply.
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Human Resources administers this policy for the University. Procurement Services processes
purchase requisitions and Professional Service Agreements submitted by departments in
accordance with this policy. All policy documentation and process instructions are located here:
Consultants & Independent Contractors Policy & Procedures

Departments are to submit the Services, Independent Contractor/External Consultant Requisition
“S”" REQ (MC 2995) form for all consultant orders regardless of the size of the engagement.

The VU Professional Services Agreement (PSA) should be used in place of outside consultant
contracts whenever possible for most consultant engagements. Contact Procurement Services for
the latest version of the template.

11.6 FORMS
There are four primary sources for operational forms at Vanderbilt University:

1. Purchased Forms — These forms are printed and inventoried by an external supplier
(Standard Register) and ordered via eProcurement. These forms have part numbers with
the following format: 60-XXX-XXX See the Guide to Ordering Forms with eProcurement

2. Medical Center Forms — These forms are produced and sold by the VUMC Copy Center
and ordered by using the 1180 internal requisition form. Their part number format is MC-
XXXX  Click here for VUMC Copy Center Forms

3. Downloadable Forms produced by various VU departments are available from the Forms
Locator web site: Forms Locator

4. Department Specific forms — These are very specific application forms only available
directly from a specific department, usually from their website.

11.7  FACILITY RENTALS and LEASES

Departments considering renting space from outside parties for one time events or on a short term
basis are strongly encouraged to consult with Procurement Services prior to entering into any
space or facility rental agreement. We will provide you with the appropriate contract template for
space rentals.

Longer term leases of off-campus real estate must be reviewed with the University Real Estate
office and Procurement Services. Signature authority for real estate leases is documented in
Section Il of the “Authorization for the Signing of Contracts and Documents” policy. Vanderbilt
Signature Authority Policy

11.8 PERFORMING ARTIST / GUEST SPEAKER CONTRACTS

Procurement Services has standard contracts for the hiring of performing artists or guest
speakers. If you plan to hire performing artists or speakers for a Vanderbilt engagement, please
contact Procurement Services first to request the appropriate contract template.

11.9 RESEARCH ANIMAL PURCHASES

The Division of Animal Care (DAC) is the service core of the Office of Research that provides
procurement, husbandry, and healthcare for experimental animals, as well as scientific/technical
support for VU researchers.

The Division of Animal Care is charged with the responsibility for managing and approving all
requisitions for research animal purchases. Procurement Services has made special
arrangements with the Division of Animal Care to enable these purchases.
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For weekend, holiday and after-hours emergencies, contact the DAC by calling the numbers
posted near the phones located in each facility or dialing 615-322-2231 and listening to the
message to identify the appropriate individual to call. Office hours are 7:30am-4:30pm Monday-
Friday. The following link will take you to a password protected home page: Animal Care Division

11.10 CONTROLLED SUBSTANCES

Application must be submitted for licensing to the United States Drug Enforcement Agency by
appropriate individuals within a department wishing to buy controlled substances for use in
University sponsored projects. The DEA number must appear on each purchase order released in
order to obtain delivery.

The procurement, distribution and documentation of controlled substances used in patient care
are vested with the VUMC Hospital Pharmacy. Operating under an annual renewable special
license, the Pharmacy may issue controlled substances only to individuals with prescriptions for
medical purposes or other individuals having DEA license numbers. VUMC Pharmacy

11.11 RADIOACTIVE MATERIALS

All radioactive material orders are placed and received by Vanderbilt Environmental Health &
Safety.

VEHS Safety

Requisitions from University departments and laboratories for the purchase of radioactive
materials must be sent directly to VEHS following their prescribed procedures.

VEHS Radiation Ordering

12.0 VEHICLE ACQUISITION & LICENSING PROCESS

12.1  VEHICLE PURCHASES

The process for purchasing new or replacement vehicles is the same as that prescribed for the
purchase of other capital equipment. All departments should bring their requirements to
Procurement Services for review prior to requesting quotes from dealers. In no case should
departments commit to a vehicle purchase without Procurement Services review and approval.
Vehicle titles and all sales documentation is retained by Procurement Services.

Departments should consider using the University’s Zip Car program in lieu of purchasing or
leasing vehicles. Information on the Zip Car program and other alternative transportation services
are available at VU Traffic & Parking Alternative Transportation

12.2 VEHICLE LEASES /LONG TERM RENTALS

Proposed vehicle leases must be submitted to the department’s appropriate Financial
Management for review and approval (see Section 5.2 Capital Equipment Requisition Process)
prior to submission to Procurement Services.
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12.3  VEHICLE LICENSE RENEWALS

All University and Medical Center vehicles are required to have their licenses renewed annually no
later than the end of the month in which the vehicle was originally licensed. License renewals
must have a valid Vehicle Emissions Inspection Certificate. Departments are responsible for their
vehicle emissions testing (see below). NO GRACE PERIOD IS OFFERED FOR COMMERCIAL
LICENSE RENEWALS.

Procurement Services is responsible for processing all new vehicle licenses and license renewals.
Email notices for license plate renewals are sent to the department contact of record 60 and 30
days prior to the expiration date of the license. If a license is not to be renewed, Procurement
Services should be notified prior to the expiration date. Procurement Services should be notified if
the department’s designated contact changes.

Disposal of all University owned vehicles must be coordinated through Procurement Services to
insure proper completion of title documents.

In some cases, the cost of the license may be charged to a restricted center. It is the department's
responsibility to inform Procurement Services if the restricted center has expired or changed.

12.4 EMISSIONS TESTING

VU Plant Operations operates the Vehicle Emissions program for all University Central and
Medical Center operated vehicles. Program details are posted at their web site:

VU Plant Operations Vehicle Program

Appointments for emissions inspections may be made by calling 322-2622, 4-9675 or 3-9675 at
the Vanderbilt Garage. The Garage is located at 625 Chestnut Street and is open Monday-Friday
7:30 - 11:30am and 12:30-4:30pm. The Emissions Testing technician will process the
documentation and send it to Procurement Services. Procurement Services will obtain the
renewal stickers/plates and notify your office. License stickers or plates may be picked up at
Procurement Services, Baker Building Suite 1110.

For Vanderbilt licensed vehicles, the ORIGINAL Vehicle Emissions Inspection Certificate must be
received in Procurement Services before the license can be renewed. The certificate must be
received no later than 10 working days prior to the Expiration Date to insure the license is
renewed.

12.5 TRAFFIC and PARKING VIOLATIONS

Vanderbilt University faculty and staff are personally responsible for settling all traffic and parking
violations acquired while operating a Vanderbilt owned or leased vehicle. Vanderbilt University
does not have any responsibility for traffic or parking tickets. The cost of tickets and fines are not
reimbursable expenses.
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13.0 INTERNATIONAL SHIPMENTS & CUSTOMS BROKERS
13.1  WHAT IS A CUSTOMS BROKER?

Customs brokerage is a profession that involves the 'clearing' of goods through customs barriers for
importers and exporters. This involves the preparation of documents and/or electronic submissions,
the calculation (and usually the payment) on behalf of the client of taxes, duties and excises, and
facilitating communication between the importer/ exporter and governmental authorities.

Customs brokers in the USA will often prepare and submit documentation to notify or obtain the
clearance from other government agencies such as the Food and Drug Administration (FDA), the
United States Department of Agriculture (USDA), the Fish and Wildlife Service, and many others.
Customs brokers need to be familiar with the Tariff Schedule, the list of duty rates for imported
items, and the regulations governing importations found in the Code of Federal Regulations volume
19, known as 19 CFR. Knowing the requirements of each type of import can avoid costly delays or
seizure of the merchandise.

Customs brokers normally arrange the transshipment or local delivery of cleared merchandise
through relationships with trucking companies and others.

Customs brokers are not government employees and should not be confused with Customs
Agents.

13.2  WHY USE A CUSTOMS BROKER?

Few organizations have the human or financial resources to keep pace with the constant regulatory
and technological changes throughout the world which are specific to each country involved in the
international shipment of goods. A Customs Broker's job is to ensure that its clients' shipments
move seamlessly across the border and reach their destination on time, adhering to customs laws
and regulations. If there's a problem, your customs broker will work to get it rectified, so your goods
can be released from customs and sent on to their destinations.

13.3 WHEN TO USE A CUSTOMS BROKER

If an item is valued at up to $1,250, it can be imported under an “informal entry” and a customs
broker may not be necessary. If the item is over $1,250 in value, then formal entry is required.

You should always use a customs broker if the items are regulated, such as drugs, chemicals,
biological products, etc. You should also use a customs broker whenever time is of the essence
and you think there is a chance that customs may delay your delivery.

15 Difficult to Import Products:
aerospace products
animals (live)

animal products (nonfood)
beverages

chemicals

combustibles

cosmetics

drugs

. explosives

10. foods

11. radioactive materials

12. radiation-producing products

CoNoA~®WNE
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13. radio frequency devices
14. used merchandise
15. vehicles

20 Easy to Import Products

artwork

brushes

crafts

flowers (artificial)

gems and gemstones

glass and glass products

household appliances (electronic or mechanical)
jewelry

leather goods (not from endangered species)
10. lighting fixtures

11. metals (base)

12. musical instruments

13. optics and optical products

14. paper and paper products

15. pearls

16. plastics and plastic products

17. rubber and rubber products

18. saddles and related products

19. sporting goods

20. tools (hand implements, utensils, machine tools)

CoNoA~WNE

Commonly Prohibited Items
1. food products raised or processed in pest-invested or disease-ridden regions
2. products derived from endangered species if the country is a member of the
Convention on International Trade in Endangered Species (CITES)
3. products that violate intellectual or industrial rights laws
4. materials considered pornographic
5. national treasures, including archaeological finds

13.4 APPROVED CUSTOM BROKERS

We now have two options for using customs brokerage services:

1. V. Alexander & Company, Inc. — Use for all shipments of any size or weight. V. Alexander’s
has serviced Vanderbilt for 20 years, providing local, dedicated support. They charge a
clearance fee of $150, plus other duties and costs.

2. U.P.S - United Parcel Service offers complete customs brokerage services. If you ship with
UPS, there is no charge for customs clearance as it is included with the international shipping
service. The cost of other duties, fees or any bonds will be passed through to the user.

V. Alexander & Company, Inc.

V. Alexander has been the primary customs broker for Vanderbilt for almost 20 years. They are
familiar with our operations and needs and we have an established Power of Attorney agreement in
place for them to act as our agent in these matters. www.valexander.com
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V. Alexander provides customs brokerage as well as international freight forwarding services
including ocean, air and intermodal.

Fees (V. Alexander charges)

Customs clearance: $150.00
FCC Fee (if needed) $20.00
FDA fee (if needed) $20.00

Customs Duties — The United States Customs Service charges Duties on all imported goods. The
amount of the Duty charged is based upon the kind and quantity of goods being imported.
Using V. Alexander

Before the shipment is made, contact Teresa Hudson at V. Alexander (885-0020, ext 467). She can
provide instructions that will help to optimize efficiency in getting the delivery made, help to control
costs and provide visibility for the shipment.

When the shipment is made:
1. Mark the documents as noted below

2. Have the shipper notify V. Alexander when the shipment departs the point of
origin

Air Shipments

One full set of original Customs documents must accompany the shipment and be emailed or faxed
to the Notify Party (V. Alexander) address below. The document package should include an original
air waybill, commercial invoice, packing list and certificate of origin (if applicable). All air waybills
should be prepared as follows:

Consignee: VANDERBILT UNIVERSITY
(Specify Department, Attn. Party, phone number & delivery address)

Notify Party: V. Alexander & Co., Inc.
22 Century Blvd., Suite 510
Nashville, TN 37214
Ph: (615) 885-0020 Fax: (615) 885-1465
Email : thudson@valexander.com

Airport of
Destination: Nashville, TN

Document Flow: One set of Customs documents (in English) is to be emailed or faxed to the

Vanderbilt Purchasing Agent and to V. Alexander. The document package should include an
original ocean bill of lading, commercial invoice, packing list and certificate of origin (if applicable).
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Ocean Shipments
Ocean bills of lading should be prepared as follows:

Consignee: VANDERBILT UNIVERSITY
(Specify your Department, Attn. Party, phone number & delivery address)

Notify Party: V. Alexander & Co., Inc.
22 Century Blvd., Suite 510
Nashville, TN
Ph: (615) 885-0020 Fax: (615) 885-1465
Email : thudson@valexander.com

U.S. Port
Of Arrival: (This may vary by supplier shipping the product. Please consult
Procurement Services for advice.)

Document Flow: One set of Customs documents (in English) is to be emailed or faxed to the buyer

and to V. Alexander. The document package should include an original ocean bill of lading,
commercial invoice, packing list and certificate of origin (if applicable).

United Parcel Service (UPS)

For step-by-step instructions for using UPS for international shipping, go to: http://www.ups.com

Note that you will need to ship using a Vanderbilt account number as we have the necessary
power-of-attorney agreement in place. If your shipper happens to use UPS, but does not have a
customs broker power-of-attorney, it will be more difficult to use the UPS customs brokerage
services.

13,5 STANDARD CUSTOMS DOCUMENTATION

Required for all international shipments using customs brokers

At entry, a customs official will require the importer to present documents describing the goods and
indicating that all entry requirements have been met. In general, if import documents have not
already been filed, importers are allowed a certain amount of time to prepare and present the
proper documentation. Although these documents differ from country to country, the following are
fairly standard.

Application for entry: Typically an importer is required to file a brief form to inform the customs
authority about the importer's identity and the type and quantity of goods being imported.

Invoice: Nearly every country requires some form of commercial invoice, or a pro forma invoice.
The commercial invoice is usually fairly detailed, describing the products being imported (such as
name, type, classification, quantity, grade, value, markings, labels, packaging) as well as certain
aspects of the transaction (such as price per unit and total price).
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Bill of lading or air waybill: An international carrier usually issues this document to the shipper. It
sets forth the conditions of transport and serves as a receipt and evidence of ownership for the
goods.

Packing list: Shippers commonly enclose or attach a list naming the goods and quantities
included.

Declarations or certificates: Various declarations or certificates may be required as proof of
compliance with import requirements. For example, certificates or declarations may be needed to
show ownership, consulate approval, government authorization, quality control, country of origin,
treatment for pest infestation, sanitary production, quarantine compliance, and inspection.

Bond or other guarantee: In some countries, customs authorities may agree to release goods for
entry into the country before the importer has paid all assessed amounts, provided that the importer
posts a bond or other guarantee sufficient to cover the amount owed.

14.0 TRAVEL PROGRAM

14.1 TRAVEL POLICY

Disbursement Services administers the Travel Policy for the University. The details of the policy
and programs are located at the Disbursement Services website: University Travel Policies

14.2 BUSINESS TRAVEL PORTAL

Procurement Services manages the Vanderbilt Travel Websites. The Business Travel Portal is a
hosted web site that presents all travel related services and programs now available to all
Vanderbilt departments, travelers and visitors. Contracts and programs with travel agencies,
airlines, hotels, rental car companies, ground transportation services, restaurants and caterers are
listed. Information on meeting/event planning and links to internal and external travel-related
resources are also available. Departments are strongly encouraged to book all travel services via
this portal to take advantage of the discounted rates for airlines, hotels and car rentals. Use of the
travel portal also provides Procurement Services with travel statistics that are useful in our
contract negotiations with travel service providers.

VU Business Travel Portal
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