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17.3 Purchasing 
 
17.3.1 Requisition and Purchase of Department Equipment and Supplies  
 All requisition and purchase of department equipment and supplies will be in compliance with Salisbury 
hŶŝǀĞƌƐŝƚǇ͛Ɛ�WƌŽĐƵƌĞŵĞŶƚ�ƉŽůŝĐŝĞƐ�ĂƐ�ŽƵƚůŝŶĞĚ�ŽŶ�ƚŚĞ�ƵŶŝǀĞƌƐŝƚǇ͛Ɛ�ǁĞďƐŝƚĞ�www.salisbury.edu/procurement and 
below. 

Purchasing Card Procedures/Guidelines  

In addition to the procedures set forth in the State of Maryland Corporate Purchasing Card Program, University 
personnel assigned a Purchasing Card will adhere to the following procedures/guidelines: 
 
I. Department Requisition - Departments will submit requisition as an attachment to an email message. The 
message must be sent by the Budget Administrator or authorized designee. (Refer to Instructions and Procedures 
to Departments for Requisitioning Commodities/Supplies and Services.) ¢ƘŜ ¦ƴƛǾŜǊǎƛǘȅ tƻƭƛŎŜ 5ŜǇŀǊǘƳŜƴǘΩǎ 
Administrative Assistant, under the direction of the Chief of Police, is the Authorized designee and authorized 
buyer for the department. 
 
II. The single transaction dollar amount may not exceed $5,000. For the University Police Department, the single 
transaction amount may not exceed $2500. 
 
III. Purchasing Card procurements will be in accordance with USM and SU Procurement Policies and Procedures 
(Simplified Procurements) equal to or less than $5,000.  
 
IV. Purchasing Card transactions will be recorded in PeopleSoft. (Refer to instructions and procedures prepared by 
the University's Comptroller.) The Procurement Office notifies the Administrative Assistant when a transaction 
has been entered in PeopleSoft. The Administrative Assistant then approves the transaction.  
 
V. All receiving will be through Support Services Department. (The exception will be for desktop delivery, and 
deliveries to the Bookstore and University Dining Services.) All deliveries for the police department are received 
by the Administrative Assistant who will verify all deliveries and provide documentation to the Purchasing 
Office. 
 
VI. Support Services will provide courier service for the pick-up of local orders. 
 
VII. Logs, receipts, and credit card statement will be forwarded to the Purchasing Office HH-222 at the end of each 
month after buyer has reconciled log with the statement. For each transaction entered in the log there should be a 
document from the vendor, such as an itemized sales slip, an itemized packing slip, an itemized cash register 
receipt, an itemized repair order, or an itemized invoice. The Administrative Assistant maintains this log and 
reconciles the statement after which it is reviewed and signed by the Chief of Police. 

VIII. Each cardholder will be responsible for achieving 25% minority participation from state certified MBE's and 
10% from State Certified Small Businesses.  

 1. Total dollar amount expended and number of transactions for the month. 
 2. Total dollar amount expended and number of transactions for supplies. 
 3. Total dollar amount expended and number of transactions for services. 
 4. A list that includes the name of MBE, the number of transactions, and the total dollar amount. Supplies   
     and Services should be separated. 

 

http://www.salisbury.edu/procurement
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IV. Procurement Office and Accounts Payable office will be responsible for reviewing logs, receipts, and statements 
and for entering into the electronic filing system. 
 
X. The University's General Accounting Office will be responsible for reconciling with Comptroller of the Treasury 
report. 
 
XI. All travel related requests should be referred to Financial Services (Accounts Payable Office). 
 

17.4 Accounting 

17.4.1 Departmental Accounting System 
 
 PeopleSoft Financial is the established accounting system for Salisbury University and the University 
Polic

http://www.salisbury.edu/admin/ga/
http://www.salisbury.edu/admin/ap/
http://www.salisbury.edu/
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17.5.2 Procedures for Issuance of Assigned Property 
 
 The University Police Department shall equip each employee with uniforms and equipment (new or 
reissued) in order that they can perform their duties effectively; projecting the professionalism of the department 
and the University. 
 
 The Field Operations Commander is charged with the procurement, storage, and issuance of department 
uniform and equipment items. The Field Operations Commander is also charged with the maintenance of files 
establishing the proper flow of items, to whom items are assigned, and the location in which items are located. In 
that regard, the Field Operations Commander will establish individual files for every employee (sworn and civilian); 
documenting all transactions on SUPD form 078 ʹ Uniform and Equipment Log. Whenever an employee completes 
any transaction under this system, a record of that transaction is made in the employee's assigned equipment file. 
When the transaction is complete, the record will be made of the transaction/issuance of each item and the 
employee will indicate by his/her signature that each specific item was received and each employee will be 
responsible for item(s). 
 
 Any employee who has custody of the property or who has knowledge of the occurrence of loss or 
damage to department-owner property shall report that occurrence to his/her immediate supervisor using SUPD 
form 071 ʹ Property Damage/Vehicle Accident Notification. Supervisors who learn of any loss or damage to 
department-owned property shall notify the employee who is responsible for the property and ensure the proper 
completion of form 071, which will be reviewed by the Squad Supervisor and submitted via the chain of command 
to his/her respective Division Commander who will forward the form to the Field Operations 




