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University Procurement Services

Who We Are
University Procurement Services is a department within University Finance and 
Administration. We are committed to providing exemplary service to the University 
and to our suppliers, and to conducting the University's purchasing initiatives in an 
ethical and sustainable manner. We strive to be recognized as a leader in higher 
education in the procurement arena and a value-added service department to the 
University community.

What We Do
We assist departments and units throughout the University with the purchase of 
goods and services, including travel. We are also responsible for the payments for 
all purchases throughout the University.



• Advertising

• Animals and Related Supplies

• ASL/CART/ Interpreting/ Translation

• Auto Repair, Maintenance

• Business Services- General

• Capital Construction

• Car Rental, Rail, and Ground 
Transportation

• Clinical and Research Related Services, 
Equipment and Supplies

• Communications Messaging and Strategy

• Consulting- Professional Services 

• Dental Supplies, Equipment, & Services

• Dining Services and Supplies incl. Vending 
Machines

• Executive Search

• Facilities- Supplies, Services and 
Maintenance 

• Food/ Catering

What We Buy at RU

• Furniture

• Graphic Design

• IT Hardware Equipment & Maintenance

• IT Software & Maintenance

• Janitorial Services

• Lab Supplies, Equipment, and Services

• Legal Services

• Marketing Writing/Editing

• Medical Supplies and Services

• Moving/Storage/Relocation

• Office Supplies, Equipment & Services

• Photography

• Print Services

• Safety Related: Supplies, Equipment & 
Services

• Temporary Staffing

• Video/Filming



Sourcing of Goods and Services

1) Seek the goods or services from an internal supplier. An internal supplier is a 
university unit that provides goods or services to another university unit. 

2) When a good or service is not available from an internal supplier, then units 
should consider purchasing from a University-Contracted Supplier.  A university-
contracted supplier is a supplier with whom Rutgers has an active contract 
which was either competitively bid or negotiated with suppliers that meet the 
requirements for Waiver of Bid procurement.  These agreements may also 
include State contracts, or group or cooperative purchasing agreements that the 
university may utilize (i.e E&I Cooperative Services).

3) If neither internal suppliers nor university-contracted suppliers can provide 
the goods or services, the unit shall use one of the sourcing methods defined in 
the Purchasing policy.

Per University policy, units that need to purchase goods and services shall:

https://www.eandi.org/contract-finder/supplier-diversity-program/


Purchases Below $10,000
For goods and services under $10,000, Rutgers shall obtain at least one quote from a supplier . 

Sourcing Methods

Purchases totaling at least $10,000 and below $150,000 
For goods and services within the informal bid range (at least $10,000, but less than 
$150,000), bids or proposals must be obtained from multiple prospective suppliers. 

Purchases $150,000 and Greater
For goods and services within the formal bid range ($150,000 or greater), University 
Procurement Services, working in consultation with the Unit making the purchase, shall 
conduct a sealed bid or competitive proposal process. 

Waiver of Bid
For goods and services above the low value purchase range ($10,000 or greater), where 
neither the Informal Bid nor Formal Bid methods are viable, Rutgers may seek a non-
competitive procurement with sufficient justification. 



Evaluation and Award

• University Procurement Services works with the Unit to assess each proposal 
to determine which represents the best value to the university.   

• The university looks to award contracts to responsible suppliers possessing 
the ability to meet the detailed requirements as well as Rutgers terms and 
conditions.   

• Consideration is given to suppliers that meet technical requirements, record 
of past performance, and financial viability. 

• Suppliers will be notified of the bid results by University Procurement 
Services.



• If a unit wants to do business with a supplier, the supplier must have an active record in our 
supplier portal. If the supplier is not in the system, the unit completes the supplier invitation 
request that is routed to University Procurement Services for review and approval.

• Once an invitation is approved by University Procurement Services, potential suppliers are 
required to submit the following documentation in order to formally register in our supplier portal:

• Name as it appears on the W-9 (or W-8 if foreign)
• Address
• Email address
• Tax ID/SSN number
• Phone number
• Signed W-9 (US entity) or W-8 (foreign entity)

Supplier Set-up / Requirements



1.Familiarize yourself with our Terms and Conditions, and Procurement Policy

2.Do your homework – get to know us (what we buy, areas of opportunity)

3.Complete and submit a Supplier Registration Form on the UPS website and send to 
diversitypurchasing@finance.rutgers.edu.  

4.Contact the units/Campus Liaisons

5.Have a good reputation for service and reliability

6.If you have contacts within the university, ask for referrals

7.Network. Attend campus Activities (i.e. Rutgers Day)

8.Keep your website up-to-date

9.Create a capability statement

10.Obtain diversity certifications

11.Use resources such as Procurement Technical Assistance Center (PTAC) if you need help with RFPs

12.Connect with the New Jersey Small Business Development Center’s. We have one on each campus.

Tips

https://procurementservices.rutgers.edu/purchasing/diversity-and-sustainability/supplier-diversity-program
mailto:diversitypurchasing@finance.rutgers.edu
https://procurementservices.rutgers.edu/files/business-unit-contact-list0xlsx
https://procurementservices.rutgers.edu/resources/key-contacts
https://www.njit.edu/ptac/


Business School Initiatives

https://www.business.rutgers.edu/cueed

The Center for Urban Entrepreneurship & Economic Development

https://www.business.rutgers.edu/cueed


• University Procurement Services Website
https://procurementservices.rutgers.edu/

• Contact Wes Coleman
samcolem@finance.rutgers.edu

Resources

https://procurementservices.rutgers.edu/
mailto:samcolem@finance.rutgers.edu

