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   Introduction to Sourcing 
and Procurement at MIT 

Introduc)on	
  to	
  Sourcing	
  and	
  
Procurement	
  at	
  MIT	
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   Introduction to Sourcing 
and Procurement at MIT 

²  Who	
  we	
  are	
  and	
  what	
  we	
  do	
  

²  Overview:	
  	
  
²  How	
  to	
  purchase	
  products	
  and	
  services	
  at	
  MIT	
  
²  Addi;onal	
  resources	
  	
  
²  Ques;ons,	
  and	
  how	
  can	
  we	
  best	
  support	
  you?	
  

²  Services	
  and	
  Contracts	
  Overview:	
  Nego;a;ng	
  the	
  
most	
  favorable	
  terms	
  and	
  condi;ons	
  to	
  protect	
  you	
  
and	
  the	
  interests	
  of	
  MIT.	
  	
  

What	
  We	
  Will	
  Cover	
  Today	
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   Introduction to Sourcing 
and Procurement at MIT 

•  Sourcing	
  assists	
  with	
  vendor	
  selec;on	
  for	
  products	
  and	
  
services,	
  supplier	
  compe;;on	
  and	
  proposals	
  from	
  vendors,	
  	
  
nego;a;ng	
  pricing,	
  reviewing	
  vendor	
  terms	
  and	
  condi;ons,	
  	
  
and	
  developing	
  contract	
  rela;onships	
  with	
  vendors.	
  

	
  
•  Procurement	
  assists	
  with	
  placing	
  orders,	
  nego;a;ng	
  pricing,	
  

compliance,	
  resolving	
  vendor	
  disputes/problems,	
  and	
  	
  
customer	
  service.	
  	
  

	
  
•  Provide	
  buying	
  assistance,	
  while	
  ensuring	
  that	
  all	
  purchases	
  

meet	
  audit	
  and	
  compliance	
  regula;ons.	
  
	
  

Sourcing	
  and	
  Procurement	
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   Introduction to Sourcing 
and Procurement at MIT 

Our	
  Primary	
  Focus	
  	
  
²  Working	
  to	
  yield	
  significant	
  savings	
  to	
  MIT	
  

²  Time:	
  Developing	
  and	
  maintaining	
  efficient	
  systems	
  and	
  
customer-­‐friendly	
  methods	
  of	
  buying	
  products	
  and	
  services	
  
(Atlas,	
  eCat,	
  Procurement	
  Card)	
  

² Money:	
  Establishing	
  preferred/partner	
  supplier	
  rela;onships	
  
based	
  on	
  the	
  needs	
  of	
  the	
  MIT	
  community	
  (SmartBuy)	
  	
  

²  Compliance	
  	
  

²  Facilitate	
  required	
  approvals	
  for	
  purchases	
  to	
  assure	
  
compliance	
  with	
  MIT	
  policies,	
  federal	
  and	
  sponsor	
  rules/
regula;ons	
  (OSP,	
  radioac;ve	
  materials,	
  property,	
  etc.)	
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   Introduction to Sourcing 
and Procurement at MIT 

We	
  Are	
  Here	
  for	
  You	
  

	
  
NE49	
  

600	
  Technology	
  Square	
  

Sourcing	
  and	
  Procurement	
  
Office	
  of	
  the	
  Vice	
  President	
  for	
  Finance	
  
MassachuseXs	
  Ins;tute	
  of	
  Technology	
  
600	
  Technology	
  Square,	
  NE49-­‐4122	
  
Phone:	
  617-­‐253-­‐7241	
  
Fax:	
  617-­‐252-­‐1558	
  
Email:	
  procurement@mit.edu	
  
hXp://vpf.mit.edu/procurement	
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Helpful	
  Tips	
  
Before	
  GeMng	
  Started	
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   Introduction to Sourcing 
and Procurement at MIT 

Time	
  Savers	
  	
  

Email	
  No)fica)ons:	
  
This	
  feature	
  is	
  designed	
  to	
  provide	
  you	
  with	
  updates	
  about	
  the	
  status	
  of	
  your	
  requisi;on	
  
(i.e.	
  request	
  to	
  purchase)	
  from	
  crea;on	
  to	
  Purchase	
  Order	
  (PO)	
  number	
  assignment.	
  	
  

Ø  For	
  example:	
  Requisi;on	
  changed,	
  needs	
  approval,	
  approved,	
  or	
  rejected	
  	
  
Ø  Purchase	
  order	
  is	
  created	
  	
  

MIT	
  Roles	
  Database:	
  (Spend	
  Authoriza)ons)	
  
A	
  database	
  that	
  contains	
  informa;on	
  about	
  who	
  is	
  authorized	
  to	
  purchase	
  and	
  approve	
  
payment	
  for	
  products/services	
  on	
  departmental	
  accounts/cost	
  object(s).	
  	
  	
  	
  	
  

Ø  You	
  must	
  have	
  “Can	
  Spend	
  or	
  Commit	
  Funds” authoriza;on	
  on	
  your	
  
departmental	
  account/cost	
  object(s)	
  to	
  create	
  a	
  purchase	
  requisi;on	
  for	
  
goods/services,	
  and	
  to	
  print	
  invoices	
  and	
  purchase	
  orders.	
  	
  

Ø  Contact	
  your	
  departmental	
  AO	
  or	
  FO	
  for	
  further	
  assistance	
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and Procurement at MIT 

SeMngs	
  and	
  Authoriza)ons	
  
hVps://atlas.mit.edu	
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   Introduction to Sourcing 
and Procurement at MIT 

Select/Save	
  SeMngs	
  	
  	
  

View	
  your	
  spend	
  authority	
  

Select/Save	
  Preferences	
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   Introduction to Sourcing 
and Procurement at MIT 

MIT	
  Roles	
  Database	
  	
  	
  
hVps://rolesweb.mit.edu/req_auth.html	
  	
  

 
 

Click	
  here	
  to	
  view	
  who	
  can	
  signature	
  approve:	
  	
  	
  
• Paper	
  Invoices	
  >$3000	
  for	
  PO	
  Number	
  series	
  “45”	
  
• All	
  Paper	
  Invoices	
  for	
  PO	
  Number	
  series	
  “55”	
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   Introduction to Sourcing 
and Procurement at MIT 

MIT	
  Roles	
  Database	
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Purchasing	
  Products	
  and	
  
Services	
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   Introduction to Sourcing 
and Procurement at MIT 

Not	
  Sure	
  Where	
  to	
  Buy?	
  	
  

Click	
  hear	
  to	
  view	
  details	
  about	
  MIT’s	
  
preferred	
  vendors.	
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   Introduction to Sourcing 
and Procurement at MIT 

Search	
  for	
  MIT’s	
  Preferred	
  Vendors	
  

1

3

2	
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   Introduction to Sourcing 
and Procurement at MIT 

Preferred	
  Methods:	
  4	
  Op)ons	
  

Preferred	
  methods	
  of	
  purchasing	
  products	
  and	
  services:	
  	
  

①  Electronic	
  Catalogs	
  (eCat)	
  via	
  Atlas	
  	
  
v  Electronic	
  ordering/invoicing	
  direct	
  to	
  ~60	
  MIT	
  Preferred	
  vendors	
  

②  MIT	
  Procurement	
  Card	
  (ProCard)	
  
v  Approved	
  items	
  <$3000,	
  one	
  ;me	
  purchases	
  from	
  vendors	
  

③  External	
  Purchase	
  Requisi;ons	
  (via	
  Atlas)	
  
v  All	
  other	
  general	
  and	
  high	
  dollar	
  purchases	
  	
  	
  

④  Internal	
  Providers	
  (via	
  Atlas)	
  
v  Audio/Visual,	
  catering,	
  copy	
  center	
  services,	
  etc.	
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eCat	
  via	
  Atlas	
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   Introduction to Sourcing 
and Procurement at MIT 

² Fastest	
  op;on	
  for	
  purchasing	
  goods	
  under	
  $10,000	
  
² Electronic	
  and	
  web	
  based	
  buying	
  experience	
  	
  

² Facilitates	
  requisi;on	
  authoriza;on/approvals	
  	
  

² Electronic	
  purchase	
  order	
  (PO)	
  transmission	
  to	
  many	
  of	
  
MIT’s	
  contract	
  and	
  preferred	
  suppliers	
  

² MIT	
  discounts	
  have	
  already	
  been	
  nego;ated	
  

² Please	
  update	
  and	
  maintain	
  your	
  eCat	
  	
  profile	
  for	
  faster	
  
ordering	
  on	
  subsequent	
  buys	
  

² Mul;ple	
  ship	
  to	
  addresses	
  can	
  be	
  stored	
  in	
  your	
  profile	
  

² eCat	
  help:	
  ecat@mit.edu	
  	
  

	
  

	
  

eCat	
  Op)on	
  	
  	
  



18	
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and Procurement at MIT 

Build	
  new	
  
ECAT	
  

Shopping	
  
Cart	
  	
  

Submit	
  
cart	
  to	
  
SAP	
  

Enter	
  
Financial	
  
Repor;ng	
  
Informa;on	
  

Submit	
  
Requisi;on	
  

for	
  
Workflow	
  
Approval	
  Electronic	
  

PO	
  is	
  Sent	
  
to	
  Vendor	
  	
  
in	
  ~30-­‐60	
  

Min	
  

Vendor	
  Ships	
  
item/Invoices	
  

MIT	
  

MIT	
  Pays	
  
Invoice	
  

DLC	
  
Reviews	
  
DTR,	
  	
  PO	
  
Closeout	
  if	
  
Necessary	
  	
  

Electronic	
  Ordering	
  Experience	
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   Introduction to Sourcing 
and Procurement at MIT 

Where	
  to	
  Find	
  eCat	
  on	
  Atlas	
  
hVps://atlas.mit.edu	
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   Introduction to Sourcing 
and Procurement at MIT 

eCat	
  Profile	
  Maintenance	
  

Click	
  here	
  to	
  update/select	
  addresses	
  
for	
  your	
  user	
  profile.	
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and Procurement at MIT 

Contact	
  Informa)on	
  

2
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   Introduction to Sourcing 
and Procurement at MIT 

Ship	
  To	
  Profile	
  

	
  
Search/select	
  your	
  shipping	
  
address.	
  If	
  your	
  address	
  does	
  
not	
  appear,	
  no)fy	
  the	
  eCat	
  
team:	
  ecat@mit.edu	
  	
  

Enter	
  “Stata”	
  for	
  buildings	
  	
  
1	
  through	
  66,	
  and	
  	
  76	
  

	
  

Enter	
  “E19	
  Recvng”	
  for	
  buildings	
  	
  
E14,	
  E15,	
  E17,	
  E18,	
  E19,	
  E23,	
  E25,	
  E40,	
  

E51,	
  E52,	
  E53,	
  E60,	
  E62,	
  and	
  68	
  	
  

For	
  buildings	
  EE,	
  N,	
  NE,	
  NW,	
  W	
  and	
  
WW,	
  enter	
  your	
  MIT	
  building	
  Number	
  

Example:	
  “W91”	
  

2	
  

3

4
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   Introduction to Sourcing 
and Procurement at MIT 

Complete/Save	
  Address	
  

Check	
  here	
  to	
  indicate	
  
your	
  default	
  ship	
  to	
  

loca;on	
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and Procurement at MIT 

Bill	
  To	
  Profile	
  

2	
  

3
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   Introduction to Sourcing 
and Procurement at MIT 

Save	
  Bill	
  To	
  Profile	
  

Check	
  here	
  to	
  mark	
  this	
  
address	
  as	
  your	
  default	
  

bill	
  to	
  loca;on	
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   Introduction to Sourcing 
and Procurement at MIT 

Supplier	
  Selec)on/Build	
  Your	
  Order	
  	
  

Select	
  an	
  icon	
  and	
  	
  
create	
  your	
  order	
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   Introduction to Sourcing 
and Procurement at MIT 

Order	
  Review	
  and	
  Checkout	
  	
  

Remove	
  Items?	
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   Introduction to Sourcing 
and Procurement at MIT 

Review	
  and	
  Submit	
  Cart/Order	
  	
  	
  
Default	
  Informa;on	
  from	
  User	
  Profile	
  	
  

Submit	
  Order	
  When	
  Done	
  	
  

Click	
  here	
  to	
  change	
  
shipping	
  address	
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and Procurement at MIT 

Create	
  Requisi)on	
  –eCat	
  Vendor	
  

1

2

3

4

5
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Procurement	
  Card	
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and Procurement at MIT 

Preferred	
  buying	
  tool	
  for	
  low-­‐dollar	
  orders	
  	
  
(<	
  $3,000)	
  
² Laptops,	
  PCs,	
  servers	
  <	
  $1,000	
  
² One-­‐;me	
  purchases	
  with	
  new	
  vendors	
  
² Recurring	
  purchases	
  such	
  as	
  FedEx,	
  boXled	
  	
  	
  	
  	
  	
  	
  	
  	
  
water,	
  cell	
  phone	
  bills,	
  etc.	
  
Ques;ons:	
  procard@mit.edu	
  
Applica;on	
  &	
  Training:	
  hXp://vpf.mit.edu/pcard	
  
	
  

Procurement	
  Card	
  Op)on	
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and Procurement at MIT 

ProCard	
  Policy	
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External	
  Purchase	
  Requisi)ons	
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   Introduction to Sourcing 
and Procurement at MIT 

² General	
  purchasing	
  of	
  products	
  not	
  available	
  via	
  eCat	
  

² Your	
  order/requisi;on	
  total	
  is	
  greater	
  than	
  $10,000	
  

² Price	
  quota;ons	
  or	
  contracts	
  exist	
  (aXachments)	
  

² Changing	
  (e.g.	
  add	
  funds,	
  price	
  changes)	
  or	
  cancelling	
  purchase	
  orders	
  

² Professional	
  Services	
  (func;ons	
  performed	
  by	
  contractors,	
  vendors	
  or	
  
companies	
  -­‐	
  e.g.	
  Consul;ng,	
  Legal	
  etc.)	
  	
  

² Blanket	
  Purchases	
  	
  -­‐	
  Recurring	
  purchases	
  of	
  products	
  and	
  services	
  (e.g.	
  
temporary	
  help,	
  standing	
  orders,	
  etc.),	
  for	
  a	
  specified	
  period	
  (<1	
  year).	
  	
  

² Purchasing	
  from	
  new	
  vendors	
  	
  

² Purchasing	
  restricted	
  or	
  sensi;ve	
  items	
  	
  

² Help:	
  procurement@mit.edu	
  	
  

External	
  Requisi)on	
  –	
  When	
  and	
  Why?	
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and Procurement at MIT 

Restricted	
  and	
  Sensi)ve	
  Items	
  
(Approval	
  Required	
  –	
  Prior	
  to	
  Purchase)	
  	
  

Procurement	
  &	
  Sourcing	
  
²  Ethyl	
  Alcohol	
  
²  Firearms	
  
²  Needles	
  and	
  syringes	
  
²  Hypodermic	
  needles	
  
²  Travel	
  

Department	
  of	
  Facili;es	
  
² Construc;on	
  work	
  
² Fire	
  ex;nguishers	
  

Environment	
  Health	
  &	
  Safety	
  
²  Toxins/Poison	
  
²  Radioac;ve	
  materials	
  
²  Animals	
  
²  Bio-­‐toxins	
  

Office	
  of	
  Sponsored	
  Programs	
  
² Memorabilia	
  
² Promo;onal	
  material	
  
² Flowers	
  
² Holiday	
  par;es	
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and Procurement at MIT 

Data	
  Entry	
  
²  Vendor:	
  Company	
  or	
  individual	
  name/address	
  that	
  MIT	
  will	
  pay	
  for	
  the	
  products/

services	
  
²  Ship	
  To	
  Informa;on:	
  MIT	
  Building	
  and	
  Room,	
  7	
  Digit	
  Phone	
  Number,	
  Contact	
  Name	
  
²  Clear	
  Item	
  Descrip;on,	
  quan;ty	
  and	
  unit	
  price	
  	
  
²  All	
  line	
  items	
  being	
  purchased	
  at	
  a	
  cost	
  	
  
²  Financial	
  Informa;on	
  (Cost	
  Object,	
  GL	
  Account,	
  Material	
  Group)	
  	
  

Forms/AVachments:	
  	
  	
  
²  Selec;on	
  of	
  Source	
  Form	
  (required	
  for	
  external	
  requisi;ons	
  >$10K)	
  
²  **Vendor	
  quotes	
  when	
  available	
  (2	
  required	
  for	
  external	
  requisi;ons	
  >$50K)	
  

²  Compe&&ve	
  quotes	
  are	
  not	
  required	
  for	
  Preferred	
  (SmartBuy)	
  vendor	
  requisi&ons	
  

²  W9	
  or	
  W8Ben/E	
  &	
  Vendor	
  Registra;on	
  (new	
  vendor	
  &	
  vendor	
  informa;on	
  updates)	
  
²  All	
  contracts,	
  agreements	
  or	
  terms	
  and	
  condi;ons	
  pertaining	
  to	
  the	
  order	
  	
  
²  **Pending/In	
  Review:	
  (2	
  Vendor	
  quotes	
  for	
  external	
  requisi;ons	
  >$10K)**	
  

	
  

External	
  Requisi)on	
  Requirements	
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External	
  Requisi)on	
  Process	
  Overview	
  

DLC	
  Creates	
  External	
  
Requisi;on	
  

SAP	
  Workflow	
  
or	
  DLC	
  
Financial	
  
Officer	
  
Approves	
  

If	
  Under	
  $10K	
  

Buyer	
  Creates	
  
Purchase	
  Order	
  

Buyer	
  Sends	
  
Purchase	
  Order	
  
to	
  Supplier	
  

Under	
  $10,000?	
  	
  
AXach	
  When	
  Available:	
  	
  
•  Quotes	
  
•  Contracts/Terms	
  
•  Other	
  

Confirm	
  OSP/Sponsor	
  	
  
Approval	
  for	
  
Equipment	
  	
  

Buyer	
  Sends	
  
Purchase	
  Order	
  
to	
  Supplier	
  

Buyer	
  Creates	
  
Purchase	
  Order	
  

No;fy	
  MIT	
  
Property	
  of	
  

Equipment	
  Over	
  
$50K	
  

Review	
  Forms	
  
for	
  Compliance	
  

Review/Approve	
  
Contracts/Terms	
  

	
  

Over	
  $10,000?	
  
AXach	
  as	
  Required:	
  	
  
•  Sel.	
  of	
  Source	
  Form	
  
•  Quotes	
  
•  Contracts/Terms	
  
•  Other	
  	
  

If	
  Over	
  $10K	
  
Procurement	
  	
  
Buyer	
  Assigned	
  

New	
  or	
  Update	
  Vendor?	
  	
  	
  
AXach	
  Forms:	
  	
  
•  W9	
  (or	
  W8Ben/E)	
  
•  Vendor	
  Registra;on	
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How	
  to	
  Create	
  External	
  Requisi)ons	
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Select	
  “No”	
  if	
  	
  you	
  	
  intend	
  to	
  place	
  the	
  
order	
  yourself.	
  

Enter	
  any	
  special	
  instruc;ons	
  for	
  the	
  	
  
VENDOR.	
  	
  

Enter	
  any	
  special	
  instruc;ons	
  for	
  the	
  	
  
PROCUREMENT	
  Dept.	
  

Provide	
  clear	
  descrip;on	
  of	
  goods/services	
  
(include	
  item	
  #	
  if	
  applicable).	
  	
  

You	
  may	
  distribute	
  the	
  cost	
  of	
  your	
  item	
  
on	
  up	
  to	
  as	
  many	
  as	
  10	
  cost	
  objects	
  	
  

Ø  Selec;on	
  of	
  Source	
  	
  (	
  For	
  Requisi;ons	
  	
  >	
  $10K)	
  
Ø  W9	
  or	
  W8Ben/E	
  	
  and	
  Vendor	
  Registra;on	
  Form	
  
Ø  Restricted	
  Item	
  Approval	
  Form	
  
Ø  Independent	
  Contractor	
  Form	
  
Ø  Contract	
  Templates	
  	
  	
  
Ø  Other	
  
	
  

If	
  the	
  requisi;on	
  total	
  is	
  greater	
  
than	
  $10,000,	
  complete	
  and	
  
aXach	
  a	
  Selec;on	
  of	
  Source	
  Form	
  

Vendor	
  Name	
  Search	
  	
  

Material	
  	
  Group	
  
Search	
  	
  

Item	
  	
  Text	
  	
  	
  

GL	
  Search	
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Crea)ng	
  a	
  Change	
  Order	
  Requisi)on	
  	
  

1	
  
2

3	
  

4	
  

7

5

Click	
  “Submit	
  Requisi;on”	
  
when	
  done.	
  	
  

6
Enter	
  details	
  about	
  the	
  
requested	
  change(s	
  ).	
  

GL	
  Account	
  Search	
  	
  

Vendor	
  Name	
  Search	
  	
  

Material	
  Group	
  Search	
  	
  



41	
  	
   Introduction to Sourcing 
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Crea)ng	
  a	
  Blanket	
  Order	
  

Vendor	
  Name	
  Search	
  	
  

It	
  is	
  important	
  to	
  enter	
  the	
  
total	
  dollar	
  amount	
  that	
  
you	
  plan	
  to	
  spend	
  in	
  the	
  
quan;ty	
  field,	
  and	
  the	
  unit	
  

price	
  as	
  $1.00	
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Search/Display	
  Your	
  Requisi)ons	
  	
  

Click	
  here	
  to:	
  	
  
1.   Search/View	
  Requisi)ons	
  	
  
2.   Add/View	
  AVachments	
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Enter	
  Search	
  Criteria	
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Display	
  Requisi)on	
  

Click	
  here	
  to	
  browse/aXach	
  forms/
documents	
  

Procurement	
  Contact	
  

When	
  this	
  icon	
  is	
  present,	
  your	
  	
  requisi;on	
  requires	
  	
  approval	
  before	
  it	
  can	
  be	
  
processed.	
  Click	
  the	
  icon	
  for	
  a	
  list	
  of	
  authorized	
  approvers.	
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Browse	
  and	
  AVach	
  Documents	
  

2

34

Ø  Selection of source form when requisition is >$10K 

Ø  Vendor quotes (when available, two required if >$50K) 

Ø  Vendor proposals/agreements/contracts 

Ø  Statement of work  

Ø  Independent Contractor documents 

Ø  W9 or W8Ben/E & Vendor Registration form for  

q  New vendors  

q  Vendor information changes (address etc.) 

Ø  Other/vendor terms & conditions 
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Selec)on	
  of	
  Source	
  &	
  Price	
  Jus)fica)on	
  

•  Required	
  for	
  compliance	
  
	
  
•  WriXen	
  quotes	
  above	
  $50	
  k	
  

•  Explana;ons	
  go	
  a	
  long	
  way!	
  

•  Mac	
  Preview	
  does	
  not	
  work	
  

•  Compe;;ve	
  Quotes	
  are	
  not	
  
required	
  when	
  purchasing	
  from	
  	
  
SmartBuy	
  Vendors	
  J!	
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View/Display	
  Your	
  Purchase	
  Orders	
  

Click	
  here	
  to:	
  	
  
1.	
  Search	
  purchase	
  order	
  history	
  
2.	
  View	
  payment	
  history	
  	
  
3.	
  View/Print	
  purchase	
  orders/invoices	
  
4.	
  View/Print	
  aVachments	
  
5.	
  View	
  line	
  item	
  status	
  (Open/Closed)	
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Enter	
  Search	
  Criteria	
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Display	
  Purchase	
  Order	
  Op)ons	
  
1 2

3

4

5

View	
  Requisi;on	
  &	
  All	
  AXachments	
  	
  
	
  

Display/Print	
  Purchase	
  Order:	
  
Currently	
  available	
  for	
  PO’s	
  that	
  begin	
  

with	
  “45”	
  (only).	
  	
  

Line	
  Item	
  Status	
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and Procurement at MIT 

Display	
  Invoice/Payment	
  History	
  

Ques)ons:	
  accounts-­‐payable@mit.edu	
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How	
  to	
  Close	
  Purchase	
  Orders	
  

Note:	
  This	
  task	
  is	
  generally	
  
performed	
  by	
  the	
  person	
  who	
  
manages	
  your	
  departmental	
  	
  
MIT	
  	
  Detailed	
  Transac)on	
  
Report	
  (DTR).	
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and Procurement at MIT 

Enter	
  and	
  Process	
  PO	
  Closeout	
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Internal	
  Requisi)ons	
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Purchase	
  items	
  and	
  services	
  from	
  various	
  internal	
  
service	
  providers	
  such	
  as:	
  
²  Audio/Visual	
  Services	
  
²  Copy	
  Center	
  
²  Catering	
  Services	
  
²  Cryogenic	
  Laboratory	
  Opera;on	
  
²  Certain	
  IS&T	
  services	
  
²  Mail	
  Services	
  
²  MIT	
  Press	
  Bookstore	
  	
  
²  MIT	
  Museum	
  Facility	
  Rental	
  	
  
	
  

In-­‐House	
  Services	
  	
  



55	
  	
   Introduction to Sourcing 
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Create	
  Internal	
  Provider	
  Requisi)on	
  

Click	
  here	
  to	
  purchase	
  services	
  
(A/V,	
  Catering,	
  etc.)	
  	
  from	
  
MIT’s	
  internal	
  providers.	
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Internal	
  Provider	
  Requisi)on	
  

Search/Select	
  an	
  Internal	
  Provider	
  	
  

Note:	
  The	
  internal	
  
requisi;on	
  number	
  
generated	
  will	
  be	
  used	
  	
  for	
  
ordering	
  and	
  billing	
  
purposes.	
  	
  
	
  
Internal	
  requisi;ons	
  do	
  	
  
not	
  receive	
  MIT	
  purchase	
  
order	
  numbers.	
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Personal	
  Purchases	
  	
  

MIT	
  employees	
  can	
  use	
  
their	
  personal	
  credit	
  card	
  to	
  
buy	
  products	
  from	
  Staples,	
  
Apple,	
  Dell	
  and	
  others	
  at	
  
MIT’s	
  	
  discounted	
  pricing!	
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Financial	
  Considera)ons	
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•  Cost	
  Objects:	
  Uniquely	
  assigned	
  (7	
  digit)	
  numbers	
  that	
  classify	
  which	
  funding	
  source(s)	
  will	
  be	
  
paying	
  for	
  the	
  goods/services.	
  Each	
  funding	
  source	
  has	
  unique	
  requirements:	
  	
  

–  For	
  Federally	
  funded	
  projects	
  (WBS	
  elements),	
  contact	
  your	
  MIT	
  Office	
  of	
  Sponsored	
  
Programs	
  (OSP)	
  representa;ve	
  for	
  more	
  informa;on	
  
hXp://osp.mit.edu/about-­‐osp/staff/by-­‐department	
  	
  

–  For	
  all	
  other	
  funding	
  sources,	
  contact	
  VPF	
  Financial	
  Accoun;ng	
  &	
  Repor;ng	
  for	
  more	
  
informa;on	
  hXp://vpf.mit.edu/index.php/site/financial_accoun;ng_repor;ng/staff	
  	
  

	
  

•  GL	
  (General	
  Ledger)	
  Account	
  Numbers:	
  G/L	
  Account	
  numbers	
  classify	
  what	
  you	
  are	
  buying	
  for	
  
repor)ng	
  purposes.	
  	
  The	
  accuracy	
  of	
  MIT’s	
  financial	
  data	
  depends	
  on	
  	
  the	
  accuracy	
  of	
  GL	
  account	
  
designa;ons.	
  Contact	
  	
  VPF	
  Financial	
  Accoun;ng	
  	
  &	
  Repor;ng	
  for	
  more	
  informa;on	
  
hXp://vpf.mit.edu/index.php/site/financial_accoun;ng_repor;ng/staff	
  	
  
	
  	
  

–  Unallowable	
  GL	
  Accounts:	
  Unallowable	
  GL	
  accounts	
  are	
  not	
  authorized	
  for	
  use	
  on	
  federally	
  
funded	
  projects	
  (i.e.	
  funding	
  source).	
  Contact	
  John	
  Larkin	
  (Senior	
  Accoun;ng	
  Officer,	
  MIT	
  
Accounts	
  Payable,	
  jlarkin@mit.edu	
  ),	
  or	
  your	
  OSP	
  representa;ve	
  for	
  more	
  informa;on	
  
hXp://osp.mit.edu/about-­‐osp/staff/by-­‐department	
  	
  

•  Material	
  Group:	
  Classifies	
  products/services	
  by	
  commodity	
  or	
  service	
  type	
  for	
  financial	
  repor;ng	
  
and	
  workflow	
  approval	
  purposes	
  (e.g.	
  1930	
  –	
  Radioac;ve	
  Materials)	
  

	
  
	
  	
  	
  
	
  

Important	
  Terms	
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Unallowable	
  GL	
  Accounts	
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and Procurement at MIT 

	
  

Equipment	
  GL	
  Account	
  Coding	
  
Expense	
   Cost	
   GL	
  Designa)on	
   GL	
  Account	
  	
  
Equipment	
   $5000	
  or	
  More	
   Major	
  Equipment	
   421818	
  

Equipment	
  	
   $1000	
  	
  -­‐	
  $4999	
   Minor	
  Equipment	
  	
   421827	
  

Computer	
  Equipment	
   <$1000	
   Computer	
  Supplies/
Peripherals	
  

421900	
  

Office	
  Equipment	
  	
   <$1000	
   Office	
  Supplies	
   420258	
  

Laboratory	
  Equipment	
   <$1000	
   Materials	
  and	
  Services	
   420226	
  

Equipment	
  
Maintenance/Repairs	
  

All	
  Equipment	
  Repairs	
   Maintenance	
  &	
  Repairs	
  	
   420220	
  

Equipment:	
  Any	
  item	
  that	
  will	
  last	
  more	
  than	
  a	
  year,	
  is	
  opera)onally	
  complete	
  and	
  can	
  be	
  iden)fied	
  as	
  stand-­‐
alone	
  is	
  considered	
  equipment.	
  Purchases	
  from	
  the	
  following	
  product	
  categories	
  are	
  normally	
  considered	
  
equipment:	
  furniture,	
  computer,	
  laboratory,	
  scien;fic	
  and	
  test	
  equipment,	
  office	
  and	
  service	
  equipment.	
  The	
  
difference	
  between	
  capital	
  (Major)	
  and	
  Minor	
  equipment	
  is	
  determined	
  by	
  cost.	
  Computer	
  equipment	
  at	
  MIT	
  is	
  
controlled	
  by	
  property	
  record	
  beginning	
  at	
  a	
  cost	
  of	
  $1000	
  or	
  greater.	
  	
  

Detailed	
  Procedure	
  at:	
  hXp://vpf.mit.edu/site/property	
  (Policy	
  &	
  Procedure	
  2.0,	
  Coding	
  of	
  Equipment	
  
Purchases).	
  Please	
  direct	
  ques;ons	
  regarding	
  these	
  designa;ons	
  to	
  Jo-­‐Anne	
  Chute	
  ext.	
  8-­‐8448,	
  or	
  e-­‐mail	
  
jchute@mit.edu.	
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Addi)onal	
  Resources	
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Most	
  Commonly	
  Used	
  GL	
  Accounts	
  	
  
GL	
  Account	
  	
   GL	
  Name	
   GL	
  Defini)on	
  	
  

421205 Alcoholic Beverages (Unallowable GL) 

Use for any purchase of alcoholic beverage to allow for proper exclusion from 
billings to federal and other sponsors who do not reimburse these 
expenditures. .  An unallowable GL account -- may not be charged to 
federally sponsored projects.  

420102 Animal Care All expenditures for animal care.  Excludes the cost of animal purchases -- 
see G/L Account 420104 

420104 Animal Purchases The cost of live animals purchased for laboratory use.  Excludes the cost of 
animal care -- see G/L 420102 

420106 Audio Visual Expense All audio visual expenses, including services provided by MIT's AV department 
or by outside vendors.  

420800 Books & Publications Purchases of Books or Publications 
420128 Chemicals Chemical purchases for laboratory or facilities use 

421900 Computer supplies & peripherals Use for computer supplies and computer equipment with costs less than 
$1000 

420140 Conference Expenses 

Fees paid for attendance by MIT employees at conferences held outside of 
MIT.  Do not use for expenses related to the cost of conferences offered by 
MIT (use Workshop/Seminar/Conference costs), or for professional 
development expenditures (use Professional Development) 

420720 Contract Services Purchased services (not including temporary services, professional services, 
legal services) 

420392 Copying Expense Cost of copying  

420160 Electrical Components Expenditures for electrical components for fabricated equipment or in other 
research or teaching applications. 

420166 Entertainment (Unallowable GL)  

For costs of various forms of entertainment (for example, tickets to shows or 
sports events, meals, lodging, rentals, transportation, and gratuities).  Also for 
indoor floral arrangements, regardless of the purpose of the function.  An 
unallowable GL account -- may not be charged to federally sponsored 
projects.  
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Most	
  Commonly	
  Used	
  GL	
  Accounts	
  	
  
GL	
  Account	
  	
   GL	
  Name	
   GL	
  Defini)on	
  	
  

421818 Equip/Furniture-Major-not MTDC Capitalizable equipment and furnishings with an acquisition cost of $5,000 or 
more 

421827 Equip/Furniture-Minor Equipment and furnishings between $1000 and $4,999. Not capitalized 

421833 Equipment Rental-not MTDC Costs of renting equipment for use in MIT research, instruction, or 
administrative work.  

421572 Experimental Subjects Used for the cost of participants in research, when F&A charges are allowed 
on participant costs. 

420286 Facilities/Physical Plant Exp-not MTDC Used for corrections to system generated entries to 600600, 600601, 600602, 
and 600603, Facilities charges. 

421305 Fees - Administrative Administrative Fees -- generally an internal allocation. 

421200 Food Purchases of food for MIT activities & events (not including meetings -- for 
meetings, use 421000, "Meetings-Food & Beverage".) 

420198 Insurance Premiums Insurance costs, including the cost of insuring equipment in transit when not 
billed as part of the original invoice. 

420214 Laboratory Supplies Laboratory supplies, including glassware.   (Use 420128 for purchases of 
chemicals for laboratory use).  

420220 Maint & Repairs & Reconditioning 
Expenditures to maintain MIT buildings and equipment of all types in proper 
operating condition or to restore equipment to proper operating condition.  Not 
capitalized 

420232 Mechanical Components Expenditures for mechanical components for fabricated equipment or in other 
research or teaching applications. 

421000 Meetings - Food & Beverages 
Use for the purchase of all food and/or beverages associated with a meeting.  
Not recoverable on federally sponsored projects unless allowed by the specific 
award. 
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Most	
  Commonly	
  Used	
  GL	
  Accounts	
  	
  
GL	
  Account	
  	
   GL	
  Name	
   GL	
  Defini)on	
  	
  

421010 Meetings - Materials & Supplies Use for materials and supplies purchased for meetings.  Treated as 
recoverable on federal awards unless not allowed by the specific award. 

421753 Non-IS Telephone & Network Charges Used for payments made directly to phone vendors, or for reimbursement of 
MIT staff who maintain a phone line at home for MIT purposes. 

420258 Office Supplies Office supplies such as file folders, paper clips, stationary.  Can be used for 
office furnishings and equipment under $1000 

420274 Parking Expense-not MTDC Cost of parking passes purchased by MIT departments, labs and centers 

420920 Postage Mailing and Shipping Used for the costs of postage, mailing, and shipping.  Can be for US Mail or 
another carrier (UPS, DHL, et cetera). 

420319 Prizes & Awards-Other Used for prizes & awards.  For prizes and awards subject to income tax, use 
400800, "Prizes & Awards Compensation".  This is an unallowable GL 

420131 Prof Development/Training Expenditures for professional development, including conference fees, training 
classes (MIT or non-MIT), seminars.  

420298 Professional Services/Consulting Auditing & other professional services.  For legal fees, use 421316. 

420302 Promotional & Memorabilia (Unallowable GL) 
Used for costs of promotional items and memorabilia.  For event publicity, use 
420306. An unallowable GL account -- may not be charged to federally 
sponsored projects.  

420314 Record Project Overrun-not MTDC Used to transfer an over-run from a sponsored wbs element to the cost center 
or fund account which is providing the funding for the overrun. 

420318 Recreation Related Expenses (Unallowable GL) 

Used for expenses relating to employee morale, such as holiday parties, 
flowers for sickness or bereavement, equipment or supplies for office sporting 
or picnic events, and similar items. Limited by MIT policy to $15 per employee 
per year from general funds. .  An unallowable GL account -- may not be 
charged to federally sponsored projects.  

420133 Recruiting/Placement Fees  Recruitment/Placement fees related to hiring of staff 
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Most	
  Commonly	
  Used	
  GL	
  Accounts	
  	
  
GL	
  Account	
  	
   GL	
  Name	
   GL	
  Defini)on	
  	
  

420321  Rewards & Recognition  

 For costs of non-taxable rewards & recognition for support, research, and 
administrative staff. Do not use for prizes and awards for faculty and students 
for faculty and students. Use 420319. For taxable rewards & recognition, use 
400800. 

420344  Seminar/Workshop/Conference Costs 
Costs of seminars, workshops, and other special event programming offered 
by MIT.  For the cost of conferences and seminars attended by MIT 
employees, use "Conference Expense", 420140 

420338  Service Contracts Maintenance contracts on office, lab, scientific, and shop equipment 

421925  Software 
Expenditures for purchased computer software including operating systems 
and applications (but, the original operating system purchased with a 
computer is part of the computer purchase.) 

420890  Subscriptions Subscriptions for newspapers, magazines, or other periodicals 

420262  Temporary Help Expenditures for temporary services for individuals not filling budgeted 
vacancies.   

420050  Travel Expenses Transportation, Lodging, and meal expenses on MIT Business away from 
campus.  

420070  Travel-Foreign Expenses Transportation, lodging, and meal expenses on MIT business outside of the 
U.S. 

Please	
  visit	
  VPF	
  Financial	
  Accoun;ng	
  and	
  Repor;ng	
  for	
  a	
  more	
  comprehensive	
  list	
  of	
  current	
  GL	
  accounts:	
  	
  
	
  
hXps://vpf.mit.edu/index.php/site/content/download/2753/13872/file/Web_GLdefins_Aug2009.pd	
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In-­‐Class	
  Training	
  	
  
• Procurement/Finance/SAP:	
  hXp://vpf.mit.edu/site/calendar_schedules/calendar	
  	
  
• eCat:	
  hXp://ecat.mit.edu/	
  	
  
	
  

Online	
  (At	
  Your	
  Desktop)	
  	
  
• Procurement	
  Overview:	
  
hXps://sbsjp601.mit.edu/irj/portal/learning?course=ADM10280w	
  	
  

• Requisi;on	
  Process	
  Overview:	
  	
  
hXps://sbsjp601.mit.edu/irj/portal/learning?course=ADM10290w%20	
  
	
  
• Buying	
  Process	
  Overview:	
  hXp://learn2buy.mit.edu/	
  	
  
	
  
• eCat:	
  hXp://ecat.mit.edu/training	
  	
  
	
  
	
  

Training	
  Resources	
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Who	
  to	
  Contact	
  

Computers	
  &	
  
Technology	
  

	
  

Procurement	
  
Manager	
  	
  

Furniture	
   Marke)ng	
  &	
  
Communica)ons	
  

Rositha	
  Durham	
  	
  
617-­‐253-­‐7241	
  

rdurham@mit.edu	
  

Stephen	
  Newman	
  
617-­‐253-­‐8373	
  

sfnewman@mit.edu	
  

Bill	
  Akerberg	
  
617-­‐253-­‐5499	
  

akerberg@mit.edu	
  
	
  

Minerva	
  Tirado	
  
617-­‐258-­‐9310	
  

minerva@mit.edu	
  

Scien)fic	
  &	
  
Lab	
  Supplies	
  

	
  David	
  Petricone	
  
617-­‐253-­‐8393	
  

petricon@mit.edu	
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Who	
  to	
  Contact	
  

Equipment	
  
Over	
  $50K	
  

Travel	
   Gas,	
  Bulk	
  
Cylinders	
  

Procurement	
  
Card	
  

Office	
  Supplies,	
  
Temporary	
  Help	
  

Jimmy	
  Kontoravdis	
  
Bourdon	
  

617-­‐253-­‐2756	
  
jravdis@mit.edu	
  

Ann	
  Julian	
  
617-­‐253-­‐8350	
  

amjulian@mit.edu	
  	
  

Derek	
  Welcome	
  	
  
617-­‐253-­‐5825	
  

welcomed@mit.edu	
  

Andrew	
  Barnes	
  
617-­‐253-­‐8362	
  

apbarnes@mit.edu	
  

Kim	
  Harmon	
  
617-­‐253-­‐8360	
  

kharmon@mit.edu	
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Ques;ons?	
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Contracts	
  
Nego;a;ng	
  the	
  most	
  favorable	
  terms	
  and	
  condi;ons	
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²  Review	
  Terms	
  &	
  Condi;ons	
  associated	
  with	
  the	
  purchase	
  of	
  a	
  
good	
  or	
  service	
  

²  Create	
  purchase	
  order	
  contracts	
  for	
  professional	
  services	
  
using	
  MIT’s	
  Terms	
  &	
  Condi;ons.	
  

²  Review	
  many	
  different	
  types	
  of	
  contracts	
  outside	
  of	
  SAP,	
  
including	
  major	
  projects,	
  so�ware,	
  database,	
  equipment,	
  
maintenance,	
  leases,	
  events,	
  hotel.	
  

²  Note:	
  Purchase	
  orders	
  beginning	
  with	
  a	
  “57”	
  are	
  used	
  to	
  
create	
  purchase	
  order	
  contracts	
  for	
  professional	
  services	
  

Complex	
  Contracts	
  Group	
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²  Back	
  up	
  as	
  required	
  (electronic	
  preferred)	
  
²  Statement	
  of	
  Work/Descrip;on	
  of	
  Services	
  

² Period	
  of	
  performance	
  

² Method	
  of	
  payment/contract	
  type	
  

² Vendor	
  proposal(s)	
  or	
  quote(s)	
  

² Look	
  for	
  hidden	
  terms	
  and	
  condi;ons	
  

²  Selec;on	
  of	
  Source/Jus;fica;on	
  of	
  Price	
  

² W-­‐9	
  or	
  W-­‐8Ben,	
  and	
  vendor	
  registra;on	
  form	
  

Requisi)ons	
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Independent	
  Contractors:	
  

² Approval	
  process	
  –	
  form,	
  resume,	
  client	
  list	
  

²  Recer;fica;on	
  required	
  every	
  two	
  years	
  

² Alterna;ves:	
  	
  MITemps,	
  payroll	
  

² Cri;cal	
  as	
  enforcement	
  of	
  regula;ons	
  intensifies.	
  

² Poten;al	
  penal;es	
  to	
  MIT	
  include	
  fines, 	
   	
   	
   	
  	
  
de-­‐cer;fica;on	
  of	
  procurement	
  process	
  

Requisi)ons	
  Cont.	
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Terms	
  and	
  Condi;ons:	
  
²  MIT	
  Terms	
  and	
  Condi;ons	
  are	
  the	
  nego;a;ng	
  tool	
  of	
  choice.	
  	
  

²  Much	
  longer	
  process	
  if	
  nego;a;ng	
  from	
  vendor’s	
  Terms	
  and	
  
Condi;ons.	
  

²  Large	
  vendors	
  usually	
  want	
  to	
  use	
  their	
  own	
  Terms	
  and	
  
Condi;ons	
  

²  Note:	
  To	
  protect	
  you	
  and	
  the	
  interests	
  of	
  MIT,	
  all	
  contracts	
  
between	
  MIT	
  and	
  vendor	
  should	
  be	
  reviewed	
  and	
  signed	
  by	
  
Procurement.	
  	
  

Nego)a)ng	
  the	
  Contract	
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²  Limita;on	
  of	
  Liability	
  (Indemnifica;on	
  and	
  Hold	
  
Harmless)	
  

²  Contractor	
  Warranty	
  on	
  Service	
  &	
  Equipment	
  
²  Rights	
  in	
  Deliverables	
  (intellectual	
  property	
  rights	
  in	
  

general)	
  
²  Insurance	
  Requirements	
  (Insurance	
  Cer;ficate)	
  
²  Governing	
  Law	
  
²  Payment	
  Terms	
  

²  MIT	
  standard	
  is	
  Net	
  30	
  a�er	
  receipt	
  of	
  invoice	
  
²  Final	
  payment	
  a�er	
  acceptance	
  of	
  goods	
  (installa;on/tes;ng)	
  or	
  

services	
  

Terms	
  &	
  Condi)ons	
  Piralls	
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²  Confiden;ality:	
  FERPA,	
  PIRN	
  

²  So�ware	
  Licenses	
  (IP	
  rights,	
  third-­‐party	
  
infringement)	
  

²  Government	
  Terms	
  

²  Auto	
  Renewal	
  (Evergreen)	
  

Terms & Conditions Pitfalls 
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²  RFP	
  –	
  (sample	
  available	
  on	
  procurement	
  website)	
  
²  Cover	
  LeXer	
  

²  Specifica;ons/Statement	
  of	
  Work	
  

²  Instruc;ons	
  for	
  Proposal	
  Prepara;on	
  

²  Evalua;on	
  criteria	
  

²  Terms	
  &	
  Condi;ons	
  (MIT)	
  

²  Award	
  process:	
  nego;ate	
  the	
  contract	
  while	
  in	
  a	
  
compe;;ve	
  environment	
  

Request	
  for	
  Proposals	
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Contracts	
  Team	
  	
  

Senior	
  
Contract	
  

Administrator	
  

Assistant	
  	
  
Director	
  of	
  	
  
Contracts	
  

Assistant	
  
Contract	
  

Administrator	
  	
  

Senior	
  
Contract	
  

Administrator	
  
Tony	
  Flaherty	
  
617-­‐253-­‐8268	
  

aflahert@mit.edu	
  

Chris;na	
  Lo	
  
617-­‐253-­‐1747	
  
loc@mit.edu	
  	
  

Brion	
  McAlarney	
  	
  
617-­‐252-­‐1545	
  

brionm@mit.edu	
  

Brenna	
  Niles	
  	
  
617-­‐253-­‐0550	
  

baniles@mit.edu	
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Ques)ons,	
  Discussion	
  
How	
  can	
  we	
  best	
  support	
  you?	
  

	
  
Thank	
  You	
  For	
  Joining	
  us!	
  

	
  


