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STRATEGIC SERVICES   

IP&O ADMINISTRATION 

DEPARTMENT PURCHASING PROCESS 

This document is to provide the Strategic Services department with a detailed 
process and description on how to make a purchase using several types of 
scenarios.   

Note, these processes can change at any time. If you see that changes are 
needed, please inform the IP&O Administration group. 
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General Supply Orders – No Quote Required 
Fill out all highlighted fields in the Purchase Order Request Form (PORF) as shown below. 

Write a detailed description of the item/s, if you do not have the item number of what you 
would like to order. If you have the item number/s for re-orders, please include this number in 
your description.   

Once completed, obtain your immediate supervisor’s signature on the form and forward the 
completed document to Loretta and copy Madalyn. 

Examples of vendors that fall under this process are:   

• Office Depot 
• CDW 



Purchasing with a Quote 
Obtain a quote from the selected supplier. Fill out the Purchase Order Request Form (PORF). All 
highlighted fields must be filled as shown below. From your quote, fill in a brief description 
including your quote# in the description field of the PORF. 

Once completed, obtain your immediate supervisor’s signature on the form and send the 
completed document and quote to Loretta and copy Madalyn. 

Example of Vendors under this process are: 

• Kite & Key accessories only (for computers and laptops follow the IT order process) 
• Dining Services (also follow the Dining Services process) 
• Conferences 
• IStock/Getty Images, Articulate 
• Food Architect 
• Edgecon 
• Tableau 



IT – Computer and Laptop Orders 
There are two ways of making a new equipment purchase: 

1. If you have all the specs needed to order a new computer or laptop, you need to obtain 
a quote from the supplier, Kite&Key. Send this quote to your supervisor for approval by 
email and copy Loretta and Madalyn. Once approved, Madalyn or Loretta will provide 
you with the account string. You will need to submit an IT ticket letting them know you 
have a quote for new equipment to be processed. IT will submit your request to be 
processed and ordered. They will inform you when your equipment has arrived. 

2. If you do not have or know the specs to request a new computer or laptop, submit an IT 
ticket requesting the new equipment needed. Once, they reach out to you with a quote 
and request a string number, send an email to your supervisor attaching the quote 
requesting approval. Once approved, Loretta or Madalyn will provide IT with the string 
number for them to process. IT will submit your request to be processed and ordered. 
They will inform you when your equipment has arrived. 

https://ipo.rutgers.edu/contact-it-service-desk
https://ipo.rutgers.edu/contact-it-service-desk
https://ipo.rutgers.edu/contact-it-service-desk


Dining Services 
All campuses have different ordering processes. Below are the instructions and links to each 
campus site.   

New Brunswick   

The form below is a sample of the questions required from Dining Services to request a quote. 
You will find this on the link provided above. 

http://food.rutgers.edu/catering-special-events/catering-and-special-events/#catering-request


Dining Services, cont. 
Once you have filled out the required information, submit the completed form to Jessica Brito, 
jb2031@dining.rutgers.edu. She will provide you with a quote for your request. Once you have 
received a quote you must fill out all highlighted fields in the Purchase Order Request Form 
(PORF). Have your immediate supervisor signature approval and send the completed document 
and quote to Loretta and copy Madalyn for processing.   

Please note Vendor info on the form should read #40 Rutgers University Catering. 

Newark   

You must process a catering request by using the online catering system, eCater, 
https://runewark.e-cater.com .  You must first create an account. Upon creating your account, 
you will receive an email from Dining Services with a password. You must then login into your 
account by inputting your email and password you were provided. You will first need to input 
your event information, then view the menu options and make selections for your catering 
event. After you have submitted your information, you will receive a quote based on your 
selections. 

Once you have received a quote you must fill out all highlighted fields in the Purchase Order 
Request Form (PORF). Have your immediate supervisor signature approval and send the 
completed document and quote to Loretta and copy Madalyn for processing. Please note 
vendor info should read Gourmet Dining, Newark Catering. Any questions regarding your 
catering request should be directed to Daisy Rivera, drivera@gourmetdininllc.com.   

Camden 

You must first reserve your space for your event by using the link below: 

https://events.camden.rutgers.edu/event-request-form/ Thereafter, use the online catering system, 
eCater, rucamden.e-cater.com/index.php to view the menu options and make selections for your 
catering event. After you have submitted your information, you will receive a quote based on your 
selections.   

Once you have received a quote you must fill out all highlighted fields in the Purchase Order 
Request Form (PORF). Have your immediate supervisor signature approval and send the 
completed document and quote to Loretta and copy Madalyn for processing.   

Please note Vendor info on form should read Compass Group USA Inc. Any questions regarding 
your catering request should be directed to Thomas Speakman, 
tspeakman@gourmetdiningllc.com 

mailto:jb2031@dining.rutgers.edu
https://runewarkdining.com/catering/
https://runewark.e-cater.com/
mailto:drivera@gourmetdininllc.com
https://events.camden.rutgers.edu/
https://events.camden.rutgers.edu/event-request-form/
http://rucamden.e-cater.com/index.php
mailto:tspeakman@gourmetdiningllc.com


University Travel 
For University Travel, the University has set up a travel preference under MyPortal site. This 
must be completed by the requestor. 

Log into the MyRutgers Portal and click on the Rutgers Travel online booking App   

and follow their instructions.   

  

Contact Madalyn Zayas or Loretta Deloatch for the Department string as necessary and forward the total 
cost of your travel arrangements to Loretta and Madalyn. 

Note: Any additional travel expense reimbursements will need to be submitted through MyPortal but 
you must have access to make this request. See below for instructions and help on how to obtain access. 

This process is new to our department. As you make arrangements, notify the IP&O Admin unit of 
necessary process updates.    



University Travel, cont. 
The first step is to submit a request for access to the Expense Tool. Go to 
https://finance.rutgers.edu/resource-library/forms-and-templates. Under Financial 
Management System Access Forms, choose Expense Management document. Complete the 
form, obtain necessary approvals, and scan/email the form to 
cloudaccess@finance.rutgers.edu. 

Here is the Standard Operating Procedure: 
file:///C:/Users/nyreesp/Downloads/11.0_Travel_and_Expense_Management_v2.pdf. 

Once access is granted, you will be able to utilize the expense management system. To access 
the tool, go to my.rutgers.edu and click on Log In (right corner). Once in, go to the Finance 
section (you may need to click on the More box in the center bottom to see more options). 
Click on Expense Management. Please see additional instructions and FAQs below. 

Expense Reimbursements 101: 

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fsasooa.rutgers.edu%2Fim 
ages%2FExpense_Reimbursements_101.docx&wdOrigin=BROWSELINK 

FAQs: 

https://procurementservices.rutgers.edu/files/expense-management-help-desk-faqsdocx 

https://finance.rutgers.edu/resource-library/forms-and-templates
mailto:cloudaccess@finance.rutgers.edu
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fview.officeapps.live.com%2Fop%2Fview.aspx%3Fsrc%3Dhttps%253A%252F%252Fsasooa.rutgers.edu%252Fimages%252FExpense_Reimbursements_101.docx%26wdOrigin%3DBROWSELINK&data=05%7C01%7Cmadalyn.zayas%40rutgers.edu%7Cadf3b6754c9b45313b1e08dadec93d65%7Cb92d2b234d35447093ff69aca6632ffe%7C1%7C0%7C638067253157383579%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Ite357Z0%2FDTMaOi4L4mv161ZTelNCkfN5lgFoZpJwL0%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fview.officeapps.live.com%2Fop%2Fview.aspx%3Fsrc%3Dhttps%253A%252F%252Fsasooa.rutgers.edu%252Fimages%252FExpense_Reimbursements_101.docx%26wdOrigin%3DBROWSELINK&data=05%7C01%7Cmadalyn.zayas%40rutgers.edu%7Cadf3b6754c9b45313b1e08dadec93d65%7Cb92d2b234d35447093ff69aca6632ffe%7C1%7C0%7C638067253157383579%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Ite357Z0%2FDTMaOi4L4mv161ZTelNCkfN5lgFoZpJwL0%3D&reserved=0
https://procurementservices.rutgers.edu/files/expense-management-help-desk-faqsdocx
https://my.rutgers.edu


Warehouse Supplies 
Fill out all highlighted fields in the Purchase Order Request Form (PORF) and write a detailed 
description of the item you would like to order from the warehouse.   If you have a part #, 
please include this number in your description. 
Have your immediate supervisor signature approval and send completed document to Loretta 
and copy Madalyn for processing. 

  

http://../PORF-Blank.xlsx


Fill out Purchase Request form 
(PORF) for all University purchases 
This form is available on Teams. 

Fill all yellow highlighted fields on 
the PORF. Obtain signature 
approval from your direct 

supervisor and forward the PORF 
and Quote to 

Loretta.deloatch@rutgers.edu and 
copy madalyn.zayas@rutgers.edu. 
Note: you may print and hand in to 

Loretta or Madalyn. 

Madalyn confirms accounting 
information and adds the PO 

requested details to the Budget 
Excel spreadsheet. 

This request is submitted to the 
Business Office, Saleem Dicks for 

processing. 

Saleem will enter the purchase 
order request in Market Place to 

obtain a Purchase order. 

Approved 
Saleem forwards a copy of the 
Purchase Order to the Original 

requestor. 
Loretta or Madalyn 

Purchase Order Request Process 

Strategic Services 

Invoice Processing 

In the event that you receive the 
invoice for payment, you should 
forward to Loretta or Madalyn to 

submit for payment. 

Invoice will be paid and the Purchase 
Order closed by the Procurement 

Department once all transactions are 
completed. 

You are conducting business with 
an internal or external supplier 

Purchase Order 
number is generated 

Note: System 
automatically sends 

a copy of the 
Purchase Order to 

the vendor 

Once the Vendor 
receives a copy of the 
Purchase order from 
Procurement, they are 
instructed to include the 
Purchase order number 

on the invoice and 
submit to accounts 

payable through email. 

Procurement receives 
request and Approves or 

rejects 

Rejected 

Saleem will notify Loretta or 
Madalyn with the reason for 

rejection. 

Loretta or Madalyn will notify the 
requestor with the reason for 
rejection and follow Business 
Services advice on how to 

proceed. 

Obtain a Quote from the 
vendor. 



SHIP TO: REQUESTOR/DATE: 
BLDG/CAMPUS: 
SUPERVISOR'S APPROVAL: 

ATTN: 
PHONE: GL ACCOUNT 
FAX # 

VENDOR: 
ADDRESS: 

ATTN: 
PHONE: 
FAX # 

QUANTITY Unit Cost Total Amount 
-$                    -$                    
-$                    -$                    
-$                    -$                    
-$                    -$                    
-$                    -$                    
-$                    -$                    
-$                    -$                    
-$                    -$                    
-$                    -$                    
-$                    -$                    

TOTAL -$                    

BUSINESS PURPOSE: 

Institutional Planning and Operations 
PURCHASE REQUEST 

ITEM/DESCRIPTION 

 900-1370-1129-0001-100-8000-
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