
UCF Procurement Services
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• Introductions
• Mission
• Price Threshold Guidelines
• Solicitations
• Competition Exemptions
• Unauthorized Procurement Actions
• Procurement Services Contacts
• Questions and Answers 
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Mission
To support the academic and administrative departments in the timely and 
competitive procurement of goods and services to sustain, foster, and promote 
the educational and research mission of the university. This shall be 
accomplished in the most ethical, efficient, and courteous manner possible while 
adhering to the letter and intent of all applicable laws, regulations and policies.

Process and Administer Formal Solicitations

Process Requisitions for Goods and Services 

Supplier Data Input for Corporate Suppliers

Review and Approve Contracts

Manage Diversity in Contracts Program
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Price Threshold Guidelines

Note: Procurement Services reserves the right to bid any requirement, regardless of dollar 
value, when determined to be in the best interest of the university. We encourage obtaining 
quotes at each level from diverse vendors (small, woman or minority-owned businesses, etc.).

Over $75,000
Formal competitive solicitations or exempted from competition

$35,000.01 - $75,000
Three or more written quotes from competing suppliers

$10,000.01 - $35,000
Two or more informal quotes are required

$10,000 and below
Quotes are not required but are encouraged
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Solicitation Types

Request for Information (RFI): Informal research and information 
gathering document; used to create viable requirements for a 
potential solicitation; cannot be used to make an award – only a 
fact finder

Invitation to Bid (ITB):  Detailed specifications for a specific good 
or service; suppliers can bid on the same items; awarded to lowest 
responsive and responsible bidder; average cycle time - 10-60 
days

Invitation to Negotiate (ITN):  Complex purchases where 
specifications are not clearly defined; suppliers propose best 
solutions; award is based on best value and interest to the 
university ; average cycle time - 40-180+days 
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Competition Exemptions

Board of Governor’s 
http://www.regulations.ucf.edu/chapter7/documents/7.130Purchasing
FINALJan17.pdf

Allowed per UCF Regulation 7.130

Mr. Merck’s Annual Certification
https://procurement.ucf.edu/wp-
content/uploads/sites/3/2018/07/Sole-Source-Certification-FY18-
19.pdf

Waiver/Sole Source

Adoptable/Piggyback

https://www.flbog.edu/documents_regulations/regulations/FINAL%2018.001%20Procurement%20Regulation%2011316.pdfwww.regulations.ucf.edu/chapter7/documents/7.130PurchasingFINALJan17.pdf
https://www.flbog.edu/documents_regulations/regulations/FINAL%2018.001%20Procurement%20Regulation%2011316.pdfhttps:/procurement.ucf.edu/wp-content/uploads/sites/3/2018/07/Sole-Source-Certification-FY18-19.pdf


7

Competition Exemptions:
Waiver/Sole Source

Waiver of Competition Sole Source 

Dollar
Thresholds

$10,000.01 - $75,000 $75,000.01+

Approvals $10,000.01 - $35,000
• PI/Researcher/Director/Chair

$35,000.01 - $75,000
• Associate Dean/Associate Vice 

President/Associate Provost
• Procurement Specialist
• Director/Designee 

• PI/Researcher/Director/Chair
• Dean/Vice President/President
• Procurement Specialist
• Associate Director
• Director
• Vice President Administration & 

Finance and Chief Financial Officer 
(routinely confers with Provost for 
academic purchases)

Notifications None Posted on Procurement Services 
website for 72 business hours 
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Competition Exemptions:
Adoptable/Piggyback Contracts

Existing contracts can be used at any dollar amount without additional 
competition to acquire needed goods and services. 

Must have been competitively solicited and awarded, same scope of 
work and contract dates must be effective. 

Any active public contract
• State of Florida; Department of Management Services
• Any university or college nation-wide
• Federal, State, County, City, School Board, etc. 

Cooperative Purchasing Contracts
• Educational and Institutional Consortium (E&I)
• US Communities Government Purchasing Alliance 
• Sourcewell f/k/a National Joint Powers Alliance (NJPA)
• WSCA-NASPO Cooperative Purchasing Organization
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Unauthorized 
Procurement Actions (UPAs)

Violation of UCF Policies 2.102.2, 2.107.4 and Regulation 7.130

Penalties for non-compliance

• First violation: written reminder 
• Second violation: $500 fine 
• Third violation: $1,000 fine
• Progressive discipline per policy, up to and including termination 

Consequences to university’s resources and reputation

Violators could be directed to pay the supplier with personal funds

Unauthorized Procurement Action Form must be signed by VP/Dean 
(NO designee)

http://policies.ucf.edu/documents/2-102.2ContractReview.pdf
http://policies.ucf.edu/documents/2-107.4SignatureAuthorityPolicy.pdf
http://regulations.ucf.edu/chapter7/documents/7.130PurchasingFINALJan17.pdfhttp:/regulations.ucf.edu/chapter7/documents/7.130PurchasingFINALJan17.pdfhttp:/regulations.ucf.edu/chapter7/documents/7.130PurchasingFINALJan17.pdf
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How Do UPAs Occur?

Contract was executed and services initiated without a purchase 
order and/or does not meet procurement guidelines.

Authorizing supplier to begin work and invoice for services rendered.

Renewal of contracts after expiration.

Contract signatory not authorized to sign contracts.



11

How To Avoid UPAs?

Create a requisition for an estimated amount.  If the final cost is 
more, then create a change order for the additional funds.

#1 Rule:  Have a purchase order in place.

Renew contracts timely and ensure a purchase order is in place prior 
to start of renewal contract term.

Do not sign any documents unless you have signature authority and 
only after legal review. 
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Procurement Services Contacts
Greg Robinson 
Assistant Vice President
(407) 823-5348
Greg.Robinson@ucf.edu

Nellie Nido
Associate Director
(407) 823-5346
Nellie.Nido@ucf.edu

Brian Sargent
Assistant Director
(407) 823-3304
Brian.Sargent@ucf.edu

Cali Jones
Procurement Services Coordinator
(407) 823-5889
Cali.Jones@ucf.edu

Regina Bazile
Procurement Services Coordinator
(407) 823-4251
Regina.Bazile@ucf.edu

Serena Bell
Procurement Services Agent
(407) 823-3886
Serena.Bell@ucf.edu

Monica Mayer
Administrative Services Coordinator
(407) 823-3383
Monica.Mayer@ucf.edu

Amber Kornegay
Office Manager
(407) 823-2661
Amber.Kornegay@ucf.edu

Marielle Ngamije
Program Assistant
(407) 823-2661
Marielle.Ngamije@ucf.edu

mailto:Greg.Robinson@ucf.edu
mailto:Nellie.Nido@ucf.edu
mailto:Brian.Sargent@ucf.edu
mailto:Cali.Jones@ucf.edu
mailto:Regina.Bazile@ucf.edu
mailto:Serena.Bell@ucf.edu
mailto:Monica.Mayer@ucf.edu
mailto:Amber.Kornegay@ucf.edu
mailto:Marielle.Ngamjie@ucf.edu


Any questions?

Thank you! 
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