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Introduction

The Purchasing Department and the Controller’s Office are jointly responsible for the purchasing and
payables functions of Wellesley College. Generally, within guidelines described in this Purchasing Policy,
department representatives may initiate purchases covered by funds approved in their budgets.

If you have any questions about this Purchasing Policy, please contact the Purchasing Department.

Acquiring Goods and Services
There are different methods for securing the purchase of goods and services at Wellesley College,
depending on dollar amount and the complexity of the purchase.

Contracted Suppliers
Wellesley College contracts for certain commodities and services on a college-wide basis with particular
suppliers for the best quality, service and price. Departments are strongly urged to make use of the
contracted suppliers whenever possible. Please refer to the chart in Appendix “A” for a summary of these
supplier contracts and the applicable contact information. Departments should contact the vendors directly
for these purchases.

Department Coordinated
The purchase of certain items / services must be coordinated and/or ordered by other departments due to its
special needs. Please consult the chart in Appendix “B” for a summary of these items and services and
contact the department directly to make these purchases.

All Other Purchases
The purchasing policy for goods and services which are not categorized as Contracted Suppliers or
Department Coordinated depends upon the annual dollar amount. The Purchasing Policy table (below)
clarifies the departmental acquisition responsibilities within each dollar range.

Purchasing Policy

Annual Dollar Value Bid Documentation Bid Process Managed by

Under $10,000 None Required N /A

$10,000 to $99,999 Required Department

Over $100,000 Required: Managed Acquisition
Process Purchasing Department
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As a matter of Wellesley College policy, higher dollar acquisitions require more documentation to better
demonstrate the basis for awarding College contracts and certify that appropriate sources have been
selected and all prices paid are fair and reasonable. These acquisitions are audited to a stricter standard
and it is the Purchasing Department’s responsibility to ensure that all related documentation adheres to
Wellesley College’s policies.

When departments are dealing with vendors during a bid process, it’s important to conduct a fair and ethical
process. Here are some key points to remember:

 All vendors must be provided with the same information and deadlines to avoid any advantages for
any vendor.

 No information on the bids submitted (especially price) may be disclosed to the other competing
vendors except for the name of the company.

 You should not tell any vendor the amount that should be submitted.
 You should not allow any vendor to unilaterally resubmit a bid. Resubmission bid requests must

include all vendors. (“Best and Final Offers” are allowed as part of final pricing negotiations)

The above table is applicable for all goods and services with the exception of certain categories that are
exempted from the purchase order requirement and bid policy. Expenditures in these categories should be
processed for payment directly with the Controller’s Office. Contact Purchasing if you have any questions as
to whether or not your purchase will require a purchase order / bid documentation. The exempt categories
include:

 Honoraria and fees for entertainers
 Investment management services
 Educational program expenditures (e.g., study abroad programs)
 Fringe-benefit related
 Taxes and payments to government agencies
 Legal and audit fees
 Membership fees and subscriptions
 Insurance
 Utilities

Annual Dollar Value under $10,000
In general purchases under $10,000 do not require a formal bid. However, we encourage departments to
contact several vendors in order to obtain the best price and quality especially for purchases that exceed
$5,000. Departments are responsible for contacting the vendors, negotiating the price, and processing the
invoices for payments directly. You do not need to contact the Purchasing Department to make these
purchases and no purchase order is required. See Appendix “C” for more details on these purchases.

Annual Dollar Value between $10,000 and $99,999
A competitive bid process (with three vendors) is required for purchases between $10,000 and $99,999.
The bid process is managed by the department. Departments are responsible for all required bid
documentation for purchases between $10,000 and $99,999. Documentation related to these purchases
must be provided to the Purchasing Department, Controller’s Office or outside auditor upon request and
should be kept on file in the requesting department for this purpose.
Please see Appendix “D” for details. See also Appendix “F” and Appendix “G” for Wellesley College
Bid Documentation Forms.
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Annual Dollar Value over $100,000
Competitive bids for purchases over $100,000 must be obtained via a “Managed Acquisition Process” as
directed by the Purchasing Department. The process is designed to better position Wellesley College in the
marketplace. The steps involved, and practices employed, in the planning, contracting, implementation,
acceptance and follow-on activities of the acquisition of goods and services.

Departmental planning and forecasting is required as the Purchasing Department must schedule the
acquisition needs of all Wellesley College departments into the existing Campus Bid Calendar.

The requesting department will bear most of the responsibility for the results from the planning,
implementation, and follow-on phases of the acquisition, while the Purchasing Department is most
accountable for the results coming out of the contracting and negotiation phases of the acquisition process.

Please see Appendix “E” for details.
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Appendix “A”
College-Wide Suppliers
The College contracts for certain commodities and services on a college-wide basis with particular suppliers. Please refer to the following chart for a summary:

Item/Service Vendor Contact
Name

Contact
Phone Contact Email

Reference
Contract
Number

Wellesley College
Contact

Office supplies OfficeMax Steve Arnold 978-590-
7958

stephanarnold@officemax.com E&I Contract # Tina Dolan, Purchasing

Overnight shipping Federal Express Peter
Cercone

800-448-
9961 pjcercone@fedex.com

Identify as
“Wellesley
College”

Fran Adams, Mail
Services

Ground shipping UPS Steve
Leonard

617-972-
5050

sleonard@ups.com MHEC # G-10 Rick Russell,
Distribution Center

Freight Forwarding Kuhne & Nagel Anthony
Floreano

617-569-
7440

afloreano@kn.com
Identify as
“Wellesley
College”

Rick Russell,
Distribution Center

Desktop / Laptop
Computers (PC) Lenovo See Website

See
Website See Website

Identify as
“Wellesley
College”

TBD, Information
Services

Desktop / Laptop
Computers (MAC) Apple See Website See

Website See Website
Identify as
“Wellesley
College”

TBD, Information
Services

Computer Printers HP / SHI See Website See
Website See Website MHEC # F-05 TBD, Information

Services

Computer Software
Academic
Superstore

Aaron
Teague

800-298-
4102 aaron_teague@academicsuperstore.com E&I Contract #

TBD, Information
Services

Computer
Accessories CDW Jeff Schilling

847-371-
5537 jeffsc@cdwg.com MHEC # F-05

TBD, Information
Services

Computer
Peripherals

CDW Jeff Schilling 847-371-
5537

jeffsc@cdwg.com MHEC # F-05 TBD, Information
Services
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Item/Service Vendor Contact
Name

Contact
Phone Contact Email

Reference
Contract
Number

Wellesley College
Contact

Charter Buses Peter Pan Lenny
Rottenberg

800-334-
6464

lrottenberg@peterpanbus.com
Identify as
“Wellesley
College”

Peter Eastment,
Housing &

Transportation

Vending Machines Vogel Vending Franz Eberth 617-625-
0502 feberth@vogelvending.com

Identify as
“Wellesley
College”

Bob Bossange,
Administration

Laundry Machines Mac Gray Peggy
Cooper

508-481-
0064 pcooper@macgray.com

Identify by
Machine
Location

Peter Eastment,
Housing &

Transportation
Office Furniture –
Systems / Panels

Steelcase / OENE Catherine
Mendel

617-443-
6664

Mendel@oene.com MHEC # C-05 TBD, Facilities
Management

Office Furniture –
Systems / Panels Knoll / Peabody Tod Murphy 508-435-

5255 tod.murphy@peabodyoffice.com MHEC # C-05 TBD, Facilities
Management

Office Furniture –
Chairs / Seating Steelcase / OENE

Catherine
Mendel

617-443-
6664 Mendel@oene.com MHEC # C-07

TBD, Facilities
Management

Office Furniture –
Chairs / Seating

HermanMiller/COP Jill Kapner 617-956-
4132

jkapner@creativeoffice.com US
Communities

TBD, Facilities
Management

Office Furniture –
Chairs / Seating

Knoll / Peabody Tod Murphy 508-435-
5255

tod.murphy@peabodyoffice.com MHEC # C-07 TBD, Facilities
Management

Office Furniture –
Chairs / Seating RV Leonard John Mitchell 781-331-

4440 jmitchell@rvleonard.com MHEC # C-07 TBD, Facilities
Management

Office Furniture –
Ergonomic Seating

Ergonomic
Solutions Gary Shuster 781-641-

1893 gshuster@ergosolutions.com
Identify as
“Wellesley
College”

TBD, Facilities
Management

Office Furniture –
Tables -Steel Steelcase / OENE Catherine

Mendel
617-443-

6664 Mendel@oene.com MHEC # C-07 TBD, Facilities
Management

Office Furniture –
Tables -Wood Knoll / Peabody Tod Murphy

508-435-
5255 tod.murphy@peabodyoffice.com MHEC # C-07

TBD, Facilities
Management

Office Furniture -
Used John Meadows

John
Meadows

508-879-
8693 jmeadows@used office.com MHEC # E-03

TBD, Facilities
Management

Furniture -
Upholstery

Chase Decor Al Chase 413-789-
4590

al@chasedecor.com MHEC # E-03 TBD, Facilities
Management
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Item/Service Vendor Contact
Name

Contact
Phone Contact Email

Reference
Contract
Number

Wellesley College
Contact

Furniture -
Restoration Furniture Rehab Daniel

Joseph
978-665-

9010 daniel@furniturerehab.net MHEC # E-03 TBD, Facilities
Management

Furniture – College
Chair Standard Chair Steve Ostroff 978-632-

1301 steve@standardchair.com MHEC # J-02 Rick Russell, DC

Office Furniture –
File

Cabinets/Steelcase
Steelcase / OENE Catherine

Mendel
617-443-

6664 Mendel@oene.com MHEC # C-07 TBD, Facilities
Management

Office Furniture –
File Cabinets/Knoll Knoll / Peabody Tod Murphy 508-435-

5255 tod.murphy@peabodyoffice.com MHEC # C-07 TBD, Facilities
Management

Office Furniture –
File Cabinets/HON OfficeMax Steve Arnold

978-590-
7958 stephanarnold@officemax.com MHEC # C-07

TBD, Facilities
Management

Office Furniture –
Case Goods

Steelcase / OENE Catherine
Mendel

617-443-
6664

Mendel@oene.com MHEC # C-07 TBD, Facilities
Management

Office Furniture –
Case Goods

Knoll / Peabody Tod Murphy 508-435-
5255

tod.murphy@peabodyoffice.com MHEC # C-07 TBD, Facilities
Management

Office Furniture –
Ergonomic

Ergonomic
Solutions

Gary Shuster 781-641-
1893

gshuster@ergosolutions.com
Identify as
“Wellesley
College”

TBD, Facilities
Management

Office Furniture –
Misc

RV Leonard John Mitchell 781-331-
4440

jmitchell@rvleonard.com MHEC # C-07 TBD, Facilities
Management

Office Equipment –
Fax Machines OfficeMax Steve Arnold 978-590-

7958 stephanarnold@officemax.com E&I Contract # Tina Dolan, Purchasing

Office Equipment -
Shredders OfficeMax / Others Steve Arnold

978-590-
7958 stephanarnold@officemax.com E&I Contract # Tina Dolan, Purchasing

Office Equipment -
Scanners OfficeMax Steve Arnold

978-590-
7958 stephanarnold@officemax.com E&I Contract # Tina Dolan, Purchasing

Audio Visual Needs HB
Communications

James
Anderson

203-234-
9246

Janderson@hbcommunications.com MHEC # B-11 Jarlath Waldren,
Information Services

Document
Destruction Services ProShred Joseph Kelly 413-596-

5479 joe.kelly@proshred.com MHEC # F-20 Tina Dolan, Purchasing

Window Treatments Chase Decor Al Chase
413-789-

4590 al@chasedecor.com MHEC # C-04 TBD
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Item/Service Vendor Contact
Name

Contact
Phone Contact Email

Reference
Contract
Number

Wellesley College
Contact

Storage Containers Eagle Leasing Jonathan
Eagle

508-481-
5941

jeagle@eagleleasing.com
Identify as
“Wellesley
College”

TBD, Facilities
Management

Lightbulbs Bulbtronics Jaclyn
Langilotti

631-249-
2272 jaclynl@bubtronics.com MHEC # B-11 Rick Russell, DC

Linen Services Angelica Linen Nelson Silva
401-723-

6500 nsilva@anglica.com
Identify as
“Wellesley
College”

TBD, Facilities
Management

Moving Services TBD (Gentle
Giant) Pat (617) 661-

3333 info@gentlegiant .com
Identify as
“Wellesley
College”

TBD, Custodial
Services

Uniform Services E&R Cleaning Tom Gridley 603-234-
1096

tgridley@eandrcleaners.com
Identify as
“Wellesley
College”

TBD, Facilities
Management

Photographic /
Cameras B&H Photo

Zoltan
Rosenberg

212-239-
7500 zolton@bandhphoto.com MHEC # C-09

TBD, Information
Services

Promotional
Products OfficeMax / Others Steve Arnold

978-590-
7958 stephanarnold@officemax.com E&I Contract # Tina Dolan, Purchasing

Travel Services Carlson-WagonLit
Corporate
Team 3

617-451-
4230 lamidon@carlsonwagonlit.com

Identify as
“Wellesley
College”

Tina Dolan, Purchasing
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Appendix “B”
Common Goods & Services
Certain items are coordinated and ordered by departments outside of the Purchasing Department. Please
consult the following chart for a summary:

Item Responsible Department

Computer equipment and peripherals Information Services

Software Information Services

Food supplies / Catering Dining Services / Wellesley College Club

Scientific equipment and supplies Science Center

Library book and subscriptions Clapp Library

Printing Printing Services

Copy Services / Copiers The Copy Center

Record Storage Distribution Center

Event Rental Special Events

Tent Rental Special Events

Storage Containers Facilities Management

Pest Control Facilities Management

Carpeting / Floor Mats Facilities Management

Vehicles Facilities Management

Space management / construction expenditures Facilities Management

Appliances Facilities Management
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Appendix “C”
Policy for Purchases under the Bid Limit

There are different methods for paying the invoices for purchased goods and services, depending on
dollar amount. The Procurement Value Table below shows the various methods for acquiring goods and
services with explanations of each category following.

Procurement Value Table
Dollar Value Petty Cash ProCard Direct Pay Invoice Purchase Order

Less than $50 recommended available not recommended not available

$50 to $999 not available expected recommended not available

$999 to $4,999 not available recommended recommended not available

$5,000 to $9,999 not available contact Purchasing recommended not recommended

What’s Needed at Each Level

Purchases less than $50
The College gives you two ways to procure items totaling $50 or less: use your own cash or credit card,
then to receive reimbursement:

1. Submit the original sales slip with a petty cash request to the Cashier in the Bursary. The Cashier
will give you cash on the spot; or

2. Submit the original sales slip with a check request to the Controller’s Office. A check will be sent
to you in about five business days.

Alternatively, you can use your ProCard to pay for any item that falls under your SPL (Single Purchase
Limit) on your ProCard account.

Purchases between $50 and $9,999
The Wellesley College ProCard is the expected form of payment for all departmental orders under $1,000.
For vendors that do not accept credit cards, some will allow you to charge your purchase to a Wellesley
account. In these situations, the supplier sends an invoice to the College and a purchase order is not
required. Please stamp the invoice with the Wellesley College invoice stamp, authorize with a budget
number and forward to the Controller’s Office.
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Purchase orders are generally not available for purchases under $5,000. Exceptions are made for
suppliers that insist on receiving a purchase order. Please forward the vendor’s written request for a PO
with your requisition or contact the Purchasing Department in writing.

Although they can create inconvenience and additional work for small dollar purchases, you can use a
blanket purchase order if the supplier requires one. Particularly, if you find yourself using a particular
supplier many times during the course of the year for small dollar purchases, you may want to create a
blanket purchase order (see “Blanket Order” in the Wellesley College Purchase Order Procedures
document.). Contact Purchasing to discuss your options.
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Appendix “D”
Purchases between than $10,000 and $99,999
A competitive bid process (with three vendors) is required for purchases between $10,000 and $99,999.
These bids are conducted by the department and generally solicited either in writing or by telephone.

Telephone bid solicitations are generally reserved for purchases of the lowest applicable value and of the
least complexity. In order to obtain valid vendor proposals that will most accurately reflect the
marketplace, it is recommended that bids be solicited in writing whenever possible.

There are three (2) types of written bid solicitation processes:

1. Request for Quotation (RFQ)
Use the RFQ template for:

 Commodity items – “off-the-shelf” catalog products sold by more than one supplier
 One-time purchases of tangible goods
 Bids that do not involve substantial “value added” effort on the vendor’s part – such

as complicated logistics, installation efforts or vendor instructions.

Do not use the RFQ template to procure or bid services or service contracts.

2. Request for Proposal (RFP)
Use the RFP template for:

 Whenever the vendor is providing a service – as opposed to a commodity
 When a substantial part of a commodity purchase involves “value added” vendor

services
 When a Wellesley College defined “scope of work” is involved

Departments are responsible for all required bid documentation for purchases between $10,000 and
$99,999. Documentation related to these purchases must be provided to the Purchasing Department,
Controller’s Office or outside auditor upon request and should be kept on file in the requesting department
for this purpose.

The following summarizes the two forms that must be completed:

I. No Bid Justification (Form B)
If a competitive bid was not completed for purchases between $10,000 and $99,999, the No Bid
Justification (Form B) must be completed with the appropriate department head approval.

Please note that “Preferred Vendors” are not “Sole Source Vendors”. A “sole source” is defined
as specific products or services available from only one source. The fact that a particular vendor
is an excellent fit for Wellesley College does not justify the selection of that vendor as a “sole
source” if there are other vendors that provide the same or similar goods and services.
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II. Competitive Bid Summary and Justification (Form A)
Once all bids have been reviewed, complete the Competitive Bid Summary and Justification
(Form A) prior to notifying the awarded vendor. A justification will be required if the bid is awarded
to a vendor that is higher in cost than the lowest bid by either 15% or $10,000, whichever is lower,
and must be approved by the department head.

All purchases greater than $10,000 (but less than $100,000) may be direct paid through Accounts Payable
with you departmental invoice stamp. The $10,000 minimum may be reached in one of the following three
ways:

1. A single ordered item with a total cost (including freight) equal to or greater than $10,000
2. More than one item ordered at one time with a total cost (including freight) equal to or greater than

$10,000
3. Multiple purchases to the same vendor against the same budget number that total $10,000 or

more in a fiscal year.

Purchase Orders are not required for purchases between $10,000 and $99,999. However, if a purchase
order is required by the vendor, please see a step-by-step guide to creating a PO under “Setting Up a
Purchase Order” in the Wellesley College Purchase Order Procedures document.
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Appendix “E”
Purchases over $100,000

A competitive bid process (with three vendors) is required for purchases over $100,000 under a
Managed Acquisition Process where the department works collaboratively with the Purchasing
Department and other stakeholders. It is important that departments with procurement needs in
excess of $100,000 be in contact with the Purchasing Department at the earliest possible opportunity
to help ensure that there is adequate time and resources committed to this bid particularly:
 When the product or service in question is not a “Sole Source”
 When a complex “scope of work” or complicated contract terms are involved
 When the total projected value of the vendor relationship exceeds $100,000 or more over a three

(3) year period.

The $100,000 may be reached in one of the following four ways:

1. A single ordered item with a total cost (including freight) equal to or greater than $100,000
2. Multiple purchases to the same vendor against the same budget number that total $100,000 or

more in a fiscal year.
3. Multiple purchases to different vendors for the same (or similar) items / services that total

$100,000 or more in a fiscal year.
4. Multiple purchases to different vendors in the same commodity category where the total purchase

for the institution exceeds $100,000

For a step-by-step guide to creating a PO, see “Setting Up a Purchase Order” ” in the Wellesley College
Purchase Order Procedures document.

The Purchasing Department is responsible for all required bid documentation for purchases over
$100,000. Documentation related to these purchases be kept on file for audit purposes. A purchase order
will be generated for these purchases.

The following summarizes the two forms that must be completed:

No Bid Justification (Form B)
If a competitive bid was not completed for purchases over $100,000, the No Bid Justification
(Form B) must be completed with the appropriate department head and Director of Purchasing
approval.

Please note that “Preferred Vendors” are not “Sole Source Vendors”. A “sole source” is defined
as specific products or services available from only one source. The fact that a particular vendor
is an excellent fit for Wellesley College does not justify the selection of that vendor as a “sole
source” if there are other vendors that provide the same or similar goods and services.

Competitive Bid Summary and Justification (Form A)
Once all bids have been reviewed, complete the Competitive Bid Summary and Justification
(Form A) prior to notifying the awarded vendor. A justification will be required if the bid is awarded
to a vendor that is higher in cost than the lowest bid by either 15% or $10,000, whichever is lower,
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and must be approved by the department head, the Director of Purchasing, and the Vice
President for Finance.

For a step-by-step guide to creating a PO, see “Setting Up a Purchase Order” in the Wellesley College
Purchase Order Procedures document.


