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SECTION ii 
 

DEFINITIONS 
 

1) Acceptance - The acknowledgment by AURA that the goods ordered have been inspected and conform to the 
specifications, quantity and quality as contracted for. 

2) AOSS – Stands for the AURA Observatories Support Services.  This is a division of AURA located in Chile and 
directed with the support of the AURA observatories and tenants located on Cerro Pachon and Cerro Tololo in Chile. 

3) Approved Receiving Repor t - A Receiving Report signed by the requester indicating that the materials received are the 
items ordered and are is satisfactory condition. 

4) AURA - Stands for the Association of Universities for Research in Astronomy, Inc. that is the company for which we 
work. It  is an Arizona Corporation funded by the NSF through long-term Cooperative Agreements. 

5) Blanket Purchase Order  - A contract between AURA and a specific vendor for the purchase of designated items or 
services, in-undesignated quantities, over a specific period of time.  The contract must be for a specific period at which 
time the Blanket Purchase Order is either renewed or allowed to lapse. 

6) BOMPA – stands for the Bank One Merchants Purchase Authorization credit card.  This is a credit card issued to 
specific individuals within the NOAO organization to assist with the purchase of small dollar items. 

7) Brand Expor t Packing - The AURA packing company responsible for receiving, inspecting, consolidating and packing 
items ordered by NOAO Procurement for overseas shipment via ocean carrier to CTIO or other foreign destinations. 
Brand is authorized to issue Receiving Reports for all materials received. 

8) Bureau of Industry and Secur ity - The controlling authority under the purview of the U.S. Department of Commerce 
responsible for the export control of non-military materials, software, and data.  Policies and procedures for the 
exportation of non-military items are found in the U.S. Export Administration Regulations. 

9) Buyer  - AURA, Inc. is always considered the Buyer of a vendor's goods and will be the party issuing the acceptance or 
rejection of shipment as determined by the requester. NOAO, Kitt Peak, NSO, GONG, CTIO, GEMINI 8-Meter 
Telescope Project and Space Telescope Science Institute (STScI) are departments or projects within the AURA 
organization. 

10) CIPL - Stands for Commercial Invoice and Packing List which is a document issued by the shipper and which details 
the items and their value which are included in a specific shipment.  See Packing List.  

11) Contractual Author ity - The authority granted to an AURA employee to commit AURA into contractual agreements 
up to the amount indicated on a valid, signed requisition.  Contractual Authority is different from Signature Authority.  
The delegation of Signature Authority does not grant that individual Contractual Authority. 

12) Cover t Damage - Damage to a the contents of a shipment whose packaging does not reflect or indicate the potential 
damage. 

13) CTIO - stands for Cerro Tololo Inter-American Observatory located about 50 miles West of La Serena, Chile.  La 
Serena is about 300 miles (a 7-hour bus trip) north of Santiago, the capitol of Chile. 

14) Customs Bond - is a bond issued by an insurer which insures payment to the U.S. Customs Service of all taxes and 
Duties and other charges associated with an importation.  The Intercargo Insurance Company as administered by 
Roanoke Trade insures AURA’s Customs Bond.  The Customs Bond number is 5940015.  Without this bond, AURA 
would be required to pay for a bond each time something was imported. 

15) DANZAS Corp. - is the current freight forwarder that is used by AURA in arranging ocean freight shipments from the 
U.S. to CTIO. 

16) Directorate of Defense Trade Control (DDTC) - Is the enforcement and controlling agency of the Department of State 
export controls.  Previously named the Office of Munitions Control (OMC), this agency controls the export of all 
defense-related materials.  The ITAR is the regulations under which the DTC operates./ 

17) Depar tmental Order  Placers - Those individuals within a specific department who have attended the Purchasing 
Certification Course and who have been delegated authority by the Manager, NOAO Procurement to conduct small 
purchases under the Small Purchase Blanket Purchase Order System. 

18) ECCN - Stands for Export Commodity Control Number, which is an alphanumeric designation, which identifies a 
specific type of material as being restricted for export.  Specific ECCN listings are identified and detailed in the 
Department of Commerce’s, Export Administration Regulations. 
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19) Expor t Declarations - Export documents that identify to U.S. Customs and to the Department of Commerce the items 
within a specific shipment falling under the authority of the U.S. export regulations.  Also known as "EX DECS". 

20) F.O.B. - Stands for Free On Board and indicates who has the responsibility for the materials ordered while they are in 
transit.   Normal F.O.B. terms are "Destination", "Ship Point", "Factory", or a specific location such as "San Francisco, 
CA". Free On Board is the designated place in the contract at which Title and Risk of Loss shall pass to the Buyer.  It 
also is a designation of the point from which the Buyer shall bear the cost of transportation 

21) F.O.B. Destination - Designates that the vendor is responsible for transportation costs to the point of destination 
designated in the contract.   At that point both the Title and Risk of Loss are transferred to AURA.   The vendor will 
designate the carrier and may or may not charge AURA for the freight costs.  State taxes on the freight costs are based 
on the point at which title for the goods is transferred.  In this case, state tax on the freight costs will not be assessed 
AURA. 

22) Santiago Operations Office - an office located in Santiago, Chile which handles incoming freight and visiting 
astronomers for NOAO-South.  The address is: Santiago Operations, Av. Presidente Riesco 5335, Oficina No. 507, Las 
Condes,Santiago-, Chile, Phone:  56-2-370-1085 

23) F.O.B.  Ship Point; F.O.B. City, State; etc. - Designates that AURA is responsible for the transportation costs from the 
designated shipping point.   In addition, AURA will obtain title at that point and become responsible for any loss 
occurring during the transportation process. AURA will designate the carrier and pay all freight costs.  State taxes on the 
freight costs are based on the point at which title for the goods is transferred.  In these cases, state tax on the freight costs 
may be assessed AURA. 

24) Gemini 8-Meter  Telescope Project - The name assigned to the 8-Meter Telescope project which is an organization 
created by the NSF to build twin 8-Meter telescopes - one on Mauna Kea in Hawaii and the other on Cerro Pachon, near 
CTIO.   The members of the organization include Canada, England, Chile, Argentina, and Brazil.  The project is 
administered by AURA.  Main offices are located in Hilo, HI. 

25) GONG - A project under control of NSO that analyzes the vibrations on the sun.  GONG stands for Global Oscillation 

Network Group. 

26) Implied Warranty - A fact, or warranty, not explicitly written or stated but which is determined by deduction or 
inference from known facts and circumstances. 

27) Invoice - A document that is sent by a vendor to Accounting seeking payment for goods or services ordered.  At times 
this document accompanies the shipment and can be confused with the packing list. 

28) KPNO - Stands for Kitt Peak National Observatory and is located 50 miles West of Tucson.  AURA runs Kitt Peak for 
the US Government.  The University of Arizona is one of many tenants on the mountain which pay rent to  AURA. 

29) Mater ial Safety Data Sheet - A document produced by a manufacturer which details the hazards associated with a 
specific product.   This information is required for the shipment of the materials as it details how to counteract the 
hazards associated with the product should an emergency occur. 

30) MSDS - See Materials Safety Data Sheet. 

31) NOAO - Stands for the National Optical Astronomy Observatories that include CTIO, KPNO and NSO.  NOAO is not a 
legal entity and can not issue contracts. AURA is the legal entity and NOAO is a department within AURA. 

32) NSF - Stands for the National Science Foundation and is a U.S. government agency who contracts with AURA to 
operate several national observatories for the U.S. government. 

33) NSO - Stands for the National Solar Observatories, which has two locations.  One is on Kitt Peak.  The second is at 
Sacramento Peak Observatory near Sunspot, New Mexico that is in the mountains outside Alamogordo, New Mexico, 
about 50 miles north of El Paso, TX. 

34) Over t Damage - Damage to the shipping container that is easily visible,  i.e. the rattle of broken glass inside, torn or 
smashed outer wrappings, etc. 

35) Packing List - A document issued by the shipper which accompanies a specific shipment of materials.  This document 
detail what is in the shipment and, in most cases, the Purchase order under which the goods were ordered.  In order to 
comply with Chilean (and most other countries') import regulations, AURA erroneously names this document a 
Commercial Invoice & Packing List (CIPL). 

36) Payment Terms - See Terms 

37) Personal Goods Shipment - A shipment to CTIO of personal goods that may contain any number of packages for a 
single AURA employees. 
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38) Purchase Requisition - The document issued by an AURA employee requesting the purchase of specific materials.  The 
Purchase Requisition is not a valid purchase document until it is signed by the individual with the proper Signature 
Authority for the account number indicated on the Purchase Requisition. 

39) Purchase Order  - A Contract between AURA and a specific vendor for the purchase of services and/or materials 
requested in accordance with the  valid Purchase Requisition.  The Contract must be for specific items, at a specific cost, 
delivered to a specific location within a specific time.  Purchase Orders are issued in response to a valid Purchase 
Requisition. 

40) Reasonable Per iod of Time - A legal term used to indicate the period of time a buyer has to accept, reject, or revoke his 
acceptance of the item received.  No specific time frame is indicated but the period depends on the specific 
circumstances and ability of the receiving organization to inspect the item.  Generally 10 days is considered reasonable. 

41) Receiver  - See Receiving Report. 

42) Receiving Repor t - Document issued by the receiving facility signifying a cursory inspection of the materials received 
to determine damage, and  the materials conformance to the items ordered on the Purchase Order regarding quantity and 
apparent nomenclature (Model Numbers, Part Numbers, etc.) 

43) Requisition (" REQ" ) - See Purchase Requisition. 

44) Requester  - The individual initiating the Purchase Requisition and seeking the acquisition of specific materials, 
equipment or services. 

45) REQLESS – an administrative portal for a variety of services including the production of requisitions, check requests 
and travel requests. 

46) Requisitioner  - See Requester. 

47) Sac Peak - The nickname of the Sacramento Peak Solar Observatory near Alamogordo, NM. 

48) Shipping Memo - A document authorizing the shipment if the materials listed on the document and the charging of the 
freight costs against the account number listed on the Shipping Memo. 

49) Signature Author ity - The individual designated by the NOAO Director as authorized to expend funds from a specific 
account.  The individual with the proper Signature Authority must approve each Purchase Requisition for the account 
listed on the Purchase Requisition.  If more than one account is listed on the requisition, individuals who have Signature 
Authority on each account must sign the requisition. 

50) SOAR Telescope Project – Is the Southern Observatory for Astrophysical Research (SOAR) which will be a 4-Meter 
Class telescope located on Cerro Pachon, near Cerro Tololo, in Chile. 

51) SOLIS – is the Synoptic Optical Long-term Investigations of the Sun (SOLIS) project administered by the National 
Solar Observatories.  The project will establish a solar facility at the Kitt Peak National Observatory. 

52) Sole Source - A vendor requested by the Requisitioner as being the one from whom the items ordered on the Purchase 
requisition are to be purchased. 

53) Sole Source Justification - A document accompanying a Purchase Requisition that authorizes NOAO Procurement to 
purchase the ordered items from the single vendor listed on the Purchase Requisition. 

54) T&Cs - Stands for Terms & Conditions and are detailed on either AURA Form T-1, AURA form T-2 or in the written 
purchase contract.  See Terms and Conditions. 

55) Terms - Indicates how long AURA has before it must pay the invoice for the ordered items.  These also indicate any 
special discounts available to AURA for the early payment of the invoice. 

56) Terms & Conditions - The conditions under which the contract is made between AURA and the vendor.  These 
"T&Cs" are based on government regulations, the AURA-NSF Cooperative Agreement, and good business practices. 

57) UCC - Stands for the Uniform Commercial Code that is the legal basis for the conduct of commercial business. 

58) Vendor  Acknowledgment - A document sent by the some vendors which confirms the purchase of specific materials, 
equipment or services as originally requested on the AURA Purchase Order.  This document may or may not detail the 
vendor’s terms under which they want to conclude the purchase.  If the vendor’s terms vary from the AURA Terms and 
Conditions, AURA must negotiate with the vendor to satisfactorily resolve the conflict. 

59) Warranty - An assurance by one party to a contract of the existence of a fact upon which the other party may rely and 
which amounts to a promise to indemnify the promises for any loss if the fact warranted proves untrue. 

60) WIYN Telescope - A telescope project on Kitt Peak which is a joint effort by the University of  Wisconsin, University 

of Indiana, Yale University and NOAO. 



 

Section iii: 
POLICY STATEMENT 

 
1) POLICY STATEMENT: It is AURA's policy to follow the Federal Acquisition Regulations (FAR), the Uniform Commercial 

Code (UCC), OMB Circular A-110 and standard acceptable business practices in the issuance of purchase orders and contracts 
under the NSF-AURA Cooperative Agreement.  However, it is understood that the FAR is primarily concerned with large 
purchases while the vast majority of purchases made by NOAO Procurement are less than $1,000.  Accordingly, the policies and 
procedures set forth in this chapter are designed to adapt those other policies, procedures, and regulations to the NOAO business 
environment.   Hence, the policies and procedures set forth in this chapter are intended only to be guidelines for Procurement 
personnel in their purchase of supplies and materials for NOAO.  Individual Buyers and Contracting Officers may vary their 
procedures according to the individual purchase requirements as long as their actions 1) can be justified and documented and 2) 
are not in violation of FAR, the UCC or acceptable business practices. 

 
A) Procurement Standards:  The standards contained in this section do not relieve AURA, NOAO or the individual buyers of 

their contractual responsibilities arising under the existing AURA-NSF Cooperative Agreement or any individual Grant, 
Memorandums of Understanding or Corporate Bylaws. AURA is the responsible authority, without recourse to the 
National Science Foundation, regarding the settlement and satisfaction of all contractual and administrative issues arising 
out of procurements entered into in support of the current AURA-NSF Cooperative Agreement. This includes disputes, 
claims, protests of award, source evaluation or other matters of a contractual nature. Matters concerning violation of 
statute are to be referred to such Federal, State or local authority as may have proper jurisdiction.  

B) Codes of conduct: No employee, officer, or agent shall participate in the selection, award, or administration of a contract 
supported by Federal funds if a real or apparent conflict of interest would be involved.  Such a conflict would arise when 
the employee, officer, or agent, any member of his or her immediate family, his or her partner, or an organization which 
employs or is about to employ any of the parties indicated herein, has a financial or other interest in the firm selected for 
an award.  

 
Unless specifically approved by the Director, the officers, employees, and agents of the recipient shall neither solicit nor 
accept gratuities, favors, or anything of monetary value from contractors, or parties to sub-agreements.  Individuals acting 
on behalf of AURA for the purposes of procuring supplies and materials in support of the existing Cooperative 
Agreements will advise the Manager, NOAO Procurement whenever they are offered a gratuity from an officer, 
employee or agent of a vendor with which AURA does business.  The receipt of samples, advertising materials, business 
meals and items valued under $25 are not considered contrary to this policy.  However, if the employee is uncomfortable 
with an offer, they should advise the Manager, NOAO Procurement of the situation and let the Manager decide a course 
of action. Employees of AURA accepting gifts and gratuities will be initially warned of their errors and required to return 
the gifts.  A second offense may be grounds for dismissal. 
 

C) Competition: All procurement transactions shall be conducted in a manner to provide, to the maximum extent practical, 
open and free competition. The recipient shall be alert to organizational conflicts of interest as well as noncompetitive 
practices among contractors that may restrict or eliminate competition or otherwise restrain trade. In order to ensure 
objective contractor performance and eliminate unfair competitive advantage, contractors that develop or draft 
specifications, requirements, statements of work, invitations for bids and/or requests for proposals shall be excluded from 
competing for such procurements. Awards shall be made to the bidder or offeror whose bid or offer is responsive to the 
solicitation and is most advantageous to the recipient, price, quality and other factors considered. Solicitations shall 
clearly set forth all requirements that the bidder or offeror shall fulfill in order for the bid or offer to be evaluated by the 
recipient. Any and all bids or offers may be rejected when it is in the recipient's interest to do so. 

D) Procurement Procedures. 
 

a) Buyers and end users shall avoid purchasing unnecessary items.  
b) When applicable, an analysis shall be made of lease and purchase alternatives to determine which would be the 

most economical and practical procurement for the Federal Government.  
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c) In as much as practicable, positive efforts shall be made by Buyers and contract administrators to utilize small 
businesses, minority-owned firms, and women's business enterprises, whenever possible. Recipients of Federal 
awards shall take all of the following steps to further this goal.  

 
(1) Ensure that small businesses, minority-owned firms, and women's business enterprises are used to the 

fullest extent practicable.  
(2) Make information on forthcoming opportunities available and arrange time frames for purchases and 

contracts to encourage and facilitate participation by small businesses, minority-owned firms, and 
women's business enterprises.  

(3) Consider in the contract process whether firms competing for larger contracts intend to subcontract 
with small businesses, minority-owned firms, and women's business enterprises.  

(4) Encourage contracting with consortiums of small businesses, minority-owned firms and women's 
business enterprises when a contract is too large for one of these firms to handle individually.  

(5) Use the services and assistance, as appropriate, of such organizations as the Small Business 
Administration and the Department of Commerce's Minority Business Development Agency in the 
solicitation and utilization of small businesses, minority- owned firms and women's business 
enterprises. 

 
d) The type of procuring instruments used (e.g., fixed price contracts, cost reimbursable contracts, purchase orders, 

and incentive contracts) shall be determined by the buyer or contracts administrator but shall be appropriate for 
the particular procurement and for promoting the best interest of AURA. The "cost-plus-a-percentage-of-cost" or 
"percentage of construction cost" methods of contracting shall not be used.  

e) Contracts shall be made only with responsible contractors who possess the potential ability to perform 
successfully under the terms and conditions of the proposed procurement. Consideration shall be given to such 
matters as contractor integrity, record of past performance, financial and technical resources or accessibility to 
other necessary resources. In certain circumstances, contracts with certain parties are restricted by agencies' 
implementation of E.O.s 12549 and 12689, "Debarment and Suspension."  

f) NOAO Procurement and Sponsored Projects shall, on request, make available for the Federal awarding agency, 
pre-award review and procurement documents, such as request for proposals or invitations for bids, independent 
cost estimates, etc., when requested.  

 



SECTION 1 
 

REQUISITION PROCEDURES 
 
 
 
1) INTERNAL NOAO REQUISITION APPROVAL AUTHORITIES: - Individuals with the proper 

authority to expend the funds must approve all requisitions.   Such authority, however, is not an 
authorization to commit AURA to a contractual agreement with anyone.  It is simply an approval to 
commit the funds within the AURA organization and to authorize Procurement to initiate a purchase.  The 
signature authorities and amounts authorized as detailed in the AURA PPM and as initially delegated by 
the Director, National Optical Astronomy Observatory are listed below along with the amounts they may 
approve. 

 
A) The AURA, Inc. Board of Directors via the AURA Executive Committee is authorized to approve 

expenditures exceeding $3,000,000. 
B) The President of AURA may approve expenditures up to $3,000,000. 
C) The Director, National Optical Astronomy Observatory has been granted signature authority by the 

Director, AURA, Inc. not to exceed $1,000,000. 
D) The Director, National Solar Observatory has been granted signature authority by the Director, 

AURA, Inc. not to exceed $1,000,000. 
E) All Associate Directors of NOAO have been delegated signature authority by the Director, NOAO 

for amounts not to exceed $250,000.  
F) The WIYN Telescope Project Manager has been granted signature authority by the WIYN 

(Wisconsin, Indiana, Yale, NOAO) Board of Directors in the amount of $20,000. The WIYN 
Consortium President must approve amounts in excess of that limit.   

 
NOTE:  As far as the REQLESS system is concerned, the WIYN Telescope Project Manager has 

signature authority up to $250,000.  However, his approval of any requisition exceeding 
$20,000 is simply a statement on his part that he has received the necessary approvals for 
the purchase.  Any and all questions concerning the authorizations of purchases exceeding 
$20,000 will be forwarded to the WIYN Telescope Project Manager for clarification. 

 
G) As related to the National Optical Astronomy Observatory, further delegation of the above signature 

authorities by the Director, NOAO; the Associate Director's, NOAO; and the Unit Heads, NOAO is 
normally to specific Account and/or Project Managers. In turn, these managers may further delegate 
that authority to sub-managers and/or supervisors. The details of these delegations and of the 
assignment of temporary signature authorities are listed in the Signature Authority Listing. 
Procedures concerning the publication and distribution of the Signature Authority Lists and 
Signature Authority List Updates are as follows: 

 
a) The Signature Authority List will be update by NOAO Procurement whenever a significant 

change in the signature authority delegation is made. 
b) Temporary changes to the Signature Authority List will be included. 
c) Printed copies of The Signature Authority List will be distributed as requested. 
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H) The Manager, NOAO Procurement, the on-site Purchasing Supervisors, or their designate is 

authorized to sign purchase orders up to the limits authorized by the Associated Director, 
Administration and Facilities and issued against duly authorized and approved requisitions without 
regard to the size of the order.  Such a signature authorization is the authority to commit AURA into 
a contractual agreement with another party. 

I) The Manager, NOAO Procurement, the on-site Purchasing Supervisors, or their designate is 
authorized to sign purchase orders for WIYN, LSST, Gemini and any other organization for which 
NOAO has an administrative support agreement up to the amount indicated on an approved 
requisition. 

J) The NOAO Buyers, including the NSO Buyer-Sac Peak and NOAO-South Buyers, are authorized by 
the Manager, NOAO Procurement to commit AURA into contractual agreements for the purchase of 
any commodity as long as that purchase is in response to a duly authorized and signed requisition.  
This authorization is implied in the individual's function as a Buyer and is verified by the 
distribution to that individual of a valid requisition by the Manager, NOAO Procurement, the on-site 
Purchasing Supervisors, or their designate.  Such authority to commit AURA into a contractual 
agreement will not exceed that authority mentioned above. 

K) Unless otherwise approved by the Associated Director, Administration and Facilities, the Manager, 
NOAO Procurement, the on-site Purchasing Supervisors, or their designate will not personally 
receive items that they personally purchased.  All requisitions initiated by those individuals will 
either be purchased by another buyer or received by the shipping and receiving personnel.  All credit 
card purchases made by those individuals that are to be received by them will have the credit card 
statement approved by either their supervisor or an accounting manager.  

 
2) EXTERNAL REQUISITION APPROVAL AUTHORITIES: Under certain circumstances, the 

National Science Foundation must either be notified of a pending purchase, approve a specific purchase, or 
both. Any purchase requiring interaction with the National Science Foundation must be routed through the 
NOAO Contracts Administrator prior to actual processing of the requisition. Only upon his/her approval 
may such a requisition undergo processing.  The circumstances that govern what action, if any, must be 
taken concerning the NSF are detailed in the AURA-NSF Cooperative Agreement AST-0132798, 
currently in effect.   
 
The Associated Director, Administration and Facilities via the NOAO Sub-Awards and Contracts 
Manager will handle all communications between NOAO and the National Science Foundation 
concerning these approval procedures.  Under that Award: 

 
A) Written consent is required of the National Science Foundation prior to a purchase whenever: 
 

a) A Time and Material or Labor-Hour purchase is entered into in excess of $250,000. 
b) A Fixed Price purchase is made which exceeds $250,000. 
c) A purchase is made for the fabrication, purchase, rental, installation, or other acquisition of 

any items of industrial facilities exceeding $250,000. 
d) A purchase is made for Architectural or Engineering services exceeding $250,000. 
e) A purchase is made for construction, including renovations and alterations exceeding 

$250,000. 
f) A lease of aircraft exceeding $250,000 in acquisition costs.  
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g) Consultant services exceeding $250,000. 
h) A purchase from foreign vendors except for items purchased on behalf of AURA facilities in 

Chile and for use at those facilities. 
i) Entering into a purchase that is one of a number of purchases for the same or related supplies 

or services that, in the aggregate, are expected to exceed $250,000 within any Fiscal Year. 
 

B) No purchase shall be made which is based on a “cost-plus-percentage-of-cost” basis. 
 
3) INTERNAL REQUISITION ROUTING PROCEDURES: - Incoming requisitions will be routed as 

follows prior to undergoing processing by NOAO Buyers: 
 

A) Initial distribution will be made by the Manager, NOAO Procurement, the on-site Purchasing 
Supervisors, or their designate, who will check and distribute the incoming requisitions to the 
various Buyers.  Such an assignment is an authorization for that Buyer to commit AURA into a 
contractual agreement with a third party for the purchase of those articles indicated on the approved 
requisition.  In reviewing the incoming requisitions, the individual distributing the requisitions will: 

 
a) For those requisitions not submitted via the REQLESS system:  
 

(1) Verify that the requisition conforms to the proper format, is legible, and has been 
assigned a requisition number. 

(2) Check to insure the requisition is signed by an account manager who has been 
delegated that authority as detailed in the Signature Authority List. 

 

b) Determine whether or not the requisition calls for processing procedures outside the norm as 
would be warranted by an Emergency, Scheduled Project, or other specially identified 
requisition. 

c) Identify whether or not special shipping or exporting procedures need to be followed and, if 
such procedures are needed, the individual distributing the requisitions will: 

 
(1) Forward copies of all purchases to be processed in the United States and requested by 

or destined for an international site to the NOAO Export Control Officer for review of 
any export restrictions in accordance with Section 8 of this manual: 

 
(A) Determine whether or not the requisition requires interaction with the 

Department of State's Office of Munitions Control or the Department of 
Commerce's Export Administration and, if licensing by either agency is 
required, insures that the exporting procedures specified in Section 8 of this 
manual are followed. 

(B) Assign the proper Export Commodity Control Number (ECCN) to the 
item(s) in question, 

(C) Assign the proper Schedule "B" Number to the item(s) in question, 
(D) Determine and note whether or not the items are to be forwarded by Air or 

Ocean Freight, 
(E) Determine, if necessary, what freight forwarder the items are to be sent,  
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d) Note whether or not the materials ordered are hazardous and if a Material Data Safety Sheet 
will be required 

e) Determine whether or not the requisition requires interaction with the AURA, Corporate 
Office, AURA Board of Directors or Executive Committee, or the National Science 
Foundation and assigns such requisitions to the NOAO Sub-Awards and Contract Officer or 
their on-site designate for processing.  

f) Determine if the requisition needs to be reviewed by the NOAO Sub-Awards and Contract 
Officer or their on-site designate.  If review is necessary, the NOAO Sub-Awards and 
Contract Officer or their on-site designate will: 

 
(1) Confirm that no interaction is required with the National Science Foundation as 

called for in the Cooperative Agreement. 
(2) Confirm that a subcontract should not be issued and that the purchase can be 

accomplished through the use of a Purchase Order. 
 

(A) One deciding factor in this decision is NOT the cost of the materials 
purchased but: 

 
(a) The complexity of the order, 
(b) The liability exposure AURA will have if the order if the order is not 

complete as required,  
(c) The chance of legal involvement, and  
(d) The potential for default. 
 

(3) Reassign the requisition to NOAO Contracts if either a subcontract must be issued or 
if interactions with the NSF are required. 

 
B) Once reviewed by the appropriate individuals, the requisitions will be distributed to the assigned 

Buyer for further processing. 
C) If the requisition is processed in Tucson its data will be entered into the Unconfirmed Commitment 

Listing. 
 
4) PROCESSING EMERGENCY PURCHASE REQUESTS WITHOUT REQUISITIONS IN HAND:  

At certain times a requisition will be called in to a Buyer to expedite an emergency order while the 
requisition is entered into REQLESS and routed for approvals.   

 
A) In such cases, the situation may require that a Purchase Order be issued on the unofficial request 

while the actual requisition is pending approval. These procedures apply only to true emergency 
requisitions for the repair or replacement of articles without which the operations of NOAO may be 
seriously jeopardized.  In such cases, the Manager, NOAO Procurement, the on-site Purchasing 
Supervisors, or their designate will approve the purchase in lieu of an actual requisition.   

 
5) QUICK PRINT JOB ORDERING PROCEDURES: NOAO has contracted with a printing company for 

their printing services: 
 



SECTION 1 
REQUISITION PROCEDURES (Continued) 

rev 06/09 Page 1-5 

A) KINKOS located at 2607 E. Speedway is under contract with AURA. Their phone is 982-1159 and 
their fax is 795-6998. You will need to print the form, fill it out, and fax it to the company. Kinkos 
has pick-up and delivery services. 

B) Order Forms will be available on the CAS web site http://www.noao.edu/cas/forms/formsmain.html   
 

a) It is important that the “Account #” and “Acct Mgr. Signature” spaces, located at the bottom 
of the order form, be completed prior to submission.  Kinko’s has been directed to return the 
order if either space has not been completed.  As far as NOAO Procurement and Kinko’s is 
concerned, this AURA/NOAO Order Form is an official purchase document and, as such, the            
form must be signed by the individual authorized to commit funds from the account 
number(s) listed on the form. 

 

C) When the completed print job is returned to the requester:  
 

a) The returned order form is to be forwarded to NOAO Accounting as soon as possible after 
receipt thereby authorizing payment for the printing services received.   

b) NOAO Accounting will reconcile this monthly statement with the AURA/NOAO Order 
Forms received from the requesters and pay the bill. 

 
6) MISCELLANEOUS REQUISITION ROUTING PROCEDURES: - Certain situations arise which 

require additional routing procedures, below are listed additional routing procedures for special type 
requisitions: 

 
A) HAZARDOUS MATERIALS: 

a) All purchase requisitions for hazardous materials, raw materials, or other base materials are 
to be brought to the attention of the appropriate local personnel.  This will be accomplished 
by the distribution of the Material Safety Data Sheets (MSDS). 

 
(1) All requisitions for hazardous materials will be marked "NEED MSDS FOR ITEM 

NO(S). xx" either by the Manager, NOAO Procurement, the on-site Purchasing 
Supervisors, or their designate when the requisition is distributed or by the Buyer 
during the processing of the requisition. 

(2) List the Material Data Safety Sheets as a line item on the requisition and purchase 
order 

 
b) The NOAO Buyer will have the responsibility of obtaining the MSDS from the vendor.  In 

the vast majority of cases, simply requesting the MSDS will not be sufficient -- several 
follow-up calls may be required. 

 
(1) Most MSDS sheets can be obtained from vendors on line. 
(2) MSDS Sheets are to be printed to .pdf files and stored in accordance with local 

procedures for further processing by shipping and receiving and transportation or 
safety personnel in accordance with local procedures. 

 
c) If the order is placed in Tucson:  
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(1) Once the MSDS is received by the Buyer: 
 

(A) The Buyer will note on the MSDS both the Purchase Order Number and 
Item Number. 

(B) The annotated MSDS will be distributed as follows: 
(a) One copy will be filed with the Purchase Order. 
(b) Copies will be sent to: 

 
i.    One to NSO Purchasing Agent for those orders received at Sac 

Peak. 
ii. One to CTIO Purchasing for those items destined for CTIO. 
iii. One copy to the Shipping and Receiving Supervisor. 
iv. Two copies affixed to the Receiving Copy of the PO 
 

(c)  The two copies affixed to the receiving copy of the PO will be 
distributed as follows: 

 
i. One copy to the master MSDS file 
ii. Copy to be distributed as follows: 

a. For Tucson deliveries, affixed the Pink Receiver Copy 
and given to the requester. 

b. For Kitt Peak Deliveries, attached to the box and 
delivered to the mountain 

c. For NOAO-South shipments,  placed in the Box and 
forwarded to Chile 

 
(2) NOAO Tucson Shipping and receiving personnel will utilize the procedures for 

hazardous materials shipments that are to be distributed outside the local, Tucson 
facilities as detailed in Section 10. 

 

7) REQUISITIONS CONCERNING EQUIPMENT LOANS TO AURA: In certain instances equipment 
is loaned to AURA for either demonstration purposes, testing purposes, or for AURA use until the ordered 
equipment arrives. 

 
A) When a Loan Agreement is required, Attachment A will be used when AURA is receiving 

something from a vendor for any of the following reasons: 
 

a) An item is being loaned to AURA as a temporary replacement for an item that has been   
returned to the vendor for repair, testing, or evaluation or for AURA's use until the ordered 
equipment arrives.  A Requisition will be required. In the case of a loan in conjunction with 
a purchase the requisition for the actual purchase will be sufficient. 

b) An item is loaned to AURA for evaluation purposes the success of which will result in the 
same item's purchase.  A requisition will be required; 

c) An item is left with AURA by a vendor after being demonstrated to AURA employees who 
would like to try it out for a specific period of time.   
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B) A requisition is required in case there are any costs associated with the loan as a result of damage or 
other factors 

C) The form needs to be completed and signed by both parties as detailed below. 
D) Specific procedures for the use of Loan Agreements: 

 
a) The form can be used as an attachment to the PO.  In this case, the form must be completed 

by the Buyer and signed by both the Buyer and Vendor. 
b) The Vendor will retain one copy of the form and return the other two to Procurement. Of 

Procurement's two copies, one will be kept with the PO and one forwarded to the requester. 
c) A Tickler File is to be set up to insure that either the item is returned prior to the dates 

agreed upon or the agreement amended to extend the return dates. 
 
8) CONTRACTUAL AUTHORIZATIONS: All NOAO procurement and contracts personnel have been 

delegated specific limits for which they are allowed to sign purchase orders and sub awards as long as 
those documents are based on valid, approved requisitions. These signatures are monitored and controlled 
by the Manager, NOAO Procurement, the Sub-Awards and Contracts Manager, the on-site Purchasing 
Supervisors, or their designate and verified in annual third party audits. Copies of the specific delegations 
are available on request. 

 
9) PURCHASES ON BEHALF OF SISTER OR PARTNER ORGANIZATIONS: NOAO has, on 

occasion purchase materials on behalf or partner or sister organizations (SOAR, WIYN, LSST, GEMINI, 
etc.).  These purchases will be made under the terms, conditions and flow through clauses found in NOAO 
policy and procedures manuals an in accordance with NOAO’s cooperative agreement with the National 
Science Foundation.  If any tenant, partner or sister organization requires or wishes to have special terms 
and conditions or flow-through clauses from their specific contractual obligations become a part of the 
individual order, they are to inform the procurement department at the time the request/requisition is 
submitted. 
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ATTACHMENT A 

AURA 
LOAN/DEMONSTRATION AGREEMENT 

 
I, ____________________________________________, a duly authorized representative of ______________ 
_______________________________________________________________________, herewith loan to 
AURA the following equipment for the purpose of demonstrating the equipment's capabilities: 
1.   Quantity: _________ Description: __________________________________________________________               

_______________________________________________________________________________________
Type/Model Number: ___________________ Serial Number: __________________ 

     Value: $______________ 
2.   Quantity: _________ Description: __________________________________________________________ 

_______________________________________________________________________________________ 
Type/Model Number: _____________________ Serial Number: ______________________ 

     Value: $______________________ 
 
I hereby loan the above equipment to AURA from _______________, 200__ to ______________, 200__.  This 
period may be extended by mutual written agreement of both parties.  Upon the expiration of the demonstration 
period, the above equipment is to be: 

[  ]  Picked up by a representative of the above company. 
[  ]  Shipped to the following address in accordance with the following instructions: 
 

Company Name:  _______________________________________________________ 
Street Address:_________________________________________________________ 
City/State/Zip __________________________________________________________ 
 
Attn.:          ____________________________________________________________ 
RMA/Return Number: ___________________________________________________ 
Method of Shipment: ____________________________________________________ 

Freight Prepaid [    ]    Freight Collect [    ] 
 
On behalf of the company that I represent, I further certify that: 
1.  The above equipment is in good operating condition upon arrival at the AURA premises and if not in good 

operating condition upon arrival AURA, said equipment will be replaced at no cost to AURA. 
2.  Any shipping charges to AURA. will [  ] will not [  ] be the responsibility of AURA.  Without regard to the 

responsibility for shipping charges, AURA will not be responsible for the equipment during transit to and 
from AURA facilities. 

3.  We accept responsibility for any repairs to the above equipment resulting from a) normal equipment failure, 
b) Acts of God, or c) authorized use by AURA personnel, according to either my instructions or those 
instructions found in the operating manual(s) herewith supplied by my company. 

4.  The value of the above equipment is the price (the GSA price, Educational Discount Price, or other 
discounted price) at which the equipment is offered for sale to AURA.  If AURA decides to purchase the 
equipment or, as a result of a condition listed below is required to replace the equipment, the sale price or 
repair costs shall not exceed the stated value. 

 
Signed ________________________________________Print Name: _________________________________ 
Title  ____________________________________________ Phone  _________________________________ 
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I, ________________________________________________, as a duly authorized representative of AURA 
hereby accept responsibility for the above listed equipment for demonstration purposes and agree to the 
following: 
1.   To use the equipment only as authorized either by the above representative or as detailed in the operating 

manuals supplied with the equipment. 
2.   To return the equipment in the same condition as received, normal wear and tear accepted, in accordance 

with the shipping instructions listed above.  If AURA returns the listed equipment to the above company by 
any means other than that listed above, AURA will accept responsibility for said equipment while in transit. 

3.   To replace the above equipment at the above listed price(s) if the equipment is lost or stolen while in AURA 
control. 

4.   To repair the above equipment if it is damaged while under AURA control as a result of vandalism, 
negligence on the part of AURA employees, or unauthorized use by AURA personnel.  Repair costs will be 
at the prevailing hourly wage rate plus parts. 

5.   To notify the above representative promptly if equipment damage, failure, or loss occurs. 
 
Signed ____________________________________ Print Name: _______________________________ 
Title  _____________________________________ Requisition Number:  ______________________ 
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SECTION 2 
 

VENDOR SELECTION PROCESS 
 
 
 

1) VENDOR SELECTION CRITERIA FOR NOAO REQUISITIONS: In order to determine which 
vendor should be selected to meet the need of a specific requisition, it is important that the NOAO Buyer 
look carefully at what the vendor can offer.  Below are guidelines to follow: 

 

A) It is NOAO's intention to comply, in as much as practicable, with 2CFR215.45 - Cost and Price 
Analysis. In this regard, some form of cost or price analysis shall be made and documented in the 
procurement files in accordance with the procedures set forth in this manual.  

Price analysis may be accomplished in various ways, including the comparison of price 
quotations submitted, market prices and similar indicia, together with discounts. Cost analysis is the 
review and evaluation of each element of cost to determine reasonableness, allocability and 
allowability.   

 
a) To insure that NOAO is complying with 2CFR215.45 and is receiving the best available 

price/delivery options available for any requested product or service, it is imperative that 
multiple vendors submit quotes on the specific items being ordered.  The vendor that will 
ultimately be issued the subcontract or purchase order is that vendor offering NOAO the 
best combination of: 

 
(1) Most favorable Unit Price, taking into account prices, taxes and delivery costs,  
(2) Shortest Delivery Time,  
(3) Needs of the Organization, and 
(4) Favorable Payment Terms 

 
B) In determining which vendor best meets NOAO needs, the Buyer's decision must be based on: 

 
a) His/her judgment based both on their knowledge of the project and that gleaned from 

discussions with the requester, concerning the relative importance of the above three factors; 
b) His/her knowledge of any factors, in addition to the above four, which may carry more 

weight in the ultimate purchase decision that the above four, and 
c) His/her knowledge of the vendor's past performance, meeting of past commitments, and 

ability to meet the requisition's requirements. 
 

C) In order to comply with the National Science Foundation General Grant Condition (GC-1), Article 
39, it is NOAO's intention, to the greatest extent practicable, that all equipment and products 
purchased with NSF funds will be American-made.  This does not apply to purchases made in or for 
NOAO-South.   

 
2) LEASE-PURCHASE OPTION:  On rare occasions, NOAO is offered a lease/purchase option for a 

specific piece of equipment.  It is NOAO policy to avoid leasing equipment unless specific requirements of 
the acquisition make such an option most cost effective.    
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A) Estimated length of the period the equipment is to be used and the extent of use within that period. 
B) Financial and operating advantages of alternative types and makes of equipment. 
C) Cumulative rental payments for the estimated period of use. 
D) Net purchase price. 
E) Transportation and installation costs. 
F) Maintenance and other service costs. 
G) Potential obsolescence of the equipment because of imminent technological improvements. 
H) The following additional factors should be considered, as appropriate, depending on the type, cost, 

complexity, and estimated period of use of the equipment: 
 
a) Availability of purchase options. 
b) Potential for use of the equipment by other agencies after its use by the acquiring agency is 

ended. 
c) Trade-in or salvage value. 
d) Imputed interest. 
e) Availability of a servicing capability, especially for highly complex equipment; e.g., can the 

equipment be serviced by NOAO or other sources if it is purchased? 
 

I) Purchase Option. 
 
a) Generally, the purchase option is appropriate if the equipment will be used beyond the point 

in time when cumulative leasing costs exceed the purchase costs. 
b) Buyers should not rule out the purchase option of equipment acquisition in favor of leasing 

merely because of the possibility that future technological advances might make the selected 
equipment less desirable. 

 
J) Lease Option  

 
a) The lease option is appropriate if it is to the AURA’s advantage under the circumstances.  
b) The lease method may also serve as an interim measure when the circumstances:  

 
(1) Require immediate use of equipment to meet program or system goals; but  
(2) Do not currently support acquisition by purchase. 

 
c) If a lease is justified, a lease with option to purchase is preferable. 
d) Generally, a long term lease should be avoided, but may be appropriate if an option to 

purchase or other favorable terms are included. 
e) If a lease with option to purchase is used, the contract shall state the purchase price or 

provide a formula which shows how the purchase price will be established at the time of 
purchase. 

 
K) In determining if a lease option is most optimal, the potential cancellation of or failure by the 

National Science Foundation to renew the NOAO Cooperative Agreement must be considered and 
taken into account to insure that: 
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a) AURA is not left with an unwanted expense after the cancellation of the cooperative 
agreement, and  

b) That the US government does not accumulate unwarranted expense in closing out the lease. 
 

L) Any lease/purchase agreement must be justified in writing and approved by the NOAO Procurement 
Manager. This justification is to include a detailed price analysis comparing the lease and purchase 
option over the expected life of the equipment. 

M) In most cases, leased equipment cannot be exported or taken out of the state from which the lease 
was signed. 

N) In many cases, a vendors GSA schedule includes a lease option.  Lease options for equipment that is 
no on a GSA schedule are problematic and not preferred. 

 
3) GUIDELINES FOR DETERMINING NUMBER OF BIDS TO OBTAIN: - In accordance with 

government regulations, grant or cooperative agreement not exceeding the small purchase threshold fixed at 
41 U.S.C. 403(11) (currently $25,000) are considered Small Awards and are not subject to many of the 
bidding requirements of larger awards.  Nevertheless, it is NOAO policy that the organization promotes 
competition to the maximum extent practicable to obtain supplies and services from the source whose offer 
is the most advantageous to the Government, considering the administrative cost of the purchase. 

 

A) It is Procurement's intention to be more specific in its requirement for the solicitation of quotations.  
Unfortunately, each purchase is different and the specifications and underlying need for each 
purchase varies.  For that reason the following bid solicitation policies are detailed as guidelines for 
each individual purchase.  It is intended that the individual Buyer take all factors concerning the 
purchase into account before determining the number and type of bid solicitations he/she requests. 

B) In every case, the NOAO Buyer should carefully consider all potential vendors when deciding with 
whom a requisition should be subcontracted.  Such criteria will vary according to the marketplace, 
type of purchase order to be issued, and the value of the order to be placed and the urgency of the 
purchase. 

C) It is NOAO policy to conform to the following policies as one factor in determining the best vendor 
to award the contract to: 

 

a)  In accordance with OMB Circular A-110, paragraph 43 Competition: All procurement 
transactions shall be conducted in a manner to provide, to the maximum extent practical, open 
and free competition. The recipient shall be alert to organizational conflicts of interest as well 
as noncompetitive practices among contractors that may restrict or eliminate competition or 
otherwise restrain trade. In order to ensure objective contractor performance and eliminate 
unfair competitive advantage, contractors that develop or draft specifications, requirements, 
statements of work, invitations for bids and/or requests for proposals shall be excluded from 
competing for such procurements. Awards shall be made to the bidder or offer or whose bid 
or offer is responsive to the solicitation and is most advantageous to the recipient, price, 
quality and other factors considered. Solicitations shall clearly set forth all requirements that 
the bidder or offer or shall fulfill in order for the bid or offer to be evaluated by the recipient. 
Any and all bids or offers may be rejected when it is in the recipient's interest to do so. 

b) In accordance with OMB Circular A-110, paragraph 45 (2CFR215.45), Cost and price 
analysis:  Some form of cost or price analysis shall be made and documented in the 
procurement files in connection with every procurement action practicable. Price analysis 
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may be accomplished in various ways, including the comparison of price quotations 
submitted, market prices and similar indicia, together with discounts. Cost analysis is the 
review and evaluation of each element of cost to determine reasonableness, allocability and 
allowability.  It is NOAO policy to conform to this policy as one factor in determining the 
best vendor to award the contract with. 

D) In certain cases, the length of time necessary to conduct a formal, or even informal, bid solicitation 
may not be warranted because of the value of the item(s) ordered.  In such cases, the Buyer may 
forego the solicitation of bids and rely on his/her knowledge of the vendor(s) they feel may best 
meet the requester’s requirements. 

E) Guidelines for determining when to issue either formal, written solicitations or less formal verbal 
solicitations are as follows. 

 

NOTE:  The below detailed policies are simply guidelines and the dollar amounts 
indicated may be modified as necessary to meet the requirements of the specific 
order. 

 

a) Under $1,000- Requisitions, or portions of requisitions being processed, valued under  
$1,000 may be purchased without soliciting more than one vendor as long as the Buyer is 
certain that the vendor selected provides the items at the best cost available to NOAO, taking 
into account, discounts, taxes and delivery costs.   

(1) If the Buyer is not familiar with the product, it is strongly suggested that a few 
vendors be solicited in order to build a cost/price analysis database on available 
vendors should a similar requisition appear in the near future.   

(2) Purchases may be made to someone other than the least expensive vendor as log as 
the purchases is justified by one of the selection criteria state in paragraphs 1.A. of 
this Section. 

b) $1,000 to $2,500 - Requisitions, or parts of requisitions being purchased, valued between 
$1,000 and $2,500 should be submitted to no less than two (2) vendors for bids.  

(1) Such bid requests and the vendor responses can be verbal via the telephone but all 
competing bids should be noted on the requisition detailing not only the unit price but 
also the delivery and payment terms as well as other factors of importance to the 
purchasing decision as stated in paragraphs 1.A. of this Section.     

(2) If two vendors are not available to supply the product or service, a note to that effect 
should be made on the requisition. 

c) $2,500 to $5,000 - Requisitions, or parts of requisitions being purchased, valued between 
$2,500 and $5000 should be submitted to no less than three (3) vendors for bids.   

(1) Such bid requests and the vendor's response can be verbal via the telephone but the 
competing bids should be noted on the purchase order listing not only the unit price 
but also the delivery and payment terms and other factors of importance to the 
purchasing decision as stated in paragraphs 1.A. of this Section.  

(2) If three vendors are not available to supply the product or service, a note to that effect 
should be made on the requisition. 

d) $5,000 to $10,000 - Requisitions, or parts of requisitions being purchased, valued between 
$5,000 and $10,000 should be submitted to no less than three (3) vendors for written 
quotations.   
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(1) Such bid requests can be made verbally via the telephone but the competing bids from 
the vendors must be in writing and those bids attached to the requisitions with any 
notes concerning why a specific vendor was used.  

(2) If three vendors are not available to supply the product or service, a note to that effect 
should be made on the requisition. 

e) Over $10,000 - Requisitions, or parts of requisitions being purchased, valued over $10,000 
should be submitted in writing (See Attachment A for a suggested Request for Quotation 
Form) to no less than three (3) vendors for written quotations.   

(1) The vendor responses should be in writing and attached to the requisition with any 
notes concerning why a specific vendor was chosen. If three vendors are not available 
to supply the product or service, a note to that effect should be made on the 
requisition. 

f) Sub-Contracts & Sub-Awards - All Bids issued in response to possible subcontracts, without 
regard to the subcontract size, and issued by the NOAO Sub-Awards and Contracts Manager, 
the on-site contracting officers or their designates will be formal, written quotation requests 
made in accordance with the NOAO Contracting Manual. 

g) Blanket Purchase Orders - Blanket Purchase Orders may be handled slightly differently.  If 
the vendors currently under contract have supplied the goods and services to the satisfaction 
of the NOAO requester, there is no need to follow the above bid solicitation procedures every 
time the subcontract is up for review unless there are indications that the same quality of 
service can be obtained at a lower price from an alternative vendor.  However: 

(1) To insure that all Blanket Purchase Orders are periodically reviewed, it is suggested 
that such orders are let out for bid at least once every three years thereby insuring that 
such goods and services are provided NOAO at the most reasonable cost.  

(2) If the vendor's proposed prices are reasonable and the quality of the services provided 
in the past has been very satisfactory, the "service" factor may be of more importance 
to the requester than the price of that service. Such a decision should be discussed 
with the requester and Account Manager and, if that factor prevails and no 
competitive bids are sought, a Sole Source Justification should be submitted. 

h) Page Charge - Requisitions concerning page charges are exempt from this bidding process as 
they relate only the publication to which the paper was submitted.  As such AURA must pay 
the rates available to AURA from that publication. 

i) For requisitions with numerous, complicated specifications and/or requisitions for multiple 
items of the same or very similar part numbers, it is suggested that the Buyer submit a written 
Request for Quotation to the vendor(s) to insure that the requirements of such an order are 
clearly understood and that the prices quoted are accurate. 

j) BOMPA Credit Card purchases by non-Procurement personnel are exempt from this bidding 
process.  The basis on which these cards are issues it to improve the ability of individual 
departments to obtain urgently needed, small, low cost materials with a minimum of delay 
and with a minimum of administrative expense.  The above bid procedures do not apply as 
the basis of the procurement is based on delivery time above all other factors. 

 

4) SOLE SOURCE JUSTIFICATION PROCEDURES: -In certain situations, the requester may not want 
an order placed with anyone other than the vendor indicated on the requisition.  If the value of the 
requisition is over $1,000 or if the Buyer feels that it is warranted, a Sole Source Justification must be 
submitted by the requester and signed or otherwise approved/by the Account Manager. 
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A) If a Sole Source Justification is submitted and the Buyer feels that the same product can be 
purchased at a more reasonable price than can be supplied by the requested vendor, the Buyer may, 
with the knowledge and approval of the Manager, NOAO Procurement, the on-site Purchasing 
Supervisors, or their designate submit the requisition to additional vendors for pricing.  If the 
requested vendor is not the lowest priced vendor, the materials will be purchased from the vendor 
offering the lowest price unless otherwise approved by the Manager, NOAO Procurement, the on-
site Purchasing Supervisors, or their designate. 

B) The requester’s Sole Source Justification (a suggested form is attached as Attachment C) will be 
attached to the requisition and should include: 

 

a) Requisition Number 

b) The vendor desired. 
c) Reason why no other vendor should be considered. 
d) Signature of the requester and/or Account Manager. 

 

5) EMERGENCY REQUISITION PROCESSING PROCEDURES: -Certainly there are times in which an 
emergency situation arises and requisitions are submitted for items that are needed ASAP.  In such cases, 
the normal bidding process may be too time consuming to meet the requester’s delivery requirements.  
Accordingly, those requisitions may be exempted from the normal Bidding requirements detailed above. 

 

A) Should that situation arise, the Manager, NOAO Procurement, the on-site Purchasing Supervisors, or 
their designate may exclude the requisition from the above procedures.  If exclusion is made, the 
Buyer will make a notation to that effect on the requisition and have the requisition signed by the 
approving Procurement individual. 

B) If required, a Sole Source Justification must always be submitted and attached to the requisition. 
 

6) FORMAL BIDDING PROCEDURES: When the purchase warrants, a formal bid process will be utilized.  
This process will include the determination of vendors capable of supplying the materials or service, the 
pre-qualification of those vendors to reduce the number of vendor to which bids are sent, and the formal bid 
solicitation and selection process. 

 

A) As required, the formal bidding procedures will be utilized on: 
 

a) All facilities construction projects that exceed $2,000. 
b) All construction-related activities (painting, redecorating, etc.) exceeding $2,000. 
c) All service-related purchases exceeding $50,000. 
d) All material purchases exceeding $100,000 in which it is determined that more than 5 

vendors are capable of supplying the product as specified by AURA engineers and scientific 
staff. 

 

B) The formal bidding procedures will consist of: 
 

a) Determination of available vendors. 
b) Vendor pre-qualification process (optional). 
c) Formal bid solicitation process. 
d) Bid selection process. 
e) Vendor notifications. 
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f) Determination of Available Vendors: 
 

C) Every effort possible will be taken to determine the names and addresses of available vendors. 
 

a) If the requester (or Project Manager) visits potential vendors during this determination 
process, notes as to the vendors’ capabilities must be taken. 

b) These notes will become a part of the contract file as formal justification why a vendor was 
or was not considered. 

c) This determination process will include, when necessary, the use of: 
 

(1) Newspaper, magazine or industry journal advertisements soliciting interested 
vendors. 

(2) Communications with local, state, or national professional societies, or trade 
organizations. 

(3) Use of local Plan Services. 
 

d) The number of vendors solicited will depend on whether or not a vendor prequalification 
process is utilized.   

e) For those procurements that are handled by the issuance of a Sub-contract or Sub-award, the 
procedures contained in the NOAO Contracts Manual will apply. 
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ASSOCIATION OF UNIVERSITIES 

FOR RESEARCH IN ASTRONOMY (AURA) 
 

INFORMAL QUOTATION REQUEST 
(This is not an order) 

 
 

TO:          DATE: _____________ 

 

INQUIRY NUMBER: _________________ 

 

To Whom it may concern; 
 

You are invited to submit a quotation on the material and/or services listed below.  Please show 
unit price, terms, F.O.B., and the best delivery time you guarantee to make. All quotations are to 
include boxing, crating, and cartage charges where applicable.  Please complete this form and 
return the original. Duplicate copies may be retained for your records.  AURA. reserves the right 
to reject any or all bids. 
 
Reply By ______________________   Signed ___________________________________ 

 
Reply To ______________________    
NOAO Procurement      
Phone (520) 318-xxxx 
FAX   (520) 318-8270 

 

ITEM No.     QTY      UNIT             DESCRIPTION         UNIT PRICE      TOTAL PRICE 
 
 

SPACE TO LIST ITEMS BID ON 
 
 

TERMS ___________________________      F.O.B.__________________________________ 

DELIVERY ________________________ 

 

NOTES: 
1.   Substitutions with items of like quality ARE [   ] ARE NOT [   ] authorized. Such 

substitutions must be equal to or better than those shown above.  If substitutions are 
authorized, please indicate appropriate new part numbers. 

2.   Quote GSA pricing where applicable. 
3.   Reference above inquiry number on all correspondence concerning this quote. 
 

Signature _____________________________________________    Date ____________ 

 

Name of Bidder ________________________________________
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NOAO PROCUREMENT 
SOLE SOURCE JUSTIFICATION 

 
 
 
How do I justify the selection of a subcontractor? 
 
You must justify your selection of a subcontractor if your selection process was limited to 
one subcontractor, or if you chose a subcontractor who did not make the lowest offer. 
Lack of advance planning is not acceptable as a reason for sole source justification. 
Following are sample justifications: 
 
Sole Source Justifications 
 

‚ Only known source for acceptable supplies or services.  
o No other type of supplies or services will suffice or are compatible with 

AURA needs.  
o No other source can provide supplies or services within the requested 

deadline 

‚ Unique prior experience, expertise, professional stature, or key personnel 

‚ Unique capabilities. 

‚ Supplies or services can be most reasonably and quickly provided 

‚ Sponsor of the original grant or contract requests a specific subcontractor 
‚ Competitive Bid (other than lowest offer selected) Justifications 

 
In the case of a follow-on contract for continued development or production 
requirements 
 

‚ Only acceptable proposal (e.g. meets required delivery date, compliance with 
specifications, etc.) 

‚ Technically superior offer 

‚ Professional stature and reputation 

‚ Availability and competence of experienced personnel 

‚ Availability of necessary facilities 

‚ Method proposed for accomplishing work objectives 

‚ Pertinent and novel ideas in the appropriate branch of science and technology 

‚ Compatibility with AURA facilities and equipment 

‚ Present and/or past experience with similar work 

‚ Authorized by statute requiring acquisition be made through another agency, 
need for a brand name 

‚ Fair and reasonable price 

‚ Superior delivery schedule 

‚ When precluded by the terms of an International Agreement or Treaty between 
the U.S. and a      Sovereign Government or International Organization 
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JUSTIFICATION FOR SOLE SOURCE 
PURCHASE 

 
 

REQUISITION NUMBER:  

 
Note:  TO BE FILLED OUT BY THE REQUESTOR AND RETURNED TO THE PROCUREMENT 

OFFICE BEFORE THE REQUESTOR'S REQUISITION CAN BE PROCESSED 

 
1.  IF THIS PURCHASE IS RESTRICED TO A SINGLE SOURCE, PLEASE IDENTIFY THE SOURCE BY COMPANY NAME 
AND ADDRESS (INCLUDE TELEPHONE NUMBER AND CONTACT NAME). 

 
 
 
 
 
2.  WHY IS THIS ITEM OR SERVICE RETRICTED TO THE PROPOSED VENDOR?  IN GENERAL WHY IS THIS VENDOR 
UNIQUELY QUALIFIED TO PROVIDE THE REQUIRED ITEM OR SERVICE.  

 
 
 
 
 
3.  DESCRIBE ANY EFFORTS TO IDENTIFY OTHER SOURCES TO FURNISH THE REQUIRED ITEM OR SERVICE. IF 
OTHER SOURCES WERE CONTACTED, IDENTIFY THESE SOURCES. 
 
 
 
 
 
4.  WHEN IS THE ITEM OR SERVICE REQUIRED? WHAT WILL BE THE IMPACT IF THE ITEM IS NOT RECEIVED OR THE 
SERVICE NOT FURNISED BY THE STATED DATE? 
 
 
 
 
CERTIFICATION FROM THE REQUESTOR:  The undersigned states that he/she has prepared the above 
documentation and that the facts and data set forth are complete and accurate to the best of the undersigned's knowledge and 
belief. 

 
NAME  (Please type or print) 
 
 
SIGNATURE          DATE 
 
ATTACHED DOCUMENTS:  
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SECTION 3 
 

BLANKET PURCHASE ORDERS 
 

1) USE OF BLANKET PURCHASE ORDERS: Blanket Purchase Orders (BPOs) are those Purchase Orders 
that are issued in response to ongoing purchases made during a specific period of time to a single vendor.  
Items such as food services, household goods storage, equipment maintenance or leases, printing services 
and the like can all be accomplished through the use of a Blanket Purchase Order.  Without the use of a 
Blanket Purchase Order, those ongoing goods and services would require the issuance of a Purchase Order 
for each and every invoice received. 

 
A) Like any Purchase Order, a Blanket Purchase Order is a commitment by AURA to purchase or 

utilize certain services over a specific period of time.  Likewise, the acceptance of such an order by 
the vendor is a commitment on his part to perform such services in a specific manner and at specific 
prices. 

B) Blanket Purchase Orders should be issued whenever: 
 

a) Purchases of the goods and services indicated on the order may occur several times during 
the coming year. 

b) Purchases occur only once each year but are purchased every year.  Items such as prepaid 
maintenance contracts, use permits, software licenses, etc. fall into this category. 

c) Subscriptions for periodic publications that are out of the ordinary and which the requester 
may want to be reminded to re-purchase at a specific date in the future.  Normal subscription 
to Time, Newsweek, etc. would not require a Blanket Purchase Order. 

d) Purchases for services that may or may not be required but that, when required, are required 
on very short notice and for which the issuance of a requisition and ultimate Purchase Order 
may be too time consuming. 

e) Any purchase for which the Buyer feels that the requester may want to be advised that the 
good or service needs to be re-purchased again at a specific date in the future. 

 
 
2) PROCEDURES FOR PROCESSING BLANKET PURCHASE ORDERS:  
 

A) All Blanket Purchase Orders should identify themselves as a Blanket Purchase Order.    
B) All Blanket Purchase Orders will be initiated by a properly approved requisition.  The signature 

authority for such requisition is determined by the total value of the requisition, not the cost of 
periodic payments. 
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C) All NSF-AURA contractual commitments concerning foreign purchases, advance notifications and 

approval are applicable to Blanket Purchase Orders. 
D) Blanket Purchase Orders must always have a beginning and ending date. That date need not be on an 

annual basis (i.e. Oct. 1, 2001 through Sep. 30, 2002) but could be of such a length as to conform to 
the actual use of the service, allow for periodic review of both the service and vendor, and keep the 
value of the order to a reasonable amount. 

E) Blanket Purchase Orders should always have the AURA Terms and Conditions.  However, in certain 
cases the vendors will issue special terms and conditions which they feel are more appropriate to the 
order and which must be signed by NOAO before the Blanket Order will take effect.  In those cases, 
the NOAO Sub-Awards and Contracts Manager, the on-site contracts manager or their designate 
should review the vendor terms and conditions.     

Once the terms and conditions are approved the Blanket Purchase Order and the Vendor's 
Agreement, including the vendor's Terms and Conditions, will be passed to and signed by the 
Manager, NOAO Procurement, the on-site Purchasing Supervisors, or their designate.  In these 
cases, the following clause may be added to the Blanket Purchase Order: 

 
"Should any conflict arise between the standard AURA Terms and 
Conditions and the terms in the vendor's Agreement, the terms of the 
vendor's Agreement shall govern." 

 
F) In certain instances, Blanket Purchase Orders may have to be canceled prior to the expiration date 

indicated on the order.  In such cases, the notice to the vendor will be in writing, with a copy of the 
amendment canceling the BPO, and issued to the vendor 30 days prior to the revised termination 
date unless the vendor requires such notification at an earlier date.  However, in order to insure that 
the order may be canceled at any time prior to the ending date stated on the order itself, all Blanket 
Purchase Orders should have a statement to the effect: 

 
"This Blanket Order can be canceled by AURA at any time prior to MMM 
DD, 20YY with a full refund of any unused, prepaid amounts. Such 
termination notice will be made in writing and will be issued at least 30 
days prior to the revised termination date unless other contractual 
arrangements have been made with AURA." 

 
G) Blanket Purchase Orders should always have a specific dollar amount against which usage can be 

judged and warnings issued to the Account Managers when actual usage approaches or exceeds 
budgeted usage.  In addition, Blanket Purchase Orders can be issued for: 

 
a) Dollar amounts based on periodic payments (monthly maintenance costs for example). 
b) Estimated dollar amounts based on projected usage over the period of the contract (blueprint 

services or film editing services for example). 
c) Foreign or US currency. 
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H) When possible, and when pricing schedules are appropriate, such pricing schedules should be 
attached to the Blanket Purchase Order.   When specific percentage discounts are appropriate, those 
percentages should be noted in the body of the Blanket Purchase Order. 

I) Since some Blanket Purchase Orders can be used by vendors as an indication of a companies worth 
even though the amount on the face of the order is simply a rough estimate of the amount that may 
be spent by AURA with that specific vendor during the period of the contract.  In these cases, the 
following disclaimer should accompany an order when the order is for anything other than a BPO 
requiring periodic payments of a specific amount (maintenance agreements, household goods 
storage, leases, etc.): 

 
"Dollar amounts indicated on the face of this order are for AURA, Inc. 
budgetary purposes only and are not a guaranteed amount of usage.  
Actual total value of orders placed against this Blanket Order may vary 
significantly." 

 
J) Certain GSA Maintenance Contracts require up to 90 days written advance notification of 

termination otherwise the contract is automatically "rolled over".  The issuance of a Blanket Order to 
a vendor is considered the advance notification of cancellation as long as the order is sent to the 
company.  However, business ethics suggest it proper to write a letter confirming that cancellation. 
That letter should refer to the original BPO, reference the fact that the order indicated a specific 
termination date and that the letter currently being written is a confirmation of that termination.  
Nevertheless, the following wording is appropriate in these cases: 

 
"Unless cancelling in accordance with the terms of this order, this Blanket 
Order remains in effect until MMM DD, 20YY.  This clause is considered 
the advance notification of the contracts cancellation on the above date.  If 
AURA wishes to extend the contract for additional periods, a new contract 
will be issued.”   

 
K) All Blanket Purchase Orders issued to replace a terminated BPO should state: 

 
"This order replaces Purchase Order PNNNNNA." 

 
L) Certain Blanket Purchase Orders, usually those issued for the purchase of unspecified goods and 

services, should indicate who is authorized to place orders against the BPO. It is strongly suggested 
that an individual be assigned by the requester or Account Manager as having the authority to place 
such orders. Generally this individual is the requester; however, there should be more than one 
individual in case the requester is unavailable to place a needed order.  In some cases, there may be 
several individuals authorized. Such authorization is very important when dealing with Blanket 
Purchase Orders issued for automobile parts and other unspecified goods and services that may be 
useful for personal purposes. In such cases, a statement granting such authorization is essential.  
Such statements should read either: 

 
a) "The following individuals are the only personnel authorized to place orders 

against this Blanket Purchase Order."  
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or 
b) "X. XXXXXX is the only individual authorized to place orders against this 

Blanket Purchase Order." 
 

M) Generally, NOAO Accounting will send invoices to the requester for approval.  In some cases there 
may be several individuals authorized to approve invoices.  In those cases, a statement should be 
made on the Accounting copy of the Blanket Purchase Orders indicating who, in addition to the 
requester, is authorized to approve invoices. 

N) All Blanket Purchase Orders should state: 
 

"Please reference Purchase Order ANNNNN on all invoices" 
 

O) Blanket Purchase Orders which are for household goods storage or other services on behalf of 
specific individuals, and which reference the individual by name should have the following 
statement included: 

 
"Invoices should not be sent to xxxxxxxxxx (individual's name) but to 
AURA, Accounts Payable at the above address." 

 
P) Blanket Purchase Orders should have the first day of the month prior to the orders termination as the 

Delivery Date unless written permission for cancellation is required sooner.  In such cases, the date 
required for the prior notification should be inserted as the Delivery Date.  (Again, the Blanket 
Purchase Order will normally be sufficient as advance notice of cancellation; however, when 
possible a letter should be written to confirm this.)  For example, a Blanket Purchase Order 
scheduled to terminate on 31 December 2001 should have as its Delivery Date "01 November, 
2001".  In this manner, the Procurement Expediting Report will act as a "Tickler File" advising the 
Buyer that a Blanket Purchase Order is coming up for renewal or termination in sufficient time to 
allow for renewal without the BPO lapsing. 

 
 
 
3) SMALL PURCHASE BLANKET PURCHASE ORDERS – NOAO TUCSON ONLY:   
 

NOTE:  The Small Blanket Purchase Orders are issued to a limited number of personnel 
and are being replaced by the BOMPA Purchasing Card.  The procedures for the 
BOMPA card are found in Section 16. 

 
A) In response to requests by participating departments, the following procedures are established for the 

issuance of Small Purchase Blanket Purchase Orders.  These orders have been initiated by properly 
signed requisitions and have a set lifetime and maximum dollar limit.  If either the lifetime of the 
order expires or the maximum dollar amount is exceeded, the order must be amended by 
Procurement before it can be used further.   These orders indicate: 

 
a) The period of time during which the blanket purchase order is valid. 
b) The maximum total dollar limit of all purchases made against the order. 
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c) The AURA employees authorized to place individual orders against the blanket purchase 
order. 

d) The individual or offices to which the received items are to be delivered by NOAO Shipping 
& Receiving personnel. 

 
B) RESTRICTIONS ON PLACING INDIVIDUAL ORDERS:  Individuals listed on the Small Blanket 

Purchase Orders can initiate a purchase against an established Small Purchase Blanket Purchase 
Order with the following restrictions: 
 

a) Individual Orders are limited to $500 per purchase excluding tax and freight.  When tax and 
freight are taken into effect, the total value of the order may exceed the $500 limit.  
However, the item(s) purchased cannot have a total order purchase price exceeding $500.   

b) The total of all purchases made against a Small Purchase Blanket Purchase Order during the 
lifetime of that order cannot exceed the maximum amount indicated on that Small Purchase 
Blanket Purchase Order.  In this case, tax and freight are included in the total spent against a 
blanket purchase order.   

c) Those using the Small Purchase Blanket Purchase Orders can only initiate orders.   
d) Only standard, stock items can be purchased. 
e) All vendor or manufacturer originated purchase agreements, software disclosure agreements, 

or other documents which must be signed by AURA before the purchase is completed and 
will be signed by NOAO Procurement personnel and not by the individual placing the order. 

 
C) HAZARDOUS MATERIALS: If a material is ordered which is considered Hazardous, the 

individual placing the order must insure that the vendor sends a Material Safety Data Sheet along 
with the item.  Copies of the Material Safety Data Sheet should be sent to the NOAO Shipping and 
Receiving Supervisor.  Hazardous materials can be paints, compressed gasses, aerosols, chemicals, 
or any other liquid or gaseous material. 

D) LOCATION OF STOCK: If a vendor states that the item requested is "In Stock", it is important that 
the Order Placer find out where the stock is being held as most vendors have several stocking 
locations.  Confusion can arise when a vendor says that an item is in stock and the Order Placer 
assumes that it will arrive within a day or so only to find when it arrives a week later that the stock 
was in Georgia. 

E) FREIGHT:  UPS Ground freight is sufficient for most orders.  In general, an item shipped UPS 
Ground will take 3-5 days to be received, depending on where it is being shipped.  If a quicker 
delivery is required, overnight or second day air can be ordered.  However, if an item is shipped on a 
Friday via next day airfreight, it will still be delivered on Monday, as there is no one at NOAO to 
receive the item on Saturday.  In this case, Second Day Air should have been used as it would also 
have arrived on Monday and AURA would not be charged for overnight delivery. 

F) DELIVERY AND RECEIPT OF ORDERED MATERIALS: All materials ordered under this system 
will have, as the delivery address: 

 
AURA 

PO PXXXXXL 
NOAO Shipping & Receiving 

950 N.  Cherry Ave. 
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Tucson, AZ 85719 
 

a) Neither the individual placing the order nor other departmental employees will be authorized 
to pick up an order that has been placed under this Small Purchase Ordering System.     

b) In those cases where an emergency exists, the individual placing the order will notify the 
NOAO Buyer indicated on the Small Purchase Blanket Purchase Order and advise them that 
a purchase is urgently needed and must be picked up by a departmental employee.  The 
NOAO Buyer will then: 

 
(1) Advise the vendor that an AURA employee will pick up the materials,  
(2) Tell the vendor the name of the employee picking up the materials, and  
(3) Will request that the identity of the employee be verified when the vendor hands over 

the items to him/her. 
 

c) In the case of CFO orders where lumber and other materials are consistently to be picked up 
by CFO employees, the above procedures will still apply even though no emergency exists.   

d) In the case of Instrument Shop purchases of welding supplies and other materials that are 
urgently needed and require pick up by Instrument Shop employees, the above procedures 
will still apply even though no emergency exists. 

 
G) RECEIPT OF INCOMING ORDERS BY SHIPPING & RECEIVING: Those materials ordered 

under the Small Purchase Blanket Purchase Order system and shipped or delivered to NOAO 
Shipping & Receiving will be received in accordance with Section 6 of this Manual.   

H) GRATUITIES:  Because of the small magnitude of the purchases made by each Department, it is 
highly unlikely that the individual placing the order will be offered gifts or gratuities other than 
advertising materials.  Nevertheless, it is the policy of the NOAO and AURA that gratuities and 
other gifts from vendors are politely refused.    

 
a) Advertising materials, calendars, and other item designed to display the company’s name can 

be accepted as long as the value of such items is limited and the items are, technically, of no 
commercial value. 

b) Food, donuts, candy, etc. can be accepted in limited quantities as long as the gifts do not 
become commonplace and are made available to all departmental employees. 

c) Alcoholic beverages should be refused.  This may be difficult around the Christmas Holidays 
when some sales representative’s feel that gifts of Champaign are a necessity.  Politely refuse 
the offer.  If pressed, accept the gift and seek advice from your Department Head and request 
directions on what to do with the item. 

d) In general, any gift, gratuity or other item received from a vendor that is of significant value 
or which the employee feels could compromise his/her objectivity should be refused.   

e) If the employee feels that the gift is obviously designed as a bribe, it also should be refused.   
The incident should be immediately reported to the Manager of NOAO Procurement.  
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AMENDMENTS 

 
 

1) USE OF AMENDMENTS: Amendments are required whenever the material cost of a 
Purchase Order exceeds 10% of the value of the order or $100 whichever is less.  In certain 
instances, changes that do not materially affect the order will need to be formally written as 
an Amendment.   

 

A) Any alteration to the value of the original Purchase Order by less than $100, whether 
or not a material change is made, must be completed with an Amendment if that change 
requires the documentation be distributed to: 
 

a) The Vendor 

b) NOAO Shipping & Receiving 

c) AURA Freight Forwarders 

d) CTIO or NSO Purchasing Departments 

e) Requester(s) 

f) Any NOAO/AURA department other then Procurement or Accounting. 
g) Distribution to the above individuals is required if: 
h) The change materially affects the receipt of an item (i.e. part number 

changes, quantity changes, nomenclature changes, etc.). 
i) The order is canceled. 
j) The FOB Terms are changed 

k) Account Numbers are added, changed or deleted. 
l) The Buyer or requester requests the distribution. 
m) The distribution is in accordance with standing policy between Procurement 

and that Department. 
n) The distribution is determined by Procurement personnel as necessary in 

order to: 
 

(1) Advise the parties concerned that a change has been made, and/or 

(2) To document that change. 
 

B) In the following situations, an Amendment is required: 
 

a) A change in the FOB, or Tax Status. 
b) A price change to an individual line item which changes the overall value of 

the Purchase Order by $100.00 or 10% of the total value of the order, 
whichever is less.   

c) Any quantity changes or cancellations. 
d) In the above cases, the following procedures must be followed: 

 

(1) The Buyer may sign the vendor invoice approving the change. 
(2) The Accounting copy of the Purchase Order is to be noted with the 

change and initialed by the Buyer. 
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(3) The Procurement copy of the Purchase Order must be noted reflecting 
the change. 

 

2) GENERAL AMENDMENT PROCEDURES: The following procedures should be used 
when issuing any Amendment: 

 

A) Buyers must get the approval of the requester and/or account manager whenever the 
change increases the total cost of the order by more than $100 but less than $500. 

B) When the change increases the order by more than $500, the Buyer is to receive 
approval from the Account Manager. 

 

NOTE:   Certainly these are not "Hard & Fast" rules but 
are to be understood as points at which some action needs 
to be taken.   The Buyer should then use his/her 
discretion concerning whether or not approval is 
necessary for changes which fall below those guidelines. 

 

C) All Amendments applicable to a specific Purchase Order are to be numbered 
consecutively (i.e. Amendment #1, #2, etc.).  

D) Buyers should sign the Amendment Forms in the areas designated "Buyer" as an 
indication that the change has been processed by a qualified individual. 

 

3) AMENDMENTS TO GSA ORDERS (DOMESTIC ORDERS ONLY):  GSA orders 
require special consideration concerning amendments since GSA pricing can vary without 
notice even after the order has been let.  In addition GSA Regulations require that invoices 
be paid whether or not the items have been received.  Procedures have been established 
allowing the buyer to file discrepancy reports on undelivered items and receive refunds for 
invoices paid on items that have not been received. 

 

A) Since the quantity can vary without notice, an Amendment is only required whenever 
the invoices price varies by more than $100 per order.  

B) GSA invoices for a complete Purchase Order and not by separate line items.  
However, if GSA invoices by a single line item on a multiple line item purchase 
order, an Amendment is required whenever the invoice varies by more than $50 per 
line item.  
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PETTY CASH and CHECK REQUEST; CHECK ENCLOSED; 
PURCHASING CREDIT CARDS and REBATE  

PROCEDURES 
 
 

1) PETTY CASH and CHECK REQUEST PROCEDURES: - The Petty Cash fund and the Check Request 
Procedures are designed to allow Buyers quick access to funds to pay requesters who have purchase small 
items and are seeking reimbursement; to allow Shipping & Receiving personnel to pick up and pay for small 
purchases; or to allow Shipping & Receiving to pay for COD shipments.  However, there are some basic 
guidelines to follow when using this method: 

 
NOTE:  In the 4th Quarter FY09, an upgrade to the REQLESS system will incorporate a 
CHECK REQUEST Module.  The procedures for using that module will be in the 
REQLESS Manual.  The guidelines listed below will remain in effect even after the 
module has been released. These requests go directly to Accounting and bypass 
Procurement 

 

A) The use of Petty Cash or Check Request payments should be minimized as much as possible.  Such 
payments are outside the normal Purchasing, Receiving, and Accounting system, which means that 
their authorization, receipt, and payment are not fully documented.  Future follow-up, as a result, can 
be very difficult. 

B) Petty Cash is just that -- cash.  Usually Petty Cash requisitions are in response to an employee 
purchasing something on his/her own and seeking reimbursement with a signed requisition. 

C) Check Requests request in the issuance of an AURA check issued to a specific individual or vendor. 
The determination of whether or not a designated "Petty Cash" payment is made from the Petty Cash 
Fund or with an Impress Fund check will be determined by Accounting personnel. 

D) Payment that accompanies a mailed purchase order will be handled with Check Enclosed Procedures 
(paragraph 2 below) and not with an Impress Fund check.  

E) The proper account authorities must authorize all Petty Cash or Check Requests.  

F) All Petty Cash or Check Request requisitions are to be taken to the individual assigned by Accounting 
as having responsibility for these transactions. 

G) In general, Petty Cash requisitions are to be kept to under $100. 

H) Petty Cash is not to be used for Shipping and Receiving pick-ups, COD or freight collect shipments, or 
other situations in which proof of payment may be required.  In such cases, a Check Request or a 
Check Enclosed Purchase Order is to be used. 

I) The specific procedures to follow when processing a Petty Cash or Check Request requisition are: 
 

a) Indicate on the requisition in the area designated for the Purchase Order "Petty Cash" or 
"Check Request" if the Impress Fund is to be utilized. 

b) The requisition will then be forwarded to the authorized personnel for disbursement. 
 

J) The requisition will be forwarded to the Accounting Petty Cash Clerk with instructions that he/she 
should advise the requester that the reimbursement is ready for pickup. 

 

2) CHECK ENCLOSED PROCEDURES: - A Check Enclosed Purchase Order should be used in lieu of the 
use of Petty Cash or Check Request whenever possible so that the full authorization-payment documentation 
can be maintained.  Whether or not an Impress Fund check issued in response to a Check Enclosed Purchase 
Order is a decision to be made by NOAO Accounting. 
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A) If the purchase needs to be effected immediately every effort should be made to have the purchase 
done with an AURA credit card. 

B) If a check is necessary the requisition and printed purchase order will be distributed as stated in 
previous sections.  When distributed: 

 
a) A "Return Check To:" label will be attached to the pink accounting purchase order copy. 
b) The name of the individual to whom the purchase order and check are to be returned to is 

added to the label. 
 

C) If the order is to be mailed to the vendor by Accounting, the Pink purchase order copy with the 
annotated label attached along with the original purchase order and any other attachments will be 
forwarded to Accounting for processing and mailing. 

D) If the order is to be mailed out by the individual indicated on the "Return Check To: " label, the pink 
purchase order copy will be forwarded to Accounting and the original purchase order copy and any 
other attachments to be returned to requesting individual. 

E) Accounting will issue the check and: 
 

a) Send the check and purchase order to the vendor, or 
b) Forward the check to the individual indicated on the "Return Check To:" label, and 
c) Send a copy of the issued check to Procurement. 
 

F) Procurement personnel will attach a copy of the issued check to the Procurement copy of the purchase 
order. 

G) If the check is required immediately, the Buyer will see to it that an Impress Fund Check is issued 
rather than waiting for the normal accounting procedures. 

 

3) PURCHASING CREDIT CARD PURCHASES: - Use of the AURA Master Card, Buyer BOMPA Card or 
American Express Corporate Card is authorized as deemed necessary by the Buyer.  Except for travel usage, 
use of the credit cards for normal purchases can only be made when backed up with an official requisition.   

 

A) Use of the credit cards should be considered in the following cases: 
 

a) Orders placed with mail order houses. 
b) In place of Check Enclosed Purchase Orders. 
c) When the delivery may be delayed by the issuance of a Check Enclosed Purchase Order and 

the item is urgently required. 
d) In lieu of a normal purchase order whenever the vendor will accept a credit card. 
e) At all other times when the use of a credit card is appropriate, i.e. purchases under $100. 
 

B) The Buyer must:  
 

a) Check the appropriate credit card box on the requisition. 
b) Include as a separate line item the Shipping & Handling charges so that the total value of the 

order accurately reflects the amount AURA will be charged. 
c) Insure that the Shipping Address includes the PO Number whenever possible so that the 

address reads:  
 

AURA 
Attn.: PO ANNNNN 
950 N. Cherry Ave. 
Tucson, AZ  85719 
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d) Copies of credit card purchases will be forwarded to Accounting for invoice reconciliation. 

 

C) The AURA Master Card or Buyer BOMPA card is to be utilized for standard purchases of supplies 
and materials. 

D) The AURA American Express Card is to be utilized for the purchase of travel and lodging. 
 

4) EMPLOYEE AUTHORIZED CREDIT CARDS:  Section 16 to this Manual covers the policy and 
procedures governing the issuance, use and invoice reconciliation of the Blanket Order Purchase Merchant 
Authorization (BOMPA) credit card. 

 
5)      REBATE PROCEDURES:   For purchases offering rebates: 
 

A) Make 2 copies of rebate form 
B) Fill in one rebate form with required information attaching additional information required by rebate center 

and keep in your files.  In area asking for a name be sure to add AURA either before of after your name. 
 A)   Send one copy of rebate form with PO# written on it and highlight information required from package, 

i.e. bar code, serial number, etc. (to be returned to you) to Shipping and Receiving. 
C) Once required information is received from S/R, affix the appropriate UPC codes to original mail-in rebate 

form.  Prior to mailing; 
A)  Send a copy of the filled in rebate form marking purchase order # on front and send to Accounting. 

D) Send the original rebate form with attachments to the address on the form.  
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MATERIALS RECEIPT 
 
 

In order to legally protect AURA's interests, it is essential that all the procedures found in this section be strictly 
adhered to.  If goods are improperly received or inspected, AURA may be forced to pay for materials that it 
does not want or that do not conform to the specifications under which they were purchased.  The following 
procedures apply to the receipt of materials and equipment for all AURA organizations, partners and tenant 
facilities.  However, since, at this time, only Gemini and NOAO issue purchase orders against which materials 
are received, the procedures are directed at those two organizations. 
 

1) RECEIPT OF INCOMING SHIPMENTS: - All incoming shipments will be received according to the 
following procedures.  A Receiving Report (Attachment A and B) will be produced for each receipt and 
distributed as required by the document. 

 

A) In the vast majority of cases, either NOAO-North Shipping & Receiving personnel or an AURA 
Subcontracted Freight Forwarder will accomplish the receipt of the goods. 

B) In certain rare cases, such as library materials, individual subscriptions, or items that are shipped 
directly to the requester, the individual receiving the incoming shipment may be someone other than 
an NOAO Shipping & Receiving facility. 

C) At remote locations, such as Sacramento Peak or NOAO-South, which both purchase and receive 
items, the receipt of materials will be accomplished by that remote site's receiving department in 
accordance with their own, in-house procedures that must be in general conformance with the 
procedures found in this section. 

D) Upon receiving an incoming shipment, the receiving facility or individual will receive the item(s) 
and verify: 

 

a) That the quantity received per line item is the same quantity ordered on the purchase order. 
 

(1) If the quantity received is less than that ordered or there remains a portion of that 
specific line item which has not been received, the packing list should indicate that 
there remaining quantities are on "back order".  If there is no indication that a back 
order has occurred, the NOAO Buyer who produced the purchase order should be 
notified immediately. 

(2) If the quantity received is greater than the quantity ordered, a notation to that effect 
should be indicated next to the line item description on the Receiving Report stating, 
"xx received as overage".  In such cases: 

 

(A) The total quantity received will, along with the Receiving Report, be taken to 
the requester for acceptance. 

(B) If the requester accepts the overage, a notation stating "Overage Accepted" 
will be made on the Receiving Report. 

 

(a) The Receiving Report will be signed by the requester, and 

(b) The statement initialed by the requester. 
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(C) If accepted, the Buyer listed on the purchase order should be advised that an 
overage was received and accepted by the requester and that the 
corresponding purchase order should be amended. 

(D) If not accepted: 
 

(a) A notation stating "Overage Not Accepted" will be made on the 
Receiving Report that is signed by the requester and that statement 
initialed by the requester. 

(b) The Buyer listed on the Purchase Order should be advised immediately 
so that arrangements can be made to return the overage as soon as 
possible. 

 

b) Insure that the goods received are not damaged.  This inspection is a visual one and will 
only determine if the shipment has been poorly handled and that Overt Damage to the 
shipment has occurred.  If that is the case, all documentation and the shipping container 
should be saved pending the submission of a damage claim to the shipper. 

 

(1) Reason to believe that a shipment is damaged can be made in any number of ways 
from hearing a disturbing rattle in the box to seeing the outside container (box) 
broken or torn.  If the individual receiving the shipment detects Overt Damage to the 
container or has ample reason to believe that the shipment has suffered damage, he 
should: 

 

(A) Not accept the shipment from the carrier until he has confirmed that the 
contents have or have not sustained damage. 

(B) Notify the appropriate Buyer that a damaged shipment has arrived and that 
the Buyer should come to the receiving facility to look at the materials 
received to confirm internal damage. 

 

(2) If the contents have sustained damage, the purchase order should be looked at to 
determine what the ship point is so that appropriate action should be taken. 

 

(A) If "FOB Ship Point" (or equal) then a claim is to be filed with the carrier 
immediately and the known damage is to be indicated on the shippers 
receiving slip 

 

NOTE:  Make sure the carbon is in the delivery ticket and that 
the notations of damage are included both on AURA's 
copy and the carrier's copy. 

 

(B) If "FOB Destination" (or equal) or if delivered by the vendor's carrier for 
local purchases, the shipment should be immediately refused. 

(C) In either of the above cases, the vendor must be notified immediately so that 
corrective measures can be taken. 
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(3) If no visible damage has occurred to the contents, the delivery receipts should be 
signed and annotated with a full description of the damage to the container. 

 

(A) Indications should be made on the Receiving Report and Goldenrod copy of 
the purchase order indicating the visible damage to the container. 

(B) The requester should be notified as soon as possible so that a careful look at 
the contents can be quickly made to confirm whether or not Covert damage 
has occurred to the shipment. 

(C) Until the extent of the damage has been determined, the container must be 
carefully handled and saved pending an inspection if a claim is filed. 

(D) If Covert Damage has occurred, the Buyer must be notified immediately to 
determine the proper procedures that should be taken: 

 

(a) If "FOB Ship Point" (or equal): 
 

i. Shipping & Receiving personnel or the Buyer will file a claim with 
the carrier as soon as the damage is known. 

ii. The carrier will have the materials inspected. 
iii. The carrier will reimburse AURA for any damage if the claim is 

accepted. 
 

NOTE:  In these cases, the equipment belongs to AURA 
until the Carrier accepts the claim.  At that 
time the Carrier gains ownership of the 
damaged goods.  If the equipment is needed 
by AURA, a new purchase requisition must be 
completed and a replacement must be 
purchased by AURA.   When the carrier pays 
the claim, the original purchase order will be 
canceled and the claim used to reimburse the 
account. 

 

(b) If "FOB Destination" (or equal) or if delivered by the vendor's carrier 
for local purchases, the vendor should be immediately notified so that 
he can file a claim with the carrier and immediately send a 
replacement. 

 

E) Receipt of items ordered by Kitt Peak Mountain Facility personnel will follow the above procedures 
except that the Receiving Report will be completed by the Shipping & Receiving clerk and signed on 
the bottom right hand section as acknowledging receipt only. 

 

a) The Pink Copy will be forwarded to the mountain distribution warehouse for distribution to 
the requester. 

b) All Receiving Report copies will be annotated with the following statement.  This statement 
will advise the receiver that they have 10 days to inspect the items received and to notify 
Procurement of any discrepancies. 
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c) The Accounting Receiver (WHITE) and the Procurement Receiver (YELLOW) copies will 
be kept together and all copies forward to Procurement. The shipping documents and packing 
list arriving with the items will accompany the Receiving Report copy submitted to NOAO 
Procurement.    

d) All WHITE copies will be placed in a 10-Day tickler file.   
e) After 10 days, the Procurement Manager will sign the Receiving Report. The Goldenrod 

copy of the Purchase Order and the WHITE copy of the Receiving Report are forwarded to 
Accounting for payment.   

 

F) AURA Subcontracted Freight Forwarders will handle these situations according to their specific 
contract.  However, in general, their procedures parallel the above. 

 

2) RECEIPT OF INCOMING SHIPMENTS WITHOUT A PURCHASE ORDER:   
A) In certain cases, involving primarily NOAO Shipping & Receiving or an AURA Subcontracted 

Freight Forwarder, an item may be received before the "Goldenrod" copy of the authorized purchase 
order has been distributed.  In such cases: 

 

a) The item will be accepted from the shipper as long as a valid purchase order is referenced on 
the shipping documents.  If no purchase order is indicated on the shipping container or 
shipping documents, NOAO Procurement should be contacted immediately to try and 
ascertain if an order has been placed and to insure that a copy of that order is sent to the 
receiving facility as soon as possible.  If, after contacting NOAO Procurement, it is 
determined that a valid order has not been issued for the item, the shipment will be refused. 

b) As soon as possible after receipt, the receiving department will obtain a copy of the 
processed requisition or the "Goldenrod" from the local purchasing department. 

c) The receiving individual issues a Receiving Report. 
d) To preclude this from happening frequently and to avoid delays in issuing Receiving Reports, 

paying invoices, and taking advantage of prompt payment discounts, if the Buyer has any 
concern that a shipment may arrive before the purchase order is distributed, the Buyer will 
issue one of the following: 

 

(1) If the item is to be shipped to NOAO Shipping & Receiving, a copy of the purchase 
requisition will be made and sent to NOAO Shipping and Receiving. 

(2) If the item is being shipped to an AURA subcontracted Freight Forwarder or directly 
to a remote location, the Buyer may request that the purchase order be Faxed to the 
receiving facility. 

(3) If no purchase order is indicated on the shipment but an individual's name is shown as 
the consignee, the receiving facility will verify that the item being received is for 
either a NOAO employee or visitor.  If there is a question concerning the name, 
NOAO Human Resources, KPNO Administrative Assistant or NOAO-South 
Director’s Office should be contacted to insure that the named individual is neither a 
new employee nor a visitor to one of the facilities.  If the individual cannot be 
identified, the shipment should be refused. 

 

B) In some cases, the materials received are for sister organization or for individual employees for 
which no purchase document has been issued.  In these cases, the following procedures apply: 

a) If the materials are to be distributed locally,  
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(1) A copy of the packing list is made   
(2) The Packing List Copy is signed by the receiving individual/organization. 

b) If the materials are to be sent to the observatory or other remote site,  
(1) A copy of the packing list is made, and 

(2) A notation is made on the document noting the time and date the item is sent to the 
remote site. 

C) In those cases at NOAO-South where an incoming freight shipment is received the following 
procedures apply.  Note that this procedure is also addressed in Section 10, Para 2.: 

a) The copy of the Commercial Invoice and Packing List (CIPL) is made with the names of the 
individuals to whom the items are to be distributed is created. 

b) If the materials are to be distributed locally,  
(1) The CIPL is signed by the receiving individual/organization next to their name and 

the items they are receiving. 
c) If the materials are to be sent to the observatory or other remote site,  

(1) A notation is made on the CIPL noting the time and date the item is sent to the remote 
site. 

d) The CIPL is kept on file with the standard shipping documents. 
 

3) ISSUING A RECEIVING REPORT: - Except as indicated below, all items received by an NOAO 
office, facility, or individual and for which a valid purchase order has been issued will have Receiving 
Report submitted verifying receipt. 

 

A) As verification that the incoming items have been properly received (including those for NOAO 
personnel/visitors) an NOAO Receiving Report (Attachment A) will be generated containing the 
following information. 

 

a) Required Information: 
 

(1) Purchase Order Number. 
(2) Date received. 
(3) Line Item received. 
(4) Quantity received. 
(5) Description of line item received. 

 

b) An indication whether or not this receipt completes closes out the Purchase Order (Complete) 
or if additional items on that order are yet to be received (Partial). 

c) Receiver Number (See Below). 
 

(1) Optional Information: 
 

(A) Requisition Number (required for Tucson Receiving reports.) 

(B) Requester (required for Tucson Receiving Reports). 
(C) Vendor. 
(D) Weight of shipment. 
(E) Number of boxes received. 
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B) If an order is received in several boxes with each box containing a separate and unique packing list, 
each box (or each packing list) will be received on separate receivers.  If a single order is shipped in 
multiple boxes with each box having the same packing list, only one receiver need be produced.  The 
key here is the packing list - one receiver will be produced for each separate and unique packing list. 

C) No received item will be left in an empty room even if it is a locked room.  Items will be returned to 
Shipping & Receiving and the requester contacted by either email or telephone and a time arranged 
for delivery.   

D) Materials received and the Receiving Report will not be left with the requester.  Shipping & 
Receiving personnel will try to get the Receiver signed immediately.  If it is not possible for the 
Requester to sign the receiver immediately, have them sign the Receiver on the right side indicating 
just the receipt of the item but not authorizing payment.  Leave the box and take the paperwork back 
to S/R.   

 

a) All Receiving Report contain a statement that advises the receiver that they have 10 days to 
inspect the items received and to notify Procurement of any discrepancies. 

 

(1) The Accounting Receiver (WHITE) and the Procurement Receiver (YELLOW) 
copies will be kept together and all copies forward to Procurement. The shipping 
documents and packing list arriving with the items will accompany the Receiving 
Report copy submitted to NOAO Procurement.  

(2) All WHITE copies will be placed in a 10-Day tickler file.  
(3) After 10 days, the Procurement Manager will sign the Receiving Report. The 

Goldenrod copy of the Purchase Order along with the WHITE copy of the Receiving 
Report is forwarded to Accounting for payment.   

 

b) In situations where only one person is available in Shipping/Receiving, individuals receiving 
small boxes will be called and advised that their order has arrived and that they can come and 
pick it up in S/R if they need it immediately.  Otherwise the package will be delivered when 
time permits.   

c) Individuals receiving large items will be advised that the item has been received and will be 
delivered when time permits but that they are free to stop by S/R and get the items 
themselves if it is urgently required.  

 

E) The Accounting Receiver (WHITE) and the Procurement Receiver (YELLOW) copies will be kept 
together and all copies forward to Procurement. The shipping documents and packing list arriving 
with the items will accompany the Receiving Report copy submitted to NOAO Procurement.  

F) All Receiving Reports, unless other procedures are authorized and approved by the Manager, NOAO 
Procurement, will be distributed according to the following procedures: 

 

a) Receipt of items ordered on valid purchase orders: 
 

(1) Pink copy to the requester. 
(2) White copy to NOAO Accounting via NOAO Procurement. 
(3) Yellow copy to NOAO Procurement. 

 

b) Receipt of items ordered by NOAO-South on valid purchase orders and received by a Freight 
Forwarder. 
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(1) One copy of the freight forwarder Receiving Report to NOAO Accounting via NOAO 
Procurement. 

(2) One copy of the freight forwarder Receiving Report to NOAO Procurement. 
(3) One copy of the freight forwarder Receiving Report to NOAO-South Purchasing in 

La Serena, Chile via the Mail Bag (addressed to J. Aguilar). 
 

G) In general, Receiving Reports are not required for "Check Enclosed” or "Petty Cash" Purchase 
Orders.  However, unless the purchase falls under one of the following categories, the purchase order 
should be considered open until a Receiving Report is received. 

 

a) Subscriptions for publications received more than once per year. 
b) Small dollar (less than $100.00) items mailed directly to the requester. 
c) Items purchased by the requester who has submitted the requisition seeking reimbursement. 
d) Other categories that are determined by NOAO Procurement to warrant notification of 

material receipt. 
 

H) A Receiving Report will be issued for all items received with the following exceptions: 
 

a) Personal items received by NOAO Shipping & Receiving for individuals based at NOAO-
SOUTH. 

b) Incoming mail packages (except those relating to Purchase Orders) received by the 
mailroom. 

c) Magazine subscriptions except those received by the library for scientific-related 
publications. 

d) BOMPA Credit Card purchases. 
 

4) APPROVAL OF RECEIVING REPORTS: - The receiving facility personnel and the requester will sign 
all Receiving Reports.  The approved and signed Receiving Report will authorize NOAO Accounting to 
pay any invoice submitted for the item received as long as the following criteria is adhered to:  

 

A) Receiving Reports issued for items ordered by Gemini or NOAO-South and received by NOAO 
Shipping and Receiving or an AURA Subcontracted Freight Forwarders for transport to the facilities 
in Chile need not be signed by the requester.  The issuance of a Receiving report is a certification 
that the incoming shipment was properly received and inspected according to the AURA procedures 
or the appropriate subcontract.  NOAO Procurement will verify the receiving report with the 
submitted shipping documents to insure that the documents match. 

 
a) Receiving reports for Gemini purchases will be consolidated during the week and copies 

forwarded to Gemini on the last working day of each week. 
 

B) The requester will sign all Receiving Reports issued in Tucson for items ordered by NOAO-Tucson 
personnel.  NOAO Procurement will verify the receipt with the documentation and enter the 
receiving data into the Procurement Purchase Order Data File. 

C) All Receiving Reports for items ordered by and destined for Kitt Peak Mountain Facility will be 
received by NOAO Shipping and Receiving.  The Receiving Clerk will sign on report as a 
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certification that the items have been received in accordance with the above procedures detailed in 
paragraph 3. 

D) The approved Receiving Report indicates that the materials received by the requester conform to the 
specifications of the items ordered on the Purchase Order and are in satisfactory condition (free of 
"Covert damage"). 

 

a) According to the UCC, the buyer (requester in AURA's case) is entitled to inspection (within 
a reasonable period of time) of the materials prior to authorizing payment. 

b) Legal acceptance of the items received can also take place if the Buyer "fails to make an 
effective rejection, but such acceptance does not take place until the buyer has had a 
reasonable opportunity to inspect them..." 

c) As a result, if the requester refuses to sign the Receiving Report to authorize payment, S&R 
personnel will request the individual to sign the Receiving Report acknowledging receipt 
only.   

 

E) Initial acceptance of an item does not forbid AURA from rejecting that item at a later date as long as 
the rejection occurred within a reasonable time - as determined by the courts but basically 
interpreted by the courts as depending on the following factors: 

 

a) The difficulty of discovering the defect. 
b) The terms of the contract. 
c) The relative perish ability of the goods. 

 

F) Acceptance does not relieve the Vendor of either his expressed or his implied warranties concerning 
the goods received.  As such, if an item is initially accepted but is later found not to do what the 
vendor says it will do, then AURA can legally seek a refund. 

G) Acceptance of an item and payment of the invoice will not make the vendor less willing to work 
with us in correcting a problem or reimbursing AURA if the acceptance is revoked at a later date (as 
long as it falls into the "reasonable period of time" time frame as interpreted by the courts). 

 

5) PROCESSING OF NOAO PURCHASE ORDER RECEIPTS BY NOAO PROCUREMENT: - 
Procurement will maintain a file of all unsigned receivers and periodically call to get a signature 
authorizing payment.  Only signed receivers will be entered into the system as received by NOAO 
Accounting and only when an invoice is received.  

 

A) Procurement will not enter ANY Receiver into the USL system.  This includes Check Enclosed 
orders. 

B) S/R will forward both Accounting and Procurement Receiving Reports to Procurement.  
Procurement will check the receiving reports for (1) accuracy and (2) a signature authorizing 
payment.  Receivers that do not authorize payment will be filed in a tickler file.  All others will have 
the receiving information written on the Procurement PO copy and the Accounting Receiving Report 
sent to Accounting. 

C) When a PO is received as complete, it will be so noted on the order and filed as current procedures 
dictate. 

D) Accounting will enter the Receiving Report according to the invoice received from the vendor.  If 
they have a Receiving Report on an order and receive an invoice, only then will a receiver be entered 
into the USL system.  The receiver entered into the USL system will match the invoice.   
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a) A 10-day tickler file for those Receiving Reports that do not authorize payment.   
b) If payment is authorized, the receiver will be noted with the name of the individual speaking 

to the requester and the date of approval.  The receiver will then be processed normally.  
c) If payment is not authorized, the Receiving Report will be returned to the ticker file.  This 

process will be repeated on day 10.   
d) On day 11, the Receiving Report will be given to the Manager, NOAO Procurement or the 

Purchasing Supervisor for approval at which time it will be returned to the receiving desk 
and processed normally. 

 

E) Unless otherwise warranted, no purchase order will be "Closed Out" without the receipt of a valid 
Receiving Report. 

F) Unless otherwise authorized, no invoice for an item will be paid unless NOAO Accounting receives 
a valid Receiving Report for that item. 

 
 



Attachment A 

NOAO Receiving Report 
 

REV 01/06 

 

 
--- NOAO RECEIVING REPORT--- 

        
         DATE       /        /                     PO NO. 
 

         VENDOR                                                            Requisition. NO.   
 

         REQUESTOR                                                                               COMPLETE               PARTIAL 

 
          ITEM#          QTY                                                         DESCRIPTION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                      
 

 

         Distribution:     WHITE – Accounting                 YELLOW – Purchasing            PINK – Recipient 

 
 

THE ABOVE ITEMS HAVE BEEN INSPECTED, 

RECEIVED and PAYMENT IS AUTHORIZED

THE ABOVE ITEMS HAVE BEEN RECEIVED but PAYMENT IS 

NOT AUTHORIZED PENDING CLOSER INSPECTION

REPORT DEFECTIVE ITEMS TO PROCUREMENT IMMEDIATELY! 

The items listed on this Receiving Report have been received at an AURA Receiving Facility.   
 
If you chose NOT TO AUTHORIZE PAYMENT at this time, sign this Receiving Report on the Right Side.  You will then have 
10 days from date listed above to notify Procurement if there is a problem.  Otherwise this Receiving Report will be  signed 
on the Left Side by the Procurement Manager and submitted to Accounting for payment. 
 
If you chose to AUTHORIZE PAYMENT, sign this Receiving Report on the Left Side, below.



Attachment B 
 

AURA FREIGHT FORWARDER  
RECEIVING REPORT 

(sample) 
 

 

 

 
 

Citizens Transfer & Storage 
 
 

601 East 24th Street       Tucson, AZ 85713 
PHONE: 520 623-6301       FAX: 504-882-3982 
 
 
 

ATTN:        KATHY McBRIDE      Phone: 520-318-8180  DATE:  
 

VENDOR:        AURA PO #: 
 

DELIVERING CARRIER:      DANZAS REF #: 
 

FREIGHT:   WEIGHT:   PIECES: 
 

COLLECT          PREPAID          
 

HAZARDOUS   NON-HAZARDOUS  
 

 PURCHASE ORDER:   COMPLETE    PARTIAL 
 
 

ATTACH: 1. A COPY OF THE AURA PURCHASE ORDER: 
A.  IF THE LINE ITEM IS RECEIVED COMPLETE, CIRCLE THE QUANTITIES  
     RECEIVED. 
B.  IF THE LINE ITEM IS PARTIALLY RECEIVED, NOTE THE QUANTITIES 
     ACTUALLY RECEIVED. 

 2.  COPY OF PACKING SLIP. 
 3.  FAX ALL TO NOAO PROCUREMENT AT (520) 318-8270.   

 
 

REMARKS: 
 
 

 

REV 1/06 
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SECTION 7 
 

AURA SALES TAX STATUS 
 

1) SALES TAX INFORMATION: In order to properly invoice AURA for goods and services sold, each vendor must be aware 
of AURA's Arizona Tax Status and exactly what amount of tax AURA must pay.   

 
Attached to this section are: 
 

A) ARIZONA TAX EXEMPTION CERTIFICATE 

B) State Tax Commission of Arizona letter dated December 16, 1959 granting AURA exemption from “use tax.”  

C) State Tax Commission of Arizona letter dated September 28, 1960 granting AURA status as “federal instrumentality.” 

D) State Tax Commission of Arizona letter dated October 25, 1960 expanding on AURA’s status as an “instrumentality of 
the Federal Government.” 

E) City of Tucson acknowledging AURA’s status as an “instrumentality of the Federal Government.” 
 

The Buyer places the following tax exemption codes on each Purchase Order. Only one tax code may be used and the listing of 
one exemption does not relieve AURA from the payment of other applicable taxes for which it is not exempted (i.e. City of 
Phoenix Sales Tax, etc.). 

 

A) TAX CODE 1 - Exemption from one half (50%) of Arizona State Retail Sales Tax under the Arizona Revised Statutes 
Section 42, Paragraph. 5061, Part L. 

 
a) This exemption is applicable to all purchases of tangible personal property made to vendors within the State of 

Arizona when purchased from within Arizona (i.e. from NOAO Procurement).  Applying this tax code does not 
affect AURA's status concerning other applicable taxes, such as city taxes. 

b) This code should be used on all purchases made from vendors located within the State of Arizona without 
regard to the final destination of the purchased goods. 

 

B) TAX CODE 2 - Exempt from 50% of the AZ Retail Sales Tax and City of Tucson Sales Tax in accordance with ARS 
Section 42, Para. 5061, Part L and the Tucson City Code, Ch. 19-465.14.b. 

 
a) If an order is placed from a Tucson location (as are all orders placed by NOAO Procurement) to a vendor 

located in Tucson for tangible personal property, then such orders are subject to City of Tucson Sales Taxes. 
This tax code does not affect AURA’s responsibility for the payment of other taxes such as State Sales Tax. 

b) This code should be used on all purchases made from vendors located within the Tucson City limits without 
regard to the final destination of the purchased goods. 

 

C) TAX CODE 3 - Exempt from AZ Use Tax on purchases of property from Manufacturers, Modifiers, Assemblers or 
Repairers in accordance with ARS Section 42, Para 5159 Part A para 39 and on purchases of machinery or equipment 
used in Research and Development activities under ARS Section 42, Para 5159, Part B.14. 

 
a) The Arizona Use Tax is a tax imposed on the buyer for purchases of tangible personal property from an out-of-

state vendor and applies to the use, storage or consumption of the items purchased.  As per a Ruling dated 
December 16, 1959, AURA, Inc. is exempt from the Arizona Use Tax.  The Arizona Sales Tax and Arizona Use 
Tax are complementary taxes, only one of which can be applied to a transaction. 

 



SECTION 7 
AURA SALES TAX STATUS (Continued) 

Rev 4/03 Page 7-2 

(1) EXAMPLE 1:  AURA orders widgets from a company in California for shipment to Tucson.  This 
transaction is subject to the Arizona Use Tax for which AURA is completely exempt.                                 

(2) EXAMPLE 2:  AURA orders widgets from a vendor in Arizona who carries no inventory but orders 
the part shipped in from it's manufacturer in California for delivery to Tucson.  This transaction is 
subject to the Arizona Sales Tax for which AURA holds a 50% exemption. 

 
b) This code should be used on all purchases made from vendors located outside the state of Arizona with out 

regard to the final destination of the purchased goods. 
 

D) TAX CODE 4 - Exempt from all of the AZ Sales Tax on purchases of property from AZ Manufacturers, Modifiers, 
Assemblers or Repairers under ARS Section 42, Para. 5061, Part K.1 and K.3. 

 
a) This exemption is applicable to all purchases of tangible personal property made from manufacturers, 

modifiers, assemblers, or repairers located in the State of Arizona when purchased from within Arizona (i.e. 
from NOAO Procurement). Applying this tax code does not affect AURA's status concerning other applicable 
taxes, such as city taxes. 

 

E) TAX CODE 5 - Exempt from all of the City of Tucson Sales Tax on purchases of property from Tucson Manufacturers, 
Modifiers, Assemblers or Repairers in accordance with the Tucson City Code, Ch. 19-465.14.a. and exempt from all of 
the AZ Sales Tax on purchases of property from AZ Manufacturers, Modifiers, Assemblers or Repairers under ARS 
Section 42, Para. 5061, Part K.1 and K.3. 

 
a) This coding should be used whenever "Machinery or Equipment used in Research and Development" is 

purchased.  This deduction does not include the purchase of the following: 
 

(1) Janitorial Supplies 
(2) Expendable Materials 
(3) Office Equipment, furniture and supplies 
(4) Tangible personal property used in selling and distributing activities. 
(5) Motor Vehicles required to be licensed by this state. 
(6) Motors and pumps used in drip irrigations systems. 

 
b) This coding should be used whenever a purchase is made for exempt goods and services (see "I" below) or 

whenever the order is received from an Arizona vendor from an out-of state buyer for delivery out of state. 
c) This is especially appropriate whenever goods are ordered from Sac Peak for delivery to Sac Peak.  However, if 

the goods are shipped to Tucson by mistake, the law is clear that they are now subject to Arizona Sales Taxes 
and any other Local Sales Taxes as may be appropriate. 

 

F) TAX CODE 6 - Exempt from all of the AZ Retail Sales Tax on purchases of machinery or equipment used in Research 
and Development activities under ARS Section 42, Para. 5061, Part B.14. 

 
a) In order to reduce the National Solar Observatories (and AURA's) New Mexico Gross Receipts Tax liability, 

this code should appear on all orders destined for Sunspot, New Mexico. 
 

G) TAX CODE 7 - Exempt from New Mexico Gross Receipt Taxes for tangible personal property pursuant to Section 72-
13-29, NMSA 1953. New Mexico ID No. 01-829635-00-4. 

 
a) To reduce AURA’s tax liability in New Mexico, AURA has applied for and received a tax exemption from that 

state. 
 

H) TAX CODE 8 - Exempt from California and Louisiana Sales Tax in accordance with State regulations. Purchases are 
delivered to a licensed freight forwarder for shipment out of the United States. CA Tax Code Article 6396; LA Tax 
Code RS 47:305.10.B. 
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a) In order to reduce the California and Louisiana Sales Tax liability, this code should appear on all orders placed 
with vendors in those states and destined for an AURA freight forwarder or consolidator located in those states 
in California for transshipment overseas. 

b) This notation need not be placed in an order that is to be shipped to Tucson or otherwise out of the State of 
California or State of Louisiana. 

 

I) TAX CODE 9 - NO TAX EXEMPTION CLAIMED 
 

2) NON-TAXABLE CONDITIONS: 
 

A) Certain services and goods are not taxable either for the State or Local Sales Taxes.  Below is a listing of a few of those 
services more frequently used by AURA: 

 
a) Typesetting. 
b) Labor charges for repair or maintenance as long as the labor charges are shown separately on the invoice.  If the 

various charges are not separated on the invoice, the total amount is taxable. 
c) Professional Services. 
d) Work performed under manufacturer's warranty. 
e) Freight if shipped FOB "Ship Point" and if made after the sale. Freight charges made prior to the sale or to the 

exchange of title (i.e. "FOB Dest") are taxable. 
f) Materials and equipment used in Research and Development. 

 

3) TAX EXAMPLES (non-inclusive): Below are specific examples of purchases and what the applicable Tax Coding to be applied 
are listed below: 

 

A) Purchases by NOAO Procurement from Arizona vendors delivered to New Mexico: Such purchases are subject to 
Arizona Sales Taxes and what ever Local Sales Taxes are appropriate depending on the location of the vendor.  
However, in order to avoid paying New Mexico Gross Receipts Tax, a note should be made of that exemption. 

 
a) Use TAX CODE 6 or 1/4 or 2/5 (if ordered from a Tucson vendor). 

 

B) Orders From NOAO Procurement, delivered to Tucson from vendors in California:  Such purchases are not subject to 
California Sales Taxes if shipped directly out of the state.  However, they are subject to Arizona Use Tax for which 
AURA has an exemption. 

 
a) Use TAX CODE 3. 

 

C) Orders From NOAO Procurement purchased from a Louisiana vendor and delivered to a Louisiana freight forwarder :  
Such purchases are not subject to the Louisiana Sales Tax if shipped to a licensed freight forwarder for shipment out 
overseas.  However, they are subject to Arizona Use Tax for which AURA has an exemption. 

 
a) Use TAX CODE 3, 8. 

 

D) Orders from NOAO Procurement delivered to anywhere (except New Mexico) from vendors in Phoenix:  Such 
purchases are subject to whatever exemptions AURA has from the Arizona State Sales Tax and to the full Phoenix City 
Sales Tax. 

 
a) Use TAX CODE 6 or 1/4. 

 

E) Orders from NOAO Procurement, delivered to Tucson (or any other location) from out-of-state vendors:  Such 
purchases are subject to Arizona Use Tax for which AURA has an exemption. 

 
a) Use TAX CODE 3. 
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F) Orders from Sac Peak Purchasing to Arizona Vendors for delivery to Sac Peak:  Such orders are not subject to Arizona 
Taxes but are subject to New Mexico Gross Receipts Taxes. 

 
a) Use TAX CODE 6. 

 

G) Same example as "E" above but which are mistakenly shipped to Tucson and forwarded to Sac Peak by Shipping and 
receiving:  This sale now becomes fully subject to all appropriate Arizona State and Local Taxes.  

 
a) TAX CODE changes to 6 or 1/4 or 2/5 (if ordered from a Tucson vendor). 

 

H) Order for a CCD Camera from an Arizona Distributor.  This can be considered a Research and Development item and 
can be exempt from taxation. 

 
a) Use TAX CODE 6. 
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