Buying Manual
Subject: Quick Reference and Forms
Title: Definitions and Contacts

INDEX

TO9OMISC ... 151
AccesStoOKFS ............ooovvviiiiiiiiieeeeeeeeeeeeeee, 67
Accounts Payable ...........ccccccceiiiiiiiiie. 155
ACH..oooeeeeeeeeeeeeeeeeeee 13, 67, 104, 148
Advertising ..........cccccooeiii 15
Agreement.........cocceeeeeiiiiiciiieeee e 137, 149
Y [ 2= 1T 24
Ambulance services ...........ccccooeeiiiiiiiiieeen.n. 15
YN 411 = | 24
Animals ..., 3,35
F2Y o] o] {01 V2= 1 IS 2,13, 69, 88
APPS ... 57,67, 88, 144, 150
APPS System Instructions .. 57, 67, 88, 144, 150
Architectural Services ........ccccccevvvvveveeeeieeeennnnn. 13
Artwork.........cccoovvvvviiiiiiiiiiie 3,100, 103, 147

Association for the Assessment and
Accreditation of Laboratory Animal Care

International ...........cooevvvveeiiiiiiiiiiiiiiiieieeeeee 91
Athletic Event Official ...........ccovvvvvviveivieiiiiieinn, 15
F =T o I 15
BanKing .....ccoooeeiiiiiieii e 155
Behavioral Control.............coceeeeiiiiiiiiiiiieeeeee, 136
Benefits Services .........oovvveeeiiiiiiiiiieeeeeeeeee 13
Bid ..oeeeiiiiiiiiiees 2,71,73,74,149
Bid LIMitS............ovvvviiiiiiiiiiiieeanns 67
Bid Requirements...........cccccceuurennnnnnnnnnnnnns 71,73
Bid Solicitations...........cccccvvvvivveiiiriiiiiiieieinennn, 71
Bid Specifications..........cccccccuvieeiiiiiiiiiiiienn.. 149
Bid Thresholds .......cccoooiviiiiieeiieiieiiceeeeeeeeeee, 71
Bid, Competitive .......cceeeeeiiiiiiiieeeeeeeciee, 149
Bid, Exemptions ........cccccoiiiiiiiiiie 72
Bid, Request for Information .................... 74,152
Bid, Request for Proposal.............ccccc...... 73,152
Bid, Solicitation.............covvuieeiiiiiiiieee e, 2
BilliNG ..o 137
Blanket Order........ccoooveveiieeieiieeeeeeeeeee e 152
= Zo Yo ] €3N 19
BUS oo 24
business expense ............. 5, 6, 14, 21, 150, 151

Business Expense 2, 5, 6, 14, 16, 24, 32, 36, 55,
149, 150, 151

Business Meal..........ccooooveeeiiiiiiiiieiiiieeceee 149
Business PUrpoSe .........cccccceeeiciiicieic, 149
Business Service Center.................. 56, 139, 149
Business Travel..........ccccccveeeveiiiiiiiiinnnnn. 2,24, 35
CancellationS.........cooovveveiieeiieee e 70
Capital Assets ........cccccvvveeeennn. 35, 115, 146, 154
Capital Equipment.........cococceiiiiiiiiieeees 3, 146
Capital Project.........ccccvevcieiiiiiie e 13
Catering.........cc....ccce... 35, 50, 51, 73, 134, 149
CERCLA ... 94
Code Of EthiCS.....coooeiiiiiieeeieeeeeeee e, 8

Section 903

Number: 903
Issued: June 10, 2009
Revised: September 15, 2023

Concealed Damage ...........cccc........ 141, 142, 149
CoNfErenCe ......cceeeeeveiieeeee e 24,40
Conflict.......oeeiiii, 7, 35, 149, 150
Conflict of Commitment ..............ceeeeeeeeeeennnn. 149
Conflict of Interest...........ccoeeeveeeieiennnnn. 7,35, 150
Construction.........ccccoeeeeie, 13
Construction Contracts ..........coooevvveeeeieierennnnee. 13
ConSUItiNg ...ceeeiiiiieie e 155
Consulting Agreements ...........ccccceeeneee. 135, 155
Contacts........cccooeeeeveieeeeieeeeeeee e 3,154

contract...5, 9, 13, 15, 16, 21, 24, 26, 35, 39, 44,
49, 51, 52, 57, 67, 68, 73, 74, 81, 84, 85, 95,
101, 104, 106, 129, 133, 136, 137, 139, 149,
150, 151, 162

Contract .....cccovcveeens 13, 84, 129, 149, 150, 154
Contract Review..........ccccceeeiieiiiiieeeee e, 84
Contracts for Services ...................... 3, 85, 147
Cornell Asset Transfer System..................... 115
Cornell Logo.....ccceevivciiiiieiieeeeeciiieee, 100, 109
Cornell Name.........occoeeeiiiiiiiiiiec e 3, 154
Cornell Sustainable Campus ............cccceeenneee. 114
Cornell University Press ......................... 3,104
corporate travel card.............ccccveeereennnnns 24, 33
Creating a Purchase Order.........cccooceeviiniineennns 2
Decision Flowchart...........ccoooiiieiieeiiee, 12
Default Account..........cccooiiiiiiiieee e, 150
department charge..........cccccceiiiiiii s 11
Deposits.......cccooiiiiiiiiiiicec e, 36
Direct Payment, Architectural & Engineering
SEIVICES ...uviiii i 13
Direct Payment, Construction Contracts ......... 13
Direct Payment, Energy and energy related
financial instruments...........cccccccveeiiiiinn, 13

Direct Payment, Insurance ...13, 37, 79, 81, 129,
137, 139, 154

Direct Payment, Investments..............cccceeeeee. 13
Direct Payment, Legal services..............ccee.e 13
Direct Payment, Real estate .........c...ccoccceee. 13
Direct Payment, Treasury services/Debt/Banking

..................................................................... 13
disbursement voucher ..... 5,11, 13, 26, 104, 145

Disbursement Voucher .2, 11, 13, 15, 22, 27, 29,
50

Disposal .....ccceeiiieeeceec e, 3,99
Documentation...........ccccceeeiiiiieiinnnn, 2, 55,150
domestiC.....ueeeeiiiiiiiice 28, 31, 140
DomestiC......cocevveieiiieiieeeee e, 28, 29, 30
Donations ...........ccooooiiiiiiiiiiee e 15
Drug Enforcement Administration.................... 90
DUES ... 16
Editing................ccoovciiieieieeeieeieee e 85
EHS ... 88, 89

156



Buying Manual
Subject: Quick Reference and Forms
Title: Index

Emergency Order..........ccooecvvveeeeeennnn. 73, 88, 154
Emergency Situation............ccccciiiiinien 150
EMployee ... 150, 154
Employees .........cccooveviiiiiiciiiennn. 2,7,8,22,24
employment agencies................ccccoeciieinnen. 21
Employment Services .........ccccceiiiiiiiiiiienn. 154
ENEergy ..o 3,13,95
Energy Procurement ...........cccccciiiiiiiiiieenn. 3,95
Energy Star ..., 82, 83
Engineering Services ..........cccccvveveeeeeieccnienennn. 35
Entertainment.........ccccooooiii, 7,16
Entry Permits.......cccooeooiiiii 2,87
Environmental Health and Safety (see also
EHS) oo, 88, 89, 93, 94, 154
EPEAT . 82
e-Procurement (see also e-SHOP) ................ 150
Equipment ... 3, 88, 99

e-SHOP.. 2, 5, 15, 26, 36, 67, 68, 69, 70, 75, 76,
77,82, 88, 150

e-SHOP (see also e-Procurement) .5, 11, 14, 32,
36, 75, 76, 150

Ethyl Alcohol ... 2, 86
Event SpaceRental.......................... 50, 51,73
Executed Contract, Athletic Event Official ....... 15
Executed Contract, Entertainment..................... 7
Executed Contract, Translator ..............ccc..u..... 19
Export Controls ..............cccccvvviveeeeeiinnneee, 3,105
Family Member ..o 150
Fellowship.........ccoooiiiiiii 20
Filmrental ...............coooii e, 16
Financial Control .............ooovveeeiiiiiiiiee, 136
Financial Institution ............ccccooviiiiiiiiiiien. 150
FOB (see also Terms and Conditions)......3, 141,
143
Food for Resale................cccvvvvvvvvvnennnnnnnnnnnnns 16
foreign........ccccoeveeens 19, 28, 30, 52, 105, 140
Foreign .........cccccoviiieiiiinnnns 30, 105, 140, 151
Foreign National..........ccccooiiiiiiiiniiiieeen. 151
Forest Stewardship Council ..............ccccvveeeen... 82
FOrms .......ccccocuniie 3,136, 137, 147
Free on Board (see also FOB)....................... 150
Freight Bills .........cocoviveiiiieieceieee e, 3, 16, 145
Freight Claims .......ccccceveeiiiiceeee e 3, 141
Fume HoodsS........ouueeiiiiiiieeeeeeeeee 2,89
L 16
GiftS oo 7,37
GoOodS....coeeeeeeeieen, 2,4,5,8,11, 36, 143, 151
Graphic Design................cccceevvciieeiiiineeannn. 85
Graphics Procurement ............cccococeeieiiiinnnn, 109
Green Seal ........eeveeeiiiiiiieeee e, 82
Guest Lecturer.............cccccoeviiiiiiiiiiieeeeeeeeee, 16
Health and Safety.......ccccccooiiie. 93, 148, 154
Herbert F. Johnson Museum of Art........ 3,103
Honoraria...........ceeieiiiiiiciee e, 18
Honorarium .........ccceeeeiiiiiiiicceeeeee 151

Section 904

Number: 904
Issued: June 10, 2009
Revised: May 10, 2016

Human Participant Fees ...........cccccconn. 19, 151
Human Resources Recruiting Services ...... 73
Inactive Procurement Card ............cccccvvveeennnn. 151

independent contractor...15, 127, 135, 136, 137,
153

Independent Contractor ..........cccccooeviiieeennenn. 136

Independent Contractor (see also Independent
Consultant) .......cccccceeveenns 137, 151, 154, 155

Inspection of Shipments ..............ccccccvneeee. 141

Insurance Requirements..2, 13, 37, 79, 80, 81,
129, 137, 139, 154

Internal BOrrowing.........ooocuviieeeieeiiniiiieeeeenn, 112
Investments. ... 13
Invoice Payment ..........cccooeciivieeeee e, 3, 144
Invoice Processing.........ccoccvvvveveeeeciecnnneen, 3, 144
IRS FOrmM....coooviiieieieeeceiee e 28, 30, 104, 151
Item Receiving ........coooviiiiiiiie 69
JointVenture........cccoceeeeiiiiiiiiiiiieeeeeee, 135, 151
Journal ... 151
Lab Animals ..........oocoiiiii 9
Laminar FIOW .......cooooviiiiiiiiieeeeeee e 2,89
LEASE .t 111
Lease. External..................oocoiiiii 111
Legal and Ethical Conduct............cccvvernnenn. 7,8
Legal Services .......ccoovvveeeeeiiiiciiieeieee e 37,154
LiCeNSEe.......oeiiiiiiiii 20
Life Cycle Cost Analysis ........ccccceevvieeeeiiiieenenne 82
Liquor forResale ...............ccccoooiiiiiiinnnn 19
Local......ccooovieeiiie e 72
LOAGING e 25
Logo Approval.........cc.eeeeiueeiiiiiiiiiinieee e 109
Magazines............cccceiiiiiiiiii 19
Meals ... 40
Memberships.............cccccoiiiiiiiii 16
Memorandum of Understanding ..................... 11
MOU ... 11,72
MOU (see also Memorandum of Understanding)
............................................................. 72, 151
NarcotiCS ....covovveeeiiiiiie e 2,90
New York State Appropriated .............c.......... 101
New York State Appropriated Funds............. 101
New York State Contracts ........cccccceeevecenvnnennn. 72
New York State Preferred Sources................ 101
NFPA e 94
Non-taxable Payments, Petty Cash
Replenishment..........cccccooviiiiiiieic i, 20
Non-taxable Payments, Postage...................... 20
Non-taxable Payments, Refunds..................... 20
Non-taxable Payments, Taxes..............cccuuueee. 21
NOVEIY .. 109
Partial Payments...............cccocciiniiiiiinns 36
Paying for Purchase Orders ........cccccccoevnnnnen. 70

Payment..2, 3, 11, 13, 15, 21, 22, 24, 49, 50, 78,
139, 143, 149, 151, 153, 155
Payment Approval.................... 13, 149, 151, 153

157



Buying Manual
Subject: Quick Reference and Forms
Title: Index

Payment Method ..., 2
Payment Methods, Checks .......ccccceeeevevnieeennn. 22
Payment Methods, Direct Pay ......... 2,13, 15,22
Payment Methods, Reimbursement........... 21,24
Payment Request System........................ 13, 155

pcard .... 5, 11, 14, 15, 16, 19, 20, 21, 32, 33, 34,
35, 36, 38, 39, 40, 43, 44, 45, 46, 49, 50, 51,
52, 55, 56, 57, 58, 63, 64, 76, 152, 153

PCard........ccue...... 32,42, 43, 45, 49, 51, 55, 57

pcard (see also Procurement Card)2, 14, 42, 43,
45, 46, 56, 57, 63, 64, 152

pcard, Account Closure............cccc........ 46, 57, 63
pcard, Blocked Vendor...........cccccceeeviiicinrnnnnnn. 149
pcard, Cardholder ...........ccccvvvvvereennn. 52, 55, 149
pcard, Documentation............cccccceee.... 2,55, 150
pcard, Eligibility ..., 2,33
pcard, Inactive......ccccevveeiiiic 151
pcard, LOSt .....oovviiiiiieee e 45, 46, 64
pcard, Prohibited Transactions ..2, 14, 34, 35, 55
pcard, Revocation ..........ccccceceeiiiiiiiiiiciicnnn, 152
pcard, Split Transaction ...........ccccccoiiiineen. 152
pcard, Stolen........ccocceeeeiiieiiiiiieeee, 45, 46, 64
pcard, Suspension of Card...............ccccuuveee... 153
pcard, Threshold ...........ccccociiiiiiiiii, 33
Periodical .............cccouiiii 19
Permission Fees............ccccoeeeiiiiiiiiiiiciicnnn, 21
Permit...........ooovmeeiiiiee e, 20
Personal Expense.......cccccccoeevvveennn. 38, 151, 152
PestControl.............oooovvviiiiiiiiiiiee e, 38
Petty Cash........ooooiiiiie 20, 27, 29, 31
PO....2, 5,11, 27, 28, 30, 31, 49, 67, 68, 69, 70,
148, 152
PO Amendments..........cooovvvuieeeiiiiiiiinn. 69, 70
Poison Inhalation Hazards............................ 3,94
POStage .....oeeeeieiii 20
preferred supplier..............cccueeee...... 6,9,72, 111
Preferred Supplier......ccc.ccoeeeuvnneeen. 5, 38,72, 151
Preferred Supplier Agreements ............ccccee...e. 72

procurement card ... 5, 11, 14, 15, 16, 19, 20, 21,
24,32, 33, 35, 36, 37, 39, 40, 42, 44, 45, 46,
49, 55, 56, 57, 58, 63, 64, 88, 149, 150, 151,
152, 153

Procurement Card (see also pcard)2, 14, 42, 43,
45, 46, 56, 57, 63, 64, 152

Procurment Card Coordinator-.................. 56, 152
Professional Organizations.............cccccocieeeee 16
Professional Services agreement .............. 133
Progress Payments.........ccooiiiiiiieiiiiiniiieee. 69
Prohibited Transactions ............. 2,14, 34, 35, 55
Proof of Insurance ................c.ccoceiiiiiiiennne 79
Public Utilities .........cccoiieiiiie e 20

purchase order. 5, 11, 14, 15, 21, 30, 31, 32, 49,
51, 67,69, 70, 73, 74, 76, 85, 102, 103, 104,
111, 129, 134, 135, 144, 148

Section 904

Number: 904
Issued: June 10, 2009
Revised: May 10, 2016

Purchase Order...2, 5, 11, 13, 14, 24, 27, 30, 32,
34, 67,69, 70, 78, 81, 88, 103, 137, 142, 144,

149, 152
Purchase Order Process ....................... 2,34,72
Purchase Order Types....... 73, 88, 149, 152, 154

Purchasing Agent..10, 67, 72, 73, 74, 81, 84, 85,
88, 151

R5 Operations..........cccceeeeeeiieiiiiieeeeee e, 115
Radiation Safety...........cccoceevviiiiieeee 38, 88
Radioactive Materials .............cccccooecieeennnne. 2,38
Real Estate ........ccccooeeviiiiieiiie, 13, 38, 155
receipt.....32, 42, 43, 45, 50, 55, 57, 63, 69, 141,
144, 150
ReCeipt. ..o 152
RECEIVING ..vvvieeieei i 3, 141
Receiving, Concealed Damage...... 141, 142, 149
Receiving, Damage in Transit............c...c....... 141
Receiving, Inspecting Shipments............... 3, 141
Receiving, Loss in Transit...........ccccccooineee. 141
Receiving, Return of Goods to the Vendor.... 142
Receiving, U.S. Customs Clearance ......... 3,140
Recycled Products........cccccooiiiiiieeiiiiiniiie, 72
ReCYCliNG ...eevviiiiiiii 3,99
Refund..........ccooiiiiie 27,29, 31
Refunds.......ccvviiii 20
Registration................ccc.ccoo i, 21
Reimbursement..........cccccceeeeeeeen, 21, 24, 29, 31
Rental Cars......ccoovvcciiieiiee e 25
Request for Information (see also RFl) ...74, 152
Request for Proposal (see also RFP)...... 73, 152
Request for Quotation.............cccceeeeennnnin. 73,152
Requirements for Initialing and Signing
Contracts .....ooovveeeiicie e 85
Respiratory and Hearing Protection............. 3,93

Responsibilities ..3, 24, 31, 55, 67, 74, 84, 105,
106, 108, 139

Restaurant .................cccccciiii 51

Restaurants ................cccccciic 21

RFI (see also Request for Information).... 73, 152

RFP (see also Request for Proposal).72, 73, 74,
152

RFQ (see also Request for Quote).......... 73,152

Risk Management...13, 37, 79, 81, 84, 129, 137,
139, 152, 154

ROYaItIES ...ooiiiiiiiiii e 21
Search Firm Agreement ...................... 133, 147
Security Systems ... 39
Service....2, 3,4, 5, 8,10, 11, 13, 24, 35, 36, 37,

38, 67,71, 73, 80, 98, 109, 127, 129, 135,
136, 137, 139, 140, 147, 151, 152, 154, 155
service provider.....15, 19, 21, 22, 39, 51, 52, 73,
79, 104, 127, 129, 135, 136, 137, 139, 150,

151
Service Provider3, 127, 129, 136, 137, 139, 147,
152

158



Buying Manual
Subject: Quick Reference and Forms
Title: Index

Service Provider attestation ........................... 131

Service Provider Evaluation............... 3, 136, 147

Service Provider Evaluation Worksheet...136,
137, 139, 147

Service Provider Questionnaire .136, 137, 147

Service Recipient ..........ccoooiiiiiiii 152
ShipPiNg ..cevveiiiiiee e 3,141, 143
Shipping, Duty Free Entry........ccccccecvveeenee 3, 140
Shipping, Free on Board .................... 3,141, 143
Sign Program ........ccccceeeeeiie i 98
SIgNS oo 3,98
Single Source.........cccooeeeieeiieiiie. 72,74, 152
Single Source/Sole Source .......cccccveeeveicinienennn. 72
Small Business.........ccccceeeeeeeeereeenn. 113, 150, 155
Small Disadvantaged Business ..................... 113
Small Services Provider contract............... 139
Software ... 3
Sole Source......cooeeeeeveeeeeieeeeeen. 72,74, 147,152
Solicitation.............cccoc 2
Special Procedures.................. 2,3,5, 35,67, 80
Special Procedures, Energy Procurement...3, 95
Special Procedures, Entry Permits .............. 2,87
Special Procedures, Ethyl Alcohol................ 2, 86
Special Procedures, Fume Hoods ............... 2,89
Special Procedures, Lab Animals.................... 91
Special Procedures, Laminar Flow .............. 2,89
Special Procedures, Narcotics..................... 2,90
Special Procedures, Poison Inhalation Hazards
................................................................. 3,94
Special Procedures, Radiation Safety ....... 38, 88
Special Procedures, Radioactive Materials .2, 38
Special Procedures, Recycling .................... 3,99
Special Procedures, Respiratory and Hearing
Protection.......cooooveeiiiiiie e 3,93
Special Procedures, Signs.........ccccccceeeennee. 3,98
Special Procedures, Subcontractor ............... 153
Special Procedures, Use of Cornell Logo, Name
& INSignia .....ooovcvieeeiiieee e, 3, 100, 109, 154
Specialized Services......cccccccovvcvivieeeeee i, 13
SPENd...coi e 151, 152
SPENA VizZ ..., 5, 26
Sponsored Funds...................ccccceene. 3,102

Sponsored Programs . 13, 78, 79, 102, 105, 106,
135, 151, 155

Sponsored Project..........cccccooeis 135, 152, 153
Sponsored Project Consulting................ 135, 153
State Contract ..........coevveeeeiiiiiiiiiiiieeeeeeees 72, 101
Students..................cc 15, 22

Section 904

Number: 904
Issued: June 10, 2009
Revised: May 10, 2016

Subcontract.......ccoeeiiiiii e 153
Subscriptions...................ccccii 19
Sufficient Documentary Evidence.................. 153
SUPEIVISOr ...ttt 57,153
Supplier.......ccoceeenee. 7,38,71,78,139, 144, 153
Surplus Program ..........ccoocceeviiiiene e 115
Sustainable Forestry Initiative...........c..c...c....... 82
Sustainable Purchasing........................... 2,82
- P G 13, 21, 137, 138, 139, 154, 155
Taxable Payments, Award...........cccccceeeveeeeenns 15
Taxable Payments, Gift .............ccccvveeeeeeiinns 16
Taxable Payments, Honoraria ......................... 18

Taxable Payments, Human Participant Fees . 19,
151

Taxable Payments, Prize..........ccccccvvvveveeennnnns 20

Taxable Payments, Royalties/Permission Fees
..................................................................... 21

BaX 40

terms and conditions...14, 32, 49, 51, 67, 70, 78,
81, 84, 102, 104, 129, 137, 150

Terms and Conditions............cccceeee.. 2,78, 153

Terms and Conditions, Shipping........ 3,141, 143

Transaction ..13, 75, 78, 149, 151, 152, 153, 155

Transaction Authority.13, 78, 149, 151, 153, 155

Translator........ccoveeecie e 19
Travel .............. 2,21, 24, 25, 35, 40, 49, 59, 155
Travel-Related Expenses ..............ccocceeennne 40
Treasury ServiCe.......occooveviiieeeiiiiiee e 13
Types of Purchase Orders...........cccovveeveeennnns 67
Unauthorized Purchase ...............coouuueee..... 2,155
University Funds ..., 153
University Policy 3.14, Business Expenses..... 36
University Policy 3.25, Procurement of Goods
and ServiCes........oevvvvuueeennn.. 1,2,4,8,9, 11
University Policy 4.2, Transaction Authority and
Payment Approval ........... 13, 15, 78, 149, 151
University Policy 4.6, Standards of Ethical
CondUCE .....oiiiiii 7
Vehicle Rental ....................cccooii 40

Vendor 2, 5, 9, 22, 26, 27, 28, 29, 31, 35, 67, 69,
73,76, 79, 80, 85, 144, 150, 153

Vendor Relations .........cooovvvevveeeeeiiiiie, 144
Vendor Selection..........cooevvvveeeeieeieeeeennnnn. 2,59
Videography ............c.ccccccooiiiiiiiiiiiiiiiieeee, 85
Visual Identity.........cooovieiiiiiie 109
W8 e, 28, 30, 31
W-9 e, 28, 29, 30, 31, 104, 153
WIting...............ooeeeiiiii e, 85

159



	INDEX

