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and Procurement at MIT 

 Procurement Team: Introduction and overview 

 Procurement: How to purchase products and 
services at MIT 

 Contracts: Negotiating the most favorable terms 
and conditions for MIT 

 Questions, and discussion: How can we best 
support you 

What We Will Cover Today 
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We Are Here for You 

 
NE49 

600 Technology Square 

Sourcing and Procurement 

Office of the Vice President for Finance 

Massachusetts Institute of Technology 

600 Technology Square, NE49-4122 

Phone: 617-253-7241 

Fax: 617-252-1558 

Email: procurement@mit.edu 

http://vpf.mit.edu/procurement 

 

mailto:accounts-payable@mit.edu
http://vpf.mit.edu/procurement
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 Our Focus  
 Developing and maintaining efficient and customer-

friendly methods of buying products and services 

 Establishing relationships with partner/preferred 
suppliers based on the needs of the MIT community 

 Working to yield significant savings to MIT 

 Providing the highest level of customer service while 
maintaining compliance for the MIT community 



5  Introduction to Sourcing 

and Procurement at MIT 

How We Can Assist You 

 Finding and purchasing the right products and 
services 

 Requests for Proposals and Quotes (RFP/RFQ) 

 Negotiating with vendors 

 Review/negotiate terms and conditions 

 General purchasing 

 Vendor problems/disputes 
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Value of Our Services to MIT 

 Protect you and the interests of MIT 

 Facilitate required approvals for purchases to 
assure compliance with MIT policies and federal 
regulations (CAC, OSP, radioactive materials, 
property, etc.) 

 Develop and manage relationships with preferred 
suppliers 

 Collaborate with Accounts Payable to ensure 
prompt payment to providers 
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Making a Purchase 

Finding products/services at MIT: 

 Know what you want, but not sure where to find it? 

>> Check SmartBuy  for preferred/partner suppliers   
on Sourcing and Procurement home page 
http://vpf.mit.edu/procurement 

 

 Need help identifying what you need or where to 
find it? 

>> Call Sourcing and Procurement, we can help! 

 

 

http://vpf.mit.edu/procurement
http://vpf.mit.edu/procurement
http://vpf.mit.edu/procurement
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Find Partner and Preferred Suppliers on SmartBuy 
https://vpf.mit.edu/sb 
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MIT’s Partner and Preferred Suppliers  
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Partner Supplier: GovConnection 
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Closing the Deal: 4 Options 

Preferred methods of purchasing products and 
services for MIT: 

① MIT Procurement Card (ProCard) 

② Electronic Catalogs (eCat) 

③ External Purchase Requisitions (POs) 

④ Internal Providers 
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Preferred buying tool for low-dollar orders  

(< $3,000) 

 Laptops, PCs, servers < $1,000 

 One-time purchases with new vendors 

 Recurring purchases such as FedEx, bottled         
water, cell phone bills, etc. 

 

For more information contact: procard@mit.edu 

Option 1: ProCard 
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MIT’s electronic catalog and ordering service: 

Electronic routing of requisitions for required 
authorizations 

Direct link to many of MIT’s partner and 
preferred suppliers 

Individual profile established for faster ordering 
on subsequent buys 

 

Option 2: eCat 
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Where to Find eCat on SAPweb 
http://web.mit.edu/sapweb/PS1/procurement_home.shtml 

 eCat Link 

http://web.mit.edu/sapweb/PS1/procurement_home.shtml
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eCat Home Page 

Place Dept Orders   Personal Orders 
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eCat Suppliers 
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MIT’s electronic requisitioning system: 

Allows for electronic routing of requisitions for 
departmental financial review and approval 

Includes search functionality for requisitions, 
purchase orders and invoices 

Best suited for capital equipment purchases and 
orders over $3,000 

Option 3: SAPweb Requisitions 
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Where to find External Reqs. on SAPweb 

 External Requisition 
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Information needed to create a requisition: 
Vendor Info, Delivery Information, Material Group, Cost Object, G/L Account 

 

 Selection of Source documentation required > $5,000 

 Selection of Source documentation and two or more 
written quotes/bids required if > $50,000 

 Further approvals may be required before Procurement 
can process your requisition (OSP, IS&T, contract review, 
restricted items, etc.) 

SAPweb Requisition Notes 
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 Use the following guide 
 

                  Cost                          Type  GL Account 
 

  Cost $3000 or greater Capital Equipment      421818 
  Cost $1000 - $2999  Minor Equipment      421827 
 

  (All computer purchases greater than $1000: 421827) 
 

 Detailed procedure at http://vpf.mit.edu/equipment_coding  
 

 Questions concerning General Ledger Account assignment: 
Please contact Jo-Anne Chute ext 8-8448 or e-mail 
jchute@mit.edu. 

 
 

GL Accounts 



21  Introduction to Sourcing 

and Procurement at MIT 

Creating a Requisition 

    Enter Valid MIT PO# Here 



22  

Supporting documentation that 
needs to be provided with a 
requisition, such as: 

 vendor quotes 

 selection of source form 

 contracts 

 statement of work 

 vendor proposal/agreement 

 independent contractor documents 

 vendor W9 tax form 

 vendor registration form 

Attaching Documents 
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Browsing for Documents 
After creating a new requisition, attach supporting documents: 
 
 Step 1: Browse your computer for the necessary files 
    All common file types are supported 

Step 2: Choose the type 
of document attached so 
reviewers can easily 
identify the supporting 
documentation 
 

The attachment can be seen at the bottom of the page, viewed 
by clicking on it, or deleted if needed by clicking the trash can 
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Selection of Source & Price Justification 

• Required for compliance 
 
• Written quotes above $50 k 

 
• Explanations go a long way! 

 
• Mac Preview does not work 
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Requisition Process Overview 
DLC Creates 

External 
Requisition 

DLC Financial 
Officer Approves 

If Over $5K 

If Under $5K 

Procurement 
Buyer Assigned 

DLC Submits 
Supporting 

Documentation 
to Agent 

Buyer Creates 
Purchase Order 

Buyer Sends 
Purchase Order 

to Supplier 

Buyer May 
Request 

Additional 
Information 

If Over $50K, 
Property Notified 

Buyer Sends 
Purchase Order 

to Supplier 

Buyer Creates 
Purchase Order 

OSP Notified 
Procurement 

Reviews Terms & 
Conditions 

Complex  
Contracts 
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 Awaiting Approval, Select for Details 

Who Has Your Requisition? 
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Individuals With Authority to 
Approve 
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Option 4: Internal Providers 

 Internal Requisition 
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Purchase items and services from various internal 
service providers such as: 

 Audio/Visual Services 

 Copy Center 

 Catering Services 

 Cryogenic Laboratory Operation 

 Mail Services 

 Certain IS&T services 

No Purchase Order (PO) generated by Procurement for 
internal orders. 

 

 

Internal Providers 
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Restricted Items 

Procurement & Sourcing 

 Alcohol 

 Firearms 

 Needles and syringes 

 Hypodermic needles 

 Travel 

Department of Facilities 

Construction work 

Fire extinguishers 

Environment Health & Safety 

 Toxins/Poison 

 Radioactive materials 

 Animals 

 Bio-toxins 

Office of Sponsored Programs 

Memorabilia 

Promotional material 

Flowers 

Holiday parties 
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Contracts 

Negotiating the most favorable terms and conditions 
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 Review Terms & Conditions associated with the purchase of a 
good or service 

 Create purchase order contracts for professional services using 
MIT’s Terms & Conditions. 

 Review many different types of contracts outside of SAP, 
including major projects, software, database, equipment, 
maintenance, leases, events, hotel. 

 Note: Purchase orders beginning with a “57” are used to 
create purchase order contracts for professional services 

Complex Contracts Group 
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 Back up as required (electronic preferred) 

 Statement of Work/Description of Services 

 Period of performance 

 Method of payment/contract type 

 Vendor proposal(s) or quote(s) 

 Look for hidden Terms and Conditions 

 Selection of Source/Justification of Price 

 W-9, W-8, and vendor registration form 

 

Requisitions 
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Independent Contractors: 

 Approval process – form, resume, client list 

 Recertification required every two years 

 Alternatives:  MITemps, payroll 

Critical as enforcement of regulations intensifies. 

Potential penalties to MIT include fines,     

de-certification of procurement process 

 

Requisitions Cont. 
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Terms and Conditions: 

 MIT Terms and Conditions are the negotiating tool of choice.  

 Much longer process if negotiating from vendor’s Terms and 
Conditions. 

 Large vendors usually want to use their own Terms and 
Conditions 

Negotiating the Contract 
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 Limitation of Liability (Indemnification and Hold 
Harmless) 

 Contractor Warranty on Service & Equipment 

 Rights in Deliverables (intellectual property rights in 
general) 

 Insurance Requirements (Insurance Certificate) 

 Governing Law 

 Payment Terms 

 MIT standard is Net 30 after receipt of invoice 

 Final payment after acceptance of goods (installation/testing) or 
services 

 

 

Terms & Conditions Pitfalls 
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 Confidentiality: FERPA, PIRN 

 Software Licenses (IP rights, third-party 
infringement) 

 Government Terms 

 Auto Renewal (Evergreen) 

Terms & Conditions Pitfalls 
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 RFP – (sample available on procurement website) 

 Cover Letter 

 Specifications/Statement of Work 

 Instructions for Proposal Preparation 

 Evaluation criteria 

 Terms & Conditions (MIT) 

 Award process: negotiate the contract while in a 
competitive environment 

Request for Proposals 
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Demo, Questions, Discussion 

How can we best support you? 
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Who to Contact 

Furniture Gas, Bulk 
Cylinders 

Scientific & 
Lab Supplies 

Office Supplies, 
Temporary Help 

Andrew Barnes 
617-253-8362 

apbarnes@mit.edu 

David Petricone 
617-253-8393 

petricon@mit.edu 

Stephen Newman 
617-253-8373 

sfnewman@mit.edu 

Derek Welcome 
617-258-5825 

welcomed@mit.edu 
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Who to Contact 

Equipment 
Over $50K 

Travel Procurement 
Card 

Accounts 
Payable 

Contracts 

Jimmy Kontoravdis 
617-253-2756 

jravdis@mit.edu 

Ann Julian 
617-253-8350 

amjulian@mit.edu  

Tony Flaherty 
617-253-8268 

aflahert@mit.edu 

Kim Harmon 
617-253-8360 

kharmon@mit.edu 

John Larkin 
617-253-2729 

jlarkin@mit.edu 
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 Procurement web site (SmartBuy found here) 
http://vpf.mit.edu/procurement 

 ProCard 
http://vpf.mit.edu/pcard 

 SAPweb 
http://web.mit.edu/sapweb/PS1/procurement_home.shtml 

 eCat 
https://web.mit.edu/ecat/ecat3/ 

 Procurement Forms 
http://vpf.mit.edu/procurement/forms 

 Electronic Request for Payment (eRFP) 
http://vpf.mit.edu/erfp  

 

 

Online Tools and Services  

http://vpf.mit.edu/procurement
http://vpf.mit.edu/pcard
http://web.mit.edu/sapweb/PS1/procurement_home.shtml
https://web.mit.edu/ecat/ecat3/
http://vpf.mit.edu/procurement/forms
http://vpf.mit.edu/erfp

