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General Purchase Guidelines
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1. All Agency Club Account purchases must follow the guidelines outlined in this document.
2. All Agency Club Account purchases must abide by FAU policies and procedures.
3.



Off Campus Food Vendor Purchase Request
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To make a purchase with an off-campus food vendor, use the following steps to prepare your purchase
request for submission to ASAB:

1) Verify that your vendor is registered with FAU
At least 30 days prior to your event contact ASAB, asab@fau.edu, to verify that the vendor is
registered with FAU. If your vendor is not registered ASAB will assist you with getting the vendor
registered.

2) Obtain Quote from Vendor

3) For on campus events, 0



On Campus Food Vendor Purchase Request
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To make a purchase request with an on-campus food vendor, use the following steps to prepare your
purchase request for submission to ASAB:

1) Obtain Quote from Vendor
At least 20 days prior to your event visit https://fau.catertrax.com/ to obtain a Chartwells quote.

2) Obtain an approved event registration
The event registration should be made at least 17 business days before your event. Event registration



Contractors-Performer, Speaker or Event
Equipment Rental Purchase Request
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A performer, speaker or event equipment rental purchase is used when you bring a performer, speaker, or
artist to campus or you rent equipment such as staging or lighting for an event. Use the following steps
to prepare your purchase request for submission to ASAB:

1) Obtain Contract Endorsed by FAU Purchasing

2)

3)

4)

You should obtain the contract at least 2 months prior to your event. For more information on
obtaining or submitting contracts to be endorsed by purchasing, student organizations and SG should
contact their advisors; all others should visit the SAEM’s contract webpage at
http://www.fau.edu/student/sa-contracts.php . If a vendor is not a corporation or an LLC, in addition
to the contract an Employee vs Independent Contractor Checklist must be completed and signed by
the RSO or SG advisor, department advisor or director were applicable.

Verify that your vendor is registered with FAU
Contact ASAB, asab@fau.edu, to verify that the vendor is registered with FAU. If your vendor is not
registered ASAB will assist you with getting the vendor registered.

For on campus events, obtain an approved event registration
The event registration should be made the same time you begin the contract process for the event.
Event registration is done via your organization’s or department Owl Central page.

Submit your purchase request to ASAB
Your purchase request must be submitted to ASAB via Owl Central at least 7 business days prior to
your event and must contain the following:

1) Completed Agency Club Account Expense Justification Form

2) Approved Event Registration (were applicable)

3) Contract endorsed by vendor and FAU legal

4) Employee vs Independent Contractor Checklist (were applicable)
5) For a New Supplier include the following with your request:

Complete the New Supplier Application (required)

IRS W-9 Form (required)

Independent Contractor Checklist applicable to Individuals or Sole Proprietors only
(required)

Business status from business home state Division of Corporation (required)
Current local business tax document (required)

Small/minority/women-owned business certification, if applicable

6) Non-routine Justification form signed by requester as Department, for requests being made
on the day of or after an event.







Online Purchase Request
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Online purchases are used to make purchases online on a purchasing card, except where the pcard
guidelines prohibit. Only professional staff can use their pcard to make these types of purchases. Use the
following steps to prepare your purchase request for submission to ASAB:

PLEASE NOTE: Food (other than prepackaged snacks), promotional, publication, or printed items (other
than Toshiba on campus) can NOT be ordered online or purchased via P-card. Amazon and Office Depot
orders must be submitted as general purchases.

1) Provide list of items to be purchased
At least 20 days prior to your event, fill the shopping cart on the website in which you would like to
make the purchase and print out the cart. The print-out must contain the name of the website on it,
itemized cost, and a total.

2) If for an on campus event, obtain an approved event registration
The event registration should be made at least 17 business days before your event. Event registration

is done via your organization’s or department Owl Central page.

3) Submit your purchase request to ASAB
Your purchase request must be submitted to the ASAB vial Owl Central at least 7 business days prior
to your event and must contain the following:

1) Completed Agency Club Account Expense Justification Form

2) Approved Event Registration were applicable

3) Copy of online shopping cart

4) Non-routine Justification form signed by requester as Department, for requests being made
on the day of or after an event.










FAU Trademark Business Cards or Name
Badge Purchase Request
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Use the following steps below to prepare your purchase
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