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The UAB vehicle purchasing process involves coordination between several departments — including 
Purchasing, Parking & Transportation, and the Fleet Operation Coordinator — to ensure all vehicle 
acquisitions comply with university policies and procedures. This guide will walk you through each step 
to help you navigate the process efficiently and accurately. 

Step 1  
Request a quote 
from one of 
UAB’s approved 
Automotive 
dealers 

 

Step 2 
Once the quote 
is received, 
complete and 
submit the 
Vehicle 
Requisition 
Form along with 
the quote 

 

Note: For upfitting (emergency lighting, lift gates, etc.), please inquire with 
the dealership regarding available options. 

https://www.uab.edu/financialaffairs/buying/active-contracts-a-z#:%7E:text=for%20managing%20the-,contract,-.
https://www.uab.edu/financialaffairs/buying/active-contracts-a-z#:%7E:text=for%20managing%20the-,contract,-.
https://www.uab.edu/financialaffairs/buying/active-contracts-a-z#:%7E:text=for%20managing%20the-,contract,-.
https://www.uab.edu/financialaffairs/forms/vehicle-requisition-form
https://www.uab.edu/financialaffairs/forms/vehicle-requisition-form
https://www.uab.edu/financialaffairs/forms/vehicle-requisition-form
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Step 3 
Complete the 
Equipment 
Purchase 
Information 
Form 

 
Step 4 
Enter the 
Purchase Order 
Requisition in 
iProcurement as 
a Non-Catalog 
Request 

 

Step 5 
Place the 
Vehicle Quote, 
Equipment 
Purchase 
Information 
form, and 
signed Vehicle 
Requisition 
Form in OnBase 
when entering 
your requisition 

 

Note: Requisition should be only one (1) Item Description line. 

https://www.uab.edu/financialaffairs/forms/equipment-purchase-information
https://www.uab.edu/financialaffairs/forms/equipment-purchase-information
https://www.uab.edu/financialaffairs/forms/equipment-purchase-information
https://www.uab.edu/financialaffairs/forms/equipment-purchase-information
https://www.uab.edu/financialaffairs/training/i-procurement-adding-items-to-your-cart-with-non-catalog-request
https://www.uab.edu/financialaffairs/training/i-procurement-adding-items-to-your-cart-with-non-catalog-request
https://www.uab.edu/financialaffairs/training/onbase-po-requisition-form
https://www.uab.edu/financialaffairs/training/onbase-po-requisition-form
https://www.uab.edu/financialaffairs/training/onbase-po-requisition-form
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Step 6 
Once the 
requisition is 
approved, route 
all dealer 
purchase 
documents and 
a copy of the 
Purchase Order 
for signature 
through the 
Contract 
Management 
System (CMS). 

 

Step 7 
Once all signed documents from Step 6 are returned, forward a copy of the PO and the signed 
documents to the dealership and to Kerry Hubbard in Parking & Transportation. 

Schedule vehicle delivery to: 
UAB Parking & Transportation 
Attn: Kerry Hubbard 
608 8th Street South 
Birmingham, AL 35233 

Making Payments 
Departments should make payment against the PO by submitting a copy of the Bill of Sale along with 
the Purchase Order # to FA Accounts Payable via email at FA-AccountsPayable@uab.edu   

Note: Do not schedule vehicle delivery until all routed documents have been 
signed and returned. 

https://www.uab.edu/financialaffairs/system-training/cms
https://www.uab.edu/financialaffairs/system-training/cms
https://www.uab.edu/financialaffairs/system-training/cms
mailto:hubbardk@uab.edu
mailto:FA-AccountsPayable@uab.edu

