UA The University of
Alabama at Birmingham.

Financial Affairs

State Vehicle Purchase Instructions

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

% Commodity % Contract Name % Vendor
Number
Request a quote

Ath\etlc Services,
from one of Athletic Supplies & Team Uniforms BSN Sports LLC 38371

Supplles & Apparel
UAB’s approved
. . Long Lewis of the Shoals
Automotive E Automotive STATE OF ALABAMA VEHICLES | 156606
- nc.
dealers

STIVERS FORD LINCOLN
E Automotive Ford Fleet T191 Stivers Ford 541321
MERCURY INC

STIVERS BROTHERS
[E Automotive Dodge-RAM-Jeep Vehicles T191 AUTOMOTIVE OF 818517
ALABAMA INC

STIVERS BROTHERS

E Automotive Dodge/Ram Law Enforcement T191L AUTOMOTIVE OF 818517
ALABAMA INC
Chevrolet Fleet Vehicle - Donohoo
[ Automotive Donohoo Chevrolet 610606
Chevrolet
VOYLES CDJR OF
[ Automotive Dodge-RAM-Jeep Vehicles T191- Ram 3500 865965
BIRMINGHAM
[ Automotive E-Z-GO Golf Carts DIAMOND GOLF CARS 614322

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

Step 2 . o

Once the quote Vehicle Requisition Form

iS received, :I::Isi:aer:tir the appropriate email addresses below.

Complete and Enter Recipient's Email

Smeit the Department Head/ Dean *

Vehicle Enter Recipients Email

Requisition

Form along with

the quote ) Set Reminder
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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 “ THE UNIVERSITY OF
Complete the BT ARG LA
Equipment Date |
Purchase
. EQUIPMENT PURCHASE INFORMATION
Informat|on (Please Print or Type Only)
Form Vendor Name  (If Known) Service Center Account Alias
I Affiliation’ F'EET;::;::" Contac Person If Upgrade to
Description Qty. | Dollar Amount Dr%il::;;’;ﬂn (See noh if off Address & Phone LEJ::J:;$:§;F:
campus) -
Additional Information for Trade Ins, etc. : (See instructions on the reverse side of this form)
Form Completed by
(Please Print)
Phone No.:.
EAform rumber: EPI 2001 Rew 1205
! The § digit Oracle organsatson sumber which s accountsble for this equipment when physical myventory s tsken This may differ fram the purchasing arganirstion
Z1F item 15 10 be used at a non-lUAB kocation, documentation pust be attached that justifies the off-campus, official business use of the equipment and the expected return date.
Step 4 Home  Shopping Lists = Non-Catalog Request
Enter the

Non-Catalog Request
Purchase Order

Requisition in

* Indicates required field

* ltem Type

Goods. | can provide description, item price and quantity v

Clear All § Add to Favorites | Add to Cart and New § Add to Cart and Next

Supplier Name

- STIVERS FORD OF BIRMINGHAM INC Q
iProcurement as * ltem Description |2026 Ford Escape Site  A-BIRMINGHAM-01 Q
a Non-Catalog ) P SUDN:"I;”;

At bile.Purch
Request *C{:::Igl:z 1U omobile.Purchase
* Unit of Measure  Each Q
* Unit Price 52000
¥ Currency  USD v
[ Note: Requisition should be only one (1) ltem Description line. ]

Step 5
Place the Requisitions = MNotifications  Approvals
Vehicle Quote, Requisitions: Reguisitions =
Equipment Requisition 1490564
Purchase
Information
form, and SRt )
signed Vehicle Supplier Num
Requisition Supplier

Form in OnBase

when entering
your requisition
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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

File Edit View Favorites Tools Help

Document
Save~] Cancel~)
Collapse Al

*Status: Draft -

*Document Type:

Agreement Created from UAB Template
*Title: Business Associate Agreement (BAA)
Certificate of Screening
Include in Approval Packet: |Charter Bus Form

Child Protection Addendum
Drag&Drop files i Purchase
Event Approval Form
External Party's Agreement
FERPA Addendum

Fully Executed Agreement
w Notes Insurance Certificate

IT Addendum

Performance Bond
Personal Services Form
Sole Source Justification
Support Document

UAB Executed Agreement

University Routing Sheet
Vendor Disclosure Form
Save~] Cancelv) W.9

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

*Afttached File: Attach/Manage

ion Form WI)

Publication Level: All Internal v

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:

Making Payments

UAB Parking & Transportation
Attn: Kerry Hubbard

608 8™ Street South
Birmingham, AL 35233

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
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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

