
Purchases for Employees 
FIN-PUR-3.5 

About This Policy 

Effective Dates: 
02-18-1992 

Last Updated: 
07-27-2016 

Responsible University Administrator: 
Vice President and Chief Financial Officer 

Policy Contact: 
Jill Schunk 
Associate VP, Office of Procurement Services 
jschunk@iu.edu 

Scope 

This policy applies to all Indiana University employees including faculty and staff. 

Policy Statement 

University employees shall not acquire or purchase goods or services with University or University-managed 
funds for personal use. Vendors are not expected to extend beneficial pricing privileges to University employees 
but may do so at the vendor’s sole discretion. Any agreement with a vendor which seeks to extend discounts or 
services to employees shall have prior approval of the Associate Vice President of Procurement Services. These 
agreements shall not place Indiana University in the position of taking ownership or being responsible for funding 
such purchases. 

Reason For Policy 

This policy is intended to: 

• Assure that University funds are used to support appropriate business use. 

• Guarantee the equitable treatment of employees. 

• Ensure University resources will be used exclusively for institutional use. 

Definitions 

Personal Use: Means activities that do not further the mission or purposes of University but rather are activities 
for the personal benefit of a single individual or group of individuals. Personal use items would be those that are 
considered a personal preference but are not necessary to do the required job. 

Business Use: Means activities that further the mission or purposes of the University and, in the case of an 
employee of the University, are activities that fall within the scope and authority of the person’s employment. 

Sanctions 
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Engaging in or permitting unethical or illegal conduct constitutes grounds for disciplinary action that may include 
disciplinary action up to and including denied or restricted access to the review of solicitation responses and other 
purchasing information, termination of employment and/or criminal prosecution. 

Additional Contacts 

Subject Contact Phone Email 

Purchases for Employees Purchasing Help Desk N/A purhelp@iu.edu 

Purchases for Employees Rob Halter, 
Exec. Dir., Purchasing 

317-274-7746 rhalter@iu.edu 

Purchases for Employees Tim Rice, 
Exec. Dir., Purchasing 

812-855-5646 trice@iu.edu 

History 

This policy was last revised on March 1, 2015 

This policy was last revised on June 30, 2009 

This policy was established on February 18, 1992. 

Related Information 

Purchasing's Conflict of Interest and Disclosure 
FIN-ACC-I-330, Inappropriate Use of University Funds 
FIN-PUR-3.0, Purchasing Ethics 
FIN-PUR-3.2, Reciprocity 
FIN-PUR-3.3, State Conflict of Interest for Procurement Transactions 
FIN-PUR-3.4, Gifts and Gratuities 
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http://www.indiana.edu/%7epurchase/policies/cid.shtml
/policies/fin-acc-330-inappropriate-use-university-funds/archived-09252018short-display-namealternate-link-labelnavigation-setNonewide-pageNobody-classbody-idsite://IU-POLICY-WEBS.2017/policies/fin-acc-330-inappropriate-use-university-funds/archived-09252018IU-POLICY-WEBS.2017archived-09252018Inappropriate Use of University FundsTitleI-330, inappropriate, use, university, funds, appropriate, expenditureEnsures that fiscal officers, account managers, and account supervisors exercise judgment in determining if an expenditure is appropriate.
/policies/fin-pur-3.0-purchasing-ethics/indexshort-display-namealternate-link-labelnavigation-setNonewide-pageNobody-classbody-idsite://IU-POLICY-WEBS.2017/policies/fin-pur-3.0-purchasing-ethics/indexIU-POLICY-WEBS.2017indexPurchasing EthicsTitleP-3.0, ethics, ethical, standards, purchasing, procurementDetails the ethical standards to which all university employees authorized to conduct purchasing activities are held.
/policies/fin-pur-3.2-reciprocity/indexshort-display-namealternate-link-labelnavigation-setNonewide-pageNobody-classbody-idsite://IU-POLICY-WEBS.2017/policies/fin-pur-3.2-reciprocity/indexIU-POLICY-WEBS.2017indexReciprocityTitleP-3.2, reciprocity, reciprocal, purchasing, arrangementsImposes restrictions to ensure that purchasing awards are made on the merits of the purchasing process and not influenced by outside considerations.
/policies/fin-pur-3.3-state-conflict-interest-procurement-transactions/indexshort-display-namealternate-link-labelnavigation-setNonewide-pageNobody-classbody-idsite://IU-POLICY-WEBS.2017/policies/fin-pur-3.3-state-conflict-interest-procurement-transactions/indexIU-POLICY-WEBS.2017indexState Conflict of Interest for Procurement TransactionsTitleP-3.3, state, conflicts, interest, procurement, transactionsEstablishes compliance with state legislation regarding conflicts of interest to ensure that procurement decisions are not made for personal gain.
/policies/fin-pur-3.4-gratuities/indexshort-display-namealternate-link-labelnavigation-setNonewide-pageNobody-classbody-idsite://IU-POLICY-WEBS.2017/policies/fin-pur-3.4-gratuities/indexIU-POLICY-WEBS.2017indexGifts and GratuitiesTitleP-3.4, gratuities, gratuity, supplier, gifts, suppliers, restrictionsEstablishes restrictions on gifts and other such gratuities provided to employees by current or potential suppliers to the university.



