
SURS PROCUR EM ENT REQ UIREM ENTS
S um ma ry of NO Ill . Ad m. Code *161111.1J1I (dr. Nnv. 1. 11).'.' )

I. Purch ase Orders a nd Contracts

v a lue of Good~ or
Pu rchase

Cont r ac t A ddend um
Servi ces ($ X)

O rder Needed ? I Neede d"
APIJro \'lIIIIUd E~ l' l' lI lio ll

Nccdl'II'!
No, unless the No, unless the other Must he within the authorit y o f' the em ployee

X s $500 No other part y party req uires <'1 to purchase.
reuuircs one. con tract.
No, unless the: No, unless the othe r Musl receive written appro val from

$500 < X s $ 111.000 Yes other party part y requ ires a Procuremen t Offi ce r prior 10 placing the order.
rcuuires one. contract.

~ ll s t he cxcc~ ll cd h~ the: Executive Director or
$ 10.01111 < X s $25.111111 No Yes Yes hISor her designee.' unless executed hy the

President of thc Board o f T l'll Sh.:cs,,1

Ce mpcrltive p ropcs uls requ ired. Must be

$25.0011 < X s $250.000 No Yes Yes
exec uted by the Executive Director or his or
her desiglll·e.2 unless ex ecuted hy the President
of the Board o f Trustees. I

Cmn pcrlu vc pr epusnls req uired. Mus t he
$25 0.000 -c X No Yes Yes eX,ecutcd h~ I.he Executive Director. Ih; l k pUlr

Director ut Finance. and thc Genera l Counsel.'

I All cont racts mu st he approved by the General Counsel.

2 The Executive Director ' s designees authori zed 10 sign con trac ts on his behalfin his absence arc Dun Alle n. Kelly Jenkins. Judy
Parker, Shclley 1'0I1cr. and Doug Steele. Memo from Dan Slack 10 Executive Team. May 17. 2006,

.1 Con tracts with persons who arc fiduci aries with respect In any SURS investments shall also be signed hy the l' residcn t of the Boa rd,
or his or her de signee. exce pt that the Executive Directo r's signature is suffi cie nt with respec t to contracts or .nucn dmcnrs with Board­
approved invcstmen t serv ice providers. Th e Exec utive Director mu st pro vide a report of all such cont racts and mucndm cnt s to the
tnvcsuu cnt Couun incc of the Board.

SUitS l.cgal Dcpnrtmcut. ~I;I Y Ifl, l ooR.



SURS PROCUR EMENT REQUIREMENTS
SUlllm :II'Y orRUIlI. A d m. Cede ~ 160n.130 (err. No\'. I , 1<)1)9)

II. lIiddinl: for 1' rncnrements in Exccss of $25,1I1111

A. Requi red Bidding. Procurements in excess of $25,OOO require at least 3 Bids, except:

1. So le so urce procurements , such as ut ilities . Justification for lesser or nn biddi ng must be documented .

2. Emerge ncy procurements. such as when there ex ists <I threat to public health or safety, or when immediate expend iture
is necessar y in order to protec t agai nst loss of or damage tn SUR S propert y or interests. (I f to prevent or mi nimize
disrupt ion in SURS servi ces. or when necessary Itl prepare for ant icipated litigation. en forcement actions, or
investigations. or to protect the integrity or confidcntiuli ty (lfS lJ RS records; provi ded 111.11 a written dc tcuninn tion is
made that lin cllll:rgeney exists.

J . Circurnstan ccs where fewer than J bids are recci ved hut reasons to conti nuc arc j ust ilied lind documented.

n. Adver tise me nts. As a pract ical matter. print advertisements should contain enough infor ma tion to identify the services or
goods sought. wit h a direction to the complete Request For Proposal posted on the SURS website. Procurement s requiring
bidding shall be ad vertised on at least J separate dates wi th a minimum of 14 da ys be tween the first and the lust publication
date in an y one or more of' thc followi ng med ia:

I. Edwardsville lntclli gcncer (Offi cial State Newspaper). lufonnation as provided hy the Illinois O ffi ce of
Com muuicat ion and ln fomuuion (hllp ://www.i1Iinois.gov/ iod/s tatcncwslliJper.d in ).

u. Rates { for FY2007. check for current rates) : $0.14 - per linc per insertion

h. Deadlines. III most cases. copy must he received hy ma il two (2) da ys before the fi rst insert ion dale. In
emergency cases. co py for such ad vertisements may be placed hy t:1X mach ine. or E-ma il. hut must he recei ved
hy 10:00 AM prior to the day of the fir st insert ion. Th e state age.:ncy transmitting thc fax must callthe
Edw ardsville tntctligcnccr at cxtcnsion Zl, to verify receipt oft he transmi ssion immcdia lcly.
Nolt'; Adverti sements should be telefuxed to the Edwa rdsville lntclli gcncer only in emergency cases .

c. Con tact ln fonuution
Dai ly Herald

SU RS l .cgnl Dcpuruu....m. May Ih , :!OtlX .



SURS I'ROC UREM ENT Im Q UIR EMENTS
SUIII IIIur Y»r sn III. Adm. Code ~ 16UU. J:\U (dr. Nov. I . It).)'»)

P.O . Bo x 2XO
A rl ington Heights. IL 60006-02 XO
Contact: Ilolly Brutanick
Phone: H47,427 .467 1
Fa.x: X4 7A27. 1146
Ii-m uil: Icgals@llailyhcrald .com

") Illinois Procurement Bulletin

3 . SURS procurement bulletins. ap propriate med ia. or throu gh elect ronic means such as the Internet.

C . Ih '(IIH.'sl for l' ru pusals. Prncurcmcn ts requi ring bidd ing shall he awarded hy com pet itive proposals.

I . Each req ues t for proposal sha ll sc i f(1I1h a description of the item s or se rvic es being procured . the ma teria l co nt rac tua l
tenus and co nditions. mHI the crite ria for eva lua ting propos al s.

2. Awards malic pursuant In such compet itive selection procedures shall he awa rded to the responsible o ffer or whose
pro posa l is dc tcnnim...xltn he most ad van tageous to S URS .

:1 . SLJ RS ma y d irectl y negot iate wi th any offeror <IS tu the final terms ora proposal.

4 . Com petitive prop osals ma y he used 10 procu re. hut arc not lim ited 10 , professional and arti st ic services . including legal .
mcdicul and related services. investment managemen t and consulting, electronic data processing equipment , so ftware
and se rvices , nnd tclccouunuuicnt ions equipmen t, soft ware 1111(1 serv ices .

III. Purchnsin u

A. Em plu)'l'CA urhorl ty.

I. Em plo yees arc al lowed tomukc purchases provid ed that a ) the goods o r services arc budgeted 1(\1', b) a purchase order
( for purchase in excess of $500 ) is completed , and c) the em ployee has written approval in advance ofplac ing the order
or (1(lr purch as es in excess o f S I0,0( 0) a fo rmal contrac t is executed . Altho ugh the employee has authori ty, in ,IllY
case. the rem aining pro vis ions of XO 111. Adm. Code *1600. 130slillmust he complied with.

SURS l.cgal Dcp.uuu cm. May 16, 2001( .



,

SURS PROCUREMENT REQ UIREMENTS
S UllulI:lry of KO Ill. Ad m. Ceuc *I flUU.1311 (d f. Nov. I , It)., t))

Employees other than those designated hy the Executive Director arc no! allo we..'d to make purchases o r office supplies.
computer CllUiJlI11 l.: III. or so ftware.

n. Tu xes 111111 U is l'UIIIII S. SURS shall not pay Illinois sales lax. Employees must direct the vendor to exclude allYsuch charge 0 11

invoices. Employees should a lso ask ifdi scounted State rates arc avuiluhlc tor purchases.

C. P :'I)' lIIl' lI l of In voices,

I. Invoices should he appro ved for payment within 30 days utter the recei pt of the invoice. Approval should nut he given
for goods and services Ihal do not conform 10 SURS' requirement s.

, The vendor shall he promptly notified in writing ifSURS docs 110 1 approve an invo ice for payment ami advised n ft hc
reason tor till: denial . If approva l is made aft er 30 days. a full ex plana tion should he attached to the invok e,

n. Advance Paym ent . Advance payment tor goods and services is discouraged. If adva nce paymen t is required. the employee
shall com plete a cert ification as specified in Sec tion 9.05 of the State Finance Act [30 ILCS 10519.( 5).

I. In thc event that <I voucher is submi tted for advance payment. the voucher sha ll slate on its face that the goods or
services arc bein g procured pursuan t to a for mal written contract the ter ms o f which requi re advance payment. II' it is
llot possible to execute a written contract, the voucher shall so slate.

1 The ccrt ificutiun is not required for payment of conference fees, purchase of travel tickets. purchase o r periodicals. and
required depos its or less than $500.

J . The certification shall be in the fol lowing tc mun :

" ) cert ify that the goods or services spec ified (Ill th is contract or purchase order were for the usc (I f this agenc y and tluu
the ex pendit ure till ' such goods or services was authorized and law fully incurred; that such goods or services meet nil
the required standards sci forth in the purchase order or contract to which this cert ificat ion relates: anti that the umu unt
shown on this voucher is correct and is approved till' payment."

InSCrI the following sentence in certificat ion if'upplicablc: " II is not possible 10 execute a lormul written contract."

(Dale) _

SUitS l.l:gal lJcparnn....ur. May Ih. :!UUK.

(Signature) _


