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Introduction:  As purchases from online sites, purchases of used or historical items, purchases 
that involve some sort of online bidding, and purchases for which it is difficult to determine the 
condition or value of goods at the time of purchase continue to increase, the college has 
established certain best practices.    
  
Steps:    
  
1. Regardless of source of funds, the purchase of all items must have a valid business purpose.  

Define the business purpose and gain approval from the Head prior to purchase.  
 
2. Purchases of $5,000 and over must be processed and ordered by the University Purchasing 

department and are generally subject to competitive bidding.  Direct purchase of items with 
a cost of $5,000 or more or splitting purchases to reduce the cost below $5,000 is prohibited.    

 
3. Do not use State funds initially to pay for used or historical items for which you are unable to 

determine condition or value at the time of purchase.    
 
4. Have items ordered from online sites delivered in a manner that allows for tracking (UPS or 

FedEx) when possible.  This precaution is suggested because it is difficult to get some 
online vendors to reimburse rather than provide personal credits if the shipment is not 
received.  Under no circumstances, should purchases be delivered to non-business addresses.  

 
5. Be sure not to pay sale tax for the items.  If necessary, provide the vendor with a copy of our 

tax exemption letter from the NC Department of Revenue.  
 
6. If ordering from Amazon, set up a business account linked to your NC State email and 

shipping address.  Do not use your personal Amazon account for university orders.  Setting 
up a business account also allows you to upload the certificate of tax exemption form 
(http://www.fis.ncsu.edu/controller/tax/NCSU_Cert_of_Exemp_E595E.pdf).  

 
7. Once the item is received in acceptable condition and upon the request of the Head, you may 

request to have the expenditure reconciled to state funds if appropriate.  If purchased with 
personal funds, reimbursement requests can be submitted at this time with approval from the 
Head.  

 
8. All goods purchased with university funds are the property of NC State University.  

Departments should establish internal controls to ensure that these items remain at the 
university.  

 
Additional References:    
  
Purchasing Decision Chart:  https://materialsmgmt.ofa.ncsu.edu/purchasing/before-you-buy/   
Certificates of Exemption:  https://controller.ofa.ncsu.edu/tax-compliance/sales-and-use-tax/  

 


