
 

 

  

  
  

         
  

 
 

 

  

  

 

 

 

 

  

  

  

  

 
 

 

  

 

  

 
 

  

  

Procurement Policy 
Originally Issued: 07/01/2018 
Last Revised:   03/28/2025 
Responsible Office:          Strategic Procurement 

Policy Statement 
Harvard University requires that faculty, staff, researchers, students, or other individuals who plan for or 

purchase products, equipment, supplies, and services with University funds, base purchases on sound 

business pracƟce, best value, accountability, and compliance with donor, sponsor and regulatory 

requirements. Individuals planning for or making purchases must follow this and other established 

Harvard University policies and procedures. 

Harvard University personnel must purchase goods and services using pracƟces that are compliant with 

applicable laws, regulaƟons and obligaƟons and that are aligned with Harvard’s policies and objecƟves. 

The Federal Uniform Guidance mandates that purchases made with federal funds follow specific 

procedures and the University requires all purchases made with federal funds to follow these 

procedures. In addiƟon, all purchases must comply with all terms and condiƟons of the funding source. 

The University strongly encourages best pracƟces for purchases made with non-federal funds.  

Whenever possible, all individuals purchasing on behalf of Harvard University should purchase goods and 

services from Harvard Preferred Vendors / Suppliers to reduce administraƟve burden and maximize the 

University’s buying power. 

If direcƟon differs between this policy and external regulaƟons, sponsor or donor terms, or other 

internal policy or procedures, the more restricƟve instrucƟon will apply. 

Reason for Policy 
This policy is intended to ensure that Harvard University resources are used properly in purchasing 

acƟviƟes. Consistent adherence to the policy provides the reliability and assurance that purchasing 

acƟviƟes meet regulatory requirements and sound business pracƟce for acquisiƟons, contracts and 

third-party arrangements.   

The University expects individuals to make sound and ethical purchasing and contracƟng decisions that 

will ensure the conƟnued and efficient operaƟon of the University. 

Who Must Comply 
All Harvard University personnel at all schools, tubs, local units, Affiliate InsƟtuƟons, Allied InsƟtuƟons 

and University-wide iniƟaƟves must comply with this policy, as well as any non-employees making 

purchases on behalf of the University. This includes purchases made with a Purchasing Card (PCard), 

Corporate Card, purchase orders and payment requests generated using Buy-to-Pay (B2P), peƩy cash or 
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electronic commerce, other systems used by Harvard (e.g., Sutherland Global, PRESTO, etc.) as well as 

legiƟmate purchases of goods and services purchased with personal funds and later reimbursed. Harvard 

University schools, tubs and local units may have related Local Policies as long as they are consistent 

with and meet the minimum standards set by University Policies. 

Responsibilities 
Financial deans or equivalent tub financial officers are responsible for ensuring that local units abide by 

this guidance and the accompanying procedures. School and tub finance offices should ensure processes 

that saƟsfy the Buy to Pay Process internal controls. 

School/tub finance offices, with assistance when needed from Strategic Procurement and the Office for 

Sponsored Programs or Office of Research AdministraƟon (Longwood), are responsible for following the 

guidance. Tubs with dedicated Procurement Offices are responsible for outreach and applying the 

guidance with local unit procurement acƟvity. School and tub finance offices should ensure processes 

that saƟsfy the Buy-to-Pay Process internal controls. 

Strategic Procurement, is responsible for advising units on quesƟons about this policy. Contact 

procurement@harvard.edu. 

Office for Sponsored Programs (OSP) is responsible for advising schools/units on rules and requirements 

on federal and non-federal sponsored awards. 

Financial Policy Office (FPO) is responsible for maintaining this policy. Contact 

financialpolicy@harvard.edu. 

Purchasers (may also be called Shoppers) are individuals incurring expenses on behalf of Harvard. 

Specific pay groups will receive automaƟc access to B2P and are expected to follow this policy as well as 

other University policies.   

Requestors (may also be called Delegates or Preparers) are responsible for ensuring that this policy is 

followed and must follow the ResponsibiliƟes of Purchasers, Preparers and Approvers (ROPPA) Policy and 

Conflict of Interest Standards. Units, parƟcularly those with centralized approval models, may place 

addiƟonal responsibiliƟes on their delegates/preparers/requestors. Compare with responsibiliƟes of 

“Purchasers or Approvers.”  

Approvers are responsible for ensuring that purchases they approve are compliant with this policy, any 

related policies, and sponsor or giŌ terms and condiƟons (if relevant). Approvers must follow the 

ResponsibiliƟes of Purchasers, Preparers, and Approvers (ROPPA) Policy and Conflict of Interest 

Standards. Compare with responsibiliƟes of “Purchasers or Preparers.”   

Tax ReporƟng is responsible for collecƟng supplier informaƟon and tax withholding and reporƟng for 

suppliers earning income from Harvard. 
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Procedures 
I. For all Purchases, Regardless of Funding Source  

A. Adhere to ResponsibiliƟes of Purchasers and Conflict of Interest Standards. 
All purchasing acƟviƟes conducted on behalf of Harvard University, whether performed by 
Strategic Procurement or other University employees and non-employees, and whether made 
with federal or non-federal funds, must follow the standards outlined in Appendix A. These 
standards are intended as a supplement to Harvard’s exisƟng conflict of interest policies (see 
Related Resources). 

In addiƟon, individuals who make purchases with University funds, or who prepare or approve 

transacƟons using Concur, University Credit Cards, B2P, PCard as well as any transacƟons that 

feed into the Oracle e-business suite from other systems (e.g., Presto, Sutherland Global, etc.) 

must follow the ResponsibiliƟes of Purchasers, Preparers and Approvers Policy (ROPPA). New 

PCard users, B2P users with a requestor or approver role, and Concur approvers must complete 

an online training prior to using the system(s). Other systems which have an approver 

component may require ROPPA Training. Contact your local Finance Office for guidance. Faculty 

ROPPA training requirements are at each School’s discreƟon. 

B. Follow required procedures for Special Purchases governed by other policies. 
Certain purchases carry addiƟonal restricƟons per Harvard policy. Please refer to University 

and local tub policies and procedures for the following purchases: 

Air Emission Source Compliance (prior to buying equipment) 

Alcohol and Tobacco (purchases of alcohol and tobacco may be subject to taxes) 

Animals – Live 

Chemicals Facility AnƟ-Terrorism Standards Chemicals of Interest 

Controlled Substances 

Employee and Nonemployee GiŌs and Celebratory Events 

Firearms – Prohibited by MassachuseƩs General Law. Contact Harvard University Police 

Department for addiƟonal guidance. 

Human Subjects – Use of and Processing Payments 

Independent Contractor Policy 

RadioacƟve Materials 

Select Agents 

University-Issued Card Policy 

University Staff Mobile Phone Policy 

University Travel Policy 

C. Visual Compliance 
All suppliers paid through Harvard’s Accounts Payable System are run through an automaƟc 

review by Visual Compliance (a third-party compliance screener). Visual Compliance noƟfies 

Harvard of any changes in a supplier’s status. In addiƟon to checking for debarments, Visual 

Compliance checks other watch lists including: 

• Restricted Party Lists 

• Export-related Restricted, Denied, Blocked Persons List (OFAC) 

• SancƟon Programs-related Blocked Persons List (OFAC) 

• Law Enforcement-related Wanted Persons 

• PoliƟcally Exposed Persons and OIG 

• InternaƟonal Terrorist, Blocked Person, Wanted, EnƟty List 
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• GSA (General Services AdministraƟon) list of Excluded ParƟes 

For quesƟons about Visual Compliance, please contact ap_supplieronboarding@harvard.edu. 

D. Use Harvard Preferred Vendors / Suppliers whenever possible. 
Harvard Preferred Vendors / Suppliers have been selected through a formal sourcing process 

resulƟng in a contract and/or pricing agreement with negoƟated pricing, terms and condiƟons 

favorable to Harvard. 

Purchases >$50,000 with federal or cost-share funds require at least two quotes even if a 

preferred vendor is being used. The preferred vendor quote plus an addiƟonal quote will comply 

with federal requirement and would be included when submiƫng a completed vendor 

jusƟficaƟon form (VJF).1 

Strategic Procurement is the only office which may flag a vendor as a Preferred Vendor / Supplier 

in Buy-to-Pay. If a school or unit has negoƟated an agreement with a vendor/supplier/contractor 

and they meet certain requirements, they may qualify as a Preferred Vendor / Supplier. Contact 

Strategic Procurement or review the Procure-to-Pay Manual regarding the classificaƟon process 

for Preferred Vendors. 

Purchase Type List May be Found at: 

Travel All vendors on Harvard’s Travel and Reimbursements site are Preferred Vendors 

Goods and 

Services  

A complete list of Preferred Vendors may be found at Strategic Procurement 

Note: Harvard may access addiƟonal compeƟƟvely bid contracts conducted by 

different group purchasing organizaƟons (GPO) and consorƟa – some examples 

are E & I CooperaƟve Services, Mass Higher EducaƟon ConsorƟum (MHEC) and 

U.S. CommuniƟes. Contact Strategic Procurement for more informaƟon. 

Note: If retaining an individual (incorporated or not) for services, be sure the individual is 

properly classified as either an employee or an independent contractor before the work is 

started. See the Independent Contractor Policy. 

Follow standard University set payment terms (net 30 for companies) as well as other contract 

language requirements if not using a University contract template. See Procure-to-Pay Manual.  

E. Apply tax exempƟons where applicable. 
Harvard is a MassachuseƩs tax-exempt corporaƟon and qualifies for tax exempƟons in some 

states on purchases of goods or services (Cert. # 342878208 - Form ST-2). In MassachuseƩs, 

Harvard is exempt from sales and meals tax, but not exempt from room tax. This applies to all 

purchases; both made via the PCard, Corporate Card, through direct billing or reimbursements 

to individual for out-of-pocket expenses. 

In order to obtain an exempƟon, the purchaser may need to provide required state forms to the 

vendor. See the Tax ExempƟon Write-Up for addiƟonal guidance. 

1 Harvard’s procurement thresholds are based Uniform Guidance 2 CRF 200.320. 
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Note: When using federal funds, cost-share funds, or expenses being transferred onto federal 

funds, if a purchaser fails to use Harvard’s tax-exempt status where allowed, the taxes may not be 

charged to a federal award. The taxes must be charged to non-federal funds using object code 

8450. If Harvard is required to pay the taxes (i.e., room tax or other states where Harvard does 

not have tax exempt status), then the tax may be charged to the federal award using the 

appropriate expense object code. See the Sponsored Expenditures Guidelines. 

Note: Resale of items may require payments of Unrelated Business Income Tax (UBIT) or sales 

tax: Contact your local Finance Office for addiƟonal guidance. 

II. For Purchases with Federal Funds  

Follow required pracƟces for purchases with federal funds (fund ranges 100000-199999), cost-share 

commitments or expenses journaled onto federal funds. See Appendix B for a summary table of 

purchase requirements. These purchases are subject to internal and external audit. Departments are 

required to retain back-up documentaƟon, such as proposals, bids, quotes, debarment forms, VJF 

forms, and cost/price analyses, on file for federal auditors. Back-up documentaƟon may be uploaded 

into B2P or retained locally. See SecƟon II.F for general retenƟon schedules. B2P has a 5MB file size 

limit per aƩachment, with 10 aƩachments per object (an object is a requisiƟon, contract, etc.) . 

A. Complete a Vendor JusƟficaƟon Form (VJF):  
The informaƟon and any back-up documentaƟon requested on a VJF (see Appendix C) meets the 

supporƟng documentaƟon requirements around jusƟficaƟon for the selecƟon of a supplier. 

Schools must complete the VJF for all purchases greater than $50,000 (also known as small 

purchases or the simplified acquisiƟon threshold) using federal funds, cost-share funds or 

expenses journaled onto federal funds. The completed VJF must be aƩached to the requisiƟon 

under the “internal notes and aƩachments secƟon.” AddiƟonal supporƟng documentaƟon such 

as copies of proposals, bids or quotes and cost or price analysis must be kept on file or aƩached 

to the requisiƟon in the B2P system (see SecƟon II.F). See Appendix B for a summary of purchase 

requirements. A preferred vendor can be one of the quotes. Approvers should review the 

documentaƟon for completeness prior to submiƫng a purchase order (catalog or noncatalog) or 

approving requisiƟons or payments in B2P. 

Note: The Electronic VJF reminder noƟce is acƟvated only when federal funds are used, 

purchases with cost-share funds or expenses journaled onto federal funds must have a VJF 

completed if the purchase is over $50,000.  

Note: If a subcontract (subrecipient) is formally negoƟated through and signed by the Office for 

Sponsored Programs – University Area or the Office of Research AdministraƟon (ORA) in the 

Longwood Medical Area –the contract’s scope of work and terms should adequately reflect 

vendor selecƟon jusƟficaƟon. In cases of formal OSP/ORA subcontracts, the B2P Shopper or 

Requestor would select “4 – Not Required – Subcontract/Subrecipient Invoice NegoƟated by 

School’s Sponsored Office.” This selecƟon can be made when entering a requisiƟon or when a 

noƟce to upload a VJF is received. 
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B. Obtain debarment documentaƟon where required. 
Purchases of any amount from debarred vendors cannot be charged to federal funds, cost-share 

funds, or expenses to be journaled onto federal funds. It is a best pracƟce not to use a debarred 

vendor for any purchases. 

Federal Awards that have been classified as a grant, cooperaƟve agreement or not subject to the 

federal acquisiƟon regulaƟons (FAR) do not require addiƟonal debarment documentaƟon due to 

daily, automaƟc reviews completed by Visual Compliance in Harvard’s Supplier Portal. See 

Finding the Funding Instrument for addiƟonal informaƟon. 

Federal awards that have been classified as a contract, whether cost reimbursable or fixed price, 

under Federal AcquisiƟon RegulaƟons (FAR) require addiƟonal debarment aƩestaƟon by the 

supplier for purchases of $35,000 or more. This also applies to cost-share funds linked to federal 

contracts. The addiƟonal documentaƟon can be in the form of a signed Debarment CerƟficaƟon 

Form or be included as language in the signed contract such as a subcontract agreement 

negoƟated by a pre-award office. 

C. Debarment DocumentaƟon Requirements 
Contract 

• If the purchase or funding commitment is $35,000 or more debarment language is 

required through either a signed Debarment Form uploaded into B2P or debarment 

language in a signed contract. 

• If the purchase or funding commitment is less than $35,000, there are no addiƟonal 

debarment requirements. Supplier is automaƟcally reviewed daily by Visual Compliance 

for debarments as well as other federal watch lists. 

Grant or CooperaƟve Agreement 

• There are no addiƟonal debarment requirements. Supplier is automaƟcally reviewed 

daily by Visual Compliance for debarments as well as other federal watch lists. 

D. Proposals for purchases >$250,000: 
A formal proposal process with wriƩen proposals is generally required for federal purchases 

greater than $250,000 for non-sole-source purchases. Proposals must follow compeƟƟve 

procurement guidelines (or sealed bids if construcƟon). A compeƟƟve proposal requires a 

formal Request for Proposal (RFP) be publicly adverƟsed. See Procure-to-Pay Manual for 

addiƟonal details and excepƟons or contact Strategic Procurement Contracts for addiƟonal 

guidance. 

E. SubcontracƟng Plan: 
For each contract over $750,000, a SubcontracƟng Plan is required, unless other arrangements 

are made during contract award. Coordinate with your OSP post award contact and Strategic 

Procurement and see the Procure-to-Pay Manual for addiƟonal guidance. 

F. Contractor Requirements: 
To the extent the Uniform Guidance applies to a purchase, its provisions require Harvard to 

ensure, when possible, that small businesses, minority businesses, women’s business 
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enterprises, veteran-owned businesses, and labor surplus area firms are considered. Under the 

Uniform Guidance, such consideraƟon means: 

1. Including such businesses on solicitaƟon lists; 

2. Assuring such businesses are solicited when they are idenƟfied as potenƟal sources; 

3. Dividing procurement transacƟons into separate procurements to permit maximum 

parƟcipaƟon by such businesses;  

4. Establishing delivery schedules that encourage parƟcipaƟon by such businesses; 

5. Using service and assistance from such organizaƟons as the Small Business AdministraƟon 

and the Minority Business Development Agency of the Department of Commerce; and 

6. Requiring contractors to make the same commitments in subcontracts. 

G. Avoid wasteful or duplicaƟve purchases. 
The Uniform Guidance requires Harvard to consider ways to prevent the purchase of 

unnecessary or duplicaƟve items. In addiƟon, when possible, purchasers should compare the 

costs of leasing versus buying, and assess the feasibility of consolidaƟng, breaking out purchases 

or sharing a product or service to reduce overall costs. See Procure-to-Pay Manual for addiƟonal 

guidance. 

Schools and units should take advantage of local resources and other Harvard resources, 

including Biolabs Stockroom, Harvard Events Management, FAS Research CompuƟng, Center for 

Nanoscale Systems, Small Molecule Mass Spectrometry, Electron Microscopy – Longwood Area, 

Harvard Libraries ReproducƟons, HUIT Vendor Management Office, NE Biolabs, Inc., etc., 

school-specific event sites, and use of other Harvard labs and shops which may allow access to 

their equipment.  

Some schools may use Harvie Classified Lab Equipment to post and search for University-wide 

equipment. 

H. Retain records as appropriate for sponsored funds. 
For purchases with sponsored funds, Harvard must maintain records sufficient to detail the 

history of procurement; all departments are responsible for managing their own procurement 

records. Departments are responsible for reviewing the content of their purchase orders, 

correctly communicaƟng the orders to the vendors and maintaining systems that comply with 

federal procurement regulaƟons where applicable. Typically, federal sponsored records must be 

kept for seven years aŌer the final financial close on the award; some sponsors may require 

longer retenƟon periods. Electronic records are acceptable. Departments must retain the 

following records: 

1. RaƟonale for the method of procurement (informal quotes, formal wriƩen quotes, sole- 

source, etc.) 

2. Vendor selecƟon or rejecƟon process – including the completed VJF 

3. Basis for contract price (cost/price analysis) 

Departments may upload the back-up documentaƟon and proposal details in B2P which will 

retain informaƟon indefinitely. Schools must be able to retrieve the documentaƟon in the event 

of an audit. Please see Harvard Library’s General Records Schedule for more specific 

informaƟon. 
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III. All Funds Other Than Federal  

A. Follow fund terms and best pracƟces for purchases with any non-federal funds (all funds other 

than 100000-199999). 

Typically, only purchases made with federal funds must comply with the terms of the Uniform 

Guidance or the Federal AcquisiƟon RegulaƟons (FAR). However, note that any purchases 

transferred to a federal award or expenses on cost-share accounts must comply with the 

Uniform Guidance and the terms of the award, even if the purchase was originally made with 

non-federal funds. Likewise, purchases transferred to other funds must comply with sponsor or 

donor terms if applicable, even if the purchase was originally made with unrestricted funds. See 

Appendix B regarding a summary table of best pracƟces when using non-federal funds. Schools 

and units may have more formal or restricƟve contract review thresholds. Contact your local 

Procurement or Finance Office for addiƟonal informaƟon. 

Harvard Preferred Vendors should be used whenever possible. If a school or unit has negoƟated 

an agreement with a vendor/contractor they must follow Harvard’s standard contract payment 

terms as well as include Harvard’s required contract language (see Contract Templates). 

DeviaƟons from Harvard’s standard payment terms or required contract language must be 

preapproved by Strategic Procurement. 

Vendors with certain school or unit negoƟated agreements may qualify as a Preferred Vendor if 

they meet certain requirements. Contact Strategic Procurement or review the Procure-to-Pay 

Manual regarding the classificaƟon process required for Strategic Procurement to classify a 

Preferred Vendor. 

1. Goods or services ≤$50,000: for purchases with a total value of $50,000 or less, University 

personnel may use their discreƟon to select a responsible supplier to purchase goods or 

services, as long as the good or service is not on the list of Special Purchases, see SecƟon I.B. 

In cases of special purchases, more restricƟve or controlled processes apply. 

2. Goods or services >$50,000 to $250,000: for purchases, it is recommended that the 

purchasers obtain at least two quotes (three or more is best pracƟce) from qualified 

suppliers. See Appendix B regarding a summary table of best pracƟces when using 

nonfederal funds and the Procure-to-Pay Manual and FAQ for addiƟonal guidance and 

examples. 

3. Goods or services >$250,000: for purchases greater than $250,000, a best pracƟce is to 

conduct a formal proposal process from at least two vendors (three or more is a best 

pracƟce). Contact your Tub Procurement Office (if applicable) or Strategic Procurement 

Office or review the Procure-to-Pay Manual for addiƟonal informaƟon on conducƟng a 

formal proposal process. 

B. Wasteful or DuplicaƟve Purchases 

A best pracƟce is to consider ways to prevent the purchase of unnecessary or duplicaƟve items. 

See SecƟon II.E for addiƟonal guidance. 

C. Retain records as appropriate for all other funds. 

For purchases with non-federal funds, follow any fund terms and condiƟons. If their terms and 

condiƟons do not specify retenƟon requirements, departments are encouraged to follow the 
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same records retenƟon schedule as for purchases with federally-sponsored funds. See Harvard’s 

General Records Schedule for addiƟonal details. 

The Buy-to-Pay system will retain all materials uploaded into the system indefinitely. This 

includes the complete Jaggaer suite; Supplier Portal, eProcurement/AP, Contract Management 

and Sourcing. Materials retained include the electronic record, invoice, vendor jusƟficaƟon form, 

independent contractor quesƟonnaire, and any other materials uploaded. B2P has a 5MB file 

size limit per aƩachment, with 10 aƩachments per object (an object is a requisiƟon, contract, 

etc.). 

See Harvard’s General Records Schedule for addiƟonal details. 

IV. Follow Other Best Purchasing PracƟces 

A. Contracts: 

Generally, a contract is required if a binding agreement is intended between Harvard and any 

outside party where either Harvard or the other party will be responsible for specific 

deliverables or services. Harvard may have an exisƟng master services agreement (MSA) with a 

vendor. If you believe others at Harvard may be using the vendor you are selecƟng, please 

contact Strategic Procurement Contract Team. The terms and condiƟons in an MSA may take 

precedence over tub or department level contracts. If a school or unit has negoƟated an 

agreement with a vendor/contractor and they meet certain requirements, they may qualify as a 

Preferred Vendor / Supplier. Contact Strategic Procurement Sourcing or see the Procure-to-Pay 

Manual regarding the process to classify Preferred Vendors.  Schools are encouraged to upload 

contracts into the B2P total contract management tool. 

Follow your local Schools or unit’s contract review and signature thresholds processes. Contact 

your local Procurement or Finance Office for addiƟonal informaƟon. 

Contract templates may be found Contract Templates. 

1. Schools must follow Harvard’s standard payment terms unless preapproved by Strategic 

Procurement.  

2. Follow your local School or unit’s contract review and signature thresholds. At a minimum, 

procurement contracts or other binding documents (defined as an agreement, quote, 

contract, or statement of work) of $250,000 or more should be reviewed by your local 

Finance or Procurement Office PRIOR to signing the binding agreement, issuing a purchase 

order (catalog or non-catalog) or receipt of the good or service being signed. School or units 

may want to consult with Harvard Strategic Procurement or the General Counsel’s Office for 

high-risk or complex contracts. 

3. Time and materials contracts (where service providers bill for actual staff Ɵme and materials) 

should only be used aŌer a determinaƟon that no other contract is suitable and if the 

contract includes a ceiling price that the vendor/contractor exceeds at his own risk. 

4. Schools and units may have specific policies about contract review thresholds but should 

saƟsfy the minimum thresholds stated above. 

Note: If retaining an individual (incorporated or not) for services, be sure the individual is 

properly classified as either an employee or an independent contractor before the work is 

started. See the Independent Contractor Policy. 
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B. Approval Authority and SubsƟtuƟon 

1. Harvard strongly recommends that an Approver should not approve transacƟons for their 

direct supervisor. The hierarchy should be part of an approval process that reasonably 

ensures separaƟon of duƟes, the protecƟon of University assets and a thorough and 

disinterested review. While individuals with certain security roles may self-approve up to 

$2,499.99 on non-federal purchases, Harvard does not recommend self-approval as a 

rouƟne pracƟce. Schools and units who do use self-approvals may want to create internal 

monitoring processes for self-approvals, such as regular review of reports available in 

financial systems (B2P, PCard, etc.). OSP may also review self-approval audit reports 

regarding federal funds. 

2. B2P Approvers have the ability to assign a subsƟtute approver, to forward a specific request 

for addiƟonal approvals, or add an addiƟonal “ad-hoc” approver to a specific request. See 

Procure-to-Pay Manual for addiƟonal informaƟon. 

C. Access and Opportunity 

Harvard is commiƩed to fostering a procurement process that is open to all qualified suppliers. 

This dedicaƟon supports a business environment where all enterprises, including small and local 

businesses, have the opportunity to grow and succeed. Accordingly, purchasers are encouraged to 

support small businesses by including them on solicitaƟon lists, ensuring they are solicited as 

potenƟal suppliers, and, where economically feasible, structuring requirements and transacƟons 

to encourage such businesses to parƟcipate.  

Harvard does not discriminate against any supplier or potenƟal supplier on the basis of race, 

color, religion, gender, sexual orientaƟon, gender idenƟty, naƟonal origin, age, disability, veteran 

status, or any other characterisƟc protected by applicable law. We are dedicated to providing 

equal opportuniƟes for all suppliers.  We also expect our suppliers to uphold the same standards 

of non-discriminaƟon. 

D. Environmentally Preferred Products IniƟaƟve: 

All procurement acƟviƟes are encouraged to conform to the University Sustainable Purchasing 

Guidelines. Purchasers are encouraged to reduce the environmental impact of purchasing 

decisions and ensure they are aligned with University-wide sustainability goals, including the 

Greenhouse Gas ReducƟon Goal, by buying goods and services from manufacturers and 

suppliers commiƩed to protecƟng the environment. 

Definitions 
Approvers: Are responsible for the review of transacƟons submiƩed to them, making informed 

judgments about the reasonableness of those transacƟons, evidencing their authorizaƟon of those 

transacƟons (either on paper or online) and approval (or rejecƟon) in a Ɵmely manner. Note that the 

approver of a transacƟon may or may not be the person who clicks the “approve” buƩon in Harvard’s 

financial system; some tubs or units may have approvers who review and sign off on transacƟons on 

paper. 

Buy to Pay (B2P): Harvard’s fully integrated accounts payable, eProcurement, supplier management, 

contract management, and sourcing system soluƟon created by Jaggaer. B2P replaced HCOM and 

Novatus in 2020. 

CompeƟƟve Bid / Proposal: A compeƟƟve proposal or bid requires a formal procurement and must be 

publicly adverƟsed if using federal funds. See Procure-to-Pay Manual for addiƟonal guidance. 
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Procurement Policy 
Revised: 03/28/2025 

ConsorƟa: An enƟty that is created to leverage the purchasing power of a group of businesses or 

organizaƟons (including universiƟes) to obtain discounts from vendors based on the collecƟve buying 

power of its members. 

Contract: An agreement having a lawful object entered into voluntarily by two or more parƟes, each of 

whom intends to create one or more legal obligaƟons between them. 

Contractor: A supplier providing goods or services to Harvard. For purposes of this policy, the term 

“contractor” is used interchangeably with the term “vendor” or “supplier.”  

Corporate Card: A joint-liability credit card issued by the University to employees for payment of 

business-related travel and entertainment expenses. 

Debarment CerƟficaƟon Form: The Debarment CerƟficaƟon Form allows Harvard to obtain wriƩen 

cerƟficaƟon from vendors that they have not been debarred (prohibited) from doing business with the 

federal government. This is required for any purchase order or commitment of $35,000 and over and 

made with federal contracts. A prime contractor such as Harvard, who knowingly does business with a 

debarred vendor, risks having its federal contract terminated. The form must be completed at the Ɵme 

the order is placed (i.e. even if the vendor was not debarred 6 months ago, you need to prove they are 

not debarred at the Ɵme of your purchase). 

Delegate: See Preparer/Requestor. 

Federal AcquisiƟon RegulaƟons (FAR): the principal set of rules in the Federal AcquisiƟon RegulaƟons 

System regarding government procurement in the United States and is codified in Chapter 1 of Title 48 of 

the Code of Federal RegulaƟons, 48 C.F.R.1 

Federal Funds: Funds received from the federal government which fall into the fund code range of 

100000-199999.  

Harvard Crimson Online Marketplace (HCOM): E-procurement system which was a precursor to B2P. 

HCOM will remain as view only for historical purposes only. No legacy data was migrated from HCOM to 

B2P. 

Material GiŌ or Entertainment: for purposes of this policy, “material” is defined as over $100; however, 

there may be excepƟons depending on the circumstances. Staff are encouraged to use good judgment 

and to discuss giŌs or entertainment with their supervisors. 

Micro Purchases: Harvard has defined a micro-purchase as purchases of $50,000 or less based on 

Uniform Guidance 2 CFR 200.320. A micro-purchase does not require compeƟƟon or a cost/price 

analysis but should be distributed equitably among qualified supplies (to the extent pracƟcable). 

Non-CompeƟƟve Proposal or Bid (also known as Sole-Source): Used when choosing a specific company 

and bypassing the compeƟƟon. One or more of the following must apply: 1) public emergency 

procurement will not permit a delay in compeƟƟve solicitaƟon, 2) aŌer solicitaƟon of a number of 

sources, compeƟƟon is determined inadequate, 3) awarding agency or pass-through expressly 

authorizes noncompeƟƟve proposals (must be documented), or 4) conƟnuity of exisƟng research/work. 
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Procurement Policy 
Revised: 03/28/2025 

Non-federal Sponsored Funds: Also called other sponsored funds and may include funding from 

nonfederal sponsors, including foundaƟons, insƟtutes, and socieƟes. These funds fall within the fund 

ranges 200000-299999.  

Non-sponsored Funds: Any funds falling into fund ranges falling outside of the federal and non-federal 

sponsored fund ranges. Included in this range are funds between 000001-099999 and 300000-749999.  

Preferred Vendor/Supplier: Supplier that has been awarded a contract and/or pricing agreement with 

negoƟated terms and condiƟons and pricing favorable to Harvard, for use by University schools or units, 

aŌer successfully compleƟng a formal sourcing process. The Strategic Procurement Office is the sole 

office which can flag a Preferred Vendor in the Buy-to-Pay system. The list of University Preferred 

Vendors can be found on the Strategic Procurement website. A Preferred Vendor does not necessarily 

meet Uniform Guidance and FAR regulaƟons so a second or third quote is necessary when using federal 

funds for purchases >$50,000.00. 

In addiƟon, Harvard may access compeƟƟvely bid contracts conducted by different group purchasing 

organizaƟons (GPO) and consorƟa - some examples are E & I, Mass Higher EducaƟon ConsorƟum (MHEC) 

and U.S. CommuniƟes based on evidence of consorƟa’s sound compeƟƟve and ethical procurement 

pracƟces. 

Preparer/Requestor: an individual who assembles the informaƟon and backup needed for a transacƟon, 

keys it into the system and submits it for approval. In B2P eProcurement, this is someƟmes the Shopper’s 

responsibility depending on how the school issued roles.  

Proposal: Used for these purposes as a request to the supplier of informaƟon for the purchase of a good 

or service. The requirements of a proposal will vary based on the funding source and purchase amount. 

Purchaser/Shopper: an individual who spends University funds, both directly (through use of B2P or 

PCard) or indirectly (through use of Corporate Card or personal funds to be reimbursed). In B2P 

eProcurement, this is someƟmes the Requestors responsibility depending on how the school issued 

roles.  

Purchasing Card (PCard): A University-liability credit card issued by the University to employees, for 

payment of high-volume, low-dollar, non-travel-related and non-entertainment-related business 

purchases. See the University-Issued Card  Policy for more informaƟon. 

Quote: A wriƩen statement of promise (submiƩed usually in response to a request for quotaƟon) by 

potenƟal supplier to supply the goods or services required by a purchaser, at specified prices, and within 

a specified period. A quotaƟon may also contain terms of sale and payment, and warranƟes. A quote 

may someƟmes be called a proposal. 

Requestor: See Preparer/Requestor. 

Request for Bid: Method used to solicit compeƟƟve sealed bid responses, and where the decision is 

made based on the lowest responsive bid and responsible bidder. See Procure-to-Pay Manual for 

addiƟonal guidance. 
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Procurement Policy 
Revised: 03/28/2025 

Request for Proposal (RFP): An RFP may be issued to single or mulƟple suppliers (mulƟple suppliers 

required for federally funded projects) and may be uƟlized on projects that require a substanƟal amount 

of technical specificaƟons.  The goal of an RFP is to secure highly specific proposals that will exactly meet 

Harvard’s detailed requirements.  A well-designed RFP will help determine which suppliers are most 

capable of meeƟng Harvard’s complex needs (“process-sourcing” not just “price-sourcing”).  RFP’s allow 

suppliers to propose different ideas or ways of performing specific aspects of the project. Supplier 

Performance and experƟse are factors that lead to a higher level of quality, and negoƟaƟon provides the 

ability to obtain the best value.  Also, leaving the implementaƟon methods to the prospecƟve offerors 

allows for increased innovaƟon and customizaƟon of the project (they are the experts).  Development of 

an RFP typically requires significant effort and commitment on the part of the sponsoring school/unit. An 

RFP is used for highly complex projects and detail the goals and nature of the project that need to be 

completed. Typically used for large-scale services engagements including, but not limited to, consulƟng 

projects, business process outsourcing or construcƟon projects. 

Request for Quote (RFQ): An RFQ may be issued to single or mulƟple suppliers (mulƟple suppliers 

required for federally funded projects). It is usually employed for procurement of categories where price 

and availability are the key consideraƟons. Quotes are parƟcularly useful for predictable projects when 

the contracƟng party has a clear understanding of the requirements and processes necessary to achieve 

the end-product.  This involves providing detailed wriƩen specificaƟons including all the terms and 

condiƟons for the work, explicitly outlining what the specificaƟons and desired end-product will be. It 

requires Harvard to provide concrete requirements in terms of a formal list of work, supplies, and 

equipment required for a project. Suppliers provide specific, commiƩed costs. It may be used to make an 

award decision. An RFQ is oŌen issued to suppliers when the contracƟng party is confident the vendors 

providing the quotes can equally provide the same/or similar quality product/service (“all things being 

equal”). Typically used for the procurement of good and/or services.  

RequisiƟon: A catalog or non-catalog request that is created in B2P eProcurement which will go through 

the approval process. Once the requisiƟon has been approved, it will generate a Purchase Order which 

can be sent to the vendor electronically (if a catalog order) or manually (if a non-catalog order) by a B2P 

user. This is an internal document. 

Sealed Bid: Used for construcƟon projects more than $250,000. Formal solicitaƟon is required and the 

fixed price (lump sum or unit price) is awarded to the responsible bidder who meets all terms and is 

lowest in price. 

Selected Source: Alternate vendors exist, but the buyer chooses a parƟcular vendor because of technical 

requirements (precision, reliability) or past performance by other vendors (poor service, availability of 

parts). 

Shopper: See Purchaser. 

Simplified AcquisiƟon Threshold (SAT): See Small Purchase 

Single Source (also known as non-compeƟƟve bid or proposal): Used when choosing a specific 

company and bypassing the compeƟƟon. One or more of the following must apply: 1) public emergency 

procurement will not permit a delay in compeƟƟve solicitaƟon, 2) aŌer solicitaƟon of a number of 

sources, compeƟƟon is determined inadequate, 3) awarding agency or pass-through expressly 

authorizes noncompeƟƟve proposals (must be documented), or 4) conƟnuity of exisƟng research/work. 
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Procurement Policy 
Revised: 03/28/2025 

Small Purchase (also called Simplified AcquisiƟon Threshold): Harvard has defined a small purchase as 

between $50,000.01-$250,000 and two quotes as an adequate number. These thresholds are based on 

Uniform Guidance 2 CFR 200.320 

Sole-Source: A designaƟon for a vendor whose product or service is unique and, to the best of the user's 

knowledge, the vendor is the only known source (worldwide) from whom the product or service can be 

purchased.   

SolicitaƟon: A request to suppliers to make submissions to a purchasing organizaƟon. One of the criƟcal 

documents in the solicitaƟon is the specificaƟon or statement of work. It may be called either a request 

for proposal (RFP), request for response (RFR), or a request for quotaƟon (RFQ), or a request for 

informaƟon (RFI). 

Special Purchases: Purchases which carry addiƟonal restricƟons per Harvard policy, such as purchases of 

chemicals or radioacƟve materials, live animals, etc. 

Supplier: A vendor providing goods or services to Harvard. For purposes of this policy, the term 

“supplier” is used interchangeably with the term “contractor” or “vendor.” The general term “supplier” is 

different from the definiƟon of a Harvard “Preferred Vendor or Supplier,” which is a supplier selected 

through a compeƟƟve bid and negoƟaƟon process and whose products and services offer opƟmized 

value. 

Time and Materials Contract (T&M): A type of contract for supplies and services based on direct hours 

at fixed hourly rates (include wages, overhead, general and administraƟve expenses and profit) and 

actual cost for materials. T&M contracts are oŌen used when the extent or duraƟon of the work cannot 

be esƟmated with a reasonable degree of confidence. 

Total Cost of Ownership: EsƟmate of all direct and indirect costs associated with an item over the course 

of its lifeƟme. 

Uniform AdministraƟve Requirements, Cost Principals, and Audit Requirements for Federal Awards: 

also known as Uniform Guidance or 2 CFR 200 is a government-wide framework for grants management 

and is an authoritaƟve set of rules and requirements for Federal awards that synthesizes and supersedes 

guidance from earlier OMB circulars. 

Uniform Guidance: See Uniform AdministraƟve Requirements. 

Vendor: See Supplier. 

Vendors under Contract: Vendors with whom Procurement has a negoƟated contract and/or pricing 

agreement but that may not meet Uniform Guidance requirements for sponsored purchases. 

Vendor JusƟficaƟon Form (VJF): a form used to jusƟfy sole-source selecƟon and cost or price analysis, 

required for all purchases greater than $50,000 made with federal funds, cost-share funds or expenses 

transferred onto federal funds. 
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Procurement Policy 
Revised: 03/28/2025 

Revision History 
07/01/2018 – Original issue date. 

07/01/2018.01M – Updated definiƟon secƟon and Appendix B to include threshold determinaƟon. 

04/27/2020 – Addendum regarding debarment documentaƟon requirements based on B2P system 

visual compliance checks.  

01/01/2021 – Updated language to reflect new B2P system, added secƟon around standard payment 

schedules, modified debarment requirement and increased micro purchase threshold from $10,000 to 

$50,000, added language around Visual Compliance. 

09/01/2023 – Modified purchase thresholds from $250,000-$699,999 to $250,000-$750,000 and 

contracts ≥$700,000 to >$750,000. Added links for University-Issued Card Policy. Corrected various links. 

03/28/2025 – Moved contractor requirements under Uniform Guidance into SecƟon II. New secƟon on 

Access and Opportunity added to SecƟon IV. 

Related Resources/Appendices 
Appendix A: ResponsibiliƟes of Purchasers and Conflict of Interest Standards 

Appendix B: Summary of Purchasing Procedures for Federal and Non-federal Funds 

Appendix C: Vendor JusƟficaƟon Form (VJF) and Sample Language 

Access to Harvard’s Financial Systems 

AccounƟng for Leases Policy 

Business Expense Reimbursements  

Buy-to-Pay Website 

Conflicts of Interest or Commitment – Staff Personnel Manual 

Contract Samples (see also Office of General Counsel Model Contract Agreements) 

Cost Transfer Policy 

Debarment Form 

DUNS and TIN/EIN Number FAQ 

Federal AcquisiƟons RegulaƟons (FAR) 

InflaƟon Adjustment of AcquisiƟon-Related Thresholds 

Debarment – 52.209-6 and 200.21  

NegoƟaƟon of Profit – SecƟon 200.323 (b)  

Small and Disadvantaged Business - 52.219-9 and 200.21  

Financial Management of Property, Plant and Equipment 

Fraud Awareness and ReporƟng 

Harvard list of Preferred Vendors 

Harvard Key Controls (aka Internal Controls) – Procure-to-Pay 

Harvard University Faculty Policy on Financial Conflict of Interest 

Harvard University Staff Policy on Conflicts of Interest or Commitment 

Harvard University Policy on Conflicts of Interest and Commitment for Senior Officers and 

Administrators (2013-2014) 

Harvard University Terms and CondiƟons (see also Contract Templates) 

Harvard General Records Schedule 

Harvard University Procure-to-Pay Guide 

Harvard University Researchers' Guide for Use of Controlled Substances 

Independent Contractors 

Legal Agreements, Workflow, NegoƟaƟng Authority and Signing Authority 

Office for Academic and Research Integrity 

Office of the General Counsel Model Contract Documents 
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OMB Uniform Guidance 

PeƩy Cash 

Preferred Vendor List 

Procure-to-Pay Manual 

ResponsibiliƟes of Purchasers, Prepares and Approvers (ROPPA) 

Subrecipient vs Contractor Guidance 

Sustainable / Green Purchasing Guidelines 

Tax ExempƟon CerƟficaƟon Guidance 

Travel Policy 

Uniform AdministraƟve Requirements 

Wasteful or DuplicaƟve Purchases: 200.318 (c)(2)(d) 

University-Issued Card Policy 

University-wide Policy on Individual Financial Conflicts of Interest for Persons Holding Faculty and 

Teaching Appointments 

Unrelated Business Income Tax (UBIT) -

Vendor JusƟficaƟon Form 

Wage and Benefit Parity Policy 
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Procurement Policy Appendix A 
Revised 09/01/2023 

Appendix A 
Responsibilities of Purchasers and Conflict of Interest Standards  

All individuals conducƟng purchasing acƟviƟes on behalf of Harvard University must avoid conflicts of interest in their 

purchasing decisions, including but not limited to the following: 

• Avoid the intent, appearance, and conduct of unethical or compromising pracƟce in relaƟonships, acƟons, and 

communicaƟons, including with affiliates or subsidiaries, or organizaƟons that President and Fellows of Harvard College 

controls. For the most part, this does not include area hospitals and clinics with whom we work closely but are not part of 

Harvard. When transacƟng with an affiliate or subsidiary, you must abide by the same standards within this Appendix A. 

• Demonstrate loyalty to Harvard University by diligently following the applicable laws, policies and procedures using 

reasonable care and only the authority granted as an agent purchasing on behalf of the University. 

• Refrain from any private business or professional acƟvity that would create a conflict between personal interests and the 

interests of Harvard University. A conflict of interest would arise when the employee, officer, or agent, any member of his 

or her immediate family, his or her partner, or an organizaƟon which employs or is about to employ any of the parƟes 

indicated herein, has a financial or other interest in or a tangible personal benefit from a firm considered for a contract.  

• Avoid procuring goods or services from a vendor who parƟcipated in advising, developing or draŌing the request for 

proposals or bidding criteria. 

• Refrain from soliciƟng or accepƟng money, loans, credits, or prejudicial discounts; such as the acceptance of material giŌs 

or entertainment, or any kind of favors or services from present or potenƟal suppliers that might influence, or appear to 

influence procurement decisions.  

• Handle informaƟon of a confidenƟal or proprietary nature to Harvard University and/or suppliers with due care and 

proper consideraƟon of ethical and legal ramificaƟons and governmental regulaƟons. Bids and quotes submiƩed to the 

University are to be held in strictest confidence. Under no circumstances may Harvard personnel give suppliers 

informaƟon about bids or quotes from compeƟng sources.  

• Promote posiƟve supplier relaƟonships through courtesy and imparƟality in all phases of the procure-to-pay cycle. 

• Do not use Harvard University procure-to-pay systems for personal purchases, or use Harvard University buying power for 

personal benefit. 

• University funds must not be used for personal expenses and purchases that are not made on behalf of the University or 

for use by the University. Purchases must be for the use and benefit of Harvard University, regardless of intent to 

reimburse the University.  

• If an individual believes that they may have a conflict of interest, the individual must promptly and fully disclose the 
conflict to their supervisor and suspend parƟcipaƟon on the purchase unƟl conflict quesƟon has been resolved. The 
supervisor is responsible for documenƟng the conflict and elevaƟng it to the school 
Financial Dean’s office or other office as appropriate. The supervisor in conjuncƟon with other relevant offices will assess 

the conflict and determine if the purchaser can resume parƟcipaƟon or if a management plan is needed. This secƟon is 

not meant to replace or detract from the exisƟng Harvard Faculty Financial Conflict of Interest Policies. 

ViolaƟons of the above standards will be considered serious misconduct and will be referred to the appropriate office for 

disciplinary acƟon. See also: Fraud Awareness and ReporƟng, Harvard University Policy on Conflicts of Interest and 

Commitment for Senior Officers and Administrators, Office for Academic and Research Integrity, 

University-wide Policy on Individual Financial Conflicts of Interest for Persons Holding Faculty and Teaching 

Appointments, InsƟtuƟonal Conflicts of Interest Policy 
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Procurement Policy – Appendix B 
Revised: 09/01/2023 

Appendix B: Summary of Purchasing Procedures for Standard Purchases  
(Excluding Special Purchases – see SecƟon I.B) 

Schools or Units may have more restricƟve requirements, contact your Finance Office for guidance. 

Threshold(a) REQUIRED for Federal Funds (100000-199999) 

Cost-Share Funds or Expenses Journaled onto Federal 

Funds 

BEST PRACTICE for Non-Federal Funds 

(all other funds) 

$0-$50,000 • University recognized Preferred Vendors are encouraged 

• Visual Compliance monitors debarred suppliers on a daily 

• University recognized Preferred Vendors are 
encouraged 

Micro Purchase basis 

• Purchases should be distributed equitably among qualified 
suppliers to the extent pracƟcal 

• No self-approval is allowed on federal funds 

• Purchases should be distributed equitably 
among qualified suppliers to the extent 
pracƟcal 

• Self-approval for purchase up to $2,499.99 is 

allowed, but not recommended 

≥$35,000 • Required for contract purchases  

≥ $35,000 subject to Federal AcquisiƟon RegulaƟons, a signed 

• Not Applicable 

Debarment 

CerƟficaƟon for 
Debarment CerƟficaƟon Form is required or debarment 

language must be included in the contract before Harvard 
Federal Contracts makes a purchase commitment 

>$50,000-$250,000 • Complete and Upload VJF in B2P 

o A minimum of 2 but recommend 3 wriƩen quotes (email is 

• University recognized Preferred Vendors are 
encouraged, OR  

Small Purchase allowable) is required if purchase is not a single- or sole- • Should obtain a minimum of 2 but 

Simplified AcquisiƟon 

Threshold (SAT) 

source purchase 

o University-recognized preferred vendors may be used as 

one of the wriƩen quotes. Back-up documentaƟon 

recommend 3 wriƩen quotes (email is 
allowable) 

• Purchases should be distributed equitably 

regarding vendor selecƟon jusƟficaƟon, (quotes, 
explanaƟon around sole source vendors etc.) must be 
kept on file or uploaded into B2P 

• Purchases should be distributed equitably among qualified 

suppliers to the extent pracƟcal 

among qualified suppliers to the extent 
pracƟcal 

>$250,000-$ • Same as above, AND • Same as above, AND 

750,000(b) • If a compeƟƟve proposal: 

o  Must conduct a formal wriƩen proposal process. Vendor 

selecƟon should be awarded to the bidder whose 
proposal is most advantageous to the program with price 
being one of the factors. Sealed bids must select the 
vendor that meets the requirements & has the lowest bid 

• Payments ≥ $250,000 require electronic approval of Tub 

Financial Dean or Designee 

• Should obtain a minimum of 2 but 
recommend 3 wriƩen quotes (email is 
allowable). 

• Payments ≥ $250,000 require electronic 
approval of Tub Financial Dean or Designee 

>$750,000+ ($1.5M • Same as above, AND • Same as above 
for construcƟon) • Purchaser must complete Individual Subcontractor Reports 

(ISR) & Summary Subcontract Reports (SSR) & submit 

subcontracƟng plan if required by RFP 

(a) See Subrecipient vs Contractor Guidance to determine if a subcontract or vendor/contractor and/or requirements of subcontracts under 

vendor/contractor contracts. 
(b) See the Procure-to-Pay Manual regarding requirements for noncompeƟƟve, compeƟƟve or sealed bid proposals and processes. Some bid 

types may require the selecƟon of the lowest bidder, others may not. Contact your local school Finance or Procurement offices for guidance 
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Procurement Policy – Appendix C 
Revised: 09/01/2023 

APPENDIX C 

VENDOR JUSTIFICATION/PRICE VERIFICATION FORM (VJF) 
A vendor is a supplier providing goods or services to Harvard. 

Harvard uses the term “vendor,” “supplier” and “contractor” interchangeably. 

RequisiƟon/PO/PR NO (if known): Date: Supplier: 

TUB AND ORG NAME: ACCT.CODE: 

Tub Org.  Obj. Fund AcƟvity Subact. Root 

 Purchased with:  Federal Funds (100000-199999) 

  Cost-Share Funds   All Other Fund Types  

Note: A subcontract formally negoƟated through and signed by OSP or ORA does not require a VJF. 

Harvard University requires vendor/supplier selecƟon jusƟficaƟon and price verificaƟon for orders > $50,000 purchased with Federal funds (100000-

199999 fund range). Purchases made with cost-share funds or journaled onto Federal funds must also meet these requirements. All individuals making 

purchases on behalf of Harvard must follow the conflict of interest standards outlined in Appendix A as well as any other of Harvard’s exisƟng conflict of 

interest policies (see Procurement Policy Related Resources). Schools and units must aƩach the completed VJF and back-up documentaƟon in the 

Accounts Payable System. It is a best pracƟce to use this form and follow the requirements listed in Appendix B of the Procurement Policy for all other 

fund types. Schools and units may have more restricƟve vendor/supplier review requirements; contact your local Procurement or Finance Office for 

guidance.  

All purchases made with Federal funds may be subject to a Federal audit at any Ɵme. All such purchases should be made prudently and are subject to 

fair and reasonable pricing. Internal documentaƟon such as purchase orders, invoices, copies of compeƟƟve quotes or proposals, or cost/price analysis 

should be retained as jusƟficaƟon of reasonable pricing for items >$50,000. A jusƟficaƟon for noncompeƟƟve bid/sole-source selecƟon should also be 

retained. See the Procurement Policy and Procure-to-Pay Manual for addiƟonal informaƟon. 

Order Thresholds 

Complete required fields and upload into B2P 

 ≤$50,000 - Vendor JusƟficaƟon Form (VJF) not required. No further requirements. If purchasing supplies or services from the same vendor where 

the aggregate dollar amount exceeds $50,000 then use this VJF based on the aggregate dollar amount. Check this box if the total purchase using 

federal or cost-share funds is <$50,000 OR the individual line item(s) charged to federal or cost-share funds is <$50,000 (even though the full 

purchase may be >$50,000).  

 >$50,000-$250,000 (Select vendor and bid type below)  

Purchaser must select appropriate box below and include documentaƟon as noted below. 

 Non-CompeƟƟve/Sole-Source/Single-Source purchase: Procurement through solicitaƟon of a proposal from only one source, therefore not 

allowing vendor & price compeƟƟon. Indicate bidder in SecƟon A and complete secƟons B and C. 

 CompeƟƟve purchase/proposal: Same items priced differently by several vendors. Minimum of two wriƩen quotes/proposals required, three 

preferred. Retain copies of proposals/quotaƟons in department files or upload into B2P & note PR number above for audit purposes. 

Complete SecƟons A & C. If only one proposal is received, indicate bidder & complete SecƟons A, B and C. 

Quotes may be formal requests for proposal, email correspondence with a vendor/supplier or screen shots of supplier pages showing pricing 

for the same item. 

 >$250,000-$750,000 If purchase is not sole-source, Purchaser will conduct a formal compeƟƟve proposal process (RFP), obtain a minimum of 2 

wriƩen proposals AND complete SecƟons A and C. Contact your local Finance or Procurement Office and refer to the Procure-to-Pay Manual for 

guidance.2 

 >$750,000 Contact your local Finance or Procurement Office for guidance. 

2 In some cases, a sole- or single-source supplier may be allowable at the >$250,000 threshold; however, a cost analysis may be 
required. Purchasers must complete secƟons A, B, and C if non-compeƟƟve bid (sole or single source supplier). 
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SECTION A – Vendor Quotes 

Retain copies of proposals/quotaƟons in department files. Note PR number above 

CompeƟƟve Proposal: Minimum of two proposals required, three preferred. 

Contractor A: Total Price: Quote Contact: Quote Date: 
Contractor B: Total Price: Quote Contact: Quote Date: 

Contractor C: Total Price: Quote Contact: Quote Date: 

SECTION B – Non-Compe ve/Sole-Source/Single-Source Proposals 

Retain Vendor selec on documenta on in department files. See the Procure-to-Pay Manual for guidance. 

If a noncompeƟƟve purchase/proposal check one or more of the following boxes. 

 Item or service is available only from a single source. 

Supply a brief descripƟon and explanaƟon for reason vendor is unique (see VJF sample language): 

 Public emergency procurement will not permit a delay in compeƟƟve solicitaƟon. 

 AŌer solicitaƟon of a number of sources, compeƟƟon is determined inadequate. 

 The Federal awarding agency or pass-through expressly authorizes noncompeƟƟve proposals (must be documented). 

 ConƟnuity of exisƟng research/work. 

Supply a brief descripƟon (see VJF sample language): 

SECTION C – Selec on of Source and Price Reasonableness 

Cost/ Price Analysis Select one or more of the following statements to indicate that the bid price was fair and reasonable. 

 The quoted prices incorporate discounts not available to the general public & reflect substanƟal savings (e.g. Preferred Vendor or 
contract partnership agreements, negoƟated pricing, etc.). 

 The quoted prices compare favorably to previous prices paid for the same or similar items on Payment Req.: 

 The quoted prices compare favorably to Harvard internal esƟmates (e.g. HUIT, UOS, etc.) for similar items. 

 The quoted prices were reviewed as part of Harvard’s overall proposal by the federal sponsoring agency & found to be acceptable. 

 The contractor has stated that the quoted prices are no greater than those charged to the contractor’s most favored customer. 

 The price was obtained from a current catalogue or 
standard printed price list. 

 Other (e.g., cost analysis for construcƟon projects). 

Department AuthorizaƟon (Signature of the department buyer who iniƟated the purchase): 

Signature 

Date:   Email Address: 

Name (please print): Telephone Number:  

NOTE: All individuals making purchases on behalf of Harvard must follow the conflict of interest standards outlined in Appendix A as 

well as any other of Harvard’s exisƟng conflict of interest policies (see Procurement Policy Related Resources). 

Page 20 of 24 



  
 

  

 
 

 

 

  
 

 

 

  
 

  

 

  

   

 

 

 

 
 

 
  

 
 

 
 

 
  

 

 
 

  

  

 
 

 

 

 
  

  

 

 

 

 

 

 
  

 
 

 

  
  

  

    

Subrecipient vs Contractor  

The terms vendor and contractor substanƟally have the same meaning and may be used interchangeably. For consistency purposes, 

when Harvard provides funds from a federal award to a non-federal enƟty, the non-federal enƟty receiving these funds is classified as a 

subrecipient/subcontract, negoƟated by School’s sponsored office, or a vendor/contractor based on the nature of the agreement and 

the criteria in 2 CFR §200.330. 

Before entering into a relaƟonship with another enƟty under a sponsored award in which the other enƟty will provide goods or services 

or substanƟve, programmaƟc work to Harvard as the prime recipient of funding, a determinaƟon must be made as to the nature of the 

legal relaƟonship of Harvard and other enƟty, which in turn will determine the type of legal agreement required to document the 

relaƟonship. This is a significant decision because it determines the allocaƟon of responsibiliƟes and influences the appropriate 

applicaƟon of indirect cost rates. 

See Subrecipient vs Contractor Guidance on Appropriate ClassificaƟon of Legal RelaƟonship for addiƟonal informaƟon. 

Note: a contractor/vendor who may subcontract work is required to collect debarment cerƟficaƟon from those addiƟonal 

subcontractors. 

A subrecipient relaƟonship is appropriate when: A contractor/vendor relaƟonship (including that of an individual 

acƟng as a vendor for consulƟng services) is appropriate when: 

• SubstanƟve, programmaƟc work or an important or • The enƟty is providing specified services in support of the 
significant porƟon of the research program or project is research program. 
being undertaken by the other enƟty. • The enƟty has not significantly parƟcipated in the design of 

• The research program or project is within the research the research itself but is implemenƟng the research plan of 
objecƟves of the enƟty. the Harvard invesƟgator. 

• The enƟty parƟcipates in a creaƟve way in designing and/or • The enƟty is not directly responsible to the sponsor for the 
conducƟng the research. research or for determining research results. 

• The enƟty retains some element of programmaƟc control • The enƟty markets its services to a range of customers, 
and discreƟon over how the work is carried out. including those in non-academic fields. 

• The enƟty commits to a good faith effort to complete the • LiƩle or no independent decision-making is involved in the 
design or conduct of the research. design and conduct of the research work being completed. 

• The enƟty makes independent decisions regarding how to • The agreement only specifies the type of goods/services 
implement the requested acƟviƟes. provided and the associated costs. 

• A principal invesƟgator has been idenƟfied at the enƟty and • The enƟty commits to deliverable goods or services, which 
funcƟons as a “Co-InvesƟgator.” if not saƟsfactorily completed will result in nonpayment or 

• There is the expectaƟon that the enƟty will retain requirement to redo deliverables. 

ownership rights in potenƟally patentable or copyrightable • The enƟty does not expect to have its employees or 
technology or products that it produces in the course of execuƟves credited as co-authors on papers that emerge 
fulfilling its scope of work. from the research. 

• PublicaƟons may be created or co-authored at the enƟty. • The expectaƟon is that the work will not result in 

• The enƟty provides cost sharing or matching funds for patentable or copyrightable technology or products that 

which it is not reimbursed by Harvard. would be owned by the enƟty. 

• The enƟty regards itself, and/or is regarded by Harvard, as • In the case of an individual vendor of consulƟng services, 

“engaged in research” involving human subjects under the the person has no employment relaƟonship with Harvard, 

Common Rule and therefore requires approval for its either academic or administraƟve in nature. 

interacƟons with human subjects. 
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Sample Language Vendor Justification/Price Verification Form (VJF)  

EXAMPLE SECTION B 

Key Elements for Sole-Source or non-compeƟƟve bids, as outlined in the Uniform Guidance, should include: 

• Clear & accurate descripƟon of the technical requirements for the procurement 

• An explanaƟon noƟng how the contractor selected meets the defined technical requirements for the procurement 

• Price jusƟficaƟon 

Sample explanaƟon of a sole-source vendor:  

Professor Smith and her research team have assessed their needs for a spectrometer and have determined that the piece of equipment 

needs to contain the following specs at minimum: 

• Parallel angle and energy detecƟon 

• KineƟc energy ranges 0 - 10eV, 0 - 100eV, 0 - 400eV, 

0 - 1500 eV, 0 - 3500eV 

• High energy opƟon up to 15kV  

• Excellent energy and angular resoluƟon 

• Angular and spaƟal resolving modes  

• 2D-DLD Detector 

• THEMIS 600 / 1000 have 100 mm or 150 mm mounƟng flanges, respecƟvely 

Upon review of available spectrometers on the market, it has been determined that Spectrometer, Inc. is the only company that sells 

a spectrometer that meets the required specificaƟons. A disconƟnued spectrometer of the same type offered by Meters R Us fell 

within the same price range of the spectrometer purchased OR a different spectrometer without the same resoluƟon was priced 

within the same price range. 

Sample explanaƟon conƟnuity of exisƟng research/work: 

Sample 1: Professor Jones has used VWR capillary tubes catalog no 75840-018 for the last 3 years of the NIH Cancer Research Project. 

These specific tubes fit the equipment used on the project (melƟng point apparatus, incubaƟng shakers, clamps, etc.). A change to 

different tubes mid-way through the research may affect results and the tube sizes may not be compaƟble with the current 

equipment being used. 

Sample 2: Professor Lilly has used Data Source Analysis to analyze data points for a NIH Lung Cancer Study. Data Source Analysis has 

been collecƟng, storing, and analyzing the data for the 20 years of the project. The data analysis parameters and staƟsƟcal analysis 

tables are complex and have over 2 million data points. A change to different vendor mid-way through the research may affect analysis 

results and skew the data from the last 20 years. 

OSP Subcontract 

A Co-PI (at another Harvard school or external to Harvard) has a major programmaƟc research path as part of an overall NSF award 

reviewing changes in ocean levels and climate change. The Co-PI has a research budget of $750,000 to review specific changes to the ice 

caps. The work on the ice caps will be incorporated into the overall NSF award. OSP has determined that because this work is 

substanƟve and a significant porƟon of the research, this would be a formally negoƟated and signed OSP subcontract. This would not 

require a VJF since the subcontract agreement would contain all jusƟficaƟons required for the funding. If allowed in the subcontract and 

the Co-PI hires addiƟonal vendors, those vendors must meet VJF and Debarment requirements. 
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