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Compliance Reminders

Year End
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• Celebration of BOTH the procurement 
     profession and the professional

• Share the good news about public procurement
     and the value to organizations and communities

• Bring awareness to the “little known facts” about   
     the services we provided and why we do it



34 YEARS OF 

SERVICE (19 IN 

PROCUREMENT)

17 YEARS OF 

PROCUREMENT 

SERVICE



PURCHASING

PROCUREMENT

DEPARTMENT



March 1, 2024, Governor Jeff Landry signed a 

proclamation officially declaring March as 

Professional Procurement Month in the State 

of Louisiana.



THE PROCUREMENT 

STATE OF THE 

UNIVERSITY 
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• As a university, the majority of the goods/services we acquire are  
properly procured.

• The majority of our requesters are receptive to our guidance and 
changes.

• The vast majority of non-compliance is due to lack or inadequate 
training rather than blatant disregard. 

• Any non-compliance can be an audit finding so we must all do our 
parts to mitigate and eliminate these violations.

• Non-compliance will be officially recorded, tracked, and could result in 
denial of payment by UNO (must be paid by Foundation or from 
personal funds) and/or disciplinary action.

      See “Unauthorized Purchases” Policy at uno.edu/purchasing 



COMPLIANCE REMINDERS

• No vendor should be asked to provide a good or service to you without 
a fully approved purchase order or signed authorization to use a P-Card.

• When time and convenience is a factor, state contracts can be used to 
purchase without going through a bid/solicitation process. They 
have already been competitively solicited by the State. You only need 
a PO.

• No Requester should enter a requisition without reviewing the 
Purchasing Guidelines on UNO’s Procurement page as well as 
completing the Purchasing E-Learning in Workday Education.

• Lack of planning does not constitute an emergency.

• Engage Certified Small and Veteran-Owned Businesses (Hudson & 
Veteran Initiatives)

• Vendors can be certified at www.ledsmallbiz.com
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WORKDAY UPDATES
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• Freight can be added by Requesters 

• Requester can be changed when employment is 
terminated or job roles change

• Change orders no longer needed for invoice 
amounts that are within $25 of the purchase 
amount (Test Stage)

• Requisitions will be classified for services 
already rendered/goods already received for 
accountability purposes (Configuration Stage)



YEAR END

DEADLINES
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DATES/NOTES PROCUREMENT

4/15/2024 REQUISITIONS - ALL FUNDS (INCLUDING GRANTS)

Notes

Over $20,000: All requisitions requiring a bid or price quotations must 
be received (fully approved with all back-up documentation) no later 
than 4:30PM on 4/15/2024. This excludes state contracts, sole source, 
software, maintenance of information technology equipment, repairs 
to equipment, and repair parts from LA authorized dealers. Also 
excluded is scientific and lab supplies for research not to exceed 
$30,000 per transaction.

5/6/2024 REQUISITIONS - ALL FUNDS (INCLUDING GRANTS)

Notes

All purchase requisitions requiring price quotations (over $10,000) 
must be received no later than 4:30PM on 05/6/2024. This includes 
those exempted from the above deadline.

5/31/2024 REQUISITIONS - ALL FUNDS (INCLUDING GRANTS)

Notes

All requisitions (including verbal purchase order requests) and all 
orders placed against blanket purchase orders must be submitted 
prior to 4:30PM on 05/31/2024. All end users are encouraged to plan 
ahead for the month of June and will be responsible for assuring these 
invoices are received in Accounts Payable.

6/24/2024 ALL REQUISITIONS – CLOSED

PROCUREMENT CONTACT INFO

BEJIDE LEGANIA - BLEGANI1@UNO.EDU, 

EXT 6171

TROY BACINO - TABACINO@UNO.EDU, 

EXT 6172

ELAINE RAMOND - ERAMOND@UNO.EDU, 

EXT 3236

mailto:BLEGANI1@UNO.EDU
mailto:TABACINO@UNO.EDU
mailto:ERAMOND@UNO.EDU


YEAR END

DEADLINES
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DATES/NOTES ACCOUNTS PAYABLE

6/21/2024 CONTRACTUAL SERVICES/HONORARIUMS/NON PO PAYMENTS

Notes
Contractual services, honorarium, and non-PO payments should be 
submitted by the end user in Workday no later than 6/21/2024 via a 
“Supplier Invoice Request” in Workday. 

6/21/2024 TRAVEL

Notes

“Expense Reports” for travel must be submitted by the end user in 
Workday by 6/21/2024 in order for it to be expensed with FY 2023-24 
funds. If travel extends past 6/21/2024 but ends before 6/30/2024, 
please notify Accounts Payable.

6/24/2024 ALL SPEND AUTHORIZATIONS AND EXPENSE REPORTS - CLOSED

6/30/2024 SUPPLIER INVOICE REQUEST/RECEIPTS

Notes
If goods or services will be delivered or rendered by 06/30/2024, the 
end user must initiate the payment process by creating the receipt in 
Workday.

A/P CONTACT INFO

MAGGIE SUNSERI - 

MSUNSER1@UNO.EDU, EXT 4390

PHILIP COCO - PCOCO@UNO.EDU, EXT 

4571

HIEN TRINH - HMTRINH1@UNO.EDU, EXT 

1245

TIFFANY ROUSSE - TROUSSE@UNO.EDU, 

EXT 6510

DEBBY CHARREIR - 

DCHARRIE@UNO.EDU, EXT 5431

mailto:MSUNSER1@UNO.EDU
mailto:PCOCO@UNO.EDU
mailto:HMTRINH1@UNO.EDU
mailto:TROUSSE@UNO.EDU
mailto:DCHARRIE@UNO.EDU


THANK 

YOU

Bejide Legania

504-280-6171

blegani1@uno.edu 

mailto:blegani1@uno.edu
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