Purchasing Policy and Procedure

Vendor/Manufacturer Rebates

POLICY

No State employee may use their public position or office to obtain financial gain or anything of substantial value for the private benefit of themselves or their immediate family, or for an organization with which they are associated. Violating this policy can lead to disciplinary action, up to and including discharge.
DEFINITION

Rebate is defined as a return of all or part of an amount given in payment for product, whether in the form of money, “free” merchandise, or future benefits based on purchases made. Examples of rebates include but are not limited to cash, credit toward future purchases, free goods (including food and beverages) and coupons.

REBATES

For the purpose of this policy, rebates associated with University purchases in the form of money or property are considered items of value that individuals may not personally acquire as a result of their position.
If a cardholder qualifies for a rebate the instructions on the rebate form must be followed including any legal requirements.

PROCESS FOR REIMBURSING REBATES

1. Rebate checks should be made payable to the University. If the check is made payable to an individual, it must either be signed over to the University or the individual must reimburse the University the amount of the rebate check with cash, money order, cashier check or debit card. Rebate checks or reimbursements should be deposited back into the account and object code from which the original purchase was made.
2. Rebates in the form of certificates, property or gift cards must be returned to the department for future use. Department heads are responsible for assuring that a procedure is in place to account for rebates in this form.
3. Rebate documentation must be kept with the originating purchase documents showing the disposition of rebates back to the University.

When making purchases, departments may not solicit rebates from vendors. Rebates are incentives offered by a vendor to provide additional consideration or compensation to encourage the purchase of goods and/or services from that vendor. 
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