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Agenda
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1. Welcome & Introductions

2. Who to Contact for Questions

3. Trademarks & Promotional Items

4. Procurement Contracts

5. Software Procurement

6. Requirements for Every Purchase

7. Purchases on Federal Funds

8. COVID-19-Related Purchases

9. Questions & Comments

Snehal Bhatt



Anita Centeno
PALCard Auditor

Laura Moss
Principal 

Contracts Analyst

Joel Pacheco
Buyer

Andrew Calderon
Contracts Manager

New Team Members Snehal Bhatt



Who to Contact for Questions

If you have questions about… Contact… At…
Procurement/Purchasing or
KFS PURAP Module

Procurement Services procurement@uci.edu

KFS System KFS Help Desk kfs@uci.edu
UCIBuy UCIBuy Help Desk ucibuy@uci.edu
PALCard PALCard Help Desk PALCard@uci.edu
Equipment Equipment Management Help Desk equipment-management@uci.edu

Contracts Contracts Help Desk contracts@uci.edu
Trademarks & Licensing Trademarks Help Desk trademarks@uci.edu

procurement.uci.edu

Doreen Tannenbaum



Trademarks & Promotional Items
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Hung Pham



How to Purchase Branded Merchandise
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1. Introduction to Trademarks
2. UCI Licensing Program
3. Tips for purchasing branded merchandise for 

departments

Hung Pham



What is a Trademark?
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Hung Pham

Any word, symbol, 
design, logo, or slogan
that identifies and 
distinguishes one 
product or service from 
another.



Examples of Trademarks in Use
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Hung Pham



Examples of trademarks in use
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Hung Pham



UCI’s Trademarks
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Hung Pham



Common Question About Our Trademarks
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Hung Pham



UCI’s Licensing Program
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UCI grants permission to use 
our trademarks on items 
through a LICENSE

Hung Pham



Why Do We Have a Licensing Program?
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UC Code of Conduct 
SOCIAL RESPONSIBILITY 

-Prohibits use of FORCED, SLAVE, or CHILD labor in 
any part of the manufacture of merchandise

-Requires transparency throughout the supply chain of 
merchandise bearing University marks

Hung Pham



What is a LICENSEE?
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-A company that specializes in creating items bearing a 
licensor’s marks. 

-For UCI licensees, they are contractually bound to 
comply with the UC Code of Conduct

- Not all “approved or on-boarded vendors” are 
LICENSEES!

Hung Pham



Social Responsible Sourcing and Risk
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Hung Pham



Branded Face Masks / Coverings
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For Internal Branded Face Masks/Coverings:
1. IDMe
2. Manhattan Stitching
3. 4imprint
4. Gorilla Marketing

Hung Pham



Branding for Departments
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Hung Pham



How Do You Purchase Branded Merchandise?
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STEP 1:  Select an AUTHORIZED LICENSEE
Licensee lists can be found at trademarks.uci.edu

STEP 2:  Create artwork – your licensee can help!
STEP 3:  Your licensee takes care of the trademark approval request

SIMPLE 3-steps:

Questions or further assistance: trademarks@uci.edu

Hung Pham

mailto:trademarks@uci.edu


Procurement Contracts
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Andrew Calderon

Contracts are not 
negotiated in a 
vacuum

General/legal terms that might be benign in one situation could be very bad in another.

The details matter.

A Scope / Statement 
of Work is required 
for every purchase

Regardless of whether the service is high dollar/low dollar, the most important piece of information 
Procurement needs is the work requirements owed by the other party.

The more involved the work and higher the spend, the more detail needed.

Critical Terms
(details) to include:

Description of the services performed

Fees/Prices/Costs broken down and when payment is due

Service Dates/Completion Date/Milestones

Where the work will be completed (on/off UCI property)

The Importance of DETAILS



Software Procurement
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Patrick Ko

Requester

UPPOC – Unit Procurement Point 
of  Contact

UISL – Unit Information 
Security  Lead

OIT Security Risk & 
Compliance

Procurement Services

01

05

04

03

02

Software 
Procurement Team



Software Procurement Questionnaire
Before filling out the form,

Identify if an existing UCOP 
Systemwide Agreement or Local 
Master Agreement is available.

1. Search current list of Contracted 
Suppliers

2. Search previous order in KFS for 
that Supplier

3. Access the Inventory Report of 
existing agreements (available 
later this year)

NOTE: If your department has a valid 
multi-year agreement, questionnaire is 
not needed.

https://procurement.uci.edu/procurement/contracted-suppliers.php


A Security Review
is NOT required
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If the software is locally
installed

and the Supplier does NOT
have access to UC network, 

data, or systems…

NOTE: If any P3/P4 data has been identified, Procurement Services 
recommends you contact the OIT Security team for review.

If the software is installed in 
the cloud -OR- both locally 

and in the cloud

And all the security 
questions are marked 

“No”…

Note:

Whether or not a 
Security Review is 

needed

An Accessibility Review 
could still be needed.

However, if an Accessibility Review is NOT needed…

I filled out the 
questionnaire.
What’s next?



Proceed with the Purchase
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Submit a requisition in KFS

and

REMEMBER TO ATTACH:

Completed Software Procurement Questionnaire to the KFS requisition

Any supplier order forms, agreements, documentation pertaining to this 
software request



For P3/P4 data…For P1/P2 data

securityreviews@uci.edu

UCI Campus Review Process:
• UCI Campus Security
• UCI Campus  

Privacy/GDPR
• UCI Campus Accessibility
• UCI PCI

secriskassessment@hs.uci.edu

UCIH Review Process:
• UCIH Security
• UCIH Privacy Office/GDPR
• UCIH Accessibility

If a Security Review is needed…

UCI Health

If the software is installed in the 
cloud -OR- both locally and in 

the cloud
And any security questions 

are marked “Yes” or “Unsure”

If the software is installed in the 
cloud -OR- both locally and in 

the cloud
And if the Protected Health 

Information (PHI) box is 
checked “Yes” or “Unsure”

UCI Campus

Route to your department’s 
Unit Information Security Lead 

(UISL)

security.uci.edu/isc.html

mailto:securityreviews@uci.edu
mailto:secriskassessment@hs.uci.edu
https://security.uci.edu/isc.html


Security Review Documents
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Documents the UPPOC 
needs to obtain from 
the supplier for OIT to 

perform a security 
review:

Supplier Security 
Plan/Policy

Third Party SOC2 Type 
II report

HECVAT

Vendor Application 
Security Risk Form 

(HIPAA data)

Documents that should 
be sent to supplier for 

review:

UC Purchasing 
Agreement + 

Attachment A Template

UC Terms and 
Conditions

Appendix DS (Exhibit 1 
must be filled out by 

UPPOC)

Any Appendices that 
may apply(GDPR, BAA)



1. Route the Security documents and Appendix DS 
(if there are edits) to the OIT Security email address 
(securityreviews@uci.edu). A Service-Now ticket will be 
generated.

2. Create a requisition in KFS.

• Use the commodity code 81162000 for “Services 
with cloud-based component”

3. Route the edits/redlines to the UC Agreement from 
Supplier to contracts@uci.edu

I've received the required 
Security documents and edits to 
the UC Agreement back from the 

supplier.

Now what?

https://systems.oit.uci.edu/kfs/kr/inquiry.do?businessObjectClassName=org.kuali.kfs.vnd.businessobject.CommodityCode&purchasingCommodityCode=81162000&methodToCall=start&versionNumber=2&mode=modal
mailto:contracts@uci.edu


The Rule of Three – Best Practices

End Users/Requesters UPPOC
• Submit your requests as early 

as possible.

• Consult with your UPPOC first. 
Be sure to fill out the Software 
Procurement  Questionnaire.

• NEVER sign any supplier T&C 
or Agreements on behalf of 
the University.

• Check for existing agreements. 
Verify compliance with BUS-43 
and PCC.

• Verify that the Software 
Procurement Questionnaire is filled 
out accurately and  completely.

• Allow sufficient time for software 
review.

in Software Procurement



Key Requisition Requirements Sarosh Siganporia

Fill in the Explanation box with any pertinent information regarding the PO (i.e. rush orders, 
previous year’s PO#, etc.)

• If it’s a recurring purchase order (RPO) for services, reference the previous year’s PO
• Include ALL supporting documentation (e.g. quotes, associated agreement, statement of work, etc.)

• If any required documents are missing, the order will not be processed
• We cannot process a PO if the documents are missing, even for rush/urgent requests for approvals.

• Please make sure all sections of the SSPR form are filled out correctly

• If the software purchase involves HIPAA data, the Medical Center IT Security team will perform the security 
risk review. Please plan ahead for this type of request as lead times can be longer due to the nature and 
detail of their reviews.



UCIBuy Updates

29

In Progress: Releasing October 2020
• Waxie Punchout (replacing hosted catalog) – September 2020

• Tangram/Steelcase Punchout – October 2020 

In the Pipeline: – ETA Fall/Winter 2020
• Thomas Scientific

• Office Depot Workspace/Janitorial Punchout

• Home Depot Pro Punchout

New landing page for better search results
Contact ucibuy@uci.edu for any questions on UCIBuy and eCommerce Purchases

mailto:ucibuy@uci.edu


Purchases on Federal Funds
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Helen Chang

Uniform Guidance (UG)
• July 2018

• Small Purchase Federal Fund 
>$10K & <$100K

• Competitive Bids Purchases 
>=$100K

Source Selection & Price 
Reasonableness (SSPR) 
Form
• Price Reasonableness

(3 quotes)

• IV-Sole Source Justification –
Awarding Agency Approval for 
no price competition

• GEC to Federal Fund

Federal Funds Checklist
• Upcoming training

• Federal Grants – All Orders: 
Complete a Debarment 
Verification for Supplier 
before submitting the 
Requisition

https://www.sam.gov/SAM/pages/public/searchRecords/search.jsf


COVID-19 related purchases
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Snehal Bhatt

procurement.uci.edu/covid-19

Face coverings

ehs.uci.edu

Sanitizer & cleaning 
supplies

uci.edu/coronavirus/
messages/200602-
cleaning-
supplies.php

Returning to Site -
Supplies Needed

Plexiglas Barrier Request 
Form

(for customer
facing areas)

https://ehs.uci.edu/
https://uci.edu/coronavirus/messages/200602-cleaning-supplies.php
https://docs.google.com/forms/d/e/1FAIpQLSdSoS3mztKmMRaTxqUvqnUASo2R-7FtwWF_N_Lyixrthzsn4g/viewform


Who to Contact for Questions

procurement.uci.edu
If you have questions about… Contact… At…
Procurement/Purchasing or
KFS PURAP Module

Procurement Services procurement@uci.edu

KFS System KFS Help Desk kfs@uci.edu
UCIBuy UCIBuy Help Desk ucibuy@uci.edu
PALCard PALCard Help Desk PALCard@uci.edu
Equipment Equipment Management Help Desk equipment-management@uci.edu

Contracts Contracts Help Desk contracts@uci.edu
Trademarks & Licensing Trademarks Help Desk trademarks@uci.edu

Doreen Tannenbaum



Submitted Questions
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Question:
How often do procurement policies 
change?

Answer: 
When there are new mandates or 
guidelines introduced by Federal or 
State government, or new policy is 
introduced by UC Office of the 
President.

UC Policy BFB-BUS-43: Purchases of 
Goods and Services; Supply Chain 
Management

UCI Purchasing Procedures 707-10

https://policy.ucop.edu/doc/3220485/BFB-BUS-43
http://policies.uci.edu/policies/procs/707-10.php


Submitted Questions
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Question:
My department needs to mail 
purchases to students. Should the 
purchases be made on the PALCard or 
the Corporate Travel Card?

Answer: 
If the purchases are gifts, they should 
use the Corporate Travel card. 
If they are program supplies, use the 
PALCard. procurement.uci.edu/palcard/index.php

accounting.uci.edu/travel/before/travel-card.html

https://procurement.uci.edu/palcard/index.php
https://accounting.uci.edu/travel/before/travel-card.html


Thank 
You!

procurement.uci.edu
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