GUIDELINES FOR USING THE PURCHASE ORDER
January 1, 2011
Application of the Purchase Order
The Purchase Order form was created for voluntary use by the Agencies to promote consistency, instill public confidence, and raise the standard of practice.
Subject to your Agency’s internal policies and procedures for the use of Purchase Orders, this form may be used for low risk transactions as a stand alone document and not in connection with a Price Agreement as defined in OAR 125-246-0110 (110).

For higher risk transactions, use a Contract form found on ORPIN as a template.  

Instructions and Options
1. Contract Formation.  A Purchase Order must be signed by an authorized agent for the Agency.  A Purchase Order does not need to be signed by the Contractor in order to form a binding contract between the State and the Contractor.  A Purchase Order is an offer that may be accepted by the conduct of the Contractor, (i.e. delivering the requested Goods) forming a Contract.  ORS 72.2040 states that a contract for sale of goods may be made in any manner sufficient to show agreement, including conduct by both parties which recognizes the existence of such a contract.  ORS 72.2060 states that an offer to make a contract shall be construed as inviting acceptance in any manner and by any medium reasonable in the circumstances.
2.  Complete the Purchaser Order.  Since the Purchaser Order is the contract between the State and the Contractor, it is extremely important that the form is complete and accurate prior to submittal to the Contractor.

3.  Record Keeping.  Send the original Purchase Order and all attachments to the Contractor.  If you send the document by facsimile, make sure to send both pages of the Purchase Order and copies of all the pages of any attachments.  Keep a complete copy of the Purchaser Order and all attachments for your file.  It is advisable to maintain within the Procurement File the receipt of any electronic transmission.
4.  (Optional) Disaster Procurement Provision.  The attached Disaster Procurement Provision may be used as an Exhibit at the Agency’s discretion. This provision may be used on purchase orders for ongoing purchases of Goods.  This provision is not intended to apply to a single purchase.  If you have questions about this, please contact Marscy Stone.  

5.  (Optional) Insurance Requirements.  Insurance may be required for this transaction.  If you need assistance in determining appropriate insurance clauses and amounts, please contact DAS Risk Management.

6. Category labeled “FOB” on the Form.  Free on Board (FOB) is used with the designation of a physical point to determine the responsibility and basis for payment of freight charges and, unless otherwise agreed, the point at which title for the material passes to the buyer or consignee.  

FOB may designate that title passes at Destination or Origin of shipment.  

FOB may also designate that the:

· Buyer pays the freight (Freight Collect), 

· Buyer pays the freight and deducts it from the seller’s invoice (Freight Collect and Allowed), Seller pays the freight (Freight Prepaid), 

· Seller pays the freight and then collects the charges from the purchaser by adding them to the invoice (Freight Prepaid and Added), or 

· Seller pays the freight and adds it on to the seller’s invoice (Freight Prepaid and Charged Back)
These Guidelines do not advise the agencies about how to select FOB designations.
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