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NON-CATALOG ORDERS: ACTIVITIES 
Visit https://trn.one.iu.edu and click on the BUY.IU TUIT task tile to access the training environment. 

ACTIVITY 1: IS A CONTRACT REQUIRED? 
1. A sales representative from Storyteller Studios, a film studio located in Indianapolis, contacts your 

department. They offer to provide videography services for the upcoming Science Olympiad. You 
research the company and decide to pursue the relationship. Based on your initial conversations, 
Storyteller Studios estimates the production will cost $4,000. 
 
Is a contract required? Why or why not? 

 

2. Hans Zimmer, an Associate Professor from the Frankfurt University of Music in Germany, has been 
in contact with Professor Goldberg in the Jacobs School of Music. Prof. Zimmer proposes a 
collaboration between the two schools on a composition restoration project. Prof. Goldberg agrees, 
and requests that Prof. Zimmer be compensated $2,000 for his contribution to the project. 

 
Is a contract required? Why or why not? 

 
 

3. The School of Informatics holds a welcome celebration for its newly accepted PhD students. IU 
Catering, the preferred caterer on the Bloomington campus, will cater the event.  
 
IU Catering presents your department with a catering agreement which outlines the event. The 
agreement must be signed and returned prior to the event. 
 
Are you able to sign this agreement?  

 

ACTIVITY 2: SUBMIT A NON-CATALOG ORDER 
You work at UITS in the Administrative Support group on the Bloomington campus. Your group decides 
to invest in new Surface Pro 6 tablets. A local contracted supplier, Pier Group, offers to fulfill the order 
at a price of $1065.00 per tablet. This price is significantly lower than the price offered by CDW-G, so 
you decide to purchase the tablets from Pier Group. 

Purchase the following from Pier Group: 

• 10, 12.3”, 16 GB RAM Microsoft Surface Pro 6 tablets 
• 10, Surface Pro 6 carrying cases 

Use account 1912440, subaccount ADSUP, and object code 5215 (Expendable Computer Equipment). 

Is a contract required for this purchase? Why or why not? 

 

https://trn.one.iu.edu/
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ACTIVITY 3: SUBMIT A RECURRING ORDER 
You work at the Student Outreach Clinic located in Indianapolis. Each year, a new Purchase Order is 
established with Workplace Health Services LLC which processes various tests for clinic visitors. The 
volume of testing needed varies as it is dependent on patronage of the clinic, and each test is charged at 
a flat rate. Based on projections, your Fiscal Officer anticipates $13,000 worth of testing services will be 
performed. 

Establish the Requisition for Fiscal Year 20, and fund the Requisition using account 2383397 and object 
code 4520 (Contractual Services). 

Is a contract required for this purchase? Why or why not? 

 

 

Is a Recurring Order appropriate in this situation? 

 

 

Should you establish this as a Blanket Order? 

 

 

ACTIVITY 4: SUBMIT A CHANGE REQUEST 
Think back to Activity 2. You are contacted by your Supervisor. The original Surface Pro 6 tablet order 
was incorrect. Your department needs to order three additional tablets and cases.  

Locate your completed Purchase Order and submit a Change Request. Update the quantity to reflect the 
new total of 13 tablets and 13 cases. Request the updated order be distributed to Pier Group when 
available. 
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