PROCEDURE

	
	
	
	PAGE

	SUBJECT
	PROCEDURE: PURCHASING
	P5.12-


	LEGAL AUTHORITY
	P6Hx23-5.12
	
	4/17/12
Revision #12-4



P6Hx23-5.12
PROCEDURE: PURCHASING



I.
The President or designee is authorized to approve the purchase of supplies, equipment, commodities and services not in excess of the threshold amount specified in Category Five, Section 287.017, Florida Statutes.




If the supplies, equipment, commodities or services to be purchased will exceed the amount set forth in Category Two as specified in Section 287.017, Florida Statutes, solicitation of competitive offers is required pursuant to State Board of Education Rule 6A-14.0734, unless exempted from the requirement.  Competitive solicitations for purchases not exceeding the Category Five threshold as specified in Section 287.017 may be approved by the President or President's designee, provided however, that such approvals are listed and reported to the Board quarterly.  Competitive solicitations for purchases exceeding the Category Five threshold shall be approved by the Board of Trustees.




Purchases from the same vendor for the same project or purpose may not exceed the threshold amount of Category Five, Section 287.017, Florida Statutes, unless approved by the Board.




The President or designee is authorized to approve the purchase of supplies, equipment, commodities or services, not in excess of the threshold amount specified in Category Five, Section 287.017, Florida Statutes, that are exempt from the State Board of Education competitive solicitation requirements, provided however, that exempt from competitive solicitation purchase approvals are listed and reported to the Board quarterly.




Alternatively, at the discretion of the President, any request for purchase of supplies, equipment, commodities or services not in excess of the threshold amount specified in Category Five, Section 287.017, Florida Statutes may be considered by the President's Cabinet prior to final approval, or considered by the President in consultation with the Board Chair prior to final approval, or presented by the President to the Board for approval.




Competitive solicitations or solicitations, as defined by State Board of Education Rule 6A-14.0734, include an invitation to bid, a request for proposal, request for quote, or an invitation to negotiate.




The Purchasing Department may utilize the “Invitation to Negotiate” (ITN) procurement model, defined by Section 287.012(17), Florida Statutes, as a written solicitation for competitive sealed replies to select one or more vendors with which to commence negotiations for the procurement of commodities or contractual services when it is determined that negotiations may be necessary in order to receive the best value.  Approval by the President is required before issuing an ITN.  The request for approval to issue an ITN must specify the specific purpose and rationale for invoking the process.  Legal guidance may be requested of the college attorney during a given ITN process.  The award of a contract or purchase order as a result of an ITN process may be through the approval authority of the President or by the Board of Trustees when beyond the approval authority of the President.  The ITN process is not meant to be used to circumvent the traditional “Invitation to Bid” or “Request for Proposal” procurement models but may be used in those instances in which direct negotiations with one or multiple vendors is deemed by the College under the circumstances at hand to be more likely to lead to the best value.



II.
It shall be the responsibilities of the various budget supervisors to determine their departmental needs for equipment, materials and supplies.  These needs should be conveyed to Purchasing in sufficient detail far enough in advance of the time the items will be needed to enable Purchasing to select the best vendor for each purchase except as excluded in IV. below.



III.
It shall be the responsibility of Purchasing to determine the best vendor for each purchase made by the College except as excluded in IV. below.  In determining the best vendor, Purchasing shall consider price, quality, delivery time, past experience and availability of service.



IV.
Reimbursable purchases by College employees shall be limited to a maximum of $300.00 per day.  Reimbursement may be obtained through either the use of a check request ($100.01 to $300.00) or petty cash ($.01 to $100.00).  Proper documentation is required in one of the following forms:




A.
A bill of sale marked "paid," or an official cash register receipt with all items identified (this must be the actual original document received from the vendor; a photocopy or altered documentation is not acceptable); and




B.
A Petty Cash Reimbursement Voucher completed and signed by budget supervisor and submitted to the campus/center Business Office; or




C.
A Check Request completed and signed by budget supervisor and submitted to Business Services, District Office.


V.

In the event that an invoice is received which is priced lower than a transaction approved by the President or designee, or the Board of Trustees, the College is authorized to pay the lesser amount without further approval.


VI.

Because of rapid changes in technology, the Board grants authorization to the President or designee to approve substitutes for specific items in a solicitation award upon notification from the vendor receiving the award that the ordered item(s) are no longer available.  Said substitute(s) must be identical in cost to, or less in cost than, the amount(s) previously approved by the President or designee, or the Board.  The budget supervisor for the transaction and the vice president of Information Systems must also certify that such substitution is acceptable.


VII.
The Board of Trustees delegates to the President or designee the responsibility for expenditures by the College, including the acceptance of the lowest or best competitive solicitation and/or rejection of competitive solicitations, subject to approval by the Board for award of certain purchases over the Category Five threshold amount specified in Section 287.017, Florida Statutes.  If other than the lowest or best responsive offer meeting specifications is accepted, a public record of the justification shall be made.


Through the administrative structure of the College, the President has vested with the director of Purchasing certain responsibility and authority for procurement of property, supplies, and services.




No other employee of the College is permitted to order any materials, supplies, equipment, or services, on behalf of the College directly and on his/her own authority.  However, in the absence of the director of Purchasing, the assistant director of Purchasing or the vice president or associate vice president of Business Services may act.  No person may make any purchase involving the use of College funds unless authorized to do so, and then only through established rules and procedures.  An exception is the Visa Procurement Card Program authorized by the Board involving the Facilities Planning & Institutional Services Department and the Collaborative Labs Program.  




The President is authorized to include in the Visa Procurement Card Program from time to time, other programs and departments of the College, upon the recommendations of the associate vice president of Financial and Business Services and the director of Purchasing.


The payment of any unauthorized purchases may be the sole responsibility of the person placing the order.




Purchases of goods or services from businesses owned by or associated with College employees may violate the Code of Ethics for Public Officers and Employees (Part III, Chapter 112.311-112.31895, Florida Statutes.  Specific questions should be forwarded by the budget supervisor, through administrative channels, to the college attorney.


VIII.
COMPETITIVE PRICING REQUIREMENTS



All purchases of $5,000 or less shall be made in accordance with good purchasing practices and in the College's best interest.  Purchase orders may be issued at the discretion of the director of Purchasing or designee.



All purchases exceeding $5,000, but not exceeding the Category Two threshold amount as specified in Section 287.017, Florida Statutes, require that at least three quotations be obtained by Purchasing, whenever possible, from responsible vendors.



All non-exempted purchases exceeding the Category Two threshold amount as specified in Section 287.017, Florida Statutes, require a formal sealed competitive solicitation requested from at least three responsible vendors, when possible.  In addition, competitive solicitation awards exceeding the Category Five threshold amount as specified in Section 287.017, Florida Statutes, must be approved by the Board of Trustees.  Whenever two or more such solicitations which are equal with respect to price, quality, and service are received for the procurement of commodities or services, a solicitation response received from a business that certifies that it has implemented a drug-free workplace program as specified in Section 287.087 Florida Statutes, shall be given preference in the award process.  In the event it is desired to competitively solicit commodities or services that are included in the exempt from competitive solicitation category, the competitive solicitation process must originate through Purchasing.



The following are exceptions to competitive solicitations:



A.
Purchases under Sections 946.515 (PRIDE) and 946.518 (The State Department of Corrections), Florida Statutes.



B.
Educational tests, textbooks, instructional materials and equipment, films, filmstrips, video tapes, disc or tape recordings or similar audiovisual materials, graphic and computer-based instructional software.



C.
Library books, reference books, periodicals, and other library materials and supplies.



D.
Purchases at the unit or contract prices established through competitive solicitations by any unit of government established by law or non-profit buying cooperatives.



E.
Food.



F.
Services or commodities available only from a single or sole source.



G.
Professional services shall include services for, including, but not limited to artistic services, instructional services, health services, academic program reviews, lectures by individuals, environmental matters, attorneys, legal services, auditors, and management consultants, architects, engineers, and land surveyors.  Services of architects, engineers, and land surveyors shall be selected and negotiated according to Section 287.055, Florida Statutes.  For the purposes of this paragraph, “professional services” shall include services in connection with environmental matters, including, but not limited to the removal of asbestos, biological waste, and other hazardous material.



H.
Information technology resources is defined as all forms of technology used to create, process, store, transmit, exchange, and use information in various forms of voice, video and data, and shall also include the personnel costs and contracts that provide direction information technology support consistent with each individual college’s information technology plan.



I.
Single source procurements for purposes of economy or efficiency in standardization of materials or equipment. 



J.
The President or designee may waive solicitation requirements in emergencies when there is an imminent threat to students, employees, or public safety or when necessary to prevent damage to facilities caused by an unexpected circumstance.



K.
Items for resale.



L.
When soliciting a submittal for competitive offers and only one responsive offer is submitted, the College may purchase such products or service under the best terms it can negotiate.


IX.

NON-COMPETITIVE PURCHASES FOR INSTRUCTIONAL AND OTHER PURPOSES


An academic department may, when the integrity and effectiveness of the instructional process requires, specify that "no substitutions or equivalents will be acceptable."  Additionally, a non-academic department may, when necessity for compatibility requires, also specify that "no substitutions or equivalents will be acceptable."  In either case, justification deemed adequate by the director of Purchasing must be submitted with the request.


In either event, such a request should be received by Purchasing at least 60 days before the item is needed.


X.

MISCELLANEOUS SMALL CONSTRUCTION PROJECTS


Facilities Planning & Institutional Services frequently has miscellaneous small construction or remodeling projects throughout the College that require immediate attention but which are difficult to price competitively because of job size and lack of detailed specifications. (A miscellaneous small construction or remodeling project shall not exceed the Category Two threshold amount as specified in Section 287.017, Florida Statutes in cost). Often the number of projects at any given time exceed the capacity of the in-house construction crew. Moreover, certain kinds of jobs may be more economically performed by a small contractor than if done in-house.


Therefore, the director of Facilities Planning & Institutional Services may select and pre-qualify several small contractors each fiscal year, or more frequently if necessary, to be presented to the Board of Trustees for selection as eligible to be chosen by the department to perform miscellaneous small construction or remodeling projects on a rotation basis.


The requirement for three competitive quotes will not apply under this procedure provided that a written quotation is received from the contractor selected to perform, and further provided, that said contractor produces evidence of adequate insurance and evidence of all required licenses.


XI.

PUBLIC ENTITY CRIMES


Florida Statutes 287.133(2)(a), (b) prohibits accepting any competitive solicitation from, awarding any contract to, or transacting any business in excess of the Category Two threshold amount as specified in Section 287.017, Florida Statutes with any person or affiliates on the convicted vendor list maintained by the Department of Management Services for a period of 36 months from the date that person or affiliate was placed on the convicted vendor list.


XII.
YEAR-END CLOSING




The College Fiscal Year begins on July 1st and ends the following June 30th.  There are certain year-end tasks that are required for closing the books and enabling the preparation of the Annual Financial Statement.  These tasks are usually communicated separately or in a joint notification each year by the associate vice president of Business Services (Accounting) and the director of Purchasing.  It is the responsibility of every department to ensure that any task involving its area is completed in a timely manner as directed by the year-end closing notification.


XIII.
PURCHASE OF BOOKS, MAGAZINES, NEWSPAPERS, AND AUDIOVISUAL MATERIALS
The Library budget is developed to support the programs, courses and special projects of each Campus or Center.  The budget is developed through a cooperative effort of the library staff and the faculty and staff of each Campus or Center and includes both print and non-print materials.  The Library budget should be sufficient for the support of the curriculum, however there are circumstances where funds from other budgets may need to be transferred to the Library budget to serve a special purpose.  

Most Library materials are purchased from Capital Outlay funds, 73XXX.  Other materials, such as periodicals, are purchased from Current Expense funds, 6XXXX.  Purchases of library-type materials such as books, videos, films, and unbound periodicals by departments other than the library are considered Current Expense (6XXXX).

Purchases of books, periodicals, audiovisual materials, and computer software are intended for use in either the libraries, classrooms, laboratories, or offices for instructional or administrative use.  Use determines the purchasing procedure.  The determination of this use is the responsibility of the budget supervisor.  In making this determination, there are several College policies which must be followed:


A.  Library Books and Materials
All purchases of any print or non-print materials that are for Library use, that is print and audiovisual materials that are cataloged, classified, and circulated to students, staff and faculty by the libraries, must  be purchased through the Library using the Library budget.  A budget amendment is made to accompany purchase requests if departmental funds are used.

When ordering audiovisual materials, Form LI 408, Audiovisual Materials Request, accompanies all requests.  Catalog and ordering information should be attached if available.  All videos which are purchased, require a Form IT 403, Video Request for Purchase, and are checked to avoid unnecessary duplication in the library catalog, LINCC.  (Videos that are taped off-air require Form IT 404, Request for Video Services) 

B.  
Magazines & Newspapers

Periodical subscriptions, if possible, should be ordered through the College's periodical jobber so that subscription lists can be automatically produced showing College holdings and ensuring that these subscriptions are widely available to the College community.  Periodicals should be ordered in July for a January start date since periodical volumes are generally based on a calendar year.  Periodicals subscriptions are annual and the periodical will be added to the subscription jobbers proforma invoice for the upcoming year.  Emergency orders can be made during the current year if necessary to support programs.  The Library catalogs magazines and journals and enters these records in the Library database, LINCC.  In general periodicals should be ordered by and housed in the Library, however, if a departmental or administrative copy is required, the Library will assist the department in ordering.  Issues of the periodical will be directed to the individual department and can still be included in a college-wide listing.
C.  Non-Library Books
The College discourages "mini" libraries in the various departments.  If books are required by a department and the books are manuals, workbooks, textbooks, reference books, etc. purchased for use in laboratories or classrooms, or they are individual copies of these types of books for administrative offices, charges can be made to the appropriate materials and supplies account of the departmental budget (6XXXX).

D.  
Non-Library Audiovisual Materials
The College discourages "mini" libraries of audiovisual materials.  Purchases for items which are housed and used in laboratories and classrooms, are not circulated, and are in daily or frequent use by the department, or are for use in an administrative office can be charged to  the appropriate material and supply account of the departmental budget  (6XXXX) and are delivered to the requesting department when received.  

E. 
Restricted (Fund II) and SPD (Staff and Program Development Funds)
Current Expenses (6XXXX) are purchased as they are from the General Current Fund and charged to the Restricted (Fund II) or SPD budget.  Print and non-print materials ordered with Restricted or SPD funds which are to be cataloged by the library use the budget and GL Code for capital outlay (73XXX). The purchase request is signed by the Director of Libraries and the materials are delivered to the Library Processing Center, LPC, for cataloging and then sent to the requesting site library.

F.  
Preview
Preview items must be requested through the site library and follow the same procedures as purchases.

History:
Amended 9/18/84, 12/9/86, 10/25/88, 6/7/90, 8/9/90, 10/23/90.  Effective 1/1/91 (Competitive Pricing Requirements) and 10/30/90 (Sworn Statements), 9/24/91.  Filed - 9/24/91.  Effective - 9/24/91; 4/21/92.  Filed - 4/21/92.  Effective - 4/21/92; 7/21/92.  Filed - 7/21/92.  Effective - 7/21/92; 11/21/94.  Filed - 11/21/94.  Effective - 11/21/94; 3/18/97; Filed - 3/18/97.  Effective - 3/18/97; 4/20/98.  Filed - 4/20/98.  Effective - 4/20/98; 3/16/99.  Filed - 3/16/99.  Effective - 3/16/99; 4/17/12.  Filed – 4/17/12.  Effective – 4/17/12.
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