FLORIDA GATEWAY COLLEGE

POLICY


TITLE: Purchasing, Competitive Solicitations

NUMBER: 6Hx12:5‑01


 and Contracts 

AUTHORITY: District Board of Trustees  



RESPONSIBILITY:  Vice President for Business Services


OTHER: State Board of Education rules                    DATE: See History Below


    6A-14.0734, 6A-1001.02 and 6A-1001.64

    Florida statutes 120.53, 287.017, 287.055, 287.057, 946.515


It is the policy of the District Board of Trustees to obtain all services, supplies, materials and equipment at the lowest cost to the College consistent with those standards of quality, performance, service, and availability which will best meet the needs of the College. The Board is committed to the utilization of minority and women owned businesses in the procurement of goods and services, including construction-related activities, in accordance with applicable law.

The President or designee is authorized to approve the acquisition of commodities and services, including construction services, and to award competitive solicitations of which the cost does not exceed the Category Five threshold as specified in Section 287.017, Florida Statutes and which are acquired in accordance with applicable Florida Statutes, State Board of Education Rules and Florida Gateway College Purchasing and Competitive Solicitation Procedures

The President or designee is authorized to sign on behalf of the Board contracts the value of which does not exceed the Category Five threshold as specified in Section 287.017, Florida Statutes and may issue construction contract Change Orders the value of which each individual Change Order shall not exceed the Category Three threshold as specified in Section 287.017, Florida Statutes or which does not increase the contract Guaranteed Maximum Price.

History: Adopted: 12/10/94; Effective: 12/10/74; Revised: 5/20/75, 7/14/87, 11/12/91, 11/8/94, 8/13/96, 11/04/97, 6/8/99; Revised:  10/11/05
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PROCEDURE (1 of 2)

 

TITLE: Purchasing, Competitive Solicitations, 
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 and Contracts

AUTHORITY:  District Board of Trustees       

DATE:  See History Below 


RESPONSIBILITY:  Vice President for Business Services 


NUMBER OF RELATED BOARD POLICY:  6Hx12:5-01


GENERAL INFORMATION

CODE OF ETHICS

· Give first consideration to the objectives and policies of Florida Gateway College.

· Strive to obtain the maximum value for each dollar of expenditure.

· To Cooperate with trade and industrial and professional associations, and with governmental and private agencies for the purpose of promoting and developing sound business methods.

· Demand honesty in sales representation whether offered through the medium of an oral or written statement, an advertisement, or a sample of the product.

· Decline personal gifts, meals or gratuities. 

· Grant all competitive suppliers equal consideration insofar as state or federal statute and institutional policy permit.  

· Receive consent of originator of proprietary ideas and designs before using them for competitive purchasing purposes.

· Make every reasonable effort to negotiate an equitable and mutually agreeable settlement of any controversy with a supplier; and/or be willing to submit any major controversies to arbitration or to third party review, insofar as the established policies permit.


History: Adopted: 5/15/90; Effective: 5/15/90; Revised: 8/20/90, 10/18/91, 11/08/94, 8/13/96, 11/04/97, 6/8/99, 9/26/00, 12/12/00; Revised:  10/11/05; 05/23/18
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· Foster fair, ethical and legal trade practices. 

· Conduct business with potential and current suppliers in an atmosphere of good faith, devoid of intentional misrepresentation.
Ref:  National Association of Educational Buyers Code

THE PROCUREMENT PROCESS
Step 1: Budget Custodian determines their requirements for goods and services and enters a purchase requisition via the BANNER system. 

Step 2: Purchase requisitions are forwarded through BANNER system to budget manager(s) for approval. Once approved, the purchase requisition is forwarded to Procurement and Contracts.

Step 3: Procurement and Contracts verifies that the purchase complies with applicable statutes, rules and policies. Procurement and Contracts then concerts a purchase order and sends it to the vendor. PDF copies are forwarded to Accounts Payable and Receiving. 

Step 4: Vendor fills order and sends merchandise to Receiving and an invoice to Accounts Payable. 

Step 5: The order is accepted and delivered by Receiving.

Step 6: Goods are received and inspected by the end user. 

Step 7: Accounts Payable processes the invoice.

PREPAYMENT PROCESS
If the merchandise you are ordering requires prepayment, follow the above procedures for approval of the requisition with "pre-pay" selected on the requisition.
BUSINESS OFFICE REQUIREMENTS
Accounts Payable processes an invoice for payment when a three-way match (purchase order, receiving report and invoice) is met.  Payment will be generated after the receiving report and invoice have been entered into the system per terms on the purchase order or special agreement with vendor unless the items are prepay.
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PROCUREMENT AND CONTRACTS REQUIREMENTS     

Assures purchase is in compliance with appropriate state statutes/rules and board

policies/procedures.

Selects and places order with vendor.

Issues purchase order and sends the original purchase order to vendor.

Retains copy of purchase order and accompanying documents in purchasing file.

Sends copy of purchase order to Accounts Payable and Receiving. 
Assists when requested in the preparation of specifications, procurement of samples or trial equipment for departments.

Contracts for services.

VENDOR REQUIREMENTS     

Ships order.

Issues invoice to Accounts Payable.

RECEIVING
Receives copy of purchase order.
Upon receipt of shipment, Receiving records shipment in BANNER system and delivers shipment to budget custodian.

SPECIAL PURCHASE PROCEDURE

A.  
Petty Cash--A purchase from the petty cash fund is authorized.  However, the purchase will not exceed the amount of $100.00.  A receipt of purchase from vendor and approval by the Budget Custodian is required and should be hand-carried to the Cashier.  IN NO CASE will petty cash funds be used for purchasing to circumvent normal purchasing procedures.  Receipts and approval of purchase must be turned into the Cashier immediately.

B.  
Standing Purchase Order – Approved by same procedure as regular requisition and is made for a specific dollar amount to a specific vendor.
C.  
Capital Equipment--(See Procedure 6Hx12:3-01)

D.
Follett Bookstore Purchases-Follett will invoice departments for books or supply purchases. The department will review the invoice and forward it to Accounts Payable with approval to pay. Accounts Payable will issue a 
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check to Follett. The Bursar will prepare a journal entry to properly charge Follett purchases to the department. 
E.  
Contracts/Agreements--All contracts and agreements should be forwarded to Procurement and Contracts for legal review and routing.  The President, or a designee, may authorize and sign contracts/agreements in the name of the Board, the value of which contracts/agreements does not exceed Section 287.017 Florida Statute Category Five threshold.  Contracts/agreements in excess of the Category Five threshold will be returned to originator, after review, for Board approval.  After signatures are obtained, one copy of the signed contract/agreement is to be returned to originator for distribution to interested parties.  One copy of the signed contract/agreement is to be kept in the Procurement and Contracts Department.  Contracts and agreements which are signed by the President will be placed on the Board Agenda to be presented as an information item to the District Board of Trustees at the next available Board meeting. 
F.  
Data Processing Equipment and Software--Acquisitions of data processing equipment or software shall be approved in accordance with the College's long-range Information Resource Technology Plan. Exceptions to the above must be approved by the appropriate vice president and Executive Director of Informational Technology.

PURCHASING AND BIDDING REQUIREMENTS
The following purchase conditions are imposed internally by the College President:

Written Quotes

Any single item where the purchase price does not exceed $10,000.00 will require at least one (1) written quotation from a responsible vendor. Quotations will be obtained by the budget custodian and forwarded to the Procurement and Contracts Department prior to issuance of a purchase order. 

Any single item where the purchase price exceeds $10,000.00, but not exceeding $20,000.00 requires at least two (2) written quotations from responsible vendors. Quotations will be obtained by the budget custodian and forwarded to the Procurement and Contracts Department prior to issuance of a purchase order.

Any single item where the purchase price of which exceeds $20,000.00, but does not exceed the amount specified by SBE Rule 6A-14.0734, requires at least three (3) written quotations from responsible vendors. The Procurement and Contracts Department must be notified prior to the solicitation of written quotes and will assist the budget custodian in obtaining the required written quotes. Vendors may be contacted by phone with the understanding that written quotes will follow.  The 
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written quotes will be forwarded with the requisition to the Procurement and Contracts Department prior to the issuance of a purchase order. 

Competitive Solicitations – Commodities and Services 

Any single item or group of items from the same vendor where the purchase price exceeds the amount specified by SBE Rule 6A-14.0734 and not exempted by SBE Rule 6A-14.0734(2), will be made through competitive sealed solicitations.  The President, or authorized representative, is authorized to approve the purchase of equipment and other items not exceeding the amount specified by SBE Rule 6A‑14.0734, which is to be used in the normal operation of the institution.  
Purchase of any item or group of items from the same vendor exceeding the amount specified by SBE Rule 6A-14.0734 must be approved by the Board.

Competitive solicitations shall be extended to three or more sources for any purchase requisition exceeding the amount specified by SBE Rule 6A-14.0734, except for those items waived in State Board of Education Rules 6A‑14.0734(2).  The College shall have the authority to reject any or all responses and request new solicitations.  In the acceptance of solicitation responses, the College shall accept the response that represents the best value to the College Justification for the acceptance of any response must be maintained as public record.  The President is given authority to have responses received opened and tabulated by a designee prior to the Board meeting.  All equipment specified in bid is presumed to be new unless otherwise stated.
Competitive Solicitations - Construction

All requirements of Section 1013.45, Florida Statutes shall be followed for the advertising and contracting of buildings or other improvements to College property.  When any contract is to be let for constructing, leasing, altering, or adding to any building, or other improvements to College property amounting to $200,000 or more, the Board shall publish a legal notice and in addition to the publication of the notice, the Board shall require that competitive solicitations be sent to not less than three prospective solicitation responders.  Solicitations may be received, publicly opened and tabulated at a designated time and place by the President or a designee.  The College shall either reject all solicitations or award the contract to the lowest responsive vendor for the actual amount of the response, considering base bid and accepted alternates as listed in the solicitation documents.  Changes in construction after award of contact shall be made in accordance with the requirements of Section 1013.48, Florida Statutes.  The President is authorized to approve change orders in the name of the Board up to the value specified in Category Three threshold as specified in Section 287.017, Florida Statutes.  Approval of change orders by the President shall be authorized only when there would otherwise be a material delay in the work in progress and will be presented as an information item to the Board at the next available board meeting.
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Purchases of mechanical devices, paint or other structural materials to be installed in any campus building will be processed through the Director of College Facilities for review prior to forwarding a requisition to the Procurement and Contracts Department.

Exceptions to the quote/bid requirement are:
(a) 
Travel expenses for College employees and students.  This includes, but is not limited to lodging, food, transportation, conference tuition and registration.


(b)  
Items determined by the Vice President for Business Services to be of an emergency nature.


(c)
Items determined by SBE Rule 6A-14.0734(2) as follows:

(1)  Educational tests, textbooks, instructional materials and equipment, films, filmstrips, video tapes, disc or tape recordings or similar audio-visual materials, graphic and computer based instructional software.

(2)  Library books, reference books, periodicals, and other library materials and supplies.

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



(4)  Food

(5) Services or commodities available only from a single or sole source.


(6) Professional services, including, but not limited to, artistic services, instructional services, health services, academic program reviews, lectures by individuals, attorneys, legal services, auditors, and management consultants.


(7) Information technology resources 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 direct information technology support consistent with the College's Information Technology Plan.
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 (8) Single source procurements for purposes of economy or efficiency in standardization of materials or equipment.



(9) Items for resale.
GLOSSARY OF PROCUREMENT TERMS/ACRONYMS
Best Value:
The highest overall value to the College based on objective factors that include, but are not limited to, price, quality, design, and workmanship.
Competitive Solicitation/Solicitation: An invitation to bid, a request for proposal, request for quote, or an invitation to negotiate.
Contract Purchasing:  Purchases of material listed on the vendor contracts filed with the state, county, community college, or university system cooperative bid agreements.

Designee:  Vice-President for Business Services

Invitation to Bid (ITB):  A written solicitation for competitive sealed bids. The invitation to bid is used when the College is capable of specifically defining the scope of work for which a contractual service is required or when the College is capable of establishing precise specifications defining the actual commodity or group of commodities required. A written solicitation includes a solicitation that is electronically posted.
Invitation to Negotiate (ITN):
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. The invitation to negotiate is used when the College determines that negotiations may be necessary for the College to receive the best value. A written solicitation includes a solicitation that is electronically posted.
Request for Proposal (RFP):   A written solicitation for competitive sealed proposals. The request for proposal is used when it is not practicable for the College to specifically define the scope of work for which the commodity, group of commodities, or contractual service is required and when the College is requesting that a responsible vendor propose a commodity, group of commodities, or contractual service to meet the specifications of the solicitation document. A written solicitation includes a solicitation that is electronically posted.
Responsible Vendor:  A vendor who has the capability in all respects to fully perform the contract requirements and the integrity and reliability that will assure good faith performance.
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Responsive Bid/Proposal/Reply: A bid, or proposal, or reply submitted by a responsive and responsible vendor that conforms in all material respects to the solicitation.
Responsive Vendor:  A vendor that has submitted a bid, proposal, or reply that conforms in all material respects to the solicitation.
Sealed Bid:  Vendor quotations from an ITB, ITN or RFP.

Sole Source Procurement:  The procurement of material from selected vendor with or without the benefit of advertisement or quotes.  The procurement is made only when no other vendor can be located to meet the requirement.
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TITLE: Use of Cellular Phones and Wireless PDA/Cell Phones
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AUTHORITY: District Board of Trustees


RESPONSIBILITY: Vice President for Business Services


NUMBER OF RELATED BOARD POLICY:  6Hx12:5-01 


Procedure

A.
Any employee who requires a wireless service such as a cell phone, as part of their regular job duties and requests the College to pay for the plan, must justify the business purpose for such service.  If one believes that he/she requires this service to assist one in performing his/her work, please complete an “Authorization for Wireless Service” form.  The department’s Budget Custodian as well as the Vice President and the President, must approve the purchase by signing this form.  Funds for cellular services must be paid out of the requestor’s department budget.


Approval will only be granted to those that follow the instructions above.  A copy of the authorized form must be forwarded to the Procurement and Contracts Department before a purchase order will be issued.

B.
The use of wireless service provided by the College should be for business purposes only.  Incidental personal use is not permitted.  In the event that the plan minutes are exceeded, please see sections below regarding accounting for the minutes and the reimbursement procedures.

Service Plans

Budget Custodians are responsible for selecting the appropriate service plan for their department based on expected business usage.  Contact must be made with the Procurement and Contracts Department to determine the most economical plan for the expected use of the service prior to the purchase of any equipment or service plan.  Budget custodians must monitor all service plans within their department to assure that if overages occur, or significant lack of used minutes, for business purposes, then a more appropriate plan must be chosen.  The appropriateness of the chosen service plan may be subject to periodic audit review

Procurement of Equipment
A. A request for purchase/lease of a cellular telephone, its accessories and 
History:  Adopted: 9/21/05   Effective:  9/21/05   Revised: 12/05; 05/23/18
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batteries, and associated services must be made through the Procurement and Contracts Department via:
1. A purchase requisition, with a:
2. Cellular Phone Service Request form completed, approved, and forwarded to the Procurement and Contracts Department (noting the requisition number on the form).

B. All purchases of new (non-replacement) cellular telephones, accessories, batteries, and associated service must be approved by the Budget Custodian, the appropriate Vice President, and the President.

C. Requests for additional or replacement accessories and batteries require the approval of the Budget Custodian and appropriate Vice President.

D. Only the lowest cost cellular phone commensurate with the type of service required will be purchase.  Exceptions must be specifically approved by the President.

Personal Use of College Cellular Telephones
A. There shall be no personal use of FGC cellular telephones. 
B.
Calls made by employees to their home and/or family, and any personal business calls are considered as personal use.

C.
An audit of the monthly activity will be conducted. The user must document the business purpose of each item.  Calls to Florida Gateway College numbers do not need to be explained, nor do calls to other FGC-purchased cellular telephones (though this must be noted on the statement).  The documentation must include who was called and for what purpose.  Any calls that cannot be documented as to their business purpose will be treated as a personal call and must be reimbursed to the College.  The basis for reimbursement, if required is:  undocumented calls and personal minutes divided by total minutes times the total cost equals amount to be reimbursed to the College.

Use of Personal Cellular Phones for FGC Business


A.
Reimbursement for calls on privately owned cellular telephones is not authorized.
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Invoice Review and Approval
A. The Accounts Payable staff, upon receipt of invoices for cellular telephone usage, shall review the monthly invoice and then present the invoice to the appropriate cellular telephone user.  The user then verifies that the proper rate plan has been billed and then forwards the invoice to the appropriate Budget Custodian.

B. Budget Custodians are required to review monthly cellular telephone usage in order to determine if each phone is being used in an economical manner.

C. All charges to cellular telephones are subject to review by the President or appropriate Vice President.

Technical Assistance

A. The appropriate budget custodian shall handle activation of new equipment and minor programming of replacement cellular telephones.

B. Should a cellular telephone need special programming or other higher-level needs that must be handled by Verizon directly, the cellular telephone user must personally take the cellular telephone unit to the local Verizon store for assistance.


C. Input of phone book, telephone numbers and personal settings shall be performed by the employee to whom the cellular telephone is issued.

Lost or Stolen Telephones

A. The employee’s department is responsible for the initial cost of lost, stolen or damaged telephone.  In cases of negligence, the employee may be responsible for reimbursing the College for the cost of lost, stolen or damaged telephones.

B. Equipment that fails under normal use and is free from obvious physical damage will be replaced or repaired by the College and will be paid by the user’s department.

Termination of Employment with the College
As part of the termination checkout process for the College, all issued cellular telephone equipment must be returned to the appropriate budget custodian 
before the employee’s final paycheck from FGC can be released.  The budget custodian will complete the appropriate section of the release form for the 
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employee to provide the Human Resources Department in order to receive their final paycheck.

Employee Information/Notification
A. Every employee who is assigned a cellular telephone shall be provided with a copy of this procedure.

B. The employee shall sign a copy of the procedure, acknowledging that they have read and understood the procedure.

C. The original signed copy of the procedure shall be filed in the employee’s permanent file in the Human Resources Department.  A copy shall be provided to the Budget Custodian for reference.

Violations and Enforcement
Employees who violate this policy may be denied access to FGC cellular telephones and may be subject to other penalties and disciplinary action.

I have received a copy of this Procedure, have read and understood it, and agree to abide by all policies and procedures herein.

_________________________________________________________________                    (Signature of Employee)                                      (Date signed)

FGC AUTHORIZATION FOR WIRELESS SERVICE FORM

Please complete this form, obtain appropriate approval, and return a copy to the Purchasing Procurement and Contracts Department with the completed purchase requisition for procuring the cellular equipment and associated fees.  Refer to the wireless vendor for general information about phones and calling plans.  Please provide wireless vendor’s pamphlet on requested service plan.

Cell Phone User: ________________________________ 
Date: _______________

Wireless PDA/Cell Phone User: _____________________
Date: _______________

Department: __________________________________ 
Phone: ______________

Office Address: ________________________________ 
E-mail: ______________

                    Building Number                Officer Number 

Department Account for Funds Transfer:  _________________________________
(Include 4-digit general ledger code Index and Account) 

New Service _____________ 
Upgrade ____________ (CHECK ONE)

Cellular Phone: (All info. required) 
Manufacturer ________________________________

Model #______________  Cost: $ _______________

Calling Plan: (Enter the Type of Plan, fill in the Cost and Number of Minutes)

Type of Plan: ____________________________________________________________

Base Plan Cost Per Month $______ # of minutes ______ Additional Minutes Cost $_____

                                                                                          (If applicable)
Accessories: Description, Model and Cost _____________________________________

Justification for use ______________________________________________________

________________________________________________________________________
Requestor's Signature: ______________________________   Date: ________________

(Required)

I have received, reviewed and will comply with the Florida Gateway College Cell Phone Use Policy   __________________

                                                  (Initials - Required)
Dept. Head/Dean: __________________________________
Date: ___________

(Required)
Vice President: _____________________________________
Date: ___________

(Required)

President: ________________________________________
Date: ___________

