1. General

a. In accordance with the Florida State Board of Education (SBE) Administrative Rules, the District Board of Trustees
(DBOT) of Polk State College (PSC) shall be responsible for establishing the policies for the puamasedities
and services for PSC.

b. The President (or designee) shall be responsible to act for the DBOT to establish procedures for purchasing of
commodities and services in accordance with the laws, rules, and policies established by Florida Statdges, Flo
Administrative Codes, arfdBOTRules and Procedures.

c. The President of PSC recognizes centralized purchasing as a necessary function of effective public service, and,
therefore, declared via delegation through the Vice President for Administration/BO it shall be the

responsibility of the Director of Purchasing to centralize the purchase of all supplies, equipment, services (including
professional services as defined by FS 287.055) and construction for the departments of PSC.

2. Applicability / Approval

a. The procedures contained herein are applicable to all &8@oyees for all procurements of goods and services,
regardless of the source of funding.

b. ¢KA& t dzZNOKIF&AYy3A al ydzZ t KI a o &difitHHfbdabtpya $h&Midutes.t NSAARSY
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Responsibilities & Functions

1. General

a. The Purchasing Departmefgee Exhibit Ajs responsible for:

1)
2)
3)
4)
5)
6)

establishing and administering purchasing policies;

dealing fairly with all potential sources of supply;

obtaining goods and services in an efficient and businesslike manner;

consolidating purchases of like or common items;

obtaining fair prices for materials, equipment, supplies and services; and

generally defining how to effect cost savings aodrdinate purchasing and contracting procedures for PSC.

b. The primary function of the Purchasing Department is to purchase the supplies, materials, equipment and
services required by PSC and to ensure that maximum value is obtained for each dollar Sgercific
responsibilities, duties and functions include:

1)

2)

3)

4)

5)

6)

7

8)

Policies and Procedures Develop purchasing objectives, policies, programs and procedures for the
purchase and contracting for all materials, supplies, equipment and services. Prescrihgirmand

publish a standard Purchasing Manual for PSC. The Purchasing Manual shall be posted on the Purchasing
5SLI NIYSyiQa sS6aAiaidsS Ay AGa SyGANBGeod

Representation: Act as PSC's representative on all matters pertaining to purchasing and contracts.

Coordinate: Coordinate the procurement of commodities and services for the academic and administrative
departments, and facilities construction.

Specifications:Review, assemble, and finalize specifications and technical requirements in cooperation with
PSC Departments which are subsequently included in Invitations to Bid, Requests for Proposals, and/or
Requests for Quotations.

The Purchasing Department shalsist the PSC Departments in ascertaining the appropriate quality,
quantity, and kind of materials requisitioned in order to best serve the interests of PSC.

Consolidation of PurchasesConsolidate requisitions and purchases of like or common itenbtain the
maximum economical benefits and cost savings, and explore the possibilities of buying "in bulk" to take full
advantage of quantity discounts. Such consolidations may include requirements of a single department, or
be multrdepartmental.

Sandardization: Work with other departments to establish standardization of materials, supplies and
equipment where practicable within a competitive environment.

Ensure Competition: Maintain and develop sources of supply to ensure that PSC deparsitente an
adequate number of suppliers from which to obtain goods and services. Secure competitive pricing when
possible to obtain maximum value from the expenditure of PSC funds.

Formal Procurements: Administer all formal procurements, including foonstruction and architects &
engineers, and assist PSC Departments with managing any subsequent contracts that result, as time permits.
A formal procurement is any procurement that is publicly advertised; i.e., competitive sealed bidding,
requests for galifications, and competitive sealed proposals.
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9) Quotation Support: Ensure competitive written quotations are obtained from suppliers for all purchases
between$15,000"" and Category 3f Florida Statute 287.018eeExhibit CCC This function may bgerformed
by the Purchasing Department, if quotes are not provided by the PSC Departments.

10) Expediting: Expedite the delivery of purchases to the PSC Departments when requested.

11) Vendor Relations: Promote goodwill between PSC and its suppligEsicourage full and open competition
wherever possible. Ensure fair and equitable business dealings with all suppliers. All suppliers shall be
afforded equal opportunity to quote and compete in public bidding.

12) Vendor Performance:Ensure that PSC buys only from suppliers who are financially stable, have high ethical
standards, and have a record of adhering to specifications, maintaining shipping promises, and giving a full
measure of service.

13) Complaints: Handle complaints garding purchases, and negotiate the return of merchandise and/or other
settlement.

14) Disqualification of Bidders: Identify suppliers who default on their contracts with PSC and to make no
purchases from said suppliers for a period of up to threeyé&rs (suspension of vendor) unless the DBOT
expressly waives this prohibition. Additionally, firms who provide false information in their submittals in
response to ITBs, RFPs or RFQualifications may be suspended by the Director of Purchasing fasfauperiod
to three (3) years.

15) Purchasing AnalysisKeep informed of current developments in the field of purchasing, including but not
limited to prices, market conditions and new products, and secure for PSC the benefits of research
conducted in the #ld of purchasing by other public jurisdictions, national technical societies, trade
associations, and private businesses and organizations.

16) Compliance with Laws:Ensure that all purchases are made in compliance with applicable statutes, rules,
regultions and policies.

17) Training: Train PSC Department personnel regarding purchasing and contract procedures, ddeniss
system as needed.

18) Purchasing Card:Establish and manage the operational procedures for the Purchasing Card System. Th
Director of Purchasing will be the program administrator

2. General Rules
a. The following rules shall govern the procurement of goods and services:

1) All requests for goods and/or services, and all purchases will be made through and by the Purchasing
Department except as otherwise exempted by the Purchasing Manual. Authority to request price quotes for
small purchases (less than Category--3FS 287.04 ¢ [See ExhibitCCD may be delegated to PSC
Departments.

2) Only in cases of emergency may an exception to the above policy be made, with the understanding that the
person authorizing the emergency order will personally assume the responsibility afdiataly following
up the verbal order given by himself/herself or his/her authorized representative with proper justification in
written form and the proper requisition. In cases of emergency, the requestor shall, if possible, contact the
Purchasing Deptment prior to placement of the order with the supplie{see Emergency procedupgge
29).
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3) Itisprohibited for a PSC employee to purchase any materials, supplies, equipment, contractual services, or
make any contract other than through the PurchesiDepartment without prior written authority, or as
specifically delegated herein. Any purchase, contract, or order made contrary to the provisions herein shall
not be approved and PSC may not be boufske Unauthorized Purchaspsage 29

4) Questionable Requisitions:All purchases shall be for the usperations2 ¥ t {/ X | yR Ay GKS
interest. The Purchasing Department shall refer all questionable requests for purchases to the Controller for
approval prior to purchase.

5) Fulfil the Needs: Ensure that the commodities and services requested are specified to meet the precise
needs of the PSC DepartmentseviRw all requisitions to ensure that commodities and services requested are
consistent with the purpose for which the fundgre appropriated.

6) Volume Purchasinglike purchases shall be combined for bidding and quantity discount pricing. Examples:
office supplies and copying & printing services.

7) Split Orders: No contract, purchase, or group of requisitions shalshbdivided to avoid bid and quotation
requirements.  Splitting requisitions, which entails inputting separate requisitions from the same
Department for the same supplier for goods or services of similar nature over a period of one month is not
allowed. TKS t dzNOKIF aAy 3 S5SLI NIYSyid akKrkft aadNA@S (G2 Syad
requirement for obtaining competitive prices.

8) Blanket Purchase OrdersEach Blanket Purchase Order shall include the total annual anticipated expenditure
for that specific supplier for the PSC Department. Monitoring and auditing of the utilization of Blanket Purchase
Orders may be conducted IRBurchasing staff(see Blan&t Purchase Ordersage 15
3. Service Agency
a. The Purchasing Department is a service agehat supports all of the departments of PSC. In order to best
serve its customers, the Purchasing Department must be kept informed of all requirements as promptly as
possible.
b. Suggestionfor improved methods and new ideas concerning these proceduresrazeuraged and welcomed.

4. Deviations

Deviations from the procedures prescribed herein shall not be made without prior approval of the Director of Purchasing.
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Competition / Thresholds

1. General
a. State of Florida Law, good busingsactices, and the responsibility for the expenditure of public and grant funds
dictates that PSC follow a policy of competitive bidding whenever reasonable. To do so, PSC seeks suppliers that will
provide quality materials and services at a fair and reabte price, delivered on time.

b. In support of these concepts, the Purchasing Department will do the following:

1) Allow any legitimate supplier, with the ability to support PSC, an opportunity to do business. Maintain
data related to performance.

2) Follow establishe@BOTRules, procedures set out in this Purchasing Manual, State Board of Education
rules, grant requirements, and applicable State of Florida laws for all bidding.

3) Maintain adequate data to properly support specific buying decisions.

4) Encourage competitive bidding by quality suppliers, and specifically M/WBEs (Minority/Women Owned
Business Enterprises) for the supply of PSC goods and services.

2. Thresholds

a. Competitionis requiredprior to issuing a purchase ordesege Exhibit C & Din accordance with the following
guidelines:

Total Purchase Price Minimum Requirements

One or morewritten or verbal quotations will be solicited.
9 Two or morewritten quotations will be solicited.
1 Blanket Purchase Orders for small miscellaneous purchases (leg

$15,000™ to Category 3 of FS 287.017  $1,000™for each item, and a daily limit of $1,08pmay be issued fc
seeExhibitCCC up to Category 3 of FS 287.027 (See Blanket Purchase Ordpage
15).
9 At least one quote should be solicited from an OSD (Offic
Supplier Diversity) Certified M/WBE vendor whenever possible.
Competitive sealed bids or proposals will be solicited or a Reque
Qualifications issued kiie Purchasing Dept.

Over Category 3 of FS 287.017

b. The above dollar figures apply to both expenditures and revenue contracts.

c. ExceptionWhen by State Law or this Purchasing Manual, commodities or services are bid exempt.
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Exempt from Competition

1. Exempt ltems

a. Certain purchases, due to their very nature, are exempt from competitive requirements, and are listed below:
1) Magazine Subscriptions and Publications \
2) Membership Dues

3) Fees and costs of jatelated seminars and training
4) Approved travel expenses for PSC employees

5) Postage, including overnight delivery services

6) Governmental Fees

7) Governmental Licenses and Permits }
8) Expert witnesses

9) Real property, and closing/processing fees thereof

10) Lease of land and/or buildings

11) Abstracts of titles for real property

12) Title irsurance for real property

13) Court Reporter services J
14) Goods and/or services given, or accepted by PSC via grant, gift, or bequest

15) Petty Cash purchases and reimbursements

Request

Use Disbursement

17) Contracts with, and purchases from, other public entities, i.e.; other State Colleges,
dzy A@GSNEAGASAT CSRSNrftz {GFQaGSz /2dzydesz [ A
authority, etc.

18) Emergency Purchases (demergencyrocedure,page29)

19) Sinde Source Itemésee Single Sourgeage 33

20) Utilities, including waste removal/disposal

21) Advertising: radio, newspapers, magazines, professional organizations, television, and any
other related media

22) Maintenance agreements >

23) Software Licenses / Maintenance

24) Publications from publishers or exclusive distributors of such publications

25) Copyrighted materials

26) Patented materials

27) Processed media: movies, slides, videos, and other from processor, producer or exclusife
distributor

28) Expenditures wherein PSC is solely servingrascal Agent

29) Insurance procured through the Florida Colle§ystem Risk Management Consortium
(FG&RMC)

16) Items identified as exempt by SBE Rulel@df0734(2) (& i) (see Exhibityy) \

8y {OK2z2

Use PO

2. Payment

a. PSC Departments shall input a Disbursement Request to request and approve payment dgerg items
numbered 1 through 14, and submit it directly to the Accounting Department.

b. A purchase ordefsee Exhibits C & )3shallbe issued for items numbered 15 through 28.
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1. General
a. The requisitior{see Exhibit B3ervego:
1) AYF2NY GKS t dzNOKFaAyYy3d 5SLINIYSyid 2F GKS t{/ 5SLI NILY
2) correctly and completely identify the item(s) or service(s) required;
3) provide certification that funds have been budgeted to meet the need;
4) signify authority to charge a specificcount number(s)
2. Inputting a Requisition
a. Requisitions are initiated by the PSC Department via input into the automated purchasing system (Genesis) in
accordance with the Genesis Manudihe Genesis Manual includes information regarding specfbicniation that

should be included, and what documentation should be submitted via EMail ordfitee mail. Links to the Genesis
albydzzt FINB F@FrAflrofS 4G (GKS t dzNOKFaAy3d 5SLI NIYSydQa L

" s

- e . et P —_—

b. Item description: ¢ KS FANRG 62NRoav akKz2dZ R 0SS | y2dzy GKFG Of ¢
I FoAYSGE 2N &/ 2 YLzl SNE © LyOtdzRS Fff LISNIAYSyd RS&O!
etc, which are directly related to the item beipgirchased. The description should include a reference to any
guotes received (exPer Quote #4355 dated April 3, 2010

c. Fixed Assets: Goods with a value of $1,0800r more and a life expectancy of one year or more must be
LJdzZNOK I & SR daisAaydbe tagged.n Ehe Redeiving Department is responsible for tagging said items.

l'f 0 K2dzZ3K @Sy R2 NBE@ut thie dz2iduScdmpdrieritsSof/the avhtle | tHose components must be
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combined into a single line item on the requisition for taggingooses.
1) Allitems to make the whole functional are one line item.
2) Accessories that can only be used with the main item, or are an integral part of the item, should be
included in the main item.
3) Accessories that can be used otherwise, must be s#pdineitems.
d. For guidance, please send an EMail to centralservices@polk.edu.

e. Requisitions should be prepared far enough in advance to avoid creating an emergency. This will allow adequate
time for the Purchasing Department to:

1) review it for completeness and clarity
2) notify the PSC Department if the information provided is inadequate

3) recommend changes in specifications, and/or substitutions of functionally equivalent items
available that may better perform the job

4) secure comptitive prices for the best material, at the right price, and in time to meet the
anticipated need

f.  Prior to issuing a purchase order (d&ehibit Cfor blank POEXxhibit Dfor completed PO), all purchase prices
must be determined to be fair and reasdile. Award shall be made to the supplier offering the lowest
responsive, responsible quotation or bid.

g LG Aa GKS tdz2NOKF&AAY3 5SLINIYSyiQa NBaLRyaArAoAftAGe G2
efficient and cost effective marer using the information supplied by the requisitioning department. If more
information is needed and/or the items requested are not available, the Purchasing Department will contact the
requisitioning department for direction. PSC Departments must wittkthe Purchasing Department as a team
to accomplish the task. The expert assistance of the requisitioning PSC department is vital and appreciated.

3. Backup Documentation

a. All original backup documentation must be sent to the Purchasing Department to support the requisition/purchase
order.

b. Backup documentation includes, but is not limited to:
1) +SYyR2NDR& 1jd2dS
2) t NAyil2dzi FNRBY @Sy R2 NIationsubhasidesiriftiorrafd picihgY A G K Ay T2 NY
3) Internal documents/requests
4) EMails
5) Scope of Work
6) Technical Specifications

7) Faxes
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8)

9)

- SNRAINILIKAO O2LR 2F LISNIAYySyid LI IASa FTNRBY @OSyR2NDA

Other source documents (any pertinent piece of pameelectronic message that refers to the purchase)

4. Written Quotes

a. For purchases over $15,080it is strongly suggested that quotes be solicited from no less than three (3) suppliers,
one (1) of which should be a M/WBE, if possible.

b. Because of limited labor resources, supplier selection and pricing support services generally will only be provided to
departments for purchases over fifteen thousand dol@]_S,OOOOO), unless otherwise requested.

c. The Purchasing Department shadt gdditional quotes when it determines that cost savings may result.

5. Lead Time

a. Requisitions shall be input and approved with as much lead time as possible. Lead time must include the work
days to accomplish the following (as applicable):

1)
2)

3)

4)

5)
6)
7
8)

9)

The PSOepartment prepares and inputs the requisition into the Genesis system.
The budget head electronically approves the requisition.

Additional approvals arelectronicallyreceived (i.e.; computer related purchasesdephone/communications
equipment, PECé&xpenditures, grant fundegdurchases).

The Purchasing Department verifies the GL codes, receives/verifies-upackocumentation, and
obtains/compiles quotes or bids. Additional time willleeded for adequate public notice (advertisement) of
formal pracurements when the total expenditure is over the required bid limit.

The Purchasing Department and the PSC Department evaluate the responses, when applicable.

DBOT approval, when applicable.

The purchase order is prepared and distributed.

Thesupplier places the order internally.

The supplier manufactures any specialized products or equipment.

10) The supplier delivers the order.

6. Minimum Time Guidelines

a. After requisitions and proper backup documentation and specifications are rec&iwedthe PSC Department,
the estimated timeframes required for the Purchasing Department to secure competitive prices and to issue
purchase orders are as follows:

1) Four (4) working days for requisitions not requiring more than one quote (Tota&qefisition is up to and

including $15,000°).

2) Ten (10) working days for requisitions which require two (2) written quotes (utliesBSC Department has
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accomplished this, and provided the original documentation to the Purchasing Departnpease place
the requisition number on the upper right hand corner of each page of backup documeitafitotal of
requisition is between $15,008 and Category % FS 287.01¢ [See ExhibiCCQ{).

3) Eight (8) weeks for items requiring formal bidding and DBOT appfiovakcess of Category @FS 287.017
¢ [See ExhibiCCQ.

4) Three (3) months for services requiring a formal Request for Proposal process.
b. Additional timewill be needed if:

1) proper authorization has not been obtained

2) backup documentation has not been received from the PSC Department,

3) the requisition is incomplete, or

4) the specifications are inadequate.

c. Less timewill be needed if the PSC Department obtains the written quotes for purchases befa@&n, OO’
and Category 3HS 287.01¢ [See ExhibiCCQ) and provides them to the Purchasing Department.

d. The Buyer of Record (see Common Purchasing TeBes ExhibitGG will ensure that appropriate quotes, bids or
proposals are received and that the appriate level of authority awards it. Upon award, a purchase order or
contract will be issued in accordance with the Purchasing Manual and the Genesis Manual.

e. If there is a need to contact the Purchasing Department regarding a purchase order, tiep8tnent should
have the supplier name and purchase order number readily available.

7. New Vendors

a. From timeto-time PSC departments will choose to use a vendor for a requisition/purchase order that has not been
input into the Genesis System.

b. The Genesis System cannot generate a purchase order unless the vendor is first input into the Genesis System.
c. Inorder for the Purchasing Department to input a new vendor, the following information is required:

1) Vendor name

2) Address to mail PO

3) Remittance Address

4) Federal Employer Identification Number (FEIN$ocial Security Number (SSN)
5) Telephone, Fax, and EMalil

6) Contact Person

d. AVendor Registration Fornrand W-9 Form(see Exhibit Tor both formg are utilized as source documents to input
the information listed iritems 7 ¢ 16, above.

e. In order to expedite the procurement of goods and services, it is recommended that the user department request
said documents from the supplier as they are resfing quotes/pricing. A request packet including a cover sheet,
W-9, Vendor Registration Form, and Credit/Billing Instructions are included hereih#st T.
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f.  To identify Vendor Registration Forms aneB\Worms that need to be input into the Gesie System, please highlight
GKS 62NR aDSySaiaé¢ Ay (GKS dzLIISNI NAIKG KFyR O2NYSNWD
name/department on the bottom of the form, or include a transmittal, etc., so that the Purchasing Department may
notify you via EMail or phone when the vendor has been input into Genesis.

0. Whenever necessary, the Purchasing Department will request a completed Vendor Registration Forr fochW
the vendor, upon receipt of a request from the user department condpletg A G K | O2y (I OG LISNA 2
number.

h. Upon receipt of the necessary information, the Purchasing Department will input the vendor, and notify the
requesting department.

8. Flow Chart

Requisition Process Flow Chart

Req. Entered by
PSC Department
& Sent for Approval

Req. Electronically Transmitted
to Budget Head for approval

Special Approvals:
Fund 2: Grant Accountant

Fund 7: VP for Administration

IT: Director of Information
Technology or Designee

Purchasing Department
Reviews & Issues PO
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Purchase Orders

1. General

a. A purchase orderseeExhibits C & Dis a legally binding contrattiat authorizes the supplier to ship and invoice
for the materials and/or services as specifiedthe purchase formalizes all the terms and conditions of a
transaction, and includes:
1) a full description of the item(s) or services being purchased
2) quantity and unit of measure
3) FOB point (Freen-Board¢ where ownership of the goods changes from theigs to PSC)
4) delivery schedule
5) deliverto location
6) terms of payment
7) price

b. Purchase orders shall be written so that they are clear, concise, and complete. Each itepubzhiagedshould be
listed separately, unless a Blanket Purchase Orsiee gage 19 is issued. This will prevent any unnecessary
misunderstandings and correspondence with suppliers.

2. When Issued

Computer generated purchase orders are issued upon receipt of a properly authorized requs#@ixhibit B)and
receipt of canpetitive quotes or bidgwhen required or deemed appropriate).

3. Who Issues
a. Only the Purchasing Department shall issue purchase orders.

b. The Purchasing Department shall transmit all purchase orders to the suppliers unless the PSC depaalmsnt
special arrangements for piakp of the purchase order, or there are other special requirements.

4. Preparation
a. All purchase orders will be printed on the standard Purchase Order f@@mExhibit C).

b. The following information should biecluded on the purchase order for the purpose of establishing conditions of
purchase, providing instructions to the supplier, and coordinating with other departments:

1) Purchase order number will be electronically assigneeégesis
2) Date of Order.

3) Supplier name and address.
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4) Quantity and unit of measure.

5) Item description: Input by the requisitioner and edited as needed by the Buyer of Record.
6) Unit price, extended prices, and total price.

7) Delivery date.

8 G{ KAL) ¢2¢ | RRNBaa

9) On the last line afhe last item, indicate the person who the goods/services are for, and the department/section
the ordered items should be delivered to, i.e.:

PSC CONTACT Judy Larsen
EMAIL.: jlarsen@polk.edu
PHONE: 8635551212
DEPT: Engineering / 55

10) Terms of payment.

11) Special delivery instructions:May indicate the type of transportation desired, such as: railcar, truck, UPS,
Federal Express, parcel post, pigk etc. (preference or rejection of specific carriers may beaasged).

12) FOB (Fre®n-Board) Poin¥ 9PSNE STFT2NIL gAtf 0S YIRS G2 206Gl AYy
arrangement cannot be obtained, should other FOB points be considered. The FOB point is the place at
which ownership changes from the sujgplto PSC.

13) Specific terms and conditions, when applicable.

14) Indication of items for which a credit should/could result in the future; for example, returnable shipping
containers such as drums, reels, pallets, etc.

15) Billing address is prprinted on theform.
16) Warranty information.
17). dz2 SNJ 2 ¥ w &6 eondRtdtormatibny S
18) Bid number, when appropriate.
19) Authorized Signaturéonly on the original/mailed to vendor).
c. Preparation of a correct purchase order is greatly dependent on thirmation included on the Requisition.
5. Routing of Purchase Orders

a. Original purchase order is mailed, faxed, or EMailed to the supplier (with the appropriate attachments) by the
Purchasing Department.

b. A copyis retained in Purchasing for numeric filing by PO number/supplier name.
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Genesis will automatically send an EMail to the Requestor informing them that a purchase order has been issued

Requisition 2041 - was converted to
Purchase order 201- by

The Purchase Order has been issued in the amount of $
for Vendor

This purchase order was either faxed or mailedte vendor.

6. Vendor Acknowledgement Forms

a.

Certain suppliers follow the practice of sending their own forms for acknowledgment. These forms should be
F2NB I NRSR (2 t dzNOKI aAy3ao I OOSLIiFyOS 2y 2dzNJ LI NI gAf
conditions as printed on their acknogdgment form, thereby making of a new contract that would supersede

the conditions of our purchase order.

Contact the Director of Purchasing directly should the supplier refuse to ship without such a written agreement.
The Director of PurchasingA t £ NBGJASS GKS R20dzySyidz IyR YI& NBOSAQ
necessary, prior to signing by the President or Vice President for Administration/CFO.

Do notsign any forms, contracts, agreements, etc. provided by a vendor. In acwardvithPSC Procedure
6001 (see ExhibiTT), only the President and Vice President for Administration/CFO have the authority to sign
these legal documents.

7. Difficulties with Suppliers

Should there be any difficulties with the supplier after issuaficé | LJdzNDO K I & SUnsansRSoNTSuppli&r ¥ S NJ
Performancé Bage @ of the Purchasing Manual.

8. Liquidation of Purchase Order

a.

b.

¢2 NBljdzSaid GKIG | LIzZNOKL a
0KS RSLINIYSyiQa o0dzR3ISG K
preferred) to the Purchasing Departmie

SR odzyal

S tAdeAFVQIu
F taaraidlyd 2N ! RY

The department should first ensure that there are no outstanding invoices which need to be paid against the
purchase order.

9. PrePaid Purchase Orders

a. On rare occasions, certain suppliers may require prepayment prior to shipping goods. sGrategiow for pre
LI 8YSyil 2yteé ¢gKSy GKS NBldAaAldAaAz2y Aa O2RSR la I atté
b. ¢KSNBEFT2NB>X ¢gKSYy AyLlzidAy3d GKS NBljdZAaAGA2YyS SyadiNBE GK
directions in the Genesis manual).
c. Allpre-paid purchases must first have the approval of either the Controller or the Vice President for
Administration/CFO if the expenditure exceeds $75
PolkStateCollege 14

Purchasing Manual
Updated September 17, 2010



Blanket Purchase Ordear

1. General
a. Blanket Purchase Orders (BPO) are used for:

1) The purchasef indeterminable miscellaneous items, materials, supplies, parts, etc. over a specific time period
(usually one fiscal year) on a demand basis. Line item pricing and quantities are not included.

2) Encumbrance and payment purposes for a contract ortr@onfor Services that requires monthly or multiple
payments.

3) Encumbrance and payment purposes regarding an Invitation to Bid that has been awarded, which require
monthly or multiple payments,

b. BPOgsee Exhibit E3hould be used to eliminate many athrepetitive orders. BPOs should also be issued fer on
going nonprofessional services contracts, such rapairs. Items may be purchased as needed by the PSC
Department against the BPO number for the term of the BPO, or until the dollar amount ideach

¢c. The BPO should be issued at the beginning of the service period for the entire amount that is expected to be spent
through the current fiscal year, endidgine 15. BPOs will not be issued for time peridkdat extend beyond the
fiscal year (excdjmn: when expending Grant or PECO funds, the BPO may expire accordingly).

d. A BPO cannot exceed Categonf3 287.01% [See ExhibitCCJ) unless it cites an existing term contract, is an
approved sole source, or is otherwise approved by the DirectBuothasing. Only one BPO may be issued to each
supplier for each PSC Department annually.

e. Should additional funds be necessary, a change order reqsest Exhibit F¥or additional funds should be
submitted to the Purchasing Department.

f. A BPO will not be issued for items/work that are specific, i.e.; items/services for which quotes have been or could be
NEOSAOBSRO® 9El YLX SY vdz2 (Sa & Kndtalktieh ofta BewNiBcOr8ifiodit Rystde NJ & L.
foranonsites2 NI 3 S 0 YWvheR inyddubdt, call the Director of Purchasing.

2. BPO Request
a. ABPO isinitiated by inputting a requisition into Genesis. At a minimum, the BPO should include:
1) The verbiag¥ a. t h T(ddchtapalgengrdgl escription oféhgoods/services that the supplier sells.
Example: Misc. Repairs, Misc. Office Supplies, Toner Cartridges, Copying and Printing, recycling of fluorescent
tubes).

2) The Expiration Date (June”Sche Purchasing Department will automatically includedkpiration date)

3) The Maximum Expenditure for the entire fiscal year (this may be increased or decreased via changé order,
needed.)

4) Persons authorized to place orders (list namesimbered), i.e.:
1. Judy Calt
2. Tom Larsen
3. Doris Ausland
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5) After the last line of the last item, indicate the department and the mail station that the ordered items should be
delivered to, , i.e.:

DEPT: Engineering / 55

6) Reference the Invitation to Bid (ITB) number that the BPO is issued against, when apgticalfkirchasing
Department will automatically include this statement, when appropriate)

7) A statement that the BPO can be cancelled with 48 hours ndtloe Rirchasing Department will automatically
include this statement)

8) A statement that no item may be in excess of $1;0ind daily expenditures are limited to $1,000(the
Purchasing Department will automatically include this statement, when appropriate

a) This provision is included to ensure that capital items are not purchased via a BPO.

b) The Purchasing Department will assist with supplier selection upon request, but PSC Departments are
encouraged to do their own research to begin the seleqtimtess.

3. Procedure

a. Placing Orders:After a BPO is issued, the PSC Departrabaliplaceorders when needed, via telephone, EMail,
fax, or in person, directly with the supplier. The PSC Department shall be responsible for acknowledging receipt
of goods, and thereby, approval of payment.

b. Monitoring by Purchasing: The Purchasing Departmentay monitor all or selected purchases to ensure
adherence to PSC procedures. The Purchasing Department may take appropriate action, as deemed necessary,
should the PSC Department not strictly adhere to PSC purchasing procedures.

c. Payment: Partial paymentsare made as items are purchased against the BPO until the dollar amount
encumbered for that BPO is reached. PSC Departments must acknowledge, in a timely manner, the receipt of
goods to indicate authority for the Accounting Department to pay invoicdse Accounting Department will
process invoices for received materials or services so that any discounts may be obtained. PSC Departments
should monitor the status of the BPO for discounts taken and freight charges applied.

d. Monitoring by PSC DepartmentBPO expenditures shall be monitored very closely by the PSC Department, so as
not to exceed encumbered amounts.

e. . thQ&a ¥F2NJ ¢ Eeithin suppligré mddui@ tha réquesting department to submit an order form to indicate
exactly what goods/sers are required, for example, tirinting and Copyin@ S y R 2 NJb ¢KS /FaKASNJI
campus stocks formsee Exhibit Sfor requesting printing and copying servicesA BPGshouldbe issued to these
suppliers, and must be in place prior to placing any orders.
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Change Order

1. Purpose

a. A change order provides a mechanism to amend the purchase order.

b. A change order usually is issued to revise the quantity shgiping, or make approved changes in pricing.
2. General

a. From timeto-time various changes to the purchase order are necessary. A Change Order is requested and prepared
to make these changes.

b. The change order will be printed on a purchase order form, and indicates the change order number, and specific
changes that are authorized.

3. When Required

a. Change orders must be processed for all changes that increase the dollar value.

b. Changerders do not need to be processed for decreases in the purchase order amount.
4. Procedure

a. A change order is requested completing a Request for Change Order form, and authorized via signature of the Budget
Head(see Exhibit F).

1) A change order magiso be requested via the budget head sending/providing a written request for change order
including all the details of the change (ex: EMail or written memo/note).

b. Indicate the exact item(s) that are changed. Details of the change(s), by line itatmbenincluded. The Genesis
{eadSy Oly 2yfte YI1S OKIy3aSa @Al (GKS dzy Al LINROS 2NJ |jd

c. Attach all backup documentation.
d. Clear and concise reason(s) for the change(s) must be included.

e. The change order shall lostributed the same as was the original purchase order.
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Disbursement Request

1. The Disbursement Request within the Genesis Systas created as a tool for payment of certain types of (non
Procurement) items, such as:

a.

b.

k.

Payments for repairs up 1%15,000%.

t FeYSyd -he™N &déF (SIS y 4 Sak LIAANDKE 384 dzLd G2 bmpZnnn
Licensegex: Business Licenses)

Permits(ex: Building Permits)

Membership Dues

Travel Expenses

Training

Conference Registration

SeminamRegistrationfees

Reimburserent of Petty Cash Fungifor use by Petty Cash Custodian only
Payments to other public entities (unless the payment is for a contract)

SeePage 6(items 1¢ 14) andPage 25items 5b1¢ 5b10) for additional items.

2. These items do not requireJdzZNOKI 8 S 2NRSNAR 0SSOl dzaS GKSNB g2dzZ R 6S y?2
through the Purchasing Department. The above items:

a.

b.

KFEaS y2 aFfiSNYyIFiS OSYyR2NARéI (GKSNBT2NBX O2YLISGAGAZY

G§KSNB I NB y2 aRSt h@PESNIonsonk dfidhe iieths (6xS mexiBebsBip des)R

3. Due to the above, Disbursement Requests are not considered a Purchasing Department function or responsibility.

a.

Contact the Accounts Payable Department and/or consult the Genesis Manual féoaadidnformation.
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Credit Card Purchases

1. General

a. A PSC credit card may be used for:

1)
2)
3)
4)

5)

¢N} @St YR ad3a20A1FGSR GNryal OiAz2ya o00G4KS YIAyYy dzasS F2

Purchasing items on the Internet, especially software to be downloaded flordzA JLJ A SNDa 6So0aAd s
Small miscellaneous purchases with a value of less than $£,000
When a supplier will not accept a purchase order (Note: usually the best method is to requeftaadP©)

Items which must be procured in a expeditious manner (example: textbooks or materials for a class, and the
items must be received in less thtmmee (3) working day9

b. Prior to using a PSC credit card, a Request to Use Credit Card fofmt{gseQ must be completed and approved.

c. Certain PSC staff members have been issued PSC Purchasing Cards. Other procedures will apply.

d. These procedures cover use of the Credit Cards for use other than travel. Contact the AccountdIeggahisent
regardng travel issues (see item #4).

2. Preparation

a. The following specific instructions are given to aid in preparing the Request to Use Credit Card form. Complete only
the items known.

1

2)

3)

4)

5)

6)

7

8)

Date required: Type in the date materials or services are required.

Account number: Type in the account number this purchase should be charged to. Include the General Ledger
(GL) Code.

Purpose: Provide a reason for the expenditure.

Suggested VendorProvide a suggested source of supply, if known. Be sure to include their complete address
(and mailing address).

Quantity: Indicate the quantity and unit of measure of the materials or service required, i.e., 1 each, 1 lot, 1
dozen.

Description: Describe in detail the material or services needed. Start the description withdhe that best
RSaAONAOGSaAa GKS AdGSYa 03 yEOIECRNDHUaEIS R, Drarnd anindsie huiihet, S T
if known. For services, state thength oftime, hourly cost, and describe the services to be provided to PSC.

Unit Price:Indicate the unit price the supplier has quoted for this purchase. This unit price should correlate to
the guantity stated in line five (5) above.

Extension: Indicate the lindotal cost for the line item. The quantity multiplied by the wtibuldequal the line
total.
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9) Shipping: Include a line item for shipping costs, if applicable.

10) Grand Total: Provide a grand total of this suggested purchase, if known. If not, indicate maximum expenditure
authorized.

11) Signatures: Type or print plainlthe name of the requesting person and budget head; secure signatures of
requesting person and budget head fipproval.

b. When procuring goods, the completed form shall be forwarded to the Purchasing Department for consideration and
approval as appropriate.

1) |If approved by the Director of Purchasing, the signed form shall be forwarded to the Acdeaydble
Department for issuance of a credit card to be used only for the approved purchase. The Accounts Payable
Department shall then follow their internal procedures regarding issuance of a credit card.

2) A copy of the approved Request to Use CreditdGorm will be forwarded to the Receiving Department if the
item(s) is to be delivered.

3. Form

¢KS wSljdzSad F2NJ/KIFIy3daS hNRSNJI F2N¥Y A& LRaGSR 2y GKS t dzNOKI

o T T I rew ok AL B g T S W Ao o B eoa »
N I» e e Te
ot ghe S P DR Deer B Usomdic Phen v e s ® s gaens @

4. Travel

Credit cards fotravel purposes are available from the Accounts Payable Department. Travel related use of credit cards does
not need the involvement/approval of the Purchasing Department.
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Contracts & Agreements

1. General

a 520dzy¥Syida gKAOK NBIdZANSE GKS aAaayl GddaNBE 2F 020K LI NIAS3
bi-lateral contractsp ¢tKAa AyOfdzRSa R20dzySyida GAGEtSR &! ANBSYS
' VRSNEGFYRAYIEZ IAAGYESE (KSINBR2RONI GIRRRGAZ2YFff& | at NRI

by PSC becomes a contract when signed.

/2y iNF OlGa Yire 0SS 6NAGGSYKLINBLI NBR o0& @FNR2dza LISNBRZ2Y
departments, and contrdors.

Award of contracts shall be made in accordance with the procedures prescribed by this Purchasing Manual.
Contact the Purchasing Department for assistance whenever you need a contract prepared or reviewed.

It is highly recommended thawo (2) original documents be prepared and executed for every contract.

1) The Contractor shall be provided with one (1) fully executed original, and

2) PSC shall retain one (1) fully executed original, which shall be filed in a secure, firapimef i the Business
Office. Xerographic copies shall be provided to the requesting PSC department.

a LT Fy a2NRAIAYyLFEé O2yiNIOG Aa y2G | @FrAftloftST | Fdz
and filed in the Business Office.

>

t{/ Q aidl yRFNR LINI O oS
G2 *

a G A BSYR2NX O2y (NI Ol 2 NJ
t{/ Qa t NBaARSyid 2NJ BT
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>
puly

A O

These procedures only cover contracts for services goutls. Grants, scholarships, affiliation agreements for
nursing clinicals, and other similar documents shall be administered in accordance with internal procedures of the
appropriate/affected department.

2. +SYR2NEQ {dFyRIFENR /2y (NI OGa

a. ltisin tlje le§t interest of PSC to refrain fromAsignAing rpaintenance, sales, Iicepsing and/or service agreements wrigten 5
08 UKS adzldLX ASNE ¢gKSYSO@OSNJ Ll2aaArofsSo { dzLJLJX ASNIDa adl yR
1) Venue in a place other than RaCounty, Florida
2) PSC must indemnify the supplier (S®portant Contractual Termsg Exhibit M)
3) Inadequate insurance requirements
4) Unacceptable payment terms
5) Contract is to be governed by the laws of a State other than Florida

b. { dzLJLJX A S N&pdtracks bdfteryeRdludieRerbiage important to PSC, such as:
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1) Termination clause (allowing PSC to cancel the contrastiiqt

2) Term (specific dates when the contract starts and ends)

3) Clear unit prices and maximum expenditure

4) Payment terms ofet 30 Days

5) Various standard terms & conditions pagproved by our legal counsel

6) Special Terms & Conditions relevant to the specific contract

3. Legal Review

a.

t{/ Qa aqadlyRINR¢ 02y Nbr@Conffagt far SeSideIdWebttan by $ieRDiréctiirodf a K 2 NI
t dZNOKIF aAy 3z
review.

I-)/R NEOASSHGSRkl LIINRPOPSR o0é t{/Qa Fid2NySe ¥

2 K8y dziAtATAY3I | O2ydNy OG GKI Kl-é

0]
contracts which have lemprel LILINE SR o0& t{/ Qa | 402Ny
legal review by the Director of Purchasing.

SSy LINBiJ NBRNER 2
Sy &FAR 02y (NI C

1) Itishighly recommendedhat a preliminary copy of the final draft of the contract (before execution by the other
LI NG&o 0SS GNXyaYAGGSR G2 GKS S5ANBOG2NI 2F t dzNDOKIF aAy3

2) This will expedite the approval process, inthgt§ O2 y i NI} Ol 2NDR& t NBAARSY(d 062N 2
to sign the contract multiple times (due to changes required by our attorney).

dctio? dzi OK

{K2dZA R t{/Qa lGG2NySe I LIINRB@S (KS
+ A C F“zéyij F2NJ ! R

SAGKSNI t{/ Q& tNBaARSydG 2N (KS
comments/approval shall be attached for information purposes.

@]

w O<

-——“<.

> O<
c:
(@)
=

{K2dZZ R t{/Qa lGG2NySe NBEO2YY &ysRallehicoypadded intd the dacknsent @2 y G NI
g2NR LINRPOSaaz2NJ 608 (GKS 2NAIAYFGE2N 2F (GKS R20dzySyidovo
directly to either the requesting department or the contractor, as appropriate.

4. Signature Aithority

a.

Lff O2yGNI OG& GNIYYAYAGGESR (2 t{/Qa tNBAARSY(l 2N GKS =+
the other party, whenever possible, in duplicate.

1) / SNIFAY Lzt A0 SyiAdGASakO2YLRWYKSHI KIF ®Be | YdzB3§ FZANRER
which would, therefore, make PSC unable to contract with said parties, therefore, under these circumstances,
and when there are other acceptable circumstances, or due to time constraints, it is acceptable tie be t
primary signatory on a contract.

It is preferred that all signatures on a contract be original signatures. When necessary, due to time constraints,
facsimile or xerographic signatures are acceptable.

PSC staff shouldNEVERsign a contract, agreement, amendment, addendum, or attachment to a
52y N} Okl INBSYSy (s AyOfdRAy3d 6KSYSOSNI GKS O2ydNF Of2
contract execution page (these contracts should be returned to the origiriat revision). In accordance wiBSC
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Procedure 6001seeExhibitTT), only the following PSC personnel have the authority to sign the following contracts:

1) ThePresidentor the Acting President has the authority to sign any contracts (consistenteigiiving prior
DBOT approval, when applicable).

2) TheVice President for Administration/CFQnay sign contracts which atess than$50,000°°. This
amount relates to the total sum or annual expenditure.
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Contract for Services / Shoiform

1. General

a. A shortform Contract for Servicesde Exhibit) is utilized to contract with persons/companies for their services.

b. A shortform Contract for Services does not need to expire at the end of the fiscal year. It may span more than one
fiscal year.

c. A shortform Contract for Services shall not be utilized to contract with any person/company as a result of the
issuance of an ITB, RFP, or RFQ awarded by the DBOT. The Director of Purchasing shall prgpmaiate
formal longform contract in these circumstances.

d. A shortform Contract for Services will be prepared by the Director of Purchasing, upon request of the PSC
department, upon receipt of a completed Request for Contract form Esendbit H

e. The shorform Contract2 NJ { SNIDA OSa 41 a | LILINRPGSR FT2NJ O2y(iAydzSR dza$

2. Restriction

a.

b.

Shortform Contracts for Services shall not be utilized to authorize work for PSC employees.

Whenever a department requires a PSC employee to pertosarvice that is not a part of their job function, the
employee must be paid through payroll. Contact the Payroll Department for details.

Exception: If the PSC employee owns a bona fide business which has a Federal Employers Identification Number
(FEIN), the company may contract for services directly with PSC using the company name and FEIN, with the
provision that PSC Procedure 6044 is fully adhared

3. Authorization/Award

a.

b.

It is preferred that all signatures liginal, i.e.; the document not faxed to the Contractor to sign and fax back.
If time is of the essence:

1) Preferred Method: EMail the document to the Contractor as a PDF document, and have them duplex
(double side) it, sign it, and return via overnight delivery.

2) Alternate Method: EMail the document to the Contractor as a PDF document, and havedinaex
(doubleside) it, sign it, and scan/EMail or fax it directly to the Director of Purchasing. Instruct the
contractor to send the original via regular mail.

The Vice President for Administration/CFO is authorized to sign contracts up to aumirigdlSO,OOOOO which
are exempt from competition (segage 6§, in accordance witPSC Procedure 60¢deeExhibitTT).

The President is authorized to award via signature angf@ditractswhich are exempt from competition (see
page §, in accordancewith PSC Procedure 600(see Exhibit TT) without prior approval of the DBOT.
Additionally, the President is authorized to sign contracts which have been approved/awarded by the DBOT.
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4. Encumbrance & Payment

a. Input a requisition into the Genes®&ystem for the full amount expected to be expended during the term of the
contract.

b. / 2RS GKS NBldAaAGA2Y & F {/ O66AGKAY G(KS DSySara ae
payments.

5. Expenditures Less than $1,080

a. PSC havarious regular programs where minor expenditures need to be made, such as theitems 5b 1) to 5 b
10), below.

b. A preapproved purchase order @ontract for Servicds not required for services including, but not limited to:
1) Scorekeepers, Timeeepers, umpires, referees, line judges, and other related athletic services providers
2) Off-duty Police Security Officers
3) Musicians / accompanists
4) Models for art classes
5) Attendants
6) Preceptors
7) Piano Tuners
8) Video Technicians
9) Statisticians
10) Mock Assessments

c. After the services are rendered, a Disbursement Request shall be entered into the Genesis System for each
expenditure. The signed invoice shall be sent to Accounts Payable immediately after services are rendered.

z A

d. ltistheresponsihiA G & 2F GK dza SNJ RSLI NI YSyd G2 Y2yAd2N GKS §
exceed $1000% per fiscal year.

6. Requesting Contract Preparation
a. Completely fill out the Request for Contract form as follows:

1) Include full legahame of the company If the contract is with a person, state their nam&he check for
payment will be issued in accordance with the information provided.

2) Include fulladdress, phon@umber, fax, and EMail address.

3) Include Contact Person / Signatory (naofgperson who has the authority to sign the Contract on behalf of
the Contractor.
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4) Include Federal Employer Identificatioruiber (preferred) or Social Security Number (if a person, rather
than a company).

5) Include the Department requesting the contratty R G KS RSLI NI YSydQa O2yidl Od
correspondence regarding the contract will be sent to this person.

6) Theeffective dateshould be the specific date that services will begin. The Expiration is the date that all
services will be cometeffinalized. They shouldot 6 S G KS al YSo 52 y2i dzaS a
document must be fully executed by the Contractor and all appropriate levels of authority within PSC.

7) If there areexhibits attached, put the Exhibit # in the upper right hand corner of each Exhibit for ease of
identification and consistency. Exhibits should be consecutively numbered or lettered.

8) In the Scope of Work(SOW) field, include a complete description of the worktttitee Contractor will
perform for PSC. Séxhibit Jor a sample format.

a) If the SOW is attached as an exhibit, state which exhibit it is, for example "See Attached Exhibit A",
instead of just "See Attached".

b) EMail the SOW in Word formattothe DB&l 2 NJ 2 F t dzZNOKI aAy 3 o ttSFHasS oS
F2NXYFGGAYT OADPSOT gAlK2dzi odzZ €t SGax Fdzi2YlGAO ydzy
FYR LI 8G§SRé Ayild2 GKS FAYILIE O2yidNF OG R20dzyYSyid o

c) Number the items to identify each sepaeatork activity in the SOW.

d) Indicate thedate of performance(day of class/seminar) in the Scope of Work whenever possible,
especially if they are holding more than one class/session or providing services on humerous specific
days.

e) If the services are to be performed by a specific person, state their name. Exam@eNdd W2 Ky { Y
shall instruct a workshop titledCommunication in the New Decade

9) /| KSO1 2yt &Total PxPenditré (1 KEBS B ax | a | LIIX AOlFotS
a) Fixed Fee/lLump Sum2 KSy GKS /2y {iN} OG2NNna ¥SS Aa RSTAYSR |
rendered. Lump Sum does not mean that they can receive only one payment. If this is the appropriate
GeLsSs AYyRAOFIGS GKS IY2dzyd Ay GGKS rabyuyyyyé FASEROD
i one payment in full upon completion
i monthly
i 20KSNJ NB3dzAf NI @8 &aO0OKSRdzZ SR LI eyYSyida oAaAyOfdRS ||«

b) Maximum Expenditure: The amount paid to the Contractor can be no more than this amount, but may
be less than this amount. If this is the appropriate type, indicate the total maximum expenditure
FY2dzyd 6aOFLIXEO AYy (GKS abyyuwygypyyypé FASEROD

i Schedule of PaymentsWhen projecphases are clearly spelled out in a Schedule of Payniseds
ExhibitK), the Contractor can be paid a set amount upon completion of each phase, in accordance
GAOGK (GKS RStAGDGSNIoOtS NBSOSAGSR o0& t{/ @ LYRAOLI G
{dzY¢ I NBI @
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i Hourly Rate Indicate if PSC will pay the Contractor atemurly rate for hours worked. If there are
different personnel being utilized with varying hourly rates, or other clarification is needed, include
I aCSS {seekdiRttyf The Diréctor of Purchasing will provide assistance in preparing this
document.

iii  Payment per Student: Indicate if payment will be made by number of students/persons taught
and/or trained.

10) Check whether the contractor will be utilized for only this project, or if there is a strong possibility that PSC
will utilize thisContractor on a regular basis (if this is the case, the Director of Purchasing may opt to prepare
a continuing contract).
11) Check whether the work is either Higtisk or LowRisk, in your best judgment.
12) On very rare occasions can PSC contract with a pevloris a PSC employee.
a) Should you require a PSC employee to perform services that are not a part of their employment, and
that they offer to the general public, upon approval of the Director of Human Resources, a contract may

be prepared and executed.

b) Under certain circumstances, employees may be remunerated for services as a payment through
Payroll. Contact the Human Resources Director for additional information and guidance.

13) The budget head must sign the Request for Contract, verifying that thisaob is needed/warranted.
7. Contract Preparation

a. Upon receipt of a fully completed and signed Request for Contract, the Director of Purchasing shall prepare the
F LILINRLINAF GS O2y G NI OG 2NJ YI & NXBIj dzS&ddsneededbasis. | G G2NySe

b. ¢KS S5ANBOG2NI 2F t dzZNOKFaAy3 YlIe& NBljdzSad aaxadatyosS 7
needed basis.
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Unauthorized Purchases

1. College Policy

a. Obtaining goods and/or services for personal use with College funds is a violation of College policy, and will be
considered an unauthorized purchase.

1) Requests for payment for unauthorized purchases will be returned with a -cossro from the Purchasing
Department(ExhibitU).

2) The response shall identify the steps that will be taken to ensure that the violation will not recur, and must be
signed by the budget head.

3) Resolution of anyinancial obligationresultant of the unauthorized purchase shall be, and remainp#rsonal
responsibility of the person who made the purchase

b. Obtaining goods and/or services prior to receiving approval of the budget head is a violation of College policy.

c. The Offce of the Auditor General is extremely critical of departures from policy and College staff should
endeavor to adhere to all written policies and procedures.
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Emergency Purchases

1. Definition
a. Anemergency occurs when:

1) Certain conditions might adversely affect the life, health, safety and welfare of PSC employees or its
students, or

2) When PSC property or equipment are endangered, or
3) When it is necessary to maintain or restore vital services, or
4) To address nomgompliance with Florida Statutes or other regulatory laws and permits, or
5) To avoid interruption of normal business operations/activities and/or assure continuity of services, or
6) Situations which may cause major financial impact to PSC should immediate auttiom taken.
2. Responsibility

a. The declaration of an emergency situation is made in writing by the PSC Department affected, not the Purchasing
Department.

b. Departmental officialsshall not use the emergency purchase procedure to abuse or otherwise purposely
circumvent the regular established purchasing procedures.

3. Authorization
The President of PSC (or designee) may waive solicitation requirements in emergencies where there isent thmesd
to students, employees, or public safety, or in cases when necessary to prevent damage to the facilities caused by an
unexpected circumstance.
4. Emergency Procedure During Normal Working Hours
a. Expenditure of up to and including $15,06%
1) 'y SELISYRAGIINE OF y-iKNPIDNKOSTE $3 K KI2azil FeNvil ¥t & RSOt |

2) After input of therequisition (see ExhibitB), call the Purchasing Department and inform them as to the
urgency of processing a purchase or@sre ExhibiC & Dimmediately.

3) The Purchasing Department may suggest the use of a PSC credit card.
4) Provide the fax number of the selected supplier.
b. Expenditures of $15,008 and Over:

1) The budget head (or designee) shall contact the Director of Purchasidggignee) to explain the nature of
the emergency.
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2) A requisition shall be input into théenesisystem, and approved by the budget head.

3) An Emergency Purchase Justification form (E&€)ExhibitV) shall be completed and submitted to the
PurchasingDepartment. The budget head shall be responsible for providing adequate documentation
including a written determination of the basis for the emergency and for the selection of the particular
contractor.

4) The ordering department or the Purchasing Departmgmll endeavor to obtain pricing from a minimum of
two (2) suppliers (using small purchase guidelines) whenever practical under the existing circumstances, as
determined by the budget head (or designee).
5) Upon approval of the (EPJF) by the President 6f @&designee), a purchase order will be issued.
5. Emergency Purchases at Night, Weekends, or Holidays
a. Should an emergency arise other than during normal business hours, the PSC budget head (or designee) shall act
to secure the necessary materials or service, and shall have the authority to authorize purchases not to exceed
$15,000°.
b. Should an emergency purchase exce®d5,000°, the budget head (or designee) shall practice due
diligence in ensuring costs are kept to a minimum while ensuring that appropriate action is taken to procure the

needed goods and/or services.

c. The budget had (or designee) shall contact the Facilities Departmer @t7-1 05 9(internal extension 5059)
to inform them of the circumstances of the emergency, if applicable.

d. The next work day following the date of purchase, a requisition must be input intdGresis system and
approved by the budget head, and an (EPJF) explaining the details of the emergency shall be submitted to the
Purchasing Department.

e. Upon approval of the (EPJF) by the President of PSC (or designee), a purchase order will be issued.

6. General Information

a. The Purchasing Department may take appropriate action, as deemed necessary, should a PSC Department not strictly
adhere to PSC purchasing procedures.

b. When emergency purchases are made, the PSC Department will make the purchase at the best possible price (while
considering timely delivery), in accordance with the above procedures.

c. Failure to anticipate normal needs or project deadline dates or a deso expend excess or remaining budgeted
funds prior to year end does not constitute an emergency.

d. PSC Departments shall not use the emergency purchase procedure to abuse or otherwise purposely circumvent the
regular established purchasing procedures.
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Sole Source

1. Definition
a. Sole source items must mektoth of the following criteria:

1) It is the only item that will produce the desired results (or fulfill the specific need), and #ereno
alternates,and

2) The item is available from onbne source of supply

b. Warranty requirementsand compatibility to existing equipment shall be an acceptable justification for waiver of
bidding requirements, provided the item is only available from one source of supply.

2. General

a. Purchases of supplies, equipment and contractual services from a sole source are exempt from competitive
requirements in accordance with SBA-BA0734(2)(e)(see Exhibityj.

b. Sole source determination/approval shall be made only by the Vice Présidedministration/CFO. Said
approval shall be formally requested and documented by completing a Sole Source Justificati(Bxoitmt W).

c. The steps to follow for sole source purchases are as follows:

1) The PSC Department shall submit to the Pasitig Department a completed Sole Source Justification form,
indicating the following:

a) Requisition number which was assigned by Genesisystem.

b) Thepurpose and need.

c) 5SaONRLIIAZ2Y 2F YR dzaS 2F (GKS AGSY oAy flFe&YlyQa
d) Include why the item is the only one that will produce the desired results (or fulfill the specific need).

e) List unique features that the item or service has that other comparable items or services do not have,
and why these unique features are needdsle specific.

f) Show as clearly and concisely as possible why only this item or this service will accomplish the function
required.

g) Explain if the product is being purchased directly from the manufacturer. If not, explain why the item
cannot be bid/quotedo the various dealers.

h) Include documentation of efforts made to identify other sources of supply.
i) Explain the necessity for compatibility with existing equipment or instrumentation, if applicable.

j) Explain the consequences, including an estimate of the impact (financial or otherwise), if this Sole
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2)

3)

4)
5)

6)

7

8)

3. ¢KS

Note: !
page 33.

Source is not declared and approved.
k) Explain why the price for this product or service is considered to be reasonable.

[) Explain the efforts that were mad® conduct a norcompetitive negotiation to get the best possible
price.

m) Explain how your program would function should the supplier discontinue this product.
Complete writtenspecificationsand a written quote from the vendor shall be attached. Aiddally,
include a letter from the manufacturer confirming the claims made by the distributor of exclusive

distributorship for the product or service, if that is cited as a reason for the Sole Source request.

The PSC Department and/or the Purchasibgpartment shall attempt to locate competition (alternate
sources of supply).

Clearly indicate on the form or via attachment how it was determined that the price is fair and reasonable.
The Sole Source Justification form is submitted to the Riiesident for Administration/CFO for approval.

When deemed appropriate by the Vice President for Administration/CFO, the Director of Purchasing shall
L2aid GKS NBIAdZANBYSyld 2y {GFGS t dzNOKF&aAy3aQa +*SyR2NJ

Approved requests shall be processetl a purchase order shall be issued.

The PSC Department shall be informed as to any requests which are disapproved, and the procurement shall
be either cancelled or made in accordance with standard procedures.

. Saié¢ +SyR2NJ

AddzLILX ASNR& o6SAy3d RSGSNXYAYSR (G2 0SS GKS ao0Saidé¢ LINE DA

4. Examples

a. XYZ, Inc. would be considered a sole source for parts for-aw®@ XYZ computer due to our computer system
being sandardized to XYZ type, any other type of parts utilized would scramble the system and invalidate the
warranty, and the parts are only available directly from the manufacturer.

b. ¢KS CFOAtAGASE 5SLINIYSYy(d KIa adzo WyBERSER T2 NNBlydAid A & A
vehicles. This item was recently invented and brought to market by WWW Manufacturing, Inc. These bearings
increase the performance of vehicles by 100%. No other company has anything of this type in production, and
purcha®s of these bearings can only be made directly from the manufacturer.
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Single Source

1. Definition

a. Single source procurement is a contract for the purchase of goods and/or services, entered into after soliciting
and negotiating only with onsource, usually because of:

1) The technology required, or
2) Uniqueness of the item, or
3) The supplier is uniquely qualified.

b. Do not confuse Single Source with Sole Source, where there is only one item that will fulfill the need, and there is
only onesource of supply.

c. The uniqueness or unique feature must be of demonstrably real importance and benefit to PSC in the way the
item or service is to be used.

2. Procedure

a. The PSC Department requesting a single source procurement shall documentedlsens why the
item/technology/service is the only acceptable one. Be specific. Include information such as:

1) Whether this will be a ordime purchase.

2) Whether there will be repeated future buys. Include anticipated number of reoccurringactinas and
estimated total expenditures.

3) Current need is a reoccurrence.
b. Additionally, they shall document all efforts made to find alternate sources of supply.
3. Approval

Single source procurements must have written approval by the Rfiesident for Administration/CFO.
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State of Florida Term Contracts

1. General

a. PSC has the option to utilize State Contracts established by State Purchasing in Tallahassee, when purchasing
certain goods, services, and capital equipment.

b. Thesecontracts include goods and services that are common to state agencies, local governments, educational
institutions, and other public entities. These goods and services are consolatadetindard specifications are
prepared and developed into State Gracts. The contracts are awarded for specified time periods, and are
available for use by community colleges, universities, political subdivisions, County, Municipality, and other local
public entities.

c. Each agency is responsible for the purchase afws goods and services, and payment is made directly by the
ordering entity.

d. In accordance with SBE Rule BA0734(2)) (see Exhibity),i KS NBIlj dZA NBYSyYy G F2NJ t {/ Qa
bids shall not apply to purchases established under Floridiutes regarding State of Florida Term Contracts.

2. Authority

The Director of Purchasing may make purchases/awards in any amount utilizing State Contracts regardless of dollar value,
LINE GARSR GKS& IINB gAGKAY (KS nthe/besbifedstNGPSEyY 1 Qa4 06dzRISGZ |y

3. Procedure
a ¢KS t dzNOKF&aAy3I 5SLI NGYSyid aKltt GSNAFe (GKS SEAaiGSyOS
and printing appropriate pages for backup documentation (unless this has been done by the R&6\eldp

and the documentation has been provided to the Purchasing Department).

b. t SNIAYySydG LI3Sa 2F GKS {dFdS /2yaGaNrOG Ydzad oS aGdl O
order.

c. Verify that the supplier indicated on the requisition Hzeen awarded a contract, or is an authorized reseller.
d. Verify price.

e. Certain contracts require that the purchaser obtain current written price quotes from the supplier. They shall be
obtained by the Purchasing Department if not already provided by the PSC Department.

f.  The State Contract number shall be referenced orpilmehase ordefsee Exhibit C & D
4. WebSite

a. You can visit the State Contract WebSite at:
http://dms.myflorida.com/business_operations/state_purchasing/vendor_information/state _contracts agreements_and_price_lists

b. 2NJ @&2dz YI & I 00Saa Ad DAL GdKS tAyla 2y 0KS t
www.polk.edu/purchasing.
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Invitation to Bid

1. General
a. Competitive sealed bidding is the preferred method of procurement for public agencies.
b. The Invitation to Bid is the solicitation document utilized for this method of procurement.

c. Rather than take the time and effort of issuingf@mal solicitation, the Director of Purchasing may opt to
piggyback the competitively solicited contract of any unit of government established by law, if a suitable ITB/RFP
is available, in accordance with State Board of Education Relel ®%34 (2)(cjsee Exhibityy).

2. Procedure

a. When there is an oigoing need for goods and/or services which may extend over multiple years, the annual
expenditure shall be the amount which is used to determine the appropriate method of procurement (whether it
is a sm# purchase or a formal procurement) and appropriate level of authority for award.

b. Upon natification from a department of a need to procure an item/service, or receipt of a requisition with an
estimated expenditure over the bid threshold amount, or upon determination of a need for a Term Contract, the
Purchasing Department will preparedeaft Invitation to Bid (ITB).

c. The draft ITB shall be transmitted to the affected PSC Department and any persons with special expertise for
review and comment.

d. The PSC Department shall submit corrected documents to the Purchasing Department véthcareguesting
the changes, and authorizing the Purchasing Department to proceed with advertisement, and distribution of the
ITB.

e. The ITB shall be finalized and issued by the Purchasing Department.

f. The ITB shall be publicly advertised. Advertisemshtdl be published at least one (1) time in a newspaper
distributed in Polk County. The bid submittal due date shdeldpproximately 21 calendar days after the date
of ITB issuance/initial distribution/posting to the websitadditional advertising mainclude:

1) 6KS {GFGS 2F Ct2NARI Qa8 +#+SyR2NJ .AR {e&adasSyT
2) other Florida newspapers;
3) magazines;
4) minority publications, and;
5) trade journals.
g ! RRAGA2yLFfte G4KS L¢. R20dzySyida aklff o6S LRadSR 2y o
webpage. Té Notice should contain the following instructions and information:

1) ITB Title;

2) Description of the goods/services being procured (when the ITB title does not appropriately identify the
intent of the ITB;

3) Whom to contact to request an ITB;

4) The due date antime;

5) PreBid Conference information;
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6) A statement notifying bidders that they may not have contact with any PSC related person other than
the named contact person regarding the ITB;

7) Bid security required, if any;

8) Any other information as deemed appropridty the Director of Purchasing.

h. The advertisement will be posted in the Purchasing Department from the date of issuance of the ITB, until the
due date/time has passed.

i.  Official notice of the ITB shall be EMailed to all suppliers on the Bidde(sdaspage 38, sectiorf)3

j-  APreBid Conferenceshall be held for every ITB attendance shall be the Director of Purchasing (or Buyer of
Record), who will chair the meeting, a representative of the PSC Department (who shall be prepared to answer
technical questions), staff with special expertise (example: Tech Support Services when purchasing computer
equipment), and any other PSC staff members as deemed appropriate by the Director of Purchasing.

k. Addendashall be issued by the Purchasing Depamitnas needed. The addenda will be distributed to all Bidders
upon written approval from the PSC Department. Written approval by the PSC Department is not required if the
addenda does not include materiel changes.

I.  The bids shall bpublicly opened

m. A bid received at the designated place for receipt, after the established due date and time shall be considered a
late bid, and be rejected. The late bid shall not be opened, and should be returned to the Bidder advising that
the bid was received lat@fter the due date and time) and cannot be accepted.

n. The bids shall b&bulated.

0. A copy of all responsive bids and a tabulation sheet shall be transmitted to the PSC Department for a written
recommendation of award.

p. The PSC Department shalibmit written justification with their recommendation if they are recommending
award to a supplier other than the apparent low bidder. The Purchasing Department reserves the right to
challenge any award recommendation of the PSC Department.

g. The Purbasing Department or PSC Department shall performefarence checkon the lowest, responsive,
responsible bidder.

r. Factors other than price must be used to determine the lowest responsive and responsible Bidder. These factors
include, but are not linéd to:

1) The ability, capacity, equipment and skill of the Bidder to perform the contract.

2) Whether the Bidder can perform the contract within the time specified, without delay or interference.

3) The character, integrity, reputation, judgmemxperience and efficiency of the Bidder.

4) The quality of performance on previous contracts.

5) The previous and existing compliance by the Bidder with laws and ordinances relating to the contract.

6) ¢KS adzZFFAOASYOe 27T (K DerforinER @hdECH or fohnidy therseriice. NS & 2 dzND S
7) The quality, availability and adaptability of the supplies or contractual services

8) The ability of the Bidder to provide future maintenance and service.

9) The number and scope of conditions attacttedhe Bid.

s. Upon receipt of a written recommendation of award from the PSC Department, the Purchasing Department will
LINPOSaa Ad F2N I LILINE O f§ 2F t{/ Qa tNBaAARSylo® LT GF

PolkStateCollege 36
Purchasing Manual
Updated September 17, 2010



5SLI NI YSYydQa NSHARY 3 Bofed In tha rRegramendation of award.

1) If the total expenditure is less than Category Five of Florida Statute 287.013efl ExhibitCCq= a Gl TF Q4
recommendation for award shall be posted to the dedicated webpage and on the ITBrbbletid in the
t dZNOKFaAy3 5SLI NGYSYydG F2NI Fd €SFad tH K2dzZNE LINA 2 NJ

2) If the total expenditure is equal to or over Category Five of Florida Statute 287.0E_€1LEXNIbICCC the
recommendation of award stiaf 6S &dzo YAGGSR G2 t{/ Qa tNBaARSyGzI ¢
a0 FF¥Qa NBO2YYSYRIGA2Y 2F | 61 NR®

a) LT t{/Q
I A

NEAARSYl R2Sa y2G 02y OdzNJ gAGK adrk F¥FQa |
002 NR 8T I

t
EREN: asidBt. NEOGSR o0& t{/ Qa tNB
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b) The recommendation for award shall be posted to the dedicated webpage and on the ITB bulletin board
in the Purchasing Department for at least 72 hours prior to submitting it to the DBOT for award.

t. In accordance with FS 119.071, the hidseived are exempt from public records (FS 119.8ée ExhibitAAA)
until such time as PSC provides notice of a decision or intended decision, or within 10 days after bid opening,
whichever is earlier.

u. Bidders filing a protest of award must do sohiit 72 hours of posting of the recommendation of award.

v. The Director of Purchasing shall notify the appropriate parties of the award.

w. The Director of Purchasing shall request a Certificate(s) of Insurance and bonds, if required by the ITB. The
original certificate and bonds shall be filed with the original contract in the Purchasing Department.

X. When there is a formal contract, it shall be routed by the Director of Purchasing to acquire the appropriate
signatures.

y. Upon full execution of ta contract, and receipt of all bonds and certificates of insurance, whenever possible, at
least one original will be provided to the contractor, one will be filed in the Purchasing Department, and
xerographic or PDF copies will be provided to the PSC De@at(s), as appropriate.

z. The Director of Purchasing shall have the right to waive any informalities and technicalities, to reject all bids and
either rebid the solicitation, or abandon the project in its entirety.

aa. Shouldonly one responsive angksponsible bid be received, PSC may purchase such products or services under
the best terms which can be negotiated by the Director of Purchasing.

bb. When no acceptable bids are received:
1) Perform due diligence to determine if there is a State Castttiaat can be utilized.
2) Verify if there are any piggybackable ITBs/RFPs available. Piggyback if a suitable ITB/RFP is available.
3) Purchase the goods/services on the open market at the best price and terms available.
3. Bidder List

a. The Purchasing Department shall maintain a file of those manufacturers, suppliers, agents, etc., who desire to do
business with PSC.
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Purchasing.

d. Prior to distribution of the Invitation to Bidi K S
AYyiSNBaiGdSR RSLI NIYSyia
the Bidder List.

.ARRSNJ [Aaild YIe 0SS GNIXyavadd
F 2 NJ A y-bddnuy suppliérs may beQidletet! fida A RSy

e. The Purchasing Department shall solicit bids from prospecsuppliers obtained from the supplier files,
publications and catalogues, suggestions from the requisitioner, previous suppliers, previous bidders, etc.

f.  Notification to suppliers on the Bidder List shall be done via an EMail notification, witk @ lihe ITB, submittal
documents, and other information on the ITB dedicated webpage.

4. Responsibility for Specifications
a. The preparation of specifications and/or Scope of Work is the responsibility of the PSC Department, with review
and input by he Purchasing Department. Bid documents for construction or major facility repairs may be
prepared by the Facilities Department or their consultant.
b. The Purchasing Department reserves the right to challenge specifications to allow open competition.

c. Specifications shall permit competition except on rmompetitive materials or services.

d. Specifications should define the level of performance required rather than a specific brand name, whenever
possible. For the benefit of suppliers and 8C Department, specifications must be clear and concise.

5. Term Contracts

a. A Term Contract is a formal contract that is issued for a specified time period (usualjie@nitervals) as a
result of a competitive bid process for specific items to bechased for the duration of the contract.

b. Each item has a firm price, or the Term Contract may allow for a firm discount (percentage) off list prices that are
established at the time of award.

c. Term Contracts are awarded for use by all Departmentd, manst be utilized when purchasing a term contract
commodity.

d. A primary and a secondary contractor, whenever feasible, shall be awarded. The secondary contractor shall be
utilized when the PSC Department determines, in writing, that the primary contragtonwilling or unable to
perform, if the contract is terminated prior to the expiration date, or whenever scheduling or other factors will
benefit the PSC Department.

e. Once a contract is established, Departments will be notified of theitém pricirg.

f.  The Departments may then order directly from the awarded supplier via issuance of a blanket purchase order
(BPO) or a purchase order (Pfor the item(s) required referencing the Term Contract number. Departments
may not order items other than those awarded regarding the specific Term Contract on the BPO. Separate BPO's
or PO's may be issued to the supplier for rmamtract items under tk bid threshold amount.
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BPOs may be issued for any amount (within budget constraints) when issued in accordance with the pricing,
terms and conditions of a Term Contract.

When additional items are requested to be added to an existing Term Contract by a PSC Department, said items
YFred 0SS yS32GAFGSR IyR FTRRSR 068 (KS S5ANBOG2NI 2F t dzNOK
should also be included in the Inuitan to Bid document the next time it is bid out.

The Purchasing Department may audit purchases to ensure appropriate suppliers are being utilized.

Term contracts are not restricted to fiscal year parameters.

6. Renewal of Term Contracts

a. To allowfor renewal or extension of term contracts by the Purchasing Department without further DBOT

approval, the DBOT agenda item shall include a statement such as:
G. 2FNR | LILNR @It A& NiehrdeBracinBdet rah@vabBdyithedbrdhasiig | Y Y
Department for () additional -8 ST NJ G SN) & ®¢

b. Should the PSC Department and the supplier wish to renew the contract, the Director of Purchasing shall renew
the contract for additional periods of time.

c. In the event additional time is required to prepare an ITB and award prior to expirationDiteztor of
Purchasing shall have the authority to extend the term contract for the necessary time period.
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Tie Bids/Quotes

1. Tie Bids/Quotes

a.

In the event two (2) or more suppliers submit the exact dollar amount as their quote/bid offer, the following
criteria, in order of importance, shall be used to break said tie:

1) Drug Free Work Place, in accordance s 287.087 (See ExhiBE[(delineated byinclusion of Drug Free
Work Place form with their submitgal

2) {dzLJLJX ASNXDa LX I OS 27F oaddiessyoda dsedoripurshase jdey t 2t 1 / 2dzy (@

3) { dzLJLX A SNIDa LI I OS 27F 0 dza Jagdessdo bd used dripiirkhasg ojdeK S { G G S
4) Prompt Payment Discounts;

5) Flip Coin.

2. Tied Score in RFP/Q Process

2 E

a Ly GKS S@Syid (62 6H0 2NJ Y2NB LINRLIZAaSNRQ adzmYAdailta
Proposals (RFP) or Request for Qualifications (RFQ) selection process)lessdsaid RFP or RFQ stipulates
criteria for determination of a recommend of award for tie scores, the following criteria, in order of importance,
shall be used to break said tie:

1) Drug Free Work Place, in accordance g 287.087 (See ExhiBE[ (delineated by inclusion of Drug Free
Work Place form with their submital
2) Flip Coin.

b. Due to location being a criteria for both the written submittal and oral presentations, location shall not be

considered in again at the tie breaking stagehédwise, the location factor would be doubled.
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Requests for Proposals

1. General

a.

Although competitive sealed bidding (Invitations to Bid) is the preferred method of acquiring equipment,
supplies or services in excess of the bid limit, a need is recognized to establish another method for those
circumstances when this process would nQ KA S@S addzA G 6t S NBadzZ Gao Ly 2NRS
ensure PSC will obtain tie. S & G  cettain geScar&ments must have the flexibility to take into consideration

factors other than price to determine what is in the best interest 8CP

Competitive sealed proposals is the procurement method that shall be used for procurements in excess of the
bid threshold, when the Director of Purchasing determines that the Invitation to Bid is not appropriate.

The greatest emphasis when utiliziogmpetitive sealed proposals should be on adequately defining the work or
service needed and on adequately evaluating the capability of those firms interested in performing the service.

The solicitation document utilized for the competitive sealed profgazethod is the Request for Proposal (RFP).

When procuring professional services, as defined by FS 287.05%x8dxt DDD or other special needs (as
determined by the Director of Purchasing), a Request for Qualifications (RFQ) may be utilizedddisithgos
document.

A main user / requestor shall be identified for each RFP/RFQ, whenever possible (hereinafter referred to in the
section as PSC Department). Example: Facilities shall be the main user for the Custodial RFP and the Lawn
MaintenanceRFP.

2. RFP/RFQ Preparation

a.

The Purchasing Department shall prepare the RFP/RFQ and an appropriate contract (when applicable) for
inclusion in the RFP/RFQ package. The PSC Department shall work closely with the Purchasing Department to
develop the spcifications and/or scope of work for the RFP/RFQ.

The following should be included in the RFP/RFQ:

1) Where responses should be delivered.

2) When responses are due.

3) Security requirements, if any.

4) Bid BondPerformance bond and insurance requiremeritsny.

5) Informality waiving and bid rejections clause.

6) Proposal Guidelinesstandard front end documents.

7) Introduction, including background information of PSC.

8) Statement of general purpose and description of the project (goods or servigekiding the time frame in
which the work is to be completed.
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9) Where and how to direct inquiries concerning the RFP on technical and/or contractual matters and how
those inquiries will be answered.

10) How RFP/RFQ addenda will be communicated toptioposers.

11) Scope of Work: A work statement or performance specifications (may be included as an exhibit to the
sample contract).

12) PreProposal Conference information.

13) Minimum qualifications; i.e., years in business, financial statement, required catitfins, licenses, or pre
qualifications.

14) Instructions for preparation of the proposals.
15) Required submittals

16) Information or documents to be submitted with their response; i.e., resumes, required forms (whether
included or not included in the RFP/RFQgnmer in which the proposal is to be submitted, and any other
elements specific to the contract/project.

17) How the proposals will be evaluated, include a list of¢hteria and weighting factorsFor example;

a) Price,

b) Qualifications,

c) Technical soundness of the proposal,
d) Understanding PSC's needs,

e) Financial resources,

f)  Evidence of insurance capacity,

g) Location

i. Locationshall be given a weight &2ofor both the initial evaluation (evaluation of
the written proposal) and Ord&resentations
h) Previous contracting experience with PSC.

18) Only the factors or criteria as listed in the RFP/RFQ shall be used in the initial evaluation.

19) Whenever it is determined that oral presentations will be held, the affected proposers shall be notified of
the final (new and/or revised) selection criteria, and their respective weights.

20) Sample contract (when applicable)

3. The Evaluation Team (team)

a. An ETeam will be appointed consisting of appropriate staff, orstaff with special expertise, to assist in the
development of the Scope of Work and criteria to be used, and to evaluate the proposals.
b. The minimum number of members assigned e tETeam shall be three (3), and the maximum shall be seven
(7).
c. The ETeam should include representatives from the PSC Department (main user) administration, faculty, career,
and professional/technical employee groups whenever possible. Both campuses should be represented when
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appropriate.

d. The Director of Purchasirghall serve on the ETeam as nasting Chair. Exception: The Director of Purchasing
shall be the Chair with the right to evaluate the submittals/vote when authorized by the Vice President for
Administration/CFO.

e. The members of the ETeam should be idféed prior to the solicitation advertisement.

f.  The Vice President for Administration/CFO should approve the membership of each ETeam.

g ¢KS awSljdzSaita F2NIt NRpLRaltag aSOGAz2y 2F GKS t dzNOKIF &A

h. ETeam members musattend a training session instructed by the Director of Purchasing to ensure they
understand the selection process and their duties.

4. Approval of RFP Document

a. Afinal draft of the RFRFQ, whenever possiblghall be provided to the ETeam for review & comment, and final
approval (when deemed appropriate by the Director of Purchasing).

b. The RFP shall not be issued/advertised until written approval of théRRBEIpackage is received from the PSC
Department(when applicable).

c. Addenda must have approval of the PSC Department unless there is no materiel change (Ex: Due date is
extended, minor clarification is made, or clerical error is corrected).

d. A copy of the Proposer List shall be provided toETeam in conjunction with the draft RFP for their review who
shall notify the Purchasing Department of any additional prospective proposers to include in the Proposer List.

5. Advertisement / Distribution
The RFP/RFQ shall be advertised and distributegtcordance with internal procedures (see Invitation to Bid).
6. Receipt of Proposals

a. Proposals shall be opened in public at the time and place indicated in tHRRP#&hd advertisement. Only the
names of the proposers must be read aloud.

b. A tabulation sheet shall be prepared and posted.
7. The Selection Process

a. All meetings held by the ETeam shall be open to the public and recorded via audio and/or video, and
summary minutes prepared, in compliance with the Sunshine Ba86.011(SeeExhibitBBB.

b. The ETeam shall select evaluation criteria (to include price whenever possible). Such criteria must be stated
in the RFP/RFQ. Certain (R8287.055¢ Acquisition of professional architectural, engineering, landscape
F NOKAGSOGdzNF £ = 2N adzZNBSeAy3d |yR YIFLWLAyYy3 aS@eei 0Sa ¢
ExhibitDDD) 8 wCv Qa ¥stablishiéd wai§htetd MNiferia, and canrintlude price as a criteria).

C. The ETeam shall assign a weight to each criterion by its relative importance, with the total weights equaling
100%.
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d. The ETeam shall review and comment on the Scope of Work. Appropriate changes will be made to the RFP
document by the Purchasing Department.

e. The Purchasing Department shall issue the RFP/RFQ and receive the proposals.

f. The Purchasing Department shall gereen each of the proposals to determine if they have provided
required information, and is, apparentigsponsive. Only responsive proposals will be distributed to the
ETeam for evaluation. If any proposal(s) is questionable as to responsiveness, the Director of Purchasing
shall so communicate to the ETeam, and request that the ETeam review the documersiatimitted and
determine if the proposal should be accepted or rejected.

g. The Director of Purchasing shall also provide each member of the ETeam with the tabulation sheet and
evaluation sheets.

h. Nonresponsive proposals may include, but are not limited t

1) Failure to follow the required format;

2) Failure to sign the proposal;

3) Failure to acknowledge addenda (unless all changes are not materiel);
4) Failure to provide required submittals/documentation (adequately);

5) Submission of a late proposal;

6) Proposer doesat meet minimum requirements.

i The ETeam may determine that required submittals/documentation are so inadequate as to be determined
to be nonresponsive.

j- No member of the ETeam or their immediate family can have any financial interest in or connection with any
of the proposing firms. The Purchasing Department shall provide each ETeam member with a Conflict of
Interest Statemeni{Exhibit P). Each member nst disclose any potential conflict of interest regarding the
proposers on the signed form. Should there be any conflict(s) indicated on the form, the ETeam member
aK2dZ R 6S NBY20SR FNRBY (GKS 9¢SI YD l'ye todzéydoiid 2y | 0 f
written legal opinion.

K. The ETeam must read each of the submittals and prepare the Preliminary Tally Form prior to the evaluation
of written submittals meeting. Any ETeam member who has not read every submittal and completed the
Preliminary TallyForm shalbe excused from participation.

l. The ETeam meetings are open to the public and shall be eitherreaqmeded or summary minutes kept.

m.  The Director of Purchasing will assemble the Preliminary Tally Forms. The ETeam shtikesteres for
each of the criteria which have a consensus onto their Evalndorms. The ETeam shall discuss each of
the other criteria and make every attempt possible to come to consensus regarding how each of the
submittals will be scored for eachiterion.

n. Scores must be on the basis of 1 to 5 (whole numbers and no zeroes dieasgition: see page 46 section
8]) and should represent the evaluator's best objective judgment. i@e #8 on page 4 for further
explanation of scoring.

0. Once thefinal scores are determined, each ETeam member shall multiply the score times the weight (%) to
obtain the extension suotal.

p. Add all of the extension sutotals downward. The proposers with the highest cumulative grand total of all
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g. A summary of total scores for all proposers must be prepared after all members of the ETeam have reviewed
and evaluatedhe written proposals.

r. ¢KS 9¢SFY aKlff RSGSNN¥YAYS AF GKSNB Aa I aOtSIFNI gAYy
give an oral presentation.

1) If the RFQ is for professional services, as defined in FS 287.055 (architects, engingettfien oral
presentationanust be held, and at least three (3) firms must be invited to give an oral presentation.

S. If the ETeam chooses to hold oral presentations, only those firms with the highest scores rated in
accordance with the Evaluation Crii will be invited. No more than five (5) firms may be invited to give an
oral presentation.

t. The evaluation criteria and/or their weights may be changed for the final evaluation (oral presentations)
upon consensus by the ETeam.

u. The Purchasing Departmershall notify each sho#listed Proposer in writing of their scheduled oral
presentation. The new/revised criteria and their respective weights should be included.

V. The Purchasing Department shall request written references from those listed in thegalop®he results
will be provided to the ETeam for their consideration.

w.  Oral presentations may be held. If held, the presentations shall be-regm@ded and/or videdaped.
Summary minutes of the presentations and deliberations will be preparedmediately thereafter, the
ETeam shall endeavor to reach a consensus and score them in accordance with the new/revised criteria and
gSAIAKGAE YR RSUSNNAYS (KS aoSaiié LINRPLRalFtX Ay GKS,
X. Evaluation forms completed by ETeam members shall be retainethe RFP file in the Purchasing

Department.

y. ¢KS t dzNOKF&aAy3 5SLINLYSyG oAttt LINBLI NB I NEO2YYSY
comments, for consideration by the President. Should the President disapprove the recommendation,
he/she shall indicate the alternate award or recommendation for award, and the reason(s) for his/her

decision.

z. 61 NR NBO2YYSyRIGA2ya FT2N) 6KAOK GKS | 61 NR SEOSSRa
approval by the DBOT.

aa. The Director of Puicl aAy 3 &KFff LINSBLINB | FAyLFf NBO2YYSYyRLI
decision.

bb. After award, the Purchasing Department will finalize the contract, ensure receipt of certificates of insurance
and other required documents, and route the contract &ppropriate signatures.

1) Exception: Contract documents for Construction Management projects will be negotiated and prepared
by Facilities Department.

cc. The contract will be administered by the appropriate PSC Department.
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dd. Should only one (1) proposal be receivB&Gnay enter into a contract for such products or services under
the best terms which can be negotiated by the Director of Purchasing.

8. Scoring Definitions

0 = No information provided for the specificcriteria. Proposer failed to address the criteria. No
documentation was provided.

1 = "Poor': Proposal is lacking or inadequate in most basic requirements, specifications, or provisions for
the specific criteria.

2 = "Below Averagé Proposal meetsnany of the basic requirements, specifications or provisions of the
specific item, but is lacking in some essential aspects for the specific criteria.

3 = "Averag€: Proposal adequately meets the minimum requirements, specifications, or provisions of the
specific item, and is generally capable of meeting PSC's needs for the specific criteria.

4 = "Above Averagé Proposal more than adequately meets the minimum requirements, specifications, or
provisions of the specific criteria, and exceeds those reguénts in some aspects for the specific
criteria.

5 = T"Excellent: Proposal exceeds minimum requirements, specifications, and provisions in most aspects of

the specific criteria.
9. Price Evaluation
a. The Purchasing Department shall provide score®fare whenever possible, as follows:

1) The lowest priced proposal should receive the maximum score (5 points) for the price criterion. The other
proposals should receive a percentage of the score based on the percentage differential between the lowest
proposal and the other proposals in accordance \itthibit O.

2) The price evaluation and calculation may be revised to conform to the needs of each individual RFP
selection.

10. Professional Services

a. Procurement of engineering, architectural, landscape architectural, surveying, mapping services, and
Construction Management at Risk services shall be made in accordancESvRB7.05%SeeExhibit DDD and
DBOT Rule 5.1@ee ExhibiQQ.

b. In accordance withFS 287.055 G KS | Y2dzyi 2F ¢2N) LINBEGA2dzate I 6l NRSR
with the object of effecting an equitable distribution of contracts among qualified firms.

c. Scoring foMolume of Workshall be as follows:
1) The frm with the most previously awarded work shall receive zero (0) points.
2) A mathematical formula shall be used to determine the scévethe other proposerdased on the percentage

differential between the highest and the other proposgdge Exhibit O).

11. Cancellation of Solicitation

The Director of Purchasing shall have the right to reject all proposals/submittals and request the entire transaction to be
re-solicited, or may abandon the project in its entirety.
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Construction Management

1. General
a. Pursuant toChapter 1013.45(3)f the Florida Statutes, PSC may elect to contract with a Construction Management
entity to be responsible for construction or renovation of facilities.

b. The Construction Manager will schedule and coordinate suchititiand will be responsible for successful, timely,
and economical completion of the construction or renovation project.

c. In contracting with the Construction Manager, PSC desires a cohesive working relationship that allows PSC to have

proper monibring and oversight over the project, while still permitting the Construction Manager to use professional
judgment and good business practice. Therefore, the following procedures outline the duties and responsibilities of
each party.

2. Selection Process

The Competitive Sealed Proposals method of procurement shall be utilized to select a Construction Management at Risk

provider. A Request for Proposal (RFP) or Request for Qualifications (RFQ) shall be the solicitation document utilized.
3. ConstructonMg | 3SNNR&a wSalLlRyairoAitAldAsSa

a. All scheduling, coordination, and cost control in providing or procuring planning, design, and/or construction
services.

b. Successful, timely, and economical completion of the project(s).

c. ldentification of those items within the bidackage that will be performed by the Construction Manager, those
to be subcontracted, and those that will be decided upon at the discretion of the Construction Manager at a
later point in the project.

d. Selection of subcontractors in accordance with goadibess practice.

e. Obtaining evidence of appropriate licensure of subcontractors.

f.  Providing sufficient documentation with all invoices submitted.

g. Proper accounting for any pay advances provided by PSC, including accounting for any savings from such
advanceghat shall accrue to PSC.

h. Suggesting items for direct material purchase to avoid paying sales tax.

4. t {/ Qa4 wSalLRyaAiroAtAlGASa

Monitoring the selection of subcontractors.

Monitoring the verification by the Construction Manager of appropriate licensure of subcontractors.

Preaudit of payments for construction management services for reasonableness and accuracy; review project

expenditures to ensure that #y are necessary, allowable, and adequately documented as to the business

purpose prior to making payment.

e. Comparison of the detailed project cost reports supporting requests for payments submitted by the Construction
Manager with the bids awarded to thedividual subcontractors.

f. Prompt and timely payments to the Construction Manager, including draw requests, upon submission of
properly documented billings with sufficient baak.

g. PSC may issue POs for Direct Material Purchases in order to realizesaagings. The Project Engineer shall

monitor and document this program, and be responsible to ensure that the Construction Manager adheres to

appropriate bidding procedures.

oo

5. Applicable PSC Procedures

See DBOT Rule 2.&5ke ExhibitMM) regarding retainage, construction change orders and payments.
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1. Definitions

1 Bid Securityin the form of abid bond certified checkcashier's checkor cashensures that the bidder will
enter into a contract and provide the requiréasurance and Performance and Payment Bonds within a specified
period of time.

1 APerformance Bondb a contract of guarantee, executed subsequent to award by a successful bidder,
to protect PSC from loss due to the bidder's inability to complete the achas agreed.

1 APayment Bondssures the payment of sufbntractors and materials suppliers.
1T AMaintenance Bondissures that the contractor will perform those services required by the contract
regarding warranty and guarantee of the project (usuallyna gear period).

2. Monetary Value
a. Payment and Performance Bond€tach must be in the amount af least one hundred percent (100%) of the
contract price. |If the contract price changes more than tweitg percent (25%) during the duration of
contract,bidder should furnish proof that payment and performance bonds have been so adjusted upward.
b. Bid Security is usually required in an amount of five to ten percent %> 0 2F 06 A RRSNID A LINE LJ2:
3. When Used
a. Bid bonds and performance/paymebonds are generally not required for purchases unec00,000°,

b. Bid bonds and performance/payment bonds may be required for purchasesﬂbﬂﬂo,oodmwhen deemed
appropriate by the Director of Purchasing

c. Payment and performance bonds shall be required for all construction contracts which ek@e®d,003°.
d. Additionally, a maintenance bond may be required when deemed necessary by the Director of Purchasing.
e. Non-Competitive Contracts:Bonds maybe desirable if the supplier is unknown, has no prior experience with
PSC, or their financial statement indicates the Contractor does not have adequate financial resources.
4. Return of Bid Security
Unsuccessful bidders shall be entitled to return of ségurpon request to the Director of Purchasing.

5. Forfeiture

Awarded Bidders shall forfeit their bid security upon failure on his/her part to enter into a contract within the specified
time after the award.

6. Non-Performance
a. Should a Contractor failot perform the Contract, the Contract Administrator shall notify the Director of
Purchasing prior to contacting the Bonding Company to formally notify them of the breach of contract.

b. The notification must be in writing.
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Insurance

1. General
a. Inlarge contracts, insurance protecting PSC against liability, property damage and contractual risks is essential.

b. While it is acknowledged that such requirements do add to the initial costs of any project, the risks involved
(injury, fire, theft, \andalism, loss of life) far outweigh those costs.

c. 22NJ SNDa /2YLISyaladAaAz2ys LINRPLISNIe RFEYF3IST fAFOAfTAGET |
required by the Invitation to Bid and/or the Contract document. Additional coverage may dgired,
depending upon the nature of the project.

2. When Determined

a. PSC must determine, prior to issuance of the Invitation to Bid, Request for Qualifications or Request for
Proposal, which projects or materials (communications equipment, for insg@nshould have the extra
protection of bonds and insurance (and amount and type thereof).

b. ¢KS t dzNOKI &Ay3d 5SLINIYSyid akKktf dzasS GKS avdzi 01 wS¥S
{ S NI EhDiBN to assist in determining the typesd amounts of insurance coverage to be required. The
Director of Purchasing should use the information therein as suggestions/optional, not as a requirement, and
may make any necessary changes deemed appropriate to the specific contract.
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1. General

a. Purchasing Department personnel shall exercise sound business judgment and maintain the highest ethical and
moral standards in the conduct of PSC business and personal affairs.

b. Purchasing Department personnel muakischarge their duties impartially so as to assure fair and open competition
between responsible suppliers. Moreover, they must conduct themselves in such a manner as to foster confidence in
the integrity of PSC.

c. PSC endorses the Code of Ethics ap@ated by the National Institute of Governmental Purchasing (NIGP), the
Florida Association of Public Purchasing Officers (FAPPO), and the National Association of Educational Procurement

(NAEP). Purchasing Department personnel are expected to be fanitlichese Codes of Ethics and abide by them.
(See Exhibits YZand AA)

d ¢KS t dZNOKIF aAy 3 5SLI NICoE BfEMISEXTHDIt X whicHaliskitS FSC Ruiichasing Staff/

2. Gifts
a. Gifts from suppliers/vendors or potential suppliers/vendors shall not be accepted by any PSC staff member.

b. {SS a! OO0SLIit yOS 27T t SNExEbiNNjfor adiiffodakinfafmaion.h ¢ wdz S o ®o H
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http://www.polk.edu/businessandcommunity/purchasing/Documents/CodeOfEthics.pdf

Conflict of Interest

1. General
a. Florida Statutel 1.2.31.3 (3)see Exhibiz2 states as follows:

a5hLbD . ! {Lb9{{ 2 d¢Nolemploye® @& &n agebr9 &cting id his or her official

capacity as a purchasing agent, or public officer acting in his or her official capacity, shall either

directly or indirectly purchase, rent, or lease any realyods, or services for his or her own

F3SyOe FTNRY |lyeé odzaAiySaa Sydarde 2F gKAOK GKS 2F7F;
spouse or child is an officer, partner, director, or proprietor or in which such officer or employee or

GKS 2FFADSNISSE OBNI&ATR dza S 2NJ OKAfRT 2NJ lyeé O2YoAyl (A
Nor shall a public officer or employee, acting in a private capacity, rent, lease, or sell any realty,

322Ra3 2N) aSNWAOSa (2 GKS 27F7Fshol NRdte offiddd oS Y LI 28 SSQ
employee, or to any political subdivision or any agency thereof, if he or she is serving as a officer or

SYLX 28SS 2F (KIFIG LRETAGAOIE &AdzoRAGAAAZY £

b. PSC employees and DBOT members who have direct financial interest in a sopptiany, or indirectly through a
YSYOGSNI 2F (GKS SYLX2eS8S8SQa FlLYAftesxs aklftft yz2d4 (yz2g¢Aiy3fe
said person or company. Employees must disclose their relationship with any potential
supplier/contractor/consutant to the Purchasing Department prior to PSC contracting for goods and/or services.

c. Employees wishing to sell to PSC shall complyR@tth12.313

2. RFP Evaluation Teams

a. Each RFP Evaluation Team (ETeam) member must sign a Conflict of Intéeesers (Exhibit P)disclosing any
potential conflict of interest related to the suppliers who have submitted a proposal.

b. SeePage 44 section 7for procedures.
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Supplier Relations

1. General
a. Suppliers shall be encouraged to makkecontacts through the Purchasing Department. Direct contact with PSC
departments may be necessary from time to time but will not be the normal business practice. Sales representatives
are encouraged to arrange appointments with Purchasing staff. -Draggits will be discouraged.

b. Vendors shall be encouraged to attend a Vendor Information Workshop (offered by the Purchasing Department on a
regular basis) which are held for suppliers to learn about doing business with PSC and other public entities.

c. The Director of Purchasing may visit supplier plants and business facilities to improve mutual understanding and to
assist in the selection of suppliers.

d. Purchasing personnel shall establish and maintain good supplier relations. The foflcacitiges are expected:
1) Grant equal opportunity to all qualified suppliers;
2) Keep competition open and fair;
3) 580tAyS (I1Ay3 FTRGFyGlI3S 2F aStfSNRa K2ySad SNNEBNHET
4) Observe strict truthfulness in all transactions;
5) { K2g 02y aAiRSNI (i Aexygnd xeemdicabpetatiorbwdhposstoreT T A Odzt G A
6) Suppliers shall be afforded cordial and friendly consideration;
7) Keep completely free from personal obligation to suppliers;
8) Respond promptly to communications;
9) Keep an open mind in relation to new methods andterials;

10) Cultivate and maintain genuine and businéks association with supplier representatives that is based upon
mutual need, trust, and confidence;

11) Maintain a high code of personal and professional ethics, backed up by both good judgment seidroazmn

e. Alternative or multiple sources of supply shall be maintained as a means of insuring quality service, minimizing costs,
and creating a favorable competitive environment for the procurement of goods and services.

f.  Continuing competition staulates and improves supplier products and ideas. This concept will create a favorable
trade image for PSC.
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M/WBE Suppliers

1. General
a. PSC encourages all segments of the business community to participate in its purchasing program.

b. LY O2YLIX AlLYyOS 6AGK {GFGS NBIdANBYSyGas t{/ 6Aff K2y3:
Office of Supplier Diversity.

2. Procedures
a. To facilitate increased particiffigh 2y FNRY ak2.9Qazx GKS t dzZNOKIFaiAy3 5SLI NI

1) Solicit aquote from at least one (1) M/WBE when requesting written quotes (between $15080d
Category 3 of FS 287.0%7see Exhibit CCE and bids (over Category 3 of FS 287.Qisee Exhibit CC(;
whenever possible.

2) 9YRSIF@2N) (2 ARSY I eligille fa gettific@&iohdn alb &daOd prdvitldy services, supplies,
materials, equipment, and construction and inform them as to how to gain assistance from the State of
Ct2NARI Q& hFFAOS 27F {dzlJLJX ASNI 5AQPSNBAGE NBIAFNRAYy3I OS

3) ProvideassistabS (2 ak?2.9Q& NBIINRAYI LI NIHAOALI GAYy3a Ay GKS

4) Participate in workshops and programs sponsored by community colleges, Federal, State, County or Municipal
governments which are intended to educate, certify and/or promote greater partiiph 2y 2 F ak2 . 9Qad

5) 2 KSYS@SNIJ I LILINRLINAEF 0SS dziAt AT S GKS {dGFGS t dzNOKI aAy:
Requests for Proposals, Requests for Quotes and other solicitations to increase M/WBE participation.

6) In support of the Vendor Bid &gm, a link to State Purchasing Vendor Registration Application shall be
FGFAfFotS 2y GKS t dzNOKF&Ay3a 5SLI NIYSyiQa 6So0aridsSo
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PRIDE

1. General

a. Prison Rehabilitative Industries and Diversified Enterprises, Inc. (PRIDE)-fsrapnafit corporation authorized by
the Florida Legislature in 1981 to operate the state prison industries.

b. PSC supports the concept of purchasing equipment and supplies from PRIDE whenever it is reasonable to do so. In
order to determine if a purchase is reastne, the cost of any product and the delivery schedule will be considered.
The Purchasing Department will assist any department in securing price quotations and ordering from PRIDE, and will
maintain a catalog of items, with prices, that are available.

c. PRIDE sells the following types of items:

1 Office furniture

9 Printed items; business cards, letterhead, forms

1 Imprinted itemsg binders, index tabs, pad holders, stadium cushions, &dryags, pencil bag
1 Plagues

1 Signg; desk plates, door platd&raille signs

9 Decals

1 Vehicle Marking

1 Boxes

1 Clothingg institutional uniforms and jumpsuits, safety boots, scrub sets
1 Traffic Paint

1 Treated Wood and Park Furniture

d. You can visit their website at:

http://www.peol.com
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RESPECT

1. General

a. RESPECT of Florida is the central nonprofit agency of the State of Florida Commission for Purchase from the Blind or
Other Severely Handicapped. The Commission was established within the Department of Management Services by
the Florida Legislature in 19%4rough Sectiong13.032- 413.037, Florida Statutes.

b. RESPECT works with nonprofit organizations around the state of Florida which employ persons with disabilities in the
production of products and services. The products and services offered spawolgies and industries, providing a
wide array of training opportunities for Florida's citizens with disabilities. RESPECT's purpose is to ensure a constant
market for these products and services to state and local government agencies.

c. PSC supports ¢hconcept of purchasing supplies from RESPECT whenever it is reasonable to do so. The Purchasing
Department will assist any department in securing price quotations and ordering from RESPECT, and will maintain a
catalog of items, with prices, that are deadile.

2. Authorization

In accordance with Section 413.036, Florida Statutes, all purchases of commodities and services on the RESPECT
procurement list shall be made under the terms, prices, and conditions of the procurement list by agencies of the state
and any political subdision of the State, if the product or service is available within a reasonable delivery time.

3. Competitive Bidding Exemption

PSC is exempt from the competitive bidding requirements of Chapter 287, Part |, Florida Statutes, or other applicable local
ordinances, when purchasing commodities and/or services from RESPECT.

4. Products Sold
a. RESPECT sells the following types of items:

Computersg upgrades and services, web page development and design

First Aid

Safety products; back support belts, EM&ckboards, latex gloves, safety glasses, vests

Janitorial and Kitchen Cleaning produatloths and towels, deodorizers

Municipal productsc barricade tape, bicycle racks, directional signs, flags, recycled benches, wood signs

Office productsq white boards and accessories, bulletin boards, desk calendars, chair mats, clam clips (an
alternative to binder clips), clipboards, wall clocks, ergonomic office accessories, laser printer cartridges, mailing
tubes, office equipment cleaning kits, surge suppresgeens & pencils

1 Promotional products; award plagues, embroidered clothing, silk screened clothing, document frames

1 Drug & Alcohol Screening products

1 Serviceg; microfilming services

=A =4 =8 -4 -4 -4

b. You can visit their website at:

http://www.respectofflorida.org/
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1. General
PSCmayaccept#®2 &0 al YL S& 2F adzZJLX ASNERQ LINRRdzOGa F2NJ iSadAy3a 2
2. Retained Samples

a. Examination of samples can be an important part of the process of source selection. One of the safest ways to
evaluate the quality of a product is to actually use a sample under test conditions before ordering a significant
guantity. The Director of Purelsing will be charged with the responsibility of coordinating all sample evaluations
within PSC.

b. Because PSC records are open to public inspection, suppliers are not guaranteed that proprietary information will be
protected. Results of tests wilkkavailable to all interested parties.

c. PSC reserves the right to subject all samples to tests and inspections as in its judgment are deemed necessary.

d. Product samples may be requested as part of any bid evaluation. Samples will become the property of PSC upon
receipt, unless otherwise noted in the ITB document.

e. The Purchasing Department will secure all sample® &€ Departmentand coordinatedsting and returns of any
unused sample products, when appropriate.

f.  Suppliers must submit all necessary MSDS (Material Safety Data Sheet ~ required for hazardous materials) sheets
with their products.
g. The Purchasing Department will acceptsamples for personal or neRSC use.
3. Returned Samples

a. Samples may remain the property of the supplier when agreed to in writing. It should be understood by the supplier
that the sample is being provided for testing purposes, and may incur damafgebging tested. PSC shall bear no
responsibility for damaged samples.

b. PSC should return equipment samples as soon as possible after evaluation.

c. All shipping charges shall be paid by the supplier.
4, Demonstration Equipment

a. The display or dmonstration of supplier products is often an important part of the specification development and
source selection process. The Purchasing Department shall manage this process to support PSC needs. The display
YR RSY2yaiaNy G§A2y 2ampussialhsiencBiige@withiNike Quldlites list2d/beldy:

1) Departments wishing demonstrations should contact the Director of Purchasing who will arrange for all
demonstrations.

2) Suppliers wishing to provide display products or demonstrate servicearapus shall submit a written request
to the Director of Purchasing for approval.

3) If the demonstration is in the mutual interests of both PSC and the supplier the Director of Purchasing will
coordinate arrangements.
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Tax Exempt Status

1. General
a. As a State of Florida Educational Institution, PSC is exempt from state sales tax.

b. Copies of theCertificate of Exemption are available in the Business Office or the Purcbeepagment, and at the
t dzZNOKFaAy3 5SLI NGYSydiQa ¢6SoaradsS Fay

http://mww.polk.edu/businessandcommunity/purchasing/Documents/TaxExempt22Q06PSC. pdf
2. Use
a. PSC tax exemption can only be used for official PSC purchases.

b. 1 O2L}® 2F t{/ Q& /SNIATFTAOIGS 2F 9 E Sistuekith 2ngw saugpliet f 0 S
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Bookstore Purchases

1. General

a.

PSC Bookstores located on each campus may provide miscellawgmlies and items with th®SC logo to PSC
Departments at a discount.

b. PSC Departments may make authorized purchases of blank CDs, books, and office supplies which are unavailable
FNRY t{/ Q& I ¢l NRS & wHch mustOcobtairdzl finfhediatelydzLILI A S NJ

c. Software, computer keyboards, mice, and other computer peripherai@y not be purchased from the
Bookstore.

2. Ordering

a. Inputa requisition for a Blanket Purchase Order (BPO) at the beginning of each fiscal year, and use standard BPO
ordering/purchasig procedures.

b. You muspickup your order personally at the Bookstore.

3. Contract Administration

a. PSC has a losigrm contract for Campus Bookstore Operation, which was awarded as a result of the competitive
sealed proposals (see RFP on paggHijess.
b. The Vice President for Administration/CFO is the Contract Administrator, and should be contacted whenever there
are any questions, concerns, complaints, etc.
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Catering Requirements

1. General

a.

h.

The contract for Dining Servicesth Oasis Refreshment Systems, Inc., does not grant exclusive rights to all food
service requirements of PSC, although PSC departments should make a good faith effort to consider using Oasis as
their primary provider for catering services.

Should theFood Services Contractor decline to provide services for a specific function, or the event requires the
ASNDAOSAE 2F | &ALISOAIfd& 722 R pagh®dfghe RUBNEng M&nGal far gudlanesS G A G A

1) When requesting pricing from vendors other than Oasis, require them to incl@atidicate of Insurance with
PSC named as Certificate Holdeith their proposal.

All Oasis catering includes delivery,-sptand pickup, paper and plastic products apdper tablecloths for the food
tables, chafers, serving platters, bowls, and serving utensils.

Should your function be a formal event, china and silverware are available. This should be included in your Catering
Request form.

If you wish to havea professional waistaff present for your function, there is a charge of '%ﬁ)er hour/server with
a 3hour minimum.

Oasis can additionally order flowers or balloons for your event, at an additional cost.

Contact informatioris as follows

9 Catering Supervisor / Marie Thompson: Cell:-72F#3397 ~ 888665634 ~ Fax 723396055
1 Winter Haven Café Manager: Staci Rgif7-1078

1 Lakeland Café Manager: 29@10 x 6325

The Director of Purchasing should be contacted whenever there arguasfions, concerns, complaints, etc.

2. Procedures

a.

The following steps shall be taken whenever catering services are requested from Oasis:

1) Orders shall be placed on the PSC Catering RequestgesrExhibilCQ at least 72 hours prior to th&unction.
Any orders for groups of over 30 persons require 5 business days.fotfzeall information requested.

2) The event/expenditure must be approved by the budget/department head.

3) If requesting funds from the Public Relations account (Account #167200000000-66503), a completed
PR/Hospitality RequestExhibitDD) approved by thePresidentmust be attached. Invoices for these events
gAftt 0S LI AR 0@& dza Agthgr Fun& SmoheMiBay beRuSey id Quiichaset fdodd b 2

4) EMail your request tecateroasis@aol.conor deliver your request to the Chef/Manager of your Café.

5) You will receive an EMail with a proposal attached. Review all of the information for accuracy, and sign and
return via EMail tecateroasis@aol.coror fax to 727539-6055.
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6) Input apurchase requisitiorso thata purchase order can be issued for payment purposes (see #7 below).

7) If multiple or recurring events will be requested in a fiscal year, a Blanket Purchase Order should be requested at
the beginning of the fiscal year, or as soon as the need is determined.

8) There is a possible charge for events cancelled less thaourg prior to your function.

9) If the number of participants guaranteed is different from the original request, the Event Coordinator must
notify the QOasis at leasseventytwo (72) hoursprior to the function to be sure services/proper
guantities are aailable. The final bill will be based on the unit prices multiplied by the guaranteed attendance or
the actual attendance, whichever is great&@ocument any changes on the Catering Request Form, and prepare
a Change Order Request form. Submit the sigbleange Order Request to the Purchasing Department so that
the Purchase Order can be modified, and payment made in a timely manner.

3. Payment
a. After the services have been provided:
1) Aninvoice will be EMailed or mailed to the Accounts Payable.
2) ¢KS 1 O02dzyiia tlerofS 5SLINIYSYyld gAff aSyR GKS 2NX3
Office (if using the PR Account), who shall verify that all information is correct, ensure that the invoice is signed

by the budget head, and immexdely return the signed invoice to the Accounts Payable Department for
payment.
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Telephones & Computer Equipment

1. Telephones and Pagers

All requisitions for nortellular telephone equipment and pagers will be routed electronically to the Director of Information
Systems (or designee) for approval prior to processing by the Purchasing Department.

2. Special Approvals

All requisitions forcomputer equipment, hardware, software, peripherals, and related items will be routed electronically to
the Director of Information Systems (or designee) for approval prior to processing by the Purchasing Department.

3. Purchases from Bookstore / OfficSupply Vendor

a. Due to tracking purposes, computer related items including, but not limited to; [nice, keyboards, printers, and
a0 yySNR YlIe y2i 0S8 LIJz2NOKFASR dziAfATAy3a I .th 6AGK

b. A separatgequisition/purchase order specifically issued to order the equipment is required.
4. Cellular Phones

SeePSC Procedure 6075 (Exhibiw).
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1. General

a. All purchases, regardless of the funding source, including Grant funds, shall be made in accordance with the
guidelines set forth in this Purchasing Manual.

b. Each Grant may have additional purchasing procedures that apply. The budget head muspske assure they
are aware of all requirements.

2. Adherence to Procedures
a. Purchases that are made utilizing state and federal grants and contracts monies shall be in compliance with this

Purchasing Manual and applicable state and federal lawsyetlsas grant guidelines and provisions. These shall
include, but are not limited to, the following:
1) OMB Circulars-21, A110, A128, and AlL33;
2) The DavidBacon Act;
3) DrugFree Workplace Act; and
4) Requirements of Debarment and Suspension.

b. Contracts administered under the provisions of the D&&son Act shall require certification of compliance from the
architect and/or the engineer, who shall establish procedures sufficient to documenteuoghiiance.

3. Responsibility

a. Each budget head who administers a state or federal grant at PSC is responsible for knowledge of, and compliance
with, those regulations that pertain to his/her specific grant.

b. The signature and/or approval of theithget head shall indicate that the purchase is being made in full compliance.
c. The Business Office will provide secondary review for such compliance.
4. Federal Grants

a Ly I O02NRIyOS 6AGK t NSAARSY (AL { dzOESYOHAAYESY hiNERS NF amtnfpha
provide certification that they are not debarred or suspended from participation in federal grants:

1) Federal grant sugrantees;
2) Contractors providing goods and services exceeﬁr@S,OOd)o;
3) Contracts with supliers with critical influence or control over the grant.
b. A certification form shall be mailed to the supplier, along with the contract and/or purchase order.
5. Foundation Funded Purchases

All purchases for which the Foundation shall reimburse PSC shall be made in accordance with the guidelines set forth in this
Purchasing Manual.
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1. General

a. In order to ensure the supplier is paid in a timely manner, the Accounts Payable Department must be notified when
materials and/or services are received.

b. t { / Q-rinttdNfrchase order formésee Exhibit O include instructions to deliver t€entralReceiving at the
Winter Haven campus. Should there be a special need to have an order shipped directly to the Lakeland Campus,
indicate this on the requisition.

2. Receipt by PSC Departments (directly from supplier)

a. Services: The person accepting theervices shall indicate acceptance of the services by signing the invoice and
forward to their budget head for final approval. The budget head should sign the document, date it, note
G!'ttwh295 Chw t!  a9b¢eéz YR T2 NI lyadRDepartrhentRAIGmallyhé | G A 2 y
Department shall notify the Receiving Department via EMail that the services have been completed, so that Receiving
can input the receipt of services into Genesis.

b. Goods/commodities not received through CentrRleceiving:Whenever materials are not received through Central
Receiving, the person who receivpeksup the goods is responsible to notify the Receiving Department of receipt
AL 9al Af @ ¢KS 0dzRAISG KSFR 62 NJtRSamM+3%YsS SMh v Kt2!dzf aR9 batAETdy
documentation to the Accounts Payable Department.

c. Responsibility: It is the responsibility of the budget heads to ensure that all incoming shipments are inspected to
determine that they are in conformance with the purchase ord#rthe materials received are not correct, you
must notify the Purchasing Department withtwo working days to provide problem resolution services and arrange
for material returns, if necessary. See the following pages for additional guidance.

d. Actual receipt /signing for goodsnay be done by any PSC staff member. Signing for gbmetanot make the
PSC staff member personally responsible for the goods. Signatures are to prove delivery was made by the
supplier, and ensure payment thereof.

e. Receipt of Office Suppliesh dzZNJ O2 y (i N> OG F2NJ 2 FFA OS & dicadtthe 9@ tdwhi€ht dzR S a
the items should be delivered on your faxed orftamm or Internet order. Sign the delivery ticket and forward it to
the Accounts Payable Department.

3. Receipt of Goods at Central Receiving

a. Most deliveries are made by USPS, URRSEX or RPS Service, and therefore, there is not adequate time to fully
check each separate shipment while the deliveryman is on hand. Yet, immediately upon receipt of goods and
materials, it is imperative that the shipment be checked for damage, aodeghes, therefore, the following
steps should be taken in the following order:

1) Check foexternal damageo the packaging. Take pictures of obvious damage.

2) Verify Count: Make sure you are receiving as many cartons as are listed on the delivery rd€eipy
shortage is discovered, note exactly how many cartons are short on the carrier's delivery receipt and have
the driver note and sign the shortage on your copy. Make sure all copies of the delivery receipt state the
shortage, overage and/or damage€ailure to report damage and shortages may result in null or void claims.
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3) Delivery by Commercial Truck LineGoods that are delivered by commercial trucks are usually large
guantities of one product or a few very large items. They generally have agaip in addition to a bill of
lading. The goods should be inspected prior to removal from the carriers truck. Any damage must be noted
on the bill of lading, and refuse or accept accordingly. Drivers are responsible only for tailgate delivery,
unless an extra charge has been paid for-lofiding and setting in place or pricing was made for "inside
delivery". However, most items purchased through the bid process include the extra charge. Contact the
Buyer of Record in the event of a dispute.

4) Match with the appropriate PO:Forward the signed packing slip and/or invoice (if received) immediately to
the Accounts PayablBepartment.

5) Partial Shipments Retain partial shipments iG@entral Receiving until the order is complete, whenever
possible. Notation should be made on the packing slip wirel shipmentis received, so the PO can be

closed.
6) Blanket Purchase Order deliverés | | YRt SR Ay GKS &l Y$S 41 ®©rackiggd S LI
C2NXE¢ O ' TGSNI RSEABSNE (2 GKS RSLINIYSyd o6aiayl G dzN

filed and used again as needed.

7) Incomplete PO, but final delivery When the order is complete, or considered complete by the supplier
(supplier cancellation), sign the packing slip or invoice, indicate items not received, indicate the date the
order is received and forward to th&ccounts PayablBepartment. Example:the item ordered has
been discontinued, and there is no replacemesd,the supplier has cancelled the balance of the order.

8) Collect Deliveries: Most deliveries are made FOB (F@®Board) destination, freight prepaid, therefore
COLLECT deliveries should not occur. In the event a carrier has a COLLECT delivengrshehdeld be
REFUSED.

9) The Receiving Department shall input all receiving data into the Genesis System.

4. Receipt in Department (via Central Receiving)

a.

Open all cartons and examine the packing material carefully. Check for visibarehled damageynder-
shipments, overages, and unauthorized substitutions. Note any damage or problems on all documents. See
G5A8020SNE 2F 5FYF3ISeés 0St200

Check the contents of each carton against the packing list (if available) and the PO. Makermne of the
contents are taken for use prior to checking the entire shipment or delivery.

If shortage, overage, or damage is discovered, or an incorrect item is received, contact the Buyer of Record
immediately. Do not sign and return the receivitmcumentation until the problem is resolved.

Delays in checking shipments and forwarding the receiving documentation may result in loss of cash discounts,
and/or slow payment of invoices which results in loss of supplier confidence and possibleattoests.

5. Discovery of Damage

a. Freight damage is a problem usually without a complete solution. However, the following procedures are
beneficial and necessary in handling freight damage and claims against common or commercial carriers
(deliveries made by trucking services other thaa Hupplier's own truck and driver).

b. All personnel who receive deliveries should adhere to these procedures.
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1) 55t A@SNBR o0& (i R&usdédighiry okttt Nanaged pddke@ésitems.

2) Delivered by a professional shipping company (Coni@ommercial Carrier): Steps to take when visible or
concealed damage is discovered:

a)

b)

c)

d)

e)

9)

Refuse delivery if possible. If not possible, see itemé lbelow:

Should the driver refuse to open the carton or to wait for inspection, write a statement on all copies of
the delivery ticket such asExcept for concealed damagedr "Subject to Inspection’ and sign the
document. Retain a copy.

External Damage Carefully examine each carton for damage. If damage is visible, so note this fact on

the delivery receipt and have the driver clearly note that fact on his copy. Take pictures of the damage.
If the carton has the appearance that contents inside magsgay be damaged, insist that it be opened

at that time, and both you and the driver should make joint inspection of the contents. Any concealed

damage discovered should likewise be noted on the delivery receipt and on your copy. Be sure to retain
your copy.

Retain damaged items:Damaged items cannot be used or disposed of without written permission of
the supplier. Not only must the damaged items be held at the point where received, but the containers
and all inner packing materials MUST be heldlatiinspection is made by the inspector.

Do not return damaged items to shipper:Return of such items shall be made only with written
authorization from the shipper. When said authorization is received, the item(s) shall be returned, with
all shippingcosts to be paid by the shipper or carrier.

Notify the Buyer of Record in the Purchasing Department at anthe Buyer of Record shall:

i Call the carrier/vendor to report the damage and request inspectioithe call should be placed
immediately upondiscovery of the damage, but under no circumstances should it be put off longer
than 10 days after delivery. Failure to report concealed damage within this 10 day period may
result in the carrier denying your claim.

i Confirm the call in writing: This is not a mandatory requirement, but it is shall establish the fact
that the carrier was notified within the 10 day period. It is strongly recommended that all calls be
confirmed in writing. A copy of the letter shall be filed with the purchaseeqrdnd a copy of the
letter shall be sent to the ordering department for their records.

Central Receiving shall secure a receipt from the carrier if damaged item(s) are pickeBamuard the
receipt to the Purchasing Department.

6. Inspection by tke Carrier

a.

When carrier makes inspection of damaged items, the Buyer of Record and Central Receiving jointly shall:

1)

2)

Preserve the damaged item(s) in the receiving areBnsure damaged items have not been removed from
the receiving area prior to inspection of the packing materials and freight bill. Be sure to retain your delivery
receipt, as it will be needed as a supporting document when the claim is filed.

After the inspector fills out inspection report, carefully read it before signintf:you do not agree with any
facts or conclusions made by the inspector on the report, do not sign it. Unless repairs will be completely
satisfactory, be sure the inspector requestplacementon the inspection report A new item can be
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ordered only if the inspection report specifies "Replace".

3) Forward your copy of the inspection report and delivery receipt to the Buyer of Recdrde Buyer of
Record will ascertain if shipment wén fact FOB Destination and if so, the Buyer of Record will forward all
paperwork to the supplier and make necessary adjustments, i.e.; replacement, request to return damaged
goods, etc. If it is determined that shipment was FOB Shipping Point, the &Ugecord will file the claim.

7. Receipt of Computer Equipment
a. After performing all appropriate duties, including affixing decals to all capital equipment, C&wecaliving

personnel shall arrange for delivery of all computer equipment, softwdmgumentation, and peripherals

directly to the site as directed by the Tech Support Department, who shall inspect the shipments and sign the

packing slip/invoice to approve payment, as stated above.

b. All documentation shall be sent to the Tech Suppogpé@rtment for informational purposes, who shall then
forward it to the Accounts Payable Department.

8. Receipt of Telecommunications Equipment

All deliveries of other telecommunications equipment and peripherals shall be routed to the Tech Supporniepart
who shall inspect the deliveries and sign the packing slip/invoice, and forward it to the Accounts Payable Department.

9. DBOT Labeling

a. CentralReceivinghall ensure that all capital items (items with a valuegiit ,000°° or more and having a
useful life of at leasbne yeal) are labeled with a PSC property tag and included in the Capital Equipment listing.

b. I at NRLISNI & s8eE2htiRRiforrwshal Seichiipketed by Centi@kceiving
c. All official paperworlshall be forwarded to the Senior Accountant upon completion.
10. Unidentified Deliveries

a. Any deliveries of goods which do not reference a PO number or have specific -tielimésrmation shall be
brought to the attention of the Purchasing Department.

b. LY |y S¥F2NI (2 ARSyGATe (GKS 2NRSNAYy3I RSLINLYSyYyl:
informing all PSC staff of the receipt of unidentified goods, requesting that the person who ordered the goods
contact Central Receiving dirégct

11. Applicable PSC Procedures
a. For additional information, please reference:

1) DBOT Rule 5.22 Tangible Personal Property (sEghibitRR

2) PSC Procedure 6024Tangible Personal PropertyCapital Outlay Expenditures (sEghibit UU)
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1. General

a. When suppliers have shipped items as specified on a purchase order, they have legally complied with their
obligations to PSC and are under no obligation to accept returned items.

b. Most suppliers will accept returns with a restocking fee and shipping charges. Purchasing will assist any department
in negotiating the return of products.

c. If restocking fees are necessary they can be paid with a change order to the purchase order.
d. All returns must be accompanied by a packing slip, which includes a return authorization number. The Purchasing

Department shall contact the supplier to request the return authorization documents, and provide same to the
CentralReceiving.
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Unsatisfactory Supplier Performance

1. Purpose

a. The key to improving unsatisfactory supplier performanadoisumentation

b. The Report of Unsatisfactory Materials and/or Servi¢Eshibit EF is utilized to inform the Purchasing
Department of any difficulties due to poor service, poor performance, poor quality, or materials which do not
meet specification requirements.

c. This form is not to be utilized as an expediting tool.

2. How to Prepare

a. A properly prepared Report of Unsatisfactory Materials and/or Services must contain the following information:

1)
2)
3)
4)
5)
6)

7

Purchase Order Number;

Contract Number (when applicable);

Supplier name, address, and phone number;

PSC Department, contact pers@md phone number;

Budget head signature;

Brief explanation oéxactlywhat the problem is, and why the product or service is unacceptable;

All available documentation shall be attached.

3. Distribution

The Report of Unsatisfactory Materials and/8ervices shall be forwarded to the Purchasing Department, who will
forward it to the supplier with a cover letter requesting a written response.

4. FollowUp:

a. The Purchasing Department shall notify the PSC Department as to the supplier's response and any action taken
by Purchasing.

b. The Purchasing Department may determine that a meeting should be held to resolve the problem(s). The
Purchasing Department ah notify the PSC Department of said meeting, and ensure that a representative of the
PSC Department is in attendance.
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Doing Business with PSC Employees

1. Employees who provide services which are outside of their regular job duties shall be paid through payroll, unless
they own a bona fide company which has a Federal Employer Identification Number (FEIN). The company name and
FEIN shall be used for allnttacting purposes.

2.1t LIzZNOKIFasSa 2F 3I22Ra 2N aSNPAOSa YIRS FTNRY /2tfS3aS
accordance with Florida Statute 112.318ee ExhibitZ2, which prohibits said purchases, with the following
applicalle exceptions per subsection (12) of the statute:

a. Business is awarded under a systensediled, competitivebiddingto the lowest or best bidder.

b. Anemergencypurchase or contract whicmustbe made in order to protect the health, safety, or welfare of the
students or staff oPSC

c. ¢KS SyLit2es8SQa O2YLlyeée Aa GKS 2yfteée az2dzNDOS 27F adzlix &
the employee of their interest in the company tee DBOT prior to the purchase.

d ¢KS (201t IY2dzyd 2F (GNIXyalOGAz2ya Ay (RSHoeshamsedd 1S 0 ¢
$500°° per calendar year.
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1. General

a ¢CKS t dzNOKFaaAy3
form.
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b. +AaAld @2dzNJ t dzZNOKFaAy3 5SLINIYSyiQa ¢SoaradasS Fay

www.polk.edu/purchasing/

c. This website also includes informal guidelines and 4tgptep instructions regarding informal procedures and

Bl NA2dza alGALAE O
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http://www.polk.edu/businessandcommunity/purchasing/purchasing/IntetProcedures/Pages/default.aspx
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1. General

a. ¢KS t dzNOKIF&aAy3d 5SLINIYSyGQa AyidiNlrySi aaasS AyOf dzR
related information.
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c. The Intranet is only accessible via your PSC computer, or if you have VPN on your home computer or laptop.
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d. The direct address is https://extranet.polk.edu/dept/purchasing/Pages/default.aspx
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