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  Authority 
 

 
 
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 purchase of commodities 
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 Statutes, Florida 
Administrative Codes, and DBOT Rules 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/CFO that 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 PSC employees for all procurements of goods and services, 
regardless of the source of funding. 

 
b. ¢Ƙƛǎ tǳǊŎƘŀǎƛƴƎ aŀƴǳŀƭ Ƙŀǎ ōŜŜƴ ŀǇǇǊƻǾŜŘ ōȅ tǊŜǎƛŘŜƴǘΩǎ {ǘŀŦŦΦ  {ŜŜ Exhibit HH for a copy of the Minutes. 

 
 
  



Polk State College 
Purchasing Manual 
Updated September 17, 2010 

2 

  Responsibilities & Functions 
 
1. General 
 

a. The Purchasing Department (see Exhibit A) is responsible for: 
 

1) establishing and administering purchasing policies;  
2) dealing fairly with all potential sources of supply;  
3) obtaining goods and services in an efficient and businesslike manner;  
4) consolidating purchases of like or common items;  
5) obtaining fair prices for materials, equipment, supplies and services; and  
6) generally defining how to effect cost savings and coordinate 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 spent.  Specific 
responsibilities, duties and functions include: 

 
1) Policies and Procedures:  Develop purchasing objectives, policies, programs and procedures for the 

purchase and contracting for all materials, supplies, equipment and services.  Prescribe, maintain, and 
publish a standard Purchasing Manual for PSC.  The Purchasing Manual shall be posted on the Purchasing 
5ŜǇŀǊǘƳŜƴǘΩǎ ǿŜōǎƛǘŜ ƛƴ ƛǘǎ ŜƴǘƛǊŜǘȅΦ 

 
2) Representation:  Act as PSC's representative on all matters pertaining to purchasing and contracts. 
 
3) Coordinate:  Coordinate the procurement of commodities and services for the academic and administrative 

departments, and facilities construction. 
 
4) 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 shall assist the PSC Departments in ascertaining the appropriate quality, 

quantity, and kind of materials requisitioned in order to best serve the interests of PSC. 
 
5) Consolidation of Purchases:  Consolidate requisitions and purchases of like or common items to obtain 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 multi-departmental. 

 
6) Standardization:  Work with other departments to establish standardization of materials, supplies and 

equipment where practicable within a competitive environment. 
 
7) Ensure Competition:  Maintain and develop sources of supply to ensure that PSC departments have 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. 

 
8) Formal Procurements:  Administer all formal procurements, including for construction 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 qualifications, 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

.01
 and Category 3 of Florida Statute 287.017 see Exhibit CCC.  This function may be performed 

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 suppliers.  Encourage 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 regarding 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 three (3) years (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 for a period of up 
to three (3) years. 

 
15) Purchasing Analysis:  Keep 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 field 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, 

regulations and policies.  
 
17) Training:  Train PSC Department personnel regarding purchasing and contract procedures, and the Genesis 

system as needed.  
 
18) Purchasing Card:  Establish and manage the operational procedures for the Purchasing Card System.  The 

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 3 -- FS 287.017 ς [See Exhibit CCC]) 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 of immediately 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 Department prior to placement of the order with the supplier.  (see Emergency procedure, page 
29). 
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3) It is prohibited for a PSC employee to purchase any materials, supplies, equipment, contractual services, or 
make any contract other than through the Purchasing Department 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 bound.  (see Unauthorized Purchases, page 28) 

 
4) Questionable Requisitions:  All purchases shall be for the use/operations ƻŦ t{/Σ ŀƴŘ ƛƴ ǘƘŜ /ƻƭƭŜƎŜΩǎ ōŜǎǘ 

interest.  The Purchasing Department shall refer all questionable requests for purchases to the Controller for 
approval prior to purchase. 

 
5) Fulfill the Needs:  Ensure that the commodities and services requested are specified to meet the precise 

needs of the PSC Departments.  Review all requisitions to ensure that commodities and services requested are 
consistent with the purpose for which the funds were appropriated. 

 
6) Volume Purchasing:  Like 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 shall be subdivided 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.  TƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ǎƘŀƭƭ ǎǘǊƛǾŜ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ƻǊŘŜǊǎ ŀǊŜ ƴƻǘ άǎǇƭƛǘέ ǘƻ ŎƛǊŎǳƳǾŜƴǘ ǘƘŜ 
requirement for obtaining competitive prices. 

 
8) Blanket Purchase Orders:  Each 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 by Purchasing staff.  (see Blanket Purchase Orders, page 15) 

 
3. Service Agency 

 
a. The Purchasing Department is a service agency that 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. Suggestions for improved methods and new ideas concerning these procedures are encouraged 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 business practices, 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 reasonable 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 established DBOT Rules, 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. Competition is required prior to issuing a purchase order (see Exhibit C & D) in accordance with the following 
guidelines: 

 

 

 
Total Purchase Price 

 

 
Minimum Requirements 

$0
.01

 to $15,000
.00

 One or more written or verbal quotations will be solicited.   

 
 

$15,000
.01

 to Category 3 of FS 287.017   
see Exhibit CCC 

 

¶ Two or more written quotations will be solicited.   

¶ Blanket Purchase Orders for small miscellaneous purchases (less than 
$1,000

.00
 for each item, and a daily limit of $1,000

.00
) may be issued for 

up to Category 3 of FS 287.017
.00

.  (See Blanket Purchase Orders, page 
15). 

¶ At least one quote should be solicited from an OSD (Office of 
Supplier Diversity) Certified M/WBE vendor whenever possible. 

Over Category 3 of FS 287.017 
Competitive sealed bids or proposals will be solicited or a Request for 
Qualifications issued by the Purchasing Dept. 

 
b. The above dollar figures apply to both expenditures and revenue contracts. 
 
c. Exception: When by State Law or this Purchasing Manual, commodities or services are bid exempt. 
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  Exempt from Competition 
 

1. Exempt Items 
 

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 job-related 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 insurance for real property 
13) Court Reporter services 
14) Goods and/or services given, or accepted by PSC via grant, gift, or bequest 
15) Petty Cash purchases and reimbursements  
 
16) Items identified as exempt by SBE Rule 6A-14.0734(2) (a ς i) (see Exhibit YY) 
17) Contracts with, and purchases from, other public entities, i.e.; other State Colleges, 
ǳƴƛǾŜǊǎƛǘƛŜǎΣ CŜŘŜǊŀƭΣ {ǘŀǘŜΣ /ƻǳƴǘȅΣ /ƛǘȅΣ {ŎƘƻƻƭ .ƻŀǊŘǎΣ /ƻǳƴǘȅ {ƘŜǊƛŦŦΩǎ hŦŦƛŎŜǎΣ ǎǇŜŎƛŀƭ 
authority, etc. 

18) Emergency Purchases (see Emergency procedure, page 29) 
19) Single Source Items (see Single Source, page 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 exclusive 

distributor 
28) Expenditures wherein PSC is solely serving as a Fiscal Agent 
29) Insurance procured through the Florida College System Risk Management Consortium 

(FCSRMC) 
 
2. Payment 
 

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

 
b. A purchase order (see Exhibits C & D) shall be issued for items numbered 15 through 28. 
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  Requisitions 
 
 
1. General 
 
 a. The  requisition (see Exhibit B) serves to: 
 

1) ƛƴŦƻǊƳ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ƻŦ ǘƘŜ t{/ 5ŜǇŀǊǘƳŜƴǘΩǎ ƴŜŜŘǎΤ 
 
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 specific account 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 Manual.  The Genesis Manual includes information regarding specific information that 
should be included, and what documentation should be submitted via EMail or inter-office mail.  Links to the Genesis 
aŀƴǳŀƭ ŀǊŜ ŀǾŀƛƭŀōƭŜ ŀǘ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘΩǎ LƴǘǊŀƴŜǘ ǎƛǘŜΥ 

 
 

b. Item description:  ¢ƘŜ ŦƛǊǎǘ ǿƻǊŘόǎύ ǎƘƻǳƭŘ ōŜ ŀ ƴƻǳƴ ǘƘŀǘ ŎƭŜŀǊƭȅ ƛŘŜƴǘƛŦƛŜǎ ǘƘŜ ƛǘŜƳΣ ǎǳŎƘ ŀǎ ά5ŜǎƪέΣ άCƛƭŜ 
/ŀōƛƴŜǘέ ƻǊ ά/ƻƳǇǳǘŜǊέΦ  LƴŎƭǳŘŜ ŀƭƭ ǇŜǊǘƛƴŜƴǘ ŘŜǎŎǊƛǇǘƛǾŜ Řŀǘŀ ƛƴŎƭǳŘƛƴƎ ƳƻŘŜƭκǇŀǊǘ ƴǳƳōŜǊΣ ǎǘȅƭŜΣ ǎƛȊŜΣ ŎƻƭƻǊΣ 
etc, which are directly related to the item being purchased.  The description should include a reference to any 
quotes received (ex:  Per Quote #4355 dated April 3, 2010)  

 
c. Fixed Assets:  Goods with a value of $1,000

.00
 or more and a life expectancy of one year or more must be 

ǇǳǊŎƘŀǎŜŘ ǳǎƛƴƎ άтллέ Ŧǳƴds, and be tagged.  The Receiving Department is responsible for tagging said items. 
 
 !ƭǘƘƻǳƎƘ ǾŜƴŘƻǊǎΩ ǉǳƻǘŜǎ ƻŦǘŜƴ ōǊŜŀƪ-out the various components of the whole, those components must be 
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combined into a single line item on the requisition for tagging purposes. 
 

1) All items 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 separate line-items.   

 
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 competitive prices for the best material, at the right price, and in time to meet the 

anticipated need 
 

f. Prior to issuing a purchase order (see Exhibit C for blank PO, Exhibit D for completed PO), all purchase prices 
must be determined to be fair and reasonable.  Award shall be made to the supplier offering the lowest 
responsive, responsible quotation or bid. 

 
g. Lǘ ƛǎ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ǇǊƻŎǳǊŜ ǘƘŜ ǊŜǉǳƛǎƛǘƛƻƴŜŘ ƳŀǘŜǊƛŀƭ ŀƴŘ ƻǊ ǎŜǊǾƛŎŜǎ ƛƴ ŀ ǘƛƳŜƭȅΣ 

efficient and cost effective manner 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 work with the 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) ±ŜƴŘƻǊΩǎ ǉǳƻǘŜ 
 
2) tǊƛƴǘƻǳǘ ŦǊƻƳ ǾŜƴŘƻǊΩǎ ǿŜōǎƛǘŜ ƻŦ ƛǘŜƳ ǿƛǘƘ ƛƴŦƻǊƳation such as description and pricing. 
 
3) Internal documents/requests 
 
4) EMails 
 
5) Scope of Work 
 
6) Technical Specifications 
 
7) Faxes 
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8) ·ŜǊƻƎǊŀǇƘƛŎ ŎƻǇȅ ƻŦ ǇŜǊǘƛƴŜƴǘ ǇŀƎŜǎ ŦǊƻƳ ǾŜƴŘƻǊΩǎ ŎŀǘŀƭƻƎ 
 
9) Other source documents (any pertinent piece of paper or electronic message that refers to the purchase) 

 
4. Written Quotes 
 

a. For purchases over $15,000
.00

, it 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 dollars ($15,000
.00

), unless otherwise requested.   
 
c. The Purchasing Department shall get additional 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) The PSC Department prepares and inputs the requisition into the Genesis system. 

 
2) The budget head electronically approves the requisition. 

 
3) Additional approvals are electronically received (i.e.; computer related purchases, telephone/communications 

equipment, PECO expenditures, grant funded purchases). 
 

4) The Purchasing Department verifies the GL codes, receives/verifies back-up documentation, and 
obtains/compiles quotes or bids.  Additional time will be needed for adequate public notice (advertisement) of 
formal procurements when the total expenditure is over the required bid limit.   

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

 
6) DBOT approval, when applicable. 

 
7) The purchase order is prepared and distributed. 

 
8) The supplier places the order internally. 

 
9) 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 received from the 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 (Total of requisition is up to and 

including $15,000
.00

). 
 

2) Ten (10) working days for requisitions which require two (2) written quotes (unless the PSC Department has 
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accomplished this, and provided the original documentation to the Purchasing Department ς please place 
the requisition number on the upper right hand corner of each page of backup documentation).  (Total of 
requisition is between $15,000

.01
 and Category 3 ς FS 287.017 ς [See Exhibit CCC]). 

 
3) Eight (8) weeks for items requiring formal bidding and DBOT approval (in excess of Category 3 ς FS 287.017 
ς [See Exhibit CCC]). 

 
4) Three (3) months for services requiring a formal Request for Proposal process. 

 
b. Additional time will 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 time will be needed if the PSC Department obtains the written quotes for purchases between $15,000

.01
 

and Category 3 (FS 287.017 ς [See Exhibit CCC]) and provides them to the Purchasing Department. 
 
d. The Buyer of Record (see Common Purchasing Terms ς See Exhibit GG) will ensure that appropriate quotes, bids or 

proposals are received and that the appropriate 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, the PSC Department should 

have the supplier name and purchase order number readily available. 
 

7. New Vendors 
 

a. From time-to-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. In order 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) or Social Security Number (SSN) 
5) Telephone, Fax, and EMail 
6) Contact Person 
 

d. A Vendor Registration Form and W-9 Form (see Exhibit T for both forms) are utilized as source documents to input 
the information listed in items 7 c 1-6, 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 requesting quotes/pricing.  A request packet including a cover sheet, 
W-9, Vendor Registration Form, and Credit/Billing Instructions are included herein as Exhibit T.   
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f. To identify Vendor Registration Forms and W-9 Forms that need to be input into the Genesis System, please highlight 
ǘƘŜ ǿƻǊŘ άDŜƴŜǎƛǎέ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊΦ  /ƭŜŀǊƭȅ ƛƴŘƛŎŀǘŜ ǿƘƻ ƛǎ ƳŀƪƛƴƎ ǘƘŜ ǊŜǉǳŜǎǘΣ ōȅ ǿǊƛǘƛƴƎ ȅƻǳǊ 
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. 

 
g. Whenever necessary, the Purchasing Department will request a completed Vendor Registration Form and W-9 from 

the vendor, upon receipt of a request from the user department completŜ ǿƛǘƘ ŀ ŎƻƴǘŀŎǘ ǇŜǊǎƻƴΩǎ ƴŀƳŜ ŀƴŘ ŦŀȄ 
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 order (see Exhibits C & D) is a legally binding contract that authorizes the supplier to ship and invoice 
for the materials and/or services as specified.  The 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 (Free-on-Board ς where ownership of the goods changes from the supplier to PSC) 

 
4) delivery schedule 

 
5) deliver-to location 

 
6) terms of payment 

 
7) price 

 
b. Purchase orders shall be written so that they are clear, concise, and complete.  Each item being purchased should be 

listed separately, unless a Blanket Purchase Order (see page 15) 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 requisition (see Exhibit B), and 
receipt of competitive quotes or bids (when 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 department makes 

special arrangements for pick-up of the purchase order, or there are other special requirements. 
 

4. Preparation 
 

a. All purchase orders will be printed on the standard Purchase Order form (see Exhibit C). 
 
b. The following information should be included 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 assigned by Genesis. 
 
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) ά{ƘƛǇ ¢ƻέ ŀŘŘǊŜǎǎ 

 
9) On the last line of the 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:  863-555-1212  
  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, pick-up, etc. (preference or rejection of specific carriers may be expressed). 
 

12) FOB (Free-on-Board) PointΥ  9ǾŜǊȅ ŜŦŦƻǊǘ ǿƛƭƭ ōŜ ƳŀŘŜ ǘƻ ƻōǘŀƛƴ άCh. 5Ŝǎǘƛƴŀǘƛƻƴέ ǘŜǊƳǎΦ  hƴƭȅ ƛŦ ǎǳŎƘ ŀƴ 
arrangement cannot be obtained, should other FOB points be considered.  The FOB point is the place at 
which ownership changes from the supplier to 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 pre-printed on the form. 
 

16) Warranty information. 
 

17) .ǳȅŜǊ ƻŦ wŜŎƻǊŘΩǎ ƴŀƳŜ and contact information. 
 

18) Bid number, when appropriate. 
 

19) Authorized Signature (only on the original/mailed to vendor). 
 

c. Preparation of a correct purchase order is greatly dependent on the information 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 copy is retained in Purchasing for numeric filing by PO number/supplier name. 
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c. Genesis will automatically send an EMail to the Requestor informing them that a purchase order has been issued: 
 

Requisition 201-_-__ 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 mailed to the vendor. 
 
6. Vendor Acknowledgement Forms 
 

a. Certain suppliers follow the practice of sending their own forms for acknowledgment.  These forms should be 
ŦƻǊǿŀǊŘŜŘ ǘƻ tǳǊŎƘŀǎƛƴƎΦ  !ŎŎŜǇǘŀƴŎŜ ƻƴ ƻǳǊ ǇŀǊǘ ǿƛƭƭ ƳŜŀƴ ǘƘŀǘ ǿŜ ƘŀǾŜ ŀŎŎŜǇǘŜŘ ŀƭƭ ǘƘŜ ǎǳǇǇƭƛŜǊΩǎ ǘŜǊƳǎ ŀƴŘ 
conditions as printed on their acknowledgment form, thereby making of a new contract that would supersede 
the conditions of our purchase order.    

 
b. Contact the Director of Purchasing directly should the supplier refuse to ship without such a written agreement.  

The Director of Purchasing ǿƛƭƭ ǊŜǾƛŜǿ ǘƘŜ ŘƻŎǳƳŜƴǘΣ ŀƴŘ Ƴŀȅ ǊŜŎŜƛǾŜ ŀ ƭŜƎŀƭ ƻǇƛƴƛƻƴ ŦǊƻƳ t{/Ωǎ ŀǘǘƻǊƴŜȅΣ ŀǎ 
necessary, prior to signing by the President or Vice President for Administration/CFO. 

 
c. Do not sign any forms, contracts, agreements, etc. provided by a vendor.  In accordance with PSC Procedure 

6001 (see Exhibit TT), 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 issuance ƻŦ ŀ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊΣ ǊŜŦŜǊ ǘƻ άUnsatisfactory Supplier 
PerformanceέΣ Page 68 of the Purchasing Manual. 
 
8. Liquidation of Purchase Order 

 
a. ¢ƻ ǊŜǉǳŜǎǘ ǘƘŀǘ ŀ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊ ōŜ ƭƛǉǳƛŘŀǘŜŘ όǳƴǎǇŜƴǘκŜƴŎǳƳōŜǊŜŘ ŦǳƴŘǎ ōŜ άǊŜƭŜŀǎŜŘέ ŀƴŘ ǘƘŜ th ŎƭƻǎŜŘύΣ 
ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘ ƘŜŀŘΣ {ǘŀŦŦ !ǎǎƛǎǘŀƴǘ ƻǊ !ŘƳƛƴƛǎǘǊŀǘƛǾŜ !ǎǎƛǎǘŀƴǘ Ƴǳǎǘ ǎŜƴŘ ŀ ǿǊƛǘǘŜƴ ǊŜǉǳŜǎǘ ό9aŀƛƭ ƛǎ 
preferred) to the Purchasing Department.   

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

purchase order. 
 
9. Pre-Paid Purchase Orders 
 

a. On rare occasions, certain suppliers may require prepayment prior to shipping goods.  Genesis will allow for pre-
ǇŀȅƳŜƴǘ ƻƴƭȅ ǿƘŜƴ ǘƘŜ ǊŜǉǳƛǎƛǘƛƻƴ ƛǎ ŎƻŘŜŘ ŀǎ ŀ άttέ ǘȅǇŜ ƻŦ ǊŜǉǳƛǎƛǘƛƻƴΦ   

 
b. ¢ƘŜǊŜŦƻǊŜΣ ǿƘŜƴ ƛƴǇǳǘǘƛƴƎ ǘƘŜ ǊŜǉǳƛǎƛǘƛƻƴΣ ŜƴǎǳǊŜ ǘƘŀǘ ƛǘ ƛǎ ŎƻŘŜŘ ŀǎ άttέ ƛƴ ǘƘŜ άǊŜǉǳƛǎƛǘƛƻƴ ǘȅǇŜέ ŦƛŜƭŘ όŦƻƭƭƻǿ 

directions in the Genesis manual). 
 
c. All pre-paid purchases must first have the approval of either the Controller or the Vice President for 

Administration/CFO if the expenditure exceeds $75
.00

.   
  



Polk State College 
Purchasing Manual 
Updated September 17, 2010 

15 

  Blanket Purchase Orders 
 
1. General 
 

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

1) The purchase of 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 or Contract for 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. BPOs (see Exhibit E) should be used to eliminate many small repetitive orders. BPOs should also be issued for on-
going non-professional services contracts, such as repairs.  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 is reached.   

 
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, ending June 15
th
.  BPOs will not be issued for time periods that extend beyond the 

fiscal year (exception:  when expending Grant or PECO funds, the BPO may expire accordingly).  
 

d. A BPO cannot exceed Category 3 (FS 287.017 ς [See Exhibit CCC]) unless it cites an existing term contract, is an 
approved sole source, or is otherwise approved by the Director of Purchasing.   Only one BPO may be issued to each 
supplier for each PSC Department annually.   

 
e. Should additional funds be necessary, a change order request (see Exhibit F) for 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 
ǊŜŎŜƛǾŜŘΦ  9ȄŀƳǇƭŜΥ  vǳƻǘŜǎ ǎƘƻǳƭŘ ōŜ ǊŜŎŜƛǾŜŘ ŦƻǊ ǎǇŜŎƛŦƛŎ ǿƻǊƪ ǎǳŎƘ ŀǎ άinstallation of a new air conditioning system 
for an on-site stƻǊŀƎŜ ōǳƛƭŘƛƴƎέΦ  When in doubt, call the Director of Purchasing. 

 
2. BPO Request 
 

a. A BPO is initiated by inputting a requisition into Genesis.  At a minimum, the BPO should include: 
 

1) The verbiageΥ  ά.th ŦƻǊ ψψψψψψέ  (indicate a general description of the goods/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 30

th
) (the Purchasing Department will automatically include the expiration date) 

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

needed.) 
 

4) Persons authorized to place orders (list names ς numbered), 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 applicable. (the Purchasing 
Department will automatically include this statement, when appropriate)    

 
7) A statement that the BPO can be cancelled with 48 hours notice  (the Purchasing Department will automatically 

include this statement)  
 
8) A statement that no item may be in excess of $1,000

.00
 and daily expenditures are limited to $1,000

.00
  (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 selection process. 

 
3. Procedure 
 

a. Placing Orders:  After a BPO is issued, the PSC Department shall place orders 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 Department may 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 payments are 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 invoices.  The 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 Department:  BPO expenditures shall be monitored very closely by the PSC Department, so as 

not to exceed encumbered amounts. 
 
e. .thΩǎ ŦƻǊ ¢ŜǊƳ /ƻƴǘǊŀŎǘǎΥ  Certain suppliers require the requesting department to submit an order form to indicate 

exactly what goods/services are required, for example, the Printing and Copying ǾŜƴŘƻǊΦ  ¢ƘŜ /ŀǎƘƛŜǊΩǎ ƻŦŦƛŎŜ ŀǘ ŜŀŎƘ 
campus stocks forms (see Exhibit S)  for requesting printing and copying services.    A BPO should be 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, add shipping, or make approved changes in pricing.  

 
2. General 
 

a. From time-to-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. Change orders 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 may also 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 item, must be included.  The Genesis 
{ȅǎǘŜƳ Ŏŀƴ ƻƴƭȅ ƳŀƪŜ ŎƘŀƴƎŜǎ Ǿƛŀ ǘƘŜ ǳƴƛǘ ǇǊƛŎŜ ƻǊ ǉǳŀƴǘƛǘȅΦ  ά.ƻǘǘƻƳ [ƛƴŜέ ŎƘŀƴƎŜǎ Ŏŀƴƴƻǘ ōŜ ƳŀŘŜΦ 

 
c. Attach all backup documentation. 
 
d. Clear and concise reason(s) for the change(s) must be included.   
 
e. The change order shall be distributed the same as was the original purchase order. 
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  Disbursement Request 
 
 

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

 
a. Payments for repairs up to $15,000.

00
. 

 
b. tŀȅƳŜƴǘ ŦƻǊ άŀŦǘŜǊ-the-ŦŀŎǘέ ŜȄǇŜƴǎŜǎκǇǳǊŎƘŀǎŜǎ ǳǇ ǘƻ ϷмрΣллл

.00
. 

 
c. Licenses (ex:  Business Licenses) 
 
d. Permits (ex:  Building Permits) 
 
e. Membership Dues 
 
f. Travel Expenses 
 
g. Training  
 
h. Conference Registration 
 
i. Seminar Registration/fees 
 
j. Reimbursement of Petty Cash Fund ς for use by Petty Cash Custodian only 
 
k. Payments to other public entities (unless the payment is for a contract) 
 
l. See Page 6 (items 1 ς 14) and Page 25 (items 5b1 ς 5b10) for additional items. 

 
2. These items do not require ǇǳǊŎƘŀǎŜ ƻǊŘŜǊǎ ōŜŎŀǳǎŜ ǘƘŜǊŜ ǿƻǳƭŘ ōŜ ƴƻ άŀŘŘŜŘ ǾŀƭǳŜέ ōȅ ǊƻǳǘƛƴƎ ǘƘŜ ǇǊƻŎǳǊŜƳŜƴǘ 

through the Purchasing Department.  The above items: 
 

a. ƘŀǾŜ ƴƻ άŀƭǘŜǊƴŀǘŜ ǾŜƴŘƻǊǎέΣ ǘƘŜǊŜŦƻǊŜΣ ŎƻƳǇŜǘƛǘƛƻƴ ƛǎ ƴƻǘ ŀ ŦŀŎǘƻǊΣ ƻǊ  
 
b. ǘƘŜǊŜ ŀǊŜ ƴƻ άŘŜƭƛǾŜǊŀōƭŜǎέ ǘƻ ōŜ ǊŜŎŜƛǾŜŘ by PSC for some of the items (ex.: membership dues). 

 
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 for additional information. 
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  Credit Card Purchases 
 
1. General 
 

a. A PSC credit card may be used for: 
 

1) ¢ǊŀǾŜƭ ŀƴŘ ŀǎǎƻŎƛŀǘŜŘ ǘǊŀƴǎŀŎǘƛƻƴǎ όǘƘŜ Ƴŀƛƴ ǳǎŜ ŦƻǊ t{/Ωǎ ŎǊŜŘƛǘ ŎŀǊŘǎύ 
 

2) Purchasing items on the Internet, especially software to be downloaded from a ǎǳǇǇƭƛŜǊΩǎ ǿŜōǎƛǘŜ 
 

3) Small miscellaneous purchases with a value of less than $1,000
.00

  
 

4) When a supplier will not accept a purchase order (Note:  usually the best method is to request a Pre-Paid PO) 
 

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

 
b. Prior to using a PSC credit card, a Request to Use Credit Card form (see Exhibit Q) 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 Accounts Payable Department 

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

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

(GL) Code. 
 

3) Purpose:  Provide a reason for the expenditure. 
 
4) Suggested Vendor:  Provide a suggested source of supply, if known. Be sure to include their complete address 

(and mailing address). 
 
5) Quantity: Indicate the quantity and unit of measure of the materials or service required, i.e., 1 each, 1 lot, 1 

dozen. 
 
6) Description:  Describe in detail the material or services needed. Start the description with the noun that best 
ŘŜǎŎǊƛōŜǎ ǘƘŜ ƛǘŜƳǎ ōŜƛƴƎ ǇǳǊŎƘŀǎŜŘΣ ŦƻǊ ŜȄŀƳǇƭŜΤ άǘŜȄǘōƻƻƪέ. Include manufacturer, brand and model number, 
if known. For services, state the length of time, hourly cost, and describe the services to be provided to PSC.  

 
7) Unit Price: Indicate the unit price the supplier has quoted for this purchase. This unit price should correlate to 

the quantity stated in line five (5) above. 
 
8) Extension:  Indicate the line total cost for the line item.  The quantity multiplied by the unit should equal 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 plainly the name of the requesting person and budget head; secure signatures of 

requesting person and budget head for approval.   
 

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 Accounts Payable 

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 Credit Card form will be forwarded to the Receiving Department if the 

item(s) is to be delivered. 
 
3. Form 
 
¢ƘŜ wŜǉǳŜǎǘ ŦƻǊ /ƘŀƴƎŜ hǊŘŜǊ ŦƻǊƳ ƛǎ ǇƻǎǘŜŘ ƻƴ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘΩǎ LƴǘǊŀƴŜǘ ǎƛǘŜΦ 

 
4. Travel 
 
Credit cards for travel 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. 5ƻŎǳƳŜƴǘǎ ǿƘƛŎƘ ǊŜǉǳƛǊŜ ǘƘŜ ǎƛƎƴŀǘǳǊŜ ƻŦ ōƻǘƘ ǇŀǊǘƛŜǎ όǘƘŜ ǾŜƴŘƻǊΩǎ ŀƴŘ t{/Ωǎύ ŀƴŘ ƛƴŎƭǳŘŜ ǘŜǊƳǎ ƻŦ ŀƎǊŜŜƳŜƴǘ ŀǊŜ 
bi-lateral contractsΦ  ¢Ƙƛǎ ƛƴŎƭǳŘŜǎ ŘƻŎǳƳŜƴǘǎ ǘƛǘƭŜŘ ά!ƎǊŜŜƳŜƴǘέΣ ά[ŜǘǘŜǊ ƻŦ !ƎǊŜŜƳŜƴǘέΣ άaŜƳƻǊŀƴŘǳƳ ƻŦ 
¦ƴŘŜǊǎǘŀƴŘƛƴƎέΣ ά[ŜŀǎŜέ ƻǊ ƻǘƘŜǊ ǾŀǊƛŀǘƛƻƴǎΣ ǘƘŜǊŜƻŦΦ  !ŘŘƛǘƛƻƴŀƭƭȅ ŀ άtǊƻǇƻǎŀƭέ ƻǊ άvǳƻǘŜέ ǘƘŀǘ ǊŜǉǳƛǊŜǎ ŀ ǎƛƎƴŀǘǳǊŜ 
by PSC becomes a contract when signed. 

 
b. /ƻƴǘǊŀŎǘǎ Ƴŀȅ ōŜ ǿǊƛǘǘŜƴκǇǊŜǇŀǊŜŘ ōȅ ǾŀǊƛƻǳǎ ǇŜǊǎƻƴǎΣ ƛΦŜΦΤ ǘƘŜ 5ƛǊŜŎǘƻǊ ƻŦ tǳǊŎƘŀǎƛƴƎΣ t{/Ωǎ ŀǘǘƻǊƴŜȅΣ t{/ 

departments, and contractors.   
 
c. Award of contracts shall be made in accordance with the procedures prescribed by this Purchasing Manual. 
 
d. Contact the Purchasing Department for assistance whenever you need a contract prepared or reviewed.    
 
e. It is highly recommended that two (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, fireproof cabinet in the Business 
Office.  Xerographic copies shall be provided to the requesting PSC department. 

 
a) LŦ ŀƴ άƻǊƛƎƛƴŀƭέ ŎƻƴǘǊŀŎǘ ƛǎ ƴƻǘ ŀǾŀƛƭŀōƭŜΣ ŀ Ŧǳƭƭ ŎƻǇȅ ƻŦ ǘƘŜ ŜƴǘƛǊŜ ŎƻƴǘǊŀŎǘ ǎƘŀƭƭ ōŜ ƳŀǊƪŜŘ ŀǎ άaŀǎǘŜǊ /ƻǇȅέΣ 

and filed in the Business Office. 
 
f. t{/Ωǎ ǎǘŀƴŘŀǊŘ ǇǊŀŎǘƛŎŜ ƛǎ ŦƻǊ ǘƘŜ ǾŜƴŘƻǊκŎƻƴǘǊŀŎǘƻǊ ǘƻ ǎƛƎƴ ǘƘŜ ǘǿƻ όнύ ƻǊƛƎƛƴŀƭ ŎƻƴǘǊŀŎǘǎ ǇǊƛƻǊ ǘƻ ƛǘ ōŜƛƴƎ ǇǊŜǎŜƴǘŜŘ 
ǘƻ t{/Ωǎ tǊŜǎƛŘŜƴǘ ƻǊ ±ƛŎŜ tǊŜǎƛŘŜƴǘ ŦƻǊ !ŘƳƛƴƛǎǘǊŀǘƛƻƴκ/Ch ŦƻǊ ǎƛƎƴŀǘǳǊŜΦ 

 
g. These procedures only cover contracts for services and goods.  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. ±ŜƴŘƻǊǎΩ {ǘŀƴŘŀǊŘ /ƻƴǘǊŀŎǘǎ 
 

a. It is in the best interest of PSC to refrain from signing maintenance, sales, licensing and/or service agreements written 
ōȅ ǘƘŜ ǎǳǇǇƭƛŜǊΣ ǿƘŜƴŜǾŜǊ ǇƻǎǎƛōƭŜΦ  {ǳǇǇƭƛŜǊΩǎ ǎǘŀƴŘŀǊŘ ŎƻƴǘǊŀŎǘǎ ƎŜƴŜǊŀƭƭȅ ƛƴŎƭǳŘŜ ǳƴŦŀǾƻǊŀōƭŜ ƭŀƴƎǳŀƎŜΣ ǎǳŎƘ ŀǎΥ 

 
1) Venue in a place other than Polk County, Florida 
 
2) PSC must indemnify the supplier (See Important Contractual Terms ς 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. {ǳǇǇƭƛŜǊΩǎ ǎǘŀƴŘŀǊŘ contracts often exclude verbiage important to PSC, such as: 
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1) Termination clause (allowing PSC to cancel the contract at-will) 
 
2) Term (specific dates when the contract starts and ends) 
 
3) Clear unit prices and maximum expenditure 
 
4) Payment terms of Net 30 Days 
 
5) Various standard terms & conditions pre-approved by our legal counsel 
 
6) Special Terms & Conditions relevant to the specific contract 

 
3. Legal Review 
 

a. t{/Ωǎ άǎǘŀƴŘŀǊŘέ ŎƻƴǘǊŀŎǘ ŦƻǊ ǎŜǊǾƛŎŜǎ ŀƴŘ ǘƘŜ ǎƘƻǊǘ-form Contract for Services were written by the Director of 
tǳǊŎƘŀǎƛƴƎΣ ŀƴŘ ǊŜǾƛŜǿŜŘκŀǇǇǊƻǾŜŘ ōȅ t{/Ωǎ ŀǘǘƻǊƴŜȅ ŦƻǊ ŎƻƴǘƛƴǳŜŘ ǳǎŜΦ  ¢ƘŜȅ Ƴŀȅ ōŜ ǳǎŜŘ ǿƛǘƘƻǳǘ ŀŘŘƛǘƛƻƴŀƭ ƭŜƎŀƭ 
review. 

 
b. ²ƘŜƴ ǳǘƛƭƛȊƛƴƎ ŀ ŎƻƴǘǊŀŎǘ ǘƘŀǘ Ƙŀǎ ōŜŜƴ ǇǊŜǇŀǊŜŘ ōȅ ǘƘŜ άƻǘƘŜǊ ǇŀǊǘȅέ ƻǊ ŀƴȅ ŎƻƴǘǊŀŎǘ ƻǘƘŜǊ ǘƘŀƴ ǘƘŜ άǎǘŀƴŘŀǊŘέ 

contracts which have been pre-ŀǇǇǊƻǾŜŘ ōȅ t{/Ωǎ ŀǘǘƻǊƴŜȅΣ ǎŀƛŘ ŎƻƴǘǊŀŎǘ ǎƘŀƭƭ ōŜ ǘǊŀƴǎƳƛǘǘŜŘ ǘƻ t{/Ωǎ ŀǘǘƻǊƴŜȅ ŦƻǊ 
legal review by the Director of Purchasing. 

 
1) It is highly recommended that a preliminary copy of the final draft of the contract (before execution by the other 
ǇŀǊǘȅύ ōŜ ǘǊŀƴǎƳƛǘǘŜŘ ǘƻ ǘƘŜ 5ƛǊŜŎǘƻǊ ƻŦ tǳǊŎƘŀǎƛƴƎΣ ǿƘƻ ǿƛƭƭ ŦƻǊǿŀǊŘ ƛǘ ǘƻ t{/Ωǎ ŀǘǘƻǊƴŜȅ ŦƻǊ ƭŜƎŀƭ ǊŜǾƛŜǿΦ   

 
2) This will expedite the approval process, in that tƘŜ ŎƻƴǘǊŀŎǘƻǊΩǎ tǊŜǎƛŘŜƴǘ όƻǊ ƻǘƘŜǊ ƻŦŦƛŎƛŀƭύ ǿƛƭƭ ƴƻǘ ōŜ ǊŜǉǳƛǊŜŘ 

to sign the contract multiple times (due to changes required by our attorney). 
 
c. {ƘƻǳƭŘ t{/Ωǎ ŀǘǘƻǊƴŜȅ ŀǇǇǊƻǾŜ ǘƘŜ ŎƻƴǘǊŀŎǘ ǿƛǘƘƻǳǘ ŎƘŀƴƎŜǎΣ ǘƘŜ 5ƛǊŜŎǘƻǊ ƻŦ tǳǊŎƘŀǎƛƴƎ ǎƘŀƭƭ ǘǊŀƴǎƳƛǘ ǘƘŜ contract to 
ŜƛǘƘŜǊ t{/Ωǎ tǊŜǎƛŘŜƴǘ ƻǊ ǘƘŜ ±ƛŎŜ tǊŜǎƛŘŜƴǘ ŦƻǊ !ŘƳƛƴƛǎǘǊŀǘƛƻƴκ/ChΣ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜΦ  ! ŎƻǇȅ ƻŦ ǘƘŜ ŀǘǘƻǊƴŜȅΩǎ 
comments/approval shall be attached for information purposes. 

 
d. {ƘƻǳƭŘ t{/Ωǎ ŀǘǘƻǊƴŜȅ ǊŜŎƻƳƳŜƴŘ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ŎƻƴǘǊŀŎǘΣ ǎŀƛŘ ŎƘŀƴƎes shall be incorporated into the document via 
ǿƻǊŘ ǇǊƻŎŜǎǎƻǊ όōȅ ǘƘŜ ƻǊƛƎƛƴŀǘƻǊ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘύΦ  ¢ƘŜ 5ƛǊŜŎǘƻǊ ƻŦ tǳǊŎƘŀǎƛƴƎ ǎƘŀƭƭ ŦŀȄ ǘƘŜ ŀǘǘƻǊƴŜȅΩǎ ŎƻƳƳŜƴǘǎ 
directly to either the requesting department or the contractor, as appropriate. 

 
4. Signature Authority 
 

a. !ƭƭ ŎƻƴǘǊŀŎǘǎ ǘǊŀƴǎƳƛǘǘŜŘ ǘƻ t{/Ωǎ tǊŜǎƛŘŜƴǘ ƻǊ ǘƘŜ ±ƛŎŜ tǊŜǎƛŘŜƴǘ ŦƻǊ !ŘƳƛƴƛǎǘǊŀǘƛƻƴκ/Ch ǎƘƻǳƭŘ ŦƛǊǎǘ ōŜ ŜȄŜŎǳǘŜŘ ōȅ 
the other party, whenever possible, in duplicate.   

 
1) /ŜǊǘŀƛƴ ǇǳōƭƛŎ ŜƴǘƛǘƛŜǎκŎƻƳǇŀƴƛŜǎ ƘŀǾŜ ŀƴ ŜƴŦƻǊŎŜŘ ǇƻƭƛŎȅ ǘƘŀǘ άǘƘŜ ƻǘƘŜǊ ǇŀǊǘȅ Ƴǳǎǘ ŦƛǊǎǘ ǎƛƎƴ ŀƭƭ ŎƻƴǘǊŀŎǘǎέΣ 

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 to be the 
primary signatory on a contract. 

 
b. It is preferred that all signatures on a contract be original signatures.  When necessary, due to time constraints, 

facsimile or xerographic signatures are acceptable. 
 
c. PSC staff should NEVER sign a contract, agreement, amendment, addendum, or attachment to a 
ŎƻƴǘǊŀŎǘκŀƎǊŜŜƳŜƴǘΣ ƛƴŎƭǳŘƛƴƎ ǿƘŜƴŜǾŜǊ ǘƘŜ ŎƻƴǘǊŀŎǘƻǊ ǎǇŜŎƛŦƛŎŀƭƭȅ ƛƴŎƭǳŘŜǎ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ǎƛƎƴŀǘǳǊŜ ƻƴ ǘƘŜ 
contract execution page (these contracts should be returned to the originator for revision).  In accordance with PSC 
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Procedure 6001 (see Exhibit TT), only the following PSC personnel have the authority to sign the following contracts: 
 

1) The President or the Acting President has the authority to sign any contracts (consistent with receiving prior 
DBOT approval, when applicable). 

 
2) The Vice President for Administration/CFO, may sign contracts which are less than $50,000

.00
.  This 

amount relates to the total sum or annual expenditure. 
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  Contract for Services / Short-Form  
 
 
1. General 
 

a. A short-form Contract for Services (see Exhibit I) is utilized to contract with persons/companies for their services. 
 
b. A short-form 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 short-form 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 prepare an appropriate 
formal long-form contract in these circumstances.  

 
d. A short-form 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 (see Exhibit H) 
 
e. The short-form Contract fƻǊ {ŜǊǾƛŎŜǎ ǿŀǎ ŀǇǇǊƻǾŜŘ ŦƻǊ ŎƻƴǘƛƴǳŜŘ ǳǎŜ ōȅ t{/Ωǎ ŀǘǘƻǊƴŜȅ ƻƴ !ǇǊƛƭ мнΣ нллсΦ 

 
2. Restriction 
 

a. Short-form Contracts for Services shall not be utilized to authorize work for PSC employees.   
 
b. Whenever a department requires a PSC employee to perform a service that is not a part of their job function, the 

employee must be paid through payroll.  Contact the Payroll Department for details. 
 
c. 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 adhered to. 

 
3. Authorization/Award 
 

a. It is preferred that all signatures be original, i.e.; the document not faxed to the Contractor to sign and fax back.   
 
b. 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 have them duplex 

(double-side) 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. 

 
c. The Vice President for Administration/CFO is authorized to sign contracts up to and including $50,000

.00
 which 

are exempt from competition (see page 6), in accordance with PSC Procedure 6001 (see Exhibit TT).  
 

d. The President is authorized to award via signature any/all contracts which are exempt from competition (see 
page 6), in accordance with PSC Procedure 6001 (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 Genesis System for the full amount expected to be expended during the term of the 
contract. 

 
b. /ƻŘŜ ǘƘŜ ǊŜǉǳƛǎƛǘƛƻƴ ŀǎ ŀ {/ όǿƛǘƘƛƴ ǘƘŜ DŜƴŜǎƛǎ ǎȅǎǘŜƳ ƛƴ ǘƘŜ ǊŜǉǳƛǎƛǘƛƻƴ άǘȅǇŜέ ŦƛŜƭŘύ ǘƻ ŀƭƭƻǿ ŦƻǊ ƳǳƭǘƛǇƭŜ 

payments. 
 
5. Expenditures Less than $1,000

.00 

 
a. PSC has various regular programs where minor expenditures need to be made, such as the items 5 b 1) to 5 b 

10), below.   
 

b.  A pre-approved purchase order or Contract for Services is not required for services including, but not limited to: 
 

1) Scorekeepers, Time Keepers, 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. 
 
d. It is the responsibiƭƛǘȅ ƻŦ ǘƘŜ ǳǎŜǊ ŘŜǇŀǊǘƳŜƴǘ ǘƻ ƳƻƴƛǘƻǊ ǘƘŜ ŜȄǇŜƴŘƛǘǳǊŜǎ ǘƻ ŜƴǎǳǊŜ ƴƻ ǾŜƴŘƻǊΩǎ ŜȄǇŜƴŘƛǘǳǊŜǎ 

exceed $1,000
.00

 per fiscal year. 
 
6.  Requesting Contract Preparation 
 

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

1) Include full legal name of the company.  If the contract is with a person, state their name.  The check for 
payment will be issued in accordance with the information provided. 

 
2) Include full address, phone number, fax, and EMail address. 

 
3) Include Contact Person / Signatory (name of person who has the authority to sign the Contract on behalf of 

the Contractor. 
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4) Include Federal Employer Identification Number (preferred) or Social Security Number (if a person, rather 
than a company). 

 
5) Include the Department requesting the contract, ŀƴŘ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ŎƻƴǘŀŎǘ ǇŜǊǎƻƴ ŀƴŘ ŜȄǘŜƴǎƛƻƴΦ  !ƭƭ 

correspondence regarding the contract will be sent to this person. 
 

6) The effective date should be the specific date that services will begin.  The Expiration is the date that all 
services will be complete/finalized.  They should not ōŜ ǘƘŜ ǎŀƳŜΦ  5ƻ ƴƻǘ ǳǎŜ άǘƻŘŀȅΩǎ ŘŀǘŜέΣ ŀǎ ǘƘŜ 
document must be fully executed by the Contractor and all appropriate levels of authority within PSC.  

 
7) If there are exhibits 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 work that the Contractor will 
perform for PSC.  See Exhibit J for 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 format to the DireŎǘƻǊ ƻŦ tǳǊŎƘŀǎƛƴƎΦ  tƭŜŀǎŜ ōŜ ǎǳǊŜ ǘƻ ǘȅǇŜ ƛǘ άǎƛƳǇƭȅέΣ ǿƛǘƘ ƴƻ 
ŦƻǊƳŀǘǘƛƴƎ όƛΦŜΦΤ ǿƛǘƘƻǳǘ ōǳƭƭŜǘǎΣ ŀǳǘƻƳŀǘƛŎ ƴǳƳōŜǊƛƴƎΣ ǘŀōǎκƛƴŘŜƴǘǎύΣ ŀǎ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ άŎǳǘ 
ŀƴŘ ǇŀǎǘŜŘέ ƛƴǘƻ ǘƘŜ Ŧƛƴŀƭ ŎƻƴǘǊŀŎǘ ŘƻŎǳƳŜƴǘΦ 

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

 
d) Indicate the date 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 numerous specific 
days. 

 
e) If the services are to be performed by a specific person, state their name.  Example:  ά5ǊΦ WƻƘƴ {ƳƛǘƘ 

shall instruct a workshop titled Communication in the New Decadeέ 
 

9) /ƘŜŎƪ ƻƴƭȅ ƻƴŜ ƻŦ ǘƘŜ άTotal Expenditureέ ŀǊŜŀǎΣ ŀǎ ŀǇǇƭƛŎŀōƭŜ  
 

a) Fixed Fee/Lump Sum:  ²ƘŜƴ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ ŦŜŜ ƛǎ ŘŜŦƛƴŜŘ ŀǎ ŀ ǎŜǘ ŘƻƭƭŀǊ ŀƳƻǳƴǘ ŦƻǊ ŀƭƭ ǎŜǊǾƛŎŜǎ 
rendered.  Lump Sum does not mean that they can receive only one payment. If this is the appropriate 
ǘȅǇŜΣ ƛƴŘƛŎŀǘŜ ǘƘŜ ŀƳƻǳƴǘ ƛƴ ǘƘŜ άϷψψψψψέ ŦƛŜƭŘΦ  tŀȅƳŜƴǘ Ŏŀƴ ōŜ ƳŀŘŜ ŀǎ ŜƛǘƘŜr:  

 
i one payment in full upon completion 

 
ii monthly 

 
iii ƻǘƘŜǊ ǊŜƎǳƭŀǊƭȅ ǎŎƘŜŘǳƭŜŘ ǇŀȅƳŜƴǘǎ όƛƴŎƭǳŘŜ ŀ ά{ŎƘŜŘǳƭŜ ƻŦ tŀȅƳŜƴǘǎέύ   

 
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 
ŀƳƻǳƴǘ όάŎŀǇέύ ƛƴ ǘƘŜ άϷψψψψψψψψέ ŦƛŜƭŘΦ  

 
i Schedule of Payments:  When project phases are clearly spelled out in a Schedule of Payments (see 

Exhibit K), the Contractor can be paid a set amount upon completion of each phase, in accordance 
ǿƛǘƘ ǘƘŜ ŘŜƭƛǾŜǊŀōƭŜ ǊŜŎŜƛǾŜŘ ōȅ t{/Φ  LƴŘƛŎŀǘŜ ǘƘŜ ǘƻǘŀƭ ŎƻƴǘǊŀŎǘ ŀƳƻǳƴǘ ƛƴ ǘƘŜ άCƛȄŜŘ CŜŜκ[ǳƳǇ 
{ǳƳέ ŀǊŜŀΦ 
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ii Hourly Rate:  Indicate if PSC will pay the Contractor a set hourly rate for hours worked.  If there are 

different personnel being utilized with varying hourly rates, or other clarification is needed, include 
ŀ άCŜŜ {ŎƘŜŘǳƭŜέ όsee Exhibit L).  The Director 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 this Contractor 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 High-Risk or Low-Risk, in your best judgment. 

 
12) On very rare occasions can PSC contract with a person who is 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 this contract 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 
ŀǇǇǊƻǇǊƛŀǘŜ ŎƻƴǘǊŀŎǘ ƻǊ Ƴŀȅ ǊŜǉǳŜǎǘ t{/Ωǎ ŀǘǘƻǊƴŜȅ ǘƻ ǇǊŜǇŀǊŜ ǘƘŜ ŎƻƴǘǊŀŎǘΣ ƻƴ ŀƴ as-needed basis. 

 
b. ¢ƘŜ 5ƛǊŜŎǘƻǊ ƻŦ tǳǊŎƘŀǎƛƴƎ Ƴŀȅ ǊŜǉǳŜǎǘ ŀǎǎƛǎǘŀƴŎŜ ŦǊƻƳ t{/Ωǎ ŀǘǘƻǊƴŜȅ ǊŜƎŀǊŘƛƴƎ ƭŜƎŀƭ ǎǳŦŦƛŎƛŜƴŎȅ ƻƴ ŀƴ ŀǎ-

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 cover-memo from the Purchasing 

Department (Exhibit U).   
 

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 any financial obligation resultant of the unauthorized purchase shall be, and remain, the personal 

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 Office 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. An emergency 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 non-compliance 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 action not be 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 officials shall 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 is an imminent threat 
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 $15,000
.00

: 
 

1) !ƴ ŜȄǇŜƴŘƛǘǳǊŜ Ŏŀƴ ōŜ ǇǊƻŎŜǎǎŜŘ ŀǎ ŀ άǿŀƭƪ-ǘƘǊƻǳƎƘέΣ ǿƛǘƘƻǳǘ ŦƻǊƳŀƭƭȅ ŘŜŎƭŀǊƛƴƎ ŀƴ ŜƳŜǊƎŜƴŎȅΦ   
 

2) After input of the requisition (see Exhibit B), call the Purchasing Department and inform them as to the 
urgency of processing a purchase order (see Exhibit C & D) immediately. 

 
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 $15,000

.01
 and Over: 

 
1) The budget head (or designee) shall contact the Director of Purchasing (or designee) to explain the nature of 

the emergency.   
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2) A requisition shall be input into the Genesis system, and approved by the budget head. 

 
3) An Emergency Purchase Justification form (EPJF) (see Exhibit V) shall be completed and submitted to the 

Purchasing Department. 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 Department shall 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 of PSC (or 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

.00
.   

 
b. Should an emergency purchase exceed $15,000

.00
, 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 head (or designee) shall contact the Facilities Department at 297-1059 (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 into the Genesis 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 desire to 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 meet both of the following criteria: 
 

1) It is the only item that will produce the desired results (or fulfill the specific need), and there are no 
alternates, and; 

  
2) The item is available from only one source of supply 

 
b. Warranty requirements and 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 6A-14.0734(2)(e)  (see Exhibit YY).  

 
b. Sole source determination/approval shall be made only by the Vice President for Administration/CFO.  Said 

approval shall be formally requested and documented by completing a Sole Source Justification form (Exhibit W).  
 
c. The steps to follow for sole source purchases are as follows: 

 
1) The PSC Department shall submit to the Purchasing Department a completed Sole Source Justification form, 

indicating the following: 
 

a) Requisition number which was assigned by the Genesis system.   
 

b) The purpose and need. 
 

c) 5ŜǎŎǊƛǇǘƛƻƴ ƻŦ ŀƴŘ ǳǎŜ ƻŦ ǘƘŜ ƛǘŜƳ όƛƴ ƭŀȅƳŀƴΩǎ ǘŜǊƳǎύ 
 

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 needed.  Be 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/quoted to 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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Source is not declared and approved. 
 

k) Explain why the price for this product or service is considered to be reasonable. 
 

l) Explain the efforts that were made to conduct a non-competitive negotiation to get the best possible 
price. 

 
m) Explain how your program would function should the supplier discontinue this product. 

 
2) Complete written specifications and a written quote from the vendor shall be attached.  Additionally, 

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. 

 
3) The PSC Department and/or the Purchasing Department shall attempt to locate competition (alternate 

sources of supply). 
 
4) Clearly indicate on the form or via attachment how it was determined that the price is fair and reasonable. 

 
5) The Sole Source Justification form is submitted to the Vice President for Administration/CFO for approval. 
 
6) When deemed appropriate by the Vice President for Administration/CFO, the Director of Purchasing shall 
Ǉƻǎǘ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘ ƻƴ {ǘŀǘŜ tǳǊŎƘŀǎƛƴƎΩǎ ±ŜƴŘƻǊ .ƛŘ {ȅǎǘŜƳΦ 

 
7) Approved requests shall be processed and a purchase order shall be issued. 
 
8) 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. 
 

3. ¢ƘŜ ά.Ŝǎǘέ ±ŜƴŘƻǊ 
 
Note:  ! ǎǳǇǇƭƛŜǊΩǎ ōŜƛƴƎ ŘŜǘŜǊƳƛƴŜŘ ǘƻ ōŜ ǘƘŜ άōŜǎǘέ ǇǊƻǾƛŘŜǊ ŘƻŜǎ ƴƻǘ ŎƻƴǎǘƛǘǳǘŜ ŀ {ƻƭŜ {ƻǳǊŎŜ όǎŜŜ {ƛƴƎƭŜ {ƻǳǊŎŜ ƻƴ 
page 33). 
 
4. Examples 
 

a. XYZ, Inc. would be considered a sole source for parts for a PSC-owned XYZ computer due to our computer system 
being standardized 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. ¢ƘŜ CŀŎƛƭƛǘƛŜǎ 5ŜǇŀǊǘƳŜƴǘ Ƙŀǎ ǎǳōƳƛǘǘŜŘ ŀ ǊŜǉǳƛǎƛǘƛƻƴ ŦƻǊ άŎƘǊƻƳŜ ƳǳŦŦƭŜǊ ōŜŀǊƛƴƎǎέ ŦƻǊ ƛƴǎǘŀƭƭŀǘƛƻƴ ƛƴ ǘƘŜƛǊ 

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 
purchases 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 one source, 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 one source 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 document the reasons why the 
item/technology/service is the only acceptable one.  Be specific.  Include information such as: 

 
 1)   Whether this will be a one-time purchase. 
 

2) Whether there will be repeated future buys.  Include anticipated number of reoccurring transactions 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 Vice President 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. These contracts include goods and services that are common to state agencies, local governments, educational 

institutions, and other public entities.  These goods and services are consolidated and standard specifications are 
prepared and developed into State Contracts.  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 of its own goods and services, and payment is made directly by the 

ordering entity. 
 
d. In accordance with SBE Rule 6A-14.0734(2)(c) (see Exhibit YY), ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘ ŦƻǊ t{/Ωǎ ǎƻƭƛŎƛǘŀǘƛƻƴ ƻŦ ǉǳƻǘŜǎ ƻǊ 

bids shall not apply to purchases established under Florida Statutes 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, 
ǇǊƻǾƛŘŜŘ ǘƘŜȅ ŀǊŜ ǿƛǘƘƛƴ ǘƘŜ t{/ 5ŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘΣ ŀƴŘ ŀǊŜ ƳŀŘŜ ƛn the best interests of PSC. 
  
3. Procedure 
 

a. ¢ƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ǎƘŀƭƭ ǾŜǊƛŦȅ ǘƘŜ ŜȄƛǎǘŜƴŎŜ ƻŦ ŀ ŎǳǊǊŜƴǘ {ǘŀǘŜ /ƻƴǘǊŀŎǘ ōȅ ŀŎŎŜǎǎƛƴƎ ǘƘŜ {ǘŀǘŜΩǎ ǿŜōǎƛǘŜ 
and printing appropriate pages for backup documentation (unless this has been done by the PSC department, 
and the documentation has been provided to the Purchasing Department). 

 
b. tŜǊǘƛƴŜƴǘ ǇŀƎŜǎ ƻŦ ǘƘŜ {ǘŀǘŜ /ƻƴǘǊŀŎǘ Ƴǳǎǘ ōŜ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘΩǎ ŎƻǇȅ ƻŦ ǘƘŜ ǇǳǊŎƘŀǎŜ 

order. 
 
c. Verify that the supplier indicated on the requisition has been 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 on the purchase order (see 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. ƻǊ ȅƻǳ Ƴŀȅ ŀŎŎŜǎǎ ƛǘ Ǿƛŀ ǘƘŜ ƭƛƴƪǎ ƻƴ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘΩǎ ǿŜōǎƛǘŜ ƘƻƳŜǇŀƎŜΥ  

www.polk.edu/purchasing. 
  

http://dms.myflorida.com/business_operations/state_purchasing/vendor_information/state_contracts_agreements_and_price_lists
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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 issuing a formal 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 Rule 6A-14.0734 (2)(c) (see Exhibit YY). 

 
2. Procedure 
 

a. When there is an on-going 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 small purchase or a formal procurement) and appropriate level of authority for award. 

 
b. Upon notification 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 prepare a draft 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 with a memo requesting 

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.  Advertisements shall be published at least one (1) time in a newspaper 

distributed in Polk County.  The bid submittal due date should be approximately 21 calendar days after the date 
of ITB issuance/initial distribution/posting to the website.  Additional advertising may include: 

 
1) ǘƘŜ {ǘŀǘŜ ƻŦ CƭƻǊƛŘŀΩǎ ±ŜƴŘƻǊ .ƛŘ {ȅǎǘŜƳΤ 
2) other Florida newspapers; 
3) magazines; 
4) minority publications, and; 
5) trade journals.   

 
g. !ŘŘƛǘƛƻƴŀƭƭȅ ǘƘŜ L¢. ŘƻŎǳƳŜƴǘǎ ǎƘŀƭƭ ōŜ ǇƻǎǘŜŘ ƻƴ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘΩǎ ǿŜōǎƛǘŜΣ ƻƴ ŀƴ L¢. ŘŜŘƛŎŀǘŜŘ 

webpage.  The 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 and time; 
5) Pre-Bid 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 appropriate by 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 Bidders List (see page 38, section 3f). 
 
j. A Pre-Bid Conference shall be held for every ITB. In 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. Addenda shall be issued by the Purchasing Department as 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. 

 
l. The bids shall be publicly 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 late (after the due date and time) and cannot be accepted. 

 
n. The bids shall be tabulated. 
 
o. 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 shall submit 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. 

 
q. The Purchasing Department or PSC Department shall perform a reference check on 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 limited 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, judgment, experience 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) ¢ƘŜ ǎǳŦŦƛŎƛŜƴŎȅ ƻŦ ǘƘŜ .ƛŘŘŜǊΩǎ ŦƛƴŀƴŎƛŀƭ ǊŜǎƻǳǊŎŜǎ ǘƻ perform the contract, or to provide the service. 
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 attached to the Bid. 
 

s. Upon receipt of a written recommendation of award from the PSC Department, the Purchasing Department will 
ǇǊƻŎŜǎǎ ƛǘ ŦƻǊ ŀǇǇǊƻǾŀƭ ƻŦ t{/Ωǎ tǊŜǎƛŘŜƴǘΦ  LŦ ǘƘŜ 5ƛǊŜŎǘƻǊ ƻŦ tǳǊŎƘŀǎƛƴƎ ŘƻŜǎ ƴƻǘ ŎƻƴŎǳǊ ǿƛǘƘ ǘƘŜ t{/ 
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5ŜǇŀǊǘƳŜƴǘΩǎ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴΣ ƛt shall be so noted in the recommendation of award.   
 
1) If the total expenditure is less than Category Five of Florida Statute 287.017 (1) (see Exhibit CCC)Σ ǎǘŀŦŦΩǎ 

recommendation for award shall be posted to the dedicated webpage and on the ITB bulletin board in the 
tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ŦƻǊ ŀǘ ƭŜŀǎǘ тн ƘƻǳǊǎ ǇǊƛƻǊ ǘƻ ǎǳōƳƛǘǘƛƴƎ ƛǘ ǘƻ t{/Ωǎ tǊŜǎƛŘŜƴǘ ŦƻǊ ŀǿŀǊŘΦ 

 
2) If the total expenditure is equal to or over Category Five of Florida Statute 287.017 (1) (see Exhibit CCC), the 

recommendation of award shaƭƭ ōŜ ǎǳōƳƛǘǘŜŘ ǘƻ t{/Ωǎ tǊŜǎƛŘŜƴǘΣ ǿƘƻ Ƙŀǎ ǘƘŜ ŀǳǘƘƻǊƛǘȅ ǘƻ ŀŎŎŜǇǘ ƻǊ ǊŜƧŜŎǘ 
ǎǘŀŦŦΩǎ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴ ƻŦ ŀǿŀǊŘΦ   
 
a) LŦ t{/Ωǎ tǊŜǎƛŘŜƴǘ ŘƻŜǎ ƴƻǘ ŎƻƴŎǳǊ ǿƛǘƘ ǎǘŀŦŦΩǎ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴΣ ǘƘŜ 5.h¢ !ƎŜƴŘŀ LǘŜƳ ǎƘŀƭƭ ōŜ ǊŜǾƛǎŜŘ 
ŀŎŎƻǊŘƛƴƎƭȅΣ ŀǎ ŘƛǊŜŎǘŜŘ ōȅ t{/Ωǎ tǊŜsident. 

 
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 bids received are exempt from public records (FS 119.07 ς see Exhibit AAA) 
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 so within 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 the 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 Department(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. Should only one responsive and responsible 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 Contract that 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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b. tǊƻǎǇŜŎǘƛǾŜ ōƛŘŘŜǊǎ Ƴŀȅ ōŜ ǇǊƻǾƛŘŜŘ ǿƛǘƘ ŀ ƭƛƴƪ ǘƻ {ǘŀǘŜ tǳǊŎƘŀǎƛƴƎΩǎ ǿŜōǎƛǘŜ ǎƻ ǘƘŀǘ ǘƘŜȅ Ƴŀȅ ƘŀǾŜ ǘƘŜ ŀōƛƭƛǘȅ 
to regƛǎǘŜǊ ŜƭŜŎǘǊƻƴƛŎŀƭƭȅ ǿƛǘƘ ǘƘŜ {ǘŀǘŜΣ ŀƴŘ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ {ǘŀǘŜΩǎ ±ŜƴŘƻǊ .ƛŘ {ȅǎǘŜƳΦ  

 
c. .ƛŘǎ Ƴŀȅ ōŜ ŀŘǾŜǊǘƛǎŜŘ ƻƴ {ǘŀǘŜ tǳǊŎƘŀǎƛƴƎΩǎ ±ŜƴŘƻǊ .ƛŘ {ȅǎǘŜƳ ŀǎ ŘŜŜƳŜŘ ŀǇǇǊƻǇǊƛŀǘŜ ōȅ ǘƘŜ 5ƛǊŜŎǘƻǊ ƻŦ 

Purchasing. 
 
d. Prior to distribution of the Invitation to Bid, ǘƘŜ .ƛŘŘŜǊ [ƛǎǘ Ƴŀȅ ōŜ ǘǊŀƴǎƳƛǘǘŜŘ ǘƻ t{/Ωǎ tǊŜǎƛŘŜƴǘ ƻǊ ƻǘƘŜǊ 
ƛƴǘŜǊŜǎǘŜŘ ŘŜǇŀǊǘƳŜƴǘǎ ŦƻǊ ƛƴǇǳǘΦ  !ǘ t{/Ωǎ tǊŜǎƛŘŜƴǘΩǎ ŘƛǎŎǊŜǘƛƻƴΣ ƻǳǘ-of-county suppliers may be deleted from 
the Bidder List. 

 
e. The Purchasing Department shall solicit bids from prospective suppliers 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, with a link to the 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 the 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 non-competitive 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 the PSC 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 (usually one-year intervals) as a 
result of a competitive bid process for specific items to be purchased 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 Departments, and must 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 contractor is unwilling 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 the line-item pricing. 
 

f. The Departments may then order directly from the awarded supplier via issuance of a blanket purchase order 
(BPO) or a purchase order (PO) for 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 non-contract items under the bid threshold amount. 
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g. BPOs may be issued for any amount (within budget constraints) when issued in accordance with the pricing, 
terms and conditions of a Term Contract.  

 
h. When additional items are requested to be added to an existing Term Contract by a PSC Department, said items 
Ƴŀȅ ōŜ ƴŜƎƻǘƛŀǘŜŘ ŀƴŘ ŀŘŘŜŘ ōȅ ǘƘŜ 5ƛǊŜŎǘƻǊ ƻŦ tǳǊŎƘŀǎƛƴƎ ǿƘŜƴ ƛƴ t{/Ωǎ ōŜǎǘ ƛƴǘŜǊŜǎǘΦ ¢ƘƻǎŜ ŀŘŘƛǘƛƻƴŀƭ ƛǘŜƳǎ 
should also be included in the Invitation to Bid document the next time it is bid out.  

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

 
j. Term contracts are not restricted to fiscal year parameters. 

 
6. Renewal of Term Contracts 
 

a. To allow for renewal or extension of term contracts by the Purchasing Department without further DBOT 
approval, the DBOT agenda item shall include a statement such as: 
 
ά.ƻŀǊŘ ŀǇǇǊƻǾŀƭ ƛǎ ǊŜǉǳŜǎǘŜŘ ǘƻ ŜǎǘŀōƭƛǎƘ ŀ ψψψ-year term contract renewable by the Purchasing 

Department  for ___ (_) additional ___-ȅŜŀǊ ǘŜǊƳǎΦέ 
 

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 expiration, the Director 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 with FS 287.087 (See Exhibit EEE) (delineated by inclusion of Drug Free 

Work Place form with their submittal); 
 

2) {ǳǇǇƭƛŜǊΩǎ ǇƭŀŎŜ ƻŦ ōǳǎƛƴŜǎǎ ƛǎ ǿƛǘƘƛƴ tƻƭƪ /ƻǳƴǘȅ όaddress to be used on purchase order); 
 

3) {ǳǇǇƭƛŜǊΩǎ ǇƭŀŎŜ ƻŦ ōǳǎƛƴŜǎǎ ƛǎ ǿƛǘƘƛƴ ǘƘŜ {ǘŀǘŜ ƻŦ CƭƻǊƛŘŀ όaddress to be used on purchase order); 
 

4) Prompt Payment Discounts; 
 

5) Flip Coin. 
 

2. Tied Score in RFP/Q Process 
 

a. Lƴ ǘƘŜ ŜǾŜƴǘ ǘǿƻ όнύ ƻǊ ƳƻǊŜ ǇǊƻǇƻǎŜǊǎΩ ǎǳōƳƛǘǘŀƭǎ ŀǊŜ ŘŜŜƳŜŘ Ŝǉǳŀƭ όǘƛŜŘ ǎŎƻǊŜǎύ ǊŜƎŀǊŘƛƴƎ ŀ wŜǉǳŜǎǘ ŦƻǊ 
Proposals (RFP) or Request for Qualifications (RFQ) selection process, and unless said 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 with FS 287.087 (See Exhibit EEE) (delineated by inclusion of Drug Free 

Work Place form with their submittal); 
 
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 stage.  Otherwise, 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 not aŎƘƛŜǾŜ ǎǳƛǘŀōƭŜ ǊŜǎǳƭǘǎΦ  Lƴ ƻǊŘŜǊ ǘƻ ŦƛƴŘ ǘƘŜ άōŜǎǘ ǎǳǇǇƭƛŜǊέ ŀƴŘκƻǊ 
ensure PSC will obtain the ά.Ŝǎǘ ±ŀƭǳŜέΣ certain procurements must have the flexibility to take into consideration 
factors other than price to determine what is in the best interest of PSC. 
 

b. 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. 
 

c. The greatest emphasis when utilizing competitive 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. 
 

d. The solicitation document utilized for the competitive sealed proposals method is the Request for Proposal (RFP). 
 

e. When procuring professional services, as defined by FS 287.055 (See Exhibit DDD) or other special needs (as 
determined by the Director of Purchasing), a Request for Qualifications (RFQ) may be utilized as the solicitation 
document.   
 

f. 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 
Maintenance RFP. 

 
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 specifications and/or scope of work for the RFP/RFQ.   

 
b. 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 Bond, Performance bond and insurance requirements, if any. 
 
5) Informality waiving and bid rejections clause. 
 
6) Proposal Guidelines ς standard front end documents. 
 
7) Introduction, including background information of PSC. 
 
8) Statement of general purpose and description of the project (goods or services), including 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 to the proposers. 
 
11) Scope of Work:  A work statement or performance specifications (may be included as an exhibit to the 

sample contract). 
 
12) Pre-Proposal Conference information. 
 
13) Minimum qualifications; i.e., years in business, financial statement, required certifications, 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/RFQ), manner 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 the criteria and weighting factors. For 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. Location shall be given a weight of 5% for both the initial evaluation (evaluation of 
the written proposal) and Oral Presentations.   

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 (ETeam) 
 

a. An ETeam will be appointed consisting of appropriate staff, or non-staff 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 to the ETeam 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 Purchasing shall serve on the ETeam as non-voting 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 identified prior to the solicitation advertisement. 

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

 
g. ¢ƘŜ άwŜǉǳŜǎǘǎ ŦƻǊ tǊƻǇƻǎŀƭǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ tǳǊŎƘŀǎƛƴƎ aŀƴǳŀƭ ǎƘŀƭƭ ōŜ ǇǊƻǾƛŘŜŘ ǘƻ ŜŀŎƘ 9¢ŜŀƳ ƳŜƳōŜǊΦ 

 
h. ETeam members must attend 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. A final draft of the RFP/RFQ, whenever possible, shall 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 the RFP/RFQ package 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 to the ETeam 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 distributed in accordance 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 the RFP/RFQ and 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 Law, §286.011 (See Exhibit BBB). 

 
b. The ETeam shall select evaluation criteria (to include price whenever possible).  Such criteria must be stated 

in the RFP/RFQ.  Certain (Ref:  §287.055 ς Acquisition of professional architectural, engineering, landscape 
ŀǊŎƘƛǘŜŎǘǳǊŀƭΣ ƻǊ ǎǳǊǾŜȅƛƴƎ ŀƴŘ ƳŀǇǇƛƴƎ ǎŜǊǾƛŎŜǎ Ϥ //b! ϑ/ƻƴǎǳƭǘŀƴǘΩǎ /ƻƳǇŜǘƛǘƛǾŜ bŜƎƻǘƛŀǘƛƻƴǎ !Ŏǘ (See 
Exhibit DDDύϐ wCvΩǎ Ƴŀȅ ƘŀǾŜ ǇǊŜ-established weighted criteria, and cannot include 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 pre-screen each of the proposals to determine if they have provided 

required information, and is, apparently responsive. 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 documentation submitted 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. Non-responsive proposals may include, but are not limited to: 
 

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 does not meet minimum requirements. 

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

to be non-responsive.  
 

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 Statement (Exhibit P).  Each member must 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 
ǎƘƻǳƭŘ ōŜ ǊŜƳƻǾŜŘ ŦǊƻƳ ǘƘŜ 9¢ŜŀƳΦ  !ƴȅ ǉǳŜǎǘƛƻƴŀōƭŜ ǎƛǘǳŀǘƛƻƴǎ ǎƘŀƭƭ ōŜ ŦƻǊǿŀǊŘŜŘ ǘƻ t{/Ωǎ ŀttorney for a 
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 Tally Form shall be excused from participation.   

l. The ETeam meetings are open to the public and shall be either tape-recorded or summary minutes kept. 
 
m. The Director of Purchasing will assemble the Preliminary Tally Forms.  The ETeam shall enter the scores for 

each of the criteria which have a consensus onto their Evaluation Forms.  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 each criterion. 

 
n. Scores must be on the basis of 1 to 5 (whole numbers and no zeroes please! [exception: see page 46 section 

8]) and should represent the evaluator's best objective judgment.  See item #8 on page 46 for further 
explanation of scoring. 

 
o. Once the final scores are determined, each ETeam member shall multiply the score times the weight (%) to 

obtain the extension sub-total. 
 
p. Add all of the extension sub-totals downward.  The proposers with the highest cumulative grand total of all 
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evaluations (in the άŎƻƳǇŜǘƛǘƛǾŜ ǊŀƴƎŜέΣ ǳǎǳŀƭƭȅ ǿƛǘƘ ŀƴ ŀǾŜǊŀƎŜ ǎŎƻǊŜ ƻŦ п ƻǊ ƳƻǊŜύ ǎƘŀƭƭ ōŜ ǎƘƻǊǘ-listed, 
ǳƴƭŜǎǎ ŀǘ ǘƘƛǎ ǘƛƳŜ ǘƘŜǊŜ ƛǎ ŀ άŎƭŜŀǊ ǿƛƴƴŜǊέΦ 

 
q. A summary of total scores for all proposers must be prepared after all members of the ETeam have reviewed 

and evaluated the written proposals. 
 
r. ¢ƘŜ 9¢ŜŀƳ ǎƘŀƭƭ ŘŜǘŜǊƳƛƴŜ ƛŦ ǘƘŜǊŜ ƛǎ ŀ άŎƭŜŀǊ ǿƛƴƴŜǊέΣ ƻǊ ƛŦ ǘƘŜȅ ǿƛǎƘ ǘƻ ƛƴǾƛǘŜ ǘƘŜ ƘƛƎƘŜǎǘ ǎŎƻǊƛƴƎ ŦƛǊƳǎ ǘƻ 

give an oral presentation.   
 

1) If the RFQ is for professional services, as defined in FS 287.055 (architects, engineers, etc.), then oral 
presentations must 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 Criteria 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 Department shall notify each short-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 the proposal.  The results 

will be provided to the ETeam for their consideration. 
 
w. Oral presentations may be held.  If held, the presentations shall be tape-recorded and/or video-taped.  

Summary minutes of the presentations and deliberations will be prepared.  Immediately thereafter, the 
ETeam shall endeavor to reach a consensus and score them in accordance with the new/revised criteria and 
ǿŜƛƎƘǘǎΣ ŀƴŘ ŘŜǘŜǊƳƛƴŜ ǘƘŜ άōŜǎǘέ ǇǊƻǇƻǎŀƭΣ ƛƴ ǘƘŜƛǊ ƻǇƛƴƛƻƴΦ 

 
x. Evaluation forms completed by ETeam members shall be retained in the RFP file in the Purchasing 

Department. 
 
y. ¢ƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ǿƛƭƭ ǇǊŜǇŀǊŜ ŀ  ǊŜŎƻƳƳŜƴŘŀǘƛƻƴ ŦƻǊ ŀǿŀǊŘ ƛƴŘƛŎŀǘƛƴƎ ǘƘŜ 9¢ŜŀƳΩǎ  ǎŎƻǊƛƴƎ ŀƴŘ 

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. !ǿŀǊŘ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴǎ ŦƻǊ ǿƘƛŎƘ ǘƘŜ ŀǿŀǊŘ ŜȄŎŜŜŘǎ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ ŀǇǇǊƻǾŀƭ ƭƛƳƛǘ ǎƘŀƭƭ ōŜ ǎǳōƳƛǘǘŜŘ ŦƻǊ 

approval by the DBOT.   
 
aa. The Director of PurcƘŀǎƛƴƎ ǎƘŀƭƭ ǇǊŜǇŀǊŜ ŀ Ŧƛƴŀƭ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴ ŦƻǊ ŀǿŀǊŘ ōŀǎŜŘ ƻƴ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ 

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 for appropriate 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 received, PSC may 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 specific criteria.  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 Average": Proposal meets many of the basic requirements, specifications or provisions of the 

specific item, but is lacking in some essential aspects for the specific criteria. 
 
3 = "Average":  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 Average":  Proposal more than adequately meets the minimum requirements, specifications, or 

provisions of the specific criteria, and exceeds those requirements in some aspects for the specific 
criteria. 

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

the specific criteria. 
 
9. Price Evaluation 
 

a. The Purchasing Department shall provide scores for Price 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 with Exhibit 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 accordance with FS 287.055 (See Exhibit DDD) and 
DBOT Rule 5.16 (see Exhibit QQ). 

b. In accordance with FS 287.055Σ ǘƘŜ ŀƳƻǳƴǘ ƻŦ ǿƻǊƪ ǇǊŜǾƛƻǳǎƭȅ ŀǿŀǊŘŜŘ ōȅ t{/ ƛǎ ǿŜƛƎƘǘŜŘ άŀƎŀƛƴǎǘέ ǘƘŜ ǇǊƻǇƻǎŜǊ 
with the object of effecting an equitable distribution of contracts among qualified firms. 

c. Scoring for Volume of Work shall be as follows: 
1) The firm with the most previously awarded work shall receive zero (0) points. 
2) A mathematical formula shall be used to determine the scores for the other proposers based on the percentage 

differential between the highest and the other proposals (See 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 to Chapter 1013.45(3) of 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 such activities and 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 monitoring 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. Construction MaƴŀƎŜǊΩǎ wŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ 

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. Identification of those items within the bid package that will be performed by the Construction Manager, those 

to be sub-contracted, 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 good business 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 

advances that shall accrue to PSC. 
h. Suggesting items for direct material purchase to avoid paying sales tax. 

4. t{/Ωǎ wŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ 

a. Monitoring the selection of subcontractors. 
b. 5ƻŎǳƳŜƴǘŀǘƛƻƴ ƻŦ ǎƻǳƴŘ ōǳǎƛƴŜǎǎ ǇǊŀŎǘƛŎŜǎ ƛƴ /ƻƴǎǘǊǳŎǘƛƻƴ aŀƴŀƎŜǊΩǎ ǎŜƭŜŎǘƛƻƴ ǇǊƻŎŜǎǎ of subcontractors. 
c. Monitoring the verification by the Construction Manager of appropriate licensure of subcontractors. 
d. Pre-audit of payments for construction management services for reasonableness and accuracy; review project 

expenditures to ensure that they 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 the individual subcontractors. 

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

g. PSC may issue POs for Direct Material Purchases in order to realize sales tax savings.   The Project Engineer shall 
monitor and document this program, and be responsible to ensure that the Construction Manager adheres to 
appropriate bidding procedures. 

 
5. Applicable PSC Procedures 

 

See DBOT Rule 2.21 (see Exhibit MM) regarding retainage, construction change orders and payments. 
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  Bonds 
 

1. Definitions 

 

¶ Bid Security, in the form of a bid bond, certified check, cashier's check, or cash ensures that the bidder will 
enter into a contract and provide the required insurance and Performance and Payment Bonds within a specified 
period of time. 

 

¶ A Performance Bond is 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 contract as agreed. 

 

¶ A Payment Bond assures the payment of sub-contractors and materials suppliers. 
 

¶ A Maintenance Bond assures that the contractor will perform those services required by the contract 
regarding warranty and guarantee of the project (usually a one year period). 

2. Monetary Value 

a. Payment and Performance Bonds:  Each must be in the amount of at least one hundred percent (100%) of the 
contract price.  If the contract price changes more than twenty-five 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 per cent (5% - мл҈ύ ƻŦ ōƛŘŘŜǊΩǎ ǇǊƻǇƻǎŜŘ ǘƻǘŀƭ ǇǊƛŎŜΦ 

3. When Used 

a. Bid bonds and performance/payment bonds are generally not required for purchases under $100,000
.00

. 
 
b. Bid bonds and performance/payment bonds may be required for purchases over $100,000

.00 
when deemed 

appropriate by the Director of Purchasing. 
 
c. Payment and performance bonds shall be required for all construction contracts which exceed $200,000

.00
 .   

 
d. Additionally, a maintenance bond may be required when deemed necessary by the Director of Purchasing. 
 
e. Non-Competitive Contracts:  Bonds may be 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 security upon 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 fail to 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. In large 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, vandalism, loss of life) far outweigh those costs. 
 
c. ²ƻǊƪŜǊΩǎ /ƻƳǇŜƴǎŀǘƛƻƴΣ ǇǊƻǇŜǊǘȅ ŘŀƳŀƎŜΣ ƭƛŀōƛƭƛǘȅΣ ŀƴŘ ŀǳǘƻƳƻǘƛǾŜ ǇǊƻǇŜǊǘȅ ŘŀƳŀƎŜ ϧ ƭƛŀōƛƭƛǘȅ ŀǊŜ ƎŜƴŜǊŀƭƭȅ 

required by the Invitation to Bid and/or the Contract document.  Additional coverage may be required, 
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 instance) should have the extra 
protection of bonds and insurance (and amount and type thereof).   

 
b. ¢ƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ǎƘŀƭƭ ǳǎŜ ǘƘŜ άvǳƛŎƪ wŜŦŜǊŜƴŎŜ DǳƛŘŜ ŦƻǊ LƴǎǳǊŀƴŎŜ wŜǉǳƛǊŜƳŜƴǘǎ ŦƻǊ DƻƻŘǎ ŀƴŘ 
{ŜǊǾƛŎŜǎέ όExhibit N) to assist in determining the types and 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. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
  



Polk State College 
Purchasing Manual 
Updated September 17, 2010 

50 

  Ethics 
 
 
 
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 must discharge 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 as advocated 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 familiar with these Codes of Ethics and abide by them.  
(See Exhibits Y, Z and AA) 

d.   ¢ƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘϥǎ Ƙŀǎ ŀŘƻǇǘŜŘ ƛǘΩǎ ƻǿƴ Code of Ethics (Exhibit X) which applies to PSC Purchasing Staff. 

 
2. Gifts 
 

a. Gifts from suppliers/vendors or potential suppliers/vendors shall not be accepted by any PSC staff member. 
 
b. {ŜŜ ά!ŎŎŜǇǘŀƴŎŜ ƻŦ tŜǊǎƻƴŀƭ DƛŦǘǎέΣ 5.h¢ wǳƭŜ оΦон (Exhibit NN) for additional information. 

 
 
 
 
 
 
 
 

 
 
 
 
 
  

http://www.polk.edu/businessandcommunity/purchasing/Documents/CodeOfEthics.pdf
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  Conflict of Interest 
 
 
 
1. General 
 

a. Florida Statute 112.313 (3) (see Exhibit ZZ)  states as follows: 
 

ά5hLbD .¦{Lb9{{ ²L¢I hb9Ω{ !D9b/¸έ ς No employee of an agency acting in 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 realty, goods, or services for his or her own 
ŀƎŜƴŎȅ ŦǊƻƳ ŀƴȅ ōǳǎƛƴŜǎǎ Ŝƴǘƛǘȅ ƻŦ ǿƘƛŎƘ ǘƘŜ ƻŦŦƛŎŜǊ ƻǊ ŜƳǇƭƻȅŜŜ ƻǊ ǘƘŜ ƻŦŦƛŎŜǊΩǎ ƻǊ ŜƳǇƭƻȅŜŜΩǎ 
spouse or child is an officer, partner, director, or proprietor or in which such officer or employee or 
ǘƘŜ ƻŦŦƛŎŜǊΩǎ ƻǊ ŜƳǇƭƻȅŜŜΩǎ ǎǇƻǳǎŜ ƻǊ ŎƘƛƭŘΣ ƻǊ ŀƴȅ ŎƻƳōƛƴŀǘƛƻƴ ƻŦ ǘƘŜƳΣ Ƙŀǎ ŀ ƳŀǘŜǊƛŀƭ ƛƴǘŜǊŜǎǘΦ   
 
Nor shall a public officer or employee, acting in a private capacity, rent, lease, or sell any realty, 
ƎƻƻŘǎΣ ƻǊ ǎŜǊǾƛŎŜǎ ǘƻ ǘƘŜ ƻŦŦƛŎŜǊΩǎ ƻǊ ŜƳǇƭƻȅŜŜΩǎ ƻǿƴ ŀƎŜƴŎȅΣ ƛŦ ƘŜ ƻǊ she is a state officer or 
employee, or to any political subdivision or any agency thereof, if he or she is serving as a officer or 
ŜƳǇƭƻȅŜŜ ƻŦ ǘƘŀǘ ǇƻƭƛǘƛŎŀƭ ǎǳōŘƛǾƛǎƛƻƴΦέ 

 
b. PSC employees and DBOT members who have direct financial interest in a supplier company, or indirectly through a 
ƳŜƳōŜǊ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŦŀƳƛƭȅΣ ǎƘŀƭƭ ƴƻǘ ƪƴƻǿƛƴƎƭȅ ǊŜŎƻƳƳŜƴŘ ƻǊ ŀǇǇǊƻǾŜ ǇǳǊŎƘŀǎŜǎ ƻŦ ƎƻƻŘǎ ƻǊ ǎŜǊǾƛŎŜǎ ŦǊƻƳ 
said person or company.  Employees must disclose their relationship with any potential 
supplier/contractor/consultant to the Purchasing Department prior to PSC contracting for goods and/or services. 

 
c. Employees wishing to sell to PSC shall comply with FS 112.313. 

 
2. RFP Evaluation Teams 
 

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

 
b. See Page 44, section 7j for procedures.  
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  Supplier Relations 
 
1. General 
 

a. Suppliers shall be encouraged to make all contacts 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.  Drop-in visits 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 following practices are expected: 

 
1) Grant equal opportunity to all qualified suppliers; 
 
2) Keep competition open and fair; 
 
3) 5ŜŎƭƛƴŜ ǘŀƪƛƴƎ ŀŘǾŀƴǘŀƎŜ ƻŦ ǎŜƭƭŜǊΩǎ ƘƻƴŜǎǘ ŜǊǊƻǊǎΤ 
 
4) Observe strict truthfulness in all transactions; 
 
5) {Ƙƻǿ ŎƻƴǎƛŘŜǊŀǘƛƻƴ ŦƻǊ ǎŜƭƭŜǊΩǎ ŘƛŦŦƛŎǳƭǘƛes and extend cooperation when possible; 
 
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 and materials; 
 
10) Cultivate and maintain genuine and business-like 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 and conscience. 

 
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 stimulates 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. Lƴ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ {ǘŀǘŜ ǊŜǉǳƛǊŜƳŜƴǘǎΣ t{/ ǿƛƭƭ ƘƻƴƻǊ ŎŜǊǘƛŦƛŎŀǘƛƻƴ ƻŦ ǎǳǇǇƭƛŜǊǎ ƳŀŘŜ ōȅ ǘƘŜ {ǘŀǘŜ ƻŦ CƭƻǊƛŘŀΨǎ 

Office of Supplier Diversity.  
 
2. Procedures 
 

a. To facilitate increased participaǘƛƻƴ ŦǊƻƳ aκ².9ΩǎΣ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ƳŀȅΥ 
 
1) Solicit a quote from at least one (1) M/WBE when requesting written quotes (between $15,000

.01
 and 

Category 3 of FS 287.017 ς see Exhibit CCC) and bids (over Category 3 of FS 287.017 ς see Exhibit CCC), 
whenever possible. 
 

2) 9ƴŘŜŀǾƻǊ ǘƻ ƛŘŜƴǘƛŦȅ aκ².9Ωǎ ǿƘƛŎƘ ŀǊŜ eligible for certification in all areas of providing services, supplies, 
materials, equipment, and construction and inform them as to how to gain assistance from the State of 
CƭƻǊƛŘŀΩǎ hŦŦƛŎŜ ƻŦ {ǳǇǇƭƛŜǊ 5ƛǾŜǊǎƛǘȅ ǊŜƎŀǊŘƛƴƎ ŎŜǊǘƛŦƛŎŀǘƛƻƴΦ 
 

3) Provide assistanŎŜ ǘƻ aκ².9Ωǎ ǊŜƎŀǊŘƛƴƎ ǇŀǊǘƛŎƛǇŀǘƛƴƎ ƛƴ ǘƘŜ ǇǊƻŎǳǊŜƳŜƴǘ ǇǊƻŎŜǎǎΦ 
 

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 participŀǘƛƻƴ ƻŦ aκ².9ΩǎΦ 
 

5) ²ƘŜƴŜǾŜǊ ŀǇǇǊƻǇǊƛŀǘŜΣ ǳǘƛƭƛȊŜ ǘƘŜ {ǘŀǘŜ tǳǊŎƘŀǎƛƴƎΩǎ ±ŜƴŘƻǊ .ƛŘ {ȅǎǘŜƳ ǘƻ ŀŘǾŜǊǘƛǎŜ LƴǾƛǘŀǘƛƻƴǎ ǘƻ .ƛŘΣ 
Requests for Proposals, Requests for Quotes and other solicitations to increase M/WBE participation. 
 

6) In support of the Vendor Bid System, a link to State Purchasing Vendor Registration Application shall be 
ŀǾŀƛƭŀōƭŜ ƻƴ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘΩǎ ǿŜōǎƛǘŜΦ 
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  PRIDE 
 
 
  
1. General 
 

a. Prison Rehabilitative Industries and Diversified Enterprises, Inc. (PRIDE) is a not-for-profit 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 reasonable, 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: 
 

¶ Office furniture 

¶ Printed items ς business cards, letterhead, forms 

¶ Imprinted items ς binders, index tabs, pad holders, stadium cushions, carry-all bags, pencil bag 

¶ Plaques 

¶ Signs ς desk plates, door plate, Braille signs 

¶ Decals 

¶ Vehicle Marking 

¶ Boxes 

¶ Clothing ς institutional uniforms and jumpsuits, safety boots, scrub sets 

¶ Traffic Paint 

¶ 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 1974 through Sections 413.032 - 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 span technologies 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 the concept 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 available. 

 
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 subdivision 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 I, 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: 
 

¶ Computers ς upgrades and services, web page development and design 

¶ First Aid 

¶ Safety products ς back support belts, EMS backboards, latex gloves, safety glasses, vests 

¶ Janitorial and Kitchen Cleaning products ς cloths and towels, deodorizers 

¶ Municipal products ς barricade tape, bicycle racks, directional signs, flags, recycled benches, wood signs 

¶ Office products ς 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 suppressors, pens & pencils 

¶ Promotional products ς award plaques, embroidered clothing, silk screened clothing, document frames 

¶ Drug & Alcohol Screening products 

¶ Services ς microfilming services 
 

b. You can visit their website at: 
 

http://www.respectofflorida.org/  
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  Samples 
 

1. General 

PSC may accept no-Ŏƻǎǘ ǎŀƳǇƭŜǎ ƻŦ ǎǳǇǇƭƛŜǊǎΩ ǇǊƻŘǳŎǘǎ ŦƻǊ ǘŜǎǘƛƴƎ ƻǊ ŘŜƳƻƴǎǘǊŀǘƛƻƴ ǇǳǊǇƻǎŜǎΦ  

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 
quantity. The Director of Purchasing 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 will be available 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 samples for PSC Departments, and coordinate testing 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 accept no samples for personal or non-PSC 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 damage while being 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 demonstration 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 
ŀƴŘ ŘŜƳƻƴǎǘǊŀǘƛƻƴ ƻŦ ǎǳǇǇƭƛŜǊǎΩ ǇǊƻŘǳŎǘǎ ƻƴ Ŏampus shall be encouraged within the guidelines listed below: 
 
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 services on campus 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 the Certificate of Exemption are available in the Business Office or the Purchasing Department, and at the 
tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘΩǎ ǿŜōǎƛǘŜ ŀǘΥ 

 
http://www.polk.edu/businessandcommunity/purchasing/Documents/TaxExempt2010-2015PSC.pdf 

 
2. Use 
 

a. PSC tax exemption can only be used for official PSC purchases. 
 
b. ! ŎƻǇȅ ƻŦ t{/Ωǎ /ŜǊǘƛŦƛŎŀǘŜ ƻŦ 9ȄŜƳǇǘƛƻƴ ǎƘŀƭƭ ōŜ ŜƴŎƭƻǎŜŘ ǿƛǘƘ ŜŀŎƘ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊ issued to a new supplier. 
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  Bookstore Purchases 
 
 
1. General 
 

a. PSC Bookstores located on each campus may provide miscellaneous supplies and items with the PSC logo to PSC 
Departments at a discount.  

 
b. PSC Departments may make authorized purchases of blank CDs, books, and office supplies which are unavailable 
ŦǊƻƳ t{/Ωǎ ŀǿŀǊŘŜŘ ƻŦŦƛŎŜ ǎǳǇǇƭȅ ǎǳǇǇƭƛŜǊ or which must be obtained immediately.   

 
c. Software, computer keyboards, mice, and other computer peripherals may not be purchased from the 

Bookstore. 
 
2. Ordering 
 

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

 
b. You must pick-up your order personally at the Bookstore. 

 
3. Contract Administration 

 
a. PSC has a long-term contract for Campus Bookstore Operation, which was awarded as a result of the competitive 

sealed proposals (see RFP on page 40) process.   
 
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. The contract for Dining Services with 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. 
 

b. Should the Food Services Contractor decline to provide services for a specific function, or the event requires the 
ǎŜǊǾƛŎŜǎ ƻŦ ŀ ǎǇŜŎƛŀƭǘȅ ŦƻƻŘ ǇǊƻǾƛŘŜǊΣ ǎŜŜ ά/ƻƳǇŜǘƛǘƛƻƴ κ ¢ƘǊŜǎƘƻƭŘǎέ ς page 5 of the Purchasing Manual for guidance.  
 
1) When requesting pricing from vendors other than Oasis, require them to include a Certificate of Insurance with 

PSC named as Certificate Holder with their proposal. 
 
c. All Oasis catering includes delivery, set-up and pick-up, paper and plastic products and paper tablecloths for the food 

tables, chafers, serving platters, bowls, and serving utensils. 
 
d. Should your function be a formal event, china and silverware are available.  This should be included in your Catering 

Request form. 
 
e. If you wish to have a professional wait-staff present for your function, there is a charge of $20

.00
 per hour/server with 

a 3-hour minimum. 
 
f. Oasis can additionally order flowers or balloons for your event, at an additional cost. 
 
g. Contact information is as follows:  
  

¶ Catering Supervisor / Marie Thompson:  Cell:  727-710-3397 ~ 888-966-5634 ~ Fax 727-539-6055 

¶ Winter Haven Café Manager:  Staci Rolin ς297-1078 

¶ Lakeland Café Manager:  297-1010 x 6325 
 
h. The Director of Purchasing should be contacted whenever there are any questions, 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 Request form (see Exhibit CC) at least 72 hours prior to the function.  
Any orders for groups of over 30 persons require 5 business days notice. Type all information requested.   

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

 
3) If requesting funds from the Public Relations account (Account #16720000-000000-00-66503), a completed 

PR/Hospitality Request (Exhibit DD) approved by the President must be attached.  Invoices for these events 
ǿƛƭƭ ōŜ ǇŀƛŘ ōȅ ǳǎƛƴƎ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ .thΦ  bƻ other Fund 1 money may be used to purchase food. 

 
4) EMail your request to cateroasis@aol.com, or 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 to cateroasis@aol.com or fax to 727-539-6055. 
 

mailto:cateroasis@aol.com
mailto:cateroasis@aol.com
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6) Input a purchase requisition so that a 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 than 72 hours prior to your function. 

 
9) If the number of participants guaranteed is different from the original request, the Event Coordinator must 

notify the Oasis at least seventy-two (72) hours prior to the function to be sure services/proper 
quantities are available. The final bill will be based on the unit prices multiplied by the guaranteed attendance or 
the actual attendance, whichever is greater.  Document any changes on the Catering Request Form, and prepare 
a Change Order Request form.  Submit the signed Change 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) An invoice will be EMailed or mailed to the Accounts Payable. 
 

2) ¢ƘŜ !ŎŎƻǳƴǘǎ tŀȅŀōƭŜ 5ŜǇŀǊǘƳŜƴǘ ǿƛƭƭ ǎŜƴŘ ǘƘŜ ƻǊƛƎƛƴŀƭ ƛƴǾƻƛŎŜ ǘƻ ǘƘŜ 9ǾŜƴǘ /ƻƻǊŘƛƴŀǘƻǊ ƻǊ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ 
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 immediately 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 non-cellular 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 for computer 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 / Office Supply Vendor 
 

a. Due to tracking purposes, computer related items including, but not limited to; mice, keyboards, printers, and 
ǎŎŀƴƴŜǊǎ Ƴŀȅ ƴƻǘ ōŜ ǇǳǊŎƘŀǎŜŘ ǳǘƛƭƛȊƛƴƎ ŀ .th ǿƛǘƘ ǘƘŜ .ƻƻƪǎǘƻǊŜ ƻǊ t{/Ωǎ ŀǳǘƘƻǊƛȊŜŘ ƻŦŦƛŎŜ ǎǳǇǇƭȅ ǎǳǇǇƭƛŜǊΦ  

 
b. A separate requisition/purchase order specifically issued to order the equipment is required. 

 
4. Cellular Phones 
 
See PSC Procedure 6075 (Exhibit WW). 
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  Grants 
 
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 must take steps to 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 laws, as well as grant guidelines and provisions.  These shall 
include, but are not limited to, the following:  

 
1) OMB Circulars A-21, A-110, A-128, and A-133;  
2) The Davis-Bacon Act;  
3) Drug-Free Workplace Act; and  
4) Requirements of Debarment and Suspension.   

 
b. Contracts administered under the provisions of the Davis-Bacon Act shall require certification of compliance from the 

architect and/or the engineer, who shall establish procedures sufficient to document such compliance. 
 
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 the budget 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. Lƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ tǊŜǎƛŘŜƴǘƛŀƭ 9ȄŜŎǳǘƛǾŜ hǊŘŜǊ мнрпфΣ ά5ŜōŀǊƳŜƴǘ ŀƴŘ {ǳǎǇŜƴǎƛƻƴέΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎǳǇǇƭƛŜǊǎ ǎƘŀƭƭ 
provide certification that they are not debarred or suspended from participation in federal grants: 

 
1) Federal grant sub-grantees; 

 
2) Contractors providing goods and services exceeding $ 25,000

.00
; 

 
3) Contracts with suppliers 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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  Receiving 
 
 
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{/Ωǎ ǇǊŜ-printed purchase order forms (see Exhibit C) include instructions to deliver to Central Receiving 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 the services 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 
ά!ttwh±95 Chw t!¸a9b¢έΣ ŀƴŘ ŦƻǊǿŀǊŘ ŀƭƭ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ǘƻ ǘƘŜ !ŎŎƻǳƴǘǎ tŀyable Department.  Additionally, the 
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 Central Receiving:  Whenever materials are not received through Central 

Receiving, the person who receives/picks-up the goods is responsible to notify the Receiving Department of receipt 
Ǿƛŀ 9aŀƛƭΦ  ¢ƘŜ ōǳŘƎŜǘ ƘŜŀŘ όƻǊ ŘŜǎƛƎƴŜŜύ ǎƘƻǳƭŘ ǎƛƎƴ ǘƘŜ ƛƴǾƻƛŎŜΣ ŀƴŘ ƴƻǘŜ ά!ttwh±95 Chw t!¸a9b¢έΦ  CƻǊǿŀǊŘ ŀƭƭ 
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 order.  If the materials received are not correct, you 
must notify the Purchasing Department within two 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 goods may be done by any PSC staff member.  Signing for goods does not 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 Supplies:  hǳǊ ŎƻƴǘǊŀŎǘ ŦƻǊ ƻŦŦƛŎŜ ǎǳǇǇƭƛŜǎ ƛƴŎƭǳŘŜǎ άŘŜǎƪ ǘƻǇέ ŘŜƭƛǾŜǊȅΦ  LƴŘicate the room to which 
the items should be delivered on your faxed order form 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, UPS, FedEx 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, and shortages, therefore, the following 
steps should be taken in the following order: 

 
1) Check for external damage to the packaging.  Take pictures of obvious damage. 
 
2) Verify Count:  Make sure you are receiving as many cartons as are listed on the delivery receipt. If any 

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.  Failure to report damage and shortages may result in null or void claims. 
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3) Delivery by Commercial Truck Line:  Goods that are delivered by commercial trucks are usually large 
quantities of one product or a few very large items.  They generally have a packing slip 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 off-loading 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 Payable Department.     
 
5) Partial Shipments:  Retain partial shipments in Central Receiving until the order is complete, whenever 

possible.  Notation should be made on the packing slip when final shipment is received, so the PO can be 
closed. 

 
6) Blanket Purchase Order deliveriesΥ  IŀƴŘƭŜŘ ƛƴ ǘƘŜ ǎŀƳŜ ǿŀȅΣ ŜȄŎŜǇǘ ǘƘŜ ǊŜǉǳŜǎǘƻǊ ǎƛƎƴǎ ŀ ά.tO Tracking 
CƻǊƳέΦ  !ŦǘŜǊ ŘŜƭƛǾŜǊȅ ǘƻ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘ όǎƛƎƴŀǘǳǊŜ ƛǎ ǊŜǉǳƛǊŜŘ ōȅ ǘƘŜ ǊŜǉǳŜǎǘƛƴƎ ŘŜǇŀǊǘƳŜƴǘύΣ ǘƘŜ .th ƛǎ ǊŜ-
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 the Accounts Payable Department.  Example:  the item ordered has 
been discontinued, and there is no replacement, so the supplier has cancelled the balance of the order. 

 
8) Collect Deliveries:  Most deliveries are made FOB (Free-on-Board) destination, freight prepaid, therefore 

COLLECT deliveries should not occur.  In the event a carrier has a COLLECT delivery, the delivery should 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 visible and concealed damage, under-
shipments, overages, and unauthorized substitutions.  Note any damage or problems on all documents.  See 
ά5ƛǎŎƻǾŜǊȅ ƻŦ 5ŀƳŀƎŜέΣ ōŜƭƻǿΦ   

 
b. Check the contents of each carton against the packing list (if available) and the PO.  Make certain none of the 

contents are taken for use prior to checking the entire shipment or delivery. 
 
c. 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 receiving documentation until the problem is resolved. 
 
d. 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 possible increased costs. 
 

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 than the supplier's own truck and driver).   

 
b. All personnel who receive deliveries should adhere to these procedures. 
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1) 5ŜƭƛǾŜǊŜŘ ōȅ ǘƘŜ ǎǳǇǇƭƛŜǊΩǎ ǘǊǳŎƪΥ  Refuse delivery of the damaged packages/items. 
 
2) Delivered by a professional shipping company (Common/Commercial Carrier):  Steps to take when visible or 

concealed damage is discovered: 
 

a) Refuse delivery if possible.  If not possible, see items b ς h below: 
 
b) Should the driver refuse to open the carton or to wait for inspection, write a statement on all copies of 

the delivery ticket such as: "Except for concealed damage" or "Subject to Inspection", and sign the 
document.  Retain a copy. 

 
c) 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 may possibly 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. 

 
d) 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 held until an inspection is made by the inspector. 

 
e) 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 shipping costs to be paid by the shipper or carrier. 

 
f) Notify the Buyer of Record in the Purchasing Department at once.  The Buyer of Record shall:   
 

i Call the carrier/vendor to report the damage and request inspection:  The call should be placed 
immediately upon discovery 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. 

 
ii 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 purchase order, and a copy of the 
letter shall be sent to the ordering department for their records. 

 
g) Central Receiving shall secure a receipt from the carrier if damaged item(s) are picked up:  Forward the 

receipt to the Purchasing Department. 
 

6. Inspection by the Carrier 
 

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

1) Preserve the damaged item(s) in the receiving area:  Ensure 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. 

 
2) After the inspector fills out inspection report, carefully read it before signing:  If 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 requests replacement on 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 Record:  The Buyer of 
Record will ascertain if shipment was in 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 Buyer of Record will file the claim. 

 
7. Receipt of Computer Equipment 
 

a. After performing all appropriate duties, including affixing decals to all capital equipment, Central Receiving 
personnel shall arrange for delivery of all computer equipment, software, documentation, 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 Support Department 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 Support Department, 
who shall inspect the deliveries and sign the packing slip/invoice, and forward it to the Accounts Payable Department.   
 
9. DBOT Labeling 
 

a. Central Receiving shall ensure that all capital items (items with a value of $1,000
.00

 or more and having a 
useful life of at least one year) are labeled with a PSC property tag and included in the Capital Equipment listing.   

 
b. ! άtǊƻǇŜǊǘȅ wŜŎƻǊŘǎ wŜŎŜƛǇǘέ (see Exhibit FF) form shall be completed by Central Receiving.   
 
c. All official paperwork shall 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 deliver-to information shall be 
brought to the attention of the Purchasing Department. 

 
b. Lƴ ŀƴ ŜŦŦƻǊǘ ǘƻ ƛŘŜƴǘƛŦȅ ǘƘŜ ƻǊŘŜǊƛƴƎ ŘŜǇŀǊǘƳŜƴǘΣ ŀ ƴƻǘƛŎŜ Ƴŀȅ ōŜ ǇƭŀŎŜŘ ƻƴ t{/Ωǎ ŜƭŜŎǘǊƻƴƛŎ .ǳƭƭŜǘƛƴ .ƻŀǊŘ 

informing all PSC staff of the receipt of unidentified goods, requesting that the person who ordered the goods 
contact Central Receiving directly. 

 
11. Applicable PSC Procedures 
 

a. For additional information, please reference: 
 

1)  DBOT Rule 5.22 -- Tangible Personal Property (see Exhibit RR) 
 
2) PSC Procedure 6024 ς Tangible Personal Property ς Capital Outlay Expenditures (see Exhibit UU) 
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  Returns 
 
 
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 
Central Receiving. 
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  Unsatisfactory Supplier Performance 
 

 
1. Purpose 
 

a. The key to improving unsatisfactory supplier performance is documentation.   
 
b. The Report of Unsatisfactory Materials and/or Services (Exhibit EE) 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) Purchase Order Number; 
 
2) Contract Number (when applicable); 
 
3) Supplier name, address, and phone number; 
 
4) PSC Department, contact person, and phone number; 
 
5) Budget head signature; 
 
6) Brief explanation of exactly what the problem is, and why the product or service is unacceptable; 
 
7) All available documentation shall be attached. 

 
3. Distribution 
 
The Report of Unsatisfactory Materials and/or Services shall be forwarded to the Purchasing Department, who will 
forward it to the supplier with a cover letter requesting a written response. 
 
4. Follow-Up: 
 

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 shall 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 all contracting purposes.   

 
2. !ƭƭ ǇǳǊŎƘŀǎŜǎ ƻŦ ƎƻƻŘǎ ƻǊ ǎŜǊǾƛŎŜǎ ƳŀŘŜ ŦǊƻƳ /ƻƭƭŜƎŜ ŜƳǇƭƻȅŜŜǎ ƻǊ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǎǇƻǳǎŜ ƻǊ ŎƘƛƭŘ ǎƘŀƭƭ ōŜ ƳŀŘŜ ƛƴ 

accordance with Florida Statute 112.313 (see Exhibit ZZ), which prohibits said purchases, with the following 
applicable exceptions per subsection (12) of the statute: 

 
a. Business is awarded under a system of sealed, competitive bidding to the lowest or best bidder. 

 
b. An emergency purchase or contract which must be made in order to protect the health, safety, or welfare of the 

students or staff of PSC. 
 
c. ¢ƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƻƳǇŀƴȅ ƛǎ ǘƘŜ ƻƴƭȅ ǎƻǳǊŎŜ ƻŦ ǎǳǇǇƭȅ ǿƛǘƘƛƴ tƻƭƪ /ƻǳƴǘȅΣ ŀƴŘ ǘƘŜǊŜ ƛǎ Ŧǳƭƭ ǿǊƛǘǘŜƴ ŘƛǎŎƭƻǎǳǊŜ ōȅ 

the employee of their interest in the company to the DBOT prior to the purchase. 
 
d. ¢ƘŜ ǘƻǘŀƭ ŀƳƻǳƴǘ ƻŦ ǘǊŀƴǎŀŎǘƛƻƴǎ ƛƴ ǘƘŜ ŀƎƎǊŜƎŀǘŜ ōŜǘǿŜŜƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƻƳǇŀƴȅ ŀƴŘ PSC does not exceed 

$500
.00

 per calendar year. 
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  Website 
 

1. General 
 

a. ¢ƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘΩǎ ǿŜōǎƛǘŜ ƛƴŎƭǳŘŜǎ ǘƘƛǎ tǳǊŎƘŀǎƛƴƎ Manual and each of the Exhibits in electronic 
form. 

 
b. ±ƛǎƛǘ ȅƻǳǊ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘΩǎ ǿŜōǎƛǘŜ ŀǘΥ 
 

www.polk.edu/purchasing/   

 
c. This website also includes informal guidelines and step-by-step instructions regarding informal procedures and 
ǾŀǊƛƻǳǎ άǘƛǇǎέΦ  Dƻ ǘƻΥ 

http://www.polk.edu/businessandcommunity/purchasing/purchasing/InternalProcedures/Pages/default.aspx 

 

 

http://www.polk.edu/purchasing/
http://www.polk.edu/businessandcommunity/purchasing/purchasing/InternalProcedures/Pages/default.aspx
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  Intranet 
 

 
1. General 

 
a. ¢ƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘΩǎ ƛƴǘǊŀƴŜǘ ǎƛǘŜ ƛƴŎƭǳŘŜǎ ǎǘŀŦŦ ƛƴŦƻǊƳŀǘƛƻƴΣ ŦƻǊƳǎΣ ǘƘŜ tǳǊŎƘŀǎƛƴƎ aŀƴǳŀƭ ŀƴŘ ƻǘƘŜǊ 

related information. 
 
b. ¢ƘŜ ƭƛƴƪ ǘƻ ǘƘŜ ά9ȄǘǊŀƴŜǘέ ƛǎ ƻƴ ǘƘŜ Faculty and Staff main page. 

 

 
 

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  
 

 


