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Dollar Limit Guidelines for Requisitions

I Important: Purchases may not be split or separated to
circumvent procurement requirements!

Under $5,000 One (1) written quote
$5,001-%$20,000 Three (3) written quotes
$20,001-%$114,800 RFQ or RFP required

Over $114,800 Formal bid process
(Formal Bid Limit) required

Purchasing Procedures & Guidelines



https://downloads.smccd.edu/pr/purchgs/Procurement%20Card%20User%27s%20Guide%20and%20Requirements.pdf?f=https%3A%2F%2Fsmccd.sharepoint.com%2Fsites%2Fdownloads%2Fpurchgs%2F_api%2FWeb%2FGetFileByServerRelativePath%28decodedurl%3D%27%2Fsites%2Fdownloads%2Fpurchgs%2FShared%2520Documents%2FProcurement%2520Card%2FProcurement%2520Card%2520User%2527s%2520Guide%2520and%2520Requirements.pdf%27%29

Goods vs Services

Category @ Services
.. Tangible, physical items that can | Work or labor performed by a
Definition . : e
be touched, stored, or inventoried vendor or individual
: : : Consulting, installation,
Equipment, supplies, materials, . : ,
Examples . training, repairs, professional
hardware, physical products .
services
Inventory Can be inventoried Cannot be inventoried

Standing Orders

Allowed each fiscal year
-Add sales tax-

Not typically used for services,
but there are some exceptions

Fixed Asset ltems over $10,000 are treated as Not applicable
Threshold Fixed Assets o

Labor/Work No —item-only purchases ;f:)_lalkr:s:ugre SXW;):ES(Z”;?;
Included? oL ’ ’ > ’

sometimes materials

Contract Type

Usually does not require SSA

Requires SSA




A written contract (Standard Services Agreement — SSA) is required
whenever a vendor provides services to any College or the District Office.

All contracts must be reviewed and approved by a Board-authorized
signatory.

Only the Executive Vice Chancellor or the Director of General Services are
authorized to sign District contracts.

(N Faculty, staff, administrators, and Cabinet members are NOT authorized
to sign contracts.

Q) Unauthorized signatures may result in personal liability for person who
signed the agreement.
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Contact your College Business
Office if you need assistance.

Contract Templates Link



https://downloads.smccd.edu/browse/purchgs?fo=%2Fsites%2Fdownloads%2Fpurchgs%2FShared%20Documents%2FContract%20Templates&n=Contract%20Templates

wﬁ :

Standard Services Agreemenf
(continued)

I IMPORTANT! Give yourself ample time to prepare a contract and collect
the required documentation. It can take up to 60 days for the whole
process so do not wait until the last minute! Sometimes there is a need for

last minute agreements; however, these should be the exception instead of
the rule!

() Do not have a vendor start work until the contract is fully executed.

o Fully executed = District and vendor has signed the Agreement and
provided required insurance documentation.

¢ College Business Office can assist with issues regarding
insurance.

) Do not key in the requisition until the contract has been fully
executed.

All contracts and supporting documents are uploaded to iContracts by
the College Business Office.



Piggybacking Purchasing Contfé'étl

A Piggyback or Cooperative Agreement is a competitively awarded contract that
includes legal authority allowing other public entities to use the agreement
without obtaining additional quotes or conducting a formal bid.

How It Works
* Purchases must follow the same terms and conditions as the original contract

awarded by another public agency.
* The contract must be reviewed for compliance by General Services, once verified
this will be communicated to the requestor.

Why Use A Piggyback Contract?
* |tsavestime, ensures compliance, and gives you access to pre-negotiated

competitive pricing.
* |tspeeds up purchasing and provides compliant, competitively bid pricing.
* You get fast, compliant purchasing with vetted vendors and pre-negotiated
prices.

] 1 Important Reminder
Some piggyback contracts requires SSA; consult with your College Business Office

Vendor List (Piggybackable)
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Sole/Single Source Justification” -

Definitions:

Sole Source - Procurement in which only one vendor is capable of supplying
the commodity or service. This may occur when the goods or services are
specialized or unique in character. 'Sole' means the one and only.

Single Source - Procurement in which, although two or more vendors supply
the commodities or services, the department selects one for substantial
reasons, eliminating the competitive bidding process. 'Single' means the one
among others.

How It Works

* Purchases over $20k require the Sole/Single Source Justification Form and
approval from the Director of General Services.
¢ Purchases over $114,800 (over the bid limit) require Board approval
* Purchases under $20k require justification from the requestor of why vendor is
chosen and must be included in the backup: No Form Required

Contact your College Business Office if you need assistance.
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Software and Hardware

Technology Purchases
ALL ITS Purchases Require ITS Approval

s Software and technology purchases (other than allowable
Procard purchases) must be made in consultation with the ITS
Department.

s Software and hardware technology/equipment purchases must
be vetted through ITS for approval prior to purchase.

*» Cloud-based or enterprise software is subject to purchasing
and public contracting rules and may require review by College
and District administration. For detailed requirements, review
the Purchase of Cloud-Based or Enterprise Software guidelines.

How It Works
s ITS Software Purchase Request

Form: Allow 1-3 months
< ITS — not the colleges — will enter = ! @. % ﬂ
A J,.,‘ c Gm xIM

the requisition into Banner.
s If vendor does not accept PO, a

required =
g : HARDWARE SOFTWARE

Procard Exception Request Form is
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Procard Exception Request

Procard User's Guide
& Not Allowed on Procard (few samples)
o ITS-related purchases (software/hardware), cell phones, iPads, laptops E
o Bit.ly, Canva, Calendly
o Supplies over $1,000

When a Vendor Does NOT Accept Purchase Orders
o Complete a Procard Exception Request Form per FY
o Submitto your VPA/Business Office for initial approval
o All Procard Exception Requests require General Services' final :
approval before using the Procard! A

“ Technology Purchases
ITS vetting/approval is required and must

be included with the form for any software
or hardware purchase.
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Requisitions & Change Order Guldehn‘ésv‘:

Enter a requisition before placing any orders.

For Standard Services Agreements (SSA), the contract must be fully

executed before entering the requisition.

Standing Orders are valid for the current fiscal year only (July-June).

Review all document and item text carefully to avoid Change

Orders—especially when copying requisitions from previous years.
). Document text cannot be changed once submitted.

¢ Change Orders Are Required For:

Any revision to an existing Purchase Order
Additional items or increased quantities
FOAP changes prior to payment

O
O
O
O

Price adjustments

Change Orders are internal documents.
A copy must be sent to the vendor if needed.



Vendor Profile Management & Updates

An updated W8/W9 (current IRS rev) is required each calendar year or any time
vendor information changes. %

¥ Notify Purchasing of all vendor changes, including:
Vendorname

Tax Identification ID (TIN or EIN)
Contact name

Email address

Phone number

Physical or mailing address

O O O O O O

Q) WebSmart Update
o Vendor Listing (Finance Tab) has been removed

!l Vendor Lookup - FOICOMP
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