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PROCEDURE: PURCHASING



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




Purchases between the Category Three and Category Five threshold as specified in Section 287.017, Florida Statutes, and not exempt as defined by the State Board of Education Rule 6A-14.0734, require a competitive solicitation (See Section II. REQUIREMENTS FOR QUOTES/COMPETITIVE SOLICITATIONS).  Such purchases may be approved by the President or President’s designee, provided that such approvals are listed and reported to the Board quarterly.



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



If the supplies, equipment, commodities or services to be purchased are nonacademic and will exceed the amount set forth in Category Three as specified in Section 287.017, Florida Statutes, the department must review the purchasing agreements and state term contracts available on the Florida Department of Management Services (DMS) site to determine whether it is in the College’s economic advantage to use the agreements and contracts [Florida Statutes 1010.04(b)].  The Purchasing Department will assist with acquiring access to, and training on this system.

If the commodity/service is not available through DMS, a solicitation of competitive offers is required pursuant to State Board of Education Rule 6A-14.0734, unless exempted from the requirement.  A note that the commodity/service is not available via DMS must be included in the comments section of the subsequent electronic requisition.
If the commodity/service is available through DMS, the department must request a quote from an awarded supplier to be considered in the purchasing process.  Should the department choose a supplier awarded a DMS contract, there is no need for a competitive solicitation.
Should the department choose a supplier other than one awarded by DMS, a solicitation of competitive offers is required pursuant to State Board of Education Rule 6A-14.0734, unless exempted from the requirement.  A copy of the DMS quote must be included with the request to show that the State’s agreement is less advantageous to the College for that purchase.
It shall be the responsibility of the department to determine the best supplier for each purchase made by the College.  In determining the best supplier, departments should first consult the purchasing agreements and state term contracts available on the Florida Department of Management Services (DMS) site.  If unavailable on DMS, they should consider price, quality, delivery time, past experience, and availability of service.
Purchasing should be contacted if the department is unsure or needs guidance on a supplier.
Because of rapid changes in technology, the Board grants authorization to the President or designee to approve substitutes for specific items in a solicitation award upon notification from the supplier receiving the award that the ordered item(s) is/are no longer available.  Said substitute(s) must be identical in cost to, or less in cost than, the amount(s) previously approved by the President or designee, or the Board.  The budget supervisor for the transaction must certify that such substitution is acceptable.

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


Through the administrative structure of the College, the President has vested with the Director of Procurement and Asset Management certain responsibility and authority for procurement of property, supplies, and services.




No other employee of the College is permitted to order any materials, supplies, equipment, or services, on behalf of the College directly and on his/her own authority.  However, in the absence of the Director of Procurement and Asset Management, the Purchasing Manager or the Vice President or Associate Vice President of Business Services may act.  No person may make any purchase involving the use of College funds unless authorized to do so.  




The President or designee is authorized to include other programs and departments of the College, in the Visa Procurement Card Program.

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




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

II.

REQUIREMENTS FOR QUOTES/COMPETITIVE SOLICITATIONS
A. Purchases from a General or non-Federal cost center:
1. Less than $5,000 will be made in accordance with generally established good purchasing practices.

2. Between $5,000 and the Category Three threshold as specified in Section 287.017, Florida Statutes require at least three quotes.

3. Purchases in excess of the Category Three threshold, but not exceeding the Category Five threshold as specified in Section 287.017, Florida Statutes, which cannot be acquired from an awarded DMS contract, must be competitively solicited pursuant to State Board of Education Rule 6A-14.0734, unless exempted from the requirement.

B. The following are defined by the State Board of Education Rule 6A-14.0734 as exceptions to competitive solicitations when procured with non-Federal funds.
1. Educational tests, textbooks, instructional materials and equipment, films, filmstrips, video tapes, disc or tape recordings or similar audiovisual materials, graphic and computer-based instructional software.
2. Library books, reference books, periodicals, and other library materials and supplies.
3. Purchases at the unit or contract prices established through competitive solicitations by any unit of government established by law or non-profit buying cooperatives.
4. Food.
5. Services or commodities available only from a single or sole source.
6. Professional services shall include services for, including, but not limited to artistic services, instructional services, health services, academic program reviews, lectures by individuals, environmental matters, attorneys, legal services, auditors, and management consultants.
7. Information technology resources is defined as all forms of technology used to create, process, store, transmit, exchange, and use information in various forms of voice, video and data, and shall also include the personnel costs and contracts that provide direction information technology support consistent with each individual college’s information technology plan.
8. Single source procurements for purposes of economy or efficiency in standardization of materials or equipment. 
9. Items for resale.
C. Under the authority provided in Section 2 CFR 200.320(a)(1)(iv)(c), these exemptions are only applicable to a Federally funded purchase up to the allowable micro-purchase threshold of $50,000.



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



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




Books or other printed materials, audio-visual products, software, and any product or service related to communication or information technology that is purchased, received as a gift and/or used by the College shall be accessible to persons with disabilities or equally effective alternate options shall be made available to such persons. All new and significantly updated web pages, electronic course content and on-line learning environments purchased, received as a gift and/or otherwise used by the College shall meet the WCAG 2.0, Level AA standard. WCAG 2.0 is a nationally accepted set of standards established by the Worldwide Web Consortium.  See ACCESSIBILITY under “Rules governing the procurement of goods and services” in the Purchasing Manual.

III.

PUBLIC ENTITY CRIMES


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

Further detail on items included in this Procedure can be obtained by downloading the Purchasing Manual or the Procurement Procedures Grant Funding Manual from the Business Services, Purchasing Department SharePoint site or Business Services on Staff Central.

History:
Amended 9/18/84, 12/9/86, 10/25/88, 6/7/90, 8/9/90, 10/23/90.  Effective 1/1/91 (Competitive Pricing Requirements) and 10/30/90 (Sworn Statements), 9/24/91.  Filed - 9/24/91.  Effective - 9/24/91; 4/21/92.  Filed - 4/21/92.  Effective - 4/21/92; 7/21/92.  Filed - 7/21/92.  Effective - 7/21/92; 11/21/94.  Filed - 11/21/94.  Effective - 11/21/94; 3/18/97; Filed - 3/18/97.  Effective - 3/18/97; 4/20/98.  Filed - 4/20/98.  Effective - 4/20/98; 3/16/99.  Filed - 3/16/99.  Effective - 3/16/99; 4/17/12.  Filed – 4/17/12.  Effective – 4/17/12; 5/17/17.  Filed – 5/17/17.  Effective – 5/17/17; 2/19/19.  Filed – 2/19/19.  Effective 2/19/19; 11/28/22.  Filed – 11/28/22.  Effective – 11/28/22.
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