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P6Hx23-5.122
PROCEDURE:  PURCHASE ORDERS


The Purchase Order normally will provide a method of issuing an order for merchandise or services to vendors, agencies, and individuals outside the College.  It is imperative that most purchases be obtained through Purchase Orders.


Purchase Order numbers will not be given over the telephone, via email or facsimile transmission except in cases in which the emergency purchase procedure has been followed, or at the discretion of the Director of Procurement and Asset Management or designee.  Suppliers will receive the official Purchase Order and SPC Purchasing Terms and Conditions via regular mail or e-mail (if provided).   
I. PRE-PAYMENTS

A. In certain instances, payments must accompany the order, e.g., orders from the Government Printing Office, firms which do not accept Purchase Orders and require payment to accompany the order, and for other practical and expedient situations such as subscriptions, some student activities events, when the interests of greater efficiency are served, when there will be a savings to the College, and at the discretion of the Director of Procurement and Asset Management, the Associate Vice President, or Vice President of Business Services.  In such cases, a Check Request must be prepared.  The Check Request must contain the name, address, description of items or services, and price.

B. A letter or completed order form must be attached to the Check Request showing quantity, description and price of items being ordered and a statement as to where and to whom items should be shipped.

C. At the bottom of the Check Request, provide the fund, department, site and general ledger account number, name of the department, and signature of the budget supervisor.  If a grant item is being purchased, the appropriate grant accountant must approve payment.  The check request should be forwarded to the Director of Procurement and Asset Management.

II. PURCHASE CHANGE ORDER

A. An increase or decrease to a Purchase Order is accomplished through the Purchase Change Order, designed to reflect any change which will affect an original Purchase Order.  This form is available on the Purchasing SharePoint page.

B. Copies of the Purchase Change Order are distributed to the vendor, ordering department and others as necessary.

III. BLANKET PURCHASE ORDER

A. When goods or services are required with some degree of regularity, but the quantities and dates of service vary or are not easily determined, a Blanket Purchase Order may be placed for a department to cover its requirements.  Usually these Purchase Orders are issued for the fiscal year but may be for a shorter period of time.  Individual items/equipment valued at $1,000 or greater, and chemicals shall not be purchased on a Blanket Purchase Order.  Multiple Blanket Purchase Orders may not be issued to a single vendor for the same department during the same fiscal year except in cases where the goods or services are exempt from bidding or except with specific approval of the President or designee.  A Blanket Purchase Order may not exceed the Category Three threshold as specified in Section 287.017, Florida Statutes, except when the goods or services are exempt from bidding, in which case a Blanket Purchase Order may not exceed the Category Five threshold as specified in Section 287.017, Florida Statutes.

B. The department will prepare an Electronic Requisition (eReq) via the PeopleSoft Financial System specifying the vendor, the estimated total expenditure, and the effective dates.  The system automatically assigns a tracking number (eReq number) and routes the electronic document through the approval process.  A Purchase Order is automatically generated when all required approvals are complete.  The Purchasing Department will assist with acquiring access to and training on this system.
C. It is the responsibility of the budget supervisor to ensure that no purchases by his/her department of toxic substances, identified under College Procedure P6Hx23-1.36 which requires a Safety Data Sheet (SDS), are purchased on a Blanket Purchase Order.  
D. In cases of emergency or extenuating circumstances, the President has discretionary authority to temporarily waive any or all of the non-statutory related requirements of this Procedure for the specific documented or extenuating circumstance.

History:  Amended 9/18/84, 3/26/85, 1/21/86, 7/29/86, 11/4/86, 10/9/90.  Effective 10/16/90, 10/22/91.  Filed - 10/22/91.  Effective - 10/22/91; 2/15/94.  Filed - 2/15/94.  Effective - 2/15/94; 5/21/96.  Filed - 5/21/96.  Effective - 5/21/96; 11/21/00.  Filed - 11/21/00.  Effective - January 1, 2001; 5/17/17.  Filed – 5/17/17.  Effective 5/17/17.
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