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P6Hx23-5.124
PROCEDURE:  PURCHASE OF PRINTING FROM OUTSIDE 


VENDORS


The College in-house printing/duplicating facility and those sites having word processing/duplicating facilities have responsibility for the printing/duplicating requirements of the various College departments.  An exception may be made, with the approval of the director of Institutional Advancement or designee, as follows: 1) when the in-house facility or another site having similar capability certifies that its backlog of work would not allow a job to be finished on a timely basis; 2) when the type of job, or elements of the job, cannot be produced by the College because of the lack of specialized equipment so that it must be done by a commercial printing/duplicating firm; 3) when there are documented emergency circumstances; 4) at the discretion and approval of the President; or 5) for a combination of these reasons.  Whenever the director of Institutional Advancement or designee approves printing or duplicating from outside vendors, the following conditions will apply:


I.
All competitive pricing requirements will apply to printing obtained through outside vendors, except that any printing costing in excess of the Category Two threshold as specified in Section 287.017, Florida Statutes, will require sealed bids.


II.
Printing that costs more than $5,000, but less than the Category Two threshold as specified in Section 287.017, Florida Statutes, will require three written quotations whenever possible.  These will be obtained by Purchasing based on a set of written specifications that are the same for all vendors.


III.
Printing that costs $5,000 or less will be purchased in accordance with good purchasing practices, but a written quotation will be required.  Quotations will be obtained by Purchasing based on a set of written specifications that are the same for all vendors.


IV.
No printing requests will be priced via telephone except in an emergency.  


V.
All copy for printing and complete instructions must be included with the Requisition.  If the requesting department is providing camera ready copy for a printing job, such copy must be sent to the Office of Institutional Advancement together with five good copies of the camera ready copy.


VI.
All Requisitions for printing through outside vendors must be approved by the director of Institutional Advancement.  Petty cash vouchers for printing expenditures made by employees will not be reimbursed.


VII.
Business cards for faculty and staff in budgeted positions are available through District Impressions (College print shop) for those who request them.


VIII.
Requests for business cards for selected career service personnel must be approved on an individual basis by the appropriate provost or vice president based on the following criteria:


A.
The individual represents the College to the community in relation to a specific program; or


B.
The nature of the person's responsibility puts him/her consistently in situations where they will be interacting with community representatives who will need to make the follow-up contacts with them; or


C.
The person's job responsibilities require him/her to introduce himself/herself to large numbers of prospective students or community representatives, with cards being the most efficient form of introduction and public information.


IX.
A Purchase Order is issued for printing done by outside vendors.  When requested to do so, the vendor must provide a proof which must then be approved by the director of Institutional Advancement.


X.
An emergency printing request will be handled in accordance with the established emergency purchase procedure; however, neither Purchasing nor Institutional Advancement will be responsible for printing errors resulting from emergency purchases.


XI.
Requisitions will specify that all printing, proofs, and production materials will be picked up and delivered by the vendor unless other special arrangements are made.


XII.
A request for an Open Purchase Order for printing from an outside vendor will require written justification of the circumstances prompting the need, which may or may not be approved in the discretion of the director of Purchasing or designee in consultation with the director of Institutional Advancement or designee.


XIII.
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 emergency or extenuating circumstance.

Specific Authority: 240.319(2) & (3), F.S.

Law Implemented:  240.319(4)(c), F.S.; SBE Rules 6A-14.0247(2), 6A-14.0261, 6A-14.073, 6A-14.0734, 6A-14.0735, F.A.C.

History:  

Amended 6/5/84, 9/18/84, 4/23/85, 5/14/85.  Effective 5/20/85, 4/21/92.  Filed - 4/21/92.  Effective - 4/21/92; 10/20/92.  Filed - 10/20/92.  Effective - 10/23/90 to make consistent with the master procedure P6Hx23-5.12; 2/15/94.  Filed - 2/15/94.  Effective - 2/15/94; 5/18/99.  Filed - 5/18/99.  Effective - 5/18/99; 11/21/00.  Filed - 11/21/00.  Effective - January 1, 2001.
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