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P6Hx23-5.125
PROCEDURE:  TRIAL BASIS PRODUCTS, TRADE-IN EQUIPMENT,


RETURN OF GOODS


PRODUCTS RECEIVED ON A TRIAL BASIS


If a product is desired on a trial basis, a Requisition must be completed.  The form should clearly state the item(s) is being ordered on a trial basis.  A Purchase Order will be issued to encumber funds for payment in the event the product is kept after the trial period.  If the product is to be kept, the ordering department must complete a Receiving Report and submit it to the appropriate Site Receiving Office.  If the product is to be returned, only Purchasing is to be notified with a request to cancel the Purchase Order.  Return of the product is the responsibility of the requesting department.

TRADE-IN ACCOUNTABLE EQUIPMENT


Equipment to be traded must be so indicated on the Requisition.  Description, property decal number, and serial number (if available) must be given.  The director of Purchasing will determine whether it is more advantageous for the College to trade the equipment or place it in another department of the College.  In the latter case, Purchasing will effect, between the two departments concerned, a monetary trade-in allowance comparable to the allowance offered by the vendor.  (See P6Hx23-5.13 Procedure:  Accountable Equipment - Relief From Property Accountability.)


If the old assets are not to be transferred to another College department, the director of Purchasing will approve the trade with the vendor.  In this situation, the asset will be retained in its present location until the new asset is delivered, at which time the property decal number on the traded asset will be removed and forwarded to the property records office with a brief explanation showing the purchase order number under which the transaction was completed.


Under no circumstances should a department begin negotiations on a trade-in without prior contact with the director of Purchasing.


RETURN OF GOODS TO VENDOR


Occasionally it will be necessary to return purchases to the vendor.  This will be accomplished by the budget supervisor contacting Purchasing for assistance in obtaining approval from the vendor and any special return authorizations, giving the reason for the return and contacting Facilities Mail Services at District Office for instructions for the physical return of the goods to the appropriate location.

Purchasing will obtain approval from the vendor and furnish any special labels, if required by the vendor, to Facilities Mail Services for returning the goods.


When the return shipment of goods has been made to the vendor, Purchasing is to be notified.


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); 6A-14.0247, 6A-14.0261, 6A-14.0262, 6A-14.073, 6A-14.0734, 6A-14.0735, F.S.

History:  Amended 9/18/84; Effective 9/25/84; 11/21/00.  Filed - 11/21/00.  Effective - January 1, 2001.
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