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1.
INTRODUCTION

The Purchasing Manual is designed to assist faculty and staff through the procurement process from the point at which the user identifies a need for goods or services.  It is recognized that every situation cannot be covered in this manual; therefore, if you have special circumstances, contact the Director of Purchasing.


The Purchasing Department is responsible for procuring all supplies, equipment, material and services necessary for the operation of all the departments of the College.  It must accomplish its objectives within the framework of the Arizona Procurement Code, Uniform System of Accounting and Financial Reporting for Arizona Community College Districts, and District Governing Board Policies.  The Purchasing Department is responsible for Property Control to ensure that all capital property is entered into the College’s property control system and tagged accordingly.

1.1
Goals

Support the educational programs of Arizona Western College by obtaining maximum value from the expenditure of District funds.


Promote maximum credibility, efficiency and equity in services provided and in relations with requisitioning units and vendors.

1.2
Objectives

Procure materials at the lowest cost consistent with quality and service required.


Provide prompt and effective service to both user departments and to vendors.


Avoid duplication, waste, and obsolescence.


Award contracts impartially.


While price and personal desires are important, both must be weighed against other factors such as quality, quantity, service, usefulness, and timing in order to insure the ultimate value.

1.3
Purchasing Process

Purchasing is much more than the single act of making a purchase.


It involves planning, scheduling, policy interpretation, research, and selection.


It necessitates follow-up to insure proper delivery, and inspection as to quantity and quality before acceptance.


Above all, purchasing requires the understanding of procedures to be followed during the process and the cooperation of all individuals and departments within the District.

2.
PURCHASING DEPARTMENT GENERAL INFORMATION
2.1
Purpose

The purpose of a purchasing system is to identify the goods and services required for District operation as well as to select and procure them as economically as possible within acceptable standards of quality.


The role of the Purchasing Department is not to approve or disapprove a purchase (that is the duty of the division chair, designated director, administrator, or Vice President) but rather to expedite the purchasing process through the best sources and at the best price consistent with quality, delivery, and service.


In accordance with the authority delegated to the Director of Purchasing, all purchases, irrespective of the sources of funding, will be governed by the regulations/procedures outlined in this manual.


The Purchasing Department has implemented the National Association of Educational Buyers Code of Ethics as its standard (Appendix A).

2.2
Authorization to Commit District Funds

Only the Purchasing Department is authorized to obligate District funds through the issuance of a purchase order.  Individuals placing orders without a purchase order may be personally responsible for the purchase.

2.3
Quality Standards

The responsibility to determine specifications for utility and quality rests with the department responsible for the performance or use of the materials.


The quality of a product is determined by balancing two major factors, the technical consideration of suitability and the economic considerations of price and availability.


The responsibility to question and to require justifications for that assessment is a responsibility of the Purchasing Department.

2.4
Vendor Selection

The Purchasing Department has the final authority for selection of the vendor.  User departments are encouraged to suggest possible sources of supply, and purchasing transactions will be accomplished in close liaison with the requisitioning unit.

2.5
Requisition

The initial tool of the procurement system is the Requisition.  A requisition serves a dual purpose:  it provides a clear and complete description of the requisitioning unit’s need and it transmits authority to the Purchasing Department to expend the requisitioning unit’s funds.  


The Requisition by itself, however, is not a legal document and cannot be used to authorize a vendor to provide materials or services to any person or department within the District, nor can it be used to process payment of an unauthorized transaction.


Each requisitioning unit enters requisition information into the system electronically.  Approval is required at the appropriate approval levels for requisitions and budget transfers.  Requisitions cannot be used for salaries, wages, benefits or for travel.  


Authorization levels are as follows:

Directors (those reporting to Deans or higher):  ≤ $999.00 

Associate Deans: ≤ $2500.00

Deans, Dir. of Facilities Management and Planning, Dir. of Technology

     and Network Services, Dir.of Public Relations, Dir. of Institutional  

     Effectiveness, Research and Grants :  ≤ $4,999.00


Vice Presidents, President:  ( $4,999.01

The system will automatically check for budget capacity.  If budget capacity is available, the requisition may be approved.  Funds will be encumbered until the invoice is paid.


Requisitions for goods or services will not be accepted without sufficient funds to meet the purchase obligations.  This practice applies to all requisitions regardless of the source of funding.  Only the Purchasing Department has the authority to obligate the District for requested items.  If a transfer of funds is needed, and it is within your approval level, e-mail the request for a budget transfer to the Director of Budgeting and Finance for action.  Otherwise, forward to the next level of approval to initiate the budget transfer process.  Budget transfers cannot be made from the 5100 series object codes to any other object codes without the approval of the Vice President for Business and Administrative Services.


The Controller’s Office provides each department with on-line access or monthly reports showing current expenditures, encumbrances, and balances.  It is the responsibility of each requisitioning unit to monitor account balances.


All funds deposited with the District, regardless of source, are public funds and must be handled in accordance with District guidelines.


Each department is assigned an account number(s) by the Controller’s Office.  All requisitions must include the complete 15-digit account code to be charged.


A Purchase Order is prepared from a requisition by the Purchasing Department and copies are sent to the vendor and appropriate departments.  The Purchasing Department assigns Purchase Order numbers to requisitions.


Normally the Purchase Order will be issued within 24-hours after receipt of an approved requisition by the Purchasing Department.  Items subject to bid may take from 6 to 8 weeks.


A requisition must be completed and a purchase order issued before purchases can be made.  Purchases made without proper authorization may become the responsibility of the buyer.


The practice of issuing a series of requisitions in any 90‑day period to the same vendor for the same commodity or service in order to avoid the appropriate competitive solicitation or the approval process is prohibited.

2.6
Bid Lists

The Purchasing Department maintains bid lists for materials and services.  

Prospective vendors may request to be added to these lists by submitting a letter addressed to the Purchasing Department.  Such requests should include name, address, phone number, products list, and any additional information pertinent for evaluation of a prospective vendor.


A vendor may be removed from the bid lists by the Director of Purchasing.  Such removal can be based only upon incompetence or inability of the vendor to serve the District as a responsible and responsive supplier.


Where no bid lists are available for a given requirement, the requisitioning unit and the Purchasing Department will develop a list.  Use of established directories of manufacturers or suppliers is encouraged where applicable.

2.7
Joint Purchasing


The Purchasing Department is authorized to enter into purchasing agreements with the State of Arizona, School Districts and other governmental agencies for the purpose of joint bidding and utilization of existing contracts.  This method of purchasing will meet all criteria for obtaining effective price competition.

2.8
Educational and Institutional Cooperatives

The Purchasing Department may utilize existing Educational and Institutional contracts for the purchase of materials and services.

2.9
Service Contracts and Repairs

Forms required by service companies must be signed on behalf of the District by the Purchasing Department and forwarded to the provider with a Purchase Order.


Requisitions for all equipment maintenance contracts should be submitted to the Purchasing Department at least 30 days prior to the contract expiration date.  All requisitions must contain the machine model number, serial number and the location of the equipment.


If an item is covered by a warranty or a service contract, it is the responsibility of the user department to call the manufacturer or service company.  A requisition for repair is not necessary.


If the item is not covered by a warranty or a service contract, a Requisition for the repair will be submitted which will include the make, model, inventory number, and location of the item.


When the user is present during repairs or is presented with a repair slip for verification, the slip must be signed, dated, and forwarded immediately to the Accounts Payable Department.


When repair to furniture is simple and requires no carpentry work or re-upholstery, the employee should inform the Facilities Management Point of Contact (POC) for their building.  The POC will notify the Facilities Management Department.

2.10
Blanket Purchase Orders

blanket purchase orders will be restricted to only reoccurring charges.  Examples of appropriate use for blanket purchases are aWC bookstore, advertising, maintenance contracts, rents/leases, utilities or those approved by the Director of Purchasing.


Items with a unit cost of $200 or more will be purchased through a separate requisition and purchase order.

When the funds encumbered on a blanket purchase order are depleted, the appropriate approver may request the Director of Purchasing to increase the blanket purchase order. Before making such a request, approvers must verify that the account balance is sufficient to cover the increase.
2.11 
Procurement Card


Certain departments and/or individuals have been designated to participate in a P-Card pilot program. All purchases utilizing the P-card are governed by the “WellsOneSM Commercial Card Program Policies and Procedures Manual.”
2.12
Personal Orders

The Purchasing Department is not authorized to issue Purchase Orders for personal purchases.

2.13
Contracts, Agreements, Leases

Any purchase which requires, or is formalized by a contract or agreement, must be reviewed by the appropriate Vice President prior to the purchase.  All contracts, agreements, leases, lease purchases, or rental agreements for the procurement of materials or services must be approved by the Vice President for Business and Administrative Services or designee.  

2.14
Vendor Performance

When vendors do not perform in a satisfactory manner or in the best interest of the District, it is the responsibility of the requisitioning unit involved to notify the Purchasing Department in writing, giving details of the nonperformance.  The Purchasing Department will then take appropriate action to rectify the problem and document the performance history accordingly.

2.15
Capitalization Policy

Equipment purchases of $5,000 or more must be purchased from Capital Outlay Funds.  Equipment purchases under $5,000 must be purchased from Operating Funds.  Criteria for capitalization of equipment include all of the following:


The item must have a unit cost of $5,000 or more, including tax, shipping and set-up costs.


The item must have a useful life of at least one year.


The item must be repairable.


Computer software with a cost of $5,000 or more must be purchased from Capital Outlay Funds.

2.16
Taxes

The District is responsible for the payment of all applicable sales or use taxes, as required within the State of Arizona.  Therefore, taxes should be added to the requisition.

2.17
Supplies

General office supplies, study aids, paper, forms, etc. may be purchased from the campus bookstore with an approved purchase order.  Office supplies are also available through State Contracts, both online and by normal purchase order process.  Contact the Purchasing Department for details.

2.18
Professional Services

Professional services may include but are not limited to consultants, entertainers, lecturers, facilitators, clinical supervisors, accountants, physicians, dentists, attorneys, and artists.  Exceptions to these categories are to be upon approval of the Director of Purchasing.  


The Professional Services Claim form (Appendix B-1) is a standard form designed to ensure that all pertinent information is obtained and agreed to by the Contractor.  In addition to a Professional Services Claim form, an approved Requisition is necessary for the creation of a Purchase Order.  The form must be signed by the claimant as well as the College employee to verify that the services have been provided.


Professional Services Claim forms are not to be used for the employment of staff.  In those instances, Payroll Advice Forms (generated by the Human Resources department) are to be used.  If the person has assigned hours, is provided a workspace plus equipment and supplies, and is treated or performs such as an employee, they cannot be paid through professional services.  Instead, they should be processed through the Office of Human Resources.  

2.19
Official Functions

An Official Function is an activity authorized by the appropriate Vice President or the College President to support and further the mission, goals and objectives of the College.  The general rule is that the College will not approve expenditures for food and/or facilities for College meetings or social events.  Recognizing that in certain extraordinary circumstances the provision of meals or refreshments is appropriate and in the best interest of the College, exceptions are permissible within the guidelines shown in District Governing Board Procedure 332.1.  These items are not considered official function activities:  food supplies for cooking classes, food supplies for resale by clubs, meals for athletic teams when College food service is closed, meals provided in fees paid by participant, food provided per contract to noncollege groups.


When processing a requisition for an Official Function, the Expected Benefits/Outcomes to the College must be expressed in the non-printed comments field.  All requisitions for an Official Function must have the appropriate Vice President’s approval.

2.20
Hazardous Material

The Director of Risk Management must review and approve a hazmat purchase request (Appendix B-2) before the preparation of a requisition to purchase any potentially hazardous material, whether new or substitute, that has a Material Safety Data Sheet (MSDS).  The completed form, along with the MSDS, must be forwarded to the Director of Risk Management who will identify any special storage or personal protective equipment needs prior to ordering, thus precluding any OSHA or EPA violations.  After approval, the form will be sent back to the originator who will then process an electronic requisition, write the requisition number on the approved hazmat purchase request and forward it to the Purchasing Department.


Unused portions of Salesmen’s samples of potentially hazardous materials that you won’t be purchasing must be given back to the salesperson.  If you plan to purchase the material, the sample and an MSDS should be attached to the completed form and given to the Director of Risk Management for review and approval as stated above.  

2.21
Conflict of Interest


The District, as a general rule, does not enter into purchasing contracts with students, faculty and staff, District Governing Board members, or members of their immediate families.  Acquisitions from a business in which an employee has an interest is prohibited unless full disclosure of the background facts are presented in writing to the Purchasing Department.  Interest is deemed present if the employee and/or their spouse or unemancipated minor children own three percent or more of the assets of a business.


A.R.S. § 38-503 states:

a.
Any public officer or employee of a public agency who has, or whose relative has, a substantial interest in any contract, sale, purchase, or service to such public agency shall make known that interest in the official records of such public agency and shall refrain from voting upon or otherwise participating in any manner as an officer or employee in such contract, sale or purchase.

b.
Any public officer or employee who has, or whose relative has, a substantial interest in any decision of a public agency shall make known such interest in the official records of such public agency and shall refrain from participating in any manner as an officer or employee in such decision.

c.
Notwithstanding the provisions of subsections A and B, no public officer or employee of a public agency shall supply to such public agency any equipment, material, supplies or services, unless pursuant to an award or contract let after public competitive bidding, except that a school district governing board may purchase, without using public competitive bidding procedures, supplies, materials and equipment not exceeding three hundred dollars in cost in any single transaction, not to exceed a total of one thousand dollars annually, from a school board member and the board policy for such purchases must be approved annually.

2.22
Gifts and Gratuities

Purchasing Office staff and other College personnel will not accept personal gifts or gratuities from any past, current or potential supplier of goods or services to the College.


The Director of Public Relations and Marketing is responsible for accepting all gifts donated to the college.  

2.23
Procurement Records

All procurement records will be retained and disposed of in accordance with records retention guidelines and schedules approved by the Department of Library, Archives, and Public Records, and the Arizona State Procurement Department.

3.
METHODS OF SOURCE SELECTION
3.1
Purchases of Equipment, Supplies and Services, Less than $5,000

Purchases of less than $5,000 may be made at the discretion of the Purchasing Department and do not require bidding.

3.2
Purchases of Equipment, Supplies and Services, $5,000 or More but Less than $25,000

The Purchasing Department will, whenever possible, obtain at least three price quotations for purchases in excess of $5,000 but less than $25,000.  The price quotations (solicited by the Purchasing Department or its designee) shall be shown on, or attached to, the related requisition form.  If three quotations cannot be obtained, documentation showing vendors contacted but not offering price quotations, or an explanation of why price quotations were not obtained, will be shown on or attached to the related requisition form.

3.3
Purchases of Equipment, Supplies and Services, $25,000 or More

The Purchasing Department will, whenever possible, obtain sealed competitive bids/proposals for all purchases of goods and services having an estimated cost of $25,000 or more per transaction.  The requisitioning unit will assist the Purchasing Department in developing specifications and a list of potential vendors.

3.4
Purchases of Equipment, Supplies and Services, $50,000 or More

Contracts and purchases of $50,000 or more value must be approved by the District Governing Board.

3.5
Construction Less than $25,000


Construction procurements of less than $25,000 may be made at the discretion of the Purchasing Department and/or the Facilities Management Department and do not require bidding.

3.6
Construction $25,000 or More but Less than $50,000


The Purchasing Department and/or the Facilities Management Department will, whenever possible, obtain at least three price quotations for purchases in excess of $25,000 but less than $50,000.  The price quotations shall be shown on, or attached to, the related requisition form.  If three quotations cannot be obtained, documentation showing vendors contacted but not offering price quotations, or an explanation of why price quotations were not obtained, will be shown on or attached to the related requisition form.

3.7
Construction $50,000 or More


The Purchasing Department will, whenever possible, obtain sealed competitive bids/proposals for all construction having an estimated cost of $50,000 or more. 


Contracts and purchases of $50,000 or more value must be approved by the District Governing Board.

3.8
Sole Source Procurement

The Purchasing Department may award a contract for a material, service, or construction item if it is determined that there is only one source for the required material, service, or construction item.  Proper documentation will be filed.  (Sole source procurement will be avoided, except when no reasonable alternative exists).


The Purchasing Department will require documentation from the requisitioning unit to justify why the technical characteristic(s) inherent in an item justify preference over another brand which has similar qualities.  The requestor should submit a REQUISITON and a request/justification for sole source purchase form (Appendix B-3).  The electronic requisition number should be written on the request/justification for sole source purchase form before it is processed for signature and approval.  After signature approval, the signed document should be sent to the Purchasing Department where it will be evaluated before a PURCHASE ORDER is issued.


Final responsibility in determining whether an item is a proprietary item and may be purchased from a sole source rests with the Purchasing Department.

3.9
Emergency Procurements

The Purchasing Department may make, or authorize others to make, emergency purchases.  Generally, emergency order procedures will not be used unless the savings realized by normal procurement practices would be offset by a corresponding or greater loss to the department as a result of the delay.  Such transactions may be made without price competition if necessary.  Proper documentation will be filed.

3.10
Exceptions to the Bid Process

The required bidding process may be waived for items included on state, county, or other cooperative bid agreements, emergencies, sole vendor source items, equipment maintenance agreements, items for resale, library books, and similar purchases approved by the Vice President for Business and Administrative Services. Contracts for ongoing services that are providing satisfactory service, e.g., bookstore, food service, property liability insurance, etc., may have the bidding process waived by the Vice President for Administrative Services. 

4.
BIDDING PROCEDURES

4.1
The Invitation for Bid

The Invitation for Bid shall include the following: 


Instructions and information to bidders concerning the bid submission requirements, including time and date for receipt of bids, the address of the office to which they are to be delivered, and any other information.  


The purchase description, evaluation factors, delivery or performance schedule, and such inspection and acceptance requirements.  


The contractual terms and conditions, including warranty and bonding or other security requirements applicable to the procurement. 

4.1.1
Bidding Time

The bidding time is the period of time between the date of distribution of the Invitation for Bids and the time and date for receipt of bids. 


In each case a bidding time shall be set that affords bidders a reasonable time to prepare the bids.  A minimum of 14 calendar days shall be provided unless a shorter time is deemed necessary for a particular procurement as determined in writing by the Director of Purchasing. 

4.1.2
Bidder Submissions

The Invitation for Bids shall provide a form or format in which the bidder shall include the bid price and which the bidder shall sign and submit with all other necessary submissions.  Telegraphic, telephone and facsimile transmissions are not acceptable for sealed bidding purposes. 

4.1.3
Public Notice
Adequate public notice of the availability of the Invitation for Bid shall be furnished to a sufficient number of bidders for the purpose of securing competition.  Public notice of the Invitation for Bid shall be at least 14 days prior to the date set for receipt of bids by publication on the Arizona Purchasing Cooperative electronic procurement website unless a shorter time is deemed necessary for a particular procurement as determined by the Director of Purchasing. Public notice may also be published in a newspaper of general circulation or on other appropriate websites, or both. In addition, bids may be solicited directly from potential contractors.`

4.1.4  Bidders Lists
Bidders lists are maintained on the Arizona Purchasing cooperative electronic procurement website according to the commodity or service offered by registered vendors. 
4.1.5
Pre-Bid Conferences

Pre-bid meetings may be conducted to explain the procurement requirements.  They shall be announced to all prospective bidders known to have received an Invitation for Bid.  The conference shall be held long enough after the announcement has been issued to allow bidders to become familiar with the document, but sufficiently before bid opening to allow consideration of the conference results in preparing their bid.  


Generally the receipt of bids will be no sooner than seven calendar days after the pre-bid conference.  Any exceptions must be granted in writing by the Director of Purchasing.  Nothing stated at the conference shall change the Invitation for Bid unless a change is made by written amendment. 

4.1.6
Amendments to Invitations for Bid

Amendments to Invitations for Bid shall be identified as such and shall require that the bidder acknowledge receipt of all amendments issued.  The amendment shall reference the part of the Invitation for Bid that it amends. 


All addenda shall be identified as such and shall be sent to all bidders that have acknowledged receipt of the bid.  The addendum shall require that the bidder acknowledge the receipt of the addendum.  


Addenda shall be issued within a reasonable amount of time for potential bidders to consider them in the preparation of their bids.  If the time and date set do not permit sufficient time for bid preparation, the date and time of the bid opening shall be extended either in the addendum or by telephone, fax or telegram. 

4.1.7
Withdrawal and Modification of Bids

A bidder may modify or withdraw its bid at any time before bid opening if the modification or withdrawal is received before the time and date set for bid opening in the location designated in the Invitation for Bid for receipt of bids. 


All documentation relating to a withdrawal or modification of a bid shall be kept as part of the procurement file. 

4.1.8
Late Bids

A bid, withdrawal of a bid, or modification of a bid is late if it is received at the designated location of the bid opening after the time and date of bid opening.  


A late bid, late withdrawal of a bid, or late modification of a bid shall be rejected.  Bidders submitting bids that are rejected as late shall be notified as soon as practical and late bids will be returned unopened. 

4.1.9
Receipt of Bids

Bids and bid modifications shall be received by appropriate staff, marked with the date and time of receipt and stored unopened in a secure location, until the bid opening.  Bids shall be opened publicly at the time, date, and location advertised in the bid document.  The name of each bidder, the bid price, and other pertinent information shall be read aloud and recorded.  A bid abstract shall be made available to the public for review. 

4.1.10
Inspection of Bids

Only after formal award of the bid, shall the bids be made available for public inspection.  Information deemed proprietary in nature by the bidder and approved as such by the Director of Purchasing, shall not be included in the materials available for public inspection. 

4.1.11
Mistakes and Informalities in Bids

Mistakes in bids may be corrected by modification or withdrawal as in sections above, if discovered prior to the bid opening.  After bid opening, a bid submitted in error of judgment, may not be corrected.  A bid may be withdrawn pursuant to the following sections: 


Minor informalities in a bid may be waived if the Director of Purchasing deems it advantageous to the District.  


A bid may be withdrawn after bid opening only if the mistake is clearly evident to the Director of Purchasing or if the bidder establishes evidence clearly showing a mistake was made.  


Mistakes shall not be corrected after award of the bid.  


Any withdrawals or corrections to a bid permitted or denied after the bid opening shall have a written determination that is included in the procurement file. 

4.1.12
Bid Evaluation and Award

The bid shall be awarded to the lowest responsive and responsible bidder whose bid meets, in all material respects, the requirements and criteria as defined in the Invitation for Bid.  The amount of any applicable transaction privilege or use tax is not a factor in determining the lowest bidder.  


Bids shall be evaluated to determine which bidder offers the lowest cost to the District in accordance to the criteria as defined in the Invitation for Bid.  Only objectively measurable criteria shall be applied in determining the lowest cost to the District. 


A contract may not be awarded to a bidder submitting a higher quality item than designated in the bid document unless the bidder is also the lowest bidder as determined by the criteria outlined above. 

4.1.13
Tie Bids

Tie bids are defined as instances of identical pricing from responsible bidders that meet all requirements as set forth in the bid documents.  Tie bids may be awarded by drawing lots or any other random choice manner.  Care shall be taken by the buyer to ascertain that the tie bidders meet all requirements as outlined in the bid document before declaring a tie bid situation.  


Records and methods of determining the successful bidder shall be maintained in the procurement file for all tie or apparent tie bids. 

4.1.14
Single Bids

In instances of only one bid being received, a determination must be made by the Director of Purchasing that the price submitted is fair and reasonable and that other prospective bidders had time to respond or that re-solicitation is not possible due to time constraints. In those instances, an award may be made.  


If it is determined in writing by the Director of Purchasing that the need for the product or service continues and that the acceptance of the sole bid is not advantageous to the District, then the procurement may be conducted in a manner as defined by the Director of Purchasing. 

4.2
Request for Proposal

The Request for Proposal (RFP) Process:


Purchases of goods and services in the aggregate amount of $15,000 and over that cannot be awarded by a process of competitive sealed bids shall be procured through the use of a Request for Proposal process.

4.2.1
The Request for Proposal

The Request for Proposal shall include the following: 


Instructions and information to proposers concerning the submission requirements, including time and date for receipt of proposals, the address of the office to which they are to be delivered, and any other information. 


The purchase description, evaluation factors, delivery or performance schedule, and such inspection and acceptance requirements. 


The contractual terms and conditions including warranty and bonding, or other security requirements applicable to the procurement. 

4.2.2
Proposal Time

The proposal time is the period of time between the date of distribution of the Request for Proposal and the time and date for receipt of proposals. 


In each case, a proposal time shall be set that affords proposers a reasonable time to prepare the proposals.  A minimum of 14 calendar days shall be provided unless a shorter time is deemed necessary for a particular procurement as determined in writing by the Director of Purchasing. 

4.2.3
Proposal Submissions

The Request for Proposal document shall provide a form or format in which the proposer shall include all pertinent information relative to the process.  The proposer shall sign and submit all necessary information called for in the Request for Proposal document. 

4.2.4
Public Notice
Adequate public notice of the availability of the Request for Proposal shall be furnished to a sufficient number of bidders for the purpose of securing competition.  Public notice of the Request for Proposal shall be at least 14 days prior to the date set for receipt of proposals by publication on the Arizona Purchasing cooperative electronic procurement website unless a shorter time is deemed necessary for a particular procurement as determined by the Director of Purchasing. Public notice may also be published in a newspaper of general circulation or on other appropriate websites, or both. In addition, proposals may be solicited directly from potential contractors.

4.2.5
Pre-Proposal Conferences

Pre-proposal meetings may be conducted to explain the procurement requirements.  They shall be announced to all prospective proposers known to have received a Request for Proposal.  The meeting shall be held long enough after the Request for Proposal has been issued to allow proposers to become familiar with the document, but sufficiently before receipt of proposals to allow consideration of the conference results in preparation of their proposal. 


Generally the receipt of proposals will be no sooner than seven calendar days after the pre-proposal meeting.  Any exceptions must be granted in writing by the Director of Purchasing.  Nothing stated at the conference shall change the Request for Proposal unless a change is made by written amendment. 

4.2.6
Amendments to Requests for Proposals

Amendments to Requests for Proposals shall be identified as such and shall require that the proposer acknowledge receipt of all amendments issued.  The amendment shall reference the part of the Request for Proposal that it amends.  


Amendments shall be issued within a reasonable amount of time for potential proposers to consider them in the preparation of their proposals.  If the time and date set does not permit sufficient time for proposal preparation, the date and time of the proposal opening shall be extended in the form of an addendum. 

4.2.7
Withdrawal and Modification of Proposals

Withdrawal or modification of proposals is acceptable if the notification of withdrawal or modification is received prior to the deadline for receipt of the proposals at the designated location. 


All documentation relating to a proposal withdrawal or modification shall be kept as part of the procurement file. 

4.2.8
Late Proposals

A proposal, a request for withdrawal of proposal, or a modification of proposal is late if received at the designated location of the proposal receipt after the time and date listed in the Request for Proposal. 


Late proposals, late withdrawal of proposals, or late modification of a proposal shall be rejected.  Proposers submitting proposals that are rejected as late shall be notified as soon as practical and all documents concerning a late proposal will be returned unopened. 

4.2.9
Receipt of Proposals

Proposals and proposal modifications shall be received by appropriate staff, marked with the date and time of receipt, and stored unopened in a secure location until the proposal opening.  


Proposals shall be opened publicly at the time, date, and location advertised in the proposal document.  The name of each proposer and other pertinent information shall be read aloud and recorded. Pricing information, if part of the Request for Proposal, is not read aloud or recorded. 

4.2.10
Inspection of Proposals

Only after formal award of the proposal, shall the proposals be made available for public inspection.  Information deemed proprietary in nature by the proposer and approved as such by the Director of Purchasing shall not be included in the materials available for public inspection. 

4.2.11
Mistakes and Informalities in Proposals

Mistakes in proposals may be corrected by modification or withdrawal as outlined in sections above, if discovered prior to the proposal opening. 


After proposal opening, a proposal submitted in error of judgment may not be corrected.  A proposal may be withdrawn pursuant to the following sections: 


Minor informalities in a proposal may be waived if the Director of Purchasing deems it advantageous to the District. 


A proposal may be withdrawn after proposal opening only if the mistake is clearly evident to the Director of Purchasing or if the proposer establishes evidence clearly showing a mistake was made.  


Mistakes shall not be corrected after award of the proposal. 


Any withdrawals or corrections to a proposal permitted or denied after the proposal opening shall have a written determination that is included in the procurement file. 

4.2.12
Proposal Evaluation and Award

Prior to opening the proposals, a committee shall be designated for the purpose of scoring the written proposal and qualifications of the firms or individuals submitting proposals. The grading criteria will be published in the Request for Proposal

After independent review by each of the committee members, scores will be discussed within the committee and if outlined in the solicitation, the committee may conduct a discussion of the proposal(s) with the top-ranked firm(s) or individual(s). Alternatively, the committee may choose to award to the most qualified proposer based upon the written proposal and without further discussion.

4.2.13
Single Proposals

In instances of only one proposal being received, a determination must be made by the Director of Purchasing that the proposal submitted is fair and reasonable and that other prospective proposers had time to respond or that re-solicitation is not possible due to time constraints. In those instances, an award may be made.  


If it is determined in writing by the Director of Purchasing that the need for the product or service continues and that the acceptance of the single proposal is not advantageous to the District, then the procurement may be conducted in a manner as defined by the Director of Purchasing. 

4.3
Competitive Selection for Construction Services

Construction procurement shall be conducted in accordance with all Governing Board Policies, and District procedures.


The District may procure design services, construction and construction services, as applicable, under any of the following project delivery methods:


•
Design-bid-build.


•
Construction-manager-at-risk.


•
Design-build.


•
Job-order-contracting.

4.3.1
Definitions

Design-bid-build is the process in which separate procurements are conducted for architect/engineer services and general construction.  The design provided by the architect/engineer is utilized as part of the bidding document for the general contracting services.


A construction-manager-at-risk acts as a general contractor at the contracted-for price and provides consultation to the institution regarding construction during and after the design of the facility.


Design-build is a method of contracting in which a single contract is created with a firm or group of firms in partnership to build or renovate a building or group of buildings.  The intent is for the architect/engineering professionals to work more closely with the general contractor and subcontractors to provide a single source of responsibility for the design and construction of the project.  This contrasts with the separate contracts with architects/engineers and general contractor involved in the standard design-bid-build or construction-manager-at-risk. 


Job-order-contracting is a construction contract used for new construction, maintenance rehabilitation, and alterations of a recurring nature but which is of an indefinite delivery and indefinite quantity.  The job-order-contract shall include a comprehensive compilation of detailed real property repair, rehabilitation, alteration, maintenance, and minor construction task descriptions or specifications, a pre-determined and agreed upon pricing, discount coefficient or mark-up pricing structure.

4.3.2
Design-Bid-Build

For the design-bid-build project, the District shall procure the Design services according to Section 4.5, Architect, Engineer, Land Surveying and Related Services, and the construction by competitive sealed bidding, according to Section 4.1.  The Invitation for Bid (IFB) Process, except as otherwise provided in Section 4.1, Bidding Procedures; Sole Source Procurement Section 3.8 and Emergency Procurements, Section 3.9.

4.3.3
Construction-Manager-at-Risk, Design-Build and Job-Order Contracting

The District shall procure construction services under the construction-manager-at-risk, design-build and job-order-contracting project delivery methods according to Section 4.4, Alternative Construction Procurement Methods.


The District shall procure design services relating to a construction-manager-at-risk construction services project according to Section 4.4, Alternative Construction Procurement Methods.


For job-order-contracting construction services projects, if the District does not include design services in the job-order-contracting construction services contract, the District shall procure any design services relating to job-order-contracting construction services projects under the contract according to Section 4.5, Architect, Engineer, Land Surveying and Related Services.

4.4
Alternative Construction Procurement Methods

Professional services and construction services shall be procured for the alternative construction procurement methods as outlined in this section.  Exceptions are those instances in which Sole Source Procurement, Section 3.8, or Emergency Procurements, Section 3.9, apply.  Alternative construction procurement methods as defined in section 4.3, Competitive Selection for Construction Services, are construction-manager-at-risk, design-build, and job-order-contracting.

4.4.1
Definitions

For purposes of this section, “construction services” includes: construction-manager-at-risk construction services, design-build construction services, and job-order-contracting construction services.  These may or may not contain a professional services component.


For the purposes of this section, “professional services” includes architect services, engineer services, landscape architect services, assayer services, geologist services, land surveying services, materials or special testing services and any combination of those services, provided by a registered professional.


RFQ or Request for Qualifications means a solicitation with an intended response that includes initial data about a firm or individual such as experience, references, and approach to the project.  For purposes of this section, pricing may not be required in the initial solicitation.


RFP or Request for Proposals means a solicitation with an intended response that is fairly detailed.  For purposes of this section, it will supplement an initial RFQ response.  Also, for purposes of this section, the technical and financial portions of the proposal response will be provided at the same time, but in a separately sealed manner, to enable the committee to review the technical response separately and prior to the review of the financial proposal.

4.4.2
Procurement of All Alternative Construction Services

For procurement of construction-manager-at-risk, design-build and job-order-contracting, the District shall follow these procedures:


The District shall announce and issue the solicitation according to its normal procedures. 


Purchasing shall assign a selection committee, which shall independently evaluate and score proposals and qualifications.  Purchasing shall determine the makeup of the selection committee for all contracts that include construction services.  For projects that include construction, the selection committee may, whenever possible, have at least one person who is a senior management employee of a licensed contractor and one person who is an architect or engineer registered to practice in the State of Arizona.  The contractor or design professional may be an employee of the District. 


Outside contractors, architects and engineers serving on a selection committee shall not receive compensation from the District for performing these services, but the District may elect to reimburse them for travel, lodging and other expenses incurred in connection with the service on the selection committee.  Reimbursement shall be at a rate no greater than the standard rate authorized for District employees on District related travel.  A person who is a member of the selection committee shall not be a contractor under the contract or provide construction, construction services, materials or other services under the contract.  


The selection committee shall:

a.
Independently evaluate and score the written proposals and qualifications submitted by the firms or individuals.

b.
If outlined in the solicitation, shall attempt to conduct discussions with at least three of the highest scoring firms or individuals.  If only two firms or individuals respond to the solicitation, the committee may proceed with the selection process or Purchasing may re-solicit for additional proposals.  If only one firm or individual responds to a solicitation for professional services, the selection committee may choose to proceed with the process with that firm or individual if Purchasing determines in writing that the fee negotiated as a result of the process is fair and reasonable and that other firms and individuals had a reasonable opportunity to respond, or if there is not adequate time for a re-solicitation.

4.4.3
The One-Step Competitive Process

Purchasing shall enter into contract negotiations with the highest qualified firm or individual for the professional services or construction services as a result of following the processes outlined in section 4.2.  Negotiations shall include fees as well as other contractual terms and conditions deemed fair and reasonable and important to the District.  Purchasing shall take into account the estimated value, scope, complexity and nature of the procurement.  


If Purchasing is unable to negotiate a satisfactory agreement with the firm or individual considered to be the most qualified, then Purchasing shall terminate those negotiations and undertake negotiations with the next most qualified firm or individual in sequence until an agreement is reached.  If a construction contract is entered into as a result of this process, construction shall not begin until Purchasing and the contractor agree in writing on a price for the construction portion of the contract. 

4.4.4
Two-Step Competitive Process

For design-build construction services or job-order-contracting, as an alternative to the one-step competitive process outlined in section 4.4.3 above, Purchasing may utilize the following process:

a.
Purchasing shall issue a Request for Proposals to those firms or individuals short-listed as a result of the process outlined above.

b.
The selection committee makeup shall remain the same as outlined in section 4.4.2 above. 
c.
For design-build construction services and job-order-contracting construction services, the Request for Proposals shall include:

i.
Specifically for design-build construction projects, the project schedule, project final design and construction budget or life cycle budget.

ii.
For both types of services, a statement that the contract will be awarded to the firm or person whose proposal receives the highest number of points under a scoring system. 

iii.
A description of the scoring method, including a list of factors in the scoring method and the number of points allocated to each factor.  Those factors may include:

1)
Proposer's qualifications

2)
Proposer's financial capacity

3)
Proposer's proposed compliance with the District's project schedule

4)
Proposer's quality management plan 

5)
Any other evaluation factors as determined by Purchasing.

6)
For design-build construction services only, demonstrated compliance with the design requirements.

7)
For design-build construction services only, if the Request for Proposals specifies the District will spend its project budget and not exceed that budget, and thus is seeking the best proposal for the project budget.

iv.
A requirement that each proposer submit separately a technical proposal and a price proposal and that the proposer's entire proposal is responsive to the RFP.  For design-build construction services, the price in the proposal shall be a fixed price or a guaranteed maximum price. 

v.
A statement that the selection committee will separately evaluate the technical proposal and the price proposal, and that they will evaluate and score the technical proposal before opening the price proposal. 

d.
If determined by Purchasing and noted in the RFP, the selection committee or a subcommittee consisting of Purchasing and at least one other member may conduct discussions with any or all firms or individuals chosen.  Discussions shall be for the purpose of clarification to assure full understanding of the project and responsiveness to the solicitation requirements.  Information from proposals submitted and discussions held shall not be disclosed to competing proposers.

e.
Best and Final Offer submittals may be requested of any or all finalists.  These submittals shall contain both technical and financial information.  The final technical proposals shall be evaluated and scored first before opening and evaluating and scoring final financial proposals. 

f.
Purchasing shall award the contract to the responsive and responsible proposer whose proposal receives the highest score.

g.
For design-build construction services only, the District shall award a stipulated fee equal to a percentage of the District's project final construction budget, as prescribed in the request for proposals, but not less than two-tenths of one per cent of the project final construction budget to each short listed proposer who provides a responsive, but unsuccessful, proposal. 

4.4.5
Job-Order-Contracting Dollar Limits and Subcontracting

For job-order-contracting construction services only:

a.
The dollar amount of an individual job order shall not be more than two hundred thousand dollars ($200,000.00).  Requirements shall not be artificially divided or fragmented in order to constitute a job order that satisfies this requirement.

b.
If the contractor subcontracts or intends to subcontract part or all of the work under a job order and if the job-order construction services contract includes descriptions of standard individual tasks or standard unit prices for standard individual tasks, then:

i.
The contractor has a duty to deliver promptly to each subcontractor invited to bid, a copy of the descriptions and the standard unit prices of all standard individual tasks on which the subcontractor is invited to bid.

ii.
The contractor has a duty to deliver promptly the following to each subcontractor that has agreed to do any of the work included in any job order, a copy of the description, the number of units and the standard unit price of each standard individual task that is included in the job order.

4.4.6
Confidentiality of Process

Until award and execution of a contract by the District, only the names of each firm or individual on the short list may be made available to the public.  All other information received by the District in response to the request for qualifications or contained in the proposals shall be confidential in order to avoid disclosure of the contents that may be prejudicial to competing proposers during the selection process.  The proposals shall be open to public inspection after the contract is awarded and the District has executed the contract.  To the extent that the proposer designates and Purchasing concurs, trade secrets and other proprietary data contained in a proposal shall remain confidential.  

4.4.7
Cancellation of Procurement Process

Purchasing may cancel a request for qualifications or a request for proposals or reject in whole or in part any or all submissions of qualifications or proposals as specified in the solicitation if it is in the best interest of the District.  Purchasing shall make the reasons for cancellation or rejection part of the purchasing file.

4.4.8
Registrations, Licensure and Project Definition
a.
The successful contractor for construction-manager-at-risk, design-build or job-order-contracting construction services is not required to be registered to perform design services pursuant to title 32, chapter 1 of the Arizona Revised Statutes, if the person or firm actually performing the design services on behalf of the contractor is appropriately registered.

b.
The successful contractor for construction-manager-at-risk, design-build or job-order-contracting construction services is not required to be licensed to perform construction pursuant to title 32, chapter 10 of the Arizona Revised Statutes, if the firm actually performing the construction on behalf of the contractor is appropriately licensed.

c.
Each project under a design-build construction services contract or a construction-manager-at-risk construction services contract shall be a specific, single project.  For the purposes of this paragraph, “specific, single project” means a project that is constructed at a single location, at a common location or for a common purpose.

4.4.9
Prohibition against Competing with Private Firms or Contracting with Other Agencies for These Services

Notwithstanding anything to the contrary in this procedure, the District shall not:

a.
Enter into a contract as a contractor to provide construction-manager-at-risk construction services, design-build construction services or job-order-contracting construction services to others.

b.
Contract with itself, with another District, with the state or with any other governmental unit of the state or the federal government to provide construction-manager-at-risk construction services, design-build construction services or job-order-contracting construction services for itself.

c.
The prohibitions prescribed in this section do not prohibit the District from providing design or construction services for itself as provided by law.

4.4.10
Reporting Requirements

On or before December 15 of each year, any community college district that uses construction-manager-at-risk, design-build or job-order-contracting to procure construction services in a calendar year shall transmit to the State Board of Directors for Community Colleges a report on the benefits associated with the use of construction-manager-at-risk, design-build or job-order-contracting to procure construction services.  The report shall include the number of projects completed in the preceding calendar year using the procurement methods, the cost and description of each project and an estimate of any cost savings or other benefits realized through the use of the procurement method.

4.5
Architect, Engineer, Land Surveying and Related Services

This procedure relates to the contracting of architect, engineer, land surveying, and related professional services involved in the planning, design, construction and renovation of facilities for the District.

4.5.1
Procurement of Professional Services

For procurement of these professional services the Purchasing Department shall assign a selection committee which shall independently evaluate and score submittals received from firms or individuals responding to the District’s RFP.  If possible, the selection committee may conduct discussions with a short list of at least three of the highest scoring firms or individuals.

5.
protest and appeals of contracts and awards
5.1
Content of Formal Protest and Appeal Letter

Any participating bidder may file a protest of a contract award or proposed contract award.  The protest or appeal must be in writing and contain at least the following information:


The name, address and telephone number of the protester.


The signature of the protester.


The Bid number and date of bid closing.


A statement of the legal and/or factual grounds on which the protest or appeal is based, including copies of information relevant to the bid.


The form of relief requested.

5.2
Filing Procedure

Protests are to be filed with the Director of Purchasing, within 10 days of award.  Failure to timely protest shall be deemed a waiver of all rights to protest.


If a protest is filed before the award of a contract, no award shall be made until the protest has been administratively resolved, unless the Director of Purchasing makes a written determination that the award of the contract without delay is necessary to protect substantial interests of the community college district.


A written decision will be made within 10 days after the protest has been filed.  The decision shall contain an explanation of the basis of the decision.  The Director of Purchasing shall furnish a copy of the decision to the protester by certified mail, return receipt requested, or by any other method that provides evidence of receipt.  


The time limit for a decision may be extended by the Director of Purchasing for a reasonable time not to exceed thirty days.  The Director of Purchasing shall notify the protester in writing that the time for the issuance of a decision has been extended and the date by which a decision will be issued.

5.3
Remedies

If the Director of Purchasing sustains the protest in whole or in part and determines that a solicitation, proposed contract award, or contract award does not comply with District policies or procedures, the Director of Purchasing shall implement an appropriate remedy.


In determining an appropriate remedy, the Director of Purchasing shall consider all the circumstances surrounding the procurement or the proposed procurement, including, but not limited to, the seriousness of the procurement deficiency, the degree of prejudice to other interested parties or to the integrity of the procurement system, the good faith of the parties, the extent of performance, cost to the government, the urgency of the procurement, and the impact of relief on the district’s mission.


An appropriate remedy may include one or more of the following:


Decline to exercise an option to renew under the contract; terminate the contract; reissue the solicitation; issue a new solicitation; award a contract consistent with this District’s policies and procedures; reject all bids or proposals without further actions; or such other relief as determined necessary to ensure compliance with this District’s policies or procedures.

5.4
Appeals

Appeals are to be filed with the Director of Purchasing within 5 days of the receipt of the decision.  The notice of appeal shall contain:


The information from the original protest letter, a copy of the decision of the Director of Purchasing, and the basis for the appeal.


The Director of Purchasing shall immediately give written notice of the pending appeal to the successful contractor if award has been made or, if no award has been made, to interested parties.  Any party so notified shall, upon request, be furnished with a copy of the notice of appeal filed in the matter.  


The Director of Purchasing shall notify the Governing Board or its designee of the appeal.  Any hearing or appeal shall be conducted by the Governing Board or its designee as hearing officer.  A written decision will be made within 14 days after the appeal has been filed.


The time limit for a decision may be extended by the hearing officer for a reasonable time not to exceed thirty days.  The hearing officer shall notify the protester in writing that the time for the issuance of a decision has been extended and the date by which a decision will be issued.

5.4.1
Stay of Procurement During Appeal

If an appeal is filed before an award of contract and the award of the contract was stayed by the Director of Purchasing, the filing of an appeal shall automatically continue the stay unless the hearing officer conducting the appeal makes a written determination that the award of the contract without delay is necessary to protect the substantial interest of the District.

5.4.2
Dismissal Before Hearing

The hearing officer conducting the appeal shall dismiss, upon a written determination, an appeal before scheduling of hearing if the appeal does not state a valid basis for protest; or the appeal is untimely.

5.5
Remedies

If the hearing officer sustains the protest in whole or in part and determines that a solicitation, proposed contract award, or contract award does not comply with District policies or procedures, the hearing officer shall implement an appropriate remedy.  Remedies shall follow those outlined in section 5.3.

6.
RECEIVING INFORMATION

6.1
Invoices


The College will only pay vendors after the receipt of the goods or services and the receipt of an invoice.  All invoices received should be forwarded immediately to the Accounts Payable Department.  

6.2
Changes or Cancellations

If an order must be changed, notify the Purchasing Department, justifying the need to cancel and/or reorder.  (Orders involving custom work or unique specifications may require authorization from the vendor.)


Any purchase order that has been signed and delivered constitutes a contract between the District and the vendor.  It may not be broken arbitrarily by either party.  One acceptable reason for cancellation is unreasonable lapse of time between order and delivery.

6.3
Delivery

Shipments are ordinarily delivered to Central Receiving.  A copy of the packing/delivery slip will be sent to the requisitioning unit.


If delivery is made directly to the requisitioning unit, the merchandise must be inspected for damage or problems and reported to the mail room/receiving clerk.  The packing/delivery slip must be signed, dated, and forwarded immediately to the mail room/receiving clerk.  

6.4
Incorrect/Damaged Shipments


If a requisitioning unit is in receipt of a shipment that is incorrect or damaged, it must immediately notify the Purchasing Department, followed by a written confirmation memorandum listing the following:  purchase order number, vendor name, the problem with the shipment.


The Purchasing Department will contact, or may authorize the user to contact, the vendor and request a return authorization for the return and/or exchange of the incorrect materials.  Use the returned merchandise form (Appendix B-4) to facilitate this process.


DEPARTMENTS ARE NOT TO RETURN SHIPMENTS TO VENDORS without first notifying the Purchasing Department to insure that all credits due are obtained.


If a shipment is returned to a vendor without proper authorization, it is likely that the vendor will not know the reason for the return and may refuse to accept the shipment.


There may be a restocking charge assessed to the department when items ordered in error are returned.  When return authorization is received, the Purchasing Department will advise the requisitioning unit of any restocking charge.

6.5
Duplicate Shipments

Duplicate shipments are handled in the same basic manner as are incorrect shipments.


The Purchasing Department must be notified immediately if a duplicate shipment is received.  This will avoid the possibility of making a duplicate payment.  The Purchasing Department will then ensure that the duplicate is returned (through the steps previously outlined) and that credit is issued to offset the duplicate charges.

6.6
Freight Damage Claims

To ensure that a freight claim can be filed on merchandise that arrived damaged:


Each item is to be unpacked and inspected as soon as it arrives.


In the event that damage is found, the Purchasing Department must be given the following information:


•
Purchase order number


•
Packing slip or invoice number


•
Date received


•
Nature and extent of damage


•
Whether or not the freight bill was marked “damaged”


•
Notation of hidden damage


The cartons and packing material must be saved for the freight inspector to examine.  This is needed to enable an inspection report to be filed.


Hidden damage must be reported within 48 hours of delivery on campus for a freight claim to be filed in a timely manner.

7.
PROPERTY CONTROL INFORMATION

7.1
Lost or Stolen Property

District personnel are under obligation to report missing furniture and equipment immediately.


Contact your Department Head or immediate supervisor and report the incident to the Campus Police and to the Property Control department.  Retain a copy of the police report and forward to the Vice President of your department.


If the item lost or stolen needs to be replaced and funding is available, submit a Requisition for replacement and attach to the Disposition of Property form (Appendix B-5) before forwarding to the Vice President.

7.2
Unserviceable Items

Plant assets that are worn-out, obsolete or damaged beyond repair, including computer software that has become obsolete, should be reported to the Property Control Department.  The asset should also be physically transferred to the custody of Property Control for appropriate disposal with the completed disposition of property form (Appendix B-5).

7.3
Destroyed Items

If a plant asset is vandalized, cannibalized or accidentally destroyed, the Property Control Department should be promptly notified.  Vandalism should be reported promptly to the Campus Police.  If the asset is cannibalized, the inventory tag number should be removed from the asset and returned to the Property Control Department with the completed disposition of property form (Appendix B-5).

7.4
Surplus Items


surplus assets will be disposed of by public sale.

7.5
Transfers


The Property Control Department should be notified on a Disposition of Property form (Appendix B-5) whenever an asset is transferred from one location to another.

8.
PURCHASING SUMMARY
Before a requisition is generated, the funds needed must be available.  If a transfer of funds is needed, follow procedure 2.5 above.

If the item(s) total on the requisition is $5,000 or more, three quotes need to be obtained (solicited by the Purchasing Department or its designee).  If the item(s) total is $15,000 or more, sealed bids need to be obtained.  If the item(s) total is $50,000 or more, the District Governing Board must approve the purchase.  Purchases are not to be artificially separated to avoid the quote or bid process.

The requisition must be approved by the appropriate Division Chair, Director, Associate Dean, Dean, Vice President or President.

A requisition must be completed and a purchase order issued before the purchase can be made.  Any purchases made before proper authorization is received may become the responsibility of the buyer.

All invoices are to be submitted to the Accounts Payable Department immediately.  The person receiving the items must sign the invoice as proof that the item was received and authorizing the Accounts Payable Department to pay the invoice.

WHOM TO CONTACT

Director of Purchasing, 314-9515
Mail Room Clerk/Receiving, 344-7511

Purchasing Specialist, 314-9518
Accounts Payable Department, 344-7513

Purchasing/Property Control, 314-9517

CODE OF ETHICS
Because purchasing personnel constantly operate under pressure from conflicting sources, they must have a highly developed sense of professional ethics to resist those pressures and to serve their institutions in an honorable way.  To strengthen ethical awareness and to provide guidelines for its staff, the AWC Purchasing Department has implemented the following Code of Ethics as established by the National Association of Educational Buyers (NAEB):

1.
Give first consideration to the objectives and policies of my institution.

2.
Strive to obtain the maximum value for each dollar of expenditure.

3.
Decline personal gifts or gratuities.

4.
Grant all competitive suppliers equal consideration insofar as state or federal statute and institutional policy permit.

5.
Conduct business with potential and current suppliers in an atmosphere of good faith, devoid of intentional misrepresentation.

6.
Demand honesty in sales representation whether offered through the medium of a verbal or written statement, an advertisement, or a sample of the product.

7.
Receive consent of originator of proprietary ideas and designs before using them for competitive purchasing purposes.

8.
Make every reasonable effort to negotiate an equitable and mutually agreeable settlement of any controversy with a supplier, and/or be willing to submit any major controversies to arbitration or other third party for review, insofar as the established policies of my institution permit.

9.
Accord a prompt and courteous reception insofar as conditions permit to all who call on legitimate business missions.

10.
Cooperate with trade, industrial and professional associations, and with governmental and private agencies for the purpose of promoting and developing sound business methods.

11.
Foster fair, ethical and legal trade practices.

FORMS


1.
Professional Services Claim 

2.
hazmat purchase request

3.
request/justification for Sole Source purchase 


4.
Returned Merchandise form


5.
Disposition of Property

arizona western college

professional services claim

	NAME: 

	DATE: 


	
	

	ADDRESS: 


	office use only:

	
	b/code  


	


	po no.  


	
	

	DATE(S) OF SERVICE: 

	


For purposes of reporting to IRS, Arizona Western College is required to have on file a certification that you have given us your correct TIN (Tax Identification Number), either SS# or employer identification #, that you are not subject to backup withholding and, for the purpose of filing 1099’s,

whether you are in an exempt category.  

TIN: ______________________________________
Exempt:
Yes
No

If exempt - category: 


Description of Service: 


 

For the amount of: $ 

Other Expenses:*

Travel 
$ 

Lodging 
$ 

Meals 
$ 

Other Expenses 
$ 


Total Claimed 
$ 

I have completed the services described above and the total amount is due and payable.  I also certify that i am/am not (circle one) subject to backup withholding and I have provided Arizona Western College with my correct TIN.

Signature (claimant)
Date

	approval

The claimant has satisfactorily completed the services described above.

Name (AWC Employee)
Signature
Date


*Attach receipts for lodging and travel if travel was by common carrier.  If travel was by private vehicle, show exact number of miles travelled.  Receipts for meals are not required.  

arizona western college
Hazmat Purchase request

Hazardous Material Purchasing Procedures:

Only one potentially hazardous material per form.

Employees must complete this form and have it reviewed and approved by the Director of Risk Management before the preparation of a requisition to purchase any potentially hazardous material, whether new or substitute, that has a Material Safety Data Sheet (MSDS).  (Most companies can fax an MSDS upon request or they have them available on their web sites.)  The completed form, along with the MSDS, must be forwarded to the Director of Risk Management who will identify any special storage or personal protective equipment needs prior to ordering, thus precluding any OSHA or EPA violations.  

Unused portions of Salesmen’s samples of potentially hazardous materials that you won’t be purchasing must be given back to the salesperson.  

If you plan to purchase the material, the sample and an MSDS should be attached to the completed form and given to the Director of Risk Management for review and approval as stated above.  

Employee Requesting Material: 

Division/Department: 

Phone: 

MSDS Attached: 

Requirements for PPE, handling and storage: 

Intended Use: 

Quantity being Purchased: 

Reviewed by Director of Risk Management/Date: 

Approval/Comments: 

After approval, the form will be sent back to the originator who will then process an electronic requisition, write the requisition number on the approved form and forward it to the Purchasing Department for processing.

Date request due back to initiator: 

Requisition No. 


arizona western college

requEst/justification for sole source purchase
Requestor Name: 

Date: 

Department: 

Phone: 

Suggested Vendor: 

Req. #: 

Item/Service to be Purchased: 

Reason for Requesting Sole Source (check all that apply):
(
Item must match existing equipment because: 

(
Item is repair part for existing equipment  OR  ( item is to be attached to existing equipment


Name of existing equipment: 

(
Technical characteristics of requested item are essential to our needs because:

(
Other manufacturers of this type of product do not meet our minimum requirements.  Cost is not part of the criteria for minimum requirements:

Manufacturer’s name: 

Reason: 

Manufacturer’s name: 

Reason: 

Manufacturer’s name: 

Reason: 

(
No other manufacturer of this type of product exists

(
Other:


Requestor
Date

Vice President
Date

Vice President for Business
Date

and Administrative Services

arizona western college

returned merchandise form
PO#: 

Vendor: 

Phone: 

Dept: 

Dept. Contact: 

Ext. No: 

1.
Call the Vendor and record the date, time and contact person:


Date: 

Time: 

Vendor Contact: 

2.
Inform Vendor that you are returning the defective or incorrect item and either:


a.
You want the correct item as it reads on the purchase order


b.
You want a substitute or different item


c.
You want to return the item without substitution

3.
If the item was defective or shipped in error, get a call tag so that Vendor pays shipping costs.

4.
Request a Return Merchandise Authorization (RMA) Number from the Vendor and the name and address to ship back the defective/incorrect item:


RMA#: 


Name: 


Address: 


City, State, Zip 

5.
If the item was ordered incorrectly by the College and is being returned 30 days after receipt, the Vendor will probably charge a restocking fee and invoice the charge.

restocking fee: $ 

6.
If the Vendor is sending you a substitute or a different item, get a detailed description and price of the new item and send in writing to Purchasing.

Price: $

Description and Part #: 

7.
If the item has a property tag on it, remove the tag and send the tag to the Property Control Dept. along with a copy of this form.

8.
Pack the item for shipping and tape a copy of this filled out form to the outside of the box.

arizona western college
Disposition of Property

Complete Account No. 

Date 

Division or Department Using Property 

Description of Property 

AWC Property Tag Number 

Serial Number 

Original Purchase Order Number 

Price $

Acquisition Date 

Location of Property 


(Bldg. & Room)

Disposal:
Auction 

Transfer To 


(Person or Div/Dept)

Reason for Disposal: 


Signature of Person Requesting Disposal

Signature of Division Chairman/Director
Vice President

Property Disposal Recommendation

Recommendation for Disposal of Property 


Signature of Director of Purchasing
Date

