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A.
Board Policy


Competitive Bidding


Normally competitive quotes or bids will be solicited for the purchase of supplies and equipment costing in excess of $1,000. In lieu of requesting bids, the Chancellor may elect to utilize various state, local and other purchasing agreements or authorize the direct purchase of sole source items when it is in the best interest of Metropolitan Community College (MCC). When bids are taken, the following process will be followed.

a.
Purchases between $1,000 and $9,999 - At least three informal quotes must be obtained either by email or fax, in accordance with district purchasing procedures.


b.
Purchases in excess of $9,999 - Formal sealed bids must be solicited through public advertisement and approved by the Board of Trustees.




The Chancellor is authorized to make emergency purchases in excess of $9,999 and shall report such purchases to the Board of Trustees.




Contracts will normally be awarded to the vendor submitting the lowest bid that meets all requirements of the specifications. However, MCC has the right to reject any and all bids. In addition, a five percent (5%) preference shall be granted to all firms, corporations or individuals doing business as Missouri companies provided the additional cost to MCC does not exceed $500.




Reference: Board Policy 4.15010 


Conflict of Interest

All employees of MCC must comply with state and local statutes regarding conflict of interest. MCC shall not enter into any contract for the purchase of goods or services when an employee or any member of their immediate family has a financial interest.


Gifts & Gratuities

No district employee may accept personal gifts or gratuities (except those of nominal advertising value) from any current or potential supplier.

B.
Responsibilities

Purchasing Department

a.
Procure goods and services district-wide

b.
Secure competitive bids to obtain maximum value from the expenditure of district funds

c.
Award purchases to insure proper and fair treatment of all suppliers

d.
Follow-up to resolve shortages and damage claims; intervene to correct mistakes in shipping or invoicing


Employees


a.
Cancellation or Modification of Purchase Orders


Requests for cancellation or modification of purchase orders, including an increase or decrease in the dollar amount of the order, must be communicated to Purchasing with the purchase order number and supplier’s name. Purchasing will officially notify the vendor of any change.


b.
Prompt Inspection of Items

Inspect and test items immediately to insure that the correct quantity and quality of goods has been received. The employee receiving the merchandise is responsible for unpacking and inspecting shipments promptly and carefully.


c.
Mistakes in Shipping or Invoicing

Mistakes in shipping or invoicing should be reported promptly to the vendor and to Purchasing. Have your purchase order number available when talking with the vendor.

d.
Damages or Shortages in Shipping

Any damages or shortages should be reported to the vendor and to Purchasing immediately with the purchase order number and the extent of damage or shortage.


In the case of damaged merchandise, it is extremely important that all containers, packaging materials and wrappers be retained for inspection by the carrier. Failure to keep this material could result in denial of a claim.


e.
Return of Supplies or Equipment


Returns for adjustment or credit should be reported to Purchasing.



When an item has been approved by a vendor for repair or return, the following information should be kept as documentation of the return.


1.
Brief description of the items - including purchase order number



2.
Reason for return or repair (i.e., incorrect item, damaged)


3.
Approximate value of the item and amount, if any, for which it was insured



4.
Complete shipping address



5.
Method of shipment


f.
Invoice Approval


Invoices are normally sent by suppliers to Purchasing. Do not request that invoices be sent to your department. If you do receive an invoice, forward it immediately to Purchasing. Do not use a check request to pay an invoice covered by a purchase order. 



Employees who are away for an extended length of time should arrange for a designee to receive, unpack and inspect merchandise and approve invoices.

C.
How to Make a Purchase


Planning Ahead for Purchases

Planning ahead for material and service needs cannot be overemphasized. The time required to issue, order and secure delivery depends on the supplier's ability to produce, secure and/or deliver the material or services promptly. In addition, if the dollar amount exceeds $9,999 sufficient time is needed to allow for formal competitive bidding and Board approval. The lead time is approximately six to eight weeks between the Board meeting date and the requisition deadline date. This amount of time is needed to satisfy bidding, advertising and Board packet distribution requirements. This is especially crucial at year end. 


Detailed Steps

A purchase requisition must be completed and signed by the appropriate individuals. It is not necessary to complete a separate requisition for each item desired; similar items should be grouped on the same requisition to simplify handling. It is not permissible to divide requisitions in order to avoid the dollar value requirements for competitive bidding. (The purchase requisition can be found by clicking on “Online Forms” at http://mcckc.edu/purchasing. 

Avoid delays by providing the following information on your purchase requisition.

1.
Campus Location/Ship to Location


2.
Department


3.
Date Required - not ASAP, Rush, etc.


4.
Description - Enter the description or specifications of the item(s) desired. The description should be detailed and include the following, where appropriate: color, size or dimensions, model or style, brand name and any other identifying quality.


5.
Quantity


6.
Recommended Vendor(s) - if known


7.
Price

8.
Freight Cost

9.
Budget Code


10.
Approval Signatures


Requisitions should be typed for clarity. Be sure all requisition information is legible and clearly specified.  Include the originator's name to ensure correct and timely delivery.


Purchases with Personal Funds

Employees may purchase items for district use with personal funds to be reimbursed on a check request.  Request a copy of our tax exempt letter to insure that sales tax is not charged.  Submit a check request, in your name, to Accounting, along with the original sales receipt showing the amount you paid for the purchase. Employees are not permitted to enter into contracts on behalf of MCC.  Employees may incur personal liability by entering into such contracts or agreements.


Special Circumstances

a.
Purchases Requiring Prepayment



Occasionally it may be necessary to make advance payment for requested items. When prepayment is required, prepare a purchase requisition (print or type “Prepayment Required” on the requisition) and forward it to the Purchasing Department with documentation indicating the prepayment requirement.

b.
Emergency Purchases


Failure to anticipate a need is not, in itself, considered a bona fide emergency. Emergency purchases are those which are required for continuity of operations or protection of the health and welfare of personnel. Also considered emergency purchases are repairs to equipment or property involving hidden damages or repairs which are needed to minimize or prevent further damage.



Confirming purchase orders may be authorized if there is adequate justification. To initiate a confirming purchase order, submit a requisition by fax (759-1221) that includes all order information, emergency circumstances, the anticipated cost and the correct and complete budget code to be charged. If approved, you will be called back with a purchase order number.


c.
Purchase Requisition between $1,000 - $9,999


Employees can speed up the purchasing process by obtaining competitive quotes from three vendors. Attach these quotes to the purchase requisition. If you need help finding possible suppliers, contact Z Colville (604-1115), Bea Westhues (604-1353) or Dina Murga (604-1441). Be certain to request the vendor to include any shipping or handling costs in the quote. 


d.
Request for Sole Source Items


When an item must be compatible with existing equipment, such as new furniture to match existing furniture, certain repair parts, or when only one supplier exists for the product, a justification outlining these or other special circumstances must be submitted with the requisition for consideration of a sole source purchase. Sole source documentation requirements may be found on the Purchasing Department website by clicking on “Sole Source Purchase Requirements”.
D.
Supplier Selection & Procurement Techniques

Supplier Selection

Suppliers are selected for their ability to serve district-wide needs in the most efficient and economical manner possible. Vendors are invited to request their addition to MCC’s list of vendors. Employees are encouraged to recommend vendors, especially minority vendors.


Substitution of Suggested Vendor

Purchasing may suggest additional sources to take advantage of special circumstances, such as an existing cooperative or state contract, or the opportunity to seek competitive pricing.


Consolidation of Purchases


Purchases of similar items will be consolidated whenever possible, in order to gain maximum quantity discounts, and to obtain the best supplier service.


Inquiry Pricing

Employees, for their own information, may wish to secure "inquiry pricing" information on items they are considering for purchase. It should be understood, however, that "inquiry pricing" information, regardless of the source, may not be acceptable to Purchasing for actual use at the time of purchase.

Factors in Selection of Major Equipment

Prior to submitting a requisition for the purchase of equipment, the requisitioner is responsible for ascertaining whether power or other utility or space requirements are available. These should be referred to on the requisition. Space requirements and floor loading should be checked where applicable. Contact Facility Services for clarification.


Expediting Orders

As a general rule, responsibility for procurement rests with Purchasing.


A purchase order is a legal contractual agreement. It is imperative that Purchasing be notified when any vendor follow-up is required so as not to violate or change this agreement. Reasons for follow-up might include:


- Incomplete or incorrect shipments


- Damages to shipments


- Price changes


- Changes to order

E.
Cooperative Purchasing Agreements


When goods and services can be purchased under a cooperative purchasing agreement, bidding may not be required. Some cooperative agreements that MCC may utilize are:


1.
State of Missouri



http://www.oa.mo.gov/purch/contracts/index.htm

2.
E & I Cooperative



http://www.eandi.org

3.
National IPA


http://www.nationalipa.org

4.
US Communities



http://www.uscommunities.org
F.
Purchasing Department Contacts

*Requisition/Purchase Order Status



Helen Jones 604-1113

*General Purchasing Questions



Dorothy Miller 604-1258



Z Colville 604-1115


*Vendor Invoice/Payment Questions



Helen Jones 604-1113

* Bid Result Questions



Bea Westhues 604-1353


Dina Murga 604-1441

* Fax Quote Questions


Bea Westhues 604-1353


Dina Murga 604-1441

* Status of Order



Helen Jones 604-1113


* Changes/Cancellations to Purchase Orders


Z Colville 604-1115


* Office Supply/Toner Cartridge Questions


Dina Murga 604-1441



Bea Westhues 604-1353

* Supplier Diversity/MBE/WBE Vendor Questions


Chris Kelly 604-1106
G.
Invoice Payment Procedures


Many times a company sends an invoice directly to a campus location rather than to the Administrative Center. If you receive an invoice in the mail and a purchase order number is referenced on the invoice, please forward it directly to Purchasing.


NOTE: DO NOT PAY AN INVOICE WITH A CHECK REQUEST WHEN THE INVOICE RELATES TO AN ITEM THAT WAS ON A PURCHASE ORDER.

Invoice Verification Procedures


a.
Invoices Under $1,000


Purchasing will forward a copy of the invoice to the requisitioner requesting that Purchasing be notified within 10 days if the payment should not be processed. If no notification is received, the payment will be processed. It is important that the requisitioner review these invoices for accuracy upon receipt.


b.
Invoices Over $1,000


Purchasing will forward a copy of the invoice to the requisitioner requesting signed approval for payment and return to Purchasing. Once Purchasing receives the signed copy, the invoice will be processed for payment. It is important that invoices be returned with approval signatures on a timely basis to insure that suppliers are paid promptly.

H.
Campus Receiving


Any size order can be received at the following locations.

1.
Blue River - Independence


2.
Longview


3.
Maple Woods


4.
Penn Valley


5.
Business & Technology


6.
Penn Valley - Pioneer


For all other locations, the weight and size of the items will determine delivery location. Requisitioners should be aware of the following limitations when completing the "ship to" information on the purchase requisition.


Administrative Center can receive UPS and mail deliveries. Large items must be delivered to Penn Valley.


Broadway Plaza can receive UPS and mail deliveries. Large items must be delivered to Penn Valley.

I.
Damaged Shipments


a.
Apparent Damage or Shortage



If damage is apparent (boxes crushed or broken or holes in carton) at the time of delivery, the receiving clerk and the driver should open cartons at the receiving dock and the driver should note on the bill of lading any damage or shortage. Employee should accept shipment only after damage or shortage is noted. The employee should contact the vendor immediately regarding the damage or shortage. 


b.
Hidden Damage



If the damage is not apparent at the time of delivery, the carrier must be notified within 10 days after receiving so it can arrange for an inspection report. After receiving a copy of the inspection report, a claim must be filed with the carrier. It is extremely important that all containers, packaging, materials, wrappers, etc. be retained for the carrier's inspection. Failure to keep this material will void any chance of proving a claim.


Immediately notify the vendor if your shipment contains items that are damaged or if you are missing items that were ordered.

J.
Purchase Order Copies


A copy of each purchase order is always sent to the requisitioner and to the Receiving Department on each campus. Contact Purchasing to inquire about the status of any outstanding requisitions.

K.
Vendor Performance Issues


If you have a problem with a vendor's performance, contact Purchasing. If continued problems exist with a vendor, the problems need to be documented. If significant difficulties persist, the vendor may be removed from MCC’s vendor list.

L.
Purchase of Fixed Assets


Any item over $5,000 with a useful life of more than three years is considered a fixed asset (computers, furniture, cabinets, projectors, etc).  The account code to be used for fixed assets is 520301. The requisitioner will receive an inventory form by email. Inventory tags will be sent through intercampus mail. The inventory tags should be affixed to the items upon arrival. In addition, the inventory form should be completed with the required information and returned to Greg Kearney in the Accounting Department at the Administrative Center. Any questions regarding fixed assets should be directed to Greg (604-1409).
M.
Salvage/Surplus Property


When equipment is no longer needed by any department of MCC, a salvage request form should be completed. This form is located on InfoExchange under Business Procedures - Equipment Salvage - Salvage Request Form. 
N.
Reporting & Replacing Stolen Equipment


An incident report must be completed with MCC Police/Public Safety to document any stolen equipment and forwarded to designated persons. When an incident report is received by the risk & compliance manager, the person filing the report is contacted to determine if the equipment will be replaced. If so, a copy of the original equipment invoice along with a copy of a price quote for the replacement equipment, to determine if the cost meets the insurance deductible, should be sent to the risk & compliance manager. If the amount is more than the deductible (currently $500) the replacement equipment can then be ordered by the department with a purchase order. A copy of the approved purchase order should be sent to the risk & compliance manager along with the invoice for the replacement equipment when it is received.  When all document copies are received (original equipment invoice, price quote, approved purchase order and invoice for replacement equipment) the insurance claim can be filed and finalized. When the claim check, less the deductible, is received it is deposited into the correct account as indicated on the purchase order.
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