

General Purchasing Guidelines

Metropolitan Community College (MCC) has five colleges and 10 separate locations in the metropolitan Kansas City area.

Tax Exempt - As an educational institution, all purchases made by MCC are tax exempt. If you require a tax-exempt certificate, contact the Purchasing Department (816-604-1100) and one will be faxed, emailed or mailed to you.   

References - If your credit department requires business references, contact the Purchasing Department (816-604-1100) to obtain a list of references.

Purchases under $1,000 - Individual departments use their own discretion as to which vendor they will use for a purchase.

Purchases from $1,000 - $9,999 - At least three quotes are required for purchases that fall within

these parameters. These quotes may be obtained by fax or email. 

Purchases of $10,000 and Over - Formal bids must be obtained for these purchases and the Board of Trustees must approve them at their regularly scheduled monthly meeting. These purchases can take from six to eight weeks to complete.

Formal Bids - Current bid opportunities are listed on our website at www.mcckc.edu/purchasing. Bid opportunities are published in several local publications including The Pulse, Kansas City Star, The Call and Dos Mundos. Copies of these bid requests are also sent to MidAmerica Minority Business Development Council, Black Economic Union, Black Chamber of Commerce, Hispanic Chamber of Commerce and the US Small Business Administration.
An attempt is also made to send bid requests to vendors who have bid on similar projects in the past,
as well as those who have expressed an interest in bidding on such projects. Vendors interested in a particular bid request should contact the Purchasing Department at 816-604-1100 to obtain a copy of the bid. Vendors are required to complete a vendor application and Form W-9 in order to do business with MCC. The vendor application may be obtained at http://mcckc.edu/purchasing. Select Information for Vendors, then select Vendor Application Form in Word. Form W-9 may be obtained at http://www.irs.gov/pub/irs-pdf/fw9.pdf  or http://mcckc.edu/purchasing. Select Information for Vendors then select Link to W-9.
Bid requests are open for at least two weeks. A specific date and time is set for the bid opening. All bid proposals are to be submitted in writing and sealed in an envelope or other appropriate package with the bid number, description, date and time of the opening on the outside of the package. All bids must be at the appropriate location PRIOR TO the opening time. Any bid proposal arriving late will be returned to the sender unopened.

All bid openings are open to the public. Interested parties need to be at the appropriate location in advance of the opening time. Recaps of bid openings can be obtained by sending a request to the Director of Purchasing by mail, email (purchasing.info@mcckc.edu) or fax (816-759-1221).

Criteria for Award – An award will be made to the vendor submitting the lowest bid that meets the specifications of the bid request. A 5% preference is granted to all firms, corporations or individuals doing business as a Missouri firm, corporation or individual provided the additional cost to the District does not exceed $500. 
Purchase Orders – Metropolitan Community College requires purchases to be made with a purchase order. All invoices must reference the appropriate purchase order number.

The purchase order will contain two specific addresses:

1) Ship To Address – One of our 10 locations
2) Bill To Address – Metropolitan Community College, Purchasing Department, 3200 Broadway, Kansas City, MO  64111

It is recommended that the contact person’s name and the purchase order number appear on the shipping label of all packages.

Invoices – All invoices should be sent to the Purchasing Department. Terms are net 30.
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