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INTRODUCTION

This section is intended to provide you with the generd rules needed to prepare a
purchase requisition. It gpplies to the acquisition of al equipment, materids, supplies,
printing, and services, through outright purchase, rentd, lease, or lease- purchase.

All community colleges are required by Generd Statute 115D-58.5 to purchase dl
supplies, equipment and materials by contracts made by or with the gpprova of the
Divison of Purchase and Contract (P& C) of the Department of Adminigtration.

The Stat€' s purchasing program is based on sound competitive purchasing procedures.
Theimportance of seeking competition exigts at al levels of expenditure. Fostering
compstition is an attitude more than a procedure. It isreflected in the way specifications
are written, in searching for new sources of supply, in attempting to make procurement
documents smple and inviting, and in everyday courteousness shown to prospective
suppliers and contractors. Where comptition is not sought, or obtained, the reason must
be valid and documented.

Price is not the only consideration in seeking competition. Other factorsinclude: terms
and conditions, delivery schedules, lead times, types and degrees of service required,
ingpection and testing procedures, transportation and ddlivery codts, warranties and
guarantees required, etc.

Priceisonly one factor considered
In seeking competition.
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DEFINITIONS

AGENT: A person who, by express or implied agreement, is authorized to act for the
ingtitution in business dedings with athird party.

AGREEMENT: (“mesting of the minds’) resulting from an offer and an acceptance.

BUYER: Authorized agent of the indtitution to buy, purchase or enter into contract with
asupplier.

COMMODITIES: Any like group of equipment, materids, or supplies.

COMPETITION: Thefair and open solicitation of offers from more than one source; the
receipt of offers from more than one qudified source.

EMERGENCY: A dgtuation which endangers lives, property, or the continuation of a
vitd program and which can be rectified only by immediate on-the-spot purchase (or
renta) of equpment, supplies, materids, printing, or contractua services.

EQUIPMENT: An item that represents an investment of money that can be capitalized.
The “gand-done’ item retains its origina shape and gppearance with use and does not
lose itsidentity through the incorporation into a different or more complex unit or
substance.

The State categorizes a piece of equipment as being one single item totaling over
$1000 per item, all in-cost, which includes purchased price, applicabletax and
shipping charges.

GTCC separates equipment into 2 categories:
1. Mgor Equipment = over $1000 for each individua item
2. Minor Equipment or Supplies = under $1000 for each individud item

INVITATION FOR BID (IFB): The forma advertised written solicitation document used
by the Divison of Purchase and Contract for seeking competition and obtaining offers.

LEASE: A contract conveying use of acommodity for adesgnated period of timein
return for established periodic payments.

LEASE-PURCHASE: (Conditiona Sales Contract) A contract in which the established
periodic payments are goplied to fulfill the payment obligations for ownership of the
commodity.

NEGOTIATION: The act of making a purchase, lease, lease-purchase, or rental
agreement, by an authorized agent of the ingtitution under the following conditions
When al offers have been reected,
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When the use of the standard solicitation document is not appropriate,
Where thereis asole source,
When an emergency or pressing need arises.

OFFER: Theterm may refer to a proposal, quote, or bid submitted in responseto a
Request for Proposal, Request for Quotation, Invitation for Bid, or Negotiation.

OPEN MARKET CONTRACT: A contract for the purchase of acommodity or
contractual service not covered by aterm contract.

PRESSING NEED: A need arising from unforeseen causes including, but not limited to,
delay by contractors, delay in transportation, breakdown in machinery, or unanticipated
volume of work, and which can be rectified only by immediate on-the-spot purchase (or
rental) of equipment, supplies, materias, printing, or contractual services.

PURCHASE: The act of acquiring aneeded item or service by an authorized agent of the
ingtitution. The acceptance of an offer to sAll, lease, lease-purchase, or rent. Anitem or
contractua service acquired as aresult of avaid agreement between an authorized agent
of theinditution and asdler.

RENTAL: A contract for the right to use acommodity for aperiod of time, usudly with
payments made a intervas over the period of use, and normaly providing for short
notice of cancellation.

REQUEST FOR PROPOSALS: An dternate acquisition method to the IFB. Customary
to use for quotations for services.

REQUEST FOR QUOTE: An informationd written procurement document used for
seeking competition and obtaining offers.

SOLE SOURCE: When an item or service is available from only one source,

STATEWIDE TERM CONTRACT: A term contract handled by the Division of Purchase
and Contract for dl agencies and indtitutions of the state, unless exempted by Statute,
rule, or specid terms and conditions specific to the contract.

TERM CONTRACT: A contract generdly intended to cover dl normd requirements for
the commodity or contractua service, for a specified period of time, based on estimated
quantities only. Sometimes referred to as “ contract”, “requirements contract”, or
“indefinite quantity contract”.
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ACRONYMSAND ABBREVIATIONS

ASAP As soon as possible

ARO After arriva of order

BOM Bill of Materid

EOQ Economic Order Quantity
HUB Higtoricaly Underutilized Business
|FB Invitation for Bid

P&C Purchase and Contract Divison
QPL Qudified Products List

RFQ Request for Quote

RFP Request for Proposals

SC State Contract

SOW Statement of Work

SPO State Purchasing Officer

U/M Unit of Measure
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PURCHASING BEHAVIOR

Ethica practices are amgor concern in the relm of public purchasing. While laws and
rules mesh to provide a mechanism for public purchasing, only people can make it work.
Impediments to the process must be detected early and safeguards provided at dl levels.

ETHICS

All public, purchasing personne shal be entirdy cognizant of the necessity of ethical
behavior.

Everyone involved in the purchasing processis held accountable to the following
principles and standards of purchasing practice:

1. The purchasng power of the State shal not be used for private advantage
or gain 2. Employees or other individuals will not process orders for articles for
ownership.

2. Avoid the intent and gppearance of unethica or compromising practicein
relationships, actions and communications.

3. Refrain from any private business or professond activity that would cregte a conflict
between persond interests and the interests of the indtitution.

1 «Eyveryone” involved in the purchasing process applies to every person who engages with a supplier at
any level, for any reason. Thisincludes, but isnot limited to: requests for products information, inquiries
into pricing, design, repairs, replacements, quote information or generating arequisition for purchase.

2 «private advantage or gain” refersto using the association of the State or GTCC to receive products,
favors, services, or discountsfor personal use. Packagesreceived on the GTCC receiving dock should
never be addressed to an individual first, GTCC second. Any package received addressed in this
manner is subject to inspection. Anyone found in violation of thisgeneral statute is subject toimmediate
dismissal.
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4. Refrain from soliciting or accepting money, loans, credits or prgjudicia discounts and
the acceptance of gifts, entertainment, favors, or services from present or potentia
suppliers which might influence, or appear to influence purchasing decisons.

5. Do not discuss with suppliers: cost information, bid information or trade secrets.
Handle dl information of a confidentid or proprietary nature with due care and
proper consderation of ethica and legd ramifications and governmenta regulations.

INTEGRITY

Fairness and impartidity in al phases of the process are an essentid ingredient in public
purchasing. Integrity is manifested through fairness, openness, honesty, objectivity, and
impartidity.

Similar to other service organizations, the purchesing department’ s judtification isthe
qudity of the serviceit renders. The purchasing process cannot be both effective and
sdf-serving; the two are incompatible. Fairnessis required in expending public funds.
No matter how strongly a user may prefer a particular product or service to others,
equivalent products and services must be given every reasonable consideration.

RESPONSIBILITY
According to statute, if any ingtitution contractsfor the purchase or lease of any
commodities, printing or services contrary to statutes or rules, such

contract/purchase shall be void and of no effect.

If any unauthorized agent of an indtitution contracts for the purchase or lease of any
commodities, etc., such contract shal be void and of no effect.

In addition, anyone making such illegd purchasesis persondly liable for the costs
incurred.
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DELEGATIONS

DELEGATIONS
Doallar Leve of Authorization

$25,000+ pur chases must bereferred to the Division of Purchase and
Contract for an Invitation for Bidsor requests for waiver by the
purchasing department.

$5,000-$25,000 pur chases require written solicitation of competition.
Thesewritten solicitations, or requestsfor quotations (RFQ), must be
generated by the purchasing department.

$2,500-$4,999 purchases requir e telephone solicitation of competition.
Theend user should generate these verbal solicitations; however,
ordersare placed by the Purchasing Department.

$2,500 or less, competition should be sought whenever possible.

PURCHASES > $25,000 (excluding tax and shipping costs FOB destination)

These purchases must be referred to the Division of Purchase and Contract (P& C) for an

Invitation for Bid or request for waiver of competition, generated by the purchase

department. P& C are authorized by Adminidrative Rule to inquire into the need for, and

thelevel of qudity of, the items and services requested.

1. IFB, Invitation for Bid

When the Division of Purchase and Contract receives the purchase requirements,
gpecifications are reviewed for completeness and accuracy. Minimum IFB cycle
timeis45 days. Thiscycdetime, depending on the completeness of specifications

or complexity of requirements, could easily be extended 6-8 months.

After bids are received complete at P& C, they are forwarded to GTCC Purchasing
for review. Depending on the commodity, the GTCC Purchasing Department will

recommend a supplier for contract awvard or contact the using department for
input.

Once GTCC recommends a supplier for contract award a written request goes
before the State Board of Award for approval.

2. Request for Waiver - Depending on the circumstances, a written request for waiver of

competition can be sent to the State Board of Award for gpprovad. It isimperative

that a strong case be drawn before such request isforwarded. The GTCC Purchasing

Department makes the final decision whether arequest for waiver is condtituted.
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PURCHASES $5,000 to $25,000 (excluding tax and shipping costs FOB dest)

This dollar purchase requires awritten Request for Quotation (RFQ). Thiswritten
solicitation must be generated by the GTCC Purchasing Department and must include
terms and conditions applicable to the requirement. Once bids are received, the GTCC
Purchasing Department reviews and anayzes the results. Depending on the commaodity,
the GTCC Purchasing Department can either submit the request for purchase or may
contact the using department for input. All transactions must be documented. This
includes arecord of dl quotes received, written and verba, and written reason for award
to other than low quote. Written reasons for waiver, emergency and pressing need
transactions shall also be made a matter of record. The find decision for
contract/purchase award rests with the GTCC Purchasing Department.

PURCHASES $2,500 to $4,999 (excluding tax and shipping costs FOB dest)

These purchases require averba quote. This verba solicitation should be generated by
the end user and should specify terms and conditions to be made part of the contract. Itis
recommended that the successful company be required to send by mail or facamile, their
quote inwriting. If the using department solicits the verba quotes, the GTCC Purchasing
Department will not process the requisition until al quotes are received, either by mail or
facamile, in writing. All transactions must be documented. This includes arecord of dl
quotes received, written and verbal, and written reason for award to other than low quote.
Written reasons for waiver, emergency and pressing need transactions shal aso be made
amatter of record. Thefind decison for contract award rests with the GTCC Purchasing
Department.

PURCHASES < $2,500 (excluding tax and shipping costs FOB dest)

Competition should be solicited wherever possible and documented on the face of the
requisition. No written quotations are required, however, dl transactions must be
documented. Written reasons for emergency or pressing need shdl aso be made a matter
of record by attaching awritten explanation. Thefina decision for contract award rests
with the GTCC Purchasing Department.

According to state law, purchaserequirements cannot be divided in
order to keep them under the established expenditure delegation
amount.

According to state law, no one may pur chase any supplies,
materials, equipment or services covered by a statewide contract
from any other sources.
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PURCHASE REQUISITION

Completed purchase requistions must include the following information:

1.

2.

3.

0.

REQUESTED BY:: the person initiating the requisition.
DATE:

SUPPLIER: must include supplier name, street address, city, state, zip, and phone
number and fax number.

CHARGE TO NUMBER: department budget code.

SHIP TO: check the appropriate box and remember to INCLUDE the name of the
person to whom the GTCC Recelving should deliver the package.

VENDOR #1, #2, #3: required on al requisitions over $2,500. If competitionis
sought by, complete this information along with quoted prices before submitting the
requistion.

QUANTITY: amount you need to have purchased.

UNIT: unit of measure (U/M) = each, box, carton, pounds, €tc.

QUANTITY w/m must equa PRICE u/m

Example
3 each @ 1.25 each
NOT
3 each @ 12.50 box

COMMODITY NUMBER: complete if known, referenced on state contracts

10. DESCRIPTION: what you are requesting to have purchased. Along with

description include: color, Size, model number, catalog number, and any other
information to describe the item requested for purchase.

If, by your description, the GTCC Purchasing Department
cannot identify WHAT you have requested or WHY , your
requisition will be returned for more information.
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4.

5.

UNIT PRICE: price per unit of measure ordered, see item #8.
TOTAL PRICE: (extended unit prices) price per unit X’ s quantity ordered.

SUBTOTAL.: totd of al extended costs of requisition

SALESTAX: applicable for all items purchased, except subscriptions and labor.

SHIPPING CHARGE: required information.

When requestl ng prices, ask about shipping charges. If shipping charges do not
apply, fill in“N/C” — no charge.

6.

APPROVALS:

All supply requisitions require Sgnature of:

Department Budget Manager
Buyer and/or Purchasing Department

All equipment requisitions require sgnature of:

Department Budget Manager

Vice President

Executive Vice Presdent or Vice President of Adminigtrative Services
Purchasing Department

Director of MIS for Technology related purchases

Without required signatures your requisition is unauthorized.
If you are submitting an unauthorized requisition AFTER the purchase, you
could be held persondly financidly liable for payment.
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SPECIAL CIRCUMSTANCES

EMERGENCY/PRESSING NEED PURCHASES

There are some instances that require making a FAST purchase — without waiting for a
requisition to make its way through the purchase order process. The State defines these
types of purchases to be Emergency Purchases or Pressing Need Purchases.

Emergency: asdtuation which endangerslives, property, or the continuetion of avital
program and which can be rectified only by immediate on+the-spot purchase (or rental) of
equipment, supplies, materids, printing, or contractua services.

Pressing Need: aneed arising from unforeseen causes including, but not limited to, deay
by contractors, delay in transportation, breakdown in machinery, or unanticipated volume
of work, and which can be rectified only by immediate onthe-spot purchase (or rental) of
equipment, supplies, materids, printing, or contractual services.

The State dlows agencies to make FAST emergency purchases if the following
procedure is followed:

1. FAST purchases have to be authorized by the GTCC Purchasing Department.
Cadl the GTCC Purchasing Department for a verba, emergency purchase
order number.

2. FAST purchases should receive prior gpprova from the department budget
manager by the requisitioned.

3. FAST purchases, after the purchase, still have to be channeled through the
requisition process.

4. FAST purchases must be documented on the face of the requisition; by the
requisitioned as to why this purchase was considered an emergency or
pressing need purchase.

5. ALL RECEIPTS, invoices, and packing dips must be attached to the
requisition.

NOTE: Anyone making a FAST purchase can be held PERSONALLY LIABLE for
the cost of said purchase. The GTCC Purchasing Department can refuse to process any
guestionable FAST request. The GTCC Purchasing Department can refuse to process for
payment any questionable follow-up requigition or payment request. The State Auditor

can refuse the use of state, county, and specid funds for FAST purchase, after-the-fact,
requiring the requisitioner to “pay back” the inditution.

See Section V-5 at http://www.doa state.nc.us'PandC/agpurman.htm for more detalls.
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SOLE SOURCE VENDORS

Definition: A sole source vendor isacompany or person who sells a product or service
that meets the unique needs of the purchaser; generdly, sole sour ce means the one and
only source for the product or service in the United States (minimum). If a manufacturer
has dealers or digtributors anywhere in the country, it is not a true sole source; having
regional, Sate, or area deders or digtributors do not condtitute sole source.

Examples: Thefollowing are examples of sole source vendors:
A new computer software company sdlls software that they developed and that
can only be purchased from them.

A piece of equipment the College has breaks down and the required parts and
repair service can only be obtained from the one loca company authorized by the
manufacturer to sdl and servicein this state/country.

Documentation: Any knowledge of or judtification for usng a"sole source” vendor must
be noted on the requisition for consideration by the Procurement Department. If technica

specifications are the judtification, note them in detail for comparison to existing products

and sources. If possible, attach the following documentation to the requisition:

sole source | etter from manufacturer
descriptive literature

photographs

diagrams

technical data, etc.

Approval: If the purchase is properly justified, approved, and within the College' s local
limit of $25,000, it can be processed without submitting to the N.C. Divison of Purchase
and Contract.

NOTE: If the purchase exceeds the local limit of $25,000, it will be forwarded to the
N.C. Divison of Purchase and Contract with al accompanying data for evaduation. If the
purchase is gpproved, the College will proceed with the order.

PROFESSIONAL SERVICE AGREEMENTS & CONTRACTED SERVICES

All Professona Service Agreements (PSA’s) and Contracted Service Agreements must
be processad through the GTCC Purchasing Department. The PSA formisto be
submitted for both professiona service and contracted service agreements. The PSA
itsdf suffices as the purchase requistion. Rather than having to process the usua
requistion and aPSA, the origind PSA with dl information, including budget code and
gpprova signature, isforwarded to the GTCC Purchasing Department where it will be
approved and a purchase order issued.
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This change in procedure is necessary to facilitate tax reporting for independent
contractors and to encumber budget alocated for contractors as soon as we are aware of
the obligation.

NOTE: All contracted service suppliers are required to provide the GTCC Purchasing
Department with proof of insurance prior to beginning work.

http://technet.gtcc.cc.nc.usinsde/for ms.htm to obtain a PSA form on+-line

Contracted Services. Generdly, terms of service contracts should not exceed a one-
year term; however, an exception to this rule occurs where a vendor must make a
ggnificant investment in equipment to perform the service. In these cases, a contract
term with an initid one-year term, with renewas up to five years may be considered.

See V-7 at http://www.doa state.nc.us'PandC/agpurman.htm to see that “rules applying to
service contracts do not apply to community colleges’. Asaresult, GTCC isresponsible
to set policy for purchase of services. The following isthe policy adopted by GTCC:

Under G.S. 115D-58.5(a) community colleges are governed by State Purchase & Contract
in the purchasing of supplies, equipment, and materids. Thereisno referencein the
Generd Statutes as to how community colleges are to acquire services. Given thislack

of statutory authority, GTCC eects to acquire services patterned after those procedures
for purchasing supplies.

CHECK TO ACCOMPANY ORDER

Some suppliers require payment prior to the shipping of product. Thisisknown asa
“check to accompany order” request. Documentation requesting prepayment should be
included on the face of the requisition.

After typing items to be purchased on the requisition, type “CHECK TO ACCOMPANY
ORDER” in capitd letters. Dropping down afew lines on the requigtion, briefly

describe why prepayment isrequired. The GTCC Purchasing Department, after
processing a purchase order, will forward the supplier a copy of the order to the GTCC
Business Office where check will be issued and mailed with the purchase order.

CHANGESTO PURCHASE ORDERS

Changes to purchase orders aready accepted by a supplier, must be requested by or made
with consent of the GTCC Purchasing Department. Most suppliers are willing to make
reasonable changes to orders without penalty to the purchaser.

A purchase order written to a supplier represents acceptance of an offer and is considered

abinding contract. Breaking the contract in order to make changes to or cancel an order
requires consent of both parties.
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Once both parties consent to the changes, a Purchase Order Change Form isissued by the
GTCC Purchasing Department describing necessary changes. Copies of the change form
are distributed to al necessary parties.

EQUIPMENT/SERVICE DEMONSTRATIONS

The GTCC Purchasing Department must be notified prior to any equipment/service
demondration. Thisisrequired for the financid protection of the department and
ingtitution. The Department head must approve equipment demongirations.

The supplier, in dl cases, is held responsible for al expensesincurred prior to, during and
after the demondgtration. GTCC will not accept any responghbility for the safety of the
supplier or the supplier’ s equipment.

GTCC isinno way obligated to purchase or lease the equipment or service after
demondtration. The department requesting or receiving the demonstration is not
authorized, either expressed or implied, to commit GTCC to purchase any equipment or
service demonstrated.

Any contract for demonstration coverage, permission/rel ease sheet, or receipt of goods
dip must be reviewed and, if deemed appropriate, sgned by the GTCC Purchasing
Department. Any purchase requistion issued as aresult of demongrationswill be held in
accordance with the norma purchasing procedures and regulations of the ingtitution and
the State.

EVALUATION OF EQUIPMENT

The GTCC Purchasing Department must be notified prior to any ingtdlation of supplier's
equipment for the purpose of evauation. Thisisrequired for the financial protection of
the department and indtitution.

If asupplier offers equipment to be ingaled for evauation, the following criteria gpplies

1. GTCCisinno way obligated to purchase or lease the equipment after
evauation.

2. The department receiving the equipment for evauation is not authorized,
either expressed or implied, to commit GTCC to purchase or lease the
equipment after evauation.

3. Equipment must be adequately identified as belonging to the supplier during
the eva uation period.

4. Any evauation contract, permission/release sheet, or receipt of goods dip
must be reviewed, and if deemed appropriate, sgned by the GTCC Purchasing
Department.

5. The supplier isresponsible for al costs incurred prior to, during, and after the
evaduation. Equipment insurance is the respongbility of the supplier. GTCC
assumes no liability for the equipment.
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6. At the end of the evaluation period, the evauating department is responsible
for crating and shipping the equipment back to the supplier. The supplier is
responsible for furnishing dl crating/packing material and return freight
charges.

7. Suppliers cannot use the name of GTCC or the evauating department of
GTCC in any advertisements or endorsements.

RETURNING PRODUCT TO SUPPLIERS

The GTCC Purchasing Department must be natified prior to returning any product to a
supplier. Permission to return must be granted by the supplier. Information required to
obtain return authorization includes, but is not limited to:

Purchase order number

Item number on the purchase order
Description of item to be returned
Quantity to be returned

Reason for return

Replacement or refund requested.

Sk whNpE
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MAINTENANCE/SERVICE CONTRACTS

Service or maintenance contracts are usudly the most economical method of
maintaining equipment

The origind manufacturer or their service agency best maintains specidized
critical equipment. It isadvisable to consder having thistype coverage.

Parts and supplies are not generdly covered by maintenance contracts,
however, the cost of labor, travel and service cdls can usudly judtify thistype
of contract.

PROCEDURE

A service/maintenance contract isinitiated by submitting a letter of request to the GTCC
Purchasing Department. Any parts and supplies not covered by the maintenance contract
require a separate confirming requisition at the time of the actual service request. Cdl

the GTCC Purchasing Department to recelve a FAST verba purchase order number
before returning any equipment, covered by a maintenance contract, for service. The PO
number can act as atracing, confirmation, verification number for your equipment.

Service is requested directly to the manufacturer or service agency by the department
requiring service.

NOTE: Copiers and typewriters are covered by a maintenance contract negotiated and
adminigtered by the GTCC Purchasing Department. Computers are not generally
covered by maintenance contracts as we have our own in-house staff trained for
computer repairs.

EQUIPMENT REPAIR ORDERS

Equipment not covered by a service/maintenance contract that needs to be sent off
campus for repair must be recorded on an Equipment Transfer Request. This procedure
applies to both mgjor (>$1000) and minor (<$1000) equipment. GTCC Equipment
Technician keeps dl repair log sheets. No equipment item should leave a GTCC campus
without notifying the Equipment Technician.

The following information must be submitted to the GTCC Centrd Services Department
Equipment Technidan:
- State tag number (838-)

Serid number

Brief item description

Equipment location

Repair facility

And reason for repair
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Once the Equipment Technician recelves thisinformation, a FAST repair purchase order
number will beissued to you. It isthe using department’ s responsibility to make

arrangements for repair, shipping, and for notifying the Equipment Technician when the

itemisreturned to GTCC.
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PRINTING

All printing requisitions must be submitted to the GTCC Duplicating Center before
externa quotes are obtained. The Duplicating Center will advise if the job cannot be
processed in house and will approve the order to be quoted externdly.

Although competition is not required for purchases less than $2,500, end-users are
encouraged to solicit competition due to the competitive nature of print jobs.

Printing qoeuflcatlonsshould include:
Item (what it is...report, form, brochure, book, etc.)
Quantity (how many do you want; will you accept overruns...if so, what
percentage will be accepted and guaranteed for payment.)
Size (number of pages, finished page Sze, number of parts to the form, etc)
Construction (how it ismade...folds, binding, carbon, interlesf, etc.)
Copy (what isin the item...text, photas, line drawing; how isit given to the
printer...manuscript, camera-ready copy, boards, photos, negatives, dides,
diskettes...9ze, language, format, eic.)
Printing (what should the item ook like...number of ink colors, haftones,
separations, bleeds, screens, foil stamping, embossing, etc.)
Proofs (what kind do you want to see, or do you? Page, blueline, composite,
progressive color, color key, €tc.)
Stock (what surface isthe ink to be put on...kind/grade of text and cover,
vinyl, cardboard, etc.)
Samples (an ample number of the previous job should be sent to include with
the solicitation.)
Packaging (how should the item be packaged when you receive it; any
unusua or specid packaging ingtructions))
Special Ingtructions (be specific.)
Delivery (when will the project be ready to be given to the printer, when
would you like to have the item, when must you have the item, where should
the item be ddivered. Specify that vendor delivery is FOB Degtination.)

COST OF PUBLIC DOCUMENT

Every State agency publishing a public document, other than one published for the
principa purpose of sdeto the public, shdl cause the following statement to be printed
adjacent to the identification of the agency respongble for the publication:

“(Number of copies) copies of this public document were printed at
acost of $ ,or$ per copy.”

Theterm “cost” shall include printing costsin the form of labor and materials and any
other identifiable design, typesetting and binding costs.
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Any public document without a statement of cost shall not be mailed or distributed at
public expense.

See section VI1I-4 at http://www.doa.state.nc.us/PandC/agpurman.htm that
shows that community colleges do not have to follow P& C rules for printing
purchases.
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SPECIFICATIONS

The primary purpose of a purchase specification isto provide abasis for obtaining a
product or service that will satisfy a particular need at an economical cost. Specifications
are defined as a detailed and exact written statement of particulars, prescribing
materials, dimensions, or workmanship for something to be built, installed or
manufactured. Specifications should be written to encourage, not discourage
competition consstent with seeking overal economy for the purpose intended.

There are two generd types of specifications
1. A standard specification is originated and developed by the Contracts and
Standards Section of Purchase and Contract (P&C). It iscomprehensivein
nature and intended for repeated use.
2. Theinditution originates the other type of specification.

When a specification is adopted as a standard, it becomes applicable to dl purchases
generdly. Standard specifications are available from the Contracts and Standards
Sections through GTCC' s Purchasing Department.

State P& C aso has an approved qudified products list (QPL) that identifies products
approved after an evaluation procedure. The essentid characteristic of this procedure is
the examination and pre-qualification of brands and modes of products on the basis of
samples and tests. Manufacturers are invited to submit products for evaluation and
incluson to thelist. Only manufacturers with products on the QPL list can be solicited
for offers of those pecific products. Thisligt is published at
http://www.doa.state.nc.us’PandC/ under the Term Contracts section.

Where articles are to be used for educationa or training purposes, by handicapped
persons, or for test and evaluation or research purposes, specia or overriding
consderation may be given to the waiver of competition and the award of contracts.

ADVERTISING

GTCC must advertise bids for purchases of commodities greater than $25,000.
Advertising is accomplished via pogting to the State Purchase and Contract web-site or
vialoca advertissment methods. In addition, GTCC may advertise non-required Quotes
on the P& C web-site but must follow P& C rules. To view the State Purchase & Contract
Purchase Manud go to:  http://www.doa.gtate.nc.us/PandC/advertis.pdf . Advertisng
should be coordinated through the Purchasing Department.

HUB UTILIZATION POLICY

See HUB Poalicy under separate heading. By reference here, the College Plan to
Increase Participation by HUB in the Procurement of Goods and Servicesis
Incorporated into this manual. See Page 33.
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PROTEST PROCEDURES

A party wanting to protest a contract awarded to a solicitation must submit awritten
request to the GTCC Purchasing Officer. This request must be received by GTCC within
thirty (30) consecutive caendar days from the date of the contract award, and must
contain specific sound reasons and any supporting documentation for the protest. Note:
Contract award notices are sent only to those actualy awarded contracts and not to every
person or firm responding to this solicitation.

End-User Disputes

In order to avoid end-user disputes after receipt of goods or services, the Purchasing
Department will work closely with the end-user to be sure that product descriptions,
Specifications, etc. will meet the needs of the end-user. The Purchasing Department may,
at itsdiscretion, dect to have the end-user review quotes or bids received to provide input
prior to the actua award of the contract.

In the event that the end-user does have a dispute, the end-user will notify the supplier
and the Purchasing Department of the problem. The end-user will make every effort to
resolve the issue directly with the supplier. 1n the event that no resolution is reached, the
end-user will request the Purchasing Department to become involved. This request must
include the purchase order number, the supplier name, contact name, a description of the
problem and an outline of what has taken place to date. Purchasing will then take the
lead in reaching aresolution thet isin the best interest of GTCC.

CONSTRUCTION VERSUS STANDARD
PURCHASE DETERMINATION

GTCC shdl review the items being included in a congtruction/renovation project and
remove any itemsthat they consider are non-related to the actual congtruction/renovation
of the building. Itemsthat are consdered commodities, or just furnishings, to complete
the project for use, shdl be handled in accordance with the norma purchasing rules.
Itemsthat are usualy removed from construction/renovation projectsinclude carpet,
office pand systems, food service equipment, and furniture. If the college determines
that one of these items, or any item that is normaly handled as a commodity purchase, is
best suited for incluson in the congtruction/renovation project, ther justification shdl be
documented in writing for public record.
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EQUIPMENT

Equipment is defined as any stand-done item, which represents an investment of money,
which can be financidly capitalized. The item retainsits origina shape and gppearance
with use and does not lose its identity through the incorporation into a different or more
complex unit or substance,

Purchases of equipment or maintenance contracts requiring new funding should be
requested through the Annua Planning process.

The state defines a piece of equipment, for inventory tracking
purposes, as one single item totaling over $1,000 per item,
including tax and shipping charges.

GTCC separates equipment into 2 categories.

1. Mgor Equipment = over $1,000 for each individua item
2. Minor Equipment = under $1,000 for each individud item

Equipment, regardless of the fund source, is recorded, tagged, tracked and inventoried.
All equipment items should have a sate identification tag beginning with an 838- prefix.
GTCC'srecorded inventory includes donated items with an estimated cost of at least
$1,000 in its present donated condition.

Each month GTCC isrequired to report dl additions, changes, deletions, location
transfers, etc., of equipment inventory to the NC Community College System Office.

DONATED EQUIPMENT

When any piece of equipment is donated directly to your department, the department
heed is responsible for notifying the GTCC Foundation Office. Upon natificetion, the
GTCC Foundation Office sends a note of gppreciation, on behaf of GTCC, to the donor.
The Foundation Office kegps a historical record of al donated equipment, donors, and
notifiesthe GTCC Centra Services Department Equipment Technician of dl donated
equipment. The estimated vaue of donated equipment will determine if equipment will

be tagged and added to the officia college inventory records.

All donated equipment must be reported to the GTCC Foundation Office.
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DISPOSAL

Surplus equipment must be disposed of in accordance with State procedures. Surplus
equipment is any extra equipment or equipment needing disposd. Itisillegd to
cannibalize excess equipment without prior gpprova of GTCC Chief Financia Officer or
designee. The GTCC Equipment Technician should be contacted for instructions of
disposd of dl surplus equipment or cannibadization of equipment.

Service requests should be submitted to the GTCC Equipment Technician for requests
to dispose, remove, or store all surplus equipment. The Equipment Technician will
coordinate the movement and disposition of equipment in accordance with approved
procedures and State regulations.

If you have equipment you desire to cannibalize and use for parts, you must request
permission of the Equipment Technician who in turn has to request permission from the
Department of Community Colleges Inventory Department.

Notify the GTCC Equipment Technician before disposing or
cannibalizing of dl surplus equipment.

MOVEMENT OF EQUIPMENT

The GTCC Equipment Technician must be notified whenever equipment is moved or
transferred. This can be accomplished by submitting a completed Equipment Transfer
Request Form.

Equipment Transfer Request forms must be completed with the following information:
date tag number

(838-), serid number, brief item description, “from” location, moved “to” location and
program or department name.

http://technet.gtcc.cc.nc.ug/inside/for ms.ht m to obtain a Equipment Transfer Request
Form on-line

If you require equipment to be moved from one location to another a Service Request and
Equipment Transfer Request Form must be completed and returned to the GTCC VP of
Adminigrative Services Office.

Notify the GTCC Equipment Technician prior to moving any equipment
to another room, building or campus.
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PHYSICAL INVENTORY

A 100% physicd inventory of mgor equipment items must be conducted each fiscal year.

Every item on record has to be located and identified each year. This complete physica
inventory usudly takes place between January-June. Each year, state auditors schedule
timeto audit our inventory. A random sample of inventory itemsis chosen and each item
must be physicdly located.

It is the responsibility of every employee to maintain control of college equipment.
Department heads are responsible for assuring al assigned equipment can be accounted
for by physica location or properly gpproved relocation or disposa.

Any equipment that cannot be located through physica inventory will be reported to the
attention of the department head/manager. Priority must be given to locating the piece(s)
of equipment. All missng equipment will be reported to the VP of Adminidrative
Services and the President for additiona review and search. A find liging of any
missing equipment is reported to the NC Community College System Office each July.
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EQUIPMENT REPAIRS

UNDER WARRANTY REPAIRS OF EQUIPMENT

New equipment is usudly under warranty by the manufacturer for alimited period of
time againg faulty parts or workmanship.

A request for repair/service for items “ under warranty” should be referred to the supplier
by the usng department. Along with your repair/service reques, furnish the seid

number of item and the nature of the problem. Inquire about the costs, if any, to be paid
by GTCC.

The manufacturer is legdly responsible for replacement or repair if the defective
equipment is returned to an authorized repair center. Depending on the warranty, some
repairs are performed at no charge; some require the cost of labor. Regardless of whether
work is performed at no charge or with labor charges, the GTCC Purchasing Department
must be notified prior to repairs being made. The Purchasing Department will issue a
FAST verba purchase order number, to authorize, document, and verify the repair.
Whether no chargeisinvolved or labor charges only, this PO number will be used for

tracking purposes.

Any freight or service charges not paid by the supplier will be billed back to the
department after the transaction is completed.

NOTE: Beforesending any equipment off campusfor repair, notify the Equipment
Technician, for approval. The Equipment Technician will log out the equipment on
arepair log sheet. This procedure appliesto both major (>$1000) and minor
(<$1000) equipment. No equipment should leave a GTCC campus without approval
from the Equipment Technician.

Thefal Iovvlng information must be submitted to the Equipment Technician:
State tag number (838-)
Serid number
Brief item description
Equipment location
Repair facility
And reason for repair

Notify the Equipment Technician when therepaired equipment item isreturned to
GTCC.
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OUT-OF-WARRANTY REPAIRS OF EQUIPMENT

A request for repair/service for items * out-of-warranty” should be referred to the supplier
by the using department. Along with your repair/service request, furnish the serid

number of item and the nature of the problem. I nquire about the repair costsand return
freight to be paid by GTCC.

The equipment to be repaired should be returned to the supplier/manufacturer by the
department in accordance with the supplier’ s shipping ingructions. Out-of-warranty
repairs or serviceis billed back to the usng department after the transaction is completed.
Budget will be transferred to the department for properly approved repairs.

The GTCC Purchasing Department must be natified, prior to returning equipment for
repair, to issue aFAST verba purchase order number that must accompany the
equipment. This PO number will be used as documentation and verification of repair
requested and can be used for tracking purposes.

The supplier/manufacturer repairing the out-of-warranty equipment should return the
equipment directly back to the using department. Be sure to provide the supplier with
your complete address including, building name, room number, and contact person.

A Service Maintenance Contract is recommended for critical equipment.

NOTE: Notify the Equipment Technician before sending any equipment off campus
for repair. The Equipment Technician will log out the equipment on a repair log
sheet. This procedure appliesto both major (>$1000) and minor (<$1000)
equipment. No equipment should leave a GTCC campus without approval from the
Equipment Technician.

The following information must be submitted to the GTCC Centrd Services Department
Equipment Technician:
- State tag number (838-)

Serid number

Brief item description

Equipment location

Repair fecility

And reason for repair

Notify the Equipment Technician when the repaired itemis returned to GTCC.
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APPENDI X

REQUIRED REPORTING

Higtoricaly Underutilized Business Report — Quarterly - Due Nov 1, Feb 1, May
1,and Aug 1. (http://www.doa.state.nc.us/huby)

Purchasing Hexibility Report — Semi- Annudly — Due Feb 1 and Aug 1.

Conflict of Interest Form — Annually (required by GTCC)

Recycle Report — Annudly — Due Nov15th (http:/www.p2pays.org/stagy/)
Office of Information Technology Services (due early June contact
Robert.Buckenham@ncmall.net or call 919-981-5555).

RESOURCES

NC Community College System: http://www.ncccs.cc.nc.us/webfs/index.html
NC Community College System Purchase Manud:
http:/AMww.nceces.ce.nc.us'webfs'Documents Eq- Procedures?20Manua .PDF

NC Purchase & Contract: http://www.doa state.nc.us/PandC/

NC P&C Purchasing Manud:  http://www.doa.state.nc.us/PandC/agpurman.htm

NC P& C — State Contract Search:  http://www.doa.gtate.nc.us/PandC/nfshp.htm

NC P&C - locate HUB vendors:  http://mww.ips.state.nc.us/ipsVendor/srchven.asp
NC P& C — Specification Examples. http://www.doagtate.nc.us/PandC/splist.ntm

NC P&C IT Procurement: http://www.its.gtate.nc.us/| TProcurement/

GTCC Resource Website:  http://technet.gtce.cc.nc.usinsde/

END USER RESPONSIBILITES (Maintenance and Service Contracts)

1. End User will identify al Service and Maintenance Contracts used by hisher

Department. Typically, ablanket PO is prepared annually for services supported by a

contract.

2. Notify the Purchasing Department of al Service and Maintenance arrangements,
regardless of whether GTCC has a copy of the signed contract on file.

3. End User will contact Vendor to obtain Vendor Contract (signed and dated by the

vendor). Any contract supplied by the vendor must contain a the following statement

“The attached North Cardina General Contract Terms & Conditions are considered part
of this agreement and supercede vendor terms and conditions’. A copy of these Terms

may be found at GTCC's website http://technet.gtcc.cc.nc.usinsde/for ms.htm .

Purchasing may help in obtaining Contract.

4. End User reviews the Vendor Contract for accuracy. For example — IsGTCC il using

the services provided in the contract? |s the equipment listed under the maintenance

agreement still used by GTCC? Does the Vendor’s current year invoice bill usthe
amount stated (agreed upon) in the Vendor Contract?

5. End User will forward a copy of the Contract and Requisition to Purchasing for
processing. The Contract will be held in the Service and Maintenance Contract File.
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10.

11

Retain a copy of the Vendor Contract for your files. Purchasing will not process
Requisitions unless a Contract is on file in the Purchasing Office.
Purchasing signs Vendor Contract on behalf of GTCC and forwards signed copy to
Vendor aong with official Purchase Order.
Requisitions for Service/Maintenance Contracts, including software support, should be
coded to account # 535400 in the Department benefiting from the service. Budget to
cover the expenditure will need to be identified and transferred to cover the cost.
Purchasing verifies that a Vendor Contract is on file in the Purchasing Department before
processing the Requisition. The Contract Inventory excd file is helpful for this
verification process.
Periodically, Purchasing will distribute the Service and Maintenance Contract Inventory
List to End Users. End Users may find the list useful for the following:
Annua Purchase Order preparation process.
To identify expiring contracts and possibly seek another vendor for service,
if applicable.
Identify aged contracts that need to be updated (many contracts automatically
renew; however, these contracts should be updated, at minimum, every 3
years.
Avoid unnecessary repair costs for assets covered under maintenance
contracts.
Purchasing and Finance will use the Inventory List to perform the following:
Identify opportunity for cost savings (volume discounts) where multiple
departments may be using the same vendor.
Calculate Prepaid Expenses.
Comply with accounting standards, which require a copy of the Contracts be
on file to support expenditures.
End User should notify Purchasing in writing if dissatisfied with service for any reason.
Many of these contracts require up to 90 advance written termination notices.

SPECIFICATION GUIDANCE
(To be prepared by end-user)

1.

What are you buying? This should include: An accurate description of the item,
item numbers, model numbers, quantity needed, and list of additiona components
needed to complete the system.

Isthis asole source? Why? If yes, obtain letter stating such from the vendor.
Are there specifications? These specifications should not be photocopies from
literature but typed specifications that you can use.

If it is brand specific, why? What brand?

Isingdlaion needed? If yes, must beincluded in bid or order.

Istraining needed? Mgor training or genera ingdruction to user?

Do you have any specid ddivery needs? Deadline for delivery? Ingde ddivery?
What kind of warranty is provided or required?

Do you need a maintenance contract for this kind of item?

Would used, refurbished or demo equipment be acceptable?

What kind of service do you need for the equipment?

Is there a suggested vendor? Who? Provide contact information.
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13. For purchases greater than $25,000 review the “ Standard Paragraphs’ on the P& C
Website http://www.doa gtate.nc.us/PandC/divforms.htmto see if any should be
added to your specifications or view http://www.doa.state.nc.us/PandC/splist.htm
for example specifications.

ANNUAL TRAINING MEMO FOR STAFF

GUILFORD TECHNICAL COMMUNITY COLLEGE
MEMORANDUM
September 12, 2001

TO: All GTCC Faculty and Staff
FROM: Nancy Sollosi, Director of Finance
SUBJECT: GTCC Purchasing Guiddlines

When initiating requests for commaodities, the following guidelines established by
the North Carolina Community College System and the North Carolina Department
of Administration, Purchase & Contract Divison must be followed:

PURCHASE ORDER REQUIREMENT

A purchase order is required before a purchase is made or receipt of any materias and/or
sarvicesis accepted. GTCC is not responsible for payment of any purchases obtained
without prior authorization EMPLOY EES PURCHASING ANY MATERIALS
WITHOUT PRIOR WRITTEN OR VERBAL AUTHORIZATION FROM THE
PURCHASING OFFICE WILL BE HELD RESPONSIBLE FOR PAYMENT OF SUCH
PURCHASES. If an emergency purchase order is needed, please cal the Purchasing

Office or come by the office with an approved request for supplies and we will expedite
your order, as needed.

PURCHASING FROM OR THROUGH A COLLEGE EMPLOYEE

Every reasonable effort shall be made to avoid making purchases from or through an
employee of the college. Prior written approva from the State Purchasing Office (SPO)
isrequired in instances that may develop where the college desires to make a purchase
from college personnd. In deciding whether to grant such gpprova, the SPO shdl
consder the type item or service needed, the prevailing marking conditions, whether
competition is available, the cogt involved, and the effects of doing business with the
employee.

USE OF PURCHASING POWER FOR PRIVATE GAIN
The purchasing power of the state or the college cannot be used for private advantage or
gain. Purchases under contracts made by the college, shdl not be alowed for persona
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use out of private funds, nor shall the college place orders for articles for ownership by
employee or other individuds.

DETERMINATION OF EQUIPMENT vs. SUPPLY ITEM

Any one item cogting $1,000 (including tax) or more is considered equipment, unless the
item is expendable, such as software. Software purchases should be charged to supply
budgets. Any one item costing less than $1,000 (including tax) is considered a supply
item.

STATE CONTRACT PURCHASES

The State Purchasing Office has established statewide term contracts. These contracts
should be thefirst source of supply for any item that ison contract. Any item
available on gate contract has been through aformal bidding process with State Purchase
and Contract, so bids on thisleve are not usualy required. The contract information is
available on the Internet: http:/Mmww.doa.state.nc.us’PandC/nfshp.htm These
contracts must be used. Products are on contract, not suppliers. However, equipment or
supplieslisted on state contract must be purchased from vendors listed on the contract in
accordance with state laws.

DETERMINATION OF BID REQUIREMENTS

Lessthan $2,500: First, determinethat state contract merchandise or equipment is
not available. Quotes (generdly three) should be solicited by the end user, where
possible, for orders totaling less than $2,500. Wise spending and budget accountability is
everyone's respongbility; therefore always seek the best price available. The end user

may obtain quotes from vendors or vendor cataogs. If quotes are obtained, please

provide thisinformation with the requisition. Compl ete orders totaling more than $2,500
cannot be divided into smdler purchases to diminate the need for quotes.

$2,500-$4,999.99: First, end user should determine that state contract merchandise or
equipment is not available. Any complete order totaling $2,500-$4,999.99 requiresthe
end user obtain a minimum of three (3) telephone quotations or cost comparisons

acquired from competitors current catalogs. Please enter on your requisition a complete

and detailed description of the quotes obtained. In the evert the item(s) requested isa

sole source purchase, a complete justification for the purchase isrequired. Sole source

means the item is only available through one vendor. The find decison for placing an

order rests with the Purchasing Office.

$5,000-$25,000: First, end user should determine that state contract merchandise or
equipment is not available. A complete order totaing $5,000-$25,000 requires written
guotations obtained by the Purchasing Department. In submitting ordersin this price
range, end users will submit to the Purchasing Department compl ete specifications and/or
literature as well as names, addresses, and telephone numbers of your suggested vendors.
Incorrect or incomplete information will ether result in the delay of the procurement of

the required supplies or equipment or procurement of an incorrect item. The end user
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will be consulted before the contract is awarded, but the final decision for contract award
rests with the Purchasing Office.

Mor e than $25,000: First, end user should determine that state contract merchandise
or equipment isnot available. Any complete order totaling $25,000 or more will be
forwarded to the NC Department of Adminidiration, Divison of Purchase & Contract in
Rdeigh for formd written bids. Bids will be returned to the college for review of
specifications and our recommendation for award. Again, please provide complete
specifications and alisting of suggested vendors. IT ISYOUR RESPONSIBILITY

WHEN YOU REVIEW THE BIDS AND INFORMATION RECEIVED TO MAKE
SURE THAT THE ITEM THAT YOU RECOMMEND THAT WE PURCHASE

MEETS THE SPECIFICATIONS THAT WERE REQUESTED.

SPECIFICATION GUIDANCE

The State Purchase and Contract web site (www.doastate.nc.us’PandC/) “IPS & Other
Bids’ section and the GTCC Purchasing Department may provide examples of bid
gpecifications. The Purchasing saff will assst you in the preparation of specifications if
necessary, below is abasic specification checklist.

14.  Wha are you buying? This should include: an accurate description of the item(s);
item numbers, modd numbers; exact quantity needed; components needed.

15. Isthis asole source? Why? Need letter from the vendor.

16.  Arethere specifications? These specifications should not be photocopies from
literature but typed specifications that can be edited if necessary.

17. If it is brand specific, why? What brand?

18. Isingtdlation needed?

19. Istraining needed? Mgor training or generd ingtruction to user?

20. Do you have any specid ddivery needs? Deadline for delivery? Ingde delivery?

21.  What kind of warranty?

22. Do you need a maintenance contract for thiskind of item?

23.  Would used, refurbished or demo equipment be acceptable?

24.  What kind of service do you need for the equipment?

25. Is there a suggested vendor? Who?

26.  For purchases greater than $5,000, review the “ Standard Paragraphs’ found on the
P& C Website http://www.doagae.nc.us’PandC/diviorms.htmto seeif any
should be added to your specifications or view
http://www.doa state.nc.us/PandC/splist.ntm for example of specifications.

Purchases cannot be divided in order to keep them under the established dollar
increment or to avoid the bid process. When bidding a contract, never imply toa
supplier that they will get the business. Alwaysrefer your supplierstothe
Purchasing Department. Thefinal decision for any purchaseis made by the GTCC
Purchasing Department or the Division of Purchase and Contract.

Reviewed September 2001 Updated July 17, 2002 32



EMERGENCY PURCHASES

Purchases of an emergency nature will be made in the same manner asregular orders
except the person desiring the necessary supplies will hand-carry the requisition through
the appropriate chairperson, dean, and any other necessary approva, and then to the
Purchasing Office. Regardless of the emergency nature of the purchase the
aforementioned purchasing guiddines must be met.

Careful planning on the part of al employees may diminate most emergency purchases.
Employees should request supplies at least ten (10) days prior to the time the materids
areneeded. On ordersthat are to be placed with out-of-town vendors, a period of four (4)
weeks should be dlowed. If itemsareto be bid, please alow, at leadt, thirty (30) daysfor
the requests for quotations to be sent out and received back for review.

RECEIVING GOODS

The ingtructor or gaff member requesting supplies and equipment will receive an
“originator’s copy” of the complete purchase order at the time the order is submitted to
the vendor. When the materid is delivered to an office other than the Recelving
Department, or picked up by someone on your g&ff, the end user must notify the
Recaiving Department of this before payment will be made to the vendor. If anitem
when received is broken, or if an item isback ordered, please advise the Receiving
Office.

TECHNOLOGY RELATED ORDERS

All technology related orders must be coordinated through our MIS office. Please
contact Susan Marshdl for assstance in writing up requisitions for computers,
peripherads, and software. No such orderswill be processed without the approva of the
MIS Office. View at the Purchase and Contract’ s website for State contract information:
http:/Amww.its.gtate.nc.us/I TProcurement/.

HISTORICALLY UNDERUTILIZED BUSINESSES (HUBS)

A Higoricaly Underutilized Business is a business which is mgjority owned or managed
by one or more minority persons, women, or disabled persons. GTCC' s objectiveisto
increase the college' s expenditures for the purchase of goods and services from HUB
vendorsto agod of at least 10 percent while maintaining the integrity of sound financid
practices and complying with state purchasing and contracting laws and policies. Please
consider HUB vendorsin al of your purchases. Y ou may locate HUB vendors a the
Purchase and Contract’swebsite:  http://www.ips.state.nc.us/ips/Vendor/srchven.asp.

PROFESSIONAL SERVICE AGREEMENTS
In the event you need to contract with a norn-employee for professona services, please
adhere to the following basic procedures:
1. Becertaintheindividua or company should be trested as an independent contractor,
rather than an employee. It israre that the college would contract with an individual
to teach. The IRS has very definitive guideines determining when someone should
be treated as an employee versus an independent contractor. The collegeis subject to
fines and pendties when someone who should be classified as an employee is treated
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as an independent. If in doubt, consult with the Finance Office before entering into a

contract.

2. Complete the required paperwork before the engagement begins.

(& The college-approved Professona Services Agreement (PSA) form is available
on the network or GTCC' s web page:

(http://technet.gtcc.cc.nc.usinsg defforms.htm).

(b) A Vendor Regidration Form must be completed if the college has not previoudy
contracted with the individua or company. The Vendor Regidration Formis
available on the network and on our web page.

(c) Certain out-of-state (non-resident) vendors are subject to a 4% State income tax.
Please consult with Finance where applicable to make this determination and
advise the consultant beforehand of this withholding requirement.

3. Send the completed, origind, PSA (and Vendor Registration Form for new vendors)
to the Purchasing Office. The PSA will serve as your requistion. Purchasing will
issue a purchase order.

4. 'You must request an invoice from the contractor upon completion of the work. Once
the work is completed satisfactorily, the invoice should be gpproved for payment and
forward to Accounts Payable. The origind PSA, purchase order and approved
invoice will be matched up and payment processed.

CENTRAL STORE ORDERS

Requigtions for supplies from our Centrd Store should be forwarded directly to the
Director of Auxiliary Servicesfor gpprova. The Director of Auxiliary Services will
forward approved requisitions directly to Central Store for processing. Do not send
Central Store requigtions to Purchasing. Routing them through the Purchasing Office
only delays the process.

DUPLICATING

Duplicating requisitions should be forwarded directly to the Director of Auxiliary
Servicesfor approva. The Director will forward gpproved requisitions directly to
Duplicating for processing.

PRINTING ORDERS

The GTCC Duplicating Center should first be considered for al printing needs. If the
Duplicating Center cannot meet your needs, you should prepare a requisition and forward
to the Purchasing Office. Please refer to the section of this memo labeled “ determination
of bid requirements’ in deciding how to handle individud print jobs that must be
contracted.

MAINTENANCE AND SERVICE CONTRACTS

Only certain individuas in the Purchasing Office are authorized to Sgn maintenance and
service contracts on behdf of the college. If you wish to enter into such a contract, you
should procure a Sgned copy of the proposed contract from the vendor. The origind
contract should be attached to your requisition and forwarded to the Purchasing Office.
Once the contract has been reviewed, one of two things will hgppen. Either the
purchasing agent will sign it and issue a purchase order; or you will be contected if there
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are any questions surrounding the contract. Aswith al purchases, we aim to seek
competition where reasonable.

EQUIPMENT REPAIRS

When equipment needs to be repaired, please first make certain it is not covered under
a service/maintenance contract. If the repair work needs to be contracted out, ssimply
prepare a requisition and forward it to Purchasing. You should take responsibility for
determining if theitemisworth repairing (as opposed to just replacing it). If therepair
constitutes an emergency, please refer to the section of this memo labeled “ emergency
purchases’.
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