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101:

Mission Statement

The Purchasing Department has as its primary nmdb® duty to serve the
colleges and support service departments in the coss efficient and
responsive manner possible. In doing so, the onssi the District to serve
the students is made possible.

As a core of professionals, the entire departmesitsinnovative answers to
the needs of its customers; while making cost éffeaise of District funds.
Staff must meet the mandates of the rules anda#gos which govern their
actions as well as perform their duties in an eflend responsible manner.
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102: Department Directory and Buyer Assignments

Rich Sauriol, CPPB
Purchasing Manager

(480) 731-8523

rich.sauriol@
domail.maricopa.ed

Professional Services
Architects/Engineers
Consultants

Construction, Major
Utilities

Insurance Services
Third-Party Financing

Material Handling
Supplies, Oil, Gas
Parts & Repair

Interior/Exterior
Kiosks
Sage & Theater
Equipment

Keith Killourie (480) 731-8518 kgith.ki_llourie@
Buyer Il domail.maricopa.ed
Computer Communications Security

Equipment Cabling, Wiring Services, Systems

Supplies Telephones Contract Personnel

Software Satellite Services Guns & Ammunition

Installation Pagers

Two-Way Radios

Larry Fox (480) 731-8517 _ Iarry.fox@
Buyer I domail.maricopa.ed
Vehicles: Fleet Buildings & Grounds Photography

Automobiles (All trades and crafts) Equipment

Trucks Equipment Supplies

Vans, Buses Supplies Repair

Supplies, Oil, Gas Services Photo ID Supgiesquip.

Parts/Repair M&O Rentals Audio Visual

Gas Cards Tools, Locks, Safes Equipment
Vehicles: Off Road Sgnage Services

Tractors, Mowers Exhibits TV Studio Equipment

Electric Carts Displays Video Production




Cornelius (Len) Wonsey, CPPB

(480) 731-8550

len.wonsey@

Buyer Il domail.maricopa.ed
Construction Environmental Furnishings

Major Hazardous Materials Hard Floors

Renovation Projects Recycling Window Covgsin
Professional Services Carpeting

Architects/Engineers Awnings

Construction Consultants
Dave Ball, C.P.M. (480) 731-8548 _ da\{ld.ball@
Buyer | domail.maricopa.ed
Furniture Office Equipment Mailing Services

(Indoor-Outdoor-Daycare) Copiers Mailing

Equipment Facsimile Machines Equipment

Supplies Shredders Postage
Health Professions Typewriters FedEx, UPS

Equipment Lab and Scientific Messenger/Delivery

Supplies Equipment
Facilities Management Supplies

Copy Centers Microfiche

Convenience Copiers Equipment

Mail Services

Intercampus Mail EMT

Instructional Supplies

Chris Mandel, CPPB

(480) 731-8521

chris.mandel@

Buyer | domail.maricopa.ed
Advertising Travel Travel Tours
Reservations Group Travel
Consultants Transportation
Grants Tours
Marketing Registrations
Finance Elderhostel
Travel Cards
Insurance American Express

Professional Services Contracts

Subscriptions

Tracy Price, CPPB tracy.price
Buyer | (480) 731-8645 @domail.maricopa.ed
Athletics Purchasing Card Printing
Equipment Equipment
Supplies Forms Management Supplies
Clothing/Uniforms Decals
Graphic Design Services Envelopes & Stationery

Fitness Center
Equipment
Supplies
Clothing

Performing Arts
Sheet Music
Royalties
Music Instruments

Temp Personnel Services
Textbooks, Manuals
Instructional
Pre-Recorded
Testing Materials
Scanning Equipment

Business Cards
Schedules
Catalogs
Services
Libraries
Supplies
Labels




Gloria Toscano, CPPB

(480) 731-8597

Buyer | domail.maricopa.ed

Aviation Fire Safety Products Linen Services
Equipment Alarm Systems Contract Services
Supplies Extinguisher Programs Laundry

Equine Science Food Services Equipment
Equipment Products Supplies
Supplies Equipment Radio Broadcast

Fire Fighting Catering Equipment
Instructional Supplies Bottled Water Supplies

Art Graduation Supplies Moving & Sorage
Sculptures Caps, Gowns Equipment
Paintings Diplomas Services
Misc. Art Rentals: Rentals

General Tents/Seating/Lights
Flags, Pennants Purchasing Card Misc. Clothing/Uniforms
Arts and Crafts Office Supplies

Specialty Advertising
Awards/Trophies
Banners

Copier Paper
Computer Paper
Printer Cartridges

Ren Carlson, C.P.M.
Part-Time Employee

(480) 731-8519

Spoecial Projects

Vacant

Purchasing Card Assistant/Assistant

Buyer

Support Staff

Jim Chapa

(480) 731-8522

Vendor Setup
Department Information
System Reports

Debbie Temple

(480) 731-8526

Bid Processing
Contract Files
Support Documents
Audit Document Research

Nick Rouse

(480) 731-8527

Web Technology
Department Information
CFS Report Development

9/22/09
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103: Organizational Chart

Business Support Services
[Chief Procurament Officer)

hichaal Mclntiar
Director of Strategic

Micolas Rouse

Programmer
Aralyst |
Rich Sauricl
Purchasing e e el
hanager
Keith Killourie || Ren Carlson
Buyer | Part-Time Employae
I |
Len Wonsey Lamy Fox
Buyear [l Buyer 11
| I ] I
Tracy Prica Dave Ball Gloria Toscano Chrig Mandel
Buyer | Buyer| Buyer| Busyer |
Wacant
Asgsistant Buyer
Purchasing Card Assistant
Dabbie Tampla Jim Chapa
Purchasing Technician 11 Purchasing Technician Il

7/1/09

Maricopa Community College District Office

Purchasing Department
2411 West 14th Street
Tempe, Arizona 85281-6942

(480) 731-8520

PurchasProcedures Manual
Last Updated 9/22/09
Microsoft Word 2007



,A Maricopa Community College District

MARICOPA

community | Purchasing Procedures Manual

COLLEGES

104: Dollar Limits and Requirements

Procurement Transactions and the rules that gdwannthey are
managed are based upon aggregate dollar amoutymndf purchase.
The guidelines are as follows:

104.1 Purchases for $50,000 and Greater Amounts; The Intation for Bid Process
Purchasing transactions exceeding $50,000 reqoimpetitive, sealed
bidding utilizing the Invitation for Bid (IFB) prass. (See 302; Competitive
Sealed Bidding

104.2 Purchases for $50,000 and Greater Amounts; The Regast for Proposal Process
Purchasing transactions exceeding $50,000 in whishdetermined not to be
advantageous or practical to use the sealed bugdougss, may be purchased
through the use of sealed competitive proposalss i§ the Request for
Proposal (RFP) process. (See 303; Competitivee8dioposal}

104.3 Purchases from $10,000 to Under $50,000
Purchasing transactions from $10,000 to under $80shall be made with as
much competition as is practical and deemed negebgdahe Purchasing
Manager.

A minimum of three written quotations will be obtad. Supporting
documentation and price quotations are maintaisquhd of the purchasing file.

104.4 Purchases greater than $2,500 to under $10,000
The procurement of goods and services in amouoits $2,500 to under
$10,000 shall be made with as much competitios asactical and deemed
necessary by the Purchasing Manager.

This may include verbal or written quotations fromo or more vendors.
These quotations may be obtained by either theoressiple buyer or the
requisitioning department and is subject to revaea approval by
Purchasing.

Supporting documentation and price quotations amtained as part of the
purchasing file.



In all competitive procurement, the award is magléhle Purchasing
Department to the vendor with the lowest pricetlhi@er good or service that
conforms to specifications and other requirements.

104.5 Purchases of $2,500 and less
Purchasing transactions of $2,500 or less areuijest to the competitive
process. A Limited Purchase Order may be creatddpproved by the
college Fiscal Agent for transactions up to tmsiti This purchase amount
does not include tax or freight. (See 105; PurclggBocumenty

104.6 Splitting Purchases
Purchasing transactions are not to be artificidilyded or fragmented in
order to meet the lesser requirements of loweadtdansactions.

104.7 Confidentiality of Price and Other Information
Price and other confidential information providgdvendors shall not be
shared with competitors by any individual involiadhe process. This
includes requisitioners, reviewers, and Purchasiati.

08/01/01
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105: Purchasing Documents
Two purchasing documents are legal and binding tipemistrict.

ThePurchase Order (PO)is issued by Purchasing and has the signature of a
authorized employee of the Purchasing Departm&hé necessary information is
provided on the requisition to enable the PurcltaBiepartment to generate a PO.
The Requisition is not to be used to place orders.

TheLimited Purchase Order (LPO) is used for purchases of $2,500 or less.
The LPO allows the user to make direct contact witlendor, obtain prices
and place orders with Fiscal approval at the cangued. The LPO is not
intended to replace the normal requisitioning pdoce except in well-defined
and limited situations. Examples of limitationgpiosed on LPO's are:

A. LPO's are to be used for the one time purchageads or services in
which the supplier will ship and bill complete. ack orders and no
split shipments.

B. LPO's are under the jurisdiction of the FiscgkAt or designee.

Original 8/1/01
Revised 11/1/05
2" Revision 1/11/08
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106:

Blanket Purchase Orders

Blanket Purchase Ordersare documents issued to a vendor for purchasertdio
classes or categories of items.

The Purchase Order may spell out terms, conditidels/ery information and other
contract information, including pricing or discoaritom published lists for a
specific period of time. A "Not to Exceed" amoishtisted on the Blanket Purchase
Order document as a method of monitoring and con#dditional controls relative
to maximum one-time purchases or single item aosig also be included.

Blanket Orders are used to serve the needs oéthesitioner and to reduce
paperwork on items bought repetitively. They mayibed for commodity type
purchases, such as maintenance supplies, foatestor for services such as
miscellaneous repairs. If the number of itemshsaagrepair parts or foodstuffs, are
too lengthy to list, a group or class of commoditian be named on the Blanket
Order. Blanket Orders are not to be used to psecbapital items.

The blanket order is only valid for the specifieztipd of time as indicated on the
order and for amount it is funded. Once the effecperiod has passed or the
funding has been depleted the order is no longét.vEo preclude any issues with
people overspending the blanket orders, strichatte to the expiration date and the
declining balance of funds should be closely maeiioAs always, as the remaining
balance drops and the requirement still existsHferBlanket PO, funds can be
added. However, overspending a Blanket Purchabs @& subject to the same
process as any other unauthorized purchase.

The amount of competition needed on an Blanket Ordees according to
commodity, service and/or delivery as well as lmrabf the supplier to the
requisitioner. A decision as to the level of cofitpe needed shall be made by the
buyer in consultation with the Purchasing Manager.

Original 5/22/95, Revised 9/20/04“Revision 2/19/08
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106A: Blanket Purchase Order Guidelines for Phoneand Pagers

These steps pertain to all pagers and phones ingllmhg distance service and
cellulars:

1.

IdentifyALL the phone or pager numbers the Blanket Purchader Or
will pertain to.

Create a list of these numbers on either an iEEena spreadsheet. This
way, the list can be easily updated.

When creating the Requisition, consider thecgrdted cost for the
entire fiscal year. This will eliminate the lengghrocess of obtaining a
PO increase later in the year.

Indicate any services that shod@T be charged to the Purchase Order
on the Requisition and the Purchase Order (suenasv line installed).

Forward your phone and pager number lists alatigthe Blanket
Purchase Order number to your Accounts Payablerii@ah at the
District Office.

Maintain this information for future reference.

Notify your Accounts Payable Technician immeelyabf ANY changes,
additions, or deletions of phone and pager numbesrssell as changes in
Purchase Order number, by submitting a reviseithdjst

5/13/99
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107:

Evaluation and Loan of Equipment

All equipment brought in for loan or evaluation pases shall have prior
authorization by the requester, division head, d&isgent and Purchasing.

This prior approval shall be noted by signaturethenappropriate lines, on a
Requisition form clearly market-OR EVALUATION PURPOSES ONLY.”

In addition, theRequisition shall also statehat:

"All costs associated with the delivery, installation, evaluation and return of the equipment
shall be borne by the vendor. All risk for damage and/or loss of the equipment

shall also remain with the vendor."

This requisition shall be used to issue a Purckader that states the same
terms as the requisition. This will be providedhe vendor prior to delivery
of the equipment.

Loan or evaluation of equipment should in no mamoastitute a preference for
that equipment or imply that it will result in arder for the purchase. Purchasing
has the responsibility to subject the purchasél @gaipment to a competitive
process as well as to negotiate all terms and tondj price, warranty and
service with the vendor.

8/18/83
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108:

Public Review of Bids

Formal Sealed Bids and Sealed Proposals are coedigablic information and
as such, are open for review pursuant to the fatigwguidelines:

Process:

Formal sealed bids are opened publicly and the radrtiee bidder, amount of
the bid and other related information deemed relelg the buyer is announced
and recorded. This record shall be open to pubsipection. The actual bid
documents and related materials shall not be apeatilic review until after
contract award.

Formal Sealed Proposals are opened publicly withthe names of the
proposers announced and recorded. All other infoomancluding pricing,
shall not be open to the public for review untteafcontract award.

Proprietary Information:

Certain information relative to the procurementgass can be deemed
proprietary in nature and not open for public rexi&his proprietary
information must be clearly marked as such by ttdddy/proposer and if
possible, submitted in a separate sealed enveltypeinformation will be
considered proprietary and not open to public myimless deemed otherwise
by the Purchasing Manager. The final decision aghtether this information is
proprietary lies with the Purchasing Manager.

Review of Bids or Proposals:

Requests for information or review of the documeshizll be made to the
Purchasing Manager or his designee. An appointioemrview the file shall be
made with the Purchasing Manager or buyer at a allytconvenient and
reasonable time. The reviewer shall not take psssesf any of the documents
in the file. All proprietary information shall bemoved from the file prior to the
review. All reviewers must sign a reviewers logetitbat becomes a part of the
original bid file.

8/18/93
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1009:

Purchases Made with Grant Funding

Purchases made with grant funding will follow gp#icable guidelines as
outlined in the granting agency's letter of awafdr federal grants this may
include, but is not limited to, following the guldess as detailed in the OMB
Circular A-110.

The responsibility for advising the Purchasing Dé&pant of any grant-related
purchasing restrictions or requirements shall ramaih the requesting
department and grant awardee.

5/22/95
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110:

Prepayment for Goods or Services

The District provides prepayments only for veryited types of
procurements. These include, but are not limiteghtepayment of
subscriptions, dues, memberships, deposits foelralated expenses, and
certain maintenance and license fees. (See 11@papment for Goods or
Servicesand Process 110B; Cash Advanres

Prepayment for standard goods or services is ptetiby statute.
Exceptions are to be made only in those situatiomghich no other source
for the goods or services is available and no aihmngements can be made.

Justification must be provided to Purchasing mamesge who must approve
all special prepayments.

07/07/98
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110A: Prepayment for Goods or Services

The following processes are followed for procureta¢hat pertain to
prepaids which occur when the vendor will not at@gyment subsequent to
the goods or services being received and Purchasisguthorized the
prepayment.

Prepaids are only issued to vendors.
1. Requisition is prepared, reserved, and approved.

2. Purchase Order (PO) or Limited Purchase Orde©jLis prepared,
reserved, and approved. (See 105; Purchasing Dsdgm

3. Copy of the PO/LPO with the original (or copy)sapporting
documentation is forwarded to AP and stamped "Red€iwith the
date. Supporting documentation includes an invorca form
indicating what the procurement pertains to, whemill occur, for
whom, and the amount (as applicable). Submisdisumporting
documentation with the PO is required.

4. Amount to be paid is input into the system, thiaitg to the PO/LPO,
creating an invoice.

5. The PO/LPO is stamped "Keyed" with the date.

6. Invoice is paid in the next check run and théllP@ stamped "Paid"
with the date.

7. Check is mailed to the vendamless special instructions are
indicated on the PO.

8. Prepayment PO's/LPO's, with supporting docuntientattached,
are filed in the Business Services file room.

07/07/98
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110B: Cash Advances

The following processes pertain to Cash Advan€&ssh Advances typically
relate to travel-related expenditures for situaiaich the employee requests
a Cash Advance to pay for lodging or transportatiGash advances are to be
made only to employees.

Processes:

1. The requisition is prepared, including a venumte stating
"Advance.” The requisition is approved and reserved.

2. A Limited Purchase Order (LPO) is prepared, apgd, and reserved.
(See 150; Purchasing Documénts

3. The LPO is printed and a copy is sent to Accofayable (A/P). A/P
stamps the LPO withPAdvance” and “Received,” along with the
date. Supporting documentation for Cash Advand@'€ s not
necessary.

4. The amount to be paid is input into the OGFesysby A/P with
matching to the LPO and creating an invoice. TR®Ls then
stampedKeyed” with the date.

5. The invoice is paid in the next check run areltRO is stamped
"Paid” with the date.

6. A/P fills out aCash Expenditure Envelope, staples it to the check, and
sends it to the College Fiscal Office using thendaeg delivery
system.

7. The Cash Advance LPO is placed in the "Open @allances” tickler
file in A/P.

8. Each month, the College Fiscal Agents receiras fA/P a form email
titled “Open Cash Advances.” This lists all theengCash Advances
for that college. This constitutes the only folloyy that A/P will
provide. Each month's memo will include open Cagdhiances that
have not been closed out for the previous month.

9. Inquiries regarding open Cash Advances are fatgdato the
appropriate Fiscal Agent.



10. The Fiscal Agent performs the following procedufor each Cash
Advance transaction:

* Receives and reviews for propriety, the recespigporting
the Cash Advance.

* Reviews the account code on the cash receiptfoslaccuracy
for the money returned.

» Reconciles the receipts plus any cash receiphtimey returned
to the Cash Advance amount.

* Signs theCash Expenditures Envelope indicating approval.

» Places the receipts plus the cash receipt dacuiméheCash
Expenditures Envelope and forwards to A/P.

11. The A/P Tech receives tliash Expenditures Envelope, reviews the
receipts, attaches the envelope to the Cash Adud?©efrom the
“Open Cash Advances” tickler file, and has it filedhe Business
Services file room.

07/07/98
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111: Governing Board Policy: Asset Protection

The Governing Board policy regarding asset prodectnay be found at
http://www.maricopa.edu/gvbd/policy/executive.phggt.

12/07/07
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201: Basis for Purchasing Policies and Procedures
All procurement conducted by the District is goestrby the following:

A. State Statutes and Administrative Rules

B. District Administrative Policies and Procedurdese are based
upon the American Bar Association Model Procuren@ode, a
generally accepted guide, and are written to corwly all
applicable statutes and rules as outlined above.

Revised 10/12/02
Original 8/18/93
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202:

Authority of the Purchasing Manager

As named and approved by the Governing Board, trecfor of Strategic
Business Operations serves as the Chief Procuredféoer for the District.

Consistent with the rules and regulations whichegowthe District, the
Director of Strategic Business Operations shalpadperational procedures
governing the internal functions of the Purchadiegpartment.

Except as otherwise noted, the Director of Strat8gisiness Operations shall,
in accordance with the rules and regulations affgahe District, procure or
supervise the procurement of all supplies, sery@mes construction needed
by the District.

5/22/95

Maricopa Community College District Office PurchagsiProcedures Manual
Purchasing Department Last Updated 9/22/09
2411 West 14th Street Microsoft Word 2007
Tempe, Arizona 85281-6942

(480) 731-8520



,A Maricopa Community College District

MARICOPA

community | Purchasing Procedures Manual

COLLEGES

203: Delegation of Purchasing Authority

The Governing Board and the Chancellor empowe¥tbe Chancellor for
Business Services to act as Chief Fiscal Officette District.

The Authority to commit the District to purchasdésquipment, supplies, and
services is delegated by the Vice Chancellor fasiBess Services to the
Director of Strategic Business Support Servicess hformally carried out as a
Governing Board motion, naming the Director of &gic Business Support
Services as the Purchasing Authority (Chief Praniergt Officer) for the

District.

This authority is further delegated to the profesal staff of Buyers in the
Purchasing Department; to the Fiscal Agents at ealtbge for Limited
Purchase Orders and Petty Cash transactions artlytpathe professional staff
of Library Technical Services for the procuremenilrary books,
subscriptions, and audio-visual rentals.

Requests for increases in Purchase Order amouthtsaagellation of Purchase
Orders are to be routed through the Fiscal Agemaiproval, prior to being
forwarded to the Purchasing Department.

4/8/99
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Centralized Purchasing

The District subscribes to a process of centralm@dhasing. This is designed
to monitor, standardize, and maximize the use oflase contracts and
agreements that are available to the District dsaseo extend fiscal control
over the expenditure of funds.

Purchase Orders (PO) are:
generated by the Purchasing Department for pursh@fssquipment, supplies,
and services.

Limited Purchase Orders (LPO) are:

available to campus Fiscal Agents and are limitea imaximum of $2,500.
The LPO is designed to allow the campus to prosupplies and services on
a very limited basis.

Authorized Signatures:

Authorized signers of purchasing documents arermdtlin the Governing
Board Policy manual (VI K, "Procurement of Goaalsd Services") as well
as in the Purchasing Procedures Manual. (Seel#)8gation of Purchasing
Authority) Only these individuals as outlined in those @ek are authorized
to commit the District to purchases of servicesjjgaent, and supplies.

The District is bound to receive and pay only fuvde goods or services
authorized by valid signatures on recognized PwidgeDepartment
documents._(See 105; Purchasing Docun)ents
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301: Bidders Lists and Source Selection

The Purchasing Department maintains a list of vestg category. This list
is updated with vendor names, addresses, phoneeranand categories on
an on-going basis.

This list is utilized to notify vendors of Requests Proposal and Invitations
for Bid on various goods and services.

Prospective vendors request to be added to thiesblay returning a
completed Vendor Registration forim the Purchasing Department. The form
outlines the company name, address, and phone mashell as the
categories of service or products that they hawdfear.

Removal of a vendor from the bid list may be falui@ to respond to more
than three consecutive notices to bid, for faikoreerform after an award of a
bid, or for other reasons that show the biddereta Inon-responsive or non-
responsible bidder. The removal of a bidder fromhh list will only be after
review and approval by the Purchasing Manager.

In those categories in which there are no vendorthe bid list or a very
limited number, the buyer shall be responsibleésearching and creating a
list of potential sources. The requisitioner, cdtasus, directories of
suppliers, and trade journals and publicationsamee of the sources
available to provide this information.
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302:

302.1

302.2

302.3

Competitive Sealed Bidding: The Invitation forBid (IFB)
Process

Purchases of goods and services in the aggregatenamf $50,000
and over shall be awarded by a process of competialed bidding.

The Invitation for Bid
The Invitation for Bid shall include the following
Instructions and information to bidders concerrimg bid submission

requirements, including time and date for recefgiids, the address of the
office to which they are to be delivered, and atmeoinformation.

The purchase description, evaluation factorsydslior performance schedule,
and such inspection and acceptance requirements.

The contractual terms and conditions, includingramy and bonding or other
security requirements applicable to the procurement

Bidding Time
The bidding time is the period of time betweendhage of distribution of the
Invitation for Bids and the time and date for retaif bids.

In each case a bidding time shall be set thatdgfbidders a reasonable time to
prepare the bids. A minimum of 14 calendar dayd blegorovided unless a
shorter time is deemed necessary for a particutaupement as determined in
writing by the Purchasing Manager.

Bidder Submissions

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




302.4

302.5

302.6

302.7

Public Notice

Adequate public notice of the Invitation for Bid motices of the availability
of the Invitation for Bid shall be mailed or othese furnished to a sufficient
number of bidders for the purpose of securing cditpe. Advertisement in a
general publication newspaper with a local cirgatatnay be used for sealed
competitive bidding. When the bid list is not saiéint to maximize
competition, the determination not to advertisdldfemmade by the
Purchasing Manager.

Bidders Lists

The Purchasing Department shall compile a listiddiérs that express interest
in providing products or services to the DistrRidders that fail to respond to
Invitations for Bid on three consecutive procuretsaf similar items may be
removed from the bidders list.

Prospective bidders currently meeting criteriaif@tusion on the list may be
reinstated at their request. Names and addresdbe @ndders lists shall be
available for public inspection, provided thesésliare not used for private
promotional commercial or marketing purposes.

Pre-Bid Conferences

Pre-bid meetings may be conducted to explain tbeysement requirements.
They shall be announced to all prospective bidkieosvn to have received an
Invitation for Bid. The conference shall be haddd enough after the
announcement has been issued to allow biddersctmiefamiliar with the
document, but sufficiently before bid opening towal consideration of the
conference results in preparing their bid.

Generally the receipt of bids will be no soonertiseven calendar days after
the pre-bid conference. Any exceptions must betgdam writing by the
Purchasing Manager. Nothing stated at the conferehall change the
Invitation for Bid unless a change is made by wntamendment.

Amendments to Invitations for Bid

Amendments to Invitations for Bid shall be idemtfias such and shall require
that the bidder acknowledge receipt of all amendmissued. The amendment
shall reference the part of the Invitation for Bact it amends.

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

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



302.8 Withdrawal and Modification of Bids
A bidder may modify or withdraw its bid at any tirhefore bid opening if the
modification or withdrawal is received before tira¢ and date set for bid
opening in the location designated in the Invitatior Bid for receipt of bids.

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

302.9 Late Bids
A bid, withdrawal of a bid, or modification of adbis late if it is received at
the designated location of the bid opening afterttime and date of bid
opening.

A late bid, late withdrawal of a bid, or late miocttion of a bid shall be
rejected. Bidders submitting bids that are rejeetethte shall be notified as
soon as practical.

All documents concerning a late bid shall be regdiin the procurement file.

302.10 Receipt of Bids
Bids and bid modifications shall be received byrappate staff, marked with the
date and time of receipt and stored unopened @tars location, until the bid
opening.

Bids shall be opened publicly at the time, datel, lacation advertised in the
bid document. The name of each bidder, the bicepend other pertinent
information shall be read aloud and recorded. Adfusitract shall be made
available to the public for review.

302.11 Inspection of Bids
Only after formal award of the bid, shall the bimsmade available for public
inspection. Information deemed proprietary in natoy the bidder and
approved as such by the Purchasing Manager, shtdtlenincluded in the
materials available for public inspection.

302.12 Mistakes and Informalities in Bids
Mistakes in bids may be corrected by modificationviahdrawal as outlined
in sections above, if discovered prior to the lpeéming. After bid opening, a
bid submitted in error of judgment, may not be eoted. A bid may be
withdrawn pursuant to the following sections:



302.13

302.14

Minor informalities in a bid may be waived if tReirchasing Manager deems
it advantageous to the District.

A bid may be withdrawn after bid opening onlyhetmistake is clearly
evident to the Purchasing Manager or if the biddgablishes evidence clearly
showing a mistake was made.

Mistakes shall not be corrected after award otide

Any withdrawals or corrections to a bid permitteddenied after the bid
opening shall have a written determination thatctuded in the procurement
file.

Bid Evaluation and Award

The bid shall be awarded to the lowest responsiderasponsible bidder whose
bid meets, in all material respects, the requirdmand criteria as defined in the
Invitation for Bid. The amount of any applicabtartsaction privilege or use tax
is not a factor in determining the lowest bidder.

Bids shall be evaluated to determined which biddfars the lowest cost to the
District in accordance to the criteria as definethie Invitation for Bid. Only
objectively measurable criteria shall be appliedetermining the lowest cost to
the District.

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

Tie Bids

Tie bids are defined as instances of identicalipgierom responsible bidders
that meet all requirements as set forth in thedbicuments. Tie bids may be
awarded by drawing lots or any other random choieener. Care shall be
taken by the buyer to ascertain that the tie bsldszet all requirements as
outlined in the bid document before declaring diteesituation.

Records and methods of determining the succelssfdér shall be maintained
in the procurement file for all tie or apparenthids.




302.15 Single Bids
In instances of only one bid being received, ard@teation must be made by
the Purchasing Manager that the price submittéairignd reasonable and
that other prospective bidders had time to resmoribat re-solicitation is not
possible due to time constraints. In those instareme award may be made.

If it is determined in writing by the Purchasingaiager that the need for the
product or service continues and that the acceptahthe sole bid is not
advantageous to the District, then the procuremmayt be conducted in a
manner as defined by the Purchasing Manager.
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303:

303.1

303.2

303.3

Competitive Sealed Proposals: The Request féroposal
(RFP) Process

Purchases of goods and services in the aggregatenamf $50,000
and over that cannot be awarded by a process gbeiiue sealed
bids shall be procured through the use of a Redaeftroposal
process.

The Request for Proposal
The Request for Proposal shall include the foliayvi

Instructions and information to proposers concggithe submission
requirements, including time and date for recefgiroposals, the address of
the office to which they are to be delivered, ang ather information.

The purchase description, evaluation factorsydslior performance
schedule, and such inspection and acceptance eatgrits.

The contractual terms and conditions includingrasity and bonding, or
other security requirements applicable to the prement.

Proposal Time
The proposal time is the period of time betweendate of distribution of the
Request for Proposal and the time and date forpteckproposals.

In each case, a proposal time shall be set thatdafproposers a reasonable
time to prepare the proposals. A minimum of 14 maée days shall be
provided unless a shorter time is deemed neceiwamyparticular
procurement as determined in writing by the Purcigaslanager.

Proposal Submissions

The Request for Proposal document shall provifdera or format in which
the proposer shall include all pertinent informatielative to the process.
The proposer shall sign and submit all necesséoynration called for in the
Request for Proposal document.




303.4

303.5

303.6

303.7

303.8

Public Notice

Adequate public notice of the Request for Proposalotices of the availability of
the Request for Proposal shall be mailed or otlsfurnished to a sufficient
number of proposers for the purpose of securingo&tition. Advertisement in a
general publication newspaper with a local ciraatatnay be used for sealed
competitive proposals that are expected to excB880 in cost.

Pre-Proposal Conferences

Pre-proposal meetings may be conducted to exfilaiprocurement
requirements. They shall be announced to all gcisge proposers known to
have received a Request for Proposal. The meetalglse held long enough
after the Request for Proposal has been issudbbw proposers to become
familiar with the document, but sufficiently befaeceipt of proposals to
allow consideration of the conference results gppration of their proposal.

Generally the receipt of proposals will be no ss¥dhan seven calendar days
after the pre-proposal meeting. Any exceptions rbagjranted in writing by
the Purchasing Manager. Nothing stated at the cemée shall change the
Request for Proposal unless a change is made bgmveimendment.

Amendments to Requests for Proposals

Amendments to Requests for Proposals shall beifigehas such and shall
require that the proposer acknowledge receiptl@maendments issued. The
amendment shall reference the part of the Reqaestrbposal that it amends.

Amendments shall be issued within a reasonableiatrad time for potential
proposers to consider them in the preparationeaif groposals. If the time
and date set does not permit sufficient time foppsal preparation, the date
and time of the proposal opening shall be extemdéde form of an
addendum.

Withdrawal and Modification of Proposals

Withdrawal or modification of proposals is accdyi¢af the notification of
withdrawal or modification is received prior to teadline for receipt of the
proposals at the designated location.

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

Late Proposals

A proposal, a request for withdrawal of proposala anodification of
proposal is late if received at the designatedtiooaf the proposal receipt
after the time and date listed in the Request fop&sal.



303.9

303.10

303.11

Late proposals, late withdrawal of proposalsate modification of a
proposals shall be rejected. Proposers submittioggsals that are rejected as
late shall be notified as soon as practical.

All documents concerning a late proposal shalidb@ined in the procurement
file.

Receipt of Proposals

Proposals and proposal modifications shall beivedeby appropriate staff,
marked with the date and time of receipt, and storepened in a secure location
until the proposal opening.

Proposals shall be opened publicly at the timee,dand location advertised in the
proposal document. The name of each proposer &ed pértinent information
shall be read aloud and recorded. Pricing inforomatif part of the Request for
Proposal, is not read aloud or recorded.

Inspection of Proposals

Only after formal award of the proposal, shall pineposals be made available
for public inspection. Information deemed propnigta nature by the
proposer and approved as such by the Purchasingddashall not be
included in the materials available for public iaspon.

Mistakes and Informalities in Proposals
Mistakes in proposals may be corrected by moditicaor withdrawal as
outlined in sections above, if discovered priothie proposal opening.

After proposal opening, a proposal submitted mrenf judgment may not be
corrected. A proposal may be withdrawn pursuarhécfollowing sections:

Minor informalities in a proposal may be waivedhé Purchasing Manager
deems it advantageous to the District.

A proposal may be withdrawn after proposal opeminly if the mistake is
clearly evident to the Purchasing Manager or ifgh@poser establishes
evidence clearly showing a mistake was made.

Mistakes shall not be corrected after award ofpttogosal.

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




303.12 Proposal Evaluation and Award
The award will be made to the most qualified psgypbased upon review
and recommendations of a committee of individuadd score responses to
the Request for Proposal document based upon pedligrading criteria.

303.13 Single Proposals
In instances of only one proposal being receiaedgtermination must be
made by the Purchasing Manager that the propobatigted is fair and
reasonable and that other prospective proposersrhado respond or that re-
solicitation is not possible due to time constsimh those instances, an award
may be made.

If it is determined in writing by the Purchasingaiager that the need for the
product or service continues and that the acceptahthe single proposal is
not advantageous to the District, then the procergmay be conducted in a
manner as defined by the Purchasing Manager.
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304:

Procurement of Commodities

The procurement of certain commodities on a rechdars is not practical
with common public procurement procedures sucleaked bidding.

Examples of these types of purchases include thgoomg purchase of food
products or other commodity type items such as ecaerpnemory. Products
such as these have pricing and availability whiatywn a daily or weekly
basis.

Methods of maximizing competition, within reasore & be implemented by
the Purchasing staff with the approval of the Pasaing Manager.

1/31/99
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305:

Sole Source Procurement

Products or services may be procured without comnpeif there is
documentation that there is only one source availab

Submission of cost and specifications data mayhQaired by the requesting
department in conjunction with the Purchasing dipant. Sole source
procurement shall be avoided whenever possible.

Written justification is required on all sole soairdeterminations. They shall
be approved by either the Purchasing Manager dditeetor of Strategic
Business Operations.

Examples of sole source procurement include, lunhat limited to:

* Products where compatibility with existing syste equipment,
or accessories is absolutely necessary for funcserviceability,
warranty, or cost.

e For trial or evaluation products or services.

* For public utilities and services.
Purchases of educational materials may be purcldissadly from the
publisher as a sole source, without the need fatemrjustification.
Examples of single source procurement includeabainot limited to:

* Unique services, such as advertising, in whiotutation, billboard
location, audience demographics, and other fachaise each
provider different.

* Rental of certain facilities in which locatioman important factor.

Completing a Sole Source Justification foamd returning it to the Purchasing
Department will provide the documentation necesgargientify sole source
purchases.

Original 1/31/99
Revised 2/12/07
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306: Emergency Procurement

The Purchasing Manager or designee may make oorgzelothers to make
emergency procurement of equipment, goods, orcsvi

This will only be in instances of a true emergemtyere there exists a threat
to the safety, health, or welfare of studentsfstafthe public. In such
instances, price competition is less important ti@nquick and safe
resolution to the emergency. The normal quotatimcgss may be waived.

Full back-up materials and justification will beoprded to the Purchasing
Department as soon as possible to substantiafgutichase. This information
will be made a part of the file.
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307:

Procurement of Real Estate

The procurement of real estate is not subjectestime formal competitive
processes as good and services.

The purchase of real estate is unique, relativedation, access, associated
improvements and other factors. In as much, theyvement of real estate
cannot be competitively bid. Guidelines and benafksiauch as appraisals
and comparative sales of similar properties willsed to determine the
appropriateness of the purchase price.

The purchase of real estate is conducted by neigotibased upon
comparable market listings, if available, as welha appraisal.

All issues such as legal description, rights of w&ge, suitability, and
assessment of risk factors such as structural sembnd asbestos surveys
shall be performed prior to purchase.

In the role of Chief Fiscal Officer for the Distri¢he Vice Chancellor for
Business Services may act as agent for the proeumeof real estate, or may
delegate that responsibility to the Director ofa&tgic Business Support
Services. The Governing Board President shall sligopurchase agreements
for purchase or sale of real estate.
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308:

308.1

308.2

308.3

Privatization of Services

The District believes in utilizing the most benéflanethod of
providing services and goods, whether it be froenghblic or private
sector. Whenever possible, established critea#l bk used to analyze
the benefits of one source over the other.

Delegation of Authority

The Chief Procurement Officer (Director of Strateusiness Operations)

as delegated by the Governing Board, through trenCdilor and the Vice
Chancellor for Business Services, shall be resptngir timely review,
action, and reporting on all privatization propgsaPersonnel-related actions
due to privatization efforts are separate from prement activities.

Reporting Responsibility

A report shall be filed annually with the AuditchRinance Committee by the
Chief Procurement Officer outlining progress in #éneas of privatization.
Numbers of formal inquiries as well as any recafiany appeals and their
outcomes shall also be reported.

This annual report shall be provided to other agensuch as the Private
Enterprise Review Board, if so requested.

Initiation and Review of Privatization Proposals

Opportunities for privatization can be identifiegthe public, private sector
business, District employees, the Governing Boand, other organizations
such as the Private Enterprise Review Board, (PERB)

Individuals or businesses wishing to make anahgrivatization proposal
(petition of interest), will not be supplied infoation that would later provide
an unfair advantage over other proposers durirggetitive process.

All privatization proposals from individuals or §inesses shall be forwarded
to the Chief Procurement Officer for initial revidar clarity, completeness.

Proposals shall be forwarded to appropriate deynt/division/college
representatives for initial joint review and recoandations in conjunction
with the Chief Procurement Officer.



If the proposal is rejected, the Chief Procurent@idficer shall notify the
proposer of the decision and supporting rationateshall provide an outline
of the appeal process, if desired.

If it is determined that the proposal has mehi, ¢concept will be further
developed into a Bid or Request for Proposal docurig the
department/division/college representative in cogjion with the Chief
Procurement Officer and others.

The bid or Request for Proposal will be desigreeble competitively bid
following all District Purchasing guidelines andoating maximum
competition.

308.4 Privatization Review Criteria
Proposals for privatization will be evaluated omuanber of factors including
cost. Additional factors will depend upon the seevor goods proposed, but
may include:

1. Quality of Service - the effect privatizationlMiave on the
guality of service.

2.  Cost Efficiency - expected cost of service,udahg District
oversight of the contract, assuming no decreageaitity.

3.  Market Strength - availability of private proeis interested in
providing the service.

4. Risk to the District - degree which privatizatimcreases District
exposure to hazards and risk.

Legal Barriers - the effect of laws on privatiaa decisions.

Control - ability of the District to oversee amenitor the service
once it has been privatized.

Resources - efficient and effective use of exgsDistrict assets.

Impact on Employees - the effect privatizatiah ave on both
full time and student employees of the District.

9. Political Resistance - opposition from the pciine provider of
the service, interest groups, or elected officials.

308.5 Appeal of Outcome of Privatization Review

1. The outcome of a privatization review can beegbgd by any
proposer.

2.  The request for appeal shall be first submittetthe Chief Procure-
ment Officer. The Chief Procurement Officer shadligh all merits
of the appeal and, in consultation with the affdcte



department/division/ college representative, simalke a
recommendation to re-open the review or to denydahaest.

3. Ifthe request is denied, the proposer maylzeskthe appeal be
forwarded to the next step in the appeal processvVice Chancellor
of Business Services or designee.

4.  The Vice Chancellor for Business Services shialgh all merits of
the appeal and shall make a recommendation toes-the review
or to deny the request.

5. Ifthe request is denied, the proposer may lzeskthe appeal be
forwarded to the Governing Board.

6. The Governing Board shall weigh all merits & groposal and shall
make a recommendation to re-open the processdamypthe
request.

308.6 Definitions:

A. “Petition of Interest” means the document tisathie form of
information that is requested by the District, céebgd by the
petitioner, expressing interest in providing thedm® or services.

B. “Privatization” means the provision of serviagsgoods by a private
sector business, another public sector body orpmofit agency, that
is normally provided by employees of the District.

5/9/95
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309:

309.1

309.2

309.3

Types of Contracts

There are a number of types of contracts usedeiibtrict. The most
common are listed below:

Blanket or Requirements Contract

This type of contract encompasses the needs aft@ydar requisitioner or
college or the district for a specific product imel of products or services.
Contracts may be based upon a set price for a nuohltems or services, or
it may be for a wide range of products or servigegh a predetermined
discount or mark-down based upon a catalog or lsterkdard price.

Multi-Term Contracts
Multi-term contracts for goods or services maybkzed for a period not to
exceed five (5) years, if they meet the followimgeria:

The estimated requirements subject to this conanacidentifiable as
to scope and/or general quantities for the percodered.

The contract serves the best interest of the Didtyi encouraging com-
petition and economies of scale based upon extegmaethase periods.

The contracts are written for a period of one figear only, with an
option to renew each year based upon availabififtureding. No
contracts are automatically renewable.

The vendor must continue to meet all criteria dageon performance and
other requirements that may apply such as bondisgrance and licensure,
etc.

Contracts may be written with options for termsager than five years, only
with approval of the Purchasing Manager.

Contracts for Professional Services

Professional Services Contracts should be usetthégorocurement of
services, not products or construction/renovation.

Professional Services contracts are to be usgdfanthe following types of
services:

Consultants (e.g. Management), Educational Comsgu(g.g.
Curriculum Development and Evaluation), Techniagbgort, Grant



Note:

Writing/Development, Speaking/Facilitating/Presegfi
Editing/Writing, Teaching/Instruction Services, aident Activities.

Exceptions to these categories are to be uporoeglpof the Purchasing Manager.
Professional Services Contract procedures varyrdicapto dollar limits:

Professional Services Contracts $50,000 or more

Professional Services exceeding $50,000 requirgettive, sealed
proposals utilizing the Request for Proposal (Rpieress. (See 303;
Competitive Sealed Proposals

Professional Services Contracts from $10,000 to urd$50,000
Professional Services from $10,000 to under $50r@@@ to show as much
competition as is practical and deemed necessattyebiyurchasing
Manager. A minimum of three written quotations sbal obtained.

Professional Services Contracts from $2,500 to und§210,000
Professional Services from $2,500 to under $10¢&0@rally do not require
competition, unless deemed appropriate for competity the Purchasing
Mgr.

Professional Services under $2,500

Purchases of Professional Services under $2,500eanocessed on a
Limited Purchase Order (LPO). A contract is notuiegd by Purchasing or
Legal although it is recommended to use the stahBeosfessional Services
Contract form, ensuring that all pertinent inforroatis obtained.

“Contract for Professional Services” forms are dead forms designed for use
with Professional Services Contracts up to $50t0Cfhsure that all pertinent
information is obtained and agreed to by the Caidra Contracts for
Professional Services exceeding $50,000 are desetlop the Legal and
Purchasing Departments.

In addition to a contract, an approved Requisitionecessary for creation of a
Purchase Order (Coding should be to Professionalcgs - 3210). Itemized
invoices must also be submitted to process paynterike Contractor to verify
that the services have been provided.

The following information is to be included on tRequisition:

Contract Number, RFP Number (if applicable), Dgdn of
Services, and Payment Schedule

Professional Services Contracts are not to be fasd¢te temporary
employment of staff. For those instances, speeiaices contracts (available
through Payroll department) are to be used. I-hfoare only to be used if the
contractor is considered a temporary or contragileyee. If the person has
assigned hours, is provided a workspace plus eqnpand supplies, and is
treated or performs such as an employee, this maytbmporary employment
situation that warrants use of a Special Serviaa#ract.



309.4 Routing of Contracts
All contracts that require signature regardlesthefdollar amount are to be

forwarded to the Legal department. All other coctisare routed to
Purchasing. Purchasing will then send any corgrtheit need review and
signature to the Legal department, if necessagadel reference the
requisition number on all contract forms.

After the contract is signed by the appropriatéhanity, a Purchase Order is
then created based on the approved requisitiorsigned contract. The
Purchase Order along with the signed contractes #ent to the vendor.

Note: A vendor shall not begin work or provide any seeviintil a
requisition is approved, a contract is signed, aRdirchase
Order is created.

309.5 Contract Signatory Authority
The authorized individuals to sign contracts anltbhalf of the District are

set by Governing Board Policy and are as follows:
¢ District Contracts Manager (Assistant General Gel)n

¢ Vice Chancellor for Business Services, in the nbs®f the
Contracts Manager,

* The Director of Strategic Business Operationsh&absence of the
Vice Chancellor for Business Services and the @GgotgrManager.

Note:  No other employee of the District is authorizedign contracts
on behalf of the District.
Original 08/01/01
Revised 06/30/03
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310:

Right to Audit Records

The District may, at reasonable times and locatiandit the books and
records of any person or organization that suboaists or pricing or is
awarded a contract which includes cost reimburséméor purpose of this
procedure, District includes appropriate Purchadtngance and Internal
Audit staff as well as representatives of the Aard@éeneral’s staff or other
review organizations.

Any person or organization that receives a conthethich cost or pricing
data is required, shall maintain the books andrdscthat relate to that
information for a period of three years from théedaf the final payment
under that contract, unless a different perioggiired.

The District may, at reasonable times and locatiandit the books and records
of any contractor or subcontractor relating togeeformance of a contract or
subcontract.

The contractor or subcontractor shall maintainbibeks and records that
relate to the contract or subcontract for a peobiiiree years from the date of
the final payment under that contract, unlessfemint period is required.
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311: Right to Inspect Plant
The District may, at reasonable times inspect @fatie plant or place of
business of a contractor or any subcontractor wisiclated to the performance
of any contract awarded.
This extends to the inspection of a plant or bussrecation prior to award, as
part of a determination process to decide capglaiht fitness for the
contract.
1/31/94
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312: Records Retention Policy

The retention of Purchasing records is in accordavith the standards as set
forth in the Arizona Community College District Woim System of
Accounting and Financial Reporting.

1. Formal Bids for construction and Requests fapBsals for
architects, engineers and related professionafgp@ting
documentation and summaries for the process atdaragfinitely.
Submittals from non-successful bidders and progoser kept for
three years from completion of the project.

2. Formal Bids and Requests for Proposals: Supgpddcumentation
and summaries for the process as well as addithmaed-up
materials are kept for three years after closéefiiscal year in
which they were received.

3. Purchase Orders, Requisitions and Vendor Ingace kept for three
years after close of the fiscal year in which tiveye processed.

4. Leases, Contracts and other agreements areaimadtfor a period
of six years after expiration of the agreement.

5. Disclosure of Substantial Interest forms aret kepthree years after
close of the fiscal year in which they were recdive

Records will be kept longer if audits were not parfed in a timely manner.
In this case, these records will be maintainedcfperiod of three years after
completion of that audit.

9/01/94
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313:

Special Procurements

A situation may arise which makes compliance wiget®ns 104.1 through 104.4
impracticable, unnecessary or contrary to the publit for which a sole source or
emergency procurement is inappropriate.

In such cases, the Chief Procurement Officer obhiser designee may make or
authorize others to make procurements with limgedo competition, as the
officer deems appropriate based on the circumssaiddes Chief Procurement
Officer or designee shall make a written deterniimabdf the basis for his or her
decision, and the selection of the contractor. détermination will be retained in
the contract file.

The Chief Procurement Officer may authorize thechase of certain specified
classes of services, equipment or goods as sgeo@rements under this
Section. He or she may do so only through a viritketermination that sets forth
the reason for the designation of the class ofisgrequipment or good as a
special procurement, along with appropriate requénets applicable to the
procurement, such as dollar/expenditure limitdraitéd competition procedures.

8/23/99
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314:

Procurement of Used Equipment

Used equipment may be purchased if it meets theésnafethe college as required
by the user. The purchase of used equipment mustthe best interest of the
District and result in a cost savings when compé#wdtie purchase of new or
refurbished equipment. A statement containing thlewing information must
accompany the requisition.

1. The requestor has inspected the equipment.
2. The equipment is in proper wogkarder.
3. The equipment meets the needseofiser.

4. It is in the District's best interest to procthve used equipment.
5. A determination as to price resdmeness.

The statement must be reviewed and approved byuhehasing Manager.

Methods of maximizing competition, within reasore & be implemented by the
Purchasing staff with the approval of the Purchgasifanager.

Purchases of used equipment in excess of $50,080adbere to the competitive
bid process.
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315:

Employees as Vendors

The use of MCCD employees to provide goods or sesvis strongly
discouraged. Only in cases in which it is proveat the employee is able to
provide the goods or service at a lower cost Wil purchase be made. ANY
purchases from an employee should show evidenceropetition and be
approved in advance by Purchasing. This includeshases made on Limited
Purchase Orders.

If you are an Employee acting as a potential veddrave a relative who is a
potential vendor, you must complete a Disclosur8udfstantial Interest Form.
Forms are also available from your Fiscal AgerntherPurchasing Department.
This form must be completed and submitted to Pwiclgaannually.

4/13/05
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401:

Specifications

Specifications for the procurement of goods orisessshall be written by the
Purchasing Department with the assistance of tp@esting department(s) and
other District staff.

These specifications shall be written in ordemtgure satisfaction with the
product or service, yet general enough to insunepatition.

Brand name or equal specifications may be utiliwadn the Purchasing
Manager determines that the use of brand nameual specification is
advantageous to the District and:

A. No existing specifications are available.
B. Time does not permit the preparation of speaiitns.

C. The nature of the product makes the use ofradaname or equal
specification suitable for procurement.

A brand name or equal specification shall desigaatmany brands as
possible. The specification shall include a desionipof the particular design,
function, or performance characteristics that aggiired, unless the
Purchasing Manager determines that the brand nemtles specifications are
commonly known.

If a consultant is used to develop specificatidhe,consultant shall provide to
the District a general statement to be includeithé@r recommendations that
reads as follows:

“No direct or indirect benefit is to be realized (bye
consultant) from the Maricopa County Community €g#
District using these specifications or awardingcaldased upon

them.”
8/18/93
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501:

Lease. Buy, or Build

Before initiating a construction project, considema shall be given to
alternatives, such as leasing or buying existin@gng space, whenever
appropriate. The Chief Procurement Officer, a@spntative from Facilities
Planning and Development and the representative fne
College/Unit/District shall participate in decidimghether to build, buy, or
lease. Factors for consideration include, bunhatdimited to:

A.

mo O B

Whether this is an addition to an existing cgdeampus, in
which case leasing or buying is usually not arrad#tve.

Whether the college's need is on-going or teauyor
The adequacy of available space to fit the gelkeneeds
Whether there is need for control over the bodd

The need to physically separate the collegessatipns from
private facilities.

Whether the cost of acquisition of an existingding meets
the needs of the college and is cost effectiveidensg the

expense and time to be invested in the construdfiannew
facility.

For more information regarding leases and funditegse refer to How-To's
for Leaseson the Property Accounting website.

5/22/95
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502:

Construction Procurement

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

The District may procure design services, conswacand construction services,
as applicable, under any of the following projeelivery methods:

1. Design-bid-build.

2. Construction-manager-at-risk.
3. Design-build.

4. Job-order-contracting.

502.1 Definitions

Design-bid-build is the process in which separateyrements are conducted for
architect/engineer services and general construciibe design provided by the
architect/engineer is utilized as part of the hidddocument for the general
contracting services.

A Construction-manager-at-risk acts as a genenafractor at the contracted-for
price and provides consultation to the institutr@garding construction during
and after the design of the facility.

Design-build is a method of contracting in whickiagle contract is created with
a firm or group of firms in partnership to build @novate a building or group of
buildings. The intent is for the architect/engimegrprofessionals to work more
closely with the general contractor and subcontracto provide a single source
of responsibility for the design and constructidrihe project. This contrasts with
the separate contracts with architects/engineatganeral contractor involved in
the standard design-bid-build or Construction Manag Risk.

Job-order contracting is a construction contrackédugor new construction,
maintenance, rehabilitation, and alterations oé@urring nature but which is of
an indefinite delivery and indefinite quantity. TR®b Order Contract shall
include a comprehensive compilation of detailed | rgaoperty repair,
rehabilitation, alteration, maintenance, and micamstruction task descriptions or
specifications, a pre-determined and agreed upemg@y discount coefficient or
mark-up pricing structure.



502.2 Design-Bid-Build

For the design-bid-build project, the District dhatocure the Design services
according to Section 506; Architect, Engineer, La®drveying and Related
Services and the Construction by competitive sedi&ltling, according to

Section: 302: Competitive Sealed Bidding - The tiamvon for Bid (IFB) Process,

except as otherwise provided in 305: Sole Sourceurement and Section 306:
Emergency Procurement.

502.3 Construction-Manager -at-Risk, Design-Build ad Job-Order-
Contracting

The District shall procure construction serviceslemthe construction-manager-
at-risk, design-build and job-order-contractingjpod delivery methods according
to Section 508: Alternative Construction ProcuretrMathods.

The District shall procure design services relatiog construction-manager-at-
risk construction services project according to ti®ac 508: Alternative
Construction Procurement Methods.

For job-order-contracting construction servicegguts, if the District does not
include design services in the job-order-contra@ctionstruction services contract,
the District shall procure any design servicestirgeto job-order-contracting
construction services projects under the contrembraling to Section 506:
Architect, Engineer, land Surveying and Related/iSes.

Revised 9/12/02
Original 5/22/95
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503:

Bid Security

Bid security shall be used on all competitive sedlielding for construction
contracts that exceed $25,000 in value, unless\ewa deemed appropriate
and approved by the Purchasing Manager. Bid dgqumotects the District
against the failure or refusal of the low biddestpply the necessary
performance and payment bonds, as required, amebt@ed with the
performance under the contract.

Bid security shall be provided by a surety complazgnsed to conduct
business in the State of Arizona or it shall bthenform of a cashier's check
made payable to the District.

Bid security is set at 10% of the bidder's baseabmbunt. Bid security is
required to be submitted at the time of the sulaintt the sealed bid. If the
bidder fails to accompany its bid with bid securttye bid shall be considered
non-responsive.

If a bid does not comply with the security requiests, the bid shall be
rejected as non-responsive, unless the failucenaply is determined by the
Purchasing Manager to be non-substantial where:

A. Only one bid is received and there is not sigfictime to re-bid
the contract;

B. The amount of the bid security submitted, whekes than the
amount required by the Invitation for Bid, is eqoahigher than
the difference in the price stated in the next aighcceptable bid;
or

C. The bid guarantee becomes inadequate as a oé#udt correction
of a mistake in the bid or bid modification, ifaNed, if the bidder
increases the amount of the guarantee to requirets within two
working days after bid opening.

08/01/01
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504: Performance and Payment Bonds

A performance bond is required for all constructtomtracts that exceed
$25,000 in value, in the amount of 100% of the @witprice. The performance
bond shall be delivered to the District at the séame the contract is executed.
If a contractor fails to deliver the performancentpthe contractor's bid shall be
rejected, it's bid security shall be enforced, awdrd of the contract shall be
made to the next lowest responsible and respohsilker.

A performance bond protects the District againss lesulting from the
failure of the contractor to perform a constructaamtract in accordance with
plans and specifications.

A payment bond is required for all constructiontcacts that exceed $25,000
in value, in the amount of 100% of the contractgri The payment bond shall
be delivered to the District at the same time th@mct is executed. If a
contractor fails to deliver the payment bond, tbetactor's bid shall be
rejected, it's bid security shall be enforced, awdrd of the contract shall be
made to the next lowest responsible and respohsilker.

A payment bond guarantees payment and protectiaidge furnishing labor
and materials to the contractor or its subcontradtr the work bonded.
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505:

Changes in Construction Contracts

At any time the Purchasing Manager may, in a sideter without notice to
the surety, approve a change order that may make:

A. Changes in the work within the scope of the caxtt and

B. Changes in the time for performance of the @mttthat do not alter
the scope of the contract.

If this change order increases or decreased theaotor’s cost of or the time
required for performance of any part of the workiemthis contract, whether
or not changed by the order, an adjustment shatidgde and the contract
shall be modified in writing. A change order stz used for this process.

5/22/95
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506:

Architect, Engineer, Land Surveying and Related Seiices

This procedure relates to the contracting of aechitengineer, land surveying,
and related professional registrant services irealin the planning, design,
construction, and renovation, of facilities for tstrict.

506.1 Procurement of Professional Services in an awnt of from
$50,000 to $100,000

For procurement of these professional servicesniramount of

from fifty thousand dollars ($50,000) to one humtdtdousand

dollars ($100,000), Purchasing shall assign a sefecommittee,

which shall independently evaluate and score sualsiteceived

from firms or individuals responding to the DistiscRequest for
Qualifications. If possible, the selection comnattmay conduct
discussions with a short list of at least thre¢hef highest scoring

firms or individuals.

506.2 Procurement of Professional Services in an amountreater than
$100,000

For the procurement of professional services iramount of more than one
hundred thousand dollars ($100,000) the Distralisfollow the standard
Request for Proposal (RFP) procedures as outlimedation 303

The contracting of these related types of servicag be made in advance for
use on an “as-needed” basis for smaller projeesdh not exceed $500,000
in value. The Request for Proposal process asedtlin Section 303 shall be
used for these types of procurements. A masténdisof these chosen
providers by type of service shall be maintained.

Revised 9/12/02
Original 5/22/95

Maricopa Community College District Office PurchagsiProcedures Manual
Purchasing Department Last Updated 9/22/09
2411 West 14th Street Microsoft Word 2007

Tempe, Arizona 85281-6942
(480) 731-8520



/

MARICOPA

community | Purchasing Procedures Manual

COLLEGES

Maricopa Community College District

507: Construction by District Employees

Employees may construct a building, structure, teaiti or alteration of a District
facility, if the cost does not exceed twenty thausdollars ($20,000).

For this procedure, "Cost" means the aggregateoé@dt materials and
services, including labor performed by District dayees.

Revised 10/8/02
Original 4/9/99
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508.

Alternative Construction Procurement Methods

Professional services and construction servicel bhaprocured
for the alternative construction procurement meshasl outlined in
this section. Exceptions are those instances irclwBiole Source
Procurement, Section 305, or Emergency Procurentstfion
306 apply. Alternative construction procurement hoeds as
defined in Section 502, Construction Procuremente a
construction-manager-at-risk,  design-build, and -gotber-
contracting.

508.1 Definitions

For purposes of this section, "construction ses/idacludes: construction-
manager-at-risk construction services, design-beoidstruction services, and
job-order-contracting construction services. Thesg/ or may not contain a
professional services component.

For the purposes of this section, "professionalises” includes architect
services, engineer services, landscape architewvices, assayer services,
geologist services and land surveying servicesarydcombination of those
services, provided by a registered professional.

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

RFP or Request for Proposals means a solicitatitim am intended response
that is fairly detailed. For purposes of this sactiit will supplement an initial

RFQ response. Also, for purposes of this sectioa,téchnical and financial
portions of the proposal response will be providedhe same time, but in a
separately sealed manner, to enable the commiteeview the technical

response separately and prior to the review ofittaacial proposal.

For procurement of construction services relating the alternative
construction procurement methods, two thresholgsyap

508.2 Procurement of All Alternative Construction $rvices.

For procurement of construction-manager-at-risisigte build and job-order-
contracting, the District shall follow these prouess:

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



Purchasing shall assign a selection committee, twisicall independently
evaluate and score proposals and qualificationsch@sing shall determine
the makeup of the selection committee for all cacts that include
construction services. For projects that includastaction, the selection
committee shall have at least one person who i®raos management
employee of a licensed contractor and one persoo whan architect or
engineer registered to practice in the State okdkra. The contractor or
design professional may be an employee of the iBistr

Outside contractors, architects and engineersregom a selection committee
shall not receive compensation from the Districtderforming these services,
but the District may elect to reimburse them favél, lodging and other
expenses incurred in connection with the servicehenselection committee.
Reimbursement shall be at a rate no greater tresténdard rate authorized
for District employees on District related trav&lperson who is a member of
the selection committee shall not be a contraaboleu the contract or provide
construction, construction services, materials treo services under the
contract.

The selection committee shall:

A. Independently evaluate and score the written pgsals and
gualifications submitted by the firms or individsal
B. If outlined in the solicitation, shall attempt torduct discussions with

at least three of the highest scoring firms orvidtials. If only two
firms or individuals respond to the solicitatiometcommittee may
proceed with the selection process or Purchasing maaolicit for
additional proposals. If only one firm or individueesponds to a
solicitation for professional services, the setatticommittee may
choose to proceed with the process with that finminalividual if
Purchasing determines in writing that the fee neged as a result of
the process if fair and reasonable and that othmsfand individuals
had a reasonable opportunity to respond, or ifethernot adequate
time for a re-solicitation.

508.3 The One-Step Competitive Process.

Purchasing shall enter into contract negotiatiornih the highest qualified
firm or individual for the professional services @ynstruction services as a
result of following the processes outline in sett®08.2 or section 508.3.
Negotiations shall include fees as well as othentremtual terms and
conditions deemed fair and reasonable and importantthe District.
Purchasing shall take into account the estimatégeyacope, complexity and
nature of the procurement. If Purchasing is unableegotiate a satisfactory
agreement with the firm or individual considered&the most qualified, then
Purchasing shall terminate those negotiations atigniake negotiations with
the next most qualified firm or individual in seaque until an agreement is
reached. If a construction contract is entered ada result of this process,
construction shall not begin until Purchasing ahd tontractor agree in
writing on a price for the construction portiontbé contract.



508.4 The Two-Step Competitive Process.

For design-build construction services or job-orcemtracting, as an
alternative to the one-step competitive procesknauin Section 508.3 above,
Purchasing may utilize the following process:

Purchasing shall issue a Request for Proposalshdse firms or
individuals short-listed as a result of the procastsined above.

The selection committee make up shall remainstimae as outlined in
sections 508.2 or 508.3 above.

For design-build construction services and jakteo-contracting
construction services, the Request for Proposall isiclude:

A.

B.

1.

Specifically for design-build construction projectee project
schedule, project final design and constructiongeticbr life
cycle budget.

For both types of services, a statement that th&act will be
awarded to the firm or person whose proposal resethe
highest number of points under a scoring system.

A description of the scoring method, including &t bf factors
in the scoring method and the number of pointscatied to
each factor. Those factors may include:

I. Proposer's qualifications
ii. Proposer's financial capacity

iii. Proposer's proposed compliance with the District's
project schedule

Iv. Proposer's quality management plan
v. Any other evaluation factors as determined by Pasiriy.

vi. For design-build construction services only, dentasd
compliance with the design requirements.

vii. For design-build construction services only, if the
Request for Proposals specifies the District wikersd its
project budget and not exceed that budget, and ithus
seeking the best proposal for the project budget.

A requirement that each proposer submit separatédghnical
proposal and a price proposal and that the projsosetire
proposal is responsive to the RFP. For design-build
construction services, the price in the proposalldfe a fixed
price or a guaranteed maximum price.

A statement that the selection committee will safsy
evaluate the technical proposal and the price mapand that
they will evaluate and score the technical propdsafore
opening the price proposal.

If determined by Purchasing and noted in the R selection
committee or a subcommittee consisting of Purclgaaind at least one



other member may conduct discussions with any obrfiahs or
individuals chosen. Discussions shall be for therppse of
clarification to assure full understanding of theojpct and
responsiveness to the solicitation requirementsformation from
proposals submitted and discussions held shallbeotisclosed to
competing proposers.

E. Best and Final Offer submittals may be requestenhy or all finalists.
These submittals shall contain both technical andantial
information. The final technical proposals shall bealuated and
scored first before opening and evaluating andisgdinal financial

proposals.

F. Purchasing shall award the contract to the mesige and responsible
proposer whose proposal receives the highest score.

G. For design-build construction services only, Bhstrict shall award a

stipulated fee equal to a percentage of the Distriproject final

construction budget, as prescribed in the requegtrbposals, but not
less than two-tenths of one per cent of the prdjeei construction

budget to each short listed proposer who providessponsive, but
unsuccessful, proposal.

If the District does not award a contract, all wsgve short listed
proposers shall receive the stipulated fee basedhenDistrict's

estimate of the project final design and constanchudget as included
in the request for proposals. The District shall {yee stipulated fee to
each proposer within ninety days after the awarthefinitial contract

or the decision not to award a contract. In consitien for paying the
stipulated fee, the District may use any ideashformation contained
in the proposals in connection with any contracta@ed for the

project, or in connection with a subsequent praoerm, without any

obligation to pay any additional compensation te tmsuccessful
proposers.

Notwithstanding the other provisions of this paeudr, an

unsuccessful short list proposer may elect to wéeestipulated fee.
If an unsuccessful short list proposer elects tivavthe stipulated fee,
the District may not use ideas and information am&d in the

proposer's proposal, except that this restrictioasdnot prevent the
purchasing agency from using any idea or infornrmatfothe idea or

information is also included in a proposal of apm®er that accepts
the stipulated fee.

508.5 Job-Order-Contracting Dollar Limits and Subcmtracting
For job-order-contracting construction servicesyonl

A. The dollar amount of an individual job order Bh®t be more than
seven hundred fifty thousand dollars ($750,000R&juirements shall
not be artificially divided or fragmented in ord&r constitute a job
order that satisfies this requirement.



B. If the contractor subcontracts or intends tocemlract part or all of the
work under a job order and if the job-order congion services
contract includes descriptions of standard indigldasks or standard
unit prices for standard individual tasks, then:

1. The contractor has a duty to deliver promptly @ach
subcontractor invited to bid, a copy of the deswis and the
standard unit prices of all standard individuaksasn which
the subcontractor is invited to bid.

2. The contractor has a duty to deliver promptly tbllowing to
each subcontractor that has agreed to do any ofwitrd
included in any job order, a copy of the descriptithe number
of units and the standard unit price of each stahohalividual
task that is included in the job order.

508.6 Confidentiality of Process

Until award and execution of a contract by the iigtonly the names of each
firm or individual on the short list may be madeagable to the public. All
other information received by the District in respe to the request for
gualifications or contained in the proposals shallconfidential in order to
avoid disclosure of the contents that may be prejaidto competing
proposers during the selection process. The prégpskall be open to public
inspection after the contract is awarded and th&tridi has executed the
contract. To the extent that the proposer designael Purchasing concurs,
trade secrets and other proprietary data contamedproposal shall remain
confidential.

508.7 Cancellation of Procurement Process

Purchasing may cancel a request for qualificatimma request for proposals
or reject in whole or in part any or all submissoof qualifications or

proposals as specified in the solicitation if itimsthe best interest of the
District. Purchasing shall make the reasons focelation or rejection part of
the purchasing file.

508.8 Registrations, Licensure and Project Definitin

A. The successful contractor for construction-mamad-risk, design-
build or job-order-contracting construction sergidgs not required to
be registered to perform design services purswanitlie 32, Chapter 1
of the Arizona Revised Statutes, if the person iom factually
performing the design services on behalf of the tremtor is
appropriately registered.

B. The successful contractor for construction-manadg-risk, design-
build or job-order-contracting construction sergige not required to
be licensed to perform construction pursuant tte @2, Chapter 10 of



the Arizona Revised Statutes, if the firm actugbigrforming the
construction on behalf of the contractor is appaiply licensed.

B. Each project under a design-build construction isesvcontract or a
construction-manager-at-risk construction servicestract shall be a
specific, single project. For the purposes of fmasagraph, "specific,
single project” means a project that is construeted single location,
at a common location or for a common purpose.

508.9 Prohibition against Competing with Private Fims or Contracting
with other Agencies for these Services

Notwithstanding anything to the contrary in thi®gedure, the District shall
not:

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

B. Contract with itself, with another District, \Witthe state or with any
other governmental unit of the state or the fedg@lernment to
provide construction-manager-at-risk constructi@rviees, design-
build construction services or job-order-contragtitonstruction
services for itself.

C. The prohibitions prescribed in this section @ prohibit the District
from providing design or construction servicesifeelf as provided by
law.

508.10 Reporting Requirements

On or before December 15 of each year, if the Bistises construction-manager-
at-risk, design-build or job-order-contracting t@gure construction services in a
calendar year, District shall transmit to the St&eard of Directors for
Community Colleges a report on the benefits assatiavith the use of
construction-manager-at-risk, design-build or jobes-contracting to procure
construction services. The report shall includertbenber of projects completed
in the preceding calendar year using the procuremegthods, the cost and
description of each project and an estimate of @t savings or other benefits
realized through the use of the procurement method.

Related Procedures:

502 Construction Procurement
506 Architect, Engineer, Land Surveying and Rel&ed/ices
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601:

Contracts for Supplies and Services Modificatin and
Termination

Contracts for supplies and services are subjettamifications and
termination within the guidelines of the specifantract.

The following types of changes may be made to exjstontracts:

A. Fixed-price contracts may be changed withingbeeral scope of the
contract in any one or more of the following areas:

1. Date of delivery
2. Location of delivery
3. The method of shipment or packaging

B. Blanket orders for commodities or services mayimended at
agreed upon times and milestones.

1. This may be to adjust price upward to comperteate
inflation and other factors that have affecteddbetract over
time; or

2. It may be to adjust pricing downward to compéns$ar
changing market variables.

These requests for changes must be substantiatenitimg and agreed
upon in advance in the original contract.

Contracts may be terminated for cause and for rhatuevenience of both parties.

Requests for terminations for cause must be doctedemd approved by the
Purchasing Manager. Terminations for mutual corerere by both the supplier
and the District also must be approved by the Rasicly Manager in advance.
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801:

Delegation of Authority

The Surplus Property Manager is delegated the nsgpibty to act on behalf
of the district on all matters relating to the disgion of excess and surplus
materials.

This responsibility is delegated from the Chancelhwough the Vice
Chancellor for Business Services and the Chiefurezaent Officer to the
Surplus Property Manager.

No college, center, or unit shall transfer, sefide-in, donate or otherwise
dispose of materials owned by the District withawitten authorization of the
responsible Dean or Department Head assigneddbsponsibility. These
approvals must be received prior to acceptanckeoféquest by the Surplus
Property Manager.
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802:

Disposition of Surplus Materials

Colleges, centers, and units shall notify the Susrfiroperty Manager of all
excess and surplus materials on the appropriatesfor

The Surplus Property Manager shall determine tinerfarket value of excess
and surplus property. Methods used for determimalge may include
guotations, estimates, use of reference guide®#ad publications, as well
as market indexes.

The Surplus Property Manager shall facilitate thagfer of excess or surplus
materials to or between colleges and eligible nariipeducational
institutions. These excess or surplus materialst i@ offered to the colleges
and other district operations prior to offeringrth® eligible non-profit
educational institutions. Eligible non-profit edtional institutions receiving
surplus materials must sign an agreement statatghley will not sell,
dispose, or transfer this equipment for the peoibdne year.

Surplus materials shall be offered through publicti@an, competitive sealed
bids, established markets, or posted prices. usual circumstances render
the above methods impractical, the Surplus Propéaryager may employ
other disposition methods, including appraisalantdr, provided the Surplus
Property Manager makes a written determinationghah procedure is
advantageous to the district.

Methods of disposition of surplus materials:

1. Public auctions may be used to dispose of ssimplaterials. These
auctions shall be advertised at least two (2) tipres to the
auction date, the last notice to be no less thadasys prior to the
auction date. All the terms and conditions of aale shall be
available to the public at least 24 hours prioth® auction date.

2. Competitive sealed bidding may be used to dspbsurplus
materials. Notice for sale bids shall be publichaitable from the
Surplus division at least ten days before the gatdor opening bids.
Notice of the sale bids shall be mailed to prospediidders,
including those bidders on lists maintained by3lieplus Division.
The notice for sale bids shall list the materidfered for sale, their
location, availability for inspection, the termsdazonditions of sale,



and instructions to bidders including the placéedand time set for
bid opening. Bids shall be opened publicly.

The award shall be made in accordance with theigioms of the
notice for sale bids to the highest responsiverasgonsible
bidder, provided that the price offered by suchdbids acceptable
to the Surplus Property Manager. If the Chief Brement Officer
determines that the bid is not advantageous tdidtact, such
officer may reject the bids in whole or in part andy re-solicit
bids; or such officer may negotiate the sale, mtedithat the
negotiated sale price is higher than the highegtaesive and
responsible bidder's price.

3. Trade-in options may be used to dispose of ganplaterials.
Before surplus materials are disposed of by trade-a vendor for
credit on an acquisition, the Surplus Property Mgnand Chief
Procurement Officer or designee shall approve sliggposal. The
Surplus Property Manager shall base this deterioimain whether
the trade-in value is expected to exceed the valakzed through
the sale or other disposition of such materials.
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803:

Employee Participation in Surplus Property Sag

An employee of the owning or disposing college teeror operating unit
shall not directly or indirectly purchase or agvath another person to
purchase surplus property if said employee isasrideen, directly or
indirectly involved in the purchase, disposal, n@iance, or preparation for
sale of the surplus material.
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804:

Surplus Material Acquisition Programs

The District may acquire surplus materials fromltheted States government
and the State of Arizona as well as any other gowental sub-division
allowing the transfer or sale of surplus to simdeganizations, and may
distribute surplus materials as may be usable andssary for public purposes
to a college, center, or operating unit of the gt

Authority for Transfer of Material

The Surplus Property Manager may confer on any eyepl authority to secure
the transfer of surplus materials from the abostedl agencies or organizations.
Prior authorization must be grated for each traisac

3/4/97

Maricopa Community College District Office PurchagiProcedures Manual
Purchasing Department Last Updated 9/22/09
2411 West 14th Street Microsoft Word 2007
Tempe, Arizona 85281-6942

(480) 731-8520



’N

MARICOPA
COMMUMITY
COLLEGES

Maricopa Community College District
Purchasing Procedures Manual

805:

Fees and Charges

The department may make proper charges and assges fees for the
acquisition, receipt, warehousing, rehabilitatideljvery, distribution, or
transfer of excess and surplus materials. Suchdeéd charges shall be fair and
equitable and shall be based on services perfome&eling acquisition,

receipt, warehousing, rehabilitation, delivery tdlmition, or transfer. A
reasonable charge shall be made for maintenancespai services.

All moneys coming into the department derived freumnplus materials fees and
charges shall be placed in a surplus materialdvienypfund. Moneys in the
fund shall be available for the purpose of carnong the provisions of these
procedures.
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806:

Reports

Monitoring reports shall be provided to the Vicea@bellor for Business
Services. These reports shall include lists ofleyges and relatives of

employees purchasing surplus materials. Thesélshakovided at least
guarterly, if an auction or other sales occur dythmat time.
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901:

901.1

901.2

Protest and Appeals of Contracts and Awards

Content of Formal Protest and Appeal Letter

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

1. The name, address, and telephone number ofdhesger.
2. The signature of the protester.

3. The bid number and date of bid closing.

4

. A statement of the legal and/or factual groumasvhich the
protest or appeal is based, including copies afrmétion
relevant to the bid.

5. The form of relief requested.

Filing Procedure

Protests are to be filed with the Chief Procureng@ficer, Maricopa
Community College District, within 10 days of awar@ailure to timely
protest shall be deemed a waiver of all rightsradgst.

If a protest is filed before the award of a cociirao award shall be made until
the protest has been administratively resolvedeasithe Chief Procurement
Officer makes a written determination that the al@irthe contract without
delay is necessary to protect substantial inteddtse community college
district.

A written decision will be made within 10 dayseafthe protest has been filed.
The decision shall contain an explanation of th&af the decision. The
Chief Procurement Officer shall furnish a copylod tlecision to the protester
by certified mail, return receipt requested, omby other method that
provides evidence of receipt.

The time limit for a decision may be extendedhmy €hief Procurement
Officer for a reasonable time not to exceed thddys. The Chief
Procurement Officer shall notify the protester intiwg that the time for the



901.3

901.4

issuance of a decision has been extended and tiaéylavhich a decision will
be issued.

Remedies

If the Chief Procurement Officer sustains the mbie whole or in part and
determines that a solicitation, proposed contraetrd, or contract award does
not comply with District Policies or proceduresg hief Procurement

Officer shall implement an appropriate remedy.

In determining an appropriate remedy, the ChietBrement Officer shall
consider all the circumstances surrounding theuyssuent or the proposed
procurement, including, but not limited to, theisesness of the procurement
deficiency, the degree of prejudice to other irdtre parties or to the integrity
of the procurement system, the good faith of théigm the extent of
performance, cost to the government, the urgentlyeoprocurement, and the
impact of relief on the district's mission.

An appropriate remedy may include one or mordeffbllowing:

Decline to exercise an option to renew under trdract; terminate the
contract; reissue the solicitation; issue a nevciation; award a contract
consistent with this District Policy and procedymegect all bids or proposals
without further actions; or such other relief ated@ined necessary to ensure
compliance with this District Policy or procedures.

Appeals
Appeals are to be filed with the Chief Procurent@fiicer within 5 days of the
receipt of the decision. The notice of appeallgaitain:

The information from the original protest lettarcopy of the decision of the
Chief Procurement Officer, and the basis for theeah

The procurement officer shall immediately givetten notice of the pending
appeal to the successful contractor if award has beade or, if no award has
been made, to interested parties. Any party siigsbshall, upon request, be
furnished with a copy of the notice of appeal filedhe matter.

The Chief Procurement Officer shall notify the ®@ovng Board or its designee
of the appeal. Any hearing or appeal shall be gotedi by the Governing
Board or its designee as hearing officer. A wnittiecision will be made within
14 days after the appeal has been filed.

The time limit for a decision may be extended sy hearing officer for a
reasonable time not to exceed thirty days. Thergafficer shall notify the
protester in writing that the time for the issuan€a decision has been
extended and the date by which a decision willsksaed.



901.4.1 Stay of Procurement During Appeal

If an appeal is filed before an award of conteaad the award of the contract
was stayed by the procurement officer, the filiiguw appeal shall automatic-
ally continue the stay unless the hearing offi@arducting the appeal makes a
written determination that the award of the coritreithout delay is necessary
to protect the substantial interest of the District

901.4.2 Dismissal Before Hearing

The hearing officer conducting the appeal shaliniBs, upon a written
determination, an appeal before scheduling of hgafithe appeal does not
state a valid basis for protest; or the appeahtsnely.

901.5 Remedies
If the hearing officer sustains the protest in vehat in part and determines
that a solicitation, proposed contract award, mtieect award does not comply
with District policies or procedures, the hearirffjcer shall implement an
appropriate remedy. Remedies shall follow thogérmad in the previous
section on remedies.
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902:

902.1

902.2

902.3

902.4

Contract Claims and Dispute Resolution

Applicability

This procedure applies to claims, controversiedisputes between the Maricopa
County Community College District and a contra@nsing from activities or
inactions on a contract between the two. Thisuides disagreements of any kind,
such as claims or disputes asserting breach ofamintnistake, or
misrepresentation, contract modification or resorgssand those regarding
interpretation of the contract and the partiespossibilities under it. It is the
policy of the Maricopa County Community College @i to attempt to resolve
claims, disputes or controversies in good faitlgaging the formal process
specified in these procedures only where necessary.

Authority

The Purchasing Manager or, for construction aratedl service contracts, the
Director of Facilities Planning and Developmentilair designees, (“Contract
Administrator”) are authorized to settle and resatentract claims, controversies
and disputes, subject to the restrictions and $imitsection 902.3 and the
procedures of the Capital Development Advisory Gadurppeals of final
decisions made by the Contract Administrator olamt controversy or dispute
may be made to the Director of Strategic Businegg8rt Services (“Chief
Procurement Officer”) following the format outlinéd section 902.4.

Restrictions and Limits
Settlement of a claim is subject, where appropriat@olicies and practices of the
Governing Board requiring its approval in certaiises.

Timeliness and Format of the Initial Claim

The Contract Administrator shall initially considand resolve claims,
controversies and disputes according to the proesdand within the times
specified in the contract. In any event, any clasontroversy or dispute must be
filed with the Contract Administrator within 180ygaafter the date that the claim,
dispute or controversy arose.



The claim, controversy or dispute not resolved atiog to the contract’s
procedures shall be subject to the proceduresfsggbbelow. The contractor
must file with the Contract Administrator in wrigrat least the following
information, and any other information specifiedhe contract:

1. The name, address, and telephone number obttieactor and the person
representing the contractor.

2. The signature of the person representing theacor.

3. The contract number or other reference suchidasriiRFP number, which
will identify the contract.

4. A statement of the legal and/or factual grousrsvhich the
claim is based, including copies of informatiorexent to the claim.

5. The form of relief requested.

902.5 The Contract Administrator’'s Decision
If the claim, controversy or dispute cannot be Ine=ib by mutual agreement, the
Contract Administrator shall issue a written demnsno later than 60 days after
the initial claim, controversy or dispute is filedwriting. This final decision from
the Contract Administrator shall include:

» A description of the claim;
* Reference to the pertinent contract provisions;
» A statement of the factual areas of agreementsaggdeement;

» A statement of the Contract Administrator’s deansiath supporting
rationale;

» A copy of this procedure, which outlines the apppratess.

A copy of this decision shall be provided to thatcactor, by certified mail —
return receipt requested, or by any other methatigtovides evidence of receipt.

902.6 Issuance of a Timely Decision by the Contract Admiistrator
The Contract Administrator may extend the time fifar a decision for a
reasonable time, not to exceed 30 days, but orily thve approval of the Chief
Procurement Officer. The Contract Administratorlshatify the contractor in
writing that the time for issuance of a decisios baen extended and the date in
which a decision shall be issued.

If the Contract Administrator fails to issue a dg@n within the time allowed, the
contractor may proceed as if the Contract Admiatsirhad issued a decision
adverse to the contractor.



902.7 Appeal of the Decision of the Contract Administrato
The contractor shall have the right to appeal #@sion of the Contract
Administrator. It shall file its appeal with the i@hProcurement Officer within
five days from the date the decision is receivEéde appeal shall contain all the
information listed in section 902.4 as well asaesnent of the precise factual or
legal error in the decision of the Contract Admiiraigor from which the appeal is
taken.

902.8 Issuance of a Timely Decision by the Chief Procureemt Officer
The Chief Procurement Officer shall have 30 dayshich to render a decision
on the appeal. The time limit for a decision by @hief Procurement Officer
may be extended for a reasonable time, not to exg8eéalays, but only upon the
approval of the Vice Chancellor for Business Sawiim consultation with legal
counsel. If an extension is granted, the Chief ér@ment Officer shall notify the
contractor in writing that the time for issuanceaadecision has been extended
and the date in which a decision shall be issued.

902.9 Chief Procurement Officer's Decision
This final decision from the Chief Procurement ©¢fi shall include:

* A description of the claim;

» Reference to the pertinent contract provisions;

» A statement of the factual areas of agreementsaggeement;
* A summary of the procurement officer’s decision;

» A statement of the Chief Procurement Officer’s dexi with supporting
rationale;
A copy of this decision shall be provided to thatcactor, by certified mail —
return receipt requested, or by any other methatptovides evidence of receipt.

902.10Hearing
The contractor shall make any appeal of the datigidhe Chief Procurement
Officer within 5 days of the receipt of the decisioThe contractor shall file the
appeal with the Chief Procurement Officer.

The appeal shall contain all the information lisie section 902.4 as well as a
copy of the decision of the Chief Procurement @ffiand a statement of the
precise factual or legal error in the decisionhaf €hief Procurement Officer,
from which the appeal is taken.



The Chief Procurement Officer shall notify the @oving Board or its designee
of the appeal. The Governing Board or its desigiedl conduct any hearing on
the appeal. The Governing Board or its designa# sisue a written decision
within 30 days after the appeal has been filed.

The Governing Board or its designee may extendinte limit for a decision on
the appeal for a reasonable time not to exceed$. dThe Governing Board or
its designee shall notify the contractor in writithgt the time for the issuance of
a decision has been extended and the date by aldelkision will be issued.

902.11Controversies Involving District Claims Against a @ntractor
All claims asserted by the District against a cactior that are not resolved by
mutual agreement shall promptly be referred byGbatract Administrator to the
Chief Procurement Officer for a hearing withoutashto the procedures outlined
above in sections 902.1 through 902.9.
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903: Unauthorized Purchases

Definition

(a) An "Unauthorized Purchase" is an agreement, a goment, or an order
for goods or services, or a change to existingraghby any person who
does not have express written delegation of praceng authority to bind
MCCCD. This includes changes under existing cotdgrémat are made by
persons who do not have delegated purchasing dytHdnauthorized
purchases are not binding on MCCCD and the vendgrlm advised to
seek payment from the employee.

(b) Unauthorized Purchases include:

(1) Placing an order without an approved Purchase Order

(2) Placing an order either before or after submitthregrequisition on
the assumption that a PO has or will be approved.

(3) Over spending the authorized amount of a Blankethase order.

(4) Coercing a vendor to initiate an order on the peenthat a PO is
forthcoming.

(5) Using personal funds to make a purchase of goodsrerices that
would normally require the involvement of purchasia secure
competition, approve sole source or otherwise cgmwith MCCCD
policy and procedure with the intent to seek pesksogimbursement.

Processing an Unauthorized Purchase

When an unauthorized purchase is identified an Uth@ized Purchase Letter"
will be sent via email to all involved parties. Tlegter will outline the
circumstances surrounding the unauthorized purchiderovide instructions
for providing a response. The college presidemliirict vice chancellor will
also be copied. Prior to a purchase order beingedssr a payment being
authorized, Purchasing must receive a copy of ewritcknowledgement and
approval from the college president or districievathancellor.
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1001: Cooperative and Joint Purchasing Agreements

The District is authorized to utilize various cocgdése and joint purchase
contracts for the procurement of goods, equipmedts&rvices.

These agreements are negotiated on the behalbopgiof educational
institutions or governmental subdivisions. Soméheke groups require
membership in order to access these contractsg wtiiers are purely voluntary
and are available to all political subdivisions.

It is the intent of the District to support thesmtacts whenever possible. This
includes assisting in the development and biddimgsps as well as in reporting
compliance with the contracts. The District howeveserves the right to
obtain the best possible price and quality evémifeans not utilizing these
contracts.

The District also encourages bidding cooperatitelgllow other agencies,
districts, and governmental sub-divisions to accestin District contracts.
The responsibility for placing orders, expeditipggblem resolution, and
payment shall remain with the organization thatases the District contract.
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1100:

1100.1

1100.2

1100.3

Supplier Development Program

Purpose

The MCCCD Supplier Development Program is designeskrve the needs
of the District in furthering its vision relating tliversity as well as efficient
use of resources. To further this vision, the fsts committed to increased
business activity with minority and women-ownedibasses.

Responsibility for the Program

The program as outlined in Governing Board Polisyhe key responsibility of
the Chief Procurement Officer as delegated by thee@ing Board.
Furthermore, all employees of the District are e€xge to participate in the key
components of the plan. The Purchasing Departstait be responsible to
perform the following:

1100.2.1
Set annual purchasing goals for the District

1100.2.2

Advise, train, and educate District employeeseffirogram. Provide
training to suppliers in order to enable them ttidyaunderstand District
processes.

1100.2.3
Implement changes to Purchasing procedures thiagntiance the success
of the program.

1100.2.4
Document, track, and report, on a regular basessticcess of the program.

1100.2.5
Maintain involvement in formal minority supplieedelopment activities,
through councils as well as community outreachvaies.

Applicability of Funds

All funds expended by the District are subjecthte gjuidelines of this
program. The more restrictive requirements ofatergrants or programs
administered by the District will be followed.




1100.4 Program Components

1100.4.1 Education and Training

The Purchasing Department will coordinate thentrey and education of
District employees to improve the awareness ofSimgplier Development
Program and to further its goals. Suppliers wélldsovided training in order
to better understand District processes.

1100.4.2 ldentification of Resources

The Purchasing Department will make an activerettocontinually update
and increase the vendor file of minority and wonoamed businesses. This
will include internal efforts as well as allianosgh other agencies and
organizations to obtain lists of additional supdie

1100.4.3 Community Involvement

The Purchasing Department and other departmedtdigisions shall retain
an active role in a Minority Supplier Developmeru@cil. This will include
membership as well as participation in trade faird other activities.
Whenever possible, Purchasing representatives gudicipate in any other
joint efforts with other agencies or councils whigil foster increased
visibility in the community.

1100.4.4 Procurement Activities

The Purchasing Department shall continue to offeajuate, and award bids
or proposals according to District Purchasing Bolim informal competitive
procurement processes (those procurements undtarthal bid limit) every
effort will be made to ensure participation frormimiiity or women-owned
businesses.

1100.4.5 Subcontracting Opportunities

Construction contracts of $100,000 or more simaluide language
encouraging minority subcontractor participatidrne general contractor shall
be required to report subcontracts and equipmewrhpses from minority and
woman-owned businesses. A final subcontractingrtepill be required
before final payment is released.

1100.4.6 Multiple Awards

The District will use multiple awards when praatiand advantageous to the
District to increase participation of minority amdman-owned businesses.
This may be used when service and availabilityf igreater importance in the
selection of a non-primary supplier or the servicas be better provided by a
firm that is in closer proximity to the user. Tctice will not be used when
results would be a degradation of service or gaogplied.




1100.5 Participation Goals of the Program
To insure that maximum opportunity is afforded tmonity and woman-
owned businesses that desire to conduct businéisshei District, goals will
be established to guide institutional actions. sehgoals are considered
minimum goals and are not considered quotas.

1100.5.1

Minority owned business participation goals aigalty set at 5 percent of the
total competitive dollars spent by the Districtabgh the Purchasing
Department.

1100.5.2

Women-owned business participation goals areaihjtset at 5 percent of the
total competitive dollars spent by the Districtahgh the Purchasing
Department.

1100.6 Reports on Supplier Development Efforts
A report shall be filed annually with the GovempiBoard by the Chief
Procurement Officer, outlining the progress indheas of Supplier
Development activity. Progress shall be monitaed statistics documented
for use by the department and others.

1100.7 Definitions

1100.7.1 Competitive Purchases

Means those purchases of goods or services thdtecaubjected to a
competitive process. Not included would be dolkpent for sole source
purchases including such items as utilities, regfigns, and memberships.

1100.7.2 Minority Owned Business
Means a business that is owned, operated, antbledtat least 51 percent by
a minority individual or individuals.

1100.7.3 Woman-Owned Business
Means a business that is owned, operated, antbledtat least 51 percent by
a woman or women.
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1201: Code of Ethics

All employees of the Maricopa County Community @gk District that
participate in the procurement process, Purchasaffjwas well as other District
employees, will follow the following Code of Ethibsised upon the Codes of the
National Association of Educational Buyers andNlaional Institute of
Governmental Purchasing.

As an employee, he/she:

A. Believes in the dignity and worth of the sergecendered by the
organization and the social responsibilities asslasea trusted public
servant.

B. Is governed by the highest ideals of honor atelrity in all public and
personal relationships in order to merit the respad inspire the
confidence of the organization and the public baegyed.

C. Believes that no employee shall, at any timenater any circumstances,
accept directly or indirectly, gifts, gratuitiesather things of value from
suppliers.

D. Seeks or dispenses no personal favors. Hapdldsadministrative
problem objectively and empathetically without disgnation.

E. Identifies and eliminates participation of anglividual in operational
situations where a conflict of interest may be imed.

F. Obtains maximum ultimate value from each dabgwended for products or
services.

G. Grants equal consideration to all competitivadbrs; each transaction is
evaluated on its own merit and fair, ethical, azghl trade practices are
followed.

H. Requires honesty from sales representation,hehétirough verbal or
written statement, advertisement, or product sample

l.  Uses only by consent, those original ideas axigihs devised by one
vendor for competitive purchasing purposes.



J. Cooperates with professional and trade orgaaimtaind govern-mental
and private agencies engaged in furthering the ptiom and
development of the Purchasing profession.

8/18/93
Maricopa Community College District Office PurchagsiProcedures Manual
Purchasing Department Last Updated 9/22/09
2411 West 14th Street Microsoft Word 2007

Tempe, Arizona 85281-6942
(480) 731-8520



’

MARICOPA
COMMUMITY

COLLEGES

Maricopa Community College District
Purchasing Procedures Manual

1202:

1202.1

1202.2

1202.3

1202.4

Conflict of Interest—Employees

Purpose

All MCCCD employees must make known any actualaieptial conflicts of
interest by completing the form entitled, “Discloswf Substantial Interest.”
The responsibility to keep this form updated lieghvall MCCCD employees
and elected officials. Notice will be distributadnually, reminding all
employees and Governing Board members of their tieedmplete this form.
It is the responsibility of each person to keepdiselosure form current.

Applicability

All Governing Board-Approved employees shall anlyuebmplete and submit
a conflict of interest form and shall submit anramkledgement that they have
read and understand the District’'s Conflict of tet# Policy. Updated
disclosures shall be made during the year by thel@me as needed if
circumstances change. Other employees may alssghéed by the Vice
Chancellor of Business Services to annually corepletse forms, given the
nature of their job responsibilities and the patdribr conflicts of interest.

Procurement

Any MCCCD employee who has, or whose relative hagtstantial interest
in any contract with, sale to, purchase from oviserfor the District shall
refrain from participating in any such contracles@arocurement, or service.
Participation includes initiating, signing, or axgjiin a decision-making role.

The procurement of supplies, equipment, or sesvilken any employee of the
District is not authorized unless it is made thitopgblic competitive bidding.
The Purchasing Department is not required to requoespetitive bids for
procurement of small dollar value merely to allovgtilct employees to bid.

Record Keeping, Reporting, and Review

The Purchasing Department shall maintain the tistihdisclosure forms and
shall refer to it as part of the normal purchasing contracting procedures.
This is done to identify all potential conflicts ioterest. All related party
transactions shall be recorded in the Purchasiqpi®ent. Copies of the
records shall be provided to the Controller's @iffid@ransactions shall be
subject to periodic review by the Internal Auditdaetment.




1202.5 Basis of Procedure
The basis for this department procedure is the @Gawvg Board Policy on
Procurement Conflict of interest.

1202.6 Definitions
Administrators—For this policy, means Chancellor, Vice Chancsllétresident
and Provosts, Deans, Associate Deans, Assistanb&soand Administrative

Directors.
Original 7/14/94
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1203: Conflict of Interest—Consultants

No individual or firm, including but not limited toonsultants, architects,
engineers, designers and other individuals or azgéions preparing
specifications or plans under contract to MCCCRlsteceive a benefit,
direct or indirect, from the utilization of suchesyfications or plans.

A similarly worded statement shall be includedlirReequests for Proposal
or Invitations for Bid that involve the writing @reparation of plans or

specifications.
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1204: Purchasing for Employees and Private Individals

Purchasing staff will not negotiate or request sdgwicing or discounts on
the behalf of any MCCCD employee, faculty membeprovate individual or
conduct any personal purchases.

Any discounts or special programs offered to tloailtg or staff by the vendor
will be the sole responsibility of the vendor ahd taculty and staff, and will
not be processed through Purchasing channels offéreof incentives or
discounts by vendors to faculty and staff will betconsidered in the award of
any contract or agreement.
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1205: Evaluation Committee Member Statement Form fo

RFP/IFB Review

Buyers should utilize a form titled, “Evaluation i@mittee Member
Statement,” as part of all RFP/bid review processes

This form covers the rules on confidentiality o tbrocess prior to award. It
includes the need to not contact or communicatie thié proposers/bidders
and not to communicate with employees outside ®tthmmittee about the
process in progress.

Each committee member should sign a copy of tha.foFhe forms should be
kept as part of the bid/RFP file.

In addition, any committee member is instructediszlose any actual or
potential_conflict of interestelating to the RFP/bid.
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