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Fiscal Affairs
I Purchasing Department Staff

« Clen Burton, VP of Fiscal Affairs

« Sonja Blinka, Director

« Jerri Glenn, Buyer

* Nicole Lloyd, Buyer

« George Howard, Shipping & Receiving

« Pat Harris, COM Mailroom
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Purchasing Department Services

« Oversee and manage expenditures of college funds
through acquisitions in accordance with the Texas
Education Code, other applicable Government Codes

and Local Policies adopted by College of the Mainland’s
Board of Trustees.

» Fixed Asset & Property Management including surplus
property disposal

 Shipping & Receiving Services

e Cenftral Mailroom Services
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|Agenda
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« New & Refresher

Vendor Records

Purchasing & Acquisition Policy
* Non-Grant Supplies
« Grant Supplies

Services
« Standard Service Agreement (SSA)
» Professional Services Agreement (PSA)

Purchasing Methods

COM Conftracts

Inventory Management

Cenftral Mail/Shipping & Receiving

Website Tools

Information Technology (IT) Purchases

Marketing



New & Refresh

Effective January 1, 2019

> Regquisitions@COM.edu (NEW)
Shipping@COM.edu (NEW)

Education Department General Administration (EDGAR) Increase $ for three
(3) bid threshold (NEW)

» Vendor Records & Vendor Processing

v W9 or W8

v Conflict of Interest

v Approvals
Request for Proposal (RFP) Funding Agreement
Catering/Food Services

v Student Center Market

v' Chick-Fil-A: Monday through Thursday
TVB Kiosk 11:00 — 1:00 (pending sales or other campus activities)
Meeting & Event Planning
Single Centralized Catering Budget
Lounge Vending Machines
Coffee Machines

Y
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New Vendor Forms Flow Process
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MNew Vendor Request Form
F THIS IS & ONE TIME PURCHASE REQUIREMENT, D0 NOT COMPLETE|
THIS FORM. CALL FURCHASING PRIOR TO MOVING FORWARD.
AN required farms [IRS W3 or W8 and Conflict of Interest] to be
komplated by the wandar must be ottached to the subject
pequese.

ikt ps: . irs. po v byfirs -
‘Conflict ofinterest: bitpseers sthics Sote bz form s/ 00 oot

Vendor Type (must check one] FOrm W-E or Certificate of Foreign Status

[] mesviaayssie propristar [[] anwersien comany/indivicuats
l:l AN Carporations
Employer ification & or # 85 proviced on the Form W-3:

Wendor Name as provided on the Form W-3 or W-B:

Femittance Address a5 proviced on the Form W-5 or W-8:

Purpose for Mew Vendor:

[Estimated Dolar Amount %

COM Empioyes Contact Names Phane £;
COM Empioyes Contact Dater
Emisil Addrass
Depar e £ D =
Budgst Marager Approvat Dt
forward the required forms to the ing
Recsiver's Signature; Date:
Date Vendar Entered into System; Verdor & Initials;

W-9 & Conflict of Interest Questionnaire- completed by Vendor.
New Vendor Request Form- completed by COM Employee.
When all (3) forms are completed, submit to the Purchasing Dept.




Vendor Records

Is the vendor

already in
Yes Datatel? No
New Vendor Request
Form

Is the

vendor

active in

Datatel ?

Yes No Completed by Vendor

See CF Local Completed by Vendor
Policy on
Purchasing
Supplies or Completed by Vendor Submit all of the
Services above to
‘ Purchasi
Proceed with Once Vendor Once vendor is
requisition process Record is updated: added:

Proceed with

o Proceed with
requisition process

requisition process



Purchasing & Acquisition Policy

« Up to $14,999:
« $15,000 and Over:

« $50,000 or more:

M
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CF Local — Non-Grant

One (1) quote
Three (3) quotes

Coordinate with Purchasing
Three (3) formal proposals

Board Approval Required
90 Day Lead Time



Less than $15,000.00

Obtain 1 Quote

Enter
Requisition

Obtain
Approvals

Purchasing

NEW

G M
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Non-Grant Supplies CF Local

$15,000.00 - $49,999.99

Obtain 3 Obtain 1 Quote
Quotes R from State Co-
op Contract

Enter
Requisition

Obtain
Approvals

Purchasing

SEND BACK UP DOCUMENTATION TO: Requisitions@com.edu
MUST INCLUDE REQUISITION NUMBER IN THE SUBJECT LINE

$50,000.00 or greater

Coordinate
with
Purchasing

RFQ/RFP or
State Co-op
Contract

BOT Approval

Vendor
Compliance
Forms

Enter
Requisition

Obtain
Approvals

Purchasing
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Grants & Grant Purchasing

I Education Department General Administrative
Regulations (EDGAR)

GRANT COMPLIANCE OFFICER:

Cynthia Pagan, cpagan2@com.edu
Institutional Advancement, Suite 16
409-933-8672

Lower thresholds with more stringent requirements

« Up to $9,999:

« $10,000 — 49,999:
« $50,000 or more:

$250,000:

UM

College of theMainland.

One (1) quote

Three (3) quotes
Coordinated with Purchasing
9?0 Day Lead Time

Formal RFP/State Coop
Board Approval Required
Price/Cost Analysis


mailto:cpagan2@com.edu

Less than $9,999.99

Obtain 1 Quote

Enter
Requisition

Obtain
Approvals

Purchasing

G M
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NEW !

SEND BACK UP DOCUMENTATION TO: Requisitions@com.edu
MUST INCLUDE REQUISITION NUMBER IN THE SUBJECT LINE

Grant Supplies CF Local

$10,000.00 - $49,999.99

Obtain 3 Obtain 1 Quote
Quotes R from State Co-
op Contract

Enter
Requisition

Obtain
Approvals

Purchasing

$50,000.00 or greater

Coordinate
with
Purchasing

RFQ/RFP or
State Co-op
Contract

BOT Approval

Vendor
Compliance
Forms

Enter
Requisition

Obtain
Approvals

Purchasing
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Standard Service Agreement Form(s) Flow Process
*Use if short term service (3 months or less) & Less than $15,000.00 per fiscal year*

REQUEST FOR CONTRACT SERVICES

Standard Services Apreement (S5A)
By submizsion of this request, the requestar of the subject services understands and complies with COM CF Lezal
and CF Local whereby only the college President and authorized desipnees are permitted to make a contractual ﬁsmkwnifnmﬂsuf 20 betwesn College of the Manland, on benalf of
commitment on behalf of the college. The fellowing information, approvals and attachments st be ebtained tha Dapartmant [CEvisan, - - o .[m:‘ﬂ:
prior w the start of services. PR ———— [*Servica Providar’) the forgaing refurred
1. Name of firm or comsultant: ] #= chack box if Sarvics Providar is represanted by an Agent
1. Description of services to be acquired: In consideration of the mutaal promises and agreanants of tha Partes harsto, as harenafier set
forth, it is agreed ac follows:
3. Purpose for services: R .
Sarvica Provdar-
4. Estimated Fiscal Year Cost: H .
“Topic or Typs of Far
5. Estimated total Contract Cost: H
‘Dazeiz):
6. Estimated f Comtract: Start Diate: End Date; .
length of Con ate o
7. I the G/L Account funded and approved in the current Fiscal Year budget: o)

Teg Ta

. etz _

2. GL Account Number:

8 &L Acconnt Description:

Compensation | Eonorarium:
Tha total Amount to ba paid by the Collags shall not exresd- §.

- - This: to Service Provider and
Requestor (Print & Sign) Date & for food, mﬂgngamnnﬂpnrmmpm

Aroy termes unfilled may be canss for rencgotation or non-paymen: Either party may termminsts
this Agrecmman: with days' written notios. Sarvics Frovider is an independant contracior and
V.P (Primt & Sign) Date mot am agent or employes of Colags.

ISSUING PAYMENT: College will issus payment to Spesikor or Ferommar following the

performancs of services and receipt of an irvoics and axpense recsipts: (i any) and such payment
VP for Fiscal Affairs (Print & Sizu) Date :hﬂlmtmmmumwmﬂn:m Collegs shall pay Sarvics Providar with
INDEMNIFICATION:  Sarvice Frovider sgrees to dofend and hold Coliags, its
trastess, offcars, agents, and employees, harmlecs Jom any daims, losses, ouits, procesdings,
Execafive Director of Human Resoarces (Print & Sign) Date damages and Habilities, including attarney's fuas, for proparty damags, parsonsl injury, death,
or any other causs of action that arises out of or is based, in whols or in part, UpOR. any act ar
ATTACHMENTS to follow fnal appreval of the sobject fomm: hitpo 'wwnw. comedu/purchasing Coffica of tha St Asoemay
A New Vendor Raquest Form (I applicabls) Hpamcer Agrasant Fom
B. Prefessional 'Consulting Services Agresment ﬁ'ﬁf“

Once these two forms are completed, submit to the Purchasing Office for review and
final signature on behalf of College of the Mainland (bottom left side of the Standard
Service Agreement) If this is a new vendor, please see the next slide on Adding a New Vendor Form(s) Flow

Process.
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SERVICES CF Local

STEP 1

Standard Services

Agreement (SSA)

EX: Speaker, Performer,

Short-term service
(3 months or less)

Less than $15,000.00

Complete

Request for Services

(RFS)

Route for Approvals

STEP 2

To be completed by COM Employee & Vendor

A. Is vendor in Datatel
or New Vendor?
See Vendor Records Flow Chart

B. Submit the following to
Purchasing:

RFS Form
SSA Form

New Vendor Request form,
W-9, and CIQ if applicable

*After RFS is completed & all approvals have been obtained*

C. Payment: Once services
are complete submit Direct
Pay with Invoice to A/P




Contract for Professional Consulting Services Form(s) Flow Process
*Use if a long-term service (3 months or longer) & More than $15,000.00 per fiscal year*

H1 o.M H2 QM

REQUEST FOR CONTRACT SERVICES Collegesf tive Mainland

By submission of this request, the requestor of the subject services understands and complies with COM CF Legal NTE A ? T 5 o

and CF Local whereby only the college President and authorized desigmees are permiited to make a confractual CONTRACT FOR PROFESSIONAL/CONSULTING SERVICES

;mmm;&orm;;?mm' The following pprovals and 2t s st be obfained THIS AGREEMENT is entered into as of {“Effactive Date"™) berween College of the
Mainland (the "Collage™), a public junior college pursuant to Section 130,004 of the Texas Education

1. Name of firm or consultant: Code, and ("Comiractor”).

1. Description of services to be acquired: 1. SCOPE OF WORE.

3. Purpose for services:

4. Estimated Fizcal Year Cozt: H

5. Estimated total Contract Cost: §

6. Estimated length of Comtract: Start Diate: End Date;
T

2. COMPENSATION. For the services to be provided hersunder, the Collzge shall pay Contractor a

. Is the G/L Account funded and approved in the current Fiscal Year budget: fes, phus reimbursable expenses. as follows:

Vag o a This is a fixed price coniract. College will pay Conmactor the amount of §
8. GL Acconnt Number: b Thisisnot a fmed price confract. College will pay Coniracter an amoumt not to exceed
H basedon § (hourly rate) or as set forth in the
8 &L Acconnt Description: Conmactar'spropesaldated amtached hereto.
. FReimbursable Expenses: Mot to excesd § . which will mchide but not be Iimited
o the followme:
mestor (Print & 5i Date () Espense of ansporiation and living when trawveling in coonection with the project,
Requestor Sign) 21 College's prior request, for other than regular wips witken e Caliege District wea
{1y Acmoal cost for long distance calls and'or Telex, charges in connaction with the
vE t & Sign) Date (i) Actoal costof printing and copying in connection with the project.
The abowe costs will be processed for reimbursement upen receipt of onginal invoice or other
VP for Fiscal Affairs (Print & Sign) Date acceptabls verifiadon.
All payments must be supported by properly defailed imvoices. Payment shall be rendered within
forty-five (45) days of receipt of proper imwoice from Comimactor for services performed K
Execntive Director of Human Resources (Print & Sizn) Date payment i not rendered within forfy-five (43) days of inwoice date, ther= will be a late charge
equal to 1% of the amount due in accordance with Section 22510246 of the Texar Govermmant
ATTACHMENTS to follow final appoval of the sobject fomm: hitps wanw. com.edu'purchasing Code.

A New Vendor Raquest Form (I applicabls)
B. Prefessional 'Consulting Services Agresment

3. SCHEDULE. The work to be performed under this confract shall commence upon the Efective
Diate of this agresment and contime until the earlier of, or umtil all work iz

Once these two forms are completed, submit to the Purchasing Office for review and
final signature on behalf of College of the Mainland (bottom left side of the Contract for
Professional Consulting Services Agreement) If this is a new vendor, please see the next slide on

Adding a New Vendor Form(s) Flow Process.



SERVICES CF Local

G M
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STEP 1

Professional Services
Agreement (PSA)

EX: IT Consultant Services
(3 months or longer)

More than $15,000.00

Complete
Request for Services
(RFS)

Route for Approvals

STEP 2

*After RFS is completed & all approvals have been obtained*

To be completed by COM Employee & Vendor

A. Is vendor in Datatel
or New Vendor?

See Vendor Records Flow Chart

B. Submit the following to
Purchasing:

RFS Form

. PSA Form

New Vendor Request form,
W-9, and CIQ if applicable

C. Payment:

Enter requisition for
Blanket PO

Obtain Approvals
Purchasing

Or submit Direct Pay to
A/P

12



Purchasing Methods

15T THINGS 1+

Know Your Budget

A. Requisition to a Purchase Order (P.O.)

Per quote(s): Proposal documentation is required to support the Requisition
per dollar thresholds in CF Local. Back-up to be submitted to
Requisitons@com.edu

B. Direct Pay: Food service contracts (College Caterer), Memberships ,
Professional licensing of employees , Preview materials, Subscriptions &
Professional services (attorneys, architects, accountants)

C. P-CARD: For non-restricted goods or services as outlined in the P-Card
polices and procedures.

Supporting documentation and budget manager approval is ALWAYS
required for ALL purchases and payment methods.

Documentation should always professional and legible.

G M

College of theMainland.
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i
Purchasing Methods
I Purchase Orders

A. Standard Purchase Order: One time purchase for goods or
services.

B. Blanket Purchase Order: MUST BE FUNDED IN ADVANCE OF
GOODS AND SERVICES BEING PURCHASED. Multiple small
dollar purchases of goods or services over an extended
period of fime with a selected vendor.

« IDENTIFY A PERIOD OF TIME (9/1 - 8/31)
« NOT TO EXCEED $15,000.00 annually
 LIST OF AUTHORIZED USERS

« MANAGED AND TRACKED BY BUDGET MANAGER OR
DESIGNEE - Expenditure Tracking & Accountability

C. Tracking Orders:
« Requisition Inquiries (RINQ)
« Purchase Order Inquiries (PINQ)

M

College of theMainland
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College of the Mainland (COM) Contracts

OFFICE SUPPLIES: OFFICE DEPOT

* Online Ordering (User Log-In & Password, Budget Manager, and
Budget Code Required)

« No Online Furniture Orders
« Paper

« Virtual Invoice — Packing Slips/Proof of Delivery MUST be provided to
Accounts Payable for payment processing within 1 business day of
receipt.

PRINT & COPY SERVICES: OFFICE DEPOT
» User Log-In and Password
« COM and Bookstore Orders
« Separate Accounts/Same Log-In
* No Mailing Services
* Virtual Invoice - Packing Slips/Proof Of Delivery

BOOKS & INSTRUCTIONAL MATERIALS
» Texas Book Company

G M

College of theMainland.
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College of the Mainland (COM) Contracts

 Furniture: Facility Interiors
Must coordinate with Purchasing and Facilities

« Canon Copier Fleet
» Services & Supplies:
« Call 713 number located on tag of machine
 Maintenance Plan Includes Toner & Staples

» Catering

See Catering Guide and Awarded Vendor List on
Purchasing Website: http:.//www.com.edu/purchasing

M
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http://www.com.edu/purchasing

Inventory Management

Property Custodian: Steward of each organization responsible and
accountable for the whereabouts of fixed assets within their
department.

Property Transfers: Property for continued use from one
department to another.

Surplus Property: Property for permanent disposal.

Annual Auction: Sale of surplus property to the general public for
revenue gain to the General Fund.

Property Custodian: Responsible party (Budget Manager of each
individual Department)

 Documentation: Property Disposition Form — COM I:/Drive
 Facilities Work Order

G M §
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Central Mall

Mailroom Hours: Monday - Friday (9:00 a.m.- 4:00 p.m.)
ALL MAIL must have:
* A refurn address
» All Grants require budget code identification
« Regular & Priority Mail: Monday - Friday, 3:00 p.m.
» Certified Mail: Must complete the Certified Mail Label
* Bulk Mail:
« 200 + pieces
* Must be uniformed by zip code order from the lowest 1o highest
* Must be flaps down
 Indicate the Exact Count for all Sealed and Postcard
* |dentified with Permit No. 54

* Must state “Or Current Resident” under the address of the
recipient

* Must be submitted to the mailroom clerk by 11:00 a.m.

M
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Shipping & Receiving

Hours of Operations
Monday - Friday (8:00 a.m. - 5:00 p.m.)

« Qutgoing Shipments:
« Shipping Report Requirements
« Grant Budget Codes if applicable

* Incoming Shipments:

» Proof of Delivery by Signature, E-mail, etc.

» Packing Slips & Accounts Payable

KNOW WHAT YOU ARE SIGNING FOR

M
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YOU CANNOT BACK DATE A REQUISITOIN.....
Did you receive goods or services without a purchase ordere

Kindly, thank the vendor for their donation to COM or tell the
vendor to send the invoice to your home address and prepare
to pay the bill ©

THE COLLEGE IS TAX EXEMPT.....The college will not reimburse tax.

ALWAYS INCLUDE....Shipping and handling as separate Line Item

The cost of shipping and handling WILL be assigned to the
associated GL.

G M
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Purchasing Website Tools

HTTP://WWW.COM.EDU/PURCHASING

Purchasing Department Welbsite Resource

« Request for Professional/Consulting Services

« New Vendor Regquest Form

« Standard Service Agreement (SSA)

» Professional Services Agreement (PSA)
 Department Contacts

« External Site for Public Info

* Internal Site for Employee Only Access

« State Co-Operatives and Inter-Local Contracts
« Surplus & Auction Details

M
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Information Technology (IT) Purchases

I « IT Purchase Request Form:
located on Infocentral (anything but consumables)
"I.:\Campus Forms\ITS Forms\ITS-Technology-Purchase-Request-Form.pdf”

« IT Standard Equipment List
- Information Technology Services evaluation:

« Operating system compatibility.

« Hardware compatibility.

« Integration with existing systems.

» Authentication method.

+ Unique capability of the product

«  Will additional resources be required to support the product?e
» Network resource impact.

Licensing (term).

Vendor support.

Training.

Stakeholder product requirements.

Responsible stakeholder determination post deployment.
Responsible budgetary stakeholder.

Installation scope and type.

Projected update frequency.

Competing product comparison.

Projected implementation date.

Technical contacts.

G M .
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Marketing & Public Affairs (MPA)

MPA now pays for:
e Business cards (250)
e Nametags (1 per employee)
e Fact Sheets (500/year)
e Tri-fold brochures
e Advertising

All requested promotional items, signage, and materials

requiring the college logo and brand must be routed through
the MPA Office.

MPA provides generic promotional items and table drapes for
departmental use

M
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