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What We'll Cover
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« Cooperative Agreements

« Dell Orders
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Meet the Team — Maria Briney

Senior Procurement Specialist
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Meet the Team — Claudia Moreno

Procurement Contract Specialist
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Meet the Team — Alyssa Gino

Procurement Specialist
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Meet the Team — Danny Ortiz

Procurement Specialist
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Meet the Team — Rommel Ladringan

Procurement Specialist
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Meet the Team — Suzy Murillo

Admin Technician
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Board Policy and Administrative

Procedures

BP 6100 Delegation of Authority

BP 6330 Purchasing and Contract Services

BP 2710 Conflict of Interest

AP 6300.1 Purchase of Food and Refreshments
AP 6150 Designation of Authority

https://www.sdccd.ed.u{abo.ut/leadershlp/board- \V// SAN DIECO
of-trustees/board-policies/index.aspx ’ Community College District



Suppliers

For new suppliers:
« W-9 form (current version), completed
» Supplier Intake form, completed

* Forms can be found on our website

https://www.sdccd.edu/departments/business/purchasing/forms.aspx
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Suppliers

Key points to remember

Vendor must accept District Purchase Orders

Vendor must accept paymentterms of Net 30 (N30)

Vendor must provide a physical address

Vendor must have a valid email address for PO delivery

Tax classification
\V[/ SAN DIEGO
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Suppliers

« Send forms to the campus Business Services Office for entry.

« Purchasing and Contracts will review and determine approval with AP
assistance, if needed.

» Once the supplier is approved, the requestor will be notified by email.
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Requisitions

* Allrequired documents must be

attached.
i AlW.ayS use mOSt Cu rrent documents Under One Quotation must Solicited by the
available on our website. $10,000 e o ™ P

* Pleaseallow 7-10 business days for

processing orders once they have $10,000 - Atleet 3 quots Soicied by the
arrived in Purchasing and Contracts. $114,799 atachedsepardely o gonng doparment
)

« Contact the Procurement Specialist to
see if there is a cooperative agreement Over

available. $114,800

* If a cooperative agreement is available,
the supplier could offer deeper
discounts.

Purchasing and
ordering department Awarded by
work together for Purchasing

specifications

RFB/RFP required

* Change orders

o The change order amount must
be equal or greater than the

SAN DIEGO
vouchered amount. "’/

Community College District
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Blanket Orders

Goods and/or Services purchased on an "as-needed" basis.

Once the order exceeds $10,000, additional quotes will be required.

ltems or services must be described on the Purchase Order.

Control of the usage is the responsibility of the department.
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Catering

« Required forms need to be routed through Enterprise
Services.

o Decline from Food Services

o Current Health Permit

o Current Certificate of Insurance

o Completed Hold Harmless document
o Quote

» Blanket Order must be created in PeopleSoft
» Category Code 901-00 must be used
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Contracts 101

* ContractBasics

* Contracting Parties

e Scope of Work

* Terms and Conditions

* Indemnification and Hold
Harmless

* Data

* Authorized Signatures
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Agreements

e Lecture Agreement
e Performance Agreement

e Consultant Agreement
o Professional Services

e Software Agreement

New templates coming soon!
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Insurance

General Liability
Automobile Liability
Worker's Compensation

Errors and Omissions
o Professional Liability

Cyber Liability
Additional Insured Endorsements
TULIP Program
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Manage Requisitions

* Tracking
o Approvals
o Status
o PO number
o Receiving

* Financials 9.2 > eProcurement >
Manage Requisitions

R ——

To locate requisitions, edit the criteria below and click the Search button

BusinessUmit[CEDOT  |Qq
Requisition ID[CER0007855  |@
e
Reuester @

Bid No/Quote |
ReauestSae___ ] Budget Status|
B R—
Eneeay Q POID,

Requisitions (2)

Show Advanced Search

To view the fespan and line tems for a requisition, cick the Expand triange icon
To edit or perform anoiher action on @ requisition, make & selection from the Action dropdovin list and click Go

Req D Bid No/Quote BU Date Request State Budget
v CERO007885 OFFICE SOLUTIONS- CEDO1 02042025 PO(s)Completed  Valid
AUTOTECH
Requester Marylou Madrid Entered By Marylou Madrid Priority
Pre-Encumbrance Balance 000 USD

953.17 USD |[Select Action]

Medium

vj| Go

@ o w5

" . Purchase Change §
Requisiion Approvals Inventory oo Remest Receiving Relums Invoice: Payment
Request Lifespan:
Line Information Personalize | Find | (] First (4) 1-110f11 () Last
Line Description Status Price Currency Quantity UOM  Supplier
OFFICE
1 @  Pocket Highiighters, Assorte PO Completed  1.87 usp WDST ooimons X
OFFICE
2 @  Low-Odor Diy Erase Marker OF.. PO Completed 195.84 usp TP CoiUToNS X
OFFICE
3 @  Ruledindex Cards, 3x5,Wh.. PO Complsled 0.74 usp SPK SoLUTIONS X
OFFICE
4 @ 62 Premium Gel Pen, Refracta.. PO Completed 1561 usp 802 o0l Tions X
. OFFICE
5 @ 62 Premium Gel Pen, Refracta.. PO Completed 1562 usp B0 ol Tions X

2
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Recelving

* Allitems ordered must go through a
Stockroom or the Cental Distribution
Center.

* Do notship anythingtoyour home address.

* Notify the Stockroom/CDC if you directly
receive an item from a PO.

Contacts:

CDC: Gary Waldrop
City: Edward Michel
Mesa: Frank Fernandez
Miramar: Stan Herivaux
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Dell Reminders

ProSupport

Line-item pricing on quotes
Non-taxable ProSupport
Entering ProSupport
Subtracting ProSupport price

Contact Brandi Williams for quote
requests

o brandi.williams@dell.com
Cooperative agreement
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CDW-G Updates

* New Account Manager
« CDW-G Punch-out

e Contact Brett Bradford for
quotes requests

o bretbra@cdwg.com

Dw ®
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Current Contracts

* B &H Photo Video * Home Depot

* BKM/Steelcase * Konica Minolta

* BSN * Lakeshore Learning
* Canon * Lowes

« CDW-G * Medline

* Complete Office — Copy Paper * Office Solutions

* Cultura/Haworth * Parron Hall

* Dell * Sweetwater

* Fisher Scientific * VWR

* Grainger *  Waxie

* GST-Golden Star Technology
A» SANDIEGO
* HP - Hewlett Packard ’ Community College District



Contract Bid Threshold

* All contracts involving an
expenditure of $114,800.00,
must be approved by the Board

-
starting July 1, 2025. 7
o Public Contract Code (PPC) E
§ 20651 (a) 18
e Services may not commence
until Board approval. <5

* Purchase order will be issued
after Board approval.
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Public Works/Site Improvement Process

i = -
Bl £y ]
PUBLIC WORKS MAINTENACE SITE
PROJECTS AGREEMENTS  IMPROVEMENT
(Sl) PROCESS

Contract Operations, Enterprise
Services, and Facilities (OESF) or
your campus liaison for all
requests.

Campus Liaisons

CE - Anthony Vargas

City College —Jay Purnell

Mesa College - Jacqueline Collins

Miramar College — Dan Gutowski
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Reminders & Updates

Purchasing

Handbook

coming July
2025!

Denied Current

Requisitions Agreements
Invoices to

Accounts
Payable
apinvoice@

sdccd.edu QW SAN DIEGO
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Year-End Reminders

Year-End Notice Review

Confirm year-end dates with
your campus Business Office

Confirm allinvoices have been ) " CLOSING
paid before you request a PO to Y =
be closed.
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Trivia
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Thank you!

N
\ Callus! 619-388-6562

}'ﬁ{ Emailus! DL for Purchasing Buyers

Check out our web page!
124 https://www.sdccd.edu/departments/business/purchasing/index.as

px
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