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Cuesta College (SLOCCD) Purchasing Guidelines

We encourage and look forward to your doing business with the District. Vendors and potential vendors should keep in mind that the SLOCCD Board Policy requires that procurement of material supplies, equipment, projects and construction services be done in a manner, so as to encourage open competition. 

Employees with the titles of Director of General Services or Purchasing Technician/Buyer have been delegated authority to act as agents for the District. It is suggested that your initial contact be with the Purchasing Department. Contact with vendors as to quality, quantity, delivery, prices, terms and adjustments are made through Purchasing. No one outside of the Purchasing Department and Procurement Card holders can commit the District to a purchase. Materials should not be shipped or any services begun without a purchase order number or procurement card authorization. All sellers should protect themselves by asking for written confirmation of orders and awards. 

METHODS OF PROCUREMENT
Purchase orders are specific orders placed by the Purchasing Department. Small material / supplies, equipment and service procurements may be awarded without competition. Blanket purchase orders are issued to selected vendors, on a fiscal year basis by Purchasing, for use by District employees to procure repetitive, high volume, low dollar value items on a continuing basis. A Standing Purchase Order's use is limited to the dollar value of the written purchase order issued. 

FORMAL BIDS
The Public Contract Code, under PCC 20651, requires that the District formally solicit bids for similar materials, equipment, supplies or services, except construction services, valued District-wide in excess of the amount specified in the code. Public Projects in excess of $15,000 District-wide require a formal bid and are handled by the Purchasing Department. Public projects include construction, alteration, renovation, improvements and repairs to any District facility. Professional services such as legal or architectural are exempt from the bidding process. 

Formal sealed bids are solicited in the form of a Request for Bid. Any questions regarding formal bids should be addressed to the Buyer indicated in the bid. Formal bids must be submitted on the Request for Bid form provided and have an original signature. Facsimile responses are not accepted on formal bids. Any incomplete information or irregularities may result in a submitted formal bid being found non-responsive and thus not considered. Closing dates and time for formal bids is noted on the form mailed or picked up by the vendor. Request for Bid forms must be received by the Purchasing Department before the closing date and time indicated to be considered. Formal bids will be date and time stamped when received with a public opening and reading at the date and time indicated. All bids become public record after the close date. Abstracts of written bids showing prices and awards are available. 

Vendors wishing to be placed on the bid list should contact the Purchasing department 805-546-3134. 

PREVAILING WAGE REQUIREMENTS
Labor Code § 1771. Except for public works projects of one thousand ($1,000) or less, not less than the general prevailing rate per diem wages for work of a similar character in locality in which the public work is performed, and not less than the general prevailing wages for holiday and overtime work fixed shall be paid to all workers employed on public works. This section is applicable only to work performed under contract, and is not applicable to work carried out by a public agency with its own forces. This section is applicable to contracts let for maintenance. 

INSURANCE
Vendors can not begin work until the proof of insurance required has been submitted to and approved by the District. Satisfactory proof of insurance consists of a certificate of insurance on an ACORDTM Form and a policy endorsement issued by the Vendor's insurance company that references the policy number and the District named as additionally insured. Except for worker’s compensation insurance, the policy shall not be amended, modified or the coverage amounts reduced without the District’s prior written consent. The District shall be furnished thirty (30) days written notice prior to cancellation of the insurance. Vendors shall not allow any Subcontractor, employee or agent to commence work until the insurance required has been obtained.

1. WORKER'S COMPENSATION INSURANCE. Vendors must maintain Worker's Compensation Insurance on all employees to be engaged in work for the District. In case of any such work sublet, the Vendor shall require the Subcontractor similarly to provide Worker's Compensation Insurance for all of the latter's employees employed in connection with the work unless the Vendor's insurance covers the Subcontractor and its employees. 

2. PUBLIC LIABILITY AND PROPERTY DAMAGE INSURANCE. Vendors shall maintain Public Liability Insurance in an amount not less than $1,000,000 for injuries, including accidental death to any one person and subject to the same limit for each person, in an amount not less than $1,000,000 on account of one accident, and Property Damage Insurance in an amount not less than $1,000,000. Any Subcontractor employed in connection with the work shall maintain such insurance unless the Vendor's insurance covers the Subcontractor and its employees. 

3. AUTOMOBILE LIABILITY INSURANCE: $1,000,000 combined single limit per accident or bodily injury and property damage. 

PURCHASING DEPARTMENT

1. The Purchasing Department should be an asset to the District if used in the proper manner.  The Purchasing Department is available to give the following information:



a. Pre-budget cost figures



b. Product catalogs, recommendations for campus standard 



equipment, and furnishing.
c. Complete identification and information of existing furniture and equipment.

d. Contact persons/vendors for comprehensive and explicit information on highly technical items.

e. Access to obtain on-line and procurement card purchasing.

f. Follow-up on existing orders.

g. Recommendations for Vendor use or materials to purchase.

h. Contract review and analysis.

2. Advice for challenges pertaining to the above is available in the Purchasing Department.  The staff is available to assist you M-F 8:00 am – 5:00 pm.

3. If a purchasing or vendor challenge should arise please call Purchasing Department at extension 3134.  We will do all we can to alleviate your challenges, and answer any and all questions.

ROOM IDENTIFICATION

1. All rooms in all buildings of Cuesta College are identified by room number and description.

a. San Luis Obispo Campus – The first two numbers indicate the building number, the second two numbers indicate the room number

b. North County Campus – “N” designates the North County site, the first two numbers indicate the building number, and the second two numbers indicate the room number.

2. Room and building number should be listed at all times when requesting the following: (NO EXCEPTIONS):



a. Purchase of equipment or supplies



b. Transfer of equipment from one location to another



c. Repair of equipment



d. Maintenance contracts



e. Delivery of all equipment or supplies 

PROCEDURE FOR PROCURING

ANY GOODS OR SERVICE

It is required that all personnel use one of 5 Authorized Purchasing Methods for obtaining goods (materials, supplies, equipment) or services.

Obtaining goods or services using a method other than the 5 listed below is considered an Unauthorized Purchased and will be addressed accordingly.

The representatives from Cuesta College who are authorized to commit District funds for expenditures are the President/Superintendent, Vice-Presidents, Director of General Services Division, and holders of District Credit Cards with pre-approved limits.

Due to the increasing number of unauthorized purchases being made, vendors are required to accept only orders from authorized Cuesta College representatives, or orders accompanied by a purchase order number.

In the event that an unauthorized purchase is made without prior approval from the Budget Analyst and the Purchasing Department, the person making the purchase will be notified of failure to follow procedure. In addition, the District may return the merchandise to the vendor, and refuse to pay or reimburse the debt.

5 Authorized Purchasing Methods 
1.
Approved Purchase Order (generated from a requisition)

2.
Cal Card (District provided procurement card)

3.
On-Line Office Depot ordering

4.
Standing (blanket) Purchase Order

5.
Claim for out-of-pocket expenses less than $100
AUTHORIZED PURCHASING METHOD- # 1

Approved Purchase Order (generated from a requisition)

A Purchase Order is a legal document between the San Luis Obispo County Community College District and the vendor.  Both parties shall agree upon any deviation from the original purchase (i.e.; change order) to request a change or cancellation of the purchase order.  All personnel of the District or College shall work with the Purchasing Department.

The Purchasing Department will be the sole contact with the vendors for the purpose of change orders.
1.  Use the Cuesta College General Requisition form (Sample A).
2. Fill in “Requested by,” “Ext.,” “Date,” “Dept/Div,” “For use by,”  “Room #,” “Date required,” “Ship to,” “Date Required” and any Comments.

3.  All staff, regardless of title, who is asking for any product or service through purchasing, shall print their name in the “REQUESTED BY” section of the general requisition form and have it approved by the authorized Department/Division Head and Budget Analyst.  When necessary, ITS, Physical Plant, Computer Services, or Foundation must approve and sign requisition form.
4.  All items shall be numbered in the “ITEM” section of the requisition.  All items shall be listed according to exact quantity required in column designated “QUANTITY”.  In column designed “UNIT/M” indicate how merchandise is packaged (bottle, barrel, case, each, dozen, lot, etc.)

5.  In column designated “DESCRIPTION”, list item(s) requested and describe to the fullest detail possible.  When available always indicate item number in description section.  When ordering equipment and supplies from different vendors use separate requisitions.

6.  In column “COST” indicate price per unit.  In column “EXTENDED PRICE” multiply quantity by cost and record amount.

7.  Indicate account number to be used in the “CHARGE ACCOUNT NUMBER (S)” section of the requisition.

8.  When a new vendor is suggested, it is very important to submit complete name, address, and telephone number and fax number of the company.  Please indicate the vendor is new by checking the “New?” section on the requisition.

9.  If the vendor has issued a written quote, a copy of it MUST be attached to the requisition.  If only a verbal quote was obtained, note the person’s name and, when known, the person’s telephone extension in the “Quoted by” section on the top right hand side of the requisition. 

NOTE: Orders of $1000 or more must have a written quote attached. Orders over $5,000 should have 2 or 3 competitive quotes.
10. Retain the pink copy of the requisition for your files.

11. If a Material Safety Data Sheet (MSDS) sheet is required from the vendor, indicate that in the “Description” of the requisition.
12. After the Purchasing Department has processed the requisition, the yellow copy of the requisition with the purchase order number on it is returned to the requestor.  Requestors are able to track their purchase orders through the District’s computer system.

13. The purchasing copy of the purchase order is on file in the Purchasing Department. Purchase orders are kept on file for a minimum of two (2) years.

AUTHORIZED PURCHASING METHOD- #2

Cal Card (District provided procurement card)
Cuesta College uses a variety of methods for the purchase of goods and services including purchase orders and blanket standing orders. Processing purchase orders is in effective for low dollar value goods, and occasionally suppliers refuse to accept a purchase order. 
The procurement credit card should be used as the first option before other existing methods to obtain supplies and services costing less than $950 per transaction including tax. Cardholders are encouraged to use the Procurement Credit Card for low dollar purchases in order to achieve cost savings and improve processing time for such items.

Summarized Procedures for Cal Card Usage (Detailed Handbook and other Cal Card information can be obtained in the Purchasing Department.)
1.  Responsibility
The cardholder is responsible for ensuring the Procurement Credit Card is used in accordance with the Procurement Credit Card Handbook, and all purchases of commodities are in compliance with Cuesta College procurement and contracting procedures and policies.

2.  Security of Procurement Credit Card
The Cardholder is responsible for the security of the Procurement Credit Card, and is the only authorized user of the card.

3.  Determines the Need
The Cardholder determines the need to purchase supplies using good judgment, and in the best interest of the District.

4.  Screens Requests
The Cardholder screens requests to determine if the request is an appropriate use of the Procurement Credit Card.

5.  Obtaining Goods
The Cardholder will use the Procurement Credit Card to purchase goods in person, by telephone, or through a secured internet site.

6.  Shipping purchases to Cuesta College
The Cardholder will specify the warehouse address when shipping purchases to Cuesta College San Luis Obispo Campus: Shipping and Receiving, Building 7400, Highway 1, San Luis Obispo, CA. 93405 or Cuesta College North County Campus: 2800 Buena Vista Drive, Paso Robles, CA 93446.

The Cardholder will make a copy of the order confirmation, write “VISA” across the top of the copy, and forward (via inter-campus mail) to the Shipping and Receiving Department.

7.  Receipts and Invoices
The Cardholder will obtain a receipt or invoice for each purchase. If necessary,               the Cardholder will require the vendor to itemize the receipt or invoice. An itemized receipt or invoice consists of the following information for commodity purchases:


- Vendor name and information


- Description of commodities purchased


- Quantity purchased


- Price per item


- Amount of sales tax and total amount


- Shipping charges, if applicable

8.  Individual Receipts
Individual receipts or invoices smaller that 4 1/1” x 5 ½” must be taped on an 8 ½ x 11” sheet of paper to ensure they are not lost in transit.

NOTE: Excessive instances of lost receipts may result in loss of card privileges.

9.  Monthly Procurement Credit Card Purchase Log
Upon completing the Procurement Credit Card transaction whether by telephone, in person, or via the internet, the Cardholder shall immediately record the transaction on the monthly Procurement Credit Card Purchase Log (Sample D) including the following information:

· Date of purchase

· Receipt/Invoice number

· Description of purchase

· Vendor’s name

· Total dollar amount spent

· Account number being charged

· If charging more than one account per transaction, indicate the dollar split to be applied to each account.

· If charging another department, written approval by the department head must be attached to the log.

10. Bank Statement and Monthly Log 


a. At the close of each monthly billing cycle, U.S. Bank will send, directly 
to each Cardholder, an individual bank statement.


b. The Cardholder will review the statement for accuracy, reconcile the 
bank statement with the monthly Procurement Credit Card Purchase Log, 
and compile vendor receipts, invoices, and packing slips associated with 
that month’s 
purchases.

c. The Cardholder will attach the bank statement, the Monthly 
Procurement Credit 
Card Purchase Log, and the corresponding receipts, 
invoices and packing slips
(listed in the same order as they are listed on 
the bank statement), sign the log, and forward to the Approving 
Official within three (3) working days of the bank statement receipt. 
The Approving Official must forward the monthly log to the Accounts 
Payable Department within two (2) days after approval.

AUTHORIZED PURCHASING METHOD #3

On-line Office Depot Ordering

 
1.  Basic office supplies can be ordered through on-line services.


2.  Deliveries are received within 2 days of order.


3.  Contact the Purchasing Department for details and log in information 

(must be permanent employee).

AUTHORIZED PURCHASING METHOD #4 

STANDING (Blanket) PURCHASE ORDER 

1.  When recurring purchases are requested from a single vendor throughout a particular fiscal year, a standing purchase order for various items may be used.
The following items are strongly recommended for the purchase order.
a. General description of material to be purchased.

b. Name of those authorized to use the standing purchase order.  (If none is designated Purchasing will put requisitioner’s name as authorized user).

c. Limit of total dollar amount to be spent.

2.  Procedures to obtain a standing order:
a. Use the Cuesta College General Requisition form (Sample A) available through the Purchasing Department.

b. Complete designated areas listed on form.  Indicate the “Not to Exceed” dollar amount for purchasing during the Fiscal Year.  

· Increases to the Standing Purchase Order must be requested through the Budget Department who will inform the Purchasing Department upon approval.


c.   Forward requisition to the Budget Department for approval. 
After approved, Budget Department will forward requisition to the 
Purchasing Department to create purchase order.

d. A purchase order number will be assigned by the Purchasing 
Department. Specify the purchase order number when making the 
purchase, and ask sales person to include purchase order number 
on the
receipt.

e. After selecting items at vendor, sign sales receipt and/or packing list and forward to the Accounts Payable Department.  Receipt must include itemized list of purchase and prices; purchase order number; date; and signature of recipient. 

Note: The above procedure will provide prompt payment to vendor to insure your future use of standing purchase orders.

AUTHORIZED PURCHASING METHOD #5
Claim for Out-Of-Pocket Expenses

1.  Claim requests will be reimbursed for mileage incurred while conducting district business, or for out-of-pocket district expenses and emergency supplies up to $100. Claim forms are not intended to be used as a way to circumvent the purchasing process.

2.  Claims submitted to the Accounts Payable department for unauthorized purchases will be denied reimbursement, and the individual making the purchase will be responsible for any debt they incurred.

3.  To obtain a claim forms contact the Fiscal Services Department.

ADMINISTRATOR, DEPARTMENT/DIVISION HEAD,

SUPERVISOR RESPONSIBILITIES

It is required that all Administrators, Department/Division Heads and Supervisors be responsible and accountable for all purchases made by staff in their departments.

This includes purchases made by any of the 5 Authorized Purchasing Methods. 

For purchases using requisition and standing orders
1. Scrutinize all requisitions in the best interest of the College District.

2. Verify or fill in the “Charge Account Number(s)” and sign the bottom of the requisition designated “Approvals (required) Division/Department Head” section.

3. Assure the requisition is complete. If requisition is not properly completed, it may be RETURNED TO REQUESTOR.

4. Forward to the Budget Analyst in the Fiscal Services Department and retain the pink copy for your department records.

For out of pocket claims

1.  Verify that item (s) purchased match the receipt for the reimbursement 
amount requested.


2.
Verify the account code is correct before signing claim.


For Office Depot on line orders


1.
Check department budget regularly to confirm these purchases are in 
the best interest of the District.

2.
Verify the account codes are correct.


For Cal Card purchases


1.
Verify the items on the purchase log are legitimate purchases, match 
receipts, and statement. 


2.
Verify account codes are correct before signing the log.

ITEM(S) RECEIVED FOR

PREVIEW BEFORE PURCHASE

1.  When preview merchandise arrives, item(s) will be received by Shipping & Receiving personnel and then delivered to the appropriate person/department for preview.
2.  Any paperwork sent by the vendor with deadlines to return item(s) or submit payment will be delivered to the individual/department with item(s).  
3.  The requisitioner shall be solely responsible for calling the Shipping & Receiving Department to arrange for item(s) to be picked up for return by the deadline date.
4.  If item(s) will be retained by the individual/department, the requisitioner shall be solely responsible for submitting the correct paperwork to complete the purchase transaction.
CHANGE ORDERS

AND CANCELLATIONS


Change Orders

1. A change order must be processed through the Purchasing Department.  Changes are:

a. Price, quantity, or shipping information.

b. Description of item (i.e. discontinued and replaced by a new item).

c. Vendor or their location.

2. Purchasing must be notified in writing of any changes made outside the Purchasing Department.

3. The purchasing copies of the Purchase Order will be pulled from files and marked up with changes, including description of the change (i.e. Item #1: quantity change from 3 to 6), dated, and signed by Purchasing. Changes to the order will be made in the computer system. A change sequence number will be indicated on the purchase order.
4. Copy of the changed purchase order will be faxed to the vendor with a follow-up phone call confirming receipt of changed order.

5. Changes can be viewed in the computer system.
Cancellations

To notify the vendor that the entire purchase order should be cancelled:

1. The requestor must notify the Purchasing Department and provide a justification in writing to initiate a cancellation.  The Director of General Services or any Purchasing staff has the authority to approve a cancellation. 
2.  Purchasing Department will contact the vendor to obtain status of the order 
and inform them of cancellation. Any additional charges incurred (i.e.   
restocking charges) as a result of cancellation will be paid for by requestor.

3.  The original and purchasing copies of the Purchase Order will be pulled from 
files and marked “CANCELLED”, dated, and signed by Purchasing.

4.  A copy of the cancelled Purchase Order will be faxed to the vendor with a follow-up phone call confirming receipt of cancellation.

5.  Canceled orders can be viewed in the computer system.
RECEIVING PURCHASE ORDER POLICY

1. Orders placed by Purchasing:

a. A printed copy of the purchase order will be faxed to the vendor and filed in the Purchasing Department.
b. Requestor can track the receipt of their order through the computer system.
c. The requestor must contact the Purchasing Department to follow up on items not received within the time designated on the purchase order. 

2. Orders Received:

a. All orders will be received in the computer system by Shipping & Receiving Technicians.
b. Requestors will sign packing slip as proof of delivery. Packing slip will be filed in the Shipping & Receiving department.
c. Shipping & Receiving Technicians will provide information of partial shipments to the Purchasing Department for follow up.
3. Standing (Blanket) Purchase Orders:

a. Packing slips or invoices from Standing (blanket) purchase orders will be signed and forwarded to the Accounts Payable Department by the receiver as proof of delivery for payment.

4. Partial or Incomplete Orders:

a. Notification of partial shipment and incomplete purchase orders are forwarded by Shipping & Receiving Technicians to the Purchasing Department on a daily basis if possible.

b. Follow-up is done by the Purchasing Department approximately every month on outstanding shipments.

c. When a requestor has a question pertaining to a purchase order 
with items back ordered or late, inquiry shall be directed to the 
Purchasing Department via email or phone.


d. Include vendor name and purchase order number so follow up 
can be done expediently and efficiently without any delay to either 
party.


e. When shortages are noted, wrong items received, merchandise 
is received damaged, or other findings of this nature, contacts shall 
be directed to the Purchasing Department via email, and use the 
RMN (Sample B) when returning items.
OFF – CAMPUS PICKUPS AND DELIVERIES

Off-campus pickups and deliveries associated with a purchase order must be handled through the Purchasing Department.  Please notify the Purchasing Department when a town run pickup or delivery is required, and provide complete pickup/delivery information. Purchasing will make arrangements with Shipping & Receiving personnel for pick-up/delivery.

Shipping & Receiving personnel will deliver merchandise to the requestor. Upon receipt, requestor will sign packing slip “OK to Pay”, and forward to Accounts Payable for payment. (Purchase Order number must be written on packing slip).
To schedule an off-campus pick up or delivery for other than Purchase Order items, contact the mailroom via “Messenger Request” email at least 24 hours in advance.  (See General Services Mailroom Procedure MARO 4.1, section 5.3) 

Exchanges, returns, or repairs requiring delivery off-campus must be processed through the Purchasing Department and Shipping & Receiving via the RMN Form (Sample B).  The Purchasing Department will contact the appropriate vendor involved to send items out for exchange, returns, or repairs.  

EXCEPTION
STANDING PURCHASE ORDERS, PROCUREMENT CARD, OUT-OF-POCKET CLAIMS UNDER $100. 

Any personnel, who is authorized by their immediate supervisor, may purchase and pick up merchandise off-campus by using a standing purchase order, a procurement card, or out-of-pocket claim under $100.  Proper signature on packing slips, or sales slips and the immediate transfer of such papers to the Accounts Payable Department upon return to the campus must be done to expedite payment to the vendor.  (See Standing Purchase Order) 
DEFINITION OF EQUIPMENT vs SUPPLIES
The California Community Colleges’ Budget and Accounting Manual provides guidelines for distinguishing between supplies, equipment, site improvements and buildings.  Districts are required to correctly identify each expenditure in order to maintain necessary accounting uniformity.

Expenditures for equipment, improvement of sites, and buildings over $5,000 are charged as capital outlay. Expenditures for supplies are charged as current expenses.

Supplies are expendable, consumed, or easily broken. Examples: paper, cleaning materials, nails, test tubes, and keys.  Items with relatively short service life and replaced frequently are charges as supplies.  

Equipment includes movable personal property of a relatively permanent nature and/or significant value.  Examples: furniture, machines, musical instruments and vehicles.

Some articles are more difficult to classify; they have characteristics of equipment but have low unit cost, are frequently lost, broken, or worn out and replaced in normal use.  When assigning items to the various classifications refer to the following list.  If the answer to any of these five questions is ‘YES’, the item should be classified as a supply.  If all answers are ‘NO’, the item should be classified as equipment.

1. Does the item lose its original shape and appearance with use?

2. Is it consumable, with the normal service life of less then one (1) year?

3. Is it easily broken, damaged or lost in normal use?

4. Is it usually more feasible to replace it with a new unit than repair it?

5. Is it inexpensive?  Does the small unit cost make it inadvisable to inventory the item? (Education Code, Section 81600).

Exception to the above: Nonconsumable articles, generally classified as supplies, should be classified as equipment if they are purchased to start or expand materially the equipping of another facility.

INVENTORY CONTROL
District Policy

The Board shall manage, control, and insure school property.

At the time of the annual audit, the district auditor shall be asked to verify the fact that there is an inventory control system procedure and that this procedure is being implemented.

Inventory Control

The inventory control shall be implemented in the following manner:

1. Fixed assets records shall be maintained to meet the legal requirements.

2. At minimum all items of equipment having a purchase value of $1,000 or more shall be labeled with an appropriately numbered and coded metal identification tag.
3. A separate record shall be kept for each item tagged.  All necessary and identifying information shall be recorded.
4. A physical inventory shall be taken annually to determine:
a. That all fixed assets owned by the District appear in the records.
b. That all fixed assets in the records are on hand.
5. All acquisitions, leases and disposals shall be properly accounted for in the fixed assets records and shall be handled in accordance with law.
6. Physical safeguards, such as adequate locks for buildings and rooms shall be provided to protect and control fixed assets.
7. All Staff must obtain written approval from their Supervisors prior to removing District Assets from any campus.
8. All deeds and other legal documents relating to real property shall be recorded in the office of the County Recorder.
9. All documents indicating legal evidence of ownership, such as deeds, title insurance policies, certificates of ownership and bills of sale, shall be carefully safeguarded against loss by fire and theft.
INVENTORY

IDENTIFICATION AND RELOCATION

 Taggable assets have a Cuesta College identification tag attached (inventory number).  In most cases, it can be found underneath the item or in an inconspicuous place, with the exception of computers, which are tagged, in the front.

When information is requested concerning an item, have the inventory number available before contacting the Purchasing Department.  In most cases the inventory record pertaining to the item has the following information available:

· Inventory Number

· Description

· Serial Number

· Location: Building & Room

· Purchase Order Number

· Date of Purchase

· Quantity

· Unit Cost

1. The information listed on each record is correct and will only remain so with the cooperation of all employees through the proper use of Inventory Change Forms (Sample C) available through the Purchasing Department.

2. When item(s) are moved from one location to another, or any other changes are made pertaining to that equipment, the Inventory Change Form must be filled out in its entirety and immediately forwarded to the Purchasing Department.

3. No equipment shall be transferred from one building or room to another at any time without the consent of the supervisor.  An Inventory Change Form shall be completed, signed, and approved.  The form shall then be sent to the Purchasing Office for action.

4. Surplus Equipment Transfer: See the General Services web site at www.cuesta.edu/deptinfo/genserv/ . Shipping and Receiving Procedure SHRE 3.1.

SURPLUS PROPERTY

All items designated for storage by any Department/Division shall be transferred to the District Storage buildings or Warehouse using and Inventory Change Form.  The Department/Division will indicate whether the equipment is being stored for future use or to be sold at a surplus property sale.

1. Items Held for Future Use

a. Property may be held for department/division future use.  A sticker indicating the department/division name is placed on the equipment and then placed in District storage. 

b. The Shipping and Receiving Department maintains a list of all property stored and will attempt to recycle all property held in storage.

2. Items Held for Surplus Sale

a. The Purchasing Department will send a listing to all member of management asking if any Department/Division can use the item(s).  If it can be used, it is transferred.  All surplus items are stored in the District storage building until declared surplus by the Board (Ed. Code 81450 and 81460 inclusive).

b. After Board approval the campus is notified of public surplus sale. Sale of surplus equipment is held through publicsurplus.com.
c. Surplus items will be disposed of in one of the following manners:

i. Retain merchandise for next Surplus Sale.

ii. Donate items to local charities, other schools, or non-profit organizations
iii. Dispose of as trash.

EQUIPMENT REPAIR AND MAINTENANCE

Off-Campus and/or Contract Work
1. Procedure for Repairs on Computers and Printers:

Contact Computer Services for work order information.

2. Procedure for Repairs on other Office Equipment:

a. Contact the Purchasing Department with description of machine and problem.

b. Purchasing will contact vendor for repair.

c. After repair is complete, please review invoice for accuracy, sign invoice (OK to pay), and send it to the Accounts Payable Department.

Samples

Sample A




Cuesta College General Requisition Form

Sample B




RMN – Return Merchandise Notice

Sample C 




Inventory Change Form




Sample D




Credit Card Log
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