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1.0 Purpose

To inform Cuesta College employees of the process for making an EBAY purchase.

2.0 Scope

This procedure covers all Cuesta College employees making EBAY purchases on behalf of District.
3.0 Departments Affected

All Campuses

4.0 Definitions

eBAY = An online marketplace for the sale of goods and services by a diverse community of individuals and businesses. 

5.0 Procedure

5.1 Fill out a requisition to begin bidding on an item.

5.1.1 Write “EBAY” on the requisition in the top right corner above the word PO# and highlight it.

5.1.2 Use maximum bid amount as the unit cost.

5.1.3 Forward the requisition to the appropriate approval personnel; Budget Computer Services, ITS, Foundation, Maintenance.

5.2 Bidding can begin after obtaining approval signatures.

5.3 Forward the requisition to Purchasing and keep pink copy of the requisition for a worksheet during bidding.

5.4 If the bid is won, attach payment instructions to the pink copy and forward it to the Purchasing Department.

5.4.1 Item(s) must ship UPS or common carrier, no United States Postal Service.  Shipping must be prepaid and added to invoice.  No COD.

5.4.2 Payment must be VISA or PayPal.  No Checks or Money Orders.  Verify this item BEFORE placing a bid.  If the bid info does not specify, contact the vendor prior to placing the bid.

5.5 Purchasing will process the order with the pink copy of the requisition and payment instructions attached.

5.5.1 Purchasing will use their PayPal or VISA method to the secure the transaction.  

***Requestors do not need to create their own PayPal account for EBAY bids***

5.6 Purchasing will attach inventory asset information to receiving paperwork as required and forward to Shipping & Receiving.

5.7 If the bid is lost, write “Cancel” on the pink copy and forward it to the Purchasing Department. 
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