
PURCHASING 
ORIENTATION



Mission Statement 
The mission of the Purchasing Office is to provide the
Administration, Faculty, and Staff the purchasing services
necessary to accomplish their goals and objectives while
safeguarding the College’s financial resources and
fostering vendor inclusiveness and competition.



Goals
• Purchase all goods and services at the best price and quality in 

an efficient and timely manner ensuring that the College gets 
the best value for their funds

• Purchase goods and services in accordance with established 
policies and procedures

• Establish and maintain purchasing procedures 



Conflict of Interest 
A conflict of interest occurs when an employee participates
directly or indirectly in the procurement process from which that
employee, member of the employee's family, or other persons
known to the employee will benefit financially, either directly or
indirectly.



Commitment of Funds
• No employee has the authority to enter into purchase contracts or in any way obligate 

funds unless specifically authorized in writing by the President or the Vice President of 
Finance

• All purchase commitments shall be made on a properly drawn and issued purchase order 
document 

• The signatures of the Assistant Director of Purchasing (limited to $5,000), Purchasing 
Director, Vice President of Finance and/or President on an official purchase order are the 
only signatures that can legally bind College funds 

• Those employees who purchase goods or services without a duly authorized purchase 
order (unauthorized purchase) may be held personally liable for the total amount due to 
the Vendor



Procurement Process



Approvals 
• I.T. approval for electronic equipment/TX-RAMP certification for 

software/subscriptions (Cloud)

• Media approval for audio/visual equipment

• Marketing approval for use of logo/colors

• Physical Plant  

• Safety & Risk

• Accounting approval for accounts and budget



Requisition
• Type of purchase

• Department/Requestor

• Vendor information 

• Budget account 

• Specify goods and 
services

• Signature approvals





***Note***

An assigned requisition number is not a 
purchase order number





Quotes and Forms
• Requests under $10,000.00 requires only one quote 
• Requests over $10,000.01 requires three quotes
• W-9 form or W-8 (foreign countries) 
• Approved budget equipment list
• Certificate of Liability of Insurance
• Federal Debarred form (grants)
• Form 1295 ($50,000.00 and above)
• GA-48 Certification form *NEW*
• Award Letter signed by Board member ($25,000.00-$99,999.99)













Purchase Methods
Informal Bids
For purchases of $10,000.01 to $99,999.99, three written quotes

Formal Bids
$100,000.00 or more are Request for Proposal (RFP)



Purchasing Cooperatives



Purchase Order



Receipt and Inspection of Goods and Services

• Inspect merchandise  

• Report discrepancies

• Acknowledge by signing the receiving report

• Merchandise received directly or picked up in store



Payment Process
(Three-Way Match)

• An approved purchase order

• Receiving report/Receipt of goods (ROG) for goods
or Certificate of Conformance for services

• Invoice



Receiving Report 



Standing/Open POs-Receipt of Goods (ROG)



Service POs-Certificate of Conformance (COC)





Questions

Comments

Feedback
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