
Procurement Department 
Mission Statement

Procurement is committed to serve the College community with the ethical 

and efficient procurement of goods and services at the best possible value 

through supplier relations, contract relations, requests for proposals and 

competitive bids, and product sourcing.
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PROCUREMENT METHODS & TOOLS

 Request for Quotes (RFQ) – Departmental Responsibility to follow Quote Thresholds

 Invitation to Bid (ITB) – Procurement Department and End Users Responsibility to work together
on specifications

 Requests for Proposal (RFP) – Procurement Department takes the lead role; End Users
contribute scope

 Requests for Qualifications (RFQu) - Procurement Department takes the lead role; End Users
contribute scope

 Cooperative Contracts – Previously solicited bids or proposals that have been awarded through
a national cooperative; Procurement Department can assist Departments. These contracts often
provide better pricing and terms because of enhanced use by multiple entities, thereby yielding
the benefit of economies of scale.

 State Contracts – Florida Department of Management Services (DMS) bid or adopted. These
contracts often provide better pricing and terms because of enhanced use by multiple entities,
thereby yielding the benefit of economies of scale.

 Other Agency Contracts – Example: School District of Palm Beach County.
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PURCHASING THRESHOLDS

Apply to both Purchase Order Requisitions AND Supplier 

Contracts

DOLLAR AMOUNT:
 UP TO $9,999.99

 $10,000.00 TO $34,999.99

 $35,000.00 TO 64,999.99

 $65,000.00 AND ABOVE [BID OR SOLICITATION REQUIRED]

REQUIRED ACTION:
 ONE QUOTE (IF TERMS & CONDITIONS ATTACHED MUST BE 

REVIEWED BY PROCUREMENT / VPBS).

 TWO QUOTES (IF TERMS & CONDITIONS ATTACHED MUST BE 
REVIEWED BY PROCUREMENT AND VPBS).

 THREE QUOTES (IF TERMS & CONDITIONS ATTACHED MUST BE 
REVIEWED BY PROCUREMENT AND VPBS).

 REQUEST MEETING WITH PROCUREMENT REGARDING 
APPROPRIATE METHODOLOGY BASED ON SUBJECT MATTER.
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Concept: Requests for Quotes and 

Aggregate Spend

 State Statutes and Board Policy require Procurement to look at the total spend

of Palm Beach State College with suppliers.

 Departments should understand that in many circumstances, more than one 

Department is buying or will be buying from the same supplier.

 RFQ Thresholds apply to total PBSC spend across all Departments.

 Example: Facilities Department purchased $25,000 in electrical supplies from 

ABC Electrical Supplies Co. in FY2020. The Electricians Apprentice Academic 

Department purchased $12,000 in electrical supplies from ABC Electrical 

Supplies Co. in FY2020.

 Aggregate Spend for PBSC is $37,000 in FY2020. Three quotes would be 

required.
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Concept: Requests for Quotes and 

Aggregate Spend (cont.)

 Spend Over Time is included in the concept.

 Spend Over Time must be considered in the decision-making process.

 Example: PBSC spends $37,000 with ABC Electrical Supplies Co. for electrical 

supplies on average over the last three years. $37,000 x 3 = $111,000.

 The Bid Threshold is $65,000.

 Electrical Supplies as a commodity should be publicly bid by the Procurement 

Department (or determine if another procurement tool could be utilized).

 The result of the exercise of bidding would result in savings for both 

departments that use the resulting pricing contract.
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Data Sources for Spend Analysis

 Use your own data from the prior year(s). Purchase Order Requisitions and 

Supplier Contracts that were entered and approved by your Department

 Total PBSC Spend Report for FY19 and FY20

 Your estimated or projected spend for FY2021

 Did you check your budget? Workday-Sandbox: Budget vs Actual for 

Organization (PBSC FIN)
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REQUEST FOR QUOTES (RFQ)

 Quotes are required for all products and services under the purchasing threshold of $65,000.  This includes 
aggregate spend over a two to five year period with the designated supplier.

 Maximum number of quotes required are three (3).

 Request for Quotes must be sent to all vendors at the same time, via a blind copy email.

 All request for quotes must have an established deadline for all vendors to return the quote.

 Request for quotes must have a detailed description, scope of work, specifications and deliverables 
outlined.

 Request for quotes are generally for a one-time use, however, an extended time frame can be requested.  Example; 
quotes can be valid for 30, 60, 90 days or can be valid for an entire fiscal year July 1, 2020 through June 30, 2021.

 Request for quotes must specify a line list of items with the price, or it can outline a percentage off manufacturers 
published catalog pricing for all items.

 The quotes must be signed by the supplier agreeing to hold the price or percentage off for the specified time frame.

 Terms and Conditions must be reviewed when quotes are received.
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Terms and Conditions

 When requesting quotes, many companies will provide a quote that has that 

particular company’s terms and conditions attached with the pricing.

 These terms and conditions, and/or the quote itself, or any contract document 

should never be signed by anyone other than the Vice President for Finance 

and Administration, the College President, or the Chair of the Board of 

Trustees.

 Company Terms and Conditions often contradict PBSC Terms and Conditions 

(attached to our Purchase Orders). When possible and if necessary, ask 

suppliers if they will accept our Terms and Conditions.

 Extensive terms and conditions as dictated by the suppliers must be subject to 

Procurement and possibly Legal review and approval. SEE EXAMPLES
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Entering Purchase Order Requisitions in 

Workday

 Use the Job Aids for step by step instructions on the various requisition 
methods.

 To track your requisitions use the ‘My Requisitions’ Report in Workday.

 Purchase Order Requisitions turn into Purchase Orders (Buyers).

 Once you physically receive what you ordered, are you finished?

 NO!

 You are responsible to ‘Receive’ the goods or services of the Purchase Order in 
Workday by using the ‘Create Receipt’ task.

 You are responsible for signing the actual supplier invoice and sending it to our 
Accounts Payable Department for payment (outside of Workday).

 Your Budget vs Actual for Organization Report will then convert that PO to an 
‘Actual’ spend.
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SUPPLIER CONTRACT (SC) 

BLANKET PURCHASE ORDER (BPO)

 What is a supplier contract or blank purchase order? This is an arrangement between the
organization and a supplier to deliver products and services at a predetermined price on a recurring
basis for a specified time period, typically for one fiscal year (example; July 1, 2020 through June 30,
2021).

 What are the benefits of a supplier contract or blanket purchase order?

1. Reduces costs and increases purchasing power; it allows the organization to group purchases that
would otherwise happen over an extended period of time and receive quantity discounts. This tool
also allows the organization to consolidate purchases across different departments and locations to
further strengthen bargaining power with suppliers.

2. Improves efficiency and shortens purchasing lead time. It is meant to simplify the ordering process for
products or services purchased repetitively. It also eliminates the need to renegotiate terms and
prices, while reducing administrative costs.

3. Facilitates leaner operations by reducing stocking requirements. The terms and conditions are clearly
defined, along with the quantities required and delivery time frames.
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 When do I use a supplier contract or blanket purchase order?

1. When making repetitive or pre-specified purchases from the same supplier within a fiscal year.

2. When ordering standardized products or services which require numerous shipments.

3. When a quantity discount can be achieved.

4. When you have a price quote, competitively bid contract, cooperative / piggyback contract with

defined prices, where the products or services are outlined, or when there is a percentage – off

the manufacturers published price list.

 A supplier contract or blanket purchase order shall not be used;

1. When the price is not known at the time of purchasing

2. When price is subject to change without notice.

3. When the quality of the product or service is questionable.
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 What should be included with the supplier contract or blanket purchase order for approval

in Workday?

1. Time period for the current fiscal year (example: July 1, 2020 through June 30, 2021).

2. The quote, contract, or bid must be valid for the same time frame being requested.

3. All documents must be attached; contract, bid, or quote.

4. Description and details of the item(s) covered by the supplier contract or blanket purchase order.

 Are there any exemptions for this process?

Yes, Utility Services. This would be the following; electricity bill (FPL), water and sewer bill, and

gas/propane bill. (Note: This does not include individual propane tanks or drinking water.)

Workday: Supplier Contract example.

14



CONTRACT MANAGEMENT CYCLE
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CONTRACT PROCEDURE

TYPE OF CONTRACTS

 STANDARD CONTRACT(INTERNAL) -IC: THESE ARE DEVELOPED
BY THE COLLEGE, ALREADY APPROVED BY LEGAL COUNSEL,
PREVIOUSLY AFFIRMED BY THE VICE PRESIDENT OF
ADMINISTRATION & BUSINESS SERVICE OFFICE (VPBS) AND
CONTAIN STANDARD TERMS AND CONDITIONS.

 NON-STANDARD CONTRACT (EXTERNAL)- EC: THESE
CONTRACTS ARE GENERALLY DEVELOPED BY OUTSIDE
ENTITIES AND NEED TO BE REVIEWED BY PROCUREMENT AND
THE VICE PRESIDENT OF ADMINISTRATION & BUSINESS
SERVICES (VPBS) FOR TERMS AND CONDITIONS, APPROVED BY
LEGAL COUNSEL WHEN NECESSARY (BASED ON THE DOLLAR
SPEND), THEN CONFIRMED BY THE VPBS BEFORE EXECUTION
OF THE AGREEMENT.

 CONTRACT AMENDMENTS - CA: THESE ARE CHANGES TO AN
EXISTING CONTRACT. ALL AMENDMENTS MUST BE REVIEWED
BY PROCUREMENT AND THE VICE PRESIDENT OF
ADMINISTRATION & BUSINESS SERVICES OFFICE.

LEAD TIMES

 REVIEW TIME IS GENERALLY SEVEN (7) TO FOURTEEN (14)
BUSINESS DAYS, GIVEN THE TIME IT TAKES FOR THE MUTUAL
PARTIES TO SIGN / EXECUTE THE AGREEMENT.

 REVIEW TIME COULD TAKE ONE (1) TO THREE (3) MONTHS
DEPENDING UPON WHETHER THE CONTRACT LANGUAGE IS
SUFFICIENT "AS IS" OR IF THE LANGUAGE NEEDS TO BE
RENEGOTIATED.

 REVIEW TIME IS GENERALLY FIVE (5) TO SEVEN (7) BUSINESS
DAYS.
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COOPERATIVE  / PIGGYBACK CONTRACTS

 When can we utilize cooperative / piggyback contracts? 

1. They can be used to leverage economies of scale to obtain more favorable cost for products and 
services.

2. When the scope of work and specifications under the contracts match what your department or 
program requires. (We may not expand the scope or specification of the contract.)

3. When all the required documents related to the contract have been reviewed by your department to 
ensure all the terms and conditions meet the guidelines for the college.

4. When your department has completed the cooperative / piggyback contract utilization checklist and the 
contract summary cover sheet.

5. When all submitted documents have been reviewed by Procurement and Legal Department, and it has 
been approved for legal sufficiency.

6. If you intended purchase does not exceed District Board of Trustees (DBOT) authority of $325K and if 
it does exceed this amount, an agenda item must be drafted for presentation to the board for approval 
before the contract may be utilized.
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COOPERATIVE / PIGGYBACK WEBSITES

 NATIONAL COOPERATIVE CONTRACT SITES;

1. Sourcewell https://www.sourcewell-mn.gov/contract-search

2. OMNIA Partners https://public.omniapartners.com/contracts

 STATE OF FLORIDA COOPERATIVE CONTRACT SITE;

1. Department of Management Services 
https://www.dms.myflorida.com/business_operations/state_purchasing/state_co
ntracts_and_agreements

 POPULAR PIGGYBACK AGENCY SITES;

1. The School District of Palm Beach County 
https://www2.palmbeachschools.org/purchasing/All-In-One/

2. Broward County Public Schools https://www.browardschools.com/Page/32546
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INVITATION TO BID PROCESS
CHARACTERISTIC COMPETITIVE SEALED BIDDING

PROCUREMENT DOCUMENT INVITATION TO BID

ADVERTISING REQUIREMENT A MINIMUM OF FOURTEEN (14) DAYS PER STATUTORY 

GUIDELINES.

GOAL LOWEST PRICE OR BEST VALUE.

RESPONSES EVALUATED BY PROCUREMENT DEPARTMENT, WITH ASSISTANCE FROM 

THE REQUESTOR AS NEEDED.

COST EVALUATION PROCESS COSTS FOR RESPONSIVE BIDS ARE TABULATED AND 

COMPARED TO EACH OTHER TO IDENTIFY THE LOWEST 

COST.

BEST AND FINAL OFFER (BAFO) ALLOWED? NO.

NEGOTIATION ALLOWED? NO.

AWARD BASIS LOWEST RESPONSIVE AND RESPONSIBLE BIDDER OR BEST 

VALUE WITH A SUPPORTING STATEMENT.
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PBSC WEBSITE LINKS

 CONTRACT TEMPLATES; https://www.palmbeachstate.edu/vpab/contracts.aspx

 CONTRACT GUIDELINES;

https://www.palmbeachstate.edu/vpab/documents/StandardGuidelines.pdf

 PROCUREMENT MAIN PAGE; https://www.palmbeachstate.edu/procurement/default.aspx

 PURCHASING PROCEDURE MANUAL;

https://www.palmbeachstate.edu/procurement/procedure-manual.aspx

 AUXILIARY SERVICES ; https://www.palmbeachstate.edu/auxiliary-services/default.aspx

 CENTRAL RECEIVING & MAILROOM; 

https://www.palmbeachstate.edu/procurement/centralreceiving.aspx

27

https://www.palmbeachstate.edu/vpab/contracts.aspx
https://www.palmbeachstate.edu/vpab/documents/StandardGuidelines.pdf
https://www.palmbeachstate.edu/procurement/default.aspx
https://www.palmbeachstate.edu/procurement/procedure-manual.aspx
https://www.palmbeachstate.edu/auxiliary-services/default.aspx
https://www.palmbeachstate.edu/procurement/centralreceiving.aspx


END RESULT

“TEAMWORK”

QUESTIONS???

THANK YOU!
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