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VISION STATEMENT 
 

All students will complete school prepared for ongoing learning as well as 
community and global responsibilities. 

 

 
 

The District School Board of Collier County does not discriminate on the basis of race, color, national origin, sex, disability, or age in the 
provision of educational opportunities or employment opportunities and benefits. The District School Board does not discriminate on the 
basis of sex or disability in the education programs and activities that it operates, pursuant to the requirements of Title IX of the Education 
Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and the Americans with Disabilities Act of 1990, respectively. The 
right not to be discriminated against extends to both employees and students of the District and shall include equal access to designated 
youth organizations in conformity with the Boy Scouts of America Equal Access Act. The following personnel should be contacted for 
inquires about their rights or to learn how to file a complaint regarding discrimination. 

 
Employees: Educational Equity Act, Title IX, Section 504 (Rehabilitation Act) or the Americans with Disabilities Act, contact Ian Dean, 
Executive Director, Human Resources and Deputy Title IX Coordinator for Employees, (239) 377-0365, The District School Board of 
Collier County, 5775 Osceola Trail, Naples, Florida 34109. 

 
Students: Educational Equity Act, Title IX, or the Age Discrimination Act of 1975, contact Stephen McFadden, Coordinator, School 
Counseling K-8, and Deputy Title IX Coordinator for Students, (239) 377-0517, The District School Board of Collier County, 5775 Osceola 
Trial, Naples, Florida 34109 

 
Section 504 (Rehabilitation Act) and the Americans with Disabilities Act, contact Dr. L. Van Hylemon, Coordinator, Psychological Services, 
(239) 377-0521, The District School Board of Collier County, 5775 Osceola Trail, Naples, Florida, 34109. 
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PURCHASING DEPARTMENT 
MISSION STATEMENT 

 

 

The primary mission of the Purchasing Department is to provide all schools and departments with 
responsive customer service and to purchase the right product or service at the right time, from the best 
source, for the lowest and best possible price; and then to arrange for the safe and timely distribution to 
the requisitioner, as required in meeting School Board priorities. 

 
 
 

PURCHASING STAFF AND RESPONSIBILITIES 
 

Nancy Sirko, Director of Purchasing 
E-Mail address: sirkona@collierschools.com 
Phone: 377-0047 
FAX: 377-0074 

 

 
David Nara, Supervisor 
E-Mail address: narada@collierschools.com 
Phone: 377-0055 
Construction and direct material purchase, 
Facilities Planning, Maintenance, Transportation, 
landscape maintenance, custodial services, fire 
alarm equipment and maintenance, MRO 
Supplies 

Patricia Roberts, Senior Buyer 
E-Mail address: robertpa@collierschools.com 
Phone: 377-0060 
Technology, MIS, computers, printers, printer 
supplies, software, AV equipment, band 
uniforms, copiers, copier/duplicators and 
supplies, office equipment, office and classroom 
furniture, office and classroom supplies 

 

 
Tiffany Daniel, Purchasing Specialist 
E-Mail address: danielti@collierschools.com 
Phone: 377-0047 
All correspondence, maintains bid files, 
prepares Board Packet, bulk mail, postage, P- 
Card, catalog discounts, other quotations and 
bids 

Cynthia Perez, Data Entry Clerk 
Phone: 377-0066 
E-Mail address: perezc7@collierschools.com 
Requisition input and PO processing, vendor 
file maintenance, W-9 input, research and all 
other duties as assigned. 



Purchasing Manual – Purchasing Procedures section 

 
 
 
 
 

 

CHAPTER 2 

PURCHASING PROCEDURES 
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PURCHASING PROCEDURES 
 

I. Purpose 
 

To explain and facilitate understanding of the procurement procedures 
used by the Purchasing Department of Collier County Public Schools. 
This procedure applies to all purchases regardless of the funding source 
(locational, internal, capital, federal). 

 
II. Legal Authority for Program 

 

Florida Statutes 1010 
State Board Rule 6A-1.012 
School Board Policy 6320 
Office of the Federal Register’s Code of Federal Regulations (CFR) 

 
III. Small Purchases 

 

Small purchases are those relatively simple and informal procurements for 
securing services, supplies and equipment that do not cost more than 
$50,000 (or dollar amount as authorized in State Board Rule 6A-1.012). 
Whenever possible, purchase will be made by utilizing existing bid pricing, 
vendor discounts (secured through the bid process or otherwise) or other 
county and state bids. 

 
IV. Bids 

 

This procedure applies to the procurement of services, supplies and 
equipment, which exceed the $50,000 bid threshold (or dollar amount as 
established in SBR 6A-1.012). 

 
A. Formal Sealed Bids 

1. The requestor shall supply the Purchasing Department with 
a clear and accurate description of the technical requirements for 
the service, supply or equipment to be procured.  The description 
should include a statement of the qualitative nature of the service, 
supply or equipment, and shall set forth the minimum essential 
characteristics and standards to which it must conform.  When it is 
impractical to make a clear and accurate description of the 
technical requirements, a “brand name or equal” description shall 
be used as a means to define the performance of the procurement. 

 
2. Purchasing will incorporate into the bid specifications all 
other requirements, which the bidders must fulfill, and any other 
factors to be used in evaluating the bids (terms and conditions). 
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3. The Invitation to Bid shall be publicly advertised and bids 
shall be solicited from an adequate number of suppliers, providing 
sufficient response time prior to the date set for the bid opening. 

 
4. All bids will be publicly opened and read at the time and 
place prescribed in the ITB. 

 
5. A recommendation for contract award will be made to the 
lowest, responsive and responsible bidder.  All recommendations 
will be presented to the School Board for approval, and subsequent 
to that approval, a letter of notification will be sent to all participating 
bidders. 

 
6. The awarded information shall be forwarded to the requestor 
for the preparation and issuance of requisitions. 

 
B. Informal Bids 

Circumstances do not always permit the following of formal sealed 
bid procedures.  Exceptions to the rule are emergencies for 
reasons such as time constraint, health, safety or loss of financial 
advantage.  In such cases, prices shall be secured by means of 
either a fax or phone quotation or e-mail quotation. 

 
1. Fax Quotation 

a. A brief but accurate description of the service, supply 
or equipment, along with any other requirements the supplier 
must fulfill, shall be in concise, written format. 
b. The fax quotation shall be faxed to three or more 
suppliers whenever possible, with a date and time that the 
quotation must be return faxed.  All fax quotations must be 
followed up with a mailed original (containing an original 
signature). 
c. A purchase order will be issued to the lowest, 
responsive supplier.  Award of the contract will be confirmed 
by subsequent School Board action (School Board Policy 
6320). 

 
2. Phone Quotation 

a. Whenever possible, three or more suppliers shall be 
called and given a brief but accurate description of the 
service, supply or equipment, along with any other 
requirements the supplier must fulfill. 
b. Suppliers will provide pricing, as requested, over the 
phone.  All phone quotations must be followed up with a 
mailed confirmation of that pricing. 
c. A purchase order will be issued to the lowest, 
responsive supplier.  Award of the contract will be confirmed 
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by subsequent School Board action (School Board Policy 
6320). 

 
3. E-Mail Quotations 

a. A brief but accurate description of the service, supply 
or equipment, along with any other requirements the supplier 
must fulfill, shall be in concise written format. 
b. This information shall be e-mailed to three or more 
suppliers whenever possible, with a date and time that the 
quotation must be returned by e-mail. 
c. A purchase order will be issued to the lowest, 
responsive supplier.  Award of the contract will be confirmed 
by subsequent School Board action (School Board Policy 
6320). 

 
V. Best Practice 

 

It has been the district’s long standing best practice to monitor the fiscal 
year activity of like-type item purchases with vendor(s), when those 
purchases approach or reach the spending limits as referenced in Florida 
Statute 287.017, category II. When that level of activity is anticipated, the 
purchasing department shall make every effort to obtain bid specifications 
from the end user(s), and through one of the bid processes listed above, 
put a bid in place so that the district’s end users may continue their 
purchasing activities without being in violation of the district’s purchasing 
policies or best practices. 

 
VI. Use of Federal Funds 

 

When procuring property and services using Federal funds, the district will 
follow the same policies and procedures it uses for procurements from 
non-Federal funds.  In addition to these policies and procedures, the 
district will ensure that all Federally funded purchases conform to 
applicable Federal law, and standards as referenced in the Office of the 
Federal Register’s Code of Federal Regulations. 

 
VII. Small and Minority Firms, Women’s Business Enterprise and Labor 

Surplus Area Firms 
 

When using Federal funds, the district will take all necessary affirmative 
steps to assure that minority firms, women’s business enterprises, and 
labor surplus firms are used when possible (CFR Chapter II, part 
200.321). 
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VIII. Records and Reports 
 

All bid file folders, (formal sealed bids, fax quotations and phone 
quotations) will be kept on file in the office of the Director of Purchasing. 
All awarded contracts are public record and may be viewed by any 
interested parties. 

 
Contract Administration 

 
Once a decision is made to accept a quote or a Bid/Proposal Submittal, a 
contract is formed. The decision to accept a quote or a Bid/Proposal Submittal is 
often called an “Award” and must be made by the proper approving authority, 
depending upon the monetary value of the Award per Board Policy 6320. This 
Award is documented by a “Purchase Order” which is a contract and requires 
administration. In some situations, a Purchase Order which includes all terms 
and conditions contained in the Purchase Order, along with a copy of the 
Bid/Proposal is all that is required in order to secure the goods or services. 
However, a Purchase Order does not fully cover all of the formalities in terms of 
review and execution that are outlined below for formal written Agreements. 
 
A formal written bilateral contract, or “Agreement,” normally will be required for 
commodity or service awards (including construction awards) when deemed 
necessary by the Requesting Department, the Purchasing Department (here 
after known as Purchasing) or District General Counsel (here after known as 
Counsel) based on the complexity of the commodity or service. The Agreement 
should incorporate all terms and conditions contained in the Bid/Proposal. When 
contracts require Board approval, the Board Chair is the district’s signatory. 
When a contract dollar amount is less than the Board’s threshold for approval, 
the Director or head of the Requesting Department may sign the contract after it 
has been reviewed and approved by Counsel. 
 
Process 
A) The Requesting Department or Purchasing initiates the contractual process 
when it begins the procurement process. 
 
B) The Requesting Department will appoint a Contract Manager or Project 
Manager at the beginning of this process to ensure proper administration of the 
acquisition and compliance with this chapter. 
 
C) The Requesting Department prepares the Specifications and determines in 
conjunction with Purchasing Department whether an Agreement is needed based 
on the size or complexity of the commodity or service. 
 

I) If an Agreement is needed, the Requesting Department with the 
assistance of Purchasing will determine whether a standard Purchase 
Order for various commodities and services is sufficient. If so, Purchasing 
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will indicate in the Bid/Proposal that a Purchase Order and its terms will be 
used as the method of purchase and payment. 

 
II) If special provisions are required, the Requesting Department along 
with Council will prepare a contract and forward it to the Purchasing 
Department for review and inclusion in the Bid/Proposal.  In some cases it 
will be acceptable, after review of Council, to utilize the awarded 
company’s contract form. 

 
D) The Requesting Department may not have contact with Bidders during the 
Procurement Process. Bidders that contact the Requesting Department should 
be referred to Purchasing. (See Board Policy 6324 Cone of Silence) 
 
Role of the District General Council 
The District General Council reviews all Agreements to ensure legal sufficiency 
with respect to form and compliance with applicable laws. 
 
Awards Requiring Agreements 
A) If the Bid/Proposal Award requires that an Agreement be executed and/or 
additional documents be submitted after award (i.e., a certificate of insurance 
and/or performance/payment bonds, etc.), Purchasing will send out a Notice of 
Award to the successful Bidder stating the requirements. 
 
B) The Bidder is required to submit the documents to Purchasing within the 
timeframe identified in the Bid/Proposal, normally ten (10) calendar days after 
receipt of the Notice of Award. 
 
C) Purchasing will review the submitted documents in coordination with Council, 
and others as applicable. If Board approval is required, Purchasing will prepare in 
conjunction with the Requesting Department, all documentation for review and 
signature of the Board Chair at the next available Board meeting. If Board 
approval is not required, the Director or head of the Requesting Department has 
the authority, after Council has reviewed and assigned a contract number, to sign 
the agreement. 
 
D) Purchasing will issue a purchase order in coordination with the Requesting 
Department. 
 
E) Purchasing will forward the Purchase Order and a copy of the Agreement to 
the awarded vendor with additional copies being distributed appropriately. 
 
RECEIPT AND PAYMENT PROCESS FOR COMMODITIES AND SERVICES 
 
Requesting Department’s Responsibilities 
The Requesting Department is responsible for determining that the items or 
services received are in accordance with the Purchase Order and/or Agreement, 
if applicable. 
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A) Delivery and Inspection 
 

I) When a service or commodity is delivered, the Requesting Department 
should check the packing slip to verify delivery address, Purchase Order 
number and quantities or services delivered against the Purchase Order. 

 
II) The Requesting Department should open and inspect the order. If there 
are damaged items, the Requesting Department should notify the Bidder 
and refuse the damaged items. 

 
III) If all information is correct on the delivery slip, and all items received 
appear to be undamaged, the Requesting Department may sign the 
delivery slip and accept the order. If there is a discrepancy on the delivery 
slip or items being delivered, the Requesting Department may refuse the 
order. 

 
(IV) When signing for receipt of commodities or services, it is the 
responsibility of the Requesting Department to always be sure that the 
invoice, delivery receipt, service request, etc., lists only those commodities 
or services received. 

 
(VI) The Requesting Department must retain a copy of any documents 

signed. 
 
B) Payment 
 

I) Payment must be made in accordance with the Purchase Order and/or 
Agreement. 

 
II) Payment will not be authorized on any items until those items have 
been received and determined to meet the requirements of the purchase 
order. 

 
III) Services received must also be verified to ensure that performance is 
completed and in the manner specified in the order. 

 
IV) To ensure payment will be made in accordance with the Prompt 
Payment Act (see Chapter 218.70 Florida Statutes), the Requesting 
Department, after verifying that all is in order, will sign off on the Purchase 
Order receiving copy and submit that with a copy of the packing slip to the 
Accounts Payable Department to be matched with the Finance copy of the 
Purchase Order and invoice to ensure that all paperwork matches and 
payment can be made. 

 
D) Follow-up Process 



Purchasing Manual – Purchasing Procedures section 

I) The procurement process is not complete until satisfactory delivery of all 
commodities and services has been made. 

 
II) The Requesting Departments should keep track of all outstanding 
Purchase Orders and Agreements to ensure proper receipt of 
commodities and services. 

 
III) The Requesting Department should advise Purchasing of any situation 
where Bidders are not performing according to the Purchase Order and/or 
Agreement. Purchasing, per performance standards set in the 
Bid/Proposal, will follow through with the Bidder for compliance or 
cancellation of award. 

 

 
 

PROCEDURES FOR ENTERING REQUISITIONS ON-LINE 
 
Listed below are helpful hints to aid you in entering your requisitions on-line 
along with documentation to be forwarded to the Purchasing Department: 
 
General 

 

 See Technology documentation prepared by MIS Trainer, Cheryl Priester 
(see TERMS PURCHASING Ordering 2015). 

 

Vendor numbers 
 

 Vendor numbers can be found in several different ways and all schools and 
departments should have access to being able to find them. Screen A206 will 
give you all of the vendors’ address and contact info.  In the Vendor field, 
press F4 and then type in all or part of the vendor name (make sure that the 
Status field says “A” for active).  A listing of vendors will pop up in a box.  You 
can arrow down to the correct vendor and hit enter to display that vendor’s 
info. 

 

 A second way to find a vendor number - when you are entering your 
requisition on screen F804 and you come to the Vendor field, press F4 and 
type in all or part of the vendor name (make sure that the Status field says “A” 
for active). A listing of vendors will pop up in a box.  If you are not sure of the 
vendor, you can arrow down to the one you think is correct and press F11. 
The address info will be displayed.  F3 will make that information disappear.  
If it is the correct vendor, press enter and that vendor will appear in the 
Vendor field. If not, arrow to the next vendor and follow the same directions  
to check the address until you find the correct one. 

 

 Please be sure the vendor number is on your requisitions.  Requisitions 
without vendor numbers will be processed at a later date to avoid holding up 
requisitions that have been properly prepared. 

 

 If the requisition is going to a new vendor, you can type the vendor info on the 
“notes page” by pressing F2.  You must then forward the back-up information 
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Blanket PO for supplies 1 BLKT 3000.00 
Authorized Signatures:      

John Doe, Mary Smith      

July 1, 2004-June 30, 2009      

showing address and phone number to the Purchasing Department.  It is very 
important that this documentation be sent so we can avoid adding vendors 
incorrectly. Paperwork consisting of a W-9 form and a New Vendor 
Information form (see Exhibit D) can be printed from the Purchasing web 
page and sent to the vendor to be filled out.  Paperwork MUST be filled out by 
the vendor and returned to the Purchasing Department. 

 

 Be sure to put a “B” in the Type field. 
Date: 10082009 T: B S: P T/C: NORM 

 
Blanket Purchase Orders 

 On Screen F804, in the Description field, be sure to put in at least 2 
authorized signatures along with the expiration date. 
Seq Rf Item Description Qty Unit Unit Price 
001 

 
 
 

 

Pre-Pay Purchase Orders 
 

 A pre-pay is an order that requires payment prior to merchandise being 
shipped or services being rendered. A typical example is conference 
registrations. (Attachment must say “purchase orders not accepted” or 
“payment must be enclosed”.)  Hotels may also be pre-paid if the proper 
documentation (payment information) from the hotel is attached. 

 

 Pre-payments require 2 copies of backup documentation (showing payment 
information) with a copy of the requisition signed by the principal or 
supervisor. PLEASE be sure to forward your documentation to Purchasing 
ASAP in order to avoid any delays in processing. 

 

 You will not receive any paperwork back from a pre-pay.  In order to obtain 
the PO #, you can monitor the requisition on screen F801 which will show the 
PO # once it has been issued. 

 

 Note: Please allow 3 weeks processing time from date of requisition to 
date that check is issued. 

 
 
Attachments 

 

 Two copies of attachments must be sent with a copy of the requisition.  This 
will ensure that the vendor receives a copy and Accounts Payable has a copy 
to check invoices against.  Failure to submit required copies will only result in 
a delay of mailing the P.O., as it takes additional time for Purchasing to make 
your copies for you. 

 

 All attachments must be stapled.  Please NO paper clips. 

Consultant Purchase Order (for additional information, see Exhibit A) 

 The Educational Consultant Services Agreement form (Exhibit C) must be 
filled out when contracting for any type of consultant services.  The requisition 
also must be entered in the system. 
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 Appendix A, listing the specific duties of the consultant, must be attached. 
 

 A completed W-9 must also be attached for all new vendors. Purchase orders 
will not be processed until a signed W-9 form has been received.  Please be 
sure to fill in your account (budget) code and all other information as 
required. 

 

 Forms should be typed only to assure that correct information is processed. 
Refer to the topic “Consultant Agreement” for additional information. 

 

Emergency Purchase Order 
 

 An emergency circumstance may occur obligating the Principal or  
Department Head to bypass the normal processing of a requisition/purchase 
order to purchase goods or services. Should this occur, please enter a 
requisition in the system (this is for informational purposes only), then call the 
Purchasing Department with the budget center and requisition number as well 
as the justification for the emergency. 

 

 Purchasing will enter a manual PO that will be printed and ready for you to fax 
to the vendor that day. 

 

 Your requisition will then be deleted so that there is no chance of duplicating 
the order. 

 

 The Purchase Order number must be referenced by the vendor on the invoice 
submitted for payment. 

 

Notes 
 

 You can attach notations on-line to the Purchasing staff by pressing the F2 
key as you are entering a requisition. This will take you to the “notes page” 
01.  Anything you type here is for informational purposes only – it will not print 
on the requisition or PO. 

 

 To have your notes print on the requisition and PO, type 99 on the notes page 
in the space that says 01 and enter. The first 5 lines will print in the  
Bid/Quote area of the PO.  This is where you will enter Bid or Quote #’s and 
discount to ensure that you receive the correct pricing offered by the vendor. 

 

Ordering Without a Purchase Order 
 

 Products or services that are ordered without a purchase order are 
considered “after the fact” and violate district policy as well as placing the 
district in an untenable position.  Violators will be subject to written reprimand 
(see Exhibit B). 

 

Following the above procedures will help in obtaining requested items on a 
timely basis. 
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VENDOR SELECTION 
 

I. Purpose 
 

To define the responsibility for and provide basic guidelines for vendor 
selection as this is a major decision required during the purchasing 
process. 

 
II. Scope 

 

This applies to all purchases. 
 
III. General 

 

The selection of vendors is the responsibility of the Buyer and requires a 
consideration of several factors. In making the selection, the Buyer will 
coordinate closely with the end user to obtain adequate and reasonable 
specifications.  Whenever possible, identification of brand names, or 
sufficient detail, should be obtained to ensure that the order can correctly 
be filled. 

 
The Buyer should endeavor to place orders with regard to the 
dependability and service record of the vendor, the nature of the guaranty 
and warranty of the product, its price, and the quality. 

 
IV. Fingerprinting 

 

Florida Legislature has enacted a new law known as the Jessica Lunsford 
Act.  This law, effective September 1, 2005, affects how vendors do 
business with Collier County Public Schools if they or their employees will 
have access to school grounds when students are present.  If a vendor’s 
business will: 

 Be on school grounds when students are present: or 
 Have direct access with students: or 
 Have access to or control of school funds, 

The vendor will need to ensure that those personnel meet Level 2 
Screening criteria as described in the subsequent FINGERPRINTING 
section of this manual. 
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CONSULTANTS 
 

The District is experiencing an increased level of consultant activity that can be 
attributed to the school improvement movement. The term “consultant” is 
appropriately used interchangeably for professionals who receive taxable 
compensation as well as professionals who only receive expense 
reimbursements. 

 

An example of consultants who do not receive taxable compensation is 
participants in the five or ten year S.A.C. Review committees. 

 

This component will address paid (wage earning) consultants.  The procedure for 
retaining a consultant involves: 

 

 Negotiating an acceptable rate and submitting a filled out Educational 
Consultant Agreement form to the Purchasing Department along with entering 
a requisition into TERMS. 

 

 The rate should include all costs, including materials and supplies, travel and 
lodging, as well as honorariums. 

 

 The proper coding would be: 
 

Staff Development - Function 6400 Object 310 
 

Curriculum Development – Function 6400 Object 310 
 

 

The Educational Consultant Agreement (form #31101) may be 
obtained through the Purchasing website. 

 
A reduced copy of the approved District Educational Consultant Agreement form 
and instructions (Exhibit C) is attached. Some items of significance follows: 

 

 The Consultant Agreement must be executed in advance of services 
being provided. 

 

 The Consultant Agreement must be approved and signed by the Chief 
Operational Officer or Chief Academic Officer as appropriate, before it is 
valid. 

 

 Appendix A, Listing the specific duties of the Consultant must be attached. 
 

 The consultant must submit a W-9 (tax form with either Social Security 
number or employer I.D. number) and New Vendor Information form that 
may be obtained from the Purchasing Department.  Payments cannot be 
made without this data. 

 

 The paid consultant will receive a form 1099 at year-end and should retain 
expense data for tax purposes. 
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VENDOR RELATIONS 
 

I. Purpose 
 

To state the basic policy regarding vendor relations. 
 
II. Scope 

 

This applies to all transactions. 
 
III. General 

 

It is the district’s policy to maintain and practice the highest possible 
standards of business ethics, professional courtesy, and competence in all 
dealings.  At all times, applicable laws must be scrupulously observed.  In 
this regard the following should be observed when dealing with the 
vendors and their representatives: 

 
1. Accord prompt and courteous reception, as well as fair and equal 

treatment, to all vendors and their representatives. 
 

2. Provide equal opportunity for all vendors to make price quotations. 
 

3. Guarantee the confidentiality of all price quotations made by 
vendors. 

 
4. Decline to take advantage of seller’s errors and show consideration 

for seller’s honest mistakes by cooperating whenever possible. 
 

5. Avoid putting the seller to unnecessary expense or inconvenience 
on returned goods. 

 
6. Explain as clearly and as fully as possible to vendors the reason for 

rejection of their bids/proposals. 
 

7. Remain scrupulously free from obligations to any vendors. 
 

8. Keep informed about sources of supply, methods, services, and 
materials, and encourage their testing. 

 
9. Keep vendors informed about district procedures and policies that 

affect them. 
 

10. If, for any reason, one vendor is permitted to requote, his/her 
competitors will be given the same opportunity.  Requoting should 
be restricted to an absolute minimum. 
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ACCEPTANCE OF DELIVERIES 
 
Always check the delivery receipt.  It should detail the delivery address, the date, 
contact details (attention: John Smith), the product/equipment contained in the 
carton(s) as well as the quantity. 
 
Quantity and Discrepancies 
Always count the carton(s).  Do not rely on the driver’s count or on the delivery 
receipt count. Check-in is difficult if you are taking delivery of a large number of 
carton(s).  To ensure that you do have the correct number, the delivery person 
needs to wait while you count and visually inspect the carton(s).  If the delivery 
person will not wait while you count, you should sign the delivery receipt  
"Delivery Unchecked" so you have an opportunity to make a claim if necessary. 
The law allows purchasers "a reasonable amount of time" to check deliveries and 
report faults, therefore it is imperative that deliveries are fully checked as soon as 
possible.  Any discrepancies, no matter how minor, should be reported to the 
shipper immediately; including if the quantity of cartons exceeds the quantity on 
the delivery receipt. 
 
If you receive less than the amount on packing slip, you should: 
 

 Make a note of the purchase order number and quantity received. 
 Keep the partial delivery and make a note on the delivery receipt of the 

shortage, i.e., “# Missing Cartons”. 
 Immediately notify the Office Manager/Department Secretary. 

 
Inspect Cartons 
When a product is delivered, check the carton(s) while the delivery person waits. 
If they are in a hurry and refuse to wait, sign the delivery receipt and add the 
words “Delivery Unchecked". 

 

If carton(s) look as though they are damaged you have two options: 
 

 Refuse the delivery and write on delivery receipt “Damaged – Order 
Refused” – If you refuse the delivery make a note of the purchase order 
number and send an email to your Office Manager/Department Secretary 
to inform him/her of the refusal. 

 Accept the delivery - Make the delivery person aware and sign for the 
goods, clearly writing “DAMAGED” on the delivery paperwork 

 

In ALL situations where you make a notation on the delivery receipt regarding the 
shipment, make sure that the driver also signs and attests to the exceptions 
BEFORE you sign for the shipment.  Whenever there is an exception you should 
contact your Office Manager/Department Secretary immediately and report the 
problem. Document with a written confirmation or email. 
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If you are unsure about how to deal with either damaged deliveries or quantity 
discrepancies please contact your Office Manager/Department Secretary for 
assistance before the delivery person leaves. 
 
Incorrect Goods 
If the goods match your purchase order and you have bought the wrong item or 
ordered the incorrect quantity, you will need to accept the goods and contact the 
vendor immediately.  The vendor should provide guidelines as to their 
return/exchange procedures.  Keep in mind most vendors will only allow you to 
return an item within 30 days of delivery. Also be aware that the vendor has no 
legal obligation to accept goods that you have ordered incorrectly.  However, 
they may be willing to accept them with a restocking fee penalty.  In situations 
like this, each case is individual. 
 
If the goods do not match your purchase order: 
 

 You may reject the delivery and cancel all future deliveries (assuming this 
is your first installment). 

 You may reject the delivery and call the supplier to request a re-delivery 
within a reasonable amount of time. 

 
In this case, write “Order Refused – Incorrect Merchandise” on the delivery 
receipt. 
 
Commissioning and Installation 
If the goods or equipment that you wish to purchase require either  
commissioning and/or installation, a clear timed schedule should be agreed upon 
with the supplier.  This schedule will then form part of the contractual relationship 
with your supplier and will ensure that your entire requirement is fulfilled per your 
agreement. 
 
Storing deliveries 
Carton(s)/equipment should not be left where they could be tripped over, 
knocked down or fall on someone. They should have a designated place, which 
ensures they are being stored in the most appropriate way. Goods must also be 
stored in an area that will not affect food or workspace hygiene, i.e. chemicals in 
a kitchen area. 
 
The storage area should be secure.  Items should not be accessible to anyone 
other than those authorized and if necessary a log of items being stored and 
removed from this area should be implemented. 
 
The shelf life of items should be considered (if applicable); “use by dates” should 
be checked as the goods are received and the First In First Out (FIFO) principle 
should be adopted to issue the items. 
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CHAPTER 2 

EXHIBITS 
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The School Board of Collier County 

Administrative Procedures 

Exhibit A 

 
 
 
 

6320A - PURCHASING 
 
Purchasing - General Provisions 

 
 

A. All purchases shall be by purchase order processed through the Purchasing 
Department. 

 

B. The Superintendent shall be the contracting agent for all financial obligations. 
 

C. A verbal financial commitment may be made only for emergencies or when it is 
impossible or impractical to precede the purchase with a purchase order. Before 
such a commitment is made, the Purchasing Department shall be contacted for prior 
approval and for a purchase order number. In all such cases, a purchase order shall 
be issued as soon as possible after the commitment is made. 

 

D. Confirming purchase orders will be honored only in cases cited in the above 
paragraph. 

 

E. Employees are forbidden to use the name of the District, any discounts provided to 
the District, or any other means for associating a personal purchase with the District 
unless said discount has been offered District-wide to all employees (please refer to 
employee pricing in the District Perk List). They are to make clear to any District 
supplier from whom they are purchasing an item that it is a personal purchase by 
the employee and is not associated with the District. Failure to abide by this 
provision could lead to disciplinary action. 

 

F. Ongoing commitments such as service contracts and leases should be renewed 
annually, in writing, at the renewal date. 

 

G. Blanket purchase orders for goods or services are valid only for the time period and 
amount indicated on the purchase order. Extension of the commitment beyond that 
time and/or amount shall be confirmed by a new purchase order. 

 

H. Purchases of contracted services shall be negotiated either verbally, by a request 
for proposal, through the bid process, or in accordance with the provisions of Policy 
6320. 

 

I. The Director of Purchasing will determine the most appropriate method of obtaining 
prices for items or groups of items which are not subject to formal bidding 
procedures. 

 

J. Purchases of supplies, materials, and equipment items costing more than the 
amount stipulated in Board policy must be obtained through competitive, sealed  
bids and be approved by the Board, or purchased through the use of State contract, 
GSA Contract, or other bids awarded by city or county government agencies, other 
school boards, community colleges, or State universities. 

 

K. Annual purchase order cut-off dates shall be as follows: 
 

1. Requisitions must be received in the Purchasing Department approximately on 
or before the 10th day prior to the close of the fiscal or project year, unless the 
services or supplies are essential to continue the daily operation of the 
department or building for the remainder of the current year or unless an 
emergency exists. 

 

2. The cutoff for grant purchases will be sixty (60) days prior to the end of the 
respective grant. 
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3. Requests for purchases of equipment, materials, improvements, or remodeling 
that will be subject to a bidding procedure must be sent to the Purchasing 
Department on or before sixty (60) days prior to the end of the fiscal year or 
120 days prior to the end of the grant. 
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MEMORANDUM 
 
 
 

TO: 
 

FROM: Nancy Sirko, Director of Purchasing 
 

SUBJECT: Purchasing Procedures 
 

Please reference Administrative Procedure 6320A. This information relative to “confirming purchase 
orders” is available on the District web site. In addition, please refer to the “Selected Subjects of Interest” 
document on the Financial Services web site that can be accessed under the department heading. Some 
schools and departments have misunderstood the purpose and use of a confirming purchase order. It is 
not an after-the-fact request to issue a purchase order. It is to identify an emergency purchase order 
number obtained from the Purchasing Department. 

 
I am returning the attached requisition to you because it appears to be after-the-fact. If you want the 
District to process payment, you are authorized to sign this memo and return the requisition to me for 
approval. In doing so, you will acknowledge that you are now aware of District procurement procedures. 

 

 
 
 
 

Amount: Invoice # Requisition #    
 

I request that payment be authorized by the Superintendent or Director of Purchasing for this after-the-fact 
event. 
 
Signature: Date:    

 
 
 
 
 

cc: Robert Spencer, Executive Director Financial Services 



 

 

 
 
 

THE DISTRICT SCHOOL BOARD OF COLLIER COUNTY 
5775 Osceola Trail 
Naples, Florida 34109 

Exhibit C 
 

CONTRACT NUMBER: 

RESET FORM 
 

 
 

Date 

Blanket Manual Req Center Req # 
 

CONSULTANT NAME, ADDRESS AND PHONE # V# SHIP TO SCHOOL OR DEPARTMENT 

FUND FUNC OBJECT BUDGET CENTER 

PROJECT BID/QUOTE# 

EDUCATIONAL CONSULTANT’S SERVICES AGREEMENT 
 

THIS AGREEMENT dated the  day of  , 20 , between the District School Board of Collier County, Florida, (BOARD) and         
 

     (CONSULTANT) recite the following mutually agreeable terms between the parties: 
 

1. TERM: The term of this Agreement shall begin on  , 20  , and shall terminate on , 20 . However, upon recommendation 
of the Superintendent of Schools, this Agreement may be terminated with or without cause after thirty (30) calendar days notification to the CONSULTANT. The CONSULTANT shall notify the 
BOARD, in writing, at least sixty (60) calendar days prior to voluntarily severing or terminating this Agreement. In the event the BOARD terminates the services of the CONSULTANT for convenience, 
CONSULTANT’S recovery against the BOARD shall be limited to that portion of the compensation earned through the date of termination and the CONSULTANT shall not be entitled to any other or 
further recovery against the BOARD, including but not limited to, damages or any anticipated profit on portions of the work not performed. 

2. DUTIES: The CONSULTANT shall report to and coordinate activities with the administrator (insert name)  (ADMINISTRATOR) responsible 
for performance under this agreement. The specific duties shall be listed in narrative form and be attached to this agreement as APPENDIX "A." 

3. EXPENSES: The BOARD shall not be liable or responsible for any expenses of the CONSULTANT. The BOARD considers the compensation enumerated in Item 4 to be all inclusive. Any and all 
expenses such as travel to, from and within Collier County, lodging, sustenance, materials, supplies and equipment necessary must be included into the daily rate or the per engagement fee. The BOARD 
is required by Internal Revenue Service regulations to report amounts paid to consultants and other service providers. The BOARD does not accept any responsibility for apportioning amounts paid to 
reflect any expenses of the CONSULTANT. 

4. COMPENSATION: 
a. The BOARD shall provide $  as compensation for the duties detailed in Appendix A. Payments may be contingent upon completion of individual phases of the 

assignment and payment shall be made in the amounts and phases set forth in Appendix A. 
b. The CONSULTANT, upon completion of the specified duties, shall submit an invoice to the school system ADMINISTRATOR. 
c. The BOARD shall issue payment within 20 days of receipt in the Business Office of the invoice certified for payment by the ADMINISTRATOR. 
d. An IRS W9 form must be attached. Payments to individuals must reflect SS #. Payments to companies must reflect a taxpayer identification number. 

5. BENEFITS: The BOARD shall have no responsibility or obligation whatsoever for Workers' Compensation, Unemployment Compensation, life insurance, health care, retirement or any other benefit of   
or to the CONSULTANT. The CONSULTANT shall be considered to be an independent contractor without any rights afforded to an employee. The CONSULTANT shall also be expected to provide all 
insurance coverage necessary to protect the CONSULTANT and any employees or agents of the CONSULTANT. 

6. INJURIES: The CONSULTANT acknowledges the CONSULTANT’S responsibility to obtain appropriate insurance coverage for the benefit of the CONSULTANT and his/her employees. The 
CONSULTANT waives any rights for recovery from or for any injuries that may be sustained while performing services under this agreement. 

7. INDEMNIFICATION: The CONSULTANT agrees to indemnify and hold harmless the District School Board of Collier County, Florida, (BOARD) from all claims, losses, expenses and fees including 
attorney, fees costs and judgments that may be asserted that are the result of the acts or omissions of the CONSULTANT or the CONSULTANT’S employees or agents. 

8. ASSIGNMENT: The CONSULTANT’S obligations under this Agreement may not be assigned or transferred to any other person, firm or corporation without the prior written consent of the 
ADMINISTRATOR. 

9. INTELLECTUAL PROPERTY: Intellectual Property shall be defined as copyrightable works, ideas, discoveries, inventions, applications for copyrights and patents. Any improvements to Intellectual 
Property held by the CONSULTANT, further inventions or improvements, and any new items of Intellectual Property discovered or developed under the terms of this Agreement shall be the property of 
the BOARD. The CONSULTANT shall sign all documents necessary to perfect the rights of the BOARD in such Intellectual Property, including the filing and/or prosecution of any applications for 
copyrights or patents. 

10. TERMINATION: Notwithstanding any other provision of this Agreement, the Superintendent may terminate this Agreement without the notice provided for by section 2 of this Agreement, for early 
completion of the project, financial exigency and or any just cause. In the event the BOARD terminates the services of the CONSULTANT for cause and it is determined for any reason that the 
CONSULTANT was not at fault or that its default was excusable, then the CONSULTANT’S remedies against the BOARD shall be the same as and limited to those afforded to the CONSULTANT 
under section 2 above. 

11. WAIVER OF BREACH: The waiver by the BOARD of a breach of any of the provisions of this Agreement by the CONSULTANT shall not operate or be construed as a waiver of any subsequent 
breach. 

12. ENTIRE AGREEMENT: This instrument contains the entire Agreement between the parties. It may not be modified other than by a written agreement, signed by the party against whom enforcement of 
any waiver, change, modification, extension or discharge is sought. This agreement shall not be binding until all signatures are affixed hereto. 

13. SAVINGS CLAUSE: If during the term of this Agreement, it is found that a specific clause is illegal under federal or state law, the remainder of the Agreement shall not be affected but shall remain in 
full force and effect. 

14. LAWS IN EFFECT: This Agreement shall be governed by the laws of the State of Florida and any action to enforce any provision of the Agreement shall be filed in Collier County, Florida.  Consultants 
shall be aware of and comply with the requirements of Florida Statute 119.0701 in regards to their responsibility to retain public records. 

15. All notices required or permitted under this Agreement shall be in writing and shall be deemed delivered when delivered in person or deposited in the United States mail, postage prepaid, addressed as 
follows: 

 
For CONSULTANT Date  For BOARD 

 

 
Signature 

 
The District School Board of Collier County, Florida 

 
Print Name Deputy Superintendent Date 

 
Address Associate Superintendent for Curriculum and Instruction Date 

 

 
 

SS# or TIN PO# 

 

ADMINISTRATOR, The District School Board of Collier County Date 

 
Date 

 
Certification of Completion 

 
31101 Rev 2/15 Copies to:  1. Consultant 2. Accounts Payable 3. Receiving Copy (Pink) 4. Appropriate Deputy Superintendent/Associate Superintendent for C&I 5. Legal Department 



 

EDUCATIONAL CONSULTANT’S SERVICES AGREEMENT 

INSTRUCTIONS 

1. This agreement is designed for use primarily by schools and departments to encumber funds and subsequently pay 
educational consultants for work completed or for inservice provided. It may be used for other short term (less than 
six months) consultants but not for architects, engineers or other types of design or construction related professionals. 

 
2. Prepare agreement. 

 
a.)  Provide the full accounting code (Fund/Function/Object/Budget Center and Project if applicable) to which 

you want this expense charged. 
 

b.)  Enter the date, name, address and phone number of the consultant in the space provided. 
 

c.)  Input requisition into AS400 system and complete the Consultant Agreement to serve as the requisition for 
the Purchasing Department. 

 
3. Term: Enter the beginning and ending date for the consultant. 

 

4. Duties: Enter the name of the District School Board of Collier County employee (Administrator) who will be 
responsible to ensure that the consultant performs the specified assignment. 

 
5. Compensation: Insert the total payable to the consultant. 

 

a.)  On a separate page, labeled as Appendix A – (cons ul t ant’ s  na me )    , write all of the duties assigned 
to the consultant. Include the specific title and date for inservice training and/or specific work product to be 
produced by the consultant. Attach five (5) copies of Appendix A to the Educational Consultant Agreement 
form. 

 
b.)  Payment will be made only once upon completion of the inservice or receipt of the work product unless you 

specify interim payments based on partial completion. 
 

6. The consultant and the administrator must sign and date the agreement in item #15 of the agreement. The consultant 
must include his address, and SS# or taxpayer identification number. 

 
7. The agreement and a properly executed New Vendor Information and W-9 forms shall be forwarded to the 

Purchasing Department and not less than two (2) weeks before the service is to begin. 
 

a.)  The only time we would not need this contract filled out, is when the consultant has their own contract that 
they wish to use.  Otherwise, without exception, the Educational Consultant Agreement must be filled out 
and used. 

 
8. The Legal Department will review the agreement, request insurance if necessary, approve and assign the contract 

number.  The document set will be forwarded to the appropriate Deputy Superintendent/Associate Superintendent for 
C&I for signature, who will return the document set to the Purchasing Department to be processed into a Purchase 
Order. 

 
9. The Purchasing Department will enter the purchase order number on the agreement; prepare and attach the actual 

purchase order to the copies as required; mail the agreement and purchase order to the consultant and forward the 
appropriate copies to the administrator. 

 
10. Upon completion of the assignment, the consultant will submit an invoice to the administrator. The administrator will 

verify the purchase order number and the amount of the invoice and will date and sign the invoice and the receiving 
copy (pink copy of the Educational Consultant Agreement). The certified invoice and the receiving copy shall both  
be forwarded to Accounts Payable who will process for payment. 

 
11.  Any questions regarding the use of this agreement must be directed to the appropriate Deputy Superintendent/ 

Associate Superintendent for C&I.  Questions concerning status or payment should be directed to Purchasing (239) 
377-0066 or Accounts Payable at (239) 377-0049, as appropriate. 
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MEMORANDUM 
 

TO: VENDORS PROVIDING SERVICES AND/OR MATERIALS TO THIS DISTRICT. 
........................................................................................................................................................................ 

 
Federal and state statutes require that this school district have on file, from each vendor with whom we do 
business, the following listed, current, completed form: 
 
IRS form W-9 Taxpayer Identification Number and Certification 
 
This form is a one time requirement for each vendor. Vendors would then send the completed form to 
this school district only when information contained in the initially submitted form is changed. 
 
Additionally, the district has a requirement for the attached New Vendor Information Form to be filled 
out and returned in order to assure that our purchase orders and payment are sent to the correct 
address(es). This too, would only need to be filled out once, unless the submitted information changes. 
 
Please take note: If you supply your Tax Identification Number (TIN) as your social security number, the 
District is required by Chapter 119.071(5)(a) of the Florida Statutes to inform you that your social security 
number will be used for the sole purpose of filing an information return with the IRS to report income paid 
to you. 
 
Thank you for your assistance. Forms may be faxed to (239)377-0074 or mailed to the above address. 

Sincerely, 

 
 
Nancy Sirko 
Director of Purchasing 



 

Purchasing Use Only 

Vendor # 

1099 Status Initial 

THE DISTRICT SCHOOL BOARD OF COLLIER COUNTY, FLORIDA 
5775 Osceola Trail, Naples, Florida 34109 FAX(239)377-0074 

 
NEW VENDOR INFORMATION FORM 

This form and the attached w-9 MUST be completed before we can add your company to our 
vendor file. Please return to the address or fax above:  ATTN: PURCHASING DEPARTMENT. 

 

Purchase orders are required for ALL purchases.  No school district employee is authorized to place an 
order for merchandise or services without a printed purchase order.  The School District is not obligated to 
pay for any goods or services that have not been authorized by a purchase order. 
The time-line for payment is governed by the Florida Prompt Payment Act (Sec. 218.70 F.S.).  This 
provides that payments shall be made within 45 day from delivery of goods and receipt of a proper invoice 
for non-construction purchases and within 20 days of completion of work and receipt of proper invoice for 
construction services. 

 

 
Name: (to be used on Purchase Orders) Date: 

Address: Phone: 

City, State, Zip: FAX: 

 
Remittance Information (if different than above) 
Name: 

Address: 

City, State, Zip (Please provide 9 digit zip code) 

 
Please check YES or NO to the following questions YES NO 

Will payments to you from the School District be for medical or health care 
services? 

   

 

Are you incorporated? 
   

 

Will any payments to you from the School District be for services? 
   

 

Are you a provider of legal services? 
   

Are you an employee of the District School Board of Collier County (either regular 
of substitute)? 

   

Is any employee of the District School Board of Collier, Florida an owner (5% or more) proprietor, 
partner, director, or officer of this business? If yes, Employee name:   

   

Is any owner (5% or more) proprietor, partner, director, or officer of this business the spouse or child of 
any employee of the District School Board of Collier County, Florida? If yes, Employee 
name: 

   

 

Note: If any of the above information changes, please notify the Purchasing Department. 
 

Please TYPE ALL information to avoid any misinterpretations that handwriting 
may cause. 



Q

I 

Form   W•9 Request for Taxpayer 
 
Give Fonn to the 

(Rev. December 2014) 
Department of the Treast.ry 
Internal Reve!Ul Se!vice 

Identification Number and Certification 
requester.Do not 
send to the IRS. 

 

 
C\i 
<ll r------------------------------------------------------------------------------r-------------- ---------- 
:; 3 Check appropriate box for federal tax classification; check only one of the following seven boxes: 

0lndividuaVsole proprietor or 0 C Corporation 0 S Corporation 0 Partnership 
a>  s:: single-member     LLC 

 

0 Trust/estate 

4 Exemptions (codas apply only to 
certain entitles, not indlvlduals; see 
instructions on page 3): 

0Umited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) 
u ------- 

0 2 Note. For a single-member LLC thatis disregarded, do not check LLC; check the appropriate box In theline above for 
'l: u; the tax classification of the single-member owner. 

Exempt payee code (if any) _ 

Exemption from FATCA reporting 

code (if any)      

 
!gE 

 

:d;O th e r ------ ---------------------------------- ----------_j : ::· ·: : :":": : :" :m:oo o:": : u. -- 

6-C -.-st a-te-.-an-d Z I P-c_o_d_e---------------------------------------------- -- 

en 
7 List account number(s) here (optional) 

 

 
Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1to avoid 
backup withholding. For Individuals, this Is generally your social security number (SSN). However, for a 
resident allen, sole proprietor, or disregarded entity, see the Part Iinstructions on page 3. For other 
entities, it is your employer Identification number (EIN). If you do not have a number, see How to get a 

TIN on page 3. r:o::-r       ---:----:-:---:-:::--:-:----:-----, 
Note. If the account is in more than one name, see the Instructions for line 1 and the chart on page 4 for 
guidelines on whose number to enter. 

 

        Certification 
Under penalties of perjury, Icertify that: 

1. The number shown on this form is my correct taxpayer identification number (or Iam waiting for a number to be issued to me); and 

2. Iam not subject to backup withholding because: (a) Iam exempt from backup withholding, or (b) Ihave not been notified by the Internal Revenue 
Service (IRS) that Iam subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that Iam 
no longer subject to backup withholding; and 

 
3. Iam a U.S.citizen or other U.S. person (defined below); and 

4. The FATCA code(s) entered on this form (if any) indicating that Iam exempt from FATCA reporting is correct. 

Certification instructions. You must cross out item 2 above If you have been notified by the IRS that you are currently subject to backup withholding 
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage 
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an Individual retirement arrangement (IRA), and 
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the 
instructions on page 3. 

Sign Signature of 
Here U.S. person Date 

 

General Instructions 
Section references are to the Internal Revenue Code unless otherwise noted. 

Future developments. Information about developments affecting Form W-9 (such 
as legislation enacted after we release it) is at www.irs.gov/fw9. 

Purpose of Form 
An individual or entity (FormW-9 requester) who is required to file an information 
return with the IRS must obtain your correct taxpayeridentification number CfiN) 
which may be your social security number (SSN), Individual taxpayer Identification 
number (ITIN), adoption taxpayer identification number (ATIN), or employer 
identificat ion number (EIN), to report on an information return the amount paid to 
you, or other amount reportable on an Information return. Examples ofInformation 
returns Include, but are not limited to, the following: 

• Form 1099-INT (interest earned or paid) 

• Form 1099-0IV (dividends,including those from stocks or mutual funds) 

• Form 1099-MISC (various types of income,prizes, awards, or gross proceeds) 

• Form 1099-B (stock or mutualfund sales and certain other transactions by 
brokers) 

•Form 1099-S (proceeds from real estate transactions) 

• Form 1099-K (merchant card and third party network transactions) 

 
• Form 1098 (home mortgage Interest), 1098-E (student loan Interest), 1098-T 
(tuition) 

• Form 1099-C (canceled debt) 

• Form 1099-A (acquisition or abandonment of secured property) 

Use Form W-9 onlyif you are a U.S. person (Including a resident alien), to 
provide your correct TIN. 

If you do not return Form W-9 to the requester with a TIN, you might be subject 
to backup withhOlding. See What is backup withholding? on page 2. 

By signing the filled-out form, you: 

1. Certify that the TIN you are giving is correct (or you are waiting for a number 
to be issued), 

2. Certify that you are not subject to backup withho lding, or 

3. Claim exemption ifrom backup withholdingif you are a U.S. exempt payee. If 
applicable, you are also certifying that as a U.S. person, your allocable share of 
any partnership Income from a U.S. trade or business Is not subject to the 
withholding tax on foreign partners' share or effectively connected Income, and 

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are 
exempt from the FATCA reporting,Is correct. See What is FATCA reporting? on 
page 2 for further Information. 

 

Cat. No. 10231X Form W-9 (Rev. 12-2014) 



FormW-9(Rev.12-2014) Page2 
 

Note. If yo_. are a U.S. person and a requester gives you a form other than Form 
W-9 to request your TIN, you must use the requester 's form if it Is substantially 
similar to this Form W-9. 

Definition of a U.S.person. For federaltax purposes, you are considered a U.S. 
personIf you are: 

• An individualwho is a U.S.citizen or U.S. resident alien: 

• A partnership, corporation. company. or association created or organized in the 
United States or under the laws of the United States: 

• An estate (other than a foreign estate): or 

• A domestic trust (as defined In Regulations section 301.7701-7). 

Specialrules for partnerships. Partnerships that conduct a trade or business In 
the United States are generally required to pay a withholding tax under section 
1446 on any foreign partners' share of effectively connected taxable Income from 
such business. Further, Incertain cases where a Form W-9 has not been received, 
the rules under section 1446 require a partnership to presume that a partner is a 
foreign person. and pay the section 1446 withholding tax. Therefore, if you are a 
U.S. person that Is a partner in a partnership conducting a trade or business In the 
United States, provide Form W-9 to the partnership to establish your U.S. status 
and avoid section 1446 withholding on your share of partnership income. 

Inthe cases below, the following person must give Form W-9 to the partnership 
for purposes of establishing Its U.S. status and avoiding withholding on its 
allocable share of net Income from the partnership conducting a trade or business 
In the United States: 

• In the caS€ of a disregarded ent y w h a U.S. owner,the U.S. owner of the 
disregarded entity and not the entity; 

• In the case of a grantor trust with a U.S. grantor or other U.S. owner, generally, 
the U.S. grantor or other U.S.owner of the grantor trust and not the trust:and 

• In the case of a U.S. trust (other than a grantor trust), the U.S. trust (other than a 
grantor trust) and not the beneficiaries of the trust. 

Foreign person.If you are a foreign person or the U.S. branch of a foreign bank 
that has elected to be treated as a U.S. person,do not use Form W-9. Instead, use 
the appropriate Form W-8 or Form 8233 (see Publication 515, Withholding of Tax    
on Nonresident Aliens and Foreign Entitles). 

Nonresident alien who becomes a res dent alien.Generally, only a nonresident 
allenIndividualmay use the terms of a tax treaty to reduce or eliminate U.S. tax on 
certain types ofIncome. However. most tax treaties contain a provision known as     
a "saving clause." Except ons specified In the saving clause may permit an 
exemption from tax to continue for certain types of income even after the payee 
has otherwise become a U.S. resident alien for tax purposes. 

If you are a U.S.resident allen who is relying on an exception contained inthe 
saving clause of a tax treaty to claim an exemption from U.S. tax on certain types 
of income, you must attach a statement to Form W-9 that specifies the following 
fiveitems: 

1. The treaty country. Generally, this must be the same treaty under which you 
claimed exemption from tax as a nonresident allen. 

2. The treaty article addressing the income. 

3. The article number (or location) In the tax treaty that contains the saving 
clause and its exceptions. 

4. The type and amount of income that qualifies for the exemption from tax. 

5. Sufficient facts to justify the exemption from tax under the terms of the treaty 
article. 

Example. Article 20 of the U.S.-China Income tax treaty allows an exemption 
from tax for scholarshipincome received by a Chinese student temporarily present   
in the United States. Under U.S. law, this student willbecome a resident alien for   
tax purposesif his or her stay in the United States exceeds 5 calendar years. 
However, paragraph 2 of the first Protocolto the U.S.-Chlna treaty (dated April 30, 
1984) allows the provisions of Article 20 to continue to apply even after the 
Chinese student becomes a resident allen of the United States.A Chinese student 
who qualifies for this exception (under paragraph 2 of the first protocol)and is 
relying on this exception to claim an exemption from tax on his or her scholarship   
or fellowshipincome would attach to Form W-9 a statement that Includes the 
information described above to support that exemption. 

If you are a nonresident allen or a foreign entity, give the requester the 
appropriate completed Form W-8 or Form 8233. 

 

Backup Withholding 
What Is backup withholding? Persons making certain payments to you must 
under certairn conditions withhold and pay to the IRS 28% of such payments.This  
Is called "backup withholding." Payments that may be subject to backup 
withholding include interest, tax-exempt Interest, dividends, broker and barter 
exchange transactions, rents, royalties, nonemployee pay,payments made In 
settlement of payment card and third party network transactions. and certain 
payments from fishing boat operators.Real estate transactions arc not subject to 
backup withholding. 

You will mot be subject to backup withholding on payments you receive if you 
give the requester your correct TIN. make the proper certifications , and report all 
your taxableinterest and dividends on your tax return. 

Payments you receive will be subject to backup withholding if: 

1. You do not furnish your TIN to the requester, 

2. You do not certify your TIN when required (see the Part IIinstructions on page 
3 for details), 

 
3. The IRS tells the requester that you furnished an incorrect TIN, 

4. The IRS tells youthat you are subject to backup withholding because you did 
not report all your Interest and dividends on your tax return (for reportable interest 
and dividends only), or 

5. You do not certify to the requester that you are not subject to backup 
withholding under 4 above (for reportable interest and dividend accounts opened 
after 1983 only). 

Certain payees and payments are exempt from backup withholding. See Exempt 
payee code on page 3 and the separate Instructions for the Requester or Form 
W-9 for more Information. 

Also see Specialrules for partnerships  above. 
 

What is FATCA reporting? 
The Foreign Account Tax Compliance Act (FATCA) requires a participating foreign 
financial institution to report all United States account holders that are specified 
United States persons. Certain payees are e empt from FATCA report ng.See 
exemption from FATCA reporting code on page 3 and the Instructions for the 
Requester of Form W-9 for more information. 

 

Updating Your Information 
You must provide updated Information to any person to whom you claimed to be 
an e empt payee If you are no longer an exempt payee and ant cipate receiving 
reportable payments In the future from this person. For example,you may need to 
provide updated Information if yo.u are a C corporation that elects to be an S 
corporation.or if you nolonger are tax exempt. In addition, you must furnish a new 
Form W-911the name or TIN changes for the account; for example, if the grantor 
of a grantor trust dies. 

 

Penalties 
Failure to fumlsh TIN. If you fail to furnish your correct TIN to a requester,you are 
subject to a penalty of $50 for each such failure unless your failure is due to 
reasonable cause and not to willful neglect. 

Civil penalty for falseinformation with respect to withholding. If you make a 
false statement with no reasonable basis that results in no backupwithholding, 
you are subject to a $500 penalty. 

Criminal penalty for falsifying Information. Willfully falsifying certifications or 
affirmations may subject you to criminal penaltiesincluding fines and/or 
imprisonment. 

Misuse of TINs.If the requester discloses or uses TINs In violation of lecerailaw, 
the requester may be subject to civiland criminalpenalties. 

 

Specific Instructions 
Line 1 
You must enter one of the following on this line: do not leave this line blank. The 
name should match the name on your tax return. 

If this Form W·9 Is for a joint account, list first, and then circle, the name of the 
person or entity whose number you entered In Part Iof Form W-9. 

a. Individual.Generally,enter the name shown on your tax return. If yoou have 
changed your last name without informing the SocialSecurity Administrat on (SSA) 
of the name change, enter your first name, the last name as shown on your social 
security card, and your new last name. 

Note.ITIN applicant: Enter your individual name asit was entered on your Form W-
7 application, line 1a. This should also be the same as the name you entered on 
the Form 1040/1040AI1040EZ you filed with your application. 

b. Sole proprietor or single-member LLC. Enter your individual name as 
shown on your 1040/1040AI1040EZ on line 1, You may enter your business,trade, 
or "doing business as" (DBA) name on line 2. 

c. Partnership, LLC that Is not a single-member  LLC, C Corporation,or S 
Corporation. Enter the entity's name as shown on the entity's tax return on line 1 
and any business, trad'e. or DBA name on line 2. 

d. other entitles. Enter your name as shown on required U.S. federal tax 
documents on line 1.This name should match the name shown on the charter or 
other legal document creating the entity. You may enter any business,trade, or 
DBA name on line 2. 

e. Disregarded entity. For U.S. federal tax purposes, an entity that is 
disregarded as an entity separate from its owner Is treated as a "disregarded 
entity." See Regulations section 301.7701-2(c)(2)(ii ). Enter the owner's name on 
line 1.The name of the entity entered on line 1should never be a disregarded 
entity. The name on line 1should be the name shown on the Income tax retum on 
which the income should be reported.For example, if a foreign LLC that is treated 
as a disregarded entity for U.S. federaltax purposes has a singte owner that is a 
U.S. person, the U.S. owner's name Is required to be provided on line 1. If the 
direct owner of the ent.ity is also a disregarded entity, enter the first owner that Is 
not disregarded for feceralta   purposes.Enter the disregarded entity's name on 
line 2. "Business name/disregarded entity name." If the owner of the disregarded 
entity Is a foreign person, the owner must complete an appropriate Form W·S 
Instead of a Form W-9.This is the case evenif the foreign person has a U.S. TIN. 



Form W-9 (Rev. 12-2014) Page3 
 

Line 2 
 

If you have a business name, trade name. DBA name, or disreogarded ent y name, 
you may enter It on line 2. 

Line 3 
Check the appropriate box in line 3 for the U.S. federal tax classification of the 
person whose name Is entered on line 1. Check only one box in line 3. 

limited Liability Company (LLC). If the name on line 1is an LLC treated as a 
partnership for U.S. federaltax purposes, check the "Limited liability Company" 
box and enter "P"In the space provided. If the LLC has filed Form 8832 or 2553 to 
be taxed as a corporation.check the 'Limited Liability Company" box and in the 
space prov·lded enter "C" for C corporation or "S" for S corporation.Ifit is a 
single-member LLC that Is a disregarded entity, do not check the "Limited Liability 
Company" box; Instead check the first box In line 3 "Individual/sole proprietor or 
single-member LLC." 

Line 4, Exemptions 
If you are exempt from backup withholding and/or FATCA reporting, enter inthe 
appropriate space in line 4 any code(s) that may apply to you. 

Exempt payee code. 

• Generally, Individuals (including sole proprietors) are not exempt from backup 
withholding. 

• Except as provided below, corporations are exempt from backup withholding 
for certain payments, includ ng interest and dividends. 

• Corporations are not exempt from backup withholding for payments made in 
settlement of payment card or third party network transactions. 

• Corporations are not exempt from backup withho lding with respi!ct to attorneys' 
fees or gross proceeds paid to attorneys, and corporations that provide medical or 
health care services are not exempt with respect to payments reportable on Form 
1099-MISC. 

The following codes identify payees that are exempt from backup withholding. 
Enter the appropriate code In the space In line 4. 

1- n organization exempt from tax under section 501(a),any IRA, or a 
custodialaccount undersection 403(b)(7) If the account satisfies the requirements 
of section 401(1)(2) 

2- The United States or any of its agencies or Instrumentalities 

3-A state,the District of Columbia, a U.S.commonwealth or possession, or 
any of their politicalsubdivisions or Instrumentalities 

4-A foreign government or any of its political subdivisions, agencies, or 
Instrumentalities 

5-A corporation 

6-A dealer in securities or commodit es required to registerin the United 
States, the District of Columbia, or a U.S. commonwealth or possession 

7-A futures commission merchant registered with the Commodlty Futures 
Trading Commission 

8-A rea estate investment trust 

9-An entity registered at all times during the tax year under the Investment 
Company Act of 1940 

10-A common trust fund operated by a bank under section 584(a) 

11-A fin.anc lalinstitution 

12- A m[ddleman known in the investment community as a nominee or 
custodian 

13- A trust exempt from tax under section 664 or describedin section 4947  

The following chart shows types of payments that may be exempt from backup 
withholding. The chart applies to the exempt payees listed above, 1through 13. 

 

IFthe payment is for •.• THEN the payment Isexempt for •.. 

Interest and dividend payments All exempt payees except 
for 7 

Broker transactions Exempt payees 1through 4 and 6 
through 11 and all C corporations.S 
corporations must not enter an exempt 
payee code because they are exempt 
only for sales of noncovered securities 
acquired prior to 2012. 

Barter exchange transactions and 
patronage dividends 

Exempt payees 1through 4 

Payments over $600 required to be 
reported and direct sales over

  1
 

$5,000 

Generally. exempt payees 
1through  

2
 

5 

Payments made In settlement of 
payment card or third party network 
transactions 

Exempt payees 1through 4 

1 
See Form  1099-MISC, Miscellaneous Income,and its instructions. 

 
a However, the following payments made to a corporation and reportable on Form 
1099-MISC are not exempt from backup withholding: medicaland health care 
payments, attorneys 'fees,gross proceeds paid to an attorney reportable under 
section 6045(1), and payments lor services paid by a federal executive agency. 

Exemption from FATCA reporting code. The following codes identify payees 
that are exempt from reporting under FATCA. These codes apply to persons 
submitting this form for accounts maintained outside of the United States by 
certain foreign financial institutions. Therefore, if you are only submitting this form 
for an account you hold in the United States,you may leave this field blank. 
Consult with the person requesting this formif you are uncertain if the financial 
Institution Is subject to these requirements.A requester may Indicate that a code is 
not required by providing you with a Form W-9 with "Not Applicab le" (or any 
similar indication) written or printed on the line for a FATCA exemption code. 

A -An organization exempt from tax under section 501(a) or any individual 
retirement plan as definedin section 7701(a)(37) 

B-The United States or any of Its agencies or instrumentalities 

C-A state, the District of Columbia, a U.S. commonwealth or possession, or 
any of their political subdivisions or instrumentalities 

D-A corporation the stock of which Is regularly traded on one or more 
established securities markets, as described in Regulations section 
1.1472-1(c)(1W) 

E-A corporation thatis a member of the same expanded affiliated group as a 
corporation described in Regulations section 1.1472-1(c)(1Xil 

F-A dealerIn securities, commodities, orderivative financialinstruments 
(Including notional principalcontracts, futures. forwards, and options) thatis 
registered as such under the laws of the United States or any state 

G-A real estate investment trust 

H-A regulated Investment company as defined in section 851 or an entity 
registered at all times during the tax year under the Investment Company Act of 
1940 

1-A common trust fund as defined In section 584(a) 

J-A bank as define<!in section 581 

K-Abroker 

L-A trust exempt from tax under section 664 or described In section 4947(a)(1) 

M-A iax exempt trust under a section 403(b) plan or section 457(g) plan 

Note. You may wish to consult with the financial institution requesting this form to 
determine whether the FATCA code and/or exempt payee code should be 
completed. 

LineS 
Enter your address (number, street, and apartment or suite number).Thisis where 
the requester of this Form W-9 will mail yourinformation retums. 

Line 6 
Enter your city, state, and ZIP code. 

 

Part I.Taxpayer Identification Number (TIN) 
Enter your TIN In the appropriate box. If you are a resident al en and you do not 
have and are not eligible to get an SSN,your TIN Is your IRS individual taxpayer 
ident fication number (ITIN). Enter it in the social security number box.If you do not 
have an ITIN, see How to get a TIN below. 

If you are a sole proprietor and you have an EIN, you may enter either your SSN 
or EIN. However, the IRS prefers that you use your SSN. 

If you are a single-member LLC that is disregarded as an ent y separate from its 
owner (see Limited Liability Company (LLC) on this page), enter the owner's SSN 
(or EIN.if the owner has one). Do not enter the disregarded entity's EIN. If the LLC 
Isclassified as a corporation or partnership, enter the entity's EIN. 

Note. See the chart on page 4 for further clarification of name and TIN 
combinations. 

How to get a TIN. If you do not have a TIN, apply for one immediately. To apply   
tor an SSN, get Form SS-5, Application for a SocialSecurity Card, from your local 
SSA office or get this form online at www.ssa.gov. You may also get this form by 
calling 1-800-772-1213.Use Form W-7, Application for IRS Individual Taxpayer 
Identification Number, to apply for an ITIN,or Form SS-4.Application for Employer 
Identification Number. to apply for an EIN.Youcan apply for an EIN online by 
accessing the IRS website at www.irs.gov/businesse s and click ng on Employer 
Identification Number (EIN)under Starting a Business. You can get Forms W-7 and 
SS-4 from the IRS by visiting IRS.gov or by calling 1-800-TAX-FORM 
(1-800·829-3676). 

If you are asked to complete Form W-9 but do not have a TIN, apply for a TIN 
and write "Applied For" In the space for the TIN, sign and date the form, and give it 
to the requester. For Interest and dividend payments,and certain payments made 
with respect to readily tradable Instruments,generally you will have 60 days to get   
a TIN and give It to the requester before you are subject to backup withholding on 
payments. The 60-day rule does not apply to other types of payments. You will be 
subject to backup withholding on all such payments until you provide your TIN to 
the requester. 

Note. Entering "Applied For" means that you have already applied for a TIN or that 
you Intend to apply for one soon. 

Caution: A disregarded U.S.entity that has a foreign owner must use the 
appropriate Form W-8. 
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Part II. Certification 
To establish to the withholding agent that you are a U.S. person, or resident al en, 
sign Form W-9.You may be requested to sign byIhe withholding agent even It  
Items 1,4,or 5 below Indicate otherwise. 

For ajoint account, only the person whose TIN Isshown in Part Ishould sign 
(when required), Inthe case ot a disregarded entity, the person ldentined on line 1 
must sign. Exempt payees,see EJC HT Pt payee code earlier. 

Signature requirements. Complete the certification as Indicated in items 1 
lhrough 5below. 

1. Interest, dividend, and barter exchange accounts ope-ned before 1984 
and broker accounts considered active during 1983. You must give your 
correct TIN, but you do not have to sign the certification. 

2- Interest,dividend, broker, end barter exchange accounts opened after 
1983 and broker accounts considered inactive during 1983. You must sign the 
certiftcation or backup withholding will apply. IIyou are subject to backup 
withholding and you ore merely providing your correct TIN to the requester, you 
must cross out item 2 Inthe certiflcabon before signing the form. 

3. Real estate transactions.You must sign the certification. You may cross out 
Item 2 or tine certification. 

4. Other payments.You must give your correct TIN, but yo u do not have to sign 
the certification unless you have been notified that you have previously given an 
Incorrect TIN. "Other payments" Include payments made in the course of the 
requester's trade or business for rents, royalties, goods (other than bills lor 
merchandise), medicaland health care services Qncluding payments to 
corporations), payments to a nonemployee for services, payments made In 
settlement or payment cord and third party network transactions, payments to 
certain fishing boat crew mombers and fishermen. and gross proceeds pald to 
attorneys (including payments to corporations). 

5.Mortgage Intents!paid by you, acquisition or abandonment of secured 
property, cancellation ot debt,qualified tuition program payments (under 
section 52:9), IRA, Coverdell ESA, Archer MSA or HSA contributions or 
dlstrlbutlo·ns, and pension distributions. You must give your correct TIN, but you 
do not have to sign tho certification. 

What Name and Number To Give the Requester 

 
'You must llhow your lncl•vldual name and you may also enter your business or DBAnamo on 

tha "Business name/diS'rogarded entity" name nne. You may use either your SSN or EIN(II yoo 
have one), but theIRS encoorages you to use your SSN. 

'Ust flnJt and otrcle the n.ame of thelnJSI,eat•••·or penalon tnJst.(Do not lurnlllh the TINof the 
personal representaUve or trustee untess the legal entJty ksetf Is not designated Inthe account 
tiUe.) AlSo see Special rules torpartnerships on page 2. 

"Note.GW tor also must ptovtde e Form W·9 to tJvstM of 11\1$1. 

Note. Ifno name Iscircled when more than one name Is listed, the number will be 
considered to be that of the first name listed. 

 

Secure Your Tax Records from Identity Theft 
Identity theft occurs when someone uses your personal information such as your 
name, SSN, or other identifying information, without your permission, to commit 
fraud or other crlmos. AnIdentity thief may uso your SSN to get a job or may file a 
tax return using your SSN to receive a refund. 

To reduce your risk: 

• Protect your SSN, 

• Ensure your employer is protecting your SSN, and 

• Be careful when Choosing a tax preparer. 

If your tax records are affected by identity theft and you receive a notice from 
the IRS, respond right away to the name and phone number printed on the IRS 
notice orletter. 

IIyour tax records are not currently affected by Identity theft but you think you 
are at risk due to alost or stolen purse or wallet, questionable credit card activity   
or credit report. contact the IRS Identity Theft Hotline al 1-Soo-908-4490 or submit 
Form 14039. 

For more information, see Publication 4535, Identity Theft Prevention and Victim 
Assistance. 

Victims of Identity theft who are axper1onclng economic harm or a system 
problem,or are seeking help in resolving tax problems that have not beenresolved 
through normal channels, may be eligible tor Taxpayer Advocate Service (TAS) 
assistance. You can reach TAS by calling theTAS toll-free case Intake line ot 
1-877-777-4778 orTTYfll)D 1-800-829·4059. 

Protect yourself from suspicious emalls or phlshing schemes. Phlshing Isthe 
creation and use of email and websltes designed to mimic legitimate business 

For this type of account 
 

1.lndlvidual 
2.Two or more Individuals (Joint 

account) 

 
3. Custodian account of a minor 

(Uniform Gilt to Minors Act) 

4. a. The usual revocable savings 
trust (grantor Is also trustee) 
b.So-called trust account that Is 
not a legal or valid trust under 
state law 

5. Sole proprietorship or disregarded 
entity owned by an individual 

6. Grantor trust filing undor Optional 
Form 1099 Filing Method 1(see 
Regulations section 1.671-4{b)(2)(i) 
(A)) 

For this type of account 

7.Disregarded entity not owned by an 
Individual 

8. A valid trust, estate. or pension trust 

9. Corporation or LLC electing 
corporate status on Form 8832 or 
Form 2553 

10. Association, club, religious,  
charitable, educational, or other tax- 
exempt organization 

11. Partnership or multi-member LLC 
12. A broker 04' registered nominee 

13. Account with the Department of 
Agriculture In the name of a public 
entity (such as a state or local 
government,school district, or 
prison) that receives agricultural 
programpayments 

14. Grantor trust filing under the Form 
1041 Firtng Method or the Optional 
Form 1099 RUng Method 2 (see 
Regulations section 1.671-4(bX2)(ij 
(B)) 

Give name and SSN of: 
 

The individual 

The aotual owner of the account or. 
if combined funds, the first 
individual on the account' 

The minor' 

 
The grantor-trustee' 

The actual owner' 

 
The owner" 

The grantor- 

 
 

Give name and EIN of: 

The owner 

 
Legal entlty' 

The corporation 
 

 
The organization 

 

 
The partnership 

The broker or nominee 

The public entity 

 

 
 
 

The trust 

emails and websites. The most common act Is sending an emailto a user falsely 
claiming to be an established legitimate enterprise In an attempt to scam the user 
Into surrendering private information that will be used for identity theft. 

The IRS does not Initiate contacts with taxpayers via emails.Also, the IRS does 
not request personal detailed information through email or ask taxpayers for the 
PIN numbers. passwords,or similar socret access Information for their credit card, 
bank, or other financialaccounts. 

If you receive an unsolicited email claiming to be from theIRS, forward this 
message to phlshlng@lrs .gov. You may also report misuse of tho IRS nome. logo, 
or other IRS property to the Treasury Inspector General lor Tax Adm nistration 
(TlGTA) at 1-800-366-4484. You can fOIWard suspicious emails to the Federal 
Trade Commission at: spam@uce.gov or contact them at www.ftc.gov/idtheft or 
1-877-IDTHEFT  (1-877-438-4338). 

Visit IRS.gov to learn more about Identity theft and how to reduce your rlsk. 
 

Privacy Act Notice 
Section 6109 ot the InternalRevenue Code requires you to provide your correct 
TlN to persons (including federal agencies) who are required to file Information 
returns with the IRS to report Interest, dividends, or certain other Income paid to 
you; mortgage Interest you paid; the acquisition or abandonment of securod 
property; the cancellation of debt; or contributions you made to an IRA.Archer 
MSA, or HSA. The person collecting this form uses the Information on tho form to 
file Information returns with the IRS,reporting the above information.Routine uses 
of this information Include giving it to the Department of Justice lor civil and 
criminal litigation and to cities, states, the Dlstrlot of Columbia,and U.S. 
commonwealths and possessions for uso In administering their laws. Tho 
Information also may be disclosed to other countries under a treaty, to federal and 
state agencies to enforce civiland criminal laws, or to federal law enforcement and 
Intelligence agencies to combat terrorism.You must provide your TIN whether or 
not you are required to me a tax return.Under section 3406, payers must generally 
withhold a percentage of taxable interest, dividend, and certain other payments to 
a payee who does not give a TlN to the payef.Certain penaHies may also apply lor 
providing false or fraudulent information. 

 

'Ult first ond circ e tho nome of the person whose number you fiJrnlah. IIonly ono person on a 
joint account has an SSN,that person's number must bo lurnls!>ed. 

'Circle the mlno s name ond furnishthe minor's SSN. 
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All data element questions should be directed to the Administrative Technology User 
Support Help Desk at 377-0445. 

 
All Purchasing questions should be directed to the Purchasing Department. 
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Entering Purchasing Requisitions for 2016 
 

 
 

With Budget Plan Entry almost complete, we will move on to our next task at hand for this 
time of the year...New Year Requisition Entry for your 2016 budget. 

 
All entry can begin Monday, May 4, 2015.  Please review the instructions in this manual for 
instructions for entering requisitions for 2016. 

 
Just a few brief reminders about this process: 

 
1. Log on to AS400 with 07/01/2015 in year 2016. 

 

2. Enter requisitions on the F804. 
 

3. Enter account info on the F805. (You must use an account that you entered for your 
plan entry that will be adopted on July 1, or your orders will be delayed.) 

 

4. Complete the Local Print Option “L” for all requisitions. 
 

5. Elementary & Middle School Office Managers and Maintenance Contracts needing a 
Purchase Order for 07012015: Must send their signed printout through the pony in one 
bundle to Purchasing, Attention Cynthia Perez.  Please do not forget to send your 
Principal's signed copies to any Level 2 Project Managers for signature. 

 

6. High School Office Managers and all other District Departments with an administrative 
contract are business as usual.  You may begin your entry on May 4, but you will not 
post and approve your requisitions until the Budget has been adopted on 7/01/2015. 
You must send supporting documentation for new vendors and pre-pays in one bundle 
to Purchasing, Attention Cynthia Perez. 

 

 
 

Need a Refresher? 
 

Although this process has not changed from the previous year, refresher courses are 
being offered as needed.  If you are a new Office Manager or Department Secretary 
and have never been through New Year Processing, or you just want a refresher on 
completing the process please contact me to schedule training. 
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SYSTEM SIGN ON – You must sign-on to the NEXT (2016) Fiscal Year. 
 

The TERMS System Sign-on Menu validates a user’s access to TERMS.  This menu 
is a starting point for access to all TERMS Series to which the district has access. 

 
  Panel: A001. System Sign-on 

District: COL Userid: ?????? 

 

Defaults: Date Year
07 0 2015 2016

   
Authorities: Sign-on Center: ???? (CENTER NAME) 

Organization: 
Project: 
Teacher Id: 

 

  Series Options Local Options 
A100. Application Environment L000. Local Reporting 
M000. Facilities Management X000. State Reporting 

F000. Financial Information R000. Revenue Environment 
H000. Human Resource Management D000. District Activity Calendar 
S000. Student Information 

 
 
1=Hlp 3=Exit 4=Prpt 

 

 

     1 Press <Tab> to move the cursor to the Date field. 
     2 Type the first day of the fiscal year <07 01 2015>. 
     3 Type the Year <2016>. 

 

Note:  You must be signed on to the next fiscal year to enter requisitions for 
2016 budget dollars. 

 
You must be sure to enter the correct sign-on center on this panel as well. 

 

     4 Press <Enter>. 
 

 
 

Note: The 2016 budget will not be adopted until 07/01/2015. You will 
be able to begin entering requisitions in preparation of fiscal year 
2015-2016 on May 4, 2015. 
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STEP 1: ENTER THE REQUISITION ON THE F804. 
 

     1 Type <F804> at the panel line. 
     2 Press <Enter>. 

 
The F804 – Requisition Items screen will display. 

 
 

 
Panel: 

SAMPLE REQUISITION ITEMS PANEL 
F804. Requisition Items Year: 2016 

 
Action: _1_ Rqst: 2 

 
Req: 3 

 
Rf: 

 
Vndr: 4 
Date: 5 
Ship: 8 
Buyr: 9 

 
T: _6 S: A: T/C: _7 

Item: 
Acct: 

 
Bid: 12345 
PO: 

 
Seq Rf Item Description Qty Unit Unit Price 
_10 11 12 _13_ 14_ 15 . 00 

 
. 00 

 
. 00 

 
Ext 

Ext 

Ext 

1=Hlp 2=Nte 3=Exit 4=Prpt 5=Refr 6=Nrcd 7=Bwd 8=Fwd 9=Npg 11=View 12=Esc 
Please type key element(s). Upd 

 

 
1 Action – This field tells TERMS how to process the data on this requisition. 

 
Valid codes: 

A = Add a record 
D = Delete a record
C = Change a record/Inquire on a posted or rolled req 
P = Post a record
U = Unpost a record
L = Print Requisition

 

2 Requesting Center (Rqst:) – Defaults to school or department number that 
you are signed into. 

 
3 Requisition Number (Req:)  – The number of the requisition being defined.  If 

a number is not specified, center sequencing defaults the next available 
requisition number for the center. 
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     3 Press <Enter>. 
 

Note:  You MUST press <Enter> before you continue entering numbers 4-15, or your 
information will not be saved. 

 
4 Vendor – This field requires a vendor number.  If the number is not known, you 

can <F4> Prompt to get a list of vendors. 
 

5 Date – The date will default to the sign-on date (07012015). 
 

6 Type – This element is used to identify the type of requisition. 
 

Valid codes: 
N = Normal (this will default) 
B = Blanket 
A = Asset Trade 

 
7 T/C – Terms and Conditions – This field is used to designate the type of 

purchase order. 
 

Note:  This element was added for the use of entering Asset Trade 
Requisitions. This will default to NORM for Normal Requisitions.  BLKT is used 
for Blanket Requisitions. 

 
8 Ship To – Use this field to define where items are to be shipped.  If left blank, 

this will default to the sign-on center. 
 

9 Buyer – This field is used to specify the buyer assigned to this requisition. 
There is a definition of each buyer’s responsibilities located on the <F1> Help 
screen, and this field is <F4> Prompt supported. 

 
Valid codes: 
**** = Unassigned Requisition (used for new 

vendor requests) 
DN = David Nara 
NS = Nancy Sirko 
PR = Patricia Roberts 
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10 Sequence Number – This field is used to uniquely identify items in a 
requisition. (This will default in sequential number order.) 

 
11 Item – This element is used to identify the code used to categorize the item on 

the line. This field is <F4> Prompt supported and is only used by the 
warehouse for a Type A – Asset Trade Requisition. 

 
12 Description – This element is used to define the item being purchased.  If 

more space is needed, press <F2> to continue adding your description. 
 

For Example:  Type as much of the description on the description line as you 
can (30 characters). If more space is needed, press <F2> and additional lines 
will display.  Continue typing additional information (99 line limit) on the 
available lines.  PRESS <ENTER> TO SAVE THIS DATA.  Once you press 
<Enter>, there will be an asterisk (*) that displays on the screen to let people 
know there is a note attached to the description.  This information will print on 
the purchase order. 

 

13 Quantity – Use this field to indicate the quantity of the item being requested. 
 

14 Unit – This field is used to specify the Unit of Measure for the item being 
requested.  For example:  Box, Each, Case, etc.  This field is <F4> Prompt 
supported and must be filled in. 

 
Note: this field is case sensitive. All valid codes must be entered using all 
CAPS. DISC will be used for a Discount, SHIP will be used for shipping, and 
BLKT will be used for Blankets. 

 
15 Unit Price – This field is used to indicate the cost per Unit of Measure being 

requested. 
 

Note: Unit Price is entered with a .0000 dollar amount.  You do not need to 
enter the decimal, but be careful when entering your numeric digits so that the 
correct dollar amount is recorded. 
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     4 Repeat 12-15 for each additional line item needed.  If additional lines are needed 
you must first press <Enter> to save the information, then press the <F5> Refresh 
key and three more blank lines will display. 

 

     5 Press <Enter>. The message “Record Added.  Next?”  will display at the bottom 
left hand corner of your screen. 

 
Note: If you do not press <Enter>, your information will not be saved. 

To Add Notes to A Requisition: 

     6 Once the requisition has been entered, you now have what is called a base record. 
With your cursor anywhere on the screen other than the description line, you can 
press the <F2> Note key to attach notes to a requisition. 

 
Pages 1 – 98 will be used for corresponding additional procedures or 
communication between those approving and those entering requisitions.  (These 
will NOT print on the Purchase Order.) 

 

Page 99 lines 1-5 will be used for quote/bid information and WILL be printed on the 
Purchase Order. 
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STEP 2: ENTER THE ACCOUNT INFORMATION ON THE F805. 
 

     1 Press <F9> to go to the F805 Requisition Accounts panel. 
 

Panel: F805. Requisition Accounts Year: 2016 

   
Action: C Rqst: 9420 Req: 00001 Rf: 

 

   
Vndr: V000000???? STANDARD REGISTER Item: 640.00 
Date: 07012015 T: N S: U A: N T/C: NORM Acct: 0.00 

  Ship: 9420 EXEC DIR - TECHNOLOGY 
Buyr: PR PATRICIA ROBERTS Bid: 12345 

PO: NNNNN 
 
Rf FND.FUNC.OBJ.CNTR.PROJECT.PGM Requested Debit Credit 2 5 

100.5100.510.9420.P9155 . 1520 2720 N N 

    * 
. N N 

 
. N N 

 
Total .00 

=Hlp 2=Nte 3=Exit 4=Prpt 5=Refr 6=Nrcd 7=Bwd 8=Fwd 9=Npg 11=View 12=Esc 

   

   
 
1

 

 

     2 Type the account strip that you wish to use to purchase these items. 
 

Note:  You must use account strips that you entered for your 2015 Budget Plan 
Entry. If you do not have money in these accounts, your requisitions will be 
delayed.  Your 2016 Budget Amendment screen will not be available until late July 
or early August. 

 

     3 Press <Enter>. 
 

Note:  Your FND line will highlight in red, you will get an error code (*) that shows 
up directly below your underline.  There is no way to correct this error.  With no 
money in the budget for fiscal year 2016, you will leave the highlighted element. 

 
Error Codes are: 

B = Account over budget 
C = Account closed
D = Dimension in error
I = Invalid data. Validation of Account
    was not complete.
O = Ownership error
* = Account does not exist
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STEP 3: COMPLETE THE LOCAL PRINT OPTION “L” FOR ALL REQUISITIONS. 
 

     1 Type <L> in the Action Code field. 
     2 Press <Enter>. A message will display on your screen. 

 

 
 
 
 

If you have access to a forms printer (TESTxxx) enter that. 
I.E. Barron Collier is TESTBCH 

 
If you want to use your default printer, hit enter. *Wrkstn will 

default to the default printer for the workstation you are signed on to. 

 
T137PRT 

 
PF03 to exit 

 
 
 

     3 Type the destination you wish to use in the available space.  Open the Rumba 
Printer if necessary! 

     4 Press <Enter>. The message “Req successfully printed.” will display at the bottom 
left hand corner of the screen. 

 

 
 

ELEMENTARY & MIDDLE SCHOOL OFFICE MANAGERS AND 
MAINTENANCE CONTRACTS NEEDING A PURCHASE ORDER 
FOR 07/01/2015: 

 

STEP 4:  Have your Principal sign each printed requisition. 
 

Note:  You may wish to make a copy of the signed requisition for your own 
verification files. 

 
STEP 5:  If you have requisitions that need a “Level 2 – Project Manager Approval,” you must 

pony your signed requisition to the Project Manager for that second approval 
signature before they go off contract.  The Project Manager will then pony the 
double signed copy to Purchasing, Attention: Cynthia Perez. 

 
STEP 6: Pony all signed requisitions in one complete bundle to the Purchasing 

Department, Attention: Cynthia Perez. 
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HIGH SCHOOL OFFICE MANAGERS AND ALL OTHER 
DEPARTMENTS: 

 

Your New Year process is business as usual.  You may begin entering on May 4, 2015 but 
you will not be sending copies to the Purchasing Department.  Once the budget is adopted on 
07/01/2015, you will then complete the following steps: 

 
STEP 4: POST ALL REQUISITIONS ON THE F804 or F805. 

 
STEP 5:  ADMINISTRATOR APPROVES ALL REQUISITIONS ON THE F809. 

 
Note:  Due to the fact that some Project Managers may not be contracted during 
the month of July, if you have requisitions that need a “Level 2 – Project Manager 
Approval,” you must Pony a copy of that requisition to the Project Manager before 
they go off contract. They will then Pony the signed copy to Purchasing upon 
approval. 

 
STEP 6:  PONY ANY SUPPORTING DOCUMENTS/PAPERWORK IN ONE BUNDLE TO 
PURCHASING, ATTENTION:  CYNTHIA PEREZ. 

 
Note: All supporting documents MUST be sent in order to have the requisitions 
processed to purchase orders. 
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ADDITIONAL PROCEDURES 
 

Adding a Vendor – In order to add a vendor and get an assigned vendor number you must 
do the following: 

 

     1 Enter the requisition on the F804 leaving the vendor number field blank, and 
assigning the requisition to **** (unassigned buyer). 

     2 Use your <F2> key to attach a note on the requisition (lines 01-98) that states 
this is a new vendor and documentation is in the pony. 

 
Note:  Requisitions with new vendors will be lacking a vendor code.  All follow- 

up documentation must be received before the requisition is rolled to a 
purchase order. 

 

     3 Enter the account information on the F805, and Post. 
     4 Send a copy of the order form, catalog, or other reference used to find this 

vendor to the purchasing department via pony or fax.  This copy must include 
name, address, phone number and fax number of the new vendor.  Make sure 
you make a reference to the requisition # when sending in your copy. 

 
Pre-Pay Requisitions – In order to get a requisition prepaid, you must do the following: 

 

     1 Enter the requisition on the F804 using an N (Normal) requisition type.  Use the 
<F2> Note key to attach a note that documentation is coming.  Only Normal 
requisitions can be pre-pay. 

     2 Type Pre-Pay at the beginning of the first description line. 
     3 Use the description lines to note the name of the employee, hotel phone 

number, confirmation number, or any other pertinent information. 
     4 Enter the account information on the F805, and Post. 
     5 Send a signed screen print of the F804 and backup paper work to the 

purchasing department via pony. 
 

Blanket Requisitions – To enter Blanket Requisitions, you must do the following: 
 

     1 Enter the requisition on the F804 using a B (Blanket) requisition type. 
     2 Use the <F2> additional description lines to enter the names of individuals who 

have authorization to use this P.O.  Also include the dates the P.O. will be valid. 
     3 Enter the account information on the F805 and Post. 

 
Inactive Vendors – If the Vendor Number highlights red when entering a requisition on F804, 
you must do the following: 

 

     1 Place your cursor on the Vendor Field. 
     2 Press <F4> to Prompt. 
  3 Press <Tab> to move cursor to the Status field. 
     4 Remove the A in the Status field. 
     5 Press <Enter>. 
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     6 Locate the vendor you are trying to use by using the Select field or <F8> to 
page forward. 

     7 Place your cursor on the Vendor that you are trying to use by using the down 
<> arrow. 

     8 Press <F11> to view the details of that vendor. 
 

Note:  This detail screen will show the address, billing address, and then will 
show the XREF (Cross Reference) vendor that is to be used in place of 
this inactive vendor. 

 
Sample Vendor Detail Screen 

 

_Vendor Description   
V0000000727 SCOTT FORESMAN 

 

Alternate Payee 
 

Primary 

Contact Name 
X-REF V1053 
Payment_ 

1955 MONTREAL ROAD PO BOX 71339 

 
TUCKER GA 300845218 CHICAGO IL 606940001 

 

F3=Exit F5=Refr 
 
 

Note:  If the XREF vendor is also inactive, you must then follow the same steps 
to see what vendor cross references that inactive vendor.  There may be 
some instances where an inactive vendor will cross reference another 
inactive vendor up to 3 or 4 times. 

 

     9 Press <F3> to Exit off of the Vendor Detail. 
     10 Press <F3> to Exit off of the Prompt. 
     11 Type the new vendor number that was given to you on the XREF in the Vendor 

field. 
     12 Press <Enter>. 
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All data element questions should be directed to the User Support Help Desk at 377-0445. 

All Purchasing questions should be directed to Nancy Sirko in the Purchasing Department. 
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RUMBA SIGN ON PANEL 
 

The following panel is used to sign onto the AS400 mainframe. The value 
in the display field is your AS400 Terminal Id Number. 

 

Sign On  
System . . . . . : CCPS400 
Subsystem . . . . : QINTER 
Display . . . . . : TR30S1 

 
User . . . . . . . . . . . . . . LOCKHACA_ 
Password . . . . . . . . . . . . 
Program/procedure . . . . . . . . 
Menu . . . . . . . . . . . . . . 
Current library . . . . . . . . . 

 

 
 
 

  1 Enter User Id. 
  2 <Tab>. 
  3 Enter password. 
  4 Press <Enter>. 

 
NOTE:  THERE SHOULD BE ABSOLUTELY NO SHARING OF ID’S AND 

PASSWORDS.  IF YOUR SECURITY DOES NOT ALLOW YOU TO 
ENTER ON THESE PANELS, YOUR SECURITY NEEDS TO BE 
CHANGED THROUGH PROPER POLICY AND PROCEDURES. 

 
AS400 APPLICATION MENU 

 
This panel is used to choose the system on the AS400 mainframe that you 
want to select. 

 

USERMENU AS/400 Applications Menu TR30S1 
CCPS400 LOCKHACA 

 
Select one of the following: 

 
*** Production Systems *** *** Other Functions *** 

 
1. TERMS V3R1 Production 21. Electronic Mail 
2. ELKE Main/Tracker System 22. Change password 
3. TextBook System Production 23. Start your printer 
4. Cost Reporting system 

25. VTAM Remote Menu 
*** Demonstration Systems *** 26. Work with spool files 
41. Textbook - TRAINING 90. Sign off 
42. TERMS System - TRAINING 
43. Fixed Assets/Finance/HR - TESTING Please report problems to the 

Help Desk so they can be logged 
and tracked properly. 

Selection 
===> 
PF3 = Exit 

 

To enter the TERMS Production system: 
  1 Type <1> on the selection line. 
  2 Press <Enter>. 
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SYSTEM SIGN ON 
 

The TERMS System Sign-on Menu validates a user’s access to TERMS. This 
menu is a starting point for access to all TERMS Series to which the district has 
access. 

 

Panel: A001. System Sign-on 
 

District: COL Userid: LOCKHACA_ 
 

 
Defaults: Date Year 

07 02 2013 2014 
 

Authorities: Sign-on Center: 0000 COLLIER COUNTY PUBLIC SCHOOLS 
Organization: 
Project: 
Teacher Id: 

 

Series Options Local Options 
A100. Application Environment L000. Local Reporting 
M000. Facilities Management X000. State Reporting 
F000. Financial Information R000. Revenue Environment 
H000. Human Resource Management D000. District Activity Calendar 
S000. Student Information 

 
1=Hlp 3=Exit 4=Prpt 
Please request a menu or panel. Sys 07/02/2013 11:54:24 LOCKHACA 

 
 

Note: You must be sure to enter the correct sign-on center on this 
panel. 

 
F000 – Financial Information Menu 

 
This menu shows the other menus that can be accessed in the 
TERMS Finance System. From this menu, you can navigate your 
way through the Financial Information. 

 
 

Panel: F000. Financial Information Year: 2014 
 
 
 
 

Menu Options 
F200. Accounts Payable 
F300. Accounts Receivable 
F400. Bid Management 
F500. Budget Management 
F600. General Ledger 
F700. Project Management 
F800. Purchasing 

 

 
Encumbrances Expenditures 

Db 1520 ENCUMBRANCES 1530 EXPENDITURES 
Cr 2720 RESERVE FOR ENC 1101 TREAS A/C 5TH3R 

 
1=Hlp 3=Exit 4=Prpt 12=Esc 
Record displayed (view only). Sys 07/02/2013 12:56:11 LOCKHACA 
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F800 – Purchasing 
 

This menu shows what panels can be accessed for Purchasing. 
 

Panel: F800. Purchasing Year: 2014 
 
 
 
 

Requisition Purchase Orders 
801. Requisition Query 814. PO Query 
802. Requisition Query - Vendor 815. PO Query - Vendor 
803. Requisition Query - Acct 816. PO Query - Acct 
804. Requisition Items 817. PO Items 
805. Requisition Accounts 818. PO Accounts 
806. Print Requisitions - Base 819. Print POs - Base 
807. Print Requisitions - Acct  820. Print POs - Acct 
808. Maintain Requisitions  821. Maintain POs 
809. Requisition Approval - Base Receiving 
810. Requisition Approval - Acct 828. Receive PO 
811. Batch Approval - Base 822. Receive Items 
812. Batch Approval - Acct  823. Print Receiving 
813. Roll Requisitions to POs Travel 

824. Travel Requisition 
829. Requisition Log 825. Travel PO 

1=Hlp 3=Exit 4=Prpt 12=Esc 
Please request a menu or panel. Sys 07/02/2013 13:01:34 LOCKHACA 

 

To Enter A Requisition: 
 

  1 Type <F804> at the Panel line. 
  2 Press <Enter>. 

 
The F804 – Requisition Items screen will display. 

 
 

 
Panel: 

SAMPLE REQUISITION ITEMS PANEL 
F804. Requisition Items Year: 2014 

 
Action: 1 Rqst: 

 
2_ Req: 

 
3_ Rf: 

 
 

Vndr: 4 
Date: 5 
Ship: 8_ 

 
T: 6 S: A: T/C: _7_ 

Item: 
Acct: 

Buyr: 9 Bid: 12345 
PO: 

 
Seq Rf Item Description Qty Unit Unit Price 
_10 11 12 

 
_16 

 
_17 

_13_ _14_ 15 . 
Ext 

. 
Ext 

. 
Ext 

 

 
1=Hlp 2=Nte 3=Exit 4=Prpt 5=Refr 6=Nrcd 7=Bwd 8=Fwd 9=Npg 11=View 12=Esc 
Please type key element(s). Upd 
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Enter the following: 
1 - Action – This field tells TERMS how to process the data on this 

requisition. 
 

Valid codes: 
 

 

A = Add a record 
D = Delete a record 
C = Change a record/Inquire on a posted or rolled req 
P = Post a record 
U = Unpost a record 
L = Print Requisition 

 

2 - Requesting Center – Defaults to school number. 
 

3 - Requisition Number – The number of the requisition being 
defined. If a number is not specified, Center sequencing 
defaults the next available requisition number for the center. 

 

  3 Press <Enter>. 
 

Note:  You MUST press <Enter> before you continue entering 
numbers 4-17, or your information will not be saved. 

 
4 - Vendor – This field requires a vendor number. If the number is 

not known, you can <F4> Prompt to get a list of vendors. 
 

Note: There are additional procedures on how to handle new 
vendors that are not available on the <F4> prompt, and 
inactive vendors located in the ADDITIONAL 
PROCEDURES section of this handout. 

 
5 - Date – The date will default to the current date. 

 
6 - Type – This element is used to identify the type of requisition. 

Valid codes: 
N = Normal (this will default) 
B = Blanket 
A = Asset Trade 

 
Note:  There are additional procedures on how to handle prepay 

and blanket requisitions located in the ADDITIONAL 
PROCEDURES section of this handout. 
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7 - T/C – Terms and Conditions – This field is used to designated 
the type of purchase order. 

 
Note:  This element was added for the use of entering Asset 

Trade Requisitions. This will default to NORM for 
Normal Requisitions and BLKT for Blanket Requisitions. 

 
8 - Ship To – Use this field to define where items are to be 

shipped. If left blank, this will default to the sign-on center. 
 

9 - Buyer – This field is used to specify the buyer assigned to this 
requisition. There is a definition of each buyer’s 
responsibilities located on the <F1> Help screen, and this field 
is <F4> Prompt supported. 

 
Valid codes: 

**** = Unassigned Requisition (used only when 
    entering a requisition for a new vendor) 
NS = Nancy Sirko
DN = David Nara
PR = Patricia Roberts

 

10 - Sequence Number – This field is used to uniquely identify 
items in a requisition. (This will default in sequential number 
order). 

 
11 - Item – This element is used to identify the code used to 

categorize the item on the line.  This field is <F4> Prompt 
supported and is only used by the warehouse for a Type 
A – Asset Trade Requisition. 

 
12 - Description – This element is used to define the item being 

purchased. If more space is needed, press <F2> to continue 
adding your description. 

 
Example: Type as much of the description on the 

description line as you can (30 characters). If 
more space is needed, press <F2> and a box 
with additional lines will appear. 

 
Continue typing additional information on the  
available lines.  PRESS <ENTER> TO SAVE THIS 
DATA. Once you press <Enter>, there will be an 
asterisk that displays on the screen to let people know 
there is a note attached to the description. 

 
These lines will print on the Purchase Order. 
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13 - Quantity – Use this field to indicate the quantity of the item 
being requested. 

 
14 - Unit – This field is used to specify the Unit of Measure for the 

item being requested. For example: Box, Each, Case, etc. 
This field is <F4> Prompt supported and must be filled in. 

 
DISC will be used for a Discount, SHIP will be used for 
shipping, and BLKT will be used for Blankets. 

 
15 - Unit Price – This field is used to indicate the cost per Unit of 

Measure being requested. 
 

Note:  Unit Price is entered with a .0000 dollar amount. You 
do not need to enter the decimal, but be careful when 
entering your numeric digits so that the correct dollar 
amount is recorded. 

 
16 - Sequence Number – This field is used to add a second item to 

the requisition.  (This will default in sequential number order). 
 

17 - Sequence Number – This field is used to add a third item to 
the requisition.  (This will default in sequential number order). 
If additional lines are needed you must first press <Enter> to 
save the information, then press the <F5> Refresh key and 
three more blank lines will display. 

 

  4 Press <Enter> The message “Record Added. Next?” will display 
at the bottom left hand corner of your screen. 

 
Note: IF YOU DO NOT PRESS <Enter>, YOUR INFORMATION 

WILL NOT BE SAVED. 
 

TO ADD NOTES TO A REQUISITION: 
  5 Once the requisition has been entered, you now have what is called 

a base record. With your cursor anywhere on the screen other then 
the description line, you can press the <F2> Note key to attach 
notes to a requisition. 

 
Pages 1 – 98 will be used to correspond - additional procedures or 
communication between those approving and those entering 
requisitions. (These will NOT print on the Purchase Order). 

 
Page 99 lines 1-5 will be used for quote/bid information and WILL 
be printed on the Purchase Order. 
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To Enter Account Information: 
 

  6 Press <F9> to go to the F805 Requisition Accounts panel 
 

 
Panel: F805. Requisition Accounts Year: 2014 

 
Action: C Rqst: 1234 Req: 00010 Rf: 

 
 

Vndr: V0000014356 OFFICE DEPOT Item:  45.72 
Date: 07022013 T: N S: U A: P T/C: NORM 
Ship: 0061 GULFVIEW MIDDLE SCHOOL 

Acct:  45.72 

Buyr: PR PATRICIA ROBERTS Bid: 12345 
PO: PNNPN 

Rf FND.FUNC.OBJ.CNTR.PROJECT.PGM Requested Debit Credit 2 5 
100.5171.510.1234. .  45.72 1520 2720 N N 

. 

. 

Total 45.72 
Note 

1=Hlp 2=Nte 3=Exit 4=Prpt 5=Refr 6=Nrcd 7=Bwd 8=Fwd 9=Npg 11=View 12=Esc 
Highlighted element(s) in error. Upd 07/02/2013 09:57:05 LOCKHACA 

 

 
 

  7 Enter the account strip which classifies and describes the financial 
transaction. 

 
Note:  The account strip can be entered with no spaces and no 

decimals if you have the fund, function, object, center, 
project, and program. 

 
Example: When 10050001539240 is entered with no spaces or 

decimals: 
 

FND.FUNC.OBJ.CNTR.PROJECT.PGM 
10050001539240 

 

It will automatically convert to proper format when <Enter> is 
pressed: 

 
FND.FUNC.OBJ.CNTR.PROJECT.PGM 
100 .5000 .153. 9240._ 
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Note:  If the account strip is invalid, you will see error codes display 
on the screen directly below the Rf field. 

 
Error Codes are: 

B = Account over budget 
C = Account closed 
D = Dimension in error 
I = Invalid data. Validation of Account was not complete. 
O = Ownership error 
* = Account does not exist 

 

  8 Press <Enter>. 
 

  9 Verify that account is validated and your Item dollar amount 
matches your Acct dollar amount. 

 

Panel: F805. Requisition Accounts Year: 2014 
 

Action: C Rqst: 1234 Req: 00010 Rf: 
 
 

Vndr: V0000014356 OFFICE DEPOT Item:  45.72 
Date: 07022013 T: N S: U A: P T/C: NORM 
Ship: 0061 GULFVIEW MIDDLE SCHOOL 

Acct:  45.72 

Buyr: PR PATRICIA ROBERTS Bid: 12345 
PO: PNNPN 

Rf FND.FUNC.OBJ.CNTR.PROJECT.PGM Requested Debit Credit 2 5 
100.5171.510.1234. .  45.72 1520 2720 N N 

. 

. 

Total 45.72 
Note 

1=Hlp 2=Nte 3=Exit 4=Prpt 5=Refr 6=Nrcd 7=Bwd 8=Fwd 9=Npg 11=View 12=Esc 
Highlighted element(s) in error. Upd 07/02/2013 09:57:05 LOCKHACA 

 

 
 

  10 Type a <P> to Post on the Action line. 
  11 Press <Enter>. 

 
Note:  The S: (status) now shows a P for Posted, and all fields on 

the screen change to blue. You must now Un-post (U on the 
Action line) to make any changes to this requisition. 
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To Print Requisitions (“L” Option): 
 

  1 Type <F804> or <F805> at the Panel line. 
  2 Press <Enter>. 

 
The F805 – Requisition Accounts screen will display. 

 

Panel: F805. Requisition Accounts Year: 2014 
 

Action: C Rqst: 1234 Req: 00010 Rf: 
 
 

Vndr: V0000014356 OFFICE DEPOT Item:  45.72 
Date: 07022013 T: N S: U A: P T/C: NORM 
Ship: 0061 GULFVIEW MIDDLE SCHOOL 

Acct:  45.72 

Buyr: PR PATRICIA ROBERTS Bid: 12345 
PO: PNNPN 

Rf FND.FUNC.OBJ.CNTR.PROJECT.PGM Requested Debit Credit 2 5 
100.5171.510.1234. .  45.72 1520 2720 N N 

. 

. 

Total 45.72 
Note 

1=Hlp 2=Nte 3=Exit 4=Prpt 5=Refr 6=Nrcd 7=Bwd 8=Fwd 9=Npg 11=View 12=Esc 
Highlighted element(s) in error. Upd 07/02/2013 09:57:05 LOCKHACA 

Note:  This feature is optional. It has been designed to allow 
centers to print a copy of the requisition for their record 
and/or to attach supporting documentation to send to the 
purchasing department. 

  3 Type <L> in the Action Code field. 
  4 Press <Enter>, the following message will display on your screen: 

If you have access to a forms printer (TESTxxx) enter that. 
I.E. Barron Collier is TESTBCH 

If you want to use your default printer, hit enter. *Wrkstn will 
default to the default printer for the workstation you are signed on to. 

TR30PRT 

PF03 to exit 

  5 Type the destination you wish to use in the available space. 
  6 Press <Enter>. The message “Req successfully printed.” will 

display at the bottom left hand corner of the screen. 
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To Print Requisitions (Verification): 
 

  1 Type <F806> at the Panel line. 
  2 Press <Enter>. 

 
The F806 – Print Requisitions – Base screen will display. 

 
SAMPLE CARD 

 
 

Panel: F806. Print Requisitions - Base Year: 2014 
 

Request: 001 
 

Title: Print Requisitions - Verify - FB051 Destination 
Submitted from F806 

 

Controls: C F P H S I/E Prt: C A I U N B 
01 A Y B C I Y Y Y Y Y _ 

 
Select: A Lin Rqst Req Vendor Fr-----Req-----To Ship Buyr TSA 12345 N 

xxxx xxxxx xxxxxxxxxxx mmddccyy mmddccyy xxxx xxxx xxx xxxxx x 
_ 001 1234 07012013 07312013 

 
1=Hlp 3=Exit 4=Prpt 5=Refr 6=Nrcd 7=Bwd 8=Fwd 10=Del 11=Run 12=Esc 
Request submitted. Next? Use 07/16/2013 14:18:53 LOCKHACA 

 

 
  3 Type required information in the controls and select line. 
  4 Press <Enter> to save this card. 

 
Note:  Setting up your cards to run reports are all user defined. 

The criteria you use on your select line will limit what 
information you have print on the report. 

 

  5 Press <F11> to run. 
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To Print Requisitions (Account Verification): 
 

     1 Type <F807> at the Panel line. 
  2 Press <Enter>. 

 
The F807 – Print Requisition – Acct screen will display. 

 
SAMPLE CARD 

 
 

Panel: F807. Print Requisitions - Acct Year: 2014 
 

Request: 001 
 

Title: Print Requisitions - Account Information Destination 
FB052 Submitted from F807 

 
Controls: C F P H T I/E Sequence Prt: C A I U N 

01 A Y B 4 I 614 _ _ _ _ _ 
 

Select: A Lin FND.FUNC.OBJ.CNTR.PROJECT.PGM Rqst Req TSA N 12345 
xxx.xxxx.xxx.xxxx.xxxxxxx.xxx xxxx xxxxx xxx x xxxxx 

_ 001 _. . 1234. . 

 
1=Hlp 3=Exit 4=Prpt 5=Refr 6=Nrcd 7=Bwd 8=Fwd 10=Del 11=Run 12=Esc 
Record updated. Next? Use 07/16/2013 13:23:58 LOCKHACA 

 

 
  3 Type required information in the controls and select lines. 
  4 Press <Enter> to save this card. 

 
Note:  This sample is set up to run a list of requisitions from center 

1234 in center, fund, and func order. 
 

Setting up your cards to run reports are all user defined. 
The criteria you use on your select line will limit what 
information you have print on the report. 

 

  5 Press <F11> to run. 
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ADDITIONAL PROCEDURES 
 

 
 

Adding a Vendor – In order to add a vendor and get an assigned vendor 
number you must do the following: 

 

  1 Enter the requisition on the F804 leaving the vendor number field 
blank, and assigning the requisition to **** (unassigned buyer). 

  2 Use your <F2> key to attach a note on the requisition (lines 01-98) 
that states this is a new vendor and documentation is in the pony. 

 
Note:  Requisitions with new vendors will be lacking a vendor code. 

All follow-up documentation must be received before the 
requisition is rolled to a purchase order. 

 

  3 Enter the account information on the F805, and Post. 
  4 Send a copy of the order form, catalog, or other reference used to 

find this vendor to the purchasing department via pony or fax. This 
copy must include name, address, phone number and fax number 
of the new vendor. Make sure you make a reference to the 
requisition # when sending in your copy. 

 
 
 
 

Pre-Pay Requisitions – In order to get a requisition prepaid, you must do the 
following: 

 

  1 Enter the requisition on the F804 using an N (Normal) requisition 
type. Use the <F2> Note key to attach a note that documentation is 
coming.  Only Normal requisitions can be pre-pay. 

  2 Type Pre-Pay at the beginning of the first description line. 
  3 Use the description lines to note the name of the employee, hotel 

phone number, confirmation number, or any other pertinent 
information. 

  4 Enter the account information on the F805, and Post. 
  5 Send a signed screen print of the F804 and backup paper work to 

the purchasing department via pony. 
 
 
 
 

Blanket Requisitions – To enter Blanket Requisitions, you must do the following: 
 

  1 Enter the requisition on the F804 using a B (Blanket) requisition 
type. 

  2 Use the <F2> additional description lines to enter the names of 
individuals who have authorization to use this P.O.  Also include the 
dates the P.O. will be valid. 

  3 Enter the account information on the F805 and Post. 
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Inactive Vendors – If the Vendor Number highlights red when entering a 
requisition on F804, you must do the following: 

 

  1 Place your cursor on the Vendor Field. 
  2 Press <F4> to Prompt. 
  3 Press <Tab> to move cursor to the Status field. 
  4 Remove the A in the Status field. 
  5 Press <Enter>. 
  6 Locate the vendor you are trying to use by using the Select field or 

<F8> to page forward. 
  7 Place your cursor on the Vendor that you are trying to use by using 

the down <> arrow. 
  8 Press <F11> to view the details of that vendor. 

 
Note: This detail screen will show the address, billing address, and 

then will show the XREF (Cross Reference) vendor that is to 
be used in place of this inactive vendor. 

 
Sample Vendor Detail Screen 

 

_Vendor Description _ 
V0000000727 SCOTT FORESMAN 

 

Alternate Payee 
 

Primary 

Contact Name 
X-REF V1053 
Payment 

1955 MONTREAL ROAD PO BOX 71339 

 
TUCKER GA 300845218  CHICAGO IL 606940001 

 

F3=Exit F5=Refr 
 
 

Note:  If the XREF vendor is also inactive, you must then follow the 
same steps to see what vendor cross references that 
inactive vendor. There may be some instances where an 
inactive vendor will cross reference another inactive vendor 
up to 3 or 4 times. 

 

  9 Press <F3> to Exit off of the Vendor Detail. 
  10 Press <F3> to Exit off of the Prompt. 
  11 Type the new vendor number that was given to you on the XREF in 

the Vendor field. 
  12 Press <Enter>. 



 

Exhibit G 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TERMS 
 

 
 
 
 
 

PURCHASING 
Requisition Approvals 

 
 
 
 

2014 
 
 
 
 
 
 
 
 
 
 
 

All data element questions should be directed to the User Support Help Desk at 377-0445. 

All Purchasing questions should be directed to Nancy Sirko in the Purchasing Department. 
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RUMBA SIGN ON PANEL 
 

The following panel is used to sign onto the AS400 mainframe. The value 
in the display field is your AS400 Terminal Id Number. 

 

Sign On  
System . . . . . : CCPS400 
Subsystem . . . . : QINTER 
Display . . . . . : TR30S1 

 
User . . . . . . . . . . . . . . LOCKHACA_ 
Password . . . . . . . . . . . . 
Program/procedure . . . . . . . . 
Menu . . . . . . . . . . . . . . 
Current library . . . . . . . . . 

 

 
 
 

  1 Enter User Id. 
  2 <Tab>. 
  3 Enter password. 
  4 Press <Enter>. 

 
NOTE:  THERE SHOULD BE ABSOLUTELY NO SHARING OF ID’S 

AND PASSWORDS.  IF YOUR SECURITY DOES NOT ALLOW 
YOU TO ENTER ON THESE PANELS, YOUR SECURITY 
NEEDS TO BE CHANGED THROUGH PROPER POLICY AND 
PROCEDURES. 

 
AS400 APPLICATION MENU 

 
This panel is used to choose the system on the AS400 mainframe that you want 
to select. 

 

USERMENU AS/400 Applications Menu TR30S1 
CCPS400 LOCKHACA 

 
Select one of the following: 

 
*** Production Systems *** *** Other Functions *** 

 
1. TERMS V3R1 Production 21. Electronic Mail 
2. ELKE Main/Tracker System 22. Change password 
3. TextBook System Production 23. Start your printer 
4. Cost Reporting system 

25. VTAM Remote Menu 
*** Demonstration Systems *** 26. Work with spool files 
41. Textbook - TRAINING 90. Sign off 
42. TERMS System - TRAINING 
43. Fixed Assets/Finance/HR - TESTING Please report problems to the 

Help Desk so they can be logged 
and tracked properly. 

Selection 
===> 

 
PF3 = Exit 

 

To enter the TERMS Production system: 
  1 Type <1> on the selection line. 
  2 Press <Enter>. 
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SYSTEM SIGN ON 
 

The TERMS System Sign-on Menu validates a user’s access to TERMS. This menu is 
a starting point for access to all TERMS Series to which the district has access. 

 

Panel: A001. System Sign-on 
 

District: COL Userid: LOCKHACA_ 
 

 
Defaults: Date Year 

08 04 2013 2014 
 

Authorities: Sign-on Center: 0000 COLLIER COUNTY PUBLIC SCHOOLS 
Organization: 
Project: 
Teacher Id: 

 

Series Options Local Options 
A100. Application Environment L000. Local Reporting 
M000. Facilities Management X000. State Reporting 
F000. Financial Information R000. Revenue Environment 
H000. Human Resource Management D000. District Activity Calendar 
S000. Student Information 

 
1=Hlp 3=Exit 4=Prpt 
Please request a menu or panel. Sys 08/04/2013 11:54:24 LOCKHACA 

 
 

Note:  You must be sure to enter the correct sign-on center on this panel. 
 

F000 – Financial Information Menu 
 

This menu shows the other menus that can be accessed in the TERMS 
Finance System. From this menu, you can navigate your way through the 
Financial Information. 

 
 

Panel: F000. Financial Information Year: 2014 
 
 
 
 

Menu Options 
F200. Accounts Payable 
F300. Accounts Receivable 
F400. Bid Management 
F500. Budget Management 
F600. General Ledger 
F700. Project Management 
F800. Purchasing 

 

 
Encumbrances Expenditures 

Db 1520 ENCUMBRANCES 1530 EXPENDITURES 
Cr 2720 RESERVE FOR ENC 1101 TREAS A/C 5TH3R 

 
1=Hlp 3=Exit 4=Prpt 12=Esc 
Record displayed (view only). Sys 08/04/2013 12:56:11 LOCKHACA 
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F800 – Purchasing 
 

This menu shows what panels can be accessed for Purchasing. 
 

Panel: F800. Purchasing Year: 2014 
 
 
 
 

Requisition Purchase Orders 
801. Requisition Query 814. PO Query 
802. Requisition Query - Vendor 815. PO Query - Vendor 
803. Requisition Query - Acct 816. PO Query - Acct 
804. Requisition Items 817. PO Items 
805. Requisition Accounts 818. PO Accounts 
806. Print Requisitions - Base 819. Print POs - Base 
807. Print Requisitions - Acct  820. Print POs - Acct 
808. Maintain Requisitions  821. Maintain POs 
809. Requisition Approval - Base Receiving 
810. Requisition Approval - Acct 828. Receive PO 
811. Batch Approval - Base 822. Receive Items 
812. Batch Approval - Acct  823. Print Receiving 
813. Roll Requisitions to POs Travel 

824. Travel Requisition 
829. Requisition Log 825. Travel PO 

1=Hlp 3=Exit 4=Prpt 12=Esc 
Please request a menu or panel. Sys 08/04/2013 13:01:34 LOCKHACA 

 

 
TO APPROVE REQUISITIONS: 

 

  1 Type <F809> at the Panel line. 
  2 Press <Enter>. 

 
The F809 - Requisition Approval – Base screen will display. 

 

Panel: F809. Requisition Approval - Base Year: 2014 
 

Rqst Req Date Ship Buyr T A 1 2 3 4 5 O Requested N 
F _ _ _ _ _ _ _ _ _ 
T 

 
Rqst Req Date Ship Buyr T A 1 2 3 4 5 Requested Bid N 

 
 
 
 
 
 
 
 
 
 
 
 

1=Hlp 3=Exit 4=Prpt 5=Refr 6=Review Req 7=Bwd 8=Fwd 11=View 12=Esc 
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  3 Press <Enter>. A list of all requisitions will display in the data 
portion of the screen. 

  4 Type <P> under the 1 to limit all pending requisitions for approval 
level 1. 

  5 Press <Enter>. 
 

Panel: F809. Requisition Approval - Base Year: 2014 
 

Rqst Req Date Ship Buyr T A 1 2 3 4 5 O Requested N 
F _ _ P _ _ _ _ G _ 
T 

 
Rqst Req Date Ship Buyr T A 1 2 3 4 5 Requested Bid N 

 
0261 00001 07022013 0261 PR B P P N N P N 500.00 * 
0261 00002 07022013 0261 RP B P P N N P N 400.00 
0261 00003 07022013 0261 PR B P P N N P N 100.00 
0261 00004 07022013 0261 PR B P P N N P N 300.00 
0261 00005 07022013 0261 PR N P P N N P N 700.00 

*Subtotal 5131.41 
+ 

1=Hlp 3=Exit 4=Prpt 5=Refr 6=Review Req 7=Bwd 8=Fwd 11=View 12=Esc 
 
 

  6 Type approval code under the appropriate approval level. 
 

1 = Principal or Department Heads 
2 = Project Managers 
3 or 4 = Buyer for dollar amount of $100.00 – $3999.00 
5 = Director of Purchasing for any dollar amount over 

$4000.00 
 

Valid codes: 
A = Approved 
P = Pending 
R = Rejected 
N = No Approval needed 

Note:  Un-posting requisitions will require a re-approval. 

Example: If there is a change in price, Purchasing will un- 
post, make proper changes, and the requisition will sit on the 
F809 screen as a (P)ending for approval from the principal 
or department head. 

 
Changes in Vendor or Buyer will not require un-posting or re- 
approving. 

 

  7 Press <Enter>. The message “Record Updated.” will display at the 
bottom of your screen. 

  8 Press <F5> to refresh your screen and update your Pending 
Requisitions list. 
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TO APPROVE REQUISITIONS BY ACCOUNT STRIP (Project Managers and 
Director of Purchasing ONLY): 

 

  1 Type <F810 at the Panel line. 
  2 Press <Enter>. 

 
The F810 – Requisition Approval – Acct screen will display. 

 

Panel: F810. Requisition Approval - Acct Year: 2014 
 

FND.FUNC.OBJ.CNTR.PROJECT.PGM Rqst Req A 1 2 3 4 5 
. . . . . _ _ _ _ _ _ 

 
Rf FND.FUNC.OBJ.CNTR.PROJECT.PGM Rqst Req A 1 2 3 4 5 Requested 

 
 
 
 

1=Hlp 3=Exit 4=Prpt 5=Refr 6=Review Req  7=Bwd 8=Fwd 11=View 12=Esc 
Please type key element(s). Upd 

 

  3 Type Project number in the Account Strip. 
  4 Type <P> under the level 2 to limit all pending requisitions for 

approval level 2. 
  5 Press <Enter>. 

 

Panel: F810. Requisition Approval - Acct Year: 2014 
 

FND.FUNC.OBJ.CNTR.PROJECT.PGM Rqst Req A 1 2 3 4 5 
. . . .P9424 . _ _ P _ _ _ 

 
Rf FND.FUNC.OBJ.CNTR.PROJECT.PGM Rqst Req A 1 2 3 4 5 Requested 

 

100.5100.641.9420.P9424 . 9420 00051 P A P N P N 3056.00
100.5100.641.9420.P9424 . 9420 00052 P A P N P P 12224.00
100.5100.641.9420.P9424 . 9420 00053 P A P N P N 3056.00
100.5100.641.9420.P9424 . 9420 00054 P A P N P P 6112.00
100.5100.641.9420.P9424 . 9420 00055 P A P N P N 3056.00
100.5100.641.9420.P9424 . 9420 00056 P A P N P P 6112.00
100.5100.641.9420.P9424 . 9420 00057 P A P N P P 7640.00
100.5100.641.9420.P9424 . 9420 00058 P A P N P P 12224.00
100.5100.641.9420.P9424 . 9420 00059 P A P N P P 6112.00
100.5100.641.9420.P9424 . 9420 00060 P A P N P N 3056.00
100.5100.641.9420.P9424 . 9420 00061 P A P N P P 6112.00
100.5100.641.9420.P9424 . 9420 00062 P A P N P P 6112.00

*Subtotal 74872.00 
+ 

1=Hlp 3=Exit 4=Prpt 5=Refr 6=Review Req 7=Bwd 8=Fwd 11=View 12=Esc 
 
 

  5 Type approval code under level 2. 
 

Valid codes: 
A = Approved 
P = Pending 
R = Rejected 
N = No Approval needed 
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TO VIEW THE DETAILS OF A REQUISITION: 
 

  1 Place the cursor on the line you wish to view by using the down 
<> arrow. 

  2 Press <F11> to view the detail of the requisition. 
 

The F805 – Requisition Accounts screen will display. 
 

Panel: F805. Requisition Accounts Year: 2014 
 

Action: C Rqst: 9420 Req: 00176 Rf:_ 

 
Vndr: V0000021083 UNITED DATA TECHNOLOGIES Item: 7225.00 
Date: 08042013 T: N S: P A: P T/C: NORM 
Ship: 0231 GOLDEN GATE ELEMENTARY 

Acct: 7225.00 

Buyr: PR PATRICA ROBERTS Bid: 12345 
PO: ANNPP 

 
Rf FND.FUNC.OBJ.CNTR.PROJECT.PGM Requested Debit Credit 2 5 

100.5100.644.9420.P9424 . 7225.00 1520 2720 N P 
. 
. 

 
Total 7225.00 

 
 

Note 
1=Hlp 2=Nte 3=Exit 4=Prpt 5=Refr 6=Nrcd 7=Bwd 8=Fwd 9=Npg 11=View 12=Esc 

 
 

  3 Press <F9> to toggle over to the F804 – Requisition Items screen. 
  4 Press <F11> to go back to the F809 or F810 Approvals query. 
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ETHICAL PRACTICES 
 

I. Purpose 
 

To provide guidance to employees engaged in any vendor-related activity 
concerning ethical practice. 

 
II. Scope 

 

This applies to all employees. 
 
III. General 

 

The school district’s vendors, their products, personnel, and services are a 
natural extension of the district’s own resources.  It is the responsibility of all 
employees to maintain the good name of the district, to develop and maintain 
good relations between the district and its vendors, and to keep in mind that 
personal contacts form much of the basis for the vendor’s opinion of the district. 

 
In personal contacts with the vendors, each employee represents the district and 
should reflect and present the interests and needs of all schools and 
departments. 

 
In addition to this section, specific guidelines for the buyer-seller relationship are 
given under section “Vendor Relations”. 

 
The following guidelines are the standards of purchasing practice recommended 
by the National Association of Purchasing Management (NAPM): 

 
1. Avoid the intent and appearance of unethical or uncompromising practice 

in relationships, actions, and communications. 
 

2. Demonstrate loyalty to the district by diligently following the lawful 
instructions of the district, using reasonable care and level of authority 
granted. 

 
3. Refrain from any private business or professional activity that would create 

a conflict between personal interests and the interests of the district. 
 

4. Refrain from soliciting of accepting money, loans, credits, or prejudicial 
discounts, and the acceptance of gifts, entertainment, favors, or services 
from present or potential vendors that might influence, or appear to 
influence purchasing decisions. 

 
5. Association with vendor representatives at luncheons, dinners, or 

business meetings are helpful in establishing better business 
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understanding and is neither questionable nor unethical, provided the 
Buyer keeps him/herself free of obligations. 

 

 
 

6. Handle information of a confidential or proprietary nature to the district 
and/or vendors with due care and proper consideration of ethical and legal 
ramifications and State and School Board regulations. 

 

 
 

7. Violation of any provision as listed herein shall be subject to penalties as 
listed in FS 112.317. 

 

 
 

8. Promote positive vendor relationships through courtesy and impartiality in 
all phases of the purchasing cycle. 

 

 
 

9. Know and obey the letter and spirit of laws governing the purchasing 
function and remain alert to the legal ramifications of purchasing 
decisions. 

 

 
 

10. Encourage that all segments of society have the opportunity to participate 
in the bidding process. 

 

 
 

11. Discourage purchasing’s involvement in employer-sponsored programs of 
personal purchases that are not business related. 

 

 
 

12. Enhance the proficiency and stature of the purchasing profession by 
acquiring and maintaining current technical knowledge and the highest 
standards of ethical behavior. 

 
 
IV. Conflicting Employment or Contractual Relationship 
 

An officer or employee of the district, acting in a private capacity, shall not 
rent, lease, or sell any realty, goods, or services to the officer’s own agency in 
accordance with Sec. 112.313(3), Florida statues. In addition, School Board 
Policies 3129 states that, “Employees shall not engage in business, private 
practice of their profession, the rendering of services, or the sale of goods of 
any type where advantage is taken of any professional relationship they may 
have with any student, client, or parents of such students, or clients in the 
course of their employment with the district.” 
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FEDERAL AND STATE TAX EXEMPTION 
 
We frequently receive inquiries regarding our federal tax status when grants are being 
prepared to outside organizations. Many of the outside organizations are limited to 
making donations to Section 501, Code of Federal Regulations, tax-exempt non-profit 
entities. 
 
The District is not a 501 tax-exempt entity, but is exempt as a political subdivision of the 
State of Florida. (See attached letter from the Internal Revenue Service dated 
December 21, 1994.) 

 

 
 
 
 

FEDERAL EMPLOYER TAX IDENTIFICATION NUMBER 
 

Periodically, administrators are requested to provide the District’s Tax 
Identification Number (TIN) for grant applications. The District number is 59- 
6000557. 

 
 
 
 

 

FLORIDA SALES TAX NUMBER 
 

The School District has a State sales tax exemption number for purchases. The 
State has approved the Board’s request to add schools to the District’s Certificate 
of Exemption. The Certificate Number Is 85-8012621827C-2. 

 
Our State tax exemption from sales tax (in Florida only) will exempt the District 
from State sales tax if payment is made with a governmental check or a District 
issued Purchasing Card (P-card). 

 

This number is not available to PTA’s or PTO’s for their use. 
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DONATIONS 
 
Periodically, local citizens wish to donate items to the school system or to a specific 
school. In general, you are authorized to accept small items and provide a memo 
receipt similar to the one below. If the item has an estimated value of less that 
$1,000.00, no property record is necessary. This procedure promotes good will within 
our community. 

 

 
 

Caution: Before installation of any donated computer equipment, it is 
appropriate to test for a virus.  For information regarding this 
issue, contact the Network Services Division at 377-0480. 

 

 
 
 

SAMPLE LETTER TO DONOR 
 

 
 

On behalf of the students and staff of Collier County Public Schools, 
please accept this memorandum as your receipt for your tax deductible 
donation of <identify donation> delivered to 
<Administrator/Department; Principal/School>. 

 
Although we do not provide a value of donations received, please feel 
free to provide my name to anyone wishing to confirm your donation. 
Our tax reporting identification number is 59-6000557. 

 

Again, your generosity is appreciated. 

Sincerely yours, 

 
<Administrator/Principal> 
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COPY CHARGES 
 
The School Board has adopted a policy regarding the copying of official records for 
organizations, citizens groups and private individuals. See Administrative Procedure 
8310A below for amounts to be charged. 
 
For additional information, refer to Section 119.07 Florida Statutes. 

 
 

The School Board of Collier County 

Administrative Procedures 
 
 
 

8310A - PUBLIC RECORDS REQUESTS 
 
The public records of this District as defined under Florida statues are available for 
public inspection and/or copying in accordance with the following administrative 
procedures. 
 
Procedures 

A. Requests to inspect or secure copies of records shall be submitted to the 
District Communication & Information Office (DCIO). Requests may be 
submitted via e-mail, fax, phone, or in person. While it is not required, 
requestors are encouraged to submit requests in writing to expedite accurate 
processing of their requests. Requests should be sufficiently detailed to 
identify the documents sought to be examined or copied. 

 

B. Within a reasonable period of time, the DCIO will determine and advise the 
requestor whether the records specified in the request are available for 
inspection and/or copying. 

 

C. With respect to records which are determined to be available, the DCIO will 
arrange for the preparation of records for review and/or copying, upon 
payment of any required fee. However, the requestor shall be notified of 
estimated fees prior to work commencing. 

 

D. With respect to records which are determined not to be available, the DCIO 
will notify the requestor promptly, citing the reason. 

 

E. Public records requests are applicable to non-exempt portions of existing 
records. The District shall not be obligated to create a new record or compile 
lists or information from various existing records to accommodate a public 
records request. 

 

F. Whenever possible, public records requests will be processed electronically. 

Fees 

A. A duplication fee of fifteen cents ($0.15) per page or twenty cents ($0.20) per 
two (2) sided copy, and an additional fee of $1.00 per copy for a certified copy, 
shall be charged. For all other copies, the actual cost of duplication of the 
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public record shall be charged. The requestor shall also be charged the cost of 
mailing the records, when requested to do so. The requestor shall be advised 
of these costs in advance of the duplication of the requested records. 

 

B. A fifty percent (50%) deposit will be required if the estimated cost of 
duplication exceeds $50.00. For estimated costs in excess of $100.00, full 
payment is a condition of production. 

 

C. If the nature or volume of public records requested to be inspected, examined, 
or copied is such as to require extensive use of information technology 
resources, or extensive clerical or supervisory assistance, the District will 
charge a reasonable special service charge, which shall be in addition to the 
duplication charge, pursuant to F.S. 119.07(1)(b). 

 

The term "extensive use" means any time longer than fifteen (15) minutes 
needed to complete all tasks defined in subparagraphs 1 and 2 below: 

 

1. The term "extensive use of clerical or supervisory assistance" includes 
longer than fifteen (15) minutes of locating and retrieving of records; 
reviewing records for statutorily exempt information; preparing records for 
inspection and/or copying by redacting exempt information from records 
prior to review or copying; monitoring of the inspection or copying of 
records when necessary to ensure the integrity of the records; and 
instruction, or supervising personnel in performing the foregoing tasks 
when responding to a particular public records request. 

 

2. The term "extensive use of information technology resources" includes 
longer than fifteen (15) minutes of writing or executing software 
commands or setting up information technology resources. Under F.S. 
119.07(1)(b), the term shall include data processing hardware, software, 
or services; and/or communications, supplies, personnel, facility 
resources, maintenance, and technology training required to fulfill a given 
public records request. 

 

D. Prior to the assessment of any special service charge, the District shall notify 
the requestor of estimated charges. Upon agreement by the requestor and 
payment of estimated charges, if any, the District will proceed to complete the 
request. 

 

1. Of the monies deposited with the District for fulfillment of a public records 
request, those in excess of the actual costs incurred to fulfill the request 
will be refunded to the requestor; or in the alternative, the requestor shall 
be required to remit additional monies to pay for any costs in excess of the 
monies deposited with the District. 

 

2. In the event the requestor fails to remit additional monies to cover costs in 
excess of the monies deposited, the District may withhold releasing any 
public records produced pursuant to the request until those amounts are 
paid in full. 

E-mail 
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While incoming and outgoing e-mails of all District personnel, including School Board 
members, are subject to Public Records Law, the District must provide certain 
safeguards to ensure exempt information contained within those e-mails is protected 
from disclosure. For this reason, electronic access to District e-mails by anyone other 
than District employees and Board members is prohibited. However, the following 
procedures are to be followed to ensure that the public’s right to review and/or copy 
District e-mails is maintained. 
Whatever the scope of the request, there may be a cost associated to compile, review, 
and print the e-mails matching the parameters provided by the requestor. An estimate of 
those costs will be provided to the requestor before work begins. Applicable deposits 
and/or full payment will be collected as a condition to production. 

A. Requests to Inspect E-mails 
 

1. A preliminary search will be performed to determine the number of e-mails 
matching the requestor’s specifications and to estimate the amount of staff 
time required to facilitate the request. The staff time would include time 
required to retrieve and print the e-mails, review for exempt information, 
and prepare for review by requestor. 

 

2. The DCIO will advise the requestor of the estimated cost. Upon 
agreement by the requestor and payment of estimated charges, the DCIO 
will proceed to complete the request. 

 

3. The prepared e-mails will be available in the office of the DCIO for review 
by the requestor. 

 

4. Copies of any or all of the prepared e-mails may be purchased according 
to the applicable fees outlined in these administrative procedures. 

 

B. Requests for Copies of E-mails 
 

The same procedures for inspecting e-mails will be followed except that the 
requestor, upon payment of all applicable fees including copy charges, will be 
provided with the prepared e-mails. 

 
 

COPIER MAINTENANCE 
 
The District currently is contracted with Specialty Underwriters (SU Group, formerly 
known as TMG), a company that specializes in the management of maintenance 
contracts. The 3-year contract runs from 7/01/15 – 06/30/18. 
 
To request service, call TMG Teleserve at 1-800-833-7050. 

The dispatcher will require: 

 Zip Code for Equipment Information 
 

 TMG Tag # of Equipment 
 

 Account Name 
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 Address 
 

 Equipment Needing Service 
 

 Contact Name 
 

 Contact Phone Number 
 

 Description of the Problem 
 
 

Note: If the problem is especially urgent, please indicate this to the Specialty 
Underwriters Dispatcher. 
 
The dispatcher will then call J.M. Todd (as our repair company of choice) to dispatch 
service.  If a J.M. Todd repairman is on-site fixing a copier, and you have a second 
machine that needs to be fixed, call TMG Teleserve and a second repair or PO # so the 
repairman can take care of the machine while he is on-site. 
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CHAPTER 4 

CONSTRUCTION 
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DIRECT MATERIAL PURCHASE PROCEDURES 
 

I. Objective 
 

The District School Board of Collier County, hereafter known as the OWNER, shall 
exercise its option to purchase any and all materials for the purpose of saving sales 
tax. The direct purchase of material shall be accomplished by the execution of a 
deductive Change Order to reduce the amount of the contract. The OWNER, as a 
tax-exempt entity, shall then issue a Purchase Order directly to the supplier and make 
payments directly to the supplier. 

 
The following guidelines will set forth the procedure that each firm shall follow 
throughout the course of the project to achieve the maximum tax savings for the 
OWNER. It is the wish of the OWNER to keep the procedure simple and direct to 
work within the State guidelines. 

 
II. Procedure 

 

1. The Construction Management Company, hereafter known as the CM, shall issue 
the Invitations to Bid and make award to the appropriate vendor(s). 

 
2. The OWNER’S representative(s) shall attend Bid openings at the CM’s designated 

location and shall prepare a bid tabulation for presentation to the School Board. 
 

3. The CM shall prepare a complete list of materials, supplies and equipment for the 
project and the OWNER will advise the CM within ten (10) calendar days which 
items from the list the OWNER wishes to purchase directly. 

 
4. The OWNER shall direct the CM to prepare the requisition on the OWNER’S form 

and make ready for verification and processing by the OWNER. The requisition 
shall be forwarded to the Purchasing Department to be processed into a Purchase 
Order. The Purchase Order shall be distributed per the instructions at the bottom 
of the form. All materials shall be purchased from the subcontractor selected by 
the CM for the price originally bid less the sales tax. 

 
5. The OWNER shall reduce the Contract by the net amount of the purchase order, 

plus all sales taxes. Issuance of purchase orders by the OWNER does not change 
any of the CM’s responsibilities regarding material purchases or installations. The 
CM remains responsible for coordination, correct quantities ordered, scheduling, 
shipping, receiving and unloading, verifying the accuracy of shipping tickets and 
invoices, storage, security, installation, all applicable warranties, and that all 
materials purchased meet the requirements of the CONTRACT DOCUMENTS. 
The CM shall certify all invoices as accurate and acceptable and forward to the 
Facilities Planning and Construction Department, hereafter known as FPC, the 
certified invoices for payment by the OWNER. 
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6. FPC  shall  match  the  invoices  to  the  Purchase  Orders  and  forward  to  the 
Purchasing Department to be processed for payment. 

 

 
 

Note: In the event that materials, supplies or equipment purchased under this option, 
are defective or rejected for any reason whatsoever, and it becomes necessary in the 
opinion of the CM to initiate legal action against the responsible party, the OWNER 
agrees to assign to the CM any claims the OWNER has against the responsible party 
resulting from the purchase order and to execute any legal documents necessary to 
accomplish the assignment or subrogation of such claims, and to cooperate with the 
CM in such legal action 
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Introduction and Intent of the Guide 
 

This guide was prepared to assist new school Principals and their staff to better 
understand the many processes, and occasional snares of furnishing and equipping a 
new/or renovated school. The information provided in this guide comes from staff that 
has successfully opened schools in the past. As you go through the process, the 
Purchasing Department would like for you and your staff to help us improve this guide 
for the next group of people who will be selected to open a new school. By providing us 
with feedback from your experiences while going through this unique opportunity, we 
hope to improve the process for future school personnel. 
 
The appointed school personnel to open your school will receive support and help from 
many departments throughout the process, each performing their specialized functions 
in order to get your school ready to serve our students. The Purchasing Department will 
work very closely with your staff to make sure that everything that has been approved 
and budgeted and is delivered to the school within the timeframes established for a 
smooth and efficient opening of the new facility that will welcome the students of Collier 
County. 
 
Principals will be kept up-to-date during each phase of the project working closely with 
our highly skilled and dedicated staff. We believe communication between all staff 
involved is the key to success. We are here to support you through the entire process. 
 
The Purchasing Specialist listed below is your direct contact in Purchasing. 

Debra Everitt – 377-0204 
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Section I – Furniture and Equipment 

Section I-A - Time Line: 

The time line will provide a sequencing of events to let you know approximate dates 
when a task should begin to meet the projected completion date for your school and/or 
renovation project. 
 
The time line is divided into two major phases: 
 

 Approvals to make purchases. 
 Purchasing, delivery, installation, receipt of items and payment of approved 

items. 
 
The first phase deals with securing the proper approvals to purchase the items that will 
be required for your project. 
 

 Each new school/renovation will start with a standard core listing of items that 
were required for the previously built school or program. Each project will be 
slightly different than the previous one, due to adjustments and updates in 
curriculum and standards. 

 
The second phase of the time line deals with purchasing, delivery, installation, receipt of 
items, and payment of approved items purchased for your project. Facilities 
Management will inform Purchasing of a substantial completion date to use when 
scheduling deliveries to your school site. State Statutes and Board Policies determine 
the manner in which we purchase items. If a bid is required, and we do not have 
access to an existing bid, it can take several months for buyers to issue a bid and 
secure Board approval before purchase orders can be placed for bid items. 
 
Timing is a key factor when putting together a new school. It takes cooperation of many 
departments to achieve in a timely manner the opening of a new school within budget. 
 
Section I-B - Core Equipment List –  How it developed: 

 

The core furniture and equipment listing of items ordered from the last similar grade 
level school opened with any additions and deletions based upon recommendations 
from district Purchasing Specialist for known changes to the core curriculum. Each 
subject specialist recommends the equipment needed to teach the curriculum that will 
be used by the district when your school is scheduled to open. Because the curriculum 
changes from time to time, the subject specialist is aware of upcoming changes before 
the Principals are informed. Any specific questions on equipment or quantities should 
be directed to the specialist for that area. 
 
Although the district is committed to opening the school with furniture and equipment 
necessary to teach the district’s adopted curriculum, we are prohibited from spending 
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more than the budgeted allocation for each project. The Purchasing Specialist will 
maintain the allocated budget for each school and work closely with the District 
administrators, coordinators and the Principal to stay within the spending boundaries of 
the budget. 
 
The staff in the Purchasing Department is here to advise the Principal on items that will 
be ordered with capital (FF&E) dollars and items that have not historically been 
purchased for new schools. Purchasing serves only in an advisory and accountability 
function. If at any time you do not agree with a recommendation from the Purchasing 
Department, let us know and we will explain your best options for getting approval of 
your request. We do not set your budget, but we are responsible for monitoring 
expenditures for furniture and equipment in the best interest of the school district. We 
want your school to have what is required to successfully enhance each student’s 
education in every subject area taught at your school. Items requested for your school 
that have not been provided in previous school openings present equity issues for the 
district, and the ramifications are considered on a district-wide basis before approval to 
order these items is given. 
 

OUR GOAL IS TO HAVE STANDARDIZED EQUIPMENT AND FURNITURE FOR 
EACH LEVEL OF EDUCATION. 

 

Section I-C - Budget and Start-Up Funds: 
 

The budget office is responsible for opening your new school’s locational accounts, so 
that funds can be established and a minimal start-up amount can be given to you prior 
to opening the school for non-consumable items such as office supplies, postage, etc. 
 
(See Criteria for Supplies and Equipment on page 9 of this document). 
 
Section I-D Purchasing Procedures 

 

A copy of the district’s Purchasing Procedure is provided in this section. It outlines the 
rules and regulations for expending district money. The dollar limits for vendor quotes 
and/or competitive bid solicitations (which are handled by the Purchasing Department) 
are summarized in this policy. This policy can also be found on the district’s website at 
www.collierschools.com click on District Offices, Purchasing, and then District 
Purchasing Policies. 
 
Section I-E - Final Master Furniture & Equipment List –  The Sign-Off Phase 

 

After several weeks of working with your Purchasing Specialist and designated staff 
making additions and deletions from the core equipment and furniture list, you will be 
asked to sign-off on the finalized furniture and equipment spreadsheets that have been 
developed for your project. 
Once the list has been signed off, we begin placing orders for items listed on the master 
spreadsheet.  No additional items can be added to the master spreadsheet without prior 
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review and approval by Purchasing, and if the requested items may significantly affect 
the fixed budget for the project, additional administrative approvals may be required. 
 
A sample of the master spreadsheet will be provided from the last school similar so you 
can familiarize yourself with what this document looks like and it’s intended purpose. 

 
 
 
 
 
 
 

Section II Personnel 
 

Section II-A - Job Description – Receiving Personnel 
 

We cannot emphasize enough the magnitude of having the right person for this duty. 
Attention to detail, organizational skills, capability of delegating work, and excellent 
people handling skills are essential characteristics these people should possess. The 
people typically involved in the receiving process are the Office Manager, Plant 
Operator, or special designee of the Principal. 
 
On a daily basis, your designated person may be dealing with sales people, installers 
and setup crews, delivery drivers, and the Purchasing Specialist. This person must be 
able to prioritize their work so their complete attention can be given to this significant 
task. Most importantly, this person must know when and who to ask for assistance 
when it is needed. 
 
For new construction projects this person will be provided with a walkie talkie provided 
through district school capital funds so they are in continuous communication with 
school staff. 
 
Section II-B –  Training for the Receiving Process 

 

Once the person(s) who will be handling this function has been determined, your 
Purchasing Specialist will provide any training required. 
 
The Purchasing Department will have a Purchasing Specialist from our department 
assigned to each capital project who will work closely with the school based person(s). 
Copies of purchase orders and delivery notices will be provided to the school so they 
will know what items have been ordered, and an approximate date for delivery with any 
out of the ordinary instructions for the delivery. The school designee will check each 
delivery against the items listed on the purchase orders. The master equipment list will 
be used to identify the location for each piece of equipment ordered. The master list will 
� � � vide you with a building/room number for most items being purchased for the 
project.  
We are here to provide support and assistance to these people throughout the 
project to help them with any issues or questions that may arise regarding the 
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receiving process.  Communication between the school personnel and the 
Purchasing Department will determine the success of this critical phase of the 
project. 
 
Section II-C –  Inventory –  Definitions, Sample Documents 

 

Inventory: Fixtures and other tangible personal property of a non-consumable nature 
the value of which is $1000 or more and the normal expected life of which is 1 year or 
more. 
 
Property Custodians: School Principals and administrative department heads shall be 
custodians of the property assigned to their respective schools or departments. Proper 
custodians shall be responsible for tracking, safekeeping, and the proper use of the 
property entrusted to their care. 
 
Proper Custodian Designee: The designee is appointed by the Principal. This 
individual is responsible for the day-to-day maintenance of property records, ensuring 
that newly acquired assets are tracked and tagged, completing the physical inventory. 
This includes identifying items that are valued at $1000 or above, but have not yet been 
assigned an asset number. 
 
Section II-D –  New School Construction – Basic Steps 

 

1. Assign Inventory Designee that is: 
o Detail oriented, organized 
o Capable of keeping documents for tracking property and maintaining 

accurate records for audit purposes 
o Familiarity with a variety of school equipment 

2. Notify Inventory Specialist of designee and schedule the designee with 
training by contacting the District Trainer in the MIS Department. 

3. Advise all staff to communicate with and inform the Inventory Designee 
whenever a tagged item is moved.  This is vital to keeping accurate 
records. 

4. The Office Manager will have copies of all purchase orders and a 
spreadsheet of each item ordered. This is an excellent resource to cross- 
reference with when you receive the asset tags and asset detail from the 
Inventory Specialist. 

5. The most practical way to record serial numbers during receiving is to 
maintain a spreadsheet of the items valued at $1000 or above and record 
serial number and room number the item is being placed in.  Mark all 
inventory items CCPS with a permanent black marker. The tagging process 
will most likely occur after items have been distributed to classrooms. 

 
Section II-E –  Inventory Designee 
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The Inventory Specialist regularly receives notice of paid invoices for items meeting the 
criteria of tangible personal property. The item(s) are then assigned a property tag 
number. Property tag numbers are distributed to the inventory designee at the site to 
which the item was delivered along with an asset detail sheet. 
 
If you receive the inventory tag prior to the equipment being distributed to the offices or 
classrooms you may be able to identify and tag the item by corresponding the item with 
the spreadsheet maintained by the designee using serial number, room number the 
item will be delivered to, and purchase order number. 
 
If the equipment has already been distributed throughout the school you should be able 
to determine the building and room location of the property by cross-referencing the 
purchase order number with the spreadsheet. 
 
Verify and fill in the information on the spreadsheet and indicate NONE if the item does 
not have a serial number and/or model number.  Remember, these are items valued at 
$1000 or above. Contact the Inventory Specialist before tagging the item if it does not 
exactly correspond with the information on the asset detail. 
 
Affix the barcode tag in a visible location on the left front or left side (toward the front of 
the item) when possible. Next, write the tag number on the right front or right side of the 
item using a permanent black marker. The consistency of this method will facilitate and 
expedite the audit process. 
 
If the items to be tagged are purchased in sets or consist of more than one piece, all 
items in the set should be marked with the property number in permanent ink as well. 
The property tag should be affixed to the first of the series, most intricate part of the 
most expensive part of the set. 
 
Once all requested information is obtained, use the asset detail to record the 
information in TERMS in the Inventory Update on screen M210, which you will learn to 
use through the District Trainer in the MIS Department. (See example in this section). 
 

Helpful Inventory Hints 
 
The inventory process can be relatively easy if the inventory designee establishes a 
procedure and takes care of items in a timely manner by recording the information 
needed for inventory. The best tip is to keep up with this process as items are received. 
Otherwise, it can be an overwhelming task. 
 
One of the best ideas for inventory control is to get a 3-ring binder to keep copies of 
district and internal account purchase orders. Ask your office manager/bookkeeper to 
give you a copy of any purchase order that contains an item that will be included in the 
inventory. This way you will know what items you should expect to come in. When the 
items come in you can record the date and the building and room where the item is 
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placed along with the items serial number (if any) on the copy of the purchase order 
prior to receiving the tag. 
 
You should receive a barcode ID# tag and an Asset Detail Sheet that contains the 
information entered into the inventory system by the Inventory Specialist, within 30 days 
of receiving the item.  If you do not receive the addition worksheet and tag call or e-mail 
the Inventory Specialist to follow up. When the asset detail sheet with a tag attached is 
received, the item should be located as soon as possible. The information on the asset 
sheet should be compared with the information on the purchase order and on the actual 
item. Discrepancy in any of the information should be reported to the Inventory 
Specialist immediately. Some of the information items that should be compared are 
description, make and model, vendor, serial number if available, cost, and purchase 
order number. 
 
Each time you check an inventory item for any reason, you should have certain supplies 
with you. The first time you see the item after it is delivered, you should write “CCPS” 
on the item with a permanent marker. When you go to the item again to attach the bar 
code ID# tag, also write the ID# on the item with permanent marker. The equipment 
should not be defaced when you are tagging and writing “CCPS” and ID#. Place the 
identifying markings and tag consistently on like items so they are easily visible for 
future identification. When you put the tag and “CCPS” on the back or side of an item, 
and then put the item next to a wall or next to another item, you are creating extra work 
for the person trying to identify the item later. 
 
After you have properly tagged the item and written any updating information (model 
number, serial number, building and room location) on the Asset Detail Sheet, it is time 
to update the inventory files. Each inventory designee should have access to the 
TERMS on screen M210. In this system you will add building and room and notes to 
the comment section. If the event you notice in the system there is no serial number, 
please provide it to the Inventory Specialist to update the system. The completed 
worksheet is due to the Inventory Specialist as soon as possible. 
 
Ask the inventory designee to stress that everyone should notify you when an item 
moves within the school/department. This way you can update the building and room 
information in the Asset system, and the items can easily be found when auditors come. 
The correct location of the item is part of the auditing requirements. If an item is moved 
to or from your site, the proper paperwork must accompany the item, and a copy must 
be given to you and the inventory specialist immediately after the move. Suggested 
times for the Principal to cover this important information is at the beginning of the 
school year, the mid-year break and at the end of the year before summer break. 
 
Renovation of an Existing School Site 
 
The process of receiving new inventory items for a renovation is the same as outlined 
above for a completely new school with one exception. The existing school is still 
responsible for the items currently on their facilities list. 
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The school’s receiving clerk and inventory designee should be different individuals 
because of the large work load involved in each position. 
 

 MYTH – Contractors, or other facilities and departments removing fixtures and 
other tangible personal property from you school are responsible for 
documentation to transfer inventory items off your schools inventory list. 

 FACT – It continues to be the schools responsibility to provide the Inventory 
Specialist with documentation for removal of inventory items from the school 
during renovation. When documentation of transfer or equipment pick-up is not 
available or provided to the Inventory Specialist for proper disposition the 
items(s) must be reported as missing from the schools facility. 

 
Section II-F –  Use of Custodial Support during the Project 

 

The custodial staff hired for the school should be available and prepared to unload 
trucks and move items into areas designated as “staging” areas designated by the 
Principal. Equipment should not be moved into a room until the furniture has been 
placed. The vendor doing the furniture installation is not going to move boxes out of the 
way to place furniture in the room. 
 
Section II-G –  Assemble/Deliver & Set in Place Items 

 

Outside vendors will be responsible for most of the assembly, delivery and setup of 
administrative and classroom furniture. The Purchasing Specialist will notify you and 
your school which deliveries come “installed” and which will require your staff to deliver 
to the designated storage location and assemble by noting it on the purchase orders. 



 

MB202 CCPS-002-2005 
 

 
Cntr: 9530 EXCEPTIONAL STUDENT EDUCATION 

ASSET DETAIL 
FIXED ASSETS VERIFICATI ON 
(SORTED BY LOCATION ) M215 

 

GALARZJE 08/04/2005 15:24 PAGE- 8 

 
Asset Item 
00225718 1990110 

 
Description 
MISC FURNI-AUGMENTATIVE COMMUN 

 
Serial 
MN2000744 
Acqu: Date 

06/30/05 

 
Model Cntr Room Dept 

9530 
s 0 PO# Check# Life Orig Cost Curr Val 
0 D 303089 40834 60 2,550.00 2,550. 00 

V0000015681 DYNAVOX 
M0000002711 MANUF UNKNOWN 

Stat: Tg Cn Ds 
N G 01 

Last Inv Deleted Sold: Date Receipt Amoun t  
.00 

Mise: Salvage Adj Val 
.00 

Assemb ly Batch: Date ID 
.00 20050804 GALARZJE 

Depn: Fund 
100 

Acct: Expense 

Asset 
1340 

Func 
5200 

Depree Orig Cost DepnDate Fl 
1349 2,550.00 20050630 N 

Orig Cost 
100.5200.643.9420.P9424 2,550.00 

 
CENTER 9530 TOTAL 1 RECORDS 

 
2,550.00 ORIG COST 
 
 
 
 
 

}llPLE 

 
2,550.00 CURR COST 
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" <) AJfPLE

I

s

 

 

ij \ J)i 

 
 
 
 

,   '-'3\.c;..Uut    1 r.111 

Naples,  Floroda  3-ll 09 ll.\ :. 

0 Cethcr_fuu     PH:  (239)  377-0047,  t·X:  (239)  177-0074 Specn l lns:rucllons: 

PlEASE I AIL ALL INVOICES IN DUrLICATE 

 

v V000001568  1 
E DYNAVOX 
N DIVISION  OF  SUNR I SE MEO 
D 2100 WHARTON ST STE 400 
0 

 
 
 

-9530 239-377-0130 
EXCEPTIONAL STUDENT 

H T 5775 OSCEOLA TRA I L 
I 0 
p 

I( PITTSBURG PA 15203 
 
 

FEOEnAL I.D. OR SOCIAL SEI:ll llY !lUMBER: E -2)11r381f53 

NAPLES FL 
 

 
TAX EXEM?T 110. 2 1-00-0 19991-53C 

A 13il126 (FEDERAL)FEID 59-6000, 7 

 
Item Description 

Mt i;._E-USA  \INI \0 H/MALE VOICE 
AND PCS 

EA CC-ACC-MN4 MINIMO USER 
ACCf.SSIBLE CARRY CASE 

---FREE SHIPPING--- 
FOR STD. #278658 J .E . @ NHS 

 

ASS I ST I VE  TECHNOLOGY 
Rl\liOY    \ART I NS/MH 

 
-Unit P1·ice 

2.495- 0000 
 

')').0000 

 
Extended   Amount 

2,495.00 
 

55 - 00 

 
PROPERTY OF 

COLLIER COUNTY 
PUBLIC SCHOOLS 

225718  
 
 
 

BID# I QUOTE#: 
Quotation attached 
Oynavox phone# 1-866-396-2869 

 
QuesLion, please contact Ceci 1ia@ 239-377-0089 

 

 

REOUIS ITIOfl #I  DATE: 
lj_F 

 
 

IGIIATURE (requ ire ): 

 
SUPEiliiiTEIIOUIT OF SCHOOLS 

 

Thrs ru•rch< se order 15 not Vdhd unlt:.;s it cmrics an 
aulhc,r•zud  ionature 

 

T!l;  OISTRICI  S IIOOL  UOA.RO  or COIIIFR  COIIrHY  IS  AH (QUAL  ACCf.SS /EQUA l OP!"'OHTUWIY  IM:rtliH\i)l  ron EllUCA liON  M4U Bl.f'lOYf.tU, 

 
ACCOUNTS PAYAOI.E COPY 
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Panel: 
 

Inventory: Date 
09122005 

M210. Inventory Update  y: 2005 

Cntr Room Dept 

 
Asset 
 
00208316 

Item 
 
1990438 

Serial Number/Item
 

CNF4401T7Y 

Desc Cntr Room 
 

0051

Dept 

00215964 0180401 0000 0051
00223333 0280646 J8445700137 0051
00223334 0280646 J8445700138 0051
00223493 1990438 CNF4421N79 0051
00223530 1990438 CNF4451KSF 0051
00223547 1402279 32210191 0051
00224382 0180495 F438G4Y1452 0051
00224383 0180495 F38G4Y1446 0051
00224384 0180495 F38G4Y144 0051
00224499 0183449 10532170 0051
00224500 0183449 10532171 0051 

 
1=Hlp 
Page full. 

 
3=Exit 4=Prpt 5=Refr 
F7/F8 to continue . 

+ 
7=Bwd 8=Fwd 9-Serl/Desc  11=View 12=Esc 

Sys 09/12/2005 10:09:42 GALARZJE 



 

S
E

C
T

IO
N

 3
 

S
E

C
T

IO
N

 2
 

S
E

C
T

IO
N

  1
 

SAMPLE 
 

PROPERTY RECORD TRANSFER REQUEST 
 

 
 

Transfers will only take place when this form is complete. 
Incomplete forms will be returned to the School or Department where the property originated. 

 
Property Record # Serial Number 

Description of Item 

FROM  (Originator)  

 
School/Department 

Location # 

 

Signature Date 
(Principal / Department Head) 

 

TRANSFER TO: 
School/Department 

 
 

DELIVERED BY 
 

 
(Please Print Name) 

 

Signature Date 
 

 
 
 

TO   (Received by)  
 

School/Department 

 

Location # 

 
Signature Date 

(Principal / Department Head) 
 

 

This form is to be used by all Schools and Departments transferring school property and must be 
signed by the School or Department transferring and receiving the equipment. 

 

u The School or Department Originating the transfer of property will complete Section 1 and keep 

the GOLD copy for their records. 
 

u The person Delivering the property will complete Section 2 and keep the PINK copy. 
 

 

u The School or Department Receiving the property will complete Section 3, keep the YELLOW 
copy and forward the WHITE copy to the Asset Management Department. 

 

FOR ASSET MANAGEMENT DEPT. USE ONLY: 
 

Approved for Transfer Date 
 
 

WHITE: Finance/Accounting Dept. YELLOW:  Receiver PINK:  Delivery GOLD: Originator 
 

31116 Revised 02/15 Please print on 4 part NCR paper, thank you   
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Please make sure that your custodial staff does not unload trucks that a vendor 
has been paid to unload, such as classroom and administrative furniture.  Truck 
drivers will most likely request your aid, and some may even tell you it is your job 
to unload and will threaten to drive away.  If the driver refuses to unload their 
truck, call the Purchasing Specialist assigned to your project and they will 
contact the appropriate parties to resolve the issue. 
 
Section II-H –  Moving in Teachers and Staff 

 

The district will assist in moving the teacher’s classroom materials from their current 
school to the new facility. Teachers must pack their own boxes and move their personal 
items. Neither the movers, nor district staff will be responsible for any personal items 
that are lost or broken in the move. 
 
Most teachers choose not to wait for the warehouse staff to move them into their new 
classroom, they move the items themselves as soon as they are assigned a classroom. 
 
Teachers and staff should be discouraged from bringing any old furniture and  
equipment into a new facility. They should have all the new furniture and equipment to 
meet their needs in a brand new facility. The older items will appear out of place and 
detract from the newness of your facility. This is a great opportunity to encourage your 
staff to clean out their personal and curriculum related items for a fresh start at their new 
school. 
 

IMPORTANT NOTE TO STAFF 
 

ONCE ITEMS ARE ORDERED, RECEIVED, AND PAID FOR, TEACHERS DO NOT 
HAVE THE AUTHORIZATION TO RETURN ITEMS TO THE PURCHASING 
DEPARTMENT OR TO THE VENDOR TO REQUEST A DIFFERENT ITEM BE 
ORDERED FOR THEIR CLASSROOM.  A DISTRICT SPECIALIST ALONG WITH 
THE PRINCIPAL OF THE SCHOOL HAVE APPROVED EACH AND EVERY ITEM TO 
BE USED IN THE TEACHING OF CURRICULUM FOR THE SCHOOL AND CANNOT 
BE CHANGED BECAUSE OF A PERSONAL PREFERENCE OF A SINGLE 
TEACHER. 
 
Section III-A –  Supply Items –  Non-Capital Items 

 

This section provides some guidelines for the solution of the ever-present problem of 
distinguishing between supplies and equipment. These guidelines consist of criteria for 
classifying an item as a supply, criteria for classifying an item as equipment, a list of 
supplies, and a list of equipment. Equipment built-in or fixed to the building or grounds 
are considered a part of the building or land improvement, and are to be charged to 
those respective accounts. 
 
Criteria for Supply Items 
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A supply items is any article of material which meets any one or more of the following 
conditions: 
 

1. It is consumed in use and has a life expectancy of one year or less. 
2. It loses its original shape or appearance with use. 
3. It is expendable, that is, if the article is damaged or some of its parts are 

lost or worn out, it is usually more feasible to replace it with an entirely 
new unit rather than repair it. 

4. It is an inexpensive item, having characteristics of equipment, whose small 
unit cost makes it inadvisable to capitalize the item. Any item costing less 
than $100 shall be classified as a supply. 

 
Criteria for Equipment Items 

 

1. It retains its original shape and appearance with use. 
2. It is nonexpendable, that is, if the article is damaged or some of its parts 

are lost or worn out, it is usually more feasible to repair it rather than 
replace it with an entirely new unit. 

3. It represents an investment of money which makes it feasible and 
advisable to capitalize the item. 

4. It is valued over $1000 (see section on Inventory for guidelines). 
5. It does not lose it’s identity through incorporation into a different or more 

complex unit or substance. 
 
Because of the requirements that prohibit the purchase of supply items from 

construction 
funds, the following items are a few examples of what we cannot purchase using the 
funding source: 
 

 Staples, tape, crayons, pencils, pens, paper, garbage bags and liners, and any 
other items that meet the above criteria. 

 

 
 

Section III-B - Final Stage – Walk-Through, Approved Additional Items, 
and Resolution of Damaged Goods 

 

Furniture Walk-Through – After vendors have installed and set in place the classroom 
and administrative furniture, the Purchasing Specialist will perform a walk-through by 
building and room, with the vendor’s representative and the Principal to verify that the 
furniture has been correctly assembled, is damage free, and that the proper items and 
quantities have been placed in the designated area, and the Principal is satisfied. If 
during the walk-through there are items that are damaged or unacceptable, the 
Purchasing Project Specialist will contact the vendor to make arrangements for 
replacement items to be delivered to the school. 
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Additional Items Required (if any) – Sometimes at the end of the new school project 
there will be some items that are required to the opening of the school, and were 
inadvertently left off the master list. This may be due to an oversight or to an 
unforeseen change in the planned curriculum, and/or to the use of a particular room in 
the school. The Purchasing Specialist assigned to your project will work closely with the 
Principal to get approval for any last minute orders that may need to be placed. Our 
goal is to complete the project within budget and on time. 
 
Final Stage – End of Project – Resolution of Damaged Goods - The last phase of 
furnishing and equipping a new school is to follow-up on all of the dangling items such 
as returned goods, late deliveries, outstanding invoices, etc. The Purchasing Specialist 
along with the Office Manager at the school will go through the entire master list to 
determine what items have not been delivered and/or paid. If there are any outstanding 
payments to be made the Accounting Department may contact the school requesting 
documentation. If the items have been received the vendor can be paid. The Office 
Manager and the Purchasing Specialist will work together to determine what is left to do 
and how to resolve all pending issues. 
 
Section IV-A -Vendor Relations and Site Visits to your New School 

 

If you allow a vendor to tour your campus or to give you a quote for their products, you 
must also give any other vendor who inquires to have access to your school the same 
courtesy.  You are required to refer ALL vendor inquiries to the Purchasing 
Department and let us deal with the sales representatives – that is our job.  We 
do not want to incur any liability to the district of a vendor bid protest for giving, or 
having given the appearance of, one vendor being show preferential treatment over 
another vendor. 
 
SCHOOL BASED PERSONNEL ARE NOT TO CONTACT VENDORS DIRECTLY TO 
ASK THAT AN ITEM PURCHASED FOR THEIR SCHOOL BE  “SUBS TITUTE D  
OR  
 S W AP P E D OUT”  FOR A DIFFERENT ITEM, OR TO ASK THAT A CREDIT BE 
GIVEN SO THEY MAY BUY SOMETHING ELSE FROM A DIFFERENT VENDOR FOR 
THE SAME AMOUNT OF MONEY.  THE PURCHASING DEPARTMENT IS THE 
ONLY ONE AUTHORIZED TO MODIFY A DISTRICT ISSUED PURCHASE ORDER. 
 
Section IV-B - Sample Documents –  Purchase Orders, Receiving Documents 

 

After the master list has been signed off by the Principal and Purchasing, purchase 
orders will be prepared by the designated Purchasing Specialist for the items on the list. 
The school will receive a copy of each purchase order (pink copy), released to be used 
when the goods are delivered to the school.  It is important that your receiving staff 
matches the delivery quantities to the purchase order quantities and to the packing slips 
that are contained in the shipping cartons. There is a full description of each item being 
ordered along with an item number on the purchase order or an attachment that should 
match up to the vendor’s description and/or item number.  If you are short or over or if 
any items do not match the purchase order and there is no indication of a back order or 
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a substitution of an item due to a discontinued item, contact the vendor and mark the 
date, phone number, extension, and name of the person you spoke with along with a 
brief note so you can follow up within a month on the pink. If you are having trouble 
matching up the items, please make a note of it and contact your Purchasing Specialist 
and they will help you decipher what you have received. Once items have satisfactorily 
been received, the Principal will sign off on the pink copy of the purchase order and 
forward to the Accounts Payable Department for payment. 
 
Your school personnel should become familiar with the layout of the purchase orders as 
well as sign up for computer training in our Technology Department to become familiar 
with the use of the TERMS system. 
 
Document samples contained in this section include: 
 

 Purchase Order (Attachment A) 
 Vendor Packing Slip (Attachment B) 
 Vendor Invoice (Attachment C) 

 
Section IV-C - Payments to Vendors 

 

The Accounting Department is responsible for seeing that all invoices against purchase 
orders issued for the new school project are receipted and paid in a timely manner after 
delivery and acceptance.  No invoice will be paid until the Accounting Department 
has received proof of receipt from the school (pink copy of purchase order) and a 
copy of the invoice from the vendor, so this must be a priority in the process of 
opening a new school. 
 
Once the pink copy of the purchase order and the invoice are received, the Accounting 
Department will compare the two documents to the purchase order. They will verify that 
all items have been received at the school, and that the price being charged by the 
vendor on the invoice is the same as the price on the purchase order. If there are any 
discrepancies the Accounting Department will contact you to resolve. 
 
Vendor Questions Regarding Payment 
If a vendor contacts the school regarding payment please refer them to the Accounting 
Department. 
 
Section IV- D -Warranties 

 

Some items ordered for your new school will come with a product warranty. Either the 
warranty is implied, or there may be a warranty card shipped with the product. If it is 
necessary for a warranty card to be filled out, it is the school’s responsibility to assign a 
designee to complete the information required and send it to the vendor. Many vendors 
now have an on-line registration for warranties for fast and easy filing (print a copy for 
your records). It is up to the Principal to assign a designee to complete this task and 
organize the information, keeping it available at the school for future use. 
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DO NOT SEND THE WARRANTY CARDS TO THE PURCHASING DEPARTMENT. 
KEEP THEM AT YOUR SCHOOL. 
 
SECTION V - RECEIVING 
 
Section V-A - Receiving Setup Area –  Getting Started 

 

PRIOR TO SCHOOL PERSONNEL MOVE ON-SITE 
 
A furniture/equipment ship date will be established by the contractor and Facilities 
Management. This date will be noted on all purchase orders as “SHIP AFTER”. 
Vendors may attempt to deliver boxes before the “SHIP AFTER” date.  If a school is not 
set up to accept these shipments, they should be refused and told to deliver AFTER the 
established delivery date.  If an item is required PRIOR to the Principal moving on to the 
school site, the item will be shipped to the Principal’s temporary location (Administration 
Center). If any of your staff accepts these early shipments and you don’t have a 
designated place to store the item(s) at the new school site, the Principal will have to 
take 
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v 
E 
N 
D 
0 
R 

 
V0000014717 
ENCORE BROADCAST 
2104 W . KENNEDY B LVD. 

 
TAMPA FL  33606 

s 
H T
I  0
p 

 

Quantitv Unit Item Description Unit Price Extended  Amount 
2 
1 

EA 
SHIP 

PANASONIC AWE-650 3CCD CAMERA
SHIPPING  (INCLUDED) 

3.998.0000 7.996.00 

 

ID# I QUOTE#: Sf.? o e, 2UU3 
CCPS BID #9-7/05 

I TOTAL 7.996.00 

 

RF FUND FUNC DBJ CNTR PROJ AMOUNT
 

 
 
 
-   

1 00 772C b41 9270   7.991>.00

 

-!"HE DISTRICT  SCHOOL  BOARD  OF COLLIER  COUNTY 
C/0  Business  Services  Department 
5775  Osceola  Trai l 
Naples,  Florida  34109 

 
Purchase Order Number:  06307465 

 
Dale 07/25/05 Page 1  of 

 
PH:  (239)   377-0047   FX:  (239)  377-0074 Special Instructions: 

 
PLEASE MAIL ALL INVOICES IN DUPLICATE 

 
 

-9270 239-377-0182 
D I ST COMM & INFO OFFICER 
5775 OSCEOLA TRAIL 

 
NAPLES F L  34109 

 
 

FEDERAL I.D. DR SOCIAL SECURITY NUMBER : E -593081792 
TAX EXEMPT NO.21·00·019991-53C 
A 188126 (FEDERAL)FEID 59-6000557 

 
;v 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

B 
 
 
 
 
 

REQUISITION H  I DATE· 9270-00016 07/11/05 

l>sNK 
COPY 

 

 
 
 
 

Ol BOARD OF  COlliER  COUNTY  IS AN EQUAL  ACCESS QUAL OPPORTUNITY INSTITUTION FOR EDUCATION AND EWPI.OYWEHT 
()i,.tribvti.01: Whit •-V•nd . Y ..n-Acii:OIIftls Pll>fable, Pilok-R.cefviftg 

RECEIVING   COPY 
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. .. . . . .. . 
. .. .

. ..

f:N(.;UHl: BROADCAST EQUIPMENT SALES, INC. 

1 1:::1:   ;1;:: ;:::;::; ::;::,:;,: :,:;:::-:::::::: ::: :: 

 

 
Shipper ID TS0013111 
Sales Order No. T000025711 

WORLDWIDE DISTRIBUTORS OF PROFESSJONALA/V EQUIP7' Order Type Tampa  Sales 

2104 W. Kennedy Blvd. 
Tampa, FL  33606 
Phone:  (813) 253-2774 
Fax: (813) 254-5907 

 
 
 
 
 
 

CIO BUSINESS SERVICES 
COLLIER COUNTY PUBLIC SCHOOLS 
57750SCEOLA TRAIL 
NAPLES, FL 34109 

Customer ID COLLIE-02 
Print Date 8/22/05 

 
 
 

 
 

 
COMMUNICATION & INFO OFFICE 
COLLIER COUNTY PUBLIC SCHOOLS 
57750SC EOLA  TRAIL 
NAPLES, FL 34109 
(239) 436-6444 

 

 
 

Notes: PAGE  1 

: - . : 
All Freight Charges Included UPS Ground LEANNE ZINZER 06307465 

- . . 
8/11/05 Net Due - 30 Days DOUG TAYLOR 

... : .... J
 

TPA-A No 
 

J    
 

OI)Q/)1   PAN I\WE650 2 EA 
PANASONIC AW-E650. 1/2" CONVERT IBLE CAMERA 

Notes: I 
Serial Nos: vG5TJM0022, G5TYA0040 i/ 

y 

,;  .: ;u,••••Itf ·)Jfmli:- 

TPA 

 

 
 
 

 
 
 
 
 
 
 
 
 

Boxes _j Pulled J    

Total   Weight I Inspected  J   

Charges _j Packed     
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. .. .
.' .. •

.

 

J.'\0 

ENCORE BROADCAST EQUIPMENT SALES , INC. 

 
WORLD DE DI511UB U10RS OF PROFESSI!! ; ! L..... 

2104 W.Kennedy Blvd. 
Tampa. FL 33606 
Phone: (813) 253-2774 
Fax: (813) 254-5907 

 
 
 
 

Invoice No. TN0010991 
Dale  8/23/05 

Order No. T000025711 

Shipper 10 TS0013111 

Order Type Tampa Sales 

Custome r iD COLLIE.()2 

Due Dale: 9122/05 
 

MM :J !I!(t 
 
 

C/0 BUSINESS SERVICES 
COLLI ER COUNTY PUBLIC SCHOOLS 
5775 0SCEOLA TRAIL 
NAPLES. FL 34 109 

COMMUNICATION & INFO OFFICE 
COLLIER COUNTY PUBLIC SCHOOLS 
57750SCEOLA  TRAIL 
NAPLES. FL 34109 
(239) 436-6444 

 

 
 

. :  .. ..' ' : 

. .
PA

.
GE   1 

All F

.
reight Charges Included UPS Ground LEANNE ZINZER 06307465 

8111105 Net Due • 30 Days DOUG TAYLOR TPA·A 

... : ' ' 
.. 

' 
.. 

' 
.. 

PANAWE650 2 EA 
PANASONIC AW-E650. 112" CONVERTIBLE CAMERA 

Serial Nos:      G5TMA0022. G5TYA0040 

2 3.998.0000 0.00 7.996.0000 

 
 
 
 

 
 
 
 
 
 
 
 
 

Sales Total 7.996.00 

 
A res tocking charge of 20% may be applied to al merchandis erefused, cancelled or returned. 
unless return is for manufacturer 's warranty repair / replacement. Credit cards will not be accepted 
for payme nt unless speci6ed in the "TERMS" section of  this quote. Price does not include 
installation. training, sales tax,or shippin!l"handling charges (unless otherwise speci6ed.) 

...Please reference our Invoice number on all payments. 

••please Note: AJI past duo invoices will be assessed a 1.5Y. Interest charge. 

 
Shipping & Handling 

Misc. Charges 

Tax Total 

 
Less Paid Amount 

 
0.00 

0.00 

0.00 
7.996.00 

0.00 

THANK YOU FOR YOUR BUSINESS TOTAL 7.996.00 
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them to his/her temporary location, store them there, and then move them back to the 
school when you have a place to store them, or worse, they may get lost before the 
school even opens.  If a Principal or other school district employee signs for an 
item – we own it and have to pay for it. 
 
MOVING ON THE NEW SCHOOL SITE 
 
Based on the date given for the Principal to move on site, the Purchasing Specialist will 
arrange for the personnel on staff to have their furniture delivered and installed.  One of 
the first deliveries to be made will be your material handling equipment. This equipment 
will be vital to your custodians in moving cartons to and from areas in the receiving 
area. 
 
Other items you will need to have on hand for taking receipt of goods are pens, large 
black markers to mark cartons with the department/room numbers, highlighters to mark- 
off lines on the master spreadsheet or on the purchase orders, writing tablets, box 
cutters, scissors, scotch tape, strapping tape to re-seal cartons, staplers and staples. 
These items are to be purchased by the Principal out of his/her startup funds provided 
by the Budget Department. 
 
As mentioned before, it is a huge task to track and keep up with literally hundreds of 
boxes of furniture and equipment being delivered. Your receiving personnel will need 
the support of all of us to help organize and maintain a sense of structure to the 
receiving area as deliveries are being made. It is very important that everyone who will 
be helping understands the procedures and handles the receiving tasks in the same 
manner. 
 
The receiving personnel will need to be issued a walkie-talkie (purchased through the 
school’s capital funds) to communicate with Principal and custodial staff to coordinate 
delivery of furniture and equipment. An established time frame needs to be established 
for time of deliveries. Many vendors/trucking companies will call and inquire as to your 
hours for accepting deliveries. 
 
Section V-B - Material Handling Equipment 

 

The material handling equipment that will be necessary for receiving shipments and 
distributing items to classrooms will be ordered by the Purchasing Specialist prior to the 
expected beginning delivery dates for the school. The materials handling equipment will 
consist of such things as hand trucks and dollies. The delivery of these items will be 
done to coincide with the Principal and his/her staff moving on site. 
 
Your custodian and receiving personnel need to be very careful about lending out this 
equipment to outside trucking company employees, contractors, and/or sub-contractors 
that are finishing up the school – you might not get them back. It is suggested that your 
staff use a permanent black marker and write the school’s initials on the equipment. 
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If you have not received these items prior to the established start date, please contact 
the Purchasing Specialist so we can follow-up on the delivery of the items. 

 
 
 
 
Section V-C - Security of Furniture and Equipment 

 

The Principal and receiving personnel are normally the people responsible for the 
security of the new furniture and equipment being delivered to the school. They are 
charged with making sure that the secured area is locked any time they are away from 
this area. There have been items such as tools, hand trucks, TV’s, VCR’s, computers, 
etc. taken from various construction projects over the years. 
 
It is critical that inside lockable storage is available to store small items that are of value 
on the open market or at someone’s home. Most of these items are pieces of electronic 
equipment. MIS staff will work with the Principal in securing technology equipment as it 
is delivered to the site. 
 
One common way for a thief to take smaller items is to put them in empty boxes that are 
being taken to the trash area. The thief can later return to the site and take the items to 
their vehicle at the end of the day or later that evening. If trash is piling up and 
accumulating in the dumpster area, periodic inspections of “empty” boxes by your 
custodial staff is advisable. 
 
Another time that is opportunistic for thieves is when the TV’s, VCR’s and DVD’s are 
being installed into the offices and classrooms. We are responsible for putting these 
items in the room to be mounted by the district maintenance staff. These items should 
only be put out a few at a time, and if other crews have access to these rooms during 
this period extra care should be taken to safeguard these items. While we do not want 
to hold up the crew assigned to mount the equipment in these rooms, we don’t want 
items still in boxes to be easily accessible to thieves. 
 
Section V-D - Accepting Deliveries 

 

Trucking companies, UPS, U.S. Mail, and Fed Ex, etc. will be making deliveries to the 
new school. The instructions drivers are given will depend on what items they are 
delivering. 
 
TRUCKING COMPANIES 
Curbside Delivery – Driver is only responsible for bringing the load to the edge of the 
truck. You are responsible for taking it off the truck and bringing it to your receiving 
area. Count the number of cartons and note any damages to the boxes on the delivery 
notices BEFORE you sign them. 
 
Inside Delivery – Driver is required to bring the items inside to your receiving area. 
You are responsible for counting the number of packages and signing for that number of 
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cartons received.  If there is a discrepancy in the number of boxes delivered, or if there 
are any visible signs of damage, make a note of it on the delivery slip BEFORE you sign 
it. 

 

UPS / US MAIL / FED EX / PARCEL SERVICES: 
These companies are responsible for drop-shipments only(usually to a front office or 
receiving area). You are responsible for counting the number of packages and signing 
for the number of cartons.  If there is a discrepancy in the number of boxes delivered, or 
if there are any visible signs of damage, make a note of it on the delivery slip before you 
sign it.  It is up to school personnel to move these packages to the designated receiving 
station. 
 
Vendor Install – Place the carton(s) away in a secure location, or show the driver 
where to stack his products. Check for any visible damage to the exterior of the boxes 
and note it on the delivery paperwork.   DON’T  O P E N T HE B OXE S  FOR A  V E 
NDOR  INSTALL DELIVERY – W e d on ’t o wn it ye t.  The vendor will handle 
unpacking the items and checking for any damage as they do the installation. If there is 
a problem, the vendor will take care of it. 
 
Non-Install Items - These items include most of the equipment purchased from the 
master listing. The school is responsible for checking each item to make certain that 
what is delivered is what was ordered on the purchase order, and that the quantity 
delivered also matched the purchase order. 
 
How to Look Up a Purchase Order – 

1. Purchase Orders are filed in alphabetical order by vendor in binders 
(remember some of the items are being shipped directly by a manufacturer 
and the PO may not be issued to that company).  If you cannot find a 
purchase order in your vendor file, call your Purchasing Specialist. They will 
help you locate the correct PO for that delivery. 

2. Look for a packing slip on the outside/inside of the cartons. There will usually 
only be one packing slip per shipment, so if you have 10 boxes it could be in 
any one of the ten boxes.  Sometimes a box will indicate “packing slip 
enclosed”. 

 
3. The PO# should be shown on the packing slip. Sometimes it is also written 

on the mailing labels attached to the boxes. 
a. If you locate the PO # and do not have a copy in your vendor file, 

please call the Purchasing Specialist so we can send you a copy of it. 
b. If you cannot locate PO # on the packing slip or cartons, call 

Purchasing and we will help you determine which order that delivery 
goes to. 

 
Once I Find The Purchase Order – What Do I Do? 
 

1. Checking in the items – Carefully cut open the boxes. 
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2. Compare the item description, color, and quantity listed on the purchase order 
to the items in the box. 

3. Are the items delivered received COMPLETE or INCOMPLETE? 
a) Complete PO - Note on copy of the PO that all items on this PO 

have been received in full. 
1. Have the Principal sign the purchase order indicating that you have 

all the items. 
2. Make a copy of signed, dated completed PO. Attach packing slips 

to your copy. 
3. Forward the PO to the Accounts Payable department. 
4. File your copy of the completed purchase order in a Completed File 

Section so you won’t have to sort through it when looking for an 
open PO. 

b) Incomplete PO – Remember, not all items are shipped at the same 
time. A vendor may ship items in multiple batches – check for 
shortages. 
1. If the quantity you received does not match what was ordered, 

make a note on the copy of the PO for that line item indicating the 
number that was delivered and the date it was received. Most will 
note B/O (backordered) on the packing slip.  If it does not indicate 
there is a backorder contact the vendor. 

2. If it is appropriately noted as a backorder do not call the 
vendor - if the missing items are not received in a timely manner, 
then call the vendor (phone number will be listed on the packing 
slip or can be accessed through TERMS panel A206. 

3. If you receive some of the items listed on the PO but not all of 
them, mark the lines on the PO that are complete by circling or 
highlighting them and showing the date they were delivered. Leave 
that PO in your active file because it is still “open”.  You will need it 
when the balance of the items is shipped to your school. 

4. After every item on the PO has been received send the 
completed paperwork to Accounts Payable, and file your copy of 
the PO in your completed file section. 

 
4.  MARKING CARTONS FOR STAGING AREA 

LABELING THE BOXES – After you have checked the items in that do not 
require installation, you will need to mark the outside of the boxes with the 
area that is shown on the master list. Remember some of the boxes will 
contain items for more than one grade level or for more than one area. These 
boxes will have to be separated so that each grade level and/or area gets the 
proper items for their rooms. 

 
After the boxes are labeled they can be stored in a secure location until 
construction is complete and ownership has been turned over to the district. 
Each area such as Art, Science, PE, etc. should have a designated location in 
the building to temporarily house the items you will be receipting. 
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Section V-E - Distribution of Furniture & Equipment 
 

When the floors have been waxed and the furniture installed by vendors (where 
applicable), the custodians can begin moving the equipment items into the rooms in 
which they belong. Clean up of the debris is the responsibility of the school personnel 
assigned to oversee the distribution of items throughout the school. It will consist of 
properly disposing of cardboard boxes and making sure the area is clean and free of all 
trash. 
 
Section V-F - Damaged and Return of Items 

 

If a delivery is made and you can see damage to the exterior of the carton or box, you 
should indicate the damage on the delivery ticket (bill of laden) you are asked to sign by 
the delivery person. You should write on the paper 2 – boxes crushed, or 1 carton with 
hole in side, or whatever the damage is that you can see at the time of delivery. Many 
times there may be a crushed corner, but the items are not damaged because the 
inside packing has protected it, we want to be reasonable.  However, if the box is 
demolished – DO NOT ACCEPT IT.  Send it back to the vendor.  You don’t need to 
open and inspect the damaged boxes right away. By indicating there was damage on 
the delivery ticket, the vendor will know that there may be a damage claim pending for 
items that were delivered. 
 
After you open the box to inspect the items, you will need to let Purchasing know if any 
of the items are broken or damaged.  You should write this on the delivery notice and 
make a note to yourself to let us know.  Any damaged or broken items will need to 
be kept in a separate designated area for damaged/return goods so that the items 
 ma y be  re turne d  upon  a  ve ndor’s  re ques ts .   M ake sure that the box 
the items were shipped in is kept until after the replacement items are 
received. 

 

If items are delivered damaged and you do not let the vendor know, we cannot go back 
to 
the vendor 3-6 months or later and claim the item was delivered damaged. We have an 
obligation to notify the vendor immediately if the items are not received in good 
condition. 
 
Reminder: 
The Purchasing Specialist will assist the school to resolve any problems that may arise 
during the receiving phase of the furniture and equipment deliveries for your school. 
NO CHANGES TO A PO ARE TO BE REQUESTED DIRECTLY BY THE SCHOOL – 
ONLY PURCHASING HAS THE AUTHORITY TO MODIFY OR ADD TO A VENDOR’S 
PURCHASE ORDER. 
 
Section V-G - Receiving Definitions 
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1. APPARENT DAMAGE – Items that are delivered with visible damage to the 
outside of the cartons. Examples are water damage, crushed boxes, or holes in 
the carton. 

 
2. BACK ORDER – Any past due, unfilled portion of a purchase order. Vendors 

may ship in multiple installments due to inventory stock-outs. 
 

3. BILL OF LADEN – A shipper’s receipt for goods. The contract between the 
shipper (our vendor) and the freight carrier who will deliver the goods to the 
school. 

 
4. CONCEALED DAMAGE – Items that are later discovered damaged inside a 

carton that does not have any visible damage to the exterior of the box. This 
type of damage is usually found at the time items are being verified for accurate 
quantity, color, size, etc., prior to being marked for distribution.  Keep the box(s) 
until the issue is resolved. 

 
5. CURB/TAILGATE DELIVERY - Delivery drivers are only required to bring the 

items to the edge of the truck. Designated school personnel are responsible for 
unloading and bringing the boxes to the receiving location. 

 
6. INSIDE DELIVERY – The delivery driver (vendor) is responsible for unloading 

and bringing the boxes inside to one location. All UPS and Fed Ex deliveries are 
considered an inside delivery. 

 
7. INSTALLATION BY VENDOR – Some items we purchase will be setup and 

installed by the vendor.  The vendor is responsible for unloading and bringing the 
boxes inside to the designated receiving location for safekeeping. DO NOT 
UNCRATE OR UNPACK ANY OF THESE ITEMS. 

 
After receipt of the items, the vendor will send an installation crew to the site to 
assemble and distribute the items to the specified locations. 

 
8. PACKING LIST (SLIPS) - Document supplied by the vendor or shipper that 

itemizes the contents of a particular package or shipment. Details typically 
include the item description, part number, quantity shipped, and the quantity on 
back order, if any. This list may also reflect if an item is no longer available, out 
of print, discontinued, or obsolete. Make sure you note that information on your 
purchase order. 

 
9. PARTIAL ORDER – Quantities shipped that are less than the total number 

ordered. 
 
SECTION VI - SPECIAL AREAS 
 
Section VI-A - Food Service Items 
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The PO’s for the cafeteria will be issued by the District Food Service Department (for 
the most part). The copies of these PO’s will be included with all other copies of vendor 
PO’s in the alphabetical file given to your receiving personnel.  Make a copy of the PO 
and give the copy to your Food Service Manager to check in the items as they come in. 
Have this person sign the copy of the PO when it is completed and give back to the 
receiving person. 
 
Section VI-B - Media 

 

For budgetary purposes the number of book titles per student are per SAC Standards. 
Various companies will deliver books, videotapes, and DVD’s in large quantities to the 
new school based on the district’s approved materials for your school level.  Some of 
these items have been pre-processed with bar codes; others will have to be processed 
by your on-site media specialist. All books and audio visual materials will have to be 
scanned into the school’s Circulation system, which is a very time consuming process. 
 
Section VI-C - Technology: Computers, Telephones, Printers, Labs 

 

Information will be provided by the Management Information Services Department. 
 
Section  VI-D - Textbooks 

 

The Curriculum and Instruction Department will order textbooks from the Florida School 
Book Depository and other vendors for your new school. Orders are shipped directly to 
your school and will be distributed by school-based personnel. 
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BAND UNIFORM BID 
PROCESS 
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Band Uniform Bid Process Procedures 
 
1. The bid process will begin with an Introductory Meeting between a Buyer from the 

Purchasing Department, the Coordinator of Fine Arts, the band director, band 
booster, and/or committee members who will be involved in the decision making 
process for band uniforms. The purpose of this meeting is to make introductions, go 
over the bid process, to gain knowledge of the Booster’s financial situation, and to 
begin discussions as to the design of the new band uniform specifications. 
Additional meetings may be necessary to finish the specifications and will be set 
based upon the convenience of everyone involved. 

 
2. A Vendor Meeting (if necessary) will be set up at the introductory meeting. The 

Buyer will invite a vendor to meet with the committee members to assist with the 
design of the uniform and the writing of the specifications. This meeting will allow 
the committee members to ask any questions about the design or construction of the 
new uniforms. The vendor will be selected by the Buyer via a random drawing. 

 
3. The specifications will then be completed and incorporated into a formal bid by the 

Buyer. Please note that the specifications may come directly from one of the 
vendors, however, the vendor who will supply the specifications will not be 
guaranteed any award. The selected vendor may be asked to supply a copy of 
detailed specifications as well as sketches in order to aid the bidding process. The 
bid will be mailed out and advertised according to state and federal laws for 
procurement. Vendors will be required to submit a sample stock uniform which will 
be evaluated for construction purposes. Vendors who have supplied the District with 
uniforms within the past two years will not be required to submit a stock sample 
uniform. An exact sample uniform will be required by all vendors for the committee’s 
evaluation. 

 
4. An evaluation meeting will be held, if necessary to evaluate any stock sample 

uniforms, approximately 15-20 days after the bid has been posted. 
 
5. The Evaluation Meeting will be held, approximately 30-40 days after the bid has 

been posted. This meeting will evaluate the exact sample uniforms from each 
company. The company will submit its uniform to the Buyer, and no one else. Any 
uniform that was submitted prior to the bid being sent out, or not sent directly 
to the Buyer, is not considered part of the official bid process and will not be 
considered. Any company that does not submit a sample uniform may be 
disqualified from the bid altogether. The buyer will mark the uniforms “A, B, C…” 
The committee will evaluate the quality and general workmanship of each sample 
uniform. The Buyer will record the comments and recommendations of the 
committee for each uniform submitted. 

 
Note: This evaluation is not for the purpose of changing bid specifications for the 
original design of the uniform, but merely for ensuring that the successful low bidder 
has followed the design as specified. 
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6. The bid will be opened approximately 5-10 working days after the evaluation 
meeting. The prices will be evaluated and recorded. 

 
7. The low bid will be examined first, and if the committee’s evaluation of the low 

bidder’s sample uniform is deemed acceptable, then the contract will be awarded. If 
the evaluation was not acceptable, then the low bidder will be rejected (with written 
documentation) and the next low bidder will be taken into consideration, and so on. 

 
8. Once a uniform has been accepted, the Buyer will request a performance bond from 

that bidder. The school shall type up a requisition (with coding per the Buyer), and 
submit it, along with a check for 40% of the costs of the uniforms, to the Buyer. 
Once the check has been received, the requisition will be processed. It will then be 
time for measuring and ordering. 

 
Note: The uniforms are paid for by the School Board (60%) and the Boosters (40%). 
The purchase order will not be issued until the Boosters have their 40% raised 
and a check, for  the appropriate amount, has been issued to the District 
School Board of Collier County. 

 

 
 

Miscellaneous Notes: 
 
 Any company who helps with the writing of the bid specifications will not be 

guaranteed a contract. 
 All exact samples must be submitted to the Buyer. The committee should not know 

which company made which sample in order to keep the bid process as fair as 
possible. 

 Any questions or concerns companies have should be directed to the Purchasing 
Department. If the Purchasing Department does not know the answer, it will go to 
the committee for the answers. 

 All meetings will take place at the Administration Center, Purchasing Department, 
5775 Osceola Trail, Naples, FL 34109. All times will be arranged with the members 
of the committee and the Purchasing Department. 

 Any changes the committee wishes to make after the bid has been sent out must be 
approved and done so in writing from the Purchasing Department. Any 
communications between a committee member and a company will not be 
considered  part  of  the  official  bid  process  and  the  District  will  not  be  held 
accountable. 

 The Purchasing Department wants to ensure the integrity of the bid process, as well 
as to give the school the best possible product at the best price available. If there 
are any concerns or questions, committee members are encouraged to contact the 
Buyer at any time regardless of what the concern may be. 



 

Fiscal Year BCH GCH GGH IHS LHS NHS PRH
2009-2010 15 Replace 15 Replace Bid 120 Bid 150  
2010-2011   15 Replace Receive New Receive New 15 Replace
2011-2012     Bid 200 15 Replace Bid 200
2012-2013 Bid 285   Receive New 10 Replace 15 Replace 15 Replace Receive New
2013-2014 Receive New Bid 10 Replace 15 Replace  
2014-2015   Receive New 20 Replace 10 Replace 15 Replace   15 Replace
2015-2016 15 Replace   20 Replace Bid 15 Replace
2016-2017 15 Replace 15 Replace 20 Replace Receive New 15 Replace
2017-2018 15 Replace 15 Replace Bid Bid  
2018-2019   15 Replace Receive New Receive New 15 Replace
2019-2020     Bid 15 Replace Bid
2020-2021 Bid   Receive New 10 Replace 15 Replace 15 Replace Receive New

  Receive New   15 Replace  
       

 

Band Uniform Ordering Schedule 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For uniforms to be bid, start the process in November. Meet with Band Director & committee to design uniform. 
Bid must be out by December 1st. 
Replacements must be ordered from the initial bid. Must order by January 15th of prior fiscal year. 
Prices listed are 100% of cost. District responsibility is 60%; School responsibility is 40%. Checks to be 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9/9/2015 



 

Choral Robe Purchase and Ordering Procedure 
 

1. The procedure for purchasing and ordering choral robes is a little different than 
band uniforms in the fact that the robes are not a special design, but are chosen 
from the manufacturer’s ready made line of robes. 

 
2. In January of the year robes are to be purchased, the Buyer will contact the 

Choral Director who will provide the specifications (manufacturer and model #) of 
the desired robes to be purchased. 

 
3. The Buyer will obtain a quote for the specified robe and an award will be made. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Purchasing Manual – Band Uniform Bid Process section 



 

 

Choral Robe Ordering Schedule 
 

Fiscal Year BCH GCH GGH IHS LHS NHS PRH
2009-2010 20 Robes   100 Robes  
2010-2011     20 Robes 100 Robes
2011-2012   20 Robes  
2012-2013     20 Robes 20 Robes 170 Robes   20 Robes
2013-2014   140 Robes 20 Robes
2014-2015 20 Robes   120 Robes 120 Stoles   120 Robes
2015-2016     20 Robes 130 Stoles
2016-2017 150 Robes 20 Robes  
2016-2017 120 Stoles    
2017-2018     20 Robes 20 Robes 130 Stoles   20 Robes
2018-2019   120 Stoles 20 Robes
2019-2020     100 Robes  
2020-2021     20 Robes 100 Robes

       
       

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9/9/2015 
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CHAPTER 6 

PROCUREMENT CARD 
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SECTION I – INTRODUCTION 
 

The District School Board of Collier County’s Purchasing Card Program is designed to 
improve efficiency in processing low dollar value purchases from any vendor that 
accepts the VISA credit card. Many of our current suppliers, currently being paid by the 
blanket purchase order system will accept the VISA credit card. 
 
This program will allow the cardholder to purchase approved commodities and services 
directly from our vendors. Each Purchasing Card is issued to a named individual, and 
Collier County Public Schools is clearly indicated on the card as the buyer of goods and 
services. 
 
All questions or concerns should be directed to: 
 

Procurement related: Nancy Sirko, Purchasing Card Administrator 
377-0064 

 
Accounting related: Cindy Reinertsen, 377-0059 

Isabel Sturgeon, 377-0044 
 
A. PURPOSE 

 

The purpose of these policies and procedures is to accomplish the following: 
 

1. To provide an efficient method of purchasing and paying for goods and 
services not exceeding $1,000 per purchase (or other amount as agreed 
upon between the Administrator and the cardholder’s Manager). 

2. To reduce the use of blanket purchase orders. 
3. To ensure Purchasing Card purchases are in accordance with the District 

School Board of Collier County (District) purchasing policies and 
procedures. 

4. To reduce the time spent by Accounts Payable clerks processing low 
dollar transactions. 

5. To ensure that the District bears no legal liability for inappropriate use of 
Purchasing Cards. 

6. To provide for disciplinary action if the Purchasing Cards are misused. 
 
The policies and procedures provided herein are minimum standards for schools and 
departments. Schools and departments may establish additional controls if necessary. 

 
 
 
 
B. HOW IT WORKS 

 

The Purchasing Card system simplifies the procurement/disbursement process. 
Procurement responsibility is delegated to the ordering School/Department enabling an 
authorized cardholder to place an order directly with the vendor. The Purchasing Card 
program provides enhanced control for all transactions by producing immediate 
decisions on specific authorization criteria as explained below. 
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When the supplier at the point-of-sale requests a purchase authorization, the VISA 
Purchasing Card system validates the transaction against pre-set limits established by 
the Purchasing Department when the card is issued. All transactions are approved or 
declined (instantaneously) based on the Purchasing Card authorization criteria 
established. The authorization criteria may be adjusted periodically as needed and may 
include, but is not limited to, the following: 
 

 Number of transactions allowed per day 
 Number of transactions allowed per month 
 Single purchase limit (not to exceed $1,000; or other amount as agreed 

upon between the Administrator and the cardholder’s Manager) 
 Monthly spending limit 
 Approved Merchant Category Codes 

 
The authorization process occurs through the electronic system that supports the 
Purchasing Card processing services under the District bank agreement with SunTrust 
BankCard, N.A. 
 
C. WHO DOES WHAT? 

 

The following is a summation of the responsibilities of the individuals and organizations 
involved in the District’s Purchasing Card Program. 
 
Cardholder 

 Holds and secures Purchasing Card 
 Orders goods and services 
 Collects and saves sales receipts 
 Matches receipts with the monthly card statement 
 Reviews monthly statements for validity of all transactions 
 Reviews monthly charges with supervisor 
 Identifies disputed charges 

 
School/Department Purchasing Card Manager (individual(s) designated by 
Principal/Department Head) 

 Reviews monthly statement with cardholder 
 Verifies the appropriateness of cost center codes 
 Handles disputed items; submits “questioned items” form 
 Maintains files containing monthly statement and supporting receipts 

 
Principal/Department Head 

 Requests Purchasing Cards for designated employees 
 Works with Purchasing to set spending limits within the established guidelines 
 Designates “Manager” responsible for authorizing charges 
 Collects and destroys cards for cardholders who terminate employment 
 Evaluates the need to cancel or reissue cards when employees transfer 
 Notifies the Purchasing Card Administrator when cards are not collected from 

terminated employees 
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Purchasing Card Administrator 
 Coordinates issuance and cancellation of cards 
 Coordinates program policy issues 
 Participates in ongoing program reviews 
 Coordinates and maintains internal controls 
 Maintains Policy and Cardholder guide/manual 
 Targets new cardholders and expanded use of card 

 
Accounting Division 

 Reviews monthly transaction for valid and appropriate coding 
 Confirms that all charges are authorized by Managers 
 Notifies cardholders when monthly transactions require coding and approval 
 Pays all monthly charges from consolidated statement 
 Participates in billing disputes 
 Processes accounting data 
 Files statements with payment voucher 

 
Purchasing Division 

 Pursues supplier discount opportunities 
 Evaluates Purchasing Card feedback from suppliers 

 
Auditor 

 Conducts periodic operational and compliance audits 
 
SECTION II – POLICIES AND PROCEDURES 
 
A. ASSIGNMENT AND CONTROL OF THE PURCHASING CARD 

 

1. REQUESTS FOR AND ISSUANCE OF PURCHASING CARDS 
 

a) Purchasing Cards will be issued to individual employees who 
frequently purchase goods and services in single purchase amounts of 
$1,000 (or other amount as agreed upon between the Administrator 
and the cardholder’s Manager) or less. Generally, these will be the 
employees who, prior to the Purchasing Card Program, often used 
blanket purchase orders. 

b) The Purchasing Card will have the employee’s name, Collier County 
Public Schools and an expiration date. The Purchasing Card issuing 
company will not have individual cardholder information other than the 
cardholder’s work address.  No credit records, etc. of the cardholder 
are obtained or maintained. 

c) The Principal/Department Head must make all requests for Purchasing 
Cards by submitting a request to the Purchasing Card Administrator for 
new cardholders or for changes to current cardholders. 

d) When the Purchasing Card Administrator receives a Purchasing Card 
from the issuing Card Company, the cardholder will be required to 
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personally take receipt of the card and sign a certification and receipt 
form. The cardholder will be given a copy of the Purchasing Card 
Policies and Procedures guide and an oral review of the program. 

e) The Purchasing Card Administrator will notify the requesting 
department upon the issuance of all Purchasing Cards. 

 
2. LOST OR STOLEN PURCHASING CARDS 

 
a) If a Purchasing Card is lost or stolen, the cardholder must immediately 

notify the Purchasing Card Administrator of the loss, who then in turn 
notifies SunTrust BankCard, N.A. by calling 1-800-836-8562. 

b) The cardholder will be responsible for reporting to the Card Company 
and Purchasing Card Administrator any and all information necessary 
to minimize the liability to the District for a lost or stolen card. 

 
3. TERMINATION OR TRANSFER OF CARDHOLDER 

 
a) When an employee ends his or her employment, the 

Principal/Department Head must collect the Purchasing Card and 
destroy it. The School/Department must then submit a memo to the 
Purchasing Card Administrator certifying that the card has been 
destroyed. The Purchasing Card Administrator will cancel the card. 

b) If a cardholder transfers to a new position with the District, the 
Principal/Department Head who approved the Purchasing Card must 
ensure that the card is destroyed per the instructions above, and then 
evaluate whether a need exists to issue a Purchasing Card to that 
employee’s replacement. The Principal/Department Head of the 
transferred employee will then determine whether there is a need to 
request a card for the transferred employee. All requests will be made 
following the procedures in 1. REQUESTS FOR AND ISSUANCE OF 
THE PURCHASING CARD. 

c) If the School/Department is unable to collect the Purchasing Card 
when an employee terminates or transfers, the Principal/Department 
Head must immediately notify the Purchasing Card Administrator who 
will ensure that the card is cancelled. 

 

 
 

4. PURCHASING CARD INVENTORY 
a) Annually at year end, the Purchasing Card Administrator will provide to 

each School/Department a list from the Purchasing Card Company of 
the Purchasing cards issued to its employees. Schools/Departments 
must conduct a physical inventory of Purchasing Cards and provide a 
report of the results of the inventory to the Purchasing Card 
Administrator. 

 
B. LIMITATIONS ON USE OF PURCHASING CARD 

 

1. CARDHOLDER USE ONLY 
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a) Only the employee whose name is embossed on the card may use the 
Purchasing Card. No other person is authorized to use the card. 

 
2. PURCHASES ONLY 

 
a) The Purchasing Card is to be used for District authorized purchases 

only.  The Purchasing Card is not to be used for any personal 
transactions. 

 
3. DOLLAR LIMITATIONS 

 
a) The Purchasing Card Administrator, with the assistance of the 

Principal/Department Head approving the assignment of a Purchasing 
Card, will set two limits for each cardholder. A single transaction limit 
and a 30-day limit. The maximum limits shall be $1,000 (or other 
amount as agreed upon between the Administrator and the 
cardholder’s Manager) for a single purchase and $20,000 (or other 
amount as agreed upon between the Administrator and the 
cardholder’s Manager) during the 30-day billing cycle.  Requests for 
spending limit changes must be initiated and authorized by the 
Principal/Department Head. 

b) One purchase may be made of multiple items, but the invoice cannot 
exceed $1,000 (or other amount as agreed upon between the 
Administrator and the cardholder’s Manager).  Payment for purchases 
shall not be split to stay within the single limit purchase limit. 

 

4. OTHER CONDITIONS 
 

a) All items purchased over the counter must be immediately available. 
No back ordering is allowed. 

b) All items purchased during one telephone transaction must be 
delivered in a single delivery. If an item is not immediately available, it 
must not be back ordered. 

c) The vendor must deliver all items purchased by telephone within the 
30-day billing cycle.  The order should not be placed without this 
assurance. 

 
5. PROHIBITED USES OF THE PURCHASING CARD 

 
The following types of items may not be purchased with a Purchasing Card, 
regardless of the dollar amount: 

 
a) Cash advance 
b) Food or beverages 
c) Entertainment 
d) Items or products for personal use 
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e) Computers, monitors, printers, any device with an operating system, 
etc. (unless authorized) 

f) Purchases made using Federal funds 
g) Any additional goods or services specifically restricted by the 

School/Department 
h) Purchases made using Internal Accounts 

 
C. PROCEDURES FOR MAKING AND PAYING FOR PURCHASES 

 

1. DOCUMENTATION OF OVER-THE-COUNTER PURCHASES 
 

a) When an over-the-counter purchase is made, the cardholder must 
obtain the customer’s copy of the charge slip and make sure all 
carbons (if any) are destroyed. 

b) The charge slip will be retained either by the cardholder or by the 
Purchasing Card Representative in the cardholder’s office, until 
attached to the monthly statement. 

 
2. TELEPHONE ORDERS 

 
a) When placing a telephone order, the cardholder must confirm that the 

vendor will charge the Purchasing Card when the shipment is made so 
that the receipt of the supplies may be certified on the monthly 
Statement of Account. 

 
3. MISSING DOCUMENTATION 

 
a) If for some reason the cardholder does not have documentation of the 

transaction to attach to the statement, he/she must attach a description 
of the purchase. Continued incidents of missing documentation may 
result in the cancellation of the employee’s Purchasing Card. 

 
4. PAYMENT AND INVOICE PROCEDURES 

 
a) The Purchasing Card Company will mail an individual billing statement 

to the cardholder at his/her office and one consolidated statement for 
all cardholders to the Accounting Division.  This Statement of Account 
will list all transactions processed during the previous 30 days. If no 
purchases were made on the Purchasing Card during the billing cycle, 
no Statement of Account will be generated unless adjustments for 
previously billed transactions have been processed during the cycle. 

b) The cardholder must review the statement and note any errors. Card 
charge slips/receipts for all items listed on the statement should be 
attached to the statement. The statement will then be reviewed by the 
School/Department Card Representative designated by the 
Principal/Department Head. The designated School/Department Card 
Representative will ensure that all charges are appropriate and 
authorized and that attached receipts substantiate all charges. Once 
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the School/Department Card Representative has reviewed all 
statements for which he/she is responsible, the statements are filed 
with the receipts at the cardholders’ school or department location. 
(Nothing should be forwarded to Accounts Payable, as their monthly 
report shows all of the appropriate approvals.) 

 

D. DISPUTES 
 

1. If items purchased with the Purchasing Card are defective, the cardholder 
must return the item(s) to the vendor for replacement or credit. If the service 
paid for with a Purchasing Card is faulty, the vendor must be notified and 
asked to correct the situation or provide credit. If the vendor refuses to 
replace or correct the faulty item or service, the purchase will be considered 
in dispute. 

2. A disputed item must be explained with a note on the cardholder’s Statement 
of Account and the Purchasing Card Log. 

3. It is essential that the time frames and documentation requirements 
established by the Purchasing Card Administrator be followed to protect the 
cardholder’s rights in dispute. Dispute policies and procedures issued by the 
Purchasing Card Administrator will be provided at the time that the 
Purchasing Cards are issued to the cardholder. 

 
E. REVIEW OF PURCHASES BY SCHOOLS/DEPARTMENTS 

 

1. Because of their knowledge of the job responsibilities and requirements, 
School/Department designated Managers are required to review each 
Purchasing Card expenditure (item purchased, amount, and vendor) to 
ensure the goods or services were necessary, for official use, and conditions 
were complied with for the card purchase. 

2. When purchases are questioned the Principal/Department Head or their 
designated Manager will be responsible for resolving the issue with the 
cardholder. If the Principal/Department Head cannot be satisfied that the 
purchase was necessary and for official use, the cardholder must provide 
either a credit voucher proving the item(s) were returned for credit or a 
personal check for the full amount of the purchase. Checks must be sent to 
the Accounts Payable Division with an explanation and account number. 

3. Serious or repeated misuse of the Purchasing Card will result in the 
revocation of the card. The Principal/Department Head on a case-by-case 
basis will discipline employees using their Purchasing Card incorrectly. 

4. To assist the schools/departments in their review, management reports will be 
available from the Purchasing Card Company. (See Purchasing Card User 
Guide.) 

 
F. MONITORING P-CARD PROFILES 

 

1. In order to limit the District’s financial obligation through the P-Card program, 
a P-Card profile audit will be done twice a year and profiles will be adjusted 
accordingly. 



 

2. The MTL (monthly transaction limit) will be set based on the prior 6 months of 
transactions as well as the largest month’s transactions. 

3. The STL (single transaction limit) will be set no higher than $1K, but based on 
the prior 6 months of  transactions, may be set as low as $500. 

4. The information from 2. and 3. will be compared to the current MTL/STL and 
a recommendation will be made to adjust the profile accordingly. 

5. Recommendations will be reviewed by the Executive Director of Finance. 
Once approved, the profiles will be updated in ESP. 

 
Revised 8/12/15 
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CHAPTER 6 

EXHIBITS 



 

Exhibit A 
 
 
 
 
 
 
 
 
 
 
 

Purchasing Card 
Employee Acknowledgement Disclosure 

 
By signing below, (District School Board of Collier County employee) agree to the following: 
 
You agree to use the CCPS purchasing card only for actual and necessary business expenses. You 
understand that misuse of this card shall result in disciplinary action up to and including termination of 
employment. 
 
You agree to surrender the card immediately upon retirement, reassignment, or termination or at the 
request of an authorized representative of the District School Board of Collier County. You understand 
that use of the card after privileges are withdrawn is prohibited. 
 
If the card is lost or stolen, you will immediately notify the Purchasing Department, ext. 70047. 
 
I acknowledge receipt of the District Purchasing Card Policies and Procedures manual. 

 
 
 

Employee’s Name (printed or typed) Last 4 digits of card 
 
 
 

Employee’s Signature Date 
 
 
 

Facility Name and Budget Center 
 
 
The Principal/Department Head, by signing this Agreement, authorizes the issuance of this card and 
accepts his/her responsibilities in the administration of this program. 

 
 
 

Principal/Department Head Date 



 

Exhibit B 
 

 
 
 

P-C ard Cheat Sheet 
 

https://enterprisespendplatform.suntrust.com/secure/welcome.asp 
sign-in with your e-mail address, user name and password 

 

 

Transaction coding and approval 
 Click on the name(s) under Cardholder Name 
 click on the red X to code the transaction 
 click on the down arrow by Fund (Function, Object, etc.) 
 click on search 
 type in your code and click on search again 
 click on the right arrow to add the code to your favorites 
 click on the up arrow to add the code to your transaction 
 check the receipt bubble to indicate that you have a receipt 
 type a description of your transaction in Notes to include any 

appropriate Bid #, Contract #, or Board approval date 
 SAVE – the red X will change to a green and disappear, or just disappear 
 If you have automatic Manager approval, you are done with this 

transaction 
 If you have a Manager that approves your transactions, the transaction 

will automatically be forwarded to them for their approval 
 
 
 

 When you have approved all of your transactions, click on Transaction 
Manager (located on the left side of the screen), then click on the date 
that ends the statement period (i.e., 8/3/XX through 9/2/XX – the date 
will be 9/2/XX). Click on View Transactions Report, print the report and 
attach your receipts. 

 At the end of each cycle, you will print your statement (located on the left 
side of the screen) and file it with your transaction report, receipts and 
the statement you receive in the mail 



 

Exhibit C 
 

 
 

District School Board of 
Collier County 

Purchasing Card 
 

 
 
 
 

 
 

 
 
 
 
 

User Guide 
 

 
 
 

Prepared by 
Nancy Sirko, Director of Purchasing 

September 1, 2005 
 
 

Revised 9/14/11 
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Home Page 
In This Chapter 
Your Home Page 

Your Home Page   
 

Once you have successfully logged into Enterprise Spend Platform, you will be taken to your home page. 

Your home page is divided into three main sections: banner, main menu and landing page. 

Banner 
 

The banner is located at the top of your home page. It is static, meaning you can select a banner menu item 
wherever you are in the application and achieve the same results. The following table outlines the function  
of each banner menu item. 

 

Menu Item Description 

Home Select the Home menu item when you are visiting 
different areas of Enterprise Spend Platform but would 
like to return to your home page. 

Settings The Settings menu item will enable you to view an 
overview of your personal settings and modify certain 
details; depending on the rights you have been 
assigned. You can also change your password from 
within this area. 

Reports The Reports menu item will re-direct you to the list of 
online reports for which you have been granted access. 
From this area you can generate your online reports. 

Help Upon selecting the Help menu item, the Enterprise 
Spend Platform Online User Guide will open in a 
separate window, allowing you to browse through the 
Help resources. 

Logoff Select Logoff when you have completed your tasks in 
Enterprise Spend Platform. 

Main Menu 
 

The main menu options are listed on the left side of your home page. This menu allows you to navigate to 
the various modules of Enterprise Spend Platform. What items display depends on which modules are 
enabled for your company and the types of accounts you have access to. 

 

Menu Item Description 

Statement 
Manager 

This menu item allows you to view, submit and 
manage your card account statements. 

Transaction 
Manager 

This menu item allows you to view all card 
transactions that require attention. This screen 
captures transactions that cross periods, so you may 
see transactions from previous months if they have 
not been properly handled. Additionally, you can 
manage various other account types within the 
system, including your card transactions, requisitions 
or out-of-pocket (cash) expenses. 
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Expense Manager From this menu item, you can view, submit and 
manage your cash transactions and expense reports. 

Requisition 
Manager 

This menu item allows you to view, submit and 
manage your requisitions. 

Payables Manager This menu item allows you to view the status of your 
payables card activity. 

Print Statement This menu item allows you to select a card account 
and period and print the associated account 
statement. Upon selection you will be prompted to 
select the account and report period from a pop-up 
window. 

Once you have selected the two options, your 
standard paper-based card statement will be 
generated. You can then save the statement to PDF 
to print for your records. 

Note: Depending on your organization's set up of 
Enterprise Spend Platform, it may not be possible to 
print a statement for open card statement periods. 
This means you would not be able to access or print 
the current statement period from this view. 

Administration This menu item appears if you have an 
administrative role. It provides access to Enterprise 
Spend Platform's administration functions. 

Landing Page 
 

The landing page, and the features within it, occupies the central area of your home page. 
 

At the top of the landing page, the welcome message notifies you of the date and time of the last time you 
logged in to the system. If you notice that your last logged-in date and time do not match when you in fact 
did last log-in, please update your password and contact your solution administrator or Help Desk 
immediately. 

 
Underneath the welcome message you may have a message from your administrator, customized for your 
company. This is at the discretion of your company, so your instance may not display an additional 
message. 

 
The remainder of this area is made up of the following components: 

 

My Accounts 
 

This section provides a summary of the current status of your card account(s) - there can be up to 10 
accounts shown. Should you have more than 10, there will be a link in this section allowing you to access 
the rest of your accounts in a different screen. 

 

Menu Item Description 

Card Number The last four digits of your card number. 

Cardholder Name This is a link to the Statement Manager for 
each of the accounts listed. 

Amount to Sign Off The accumulated value of the transactions 
requiring your attention. This value correlates 
to the amount found within Transaction 
Manager. 

Transactions to Sign 
Off 

The number of transactions requiring your 
attention. 

Current Balance The total amount charged to each card 
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  account. 

Credit Gauge This graph represents your current balance 
(red bar) and the available credit on that 
account (green bar). The exact figures are 
shown when you hover your curser over each 
bar. 

Credit Card Payments By selecting the blue dollar icon you can 
pay the balance on each of your card accounts. 
Note: After you have made your first payment, 
the payment details are saved in the system. If 
you want to use another bank account to pay 
your card bill, remember to change the bank 
account details. 

Note: Depending on your organizations set up, 
this option may not be available. 

My Monitor Panels 
 

The remainder of the landing page consists of the three "My Monitor" panels. Access to the content of these 
panels depends on the role(s) you have been assigned. Each of the panels consists of report links that each 
role type would want to have quick access to, rather than going via the reports menu. Any company-wide 
report templates saved to the home page also appear within the "My Monitor" panels. 

 

Menu Item Description 

My Account Monitor This section is for the general user role, or 
anyone with a card account. 

My Manager Monitor This section will display content if you have 
been assigned any approval rights. 

My Program Monitor Report links will display in this section if you 
have been assigned Administration rights. 

 

 

Personal Settings 
 

If you click the Settings menu item on your home page you will be taken to your Personal Settings 
screen. On this screen you will find a diagram map that will help you manage and configure your own 
personal settings on Enterprise Spend Platform. 

 
In This Chapter 
Reset Password  

Details View Personal 

Reset Password   
 

To reset your own password: 
 

1. Click Settings on your home page main menu. 

2. Click the Set Password menu item on the left of your screen. 

The Password Maintenance Update dialog box appears. 

3. Type your current password in the first field. This is required for security reasons. 

4. Type your new password and repeat it for confirmation. 

Note: By default, Enterprise Spend Platform prevents the password from being your username or 
the word ‘password’, and requires it to be at least six characters. However, your company may have 
set up additional password rules that control the minumum and maximum length, the required 
combination of alpha/numeric characters, and the use of uppercase and lowercase. Any company- 
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specific password rules will show directly above the password fields in the Password Maintenance 
Update dialog box. 

 

What's more, if your password is a restricted password (it matches or is similar to any of the words 
on your company’s list of restricted passwords), a warning message appears and you will be asked 
to try a new password. 

 
5. Click Save. 

View Personal Details   
 

To view the personal details held about you in Enterprise Spend Platform: 
 

Click Settings on your home page main menu. By default, your Personal Settings screen opens and 
displays your personal details. 

 

 Employee ID. This is a unique identifier for you within the system. The ID can be 
alphabetical or numerical. 
 Username. The unique username you use to log onto Enterprise Spend Platform. 
 Company Unit. This may be a department, division, office or geographical location, 
depending on the requirements of your organization. 
 Phone Number. Your contact phone number. 
 Email Address. The email address that will receive messages for you from the system. 
 Date Added. The date your personal profile was loaded into the system. 
 Date Modified. The date any changes were last made to your personal profile. 
 Date Terminating. The date you no longer have access to the system. 
 Manager. Details of your manager on the system. 

For most organizations, this information will be read-only and not available for you to change. If you see any 
information that is incorrect, contact your internal administrator who will make the changes for you. 

 

Note: Some fields may appear blank if your organization has chosen not to load that information into 
Enterprise Spend Platform. 

 
 
 

Statement Manager 
 

In This Chapter 
View Current Statement  

 
ts 

 
Check Statement Status
View Previous Statemen 
Transaction Icons  

tement Print Account Sta 

View Current Statement   
 
When you log onto Enterprise Spend Platform, you are presented with your home page main menu and the 
menu item Statement Manager. If you have coding work to perform, Statement Manager will flash. 

 
To view your current account statement, click Statement Manager. All your account types display in the 
left hand menu. For card statements, the name of the card issuer will be shown as a heading and under the 
heading will be a list of the prior six month statement period dates. Any statement periods where some 
action is required by you appear in red text. 

 
If you have more than one account, the order of the account statements on the left-hand menu, and which 
current statement will open as the default, is determined by your organization's setup. 

 
Depending on the setup of the system for your organization, your transactions may be loaded in different 
ways. All transactions for the statement period just ended will display on the statement, or the transactions 
will be added as they are posted and the statement will build through the course of the period. 
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If your organization has chosen to enable QuickCode, you may see the QuickCode panel at the top of your 
account statement. This enables you to complete basic coding directly from your statement screen (rather 
than going to the coding screen). 

 

Note: You can change the information displayed on your account statement and the order transactions are 
listed, by customizing your view. 

 

Requisitions & Cash Expenses 
 

If your organization is using cash and/or requisitions, Requisitions & Expenses (this label may be different 
in your company setup) will display in your Account Statement menu. If you click this menu item, the 
statement displays some or all of the following summary tables: 

 

 Requisition Summary 
 Expense Report Summary 
 Cash Expense Summary 

If your organization has a certain implementer-level option enabled, you might also view: 
 

 an Expense Reports main menu item that gives you direct access to only expense reports. 
 a Cash Expenses main menu item that gives you direct access to only cash expenses. 
 a Requisitions main menu item that gives you direct access to only requisitions. 

Vouchers & eTICKETS 
 

If your organization is using vouchers and/or eTICKETS, View Unused Vouchers will display in your 
Account Statement menu. If you click this menu item, a list of all the unusued vouchers/eTICKETS assigned 
to you displays. Images of vouchers/eTICKETS you have used are sent by the voucher issuer and, upon 
upload, are automatically matched against the voucher/eTICKET transactions in the system. To view the 
details of your used voucher and/or eTICKET, click . 

 

Check Statement Status   
 

The top right corner of your account statement displays account balance information and the status of the 
statement. There are four types of status: 

 

 New. This is the first time you have opened and viewed your new statement. 
 Open. You have viewed your new statement although you have not started coding any 
transactions. 
 Updated. You have started coding at least one transaction on the statement. 
 Closed. Your administrator has changed the statement status of all account statements for 
this period. This will normally be done when the transactions for the period have been extracted 
from the system. Once a statement has been closed, you can still view the transaction details 
however no coding can be completed or changed. 

Note: These statuses do not apply to cash transactions. 
 

View Previous Statements   
 

To view an account statement from a previous period: 
 

1. Click Statement Manager on your home page main menu. 

2. Click the applicable period date range on the left-hand menu. 

Note: Previous statements are likely to be closed in status and unable to have any coding changes 

made to them, however you can still view the transactions by clicking . 

3. To search for a transaction that is in a previous statement period, run the Transaction 
Search - Personal report. 

Transaction Icons   
 

Columns of icons display to the right of transactions on your account statement. (Depending on 
your organization's setup, you may not see every one of the icons below.) 
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The first column of icons indicates the coding status of the transaction. 

 
 

Red cross. This indicates that mandatory coding or information is 
still required for the transaction. 

 
 

Green check. This indicates all required information has been 
entered for the transaction. 

 
 
 
 
 
 
 

Green question mark. This indicates the transaction has been 
automatically coded. This means that, via default coding, all the 
information required has been entered. Depending on the setup 
of your organization's system, you may still be required to open 
the transaction and save it to ensure it has been coded correctly. 
This will change the icon from a green question mark to a green 
check. 

The second column of icons indicates the approval status of the transaction. 
 

 
 
 

Red exclamation mark. This indicates approval is required for the 
transaction. Click the icon to view which approval rule(s) applies 
to the transaction and who is required to approve it. 

 Green check. This indicates approval has been given. 

 
 
 
 

Orange question mark. This indicates the approver has  
requested more information about the transaction. Click the icon 
to read the comment from the approver. You can also respond to 
this comment via the Cardholder Comments field. 

 
 

Black cross. This indicates the approver has declined the 
transaction. Click to view the approver's reasons. 

A third column of icons will only appear if your organization requires you to manually submit 
transactions for approval. 

 

 
 

Flashing green and grey man. This indicates you must submit 
the transaction for approval. 

 
 

Grey dash. This indicates the transaction has been successfully 
submitted. 

Print Account Statement   
 

The type of statement you can print in hard copy depends on the type of statement your organization has 
had set up on the system. Some organizations have a customized statement developed for them. If this is 
the case for your company, the View Statement Report link will display on the bottom right-hand corner 
of the account statement, or as a menu item in the left-hand menu. 

 
To print your account statement: 

 

1. Open the account statement you want to print. 

2. Click the View Statement Report link at the base of your statement or in the left-hand 
menu. 

The statement report displays. 
 

3. Right-click over the statement and select Print from the pop-up menu. 

Note: Depending on your organization's set up of Enterprise Spend Platform, you may not be able 
to access and print the current statement period. You may only be able to print statements that 
are closed. 
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Transaction Manager 
 

Transaction Manager gives you quick access to a list of consolidated, outstanding card transactions. These 
transactions are only for your card account, but can be from multiple periods. When you select Transaction 
Manager from the main menu of your home page, you will be presented with a list of Items Requiring 
Attention. The transactions located in this area need your attention before they can be classified as 
complete, and the period to which they belong closed. 

 

Note: The logic behind which transactions qualify for your attention depends upon your instance’s 
configuration. For example, you may have some incomplete coding, or need to respond to a question from 
your manager. 

 
Within this area of Enterprise Spend Platform, you can also access your different account types to save you 
returning to the main menu. These are listed in the Account Statements menu within Transaction 
Manager. To return to the main feature of Transaction Manager, select Items Requiring Attention at the 
top of the menu. 

 

To Clear Transaction Manager 
 

To clear transactions in the Items Requiring Attention list, you manage each item directly from this page 
as you would if it were located in its main account statement. Therefore you can open the Coding or 
Approvals tab by selecting the appropriate icons. 

 
Any changes you make to the transactions will be updated throughout the system meaning you do not need 
to perform the same updates twice. The idea behind this functionality is for you to ensure your Transaction 
Manager is clear of any outstanding transactions before the end of each period. 

 
For more information on how to complete transactions, refer to Transaction Coding. 

 
 
 

Transaction Coding 
 

In This Chapter  
Transaction Details Window 
Your Charge Codes 
Create List of Favorite Codes 
Code a Transaction 
Search for Code 
Valid Code Combinations 
Auto-Coded Transactions 
Split Transaction 
Dispute Transaction 
Indicate Receipt of Invoice 
Add Transaction Details 
Change Transaction Coding 
Submit Expense for Approval 

Transaction Details Window   
 
On the Transaction Details window there are four tab headings across the top of the screen. These tab 
headings give you access to different areas of information, all relating to the transaction you are coding. 

 
By default, these tab headings are called Summary, Coding, Advanced (only relevant for some 
organizations) and Approval. However, your organization has the ability to customize these headings to 
something slightly different. 

 
Summary 

 

This tab displays any extended data the card issuer has provided for this transaction. For example, a 
transaction for a taxi fare may show pick up and drop off location details or, if the transaction was an 
airfare, you may have details provided on flight number, passenger name, departure and arrival time. If 
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there is more than one category of enhanced data for a transaction, the categories are displayed via tabs; 
one tab for each type of enhanced data available. 

 
Clicking the View Audit History link allows you to view a full audit history of the transaction you are 
managing, such as approval date or the date a transaction was saved. 

 
If the solution is storing additional supplier details, a View Supplier Details hyperlink displays on the 
Summary tab. Clicking the hyperlink opens the a supplier information window in read-only format. 

 
The Summary tab also displays any message written by managers who have assigned vouchers/eTICKETS 
to you. The message could describe the way the manager intends you to use the vouchers/eTICKETS. 

 

Coding 
 

The Coding tab is where the transaction coding details are completed for the transaction and in some cases 
you will also have to provide other information such as a short description of the purchase and whether you 
have a valid tax invoice for it. 

 
Spend Forms 

 

This tab is used to capture more detailed information on your transaction. The forms used in this area of the 
system are specific to your organization and will require you to apportion your transaction over a number of 
different categories of spend. You may also be asked to respond to yes/no questions, and provide more 
description around your purchase. 

 
Approval 

 

From the Approval tab you will be able to find information on what approval rule, if any, applies to this 
transaction. By clicking the Process heading in this window, you can see the name of the individual(s) who 
need to approve the transaction and, if it is an older transaction, under the History heading you will be able 
to view the audit trail of who actioned the approval and when. 

 
For more information on approval rules and how they are actioned, refer to the section on Approvals. 

 

Your Charge Codes   
 

Charge codes are the financial codes you allocate to each of your transactions. The codes you have access to 
fall within various coding segments which are displayed on the Transaction Details window. The number of 
coding fields and the field names are unique to your organization. 

 
The coding requirements for your organization will be unique. Various codes may be mandatory or may have 
to be used in combination with another code type. Ask your internal administrator about your company's 
coding requirements. 

 
With mandatory codes, you must allocate a code of this type to all of your transactions. If you split a 
transaction across more than one transaction lines, you must allocate a code of this type against each of the 
split transaction lines. 

 
With combination codes you must allocate at least one code from any of the combination code types against 
each transaction and their respective transaction lines. 

 
The coding fields may be free-text or a drop-down selection list. 

 

Charge Groups 
 

The charge codes you have access to are dictated by the charge group you belong to on the system. Charge 
codes are clustered into groups and employees are then linked to the groups that contain the codes relevant 
to them. 

 
To view the charge groups you belong to, go to your Personal Settings and click the Charge Groups button. 
If you do not have access to a charge code you believe you should be able to view, contact your internal 
administrator and they can check you are linked to the appropriate charge group(s). 

 

Create List of Favorite Codes   
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Once you have set up a list of favorite codes for each code type, you will no longer need to do a full search 
for every code you require. Instead, your most frequently used codes will appear in the drop-down selection 
list. You can select up to 15 favorite codes. 
 
To set up a list of favorite codes: 

 

1. Click the arrow beside the coding field and select Search from the drop-down list. 

2. Search for the codes you want to add to your list of favorites. 

3. Click to the right of the code you want to add to your favorites list. The code displays on 
the right of the window under the Favorites heading. 

4. To remove a code from your list of favorites, click . 

Note: Once you have created your list of favorite codes and saved the transaction, they will show in the 
drop-down list for this code type on the next transaction you code. 

 

Search for Code   
 

To search for a charge code: 
 

1. Click the arrow beside the code field you want to populate and select Search from the 
drop-down list. 

A search window appears. If this is the first time you are performing the search, the favorites list on 
the right will be blank. 

 
2. If you know the value of the code you are searching for, type it in the Code Value field. 

3. If you do not know the code value but know the description of the code, type it in the 
Description field. 

4. If you want: 
 all codes that match your search returned, click the check box beside All so a red 
check appears. 
 just the codes that are valid for the transaction you are coding returned, click the 
check box beside Yes. 

This will only be relevant if your company is using cross code validations, ie. where certain 
codes can only be used correctly in combination with others. 

 

5. Click the Search button. 

A list of codes that match your search criteria will be returned on the left hand side of your search 
window. The system will only return the first 60 codes it finds that match your search criteria. If 
more than one page of codes are returned, you can move between pages by clicking on the 
headings 'Page 1', 'Page 2', 'Page 3' etc at the base of the window. If the code you are searching for 
is not returned in this list, you will need to re-define and narrow your search criteria. 

 
To help you further, there is a 'wildcard' search facility available. You can search using the wildcard 
character "%" anywhere in your search text. For example "ABC%1" will find any code starting with 
"ABC" and with the number "1" located anywhere within it, for example "ABC00100". 

 

6. Click to the right of the code you want. The Transactions Details window re-appears 
with the code displaying in the coding field. 

Note: If you are unable to find a code you believe you should have access to, contact your administrator. 
 

Valid Code Combinations   
 

Some organizations have codes within their Chart of Accounts that can only be used in combination with 
another code. For example, certain project codes may only be valid if used in conjunction with certain cost 
account or cost center codes. 

 
If your company is using this functionality on the system, an invalid code (when used in combination with 
one that is already selected) appears red. Valid codes appear black. 
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The other way to ensure you use only valid code combinations is to check the Yes check box on your search 
window beside Valid Codes Only. 

 

If you use an invalid code combination on the Transaction Details window and click Save, will appear 
beside the transaction on your account statement. If you hover your cursor over this icon, the pop-up text 
Invalid Code Combination appears. To correct this, click the icon and code the transaction correctly within 
the Coding tab of the Transaction Details window. 

 

Auto-Coded Transactions   
 

If a transaction shows on your account statement with a green question mark icon beside it, it indicates 
the transaction has been auto-coded with the default codes set up on the system by you or your company's 
internal administrator. 

 
Depending on the organization's setup, you may still be required to open the transaction to ensure it has 
been coded correctly. Once you open the transaction and click Save, it will change the status from a green 
question mark icon to a green check icon. 

 
For information on default codes you can set up yourself, refer to Personal Settings > Set Up Default Codes. 

 

When your transactions are loaded into Enterprise Spend Platform, some checks are performed before they 
are allocated to your online statement. We check whether or not any codes can be pre-populated for the 
transaction based on defaults set up on the system. Defaults may have been set up for the merchant 
category of the supplier you have purchased from, for the supplier themselves, or for the type of 
transaction. These default codes are set up and managed by your internal administrator. 

 
Default codes can save you time as they will pre-populate some of the coding fields that you would 
otherwise have to complete. They also increase accuracy by taking some of the guess work out of which 
code should be used for which transaction. 

 

Split Transaction   
 

You may sometimes need to split a transaction across more than one line of coding, eg. if one transaction 
needs to be split across multiple departments or cost centers. 

 
There are many ways to do this. A split for a particular transaction type may already have been defined, and 
you may not have any control over the split - when you finish your Spend Form you will see that the amount 
has already been split between codes according to a pre-determined format. 

 
Alternatively, you can manually split the amounts across more than one line, or use the tax calculator. 
 
To manually split a transaction across more than one line: 

 Either: 
 

a. Click to the left of the coding line. (Note: Your organization may have elected to 
disable this method of split coding, in which case the icon will not appear on your 
Coding tab.) 

The Split Transaction Line dialog box appears, allowing you to either: 
 

 Split the amount evenly across 2-10 lines (select the number of lines from the 
drop-down field and click Save. Each line takes an even portion of the original line 
and taxation amounts). 

 
 Split the line by amount (select the number of lines you want to split the 

transaction across, adjust the amounts in the Line Amount text boxes and click 
Save). 

 
With either method, any new lines are coded identically to the split line. If the coding line 
was created via a Spend Form question, all lines keep the original Spend Form relationship. 

 

Your coding work is automatically saved when you use the icon. 
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b. To split an 'already split' line, repeat the above steps using the icon next to the 
line. Note: You cannot split a line into more than 200 lines. 

 Or: 
 

a. Type the amounts directly into the Amount Incl column of each line. 
 

b. Code each line accordingly. Remember the Balance field must show 0.00. 

If you require more than four lines to split your transaction, click the More.. link that sits 
immediately underneath the coding lines. Six extra lines are added. 

 
c. To use the tax calculator: 

 Click to the right of each coding line. 
 

 Use the fields in the calculator to break out the amount of each line. 
 

Dispute Transaction   
 

If you have a transaction on your account statement you want to dispute, eg. the dollar amount is not the 
same as the receipt you have, or you have not received the goods to which the transaction relates, you have 
the ability to tag this transaction as disputed on the system. 

 
To dispute a transaction, click the Disputed check box on the Coding tab of the Transaction Details 
window. This label may have a different name in your company setup. A red check appears. Depending on 
your company setup, a pop-up window may appear advising you of the action you need to take to dispute 
the transaction. 

 
By checking the Disputed check box you are not informing the card issuer you are disputing this 
transaction. You must follow your company policy with respect to transaction disputes. By checking the 
check box, this transaction can be identified in Enterprise Spend Platform so your administrator is able to 
report on it and, if required, it can be handled differently when extracted from the system into your 
company's finance system. 

 

Note: If your company is not using the transaction dispute feature for a particular issuer or all issuers, the 
Disputed check box will not appear on the Coding tab. 

 

Indicate Receipt of Invoice   
 

There is a function available on Enterprise Spend Platform that allows you to indicate whether or not you 
hold a valid tax invoice for a transaction. This functionality will only be relevant for you if your organization 
has enabled it on the system. 

 
Your company may require you to indicate if you hold a receipt for certain types of transactions, or it may 
be mandatory for every transaction. 

 
You must follow your company's requirements around the details that should be present on a tax invoice. 
However, as a general guide, a valid tax invoice should show the following information: 

 

 The date of the transaction 
 Your correct company name and address 
 An invoice number (this helps to distinguish invoices from the same supplier with the same 
date and amount) 
 The total net amount (amount without tax) 
 The total tax amount 
 The total gross amount (the cost inclusive of tax) 
 The supplier name and address as well as the tax registration number. 

To indicate you hold a valid tax invoice for a transaction, click the Receipt check box on the Coding tab of 
the Transaction Details window so a green check appears (Note: The Receipt label may have a 
different name in your company setup). 

 

To indicate you do not hold a valid tax invoice for a transaction, click the Receipt check box so a red cross 
appears . 
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Add Transaction Details   
 

At the base of the Coding tab of the Transaction Details window there is a field where descriptive 
information provided by the card issuer is displayed. 

 
This field can be used by organizations in different ways and you will need to check with your administrator 
on what is required of you in regards to providing information in this field. 

 
If there is only one description field at the base of the window, you may be required to add additional 
information about your purchase to the text that is already shown there. 

 
Or, you may see a second blank description field for you to provide information about your purchase. If this 
is the case, the first description field is likely to only provide read-only content, ie. you can view the text in 
the first field but you cannot change it. 

 
If a second description field is shown, it may be mandatory for you to complete. 

 

Change Transaction Coding   
 

If your account statement has not been closed by your administrator, or the transaction has not already 
been extracted from Enterprise Spend Platform to your company's finance system, you will still be able to 
change the coding. 

 

Note: If you change the coding of a transaction after it has been approved, it will be sent back to the 
manager for re-approval. 
 
To change the coding of a transaction: 

 

1. Open the Coding tab of the Transaction Details window. 

2. Change the coding of the transaction as required. 

3. Click Save. 

Submit Expense for Approval   
 

The way in which an expense is submitted for approval depends on your organization setup on Enterprise 
Spend Platform. There are two possible methods: 

 

 The expense is automatically made available to the approver once you have created it. 
 You manually submit the expense when it is ready (if that functionality is activated). 

 

To manually submit an expense for approval: 
 

1. Display the items you wish to submit for approval by either: 
 Clicking the red items not submitted link from your home page alerts, or 
 Clicking Statement Manager on your home page main menu and selecting the 
relevant account. 

If your organization has a certain implementer-level option enabled, a Cash Expenses 
item in your main menu will take you directly to your cash expense summary. 

 
2. Either: 

 Click the red Submit All link. This is accessed on the Summary Statement screen 
to the right of the statement period for cash and requisitions, and at the bottom of the 
Account Statement for card transactions. A pop-up window will appear confirming the 
expenses have been submitted for approval, or 

 Click the submit icon (which flashes alternatively grey and green) to the right of 
the actual expense. A pop-up window will appear confirming the expense has been 

submitted for approval. The icon will change to . If you want to unsubmit the expense 

before the approver has actioned it, click . 

Note: Some organizations may require you to correctly code the expense before it can be submitted, ie. 

the transaction icon must be a . 
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Reporting 
 

A comprehensive suite of real time, online reports come standard with Enterprise Spend Platform. These 
reports are interactive and dynamic, with drill-down functionality, allowing you to analyze, review and 
monitor all aspects of your business spend. 

 
The reports you can access are dictated by the report group you belong to in the system. Reports are 
clustered into groups and employees are then linked to the groups that contain the reports relevant to them. 
If you do not have access to a report you believe you should be able to view, contact your internal 
administrator. 

 
The Reports menu is structured so each report sits under a category heading, eg. Personal Reports, 
Management Reports or Transaction Management. 

 
To reduce information overload, most reports present a high-level summary of the information on first view. 
To identify where you can drill down to a greater level of detail, move your cursor over the report and take 
note where it changes to a hand pointer. 

 
As you drill down to different levels of any report in the system, your trail is recorded at the top of the 
screen. For some reports, the levels display as a hyperlinks, allowing you to easily return to a previous view 
of the results. 

 

To find out the purpose of a particular report, click the help icon that appears in the top-right corner of 
the report search window. 

 
In This Chapter 
Report Search Criteria  
Export Report Data  
Scheduled Reports 
Personal Reports  
 

Report Search Criteria   
 

When you click the name of the report you want to view, you will be presented with a search window. Use 
the search window criteria to restrict the information that will appear in your report. (Note: Each report has 
some default settings loaded, so if you simply hit Search, a high-level report will be generated.) 

 
Each report search window has a similar format; the left displays a number of text fields and check boxes, 
while the right displays search criteria in topic groups, which you access by clicking drop-down arrows. 

 

Date Range 
 

Report search criteria screens that are pre-populated with date ranges use the same date format as that 
specified in your Regional Settings. 

 

If the report also contains a statement period selection list and you select a period, any date range values 
automatically disappear. Likewise, if you select a date range, any selected statement period disappears. 

 

Wildcard Character 
 

Enterprise Spend Platform reports allow for wildcard searching (use of the % character) within account code 
fields. For example, if you enter GL% in a GL Code field and %123% in a CC Code field, that search would 
find all transactions coded to a GL code starting with GL and coded to a CC code that contains 123. If the 
Project field was left blank, it would not matter what project code the transaction was coded to. 

 
Merchant Category fields also support the wildcard character when searching by merchant category name. 
For example, if you enter %or, the search could potentially find transactions for suppliers belonging to the 
Florists or Book Stores merchant categories. 

 

Report Templates 
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The majority of Enterprise Spend Platform reports (those with a comprehensive selection of report criteria) 
give you the ability to create a report template. This functionality allows you to save the search criteria you 
use regularly, making it quicker and easier to run the same report in the future. 

 
The functionality resides in the Report Templates section of the report's search criteria window. After 
selecting your search criteria and clicking the Save Template link, you can name your template. The 
template (and its associated search criteria) will now appear for selection with every future use of that 
particular report. 

 
Some administrators also have the ability to save a report template as a company-wide template for all 
users to use, so you may find generic templates like these appear for your optional selection. 

 

Column Sorting & Filtering 
 

Some reports, such as the Transaction Search - Company and Account Search, allow you to sort their result 
columns alphabetically or numerically. Sorting is achieved by clicking the column heading, and a sort 
indicator   (  or ) tells you if the values are ascending or descending. Columns can be sorted across all 
report views (summary to transaction). Note: This functionality is not supported in Microsoft Internet 
Explorer 6. 

 
Searching the results of your report search for a particular value is also available in the lowest-level view of 
some reports. By clicking the Filter option that appears above the results list and typing a value in the All 
Results field, you can search for a value in any column. 

 

Warning: If certain returned row thresholds are exceeded, the solution automatically disables the report's 
sorting and filtering capabilities to ensure performance is not affected. 

 

Pink Highlighting 
 

A value is highlighted pink when the spend is greater than the company average for the period (displayed at 
the bottom of the page). The further the value from the average spend, the darker the shade of pink. For 
example, if the company average is $500, then a user who spends $1000 will be shaded a darker pink than 
someone who spends $750. A user who spends less than $500 has no shading at all. 

 

Export Report Data   
 

Online reports generated via Enterprise Spend Platform are designed to be viewed in real time. However, 
sometimes you may need to export the data to another source, such as Microsoft Excel, so the data can be 
manipulated or saved to Adobe PDF format. 
 
To export data from a report with in-built export functionality: 

 

1. Generate the report. 

2. Click the Export to Excel or Export to PDF links at the bottom left-hand corner of the 
report. 

The File Download dialog box appears. 
 

3. Click Save and browse to a location for storing the file. 

Exceptions 
 
To export data to Excel from a report without in-built export functionality: 

 

1. Highlight the data you want to export. 

2. Right-click and select Copy from the pop-up menu. 

3. Open an Microsoft Excel spreadsheet, right-click where you want to place the data and 
select Paste from the pop-up menu. 

4. While the data remains highlighted on the worksheet, copy the data again. 

5. In a new worksheet, paste the data – this time using Edit > Paste Special. From the pop- 
up menu, select Values. 

The data will now display on the worksheet without formatting or images. 
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Personal Reports   
 

Account Details 
 

This report allows each account holder to view their personal details supplied by the account issuer to 
Enterprise Spend Platform. Depending on the information provided by the issuer, the report may also  
display your credit limit (maximum balance permitted for the account across all billing periods), transaction 
limit (maximum amount allowed per transaction for the account), spend limit (maximum value that can be 
added to the account in a given billing cycle) and cash limit (maximum amount of cash advance transactions 
that can be charged to the account on a billing cycle basis). This report should be made available to all your 
account holders. 

 
Personal Details 

 

This report is provided for privacy reasons and shows all details held online about the individual. This report 
should be made available to all users. 

 
 
 

Approvals 
 

Depending on the requirements of your company, certain approval rules may be set up for some or all 
transactions. Approvals provide guidance to those users to whom these rules apply, but also to the 
managers who are required to action the approvals. 

 
There are two ways you may be notified about approvals you need to action: 

 

 Via the flashing Approvals menu item on your Spendvision home page. 
 Via an automated email. The content and frequency of the email is determined by your 
organization. However, you will not receive one email for each action required. To avoid email 
overload, you will receive one email that summaries all approval action required by you. Note: 
These automated emails may not be an option your organization is using. 

 

In This Chapter 
Transaction Approval Screen  

Icons 
 

Transaction Approval Screen 
Approve Transaction  
 

Transaction Approval Screen   
 

When you click Approvals from your home page main menu you will be taken to your Items Requiring 
Attention screen. The menu on the left of this screen will be divided according to account types. Any 
statement periods where approval action is required will appear red. 

 
By default, six months' worth of statement periods will be shown for each account type. However, if there 
are outstanding approvals in any period older than this, it will also be displayed. 

 
If a certain implementation option has been enable for your company, the statement period listing is filtered 
to show only those periods for which you "have" items requiring attention (shown in red text) and those 
periods for which you "had" items requiring attention. Any periods where there were no approvals for you to 
action are hidden (omitted) from the list. 

 
The Items Requiring Attention screen displays a list of employees who have transactions awaiting your 
approval, as well as the account type, statement period, and number of transactions. If you click the 
employee name, you will be taken to the Transaction Approval screen, and it will display all transactions 
that need approval across all periods and all account types. If you click a statement period beside an 
employee's name, you will also be taken to the Transaction Approval screen, but it will display only the 
transactions for that period and that account type. 

 
Alternatively, you can also access the Transaction Approval screen by clicking the red statement period 
from the left hand menu of your Items Requiring Attention screen and then clicking an employee name 
from the list of employees who have transactions requiring approval. 

 
The Transaction Approval screen is divided into the following sections for each account type: 
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 Information Required 
 Information Provided 
 Approval Required 
 Declined 
 Approved 

Note: You can change the information displayed on your Transaction Approval screen, by customizing 
your view. 

 

Transaction Approval Screen Icons   
 

Two sets of icons are visible on the Transaction Approval screen: one relates to the coding status of the 
item, the other to the approval status. 

 

Coding Status Icons 
 

These icons are determined by the action of the employee: 
 

 
 

This indicates the user still has to enter some mandatory coding 
or information. 

 This indicates the user has entered all required information. 

 
 
 

This indicates the transaction has been automatically coded. 
This means that via default coding, all the information required 
for this transaction has been entered. 

Approval Status Icons 
 

These icons are determined by the action of the approver: 
 

 This indicates the item is waiting to be approved. 

 This indicates the approver has approved the item. 

 This indicates the approver has requested more information. 

 This indicates the approver has declined the item. 

 
 
 
 
 

Approve Transaction   
 

Note: This procedure applies to all account types, ie. card transactions, cash expenses or requisitions. 
Where reference is made to the Transaction Details window, this could in fact be the Requisition 
Details or Cash Expense Details windows. 

 
To approve a transaction: 

 

1. From the Items Requiring Attention screen, click: 
 an employee's name to display all transactions that need approval across all 
periods and all account types, or 
 a statement period beside an employee's name to display only the transactions for 
that period and that account type. 

The Transaction Approval screen appears, allowing you to view the employee’s transactions that 
require approval. The items are categories by account type. 

 

Note: You can also access the Transaction Approval screen by clicking the red statement period 
from the left hand menu of your Items Requiring Attention screen and clicking an employee 
name from the list of employees who have transactions requiring approval. 
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2. Click beside Approval Required to expand the list. 

3. Click to the right of the transaction you want to approve. 

The Transaction Details window appears, defaulting to the Approval tab. 
 

4. If there is a requisition that needs approving, you can view a list of items linked to the 
requisition by clicking the requisition name on the Transaction Approval screen or by going to the 
Coding tab of the Requisition Details window and clicking View Linked Transactions. 

5. Click the Approved option at the bottom of the Approval tab. 

A green check appears in the Approved check box. 

6. Click Save. 

The transaction will show an approved icon on the employee’s statement, and will automatically 
move under the Approved heading of the Transaction Approval screen. 

 
7. To go to the next employee requiring approval, without having to return to the Items 
Requiring Attention screen, click Next. 
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(1)(a) Purchases and leases by school districts and Florida College System institutions shall comply with the 

requirements of law and rules of the State Board of Education. 

(b) Purchases and leases by state universities shall comply with the requirements of taw and regulations of the 

Board of Governors. 

(l) Each district school board and Florida College System institution board of trustees shall adopt rules, and each 

university board of trustees shall adopt regulations,to be followed in making purchases. 

(3) In districts in which the county purchasing agent is authorized by taw to make purchases for the benefit of other 

governmental agencies within the county,the district school board and Florida College System institution board of 

trustees shall have the option to purchase from the current county contracts at the un t price stated therein if such 

purchase is to the economic advantage of the district school board or the Florida College System institution board of 

trustees; subject to confirmation of the items of purchase to the standards and specifications prescribed by the school 

district or Florida College System institution. 

(4)(a) The State Board of Education may, by rule, provide for alternative procedures for school districts and Florida 

College Systeminstitutions for bidding or purchasing in cases in which the character of the item requested renders 

competitive bidding impractical. 

(b) The Board of Governors may,by regulation, provide for alternative procedures for state universities for bidding 

or purchasing in cases in which the character of the item requested renders competitive bidding impractical. 
Hlstory.-s. 530, ch . 2002·387;s. 145, ch. 2007 217; s. 23, ch. 2010·78; s. 152, ch. 2011·5; s. 21 , ch. 2011-177. 
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6A-l.Ol2 Pu rchasing Policies. 
Each district school board shall establish purchasing rules which shall include but not be limited by the following: 

(l) Definitions: 
(a) The term "competitive solicitation" shall be defined for the purposes of this rule to include purchasing made through the 

issuance of an invitation to bid, request for proposals and invitation to negotiate. Competitive solicitations are not required for 
purchases made through the pool purchase provisions of Section 1006.27, F.S. 

(b) "Invitation to bid" shall be defined for the purposes of this rule as a written solicitation for competitive sealed bids. The 
invitation to bid is used when the district school board is capable of specifically defining the scope of work for which a contractual 
service is required or when the district school board is capable of establishing precise specifications defining the actual commodity 
or group of commodities required. A written solicitation includes a solicitation that is publicly posted. 

(c) "Invitation to negotiate" shall be defined for the purposes of this rule as a written solicitation for competitive sealed replies 
to select one or more vendors with which to commence  negotiations  for the procurement  of commodities  or contractual  services. 
The invitation to negot iate is used when the district school board determines that negotiations may be necessary  for it to receive the 
best value. A written sol icitation includes a solicitation that is pub l icly posted. 

(d) The term "proposer" shall be defined for the purposes of this rule to include those vendors submitting bids or responses to a 
competitive solicitation. 

(e) "Request for proposals" shall be defined for the purposes of this rule as a written solicitation for competitive sealed 
proposals. The request for proposals is used when it is not practicable for the district school board to specifically define the scope of 
work for which the commodity, group of commodities, or contractual service is required and when the district school board is 
requesting that a responsible vendor propose a commodity, group of commodities, or contractual service to meet the specification s 
of the solicitation document. A written solicitation includes a solicitation tbat is publicly posted. 

(t) The term "superintendent" shall be defined for the purposes of this rule to mean "superintendent or designee". 
(2) The superintendent may be authorized to purchase commodities or contractual services where the total amount does not 

exceed an amount prescribed by the school board, and does not exceed the applicable appropriation in the district budget. The 
superintendent may also be authorized to purchase commodities or contractual services under Department of Management Services 
state term contracts. Assistants functioning under the superintendent's direction may be authorized to perform these purchasing 
tasks. No person , unless authorized to do so under the rules of the district school board, may make any purchase or enter into any 
contract involving the use of school funds; no expenditures for any such unauthorized purchase or contract shall be approved by the 
district school board. 

(3) Before making any purchase of commodities or contractual services which the superintendent is authorized by the district 
school board to make or before recommending any purchase to the district school board, the super intendent shall, insofar as 
possible, propose standards and specifications. He or she shall see that the commodities or contractual services conform to those 
standards and specifications, and shall take such other steps as are necessary to sec that the maximum value is being received for any 
money expended. 

(4) In each school district in which the purchasing agent for any public agency is authorized by law to make purchases  for the 
benefit of other governmental agencies within the county, the district school board shall have the option to purchase under the 
current contracts as may be established for any of the public agencies as set forth above at or below the unit price stated therein, if 
such purchase is to the economic advantage of the district school board, subject to conformance of the items of purchase to the 
standards and specifications prescribed by the superintendent for said district, 

(5) As required by Section  I 001.42(I O)(j), F.S., the district school board shall receive and give consideration to the prices 
available to it under rules of the Department of Management Services, Division of Purchasing. District school boards may use prices 
established by the Division of Purchasing through its state purchasing agreement price schedule. If district school board policy 
provides for purchasing under this program of state purchasing agreements the conditions for use shall be those imposed on state 
agencies. 

(6) In lieu of requesting competitive solicitations from three (3) or more sources, district school boards may make purchases at 
or below the specified prices from contracts awarded by other city or county govemmental agencies, other district school boards, 
community colleges, federal agencies, the public or governmental agencies of any state, or from state university system cooperative 
bid agreements, when the proposer awarded a contract by another entity defined herein will permit purchases by a district school 



board at the same terms, conditions, and prices (or below such prices) awarded in such contract, and such purchases are to the 
economic advantage of the district school board. 

(7) Except as authorized by law or rule, competitive solicitations shall be requested from three (3) or more sources for any 

authorized commodities or contractual services exceeding $50,000. Districts may not divide the procurement of commodities or 

contractual services so as to avoid this monetary threshold requirement. District school boards, by rule, shall set this amount or a 

lesser amount and shall establish purchasing pol icy relative to purchases of a dollar value less than this formal monetary threshold. 
(8) The district school board shall have the authority to reject any or all proposals submitted in response to any  competitive 

solicitation and request new proposals or purchase the required commodities or contractual services in any other manner authorized 
by this section . 

(9) In acceptance of responses to invitations to bid, the district school board may accept the proposal of the lowest responsi ve, 
responsible proposer. In the alternative, the district school board may also choose to award contracts to the lowest responsive, 
responsible bidder as the primary  awardee of a contract and to the next lowest responsive, responsible bidder(s) as alternate 
awardees from whom commodities or contractual services would be purchased should the primary awardee become  unable to 
provide al l of the commodities or contractual services required by the district school board during the term of the contract. Nothing 
herein is meant to prevent multiple awards to the lowest responsive and responsible bidders when such multiple awards are clearly 
stated in tlhe bid solicitation documents. 

(I0) In acceptance of responses to requests for proposals, district school boards may award contracts to one or more responsive, 
responsible proposers in accordance with the selection criteria published in the request for proposal. The district school board is not 
required to request proposals for purchases made from contracts of the Department of Management Services as referenced in 
subsections (2) and (5) of this rule. 

(11) The requirement  for requesting competitive solicitations for commodities  or contractual services from three or  more 
sources is hereby waived as authorized by Section I 010.04(4)(a), F.S., for: 

(a) The purchase by district school boards of professional services which shall include, without limitation, artistic services; 
academic program reviews; lectures by individuals; auditing services not subject to Section 218.391, F.S.; legal services, including 
attorney, paralegal, expert witness, court reporting, appraisal or mediator services; and health services involving examination 
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diagnosis, treatment, prevention, medical consultation or administration; and, 

(b) The purchase by district school boards of educational services and any type of copyrighted materials including, without 
limitation, educational tests, textbooks, printed instructional materials, computer software, films, filmstrips, videotapes, dvds, disc or 

tape recordings, digital recordings, or similar at dio-visual materials, and for library and reference books, and printed library cards 
where such materials are purchased directly from the producer or publisher, the owner of the copyright, an exclusive agent within 

the state, a governmental agency or a recognized educational institution; and, 
(12) Additional exemptions authorized  under certain conditions. 

(a) The requirements for requesting competitive solicitations and making purchases for commodities and contractual services as 
set forth in this section are hereby waived as authorized by Section 10I 0.04(4)(a), F.S., when the following conditions have been 
met by the district school board: 

I .Competitive solicitations have been  requested  in the manner prescribed by this rule; and, 

2. The district school board has made a finding that no valid or acceptable ftrm proposal has been received within the prescribed 
time. 

(b) When such a finding has been officially made, the district school board may enter into negotiations with suppliers of such 
commodities and contractual services and shall have the authority to execute contracts with such vendors under whatever terms and 
conditions as the district school board determines to be in its best interests; 

(c) If less than two responsive proposals for commodity or contractual services are received , the district school board may 
negotiate on the best terms and conditions or decide to reject all proposals. The district school board shall document the reasons that 

negotiating terms and conditions with the sole proposer is in the best interest of the sc·hool district in lieu of resoliciting proposals; 

(d) Commodities or contractual services available only from a single source may be exempted from the competitive solicitation 

requirements. When a district school board believes that commodities or contractual services are available only from a single source, 
the district school board shall electronically or otherwise publicly post a description of the commodities or contractual services 

sought for a period of at least 7 business days. The description must include a request that prospective vendors provide information 
regarding their ability to supply the commodities or contractual services described. If it is determined in writing by the district 



school board, after reviewing any infonnation received from prospective vendors, that the commodities or contractual services are 
available only from a single source, the district school board shaJI provide notice of its intended decision to enter a single source 
contract in the manner specified in Section 120.57(3), F.S., and may negotiate on the best terms and conditions with the single 
source vendor; 

(e) District school boards may dispense with requirements for competitive solicitation s for the emergency purchase of 

commodities or contractua l services when the superintendent determines in writing that an immediate danger to the publ ic health, 

safety, or welfare or other substantial loss to the school district requires emergency action. After the superintendent makes such a 

written detennination , the  district school board may proceed with the procurement of  commodit ies or contractual services 

necessitated by the immediate danger, without requesting competitive solicitations. However, such an emergency purchase shall be 

made by obtaining pricing infonnation from at least two prospective vendors, which must be retained in the contract file, unless the 

superintendent determines in writing that the time required to obtain pricing infonnation will increase the immediate danger to the 

public health, safety, or welfare or other substantial loss to the school district; 
(f) A contract for commodities or contractual services may be awarded without competitive solicitations if state or federal  law, a 

grant or a state or federal agency contract prescribes with whom the district school board must contract or if the rate of payment is 
established during the appropriations process; and, 

(g) A contract for regulated utilities or government franchi sed services may be awarded without competitive solicitations. 

(13) Insofar as practicable, all purchases shall be based on contracts, purchasing card systems, electronic procurements or 
purchase orders. Within limits prescribed by the district school board, the superintendent shall be authorized to approve purchases 

under rules of the district school board; provided that in so doing, he or she shaJI cenify that funds to cover the expenditures are 

authorized by the budget and have not been encumbered. 
(14) A district school board, when acquiring, whether by purchase , lease, lease with option to purchase, rental or otherwise, 

information technology, as defined in Section 282.0041(14), F.S., may make any acquisition through the competitive solicitation 

process as described herein or by direct negotiation and contract with a vendor or supplier, as best fits the needs of the school district 

as determined by the district school board . 
(15) Except as otherwise required by statute, a district school board, when purchasing insurance, entering risk  management 

programs, or contracting with third part y administrators, may make any such acquisitions through the competitive solicitation 

process as described herein or by direct negotiations and contract. 
 

Ru/emaking Authority 1001.02(1). /006.27. /0/0.04 FS. Law Implemented  J00/.42(4)(j).  1006.27, 1010.04 FS. History-New  12-17-M, Amended 

5-24-67. 9-17-72, 4-19-74, 9-/9-74, Repromulgated  12-5-74,Amended  2-21-77, 3-10-85. Formerly 6A-1.12. Amend d 6-27-89. 7-5-90, 6-10-92. 6- 

29-93, 4-25-96, 4-14-97, 7-17-00, 2-25-09. 



6A-1.091 Purchases from Internal Funds. 
Pursuant to Sections 1011.07, F.S., and regulations of the state board of education the requirements pertaining to purchases and 
securing bids on purchases made from pub lic tax funds by the school board shall be observed when purchases are made from 
internal funds, except that approva l by school board of internal accounts vouchers for paym ent i s not .required unless otherwise 
specifically provided for by school board regulation. The School board may by regulation place more strict requirements pertaining 
to purchases from interna l funds than is required by the general or any special law relating to purchases from tax funds. The board 
may delegate by regulation to such individuals as it may deem appropriate the making of such purchases from internal funds and the 
securing of quotations and awarding of contracts. Insofar as possible, purchases of tbe same or a similar nature to be used in more 
than one school should be combined and purchased only after approval by the school board. Purchases made from funds bandied in 
trUst for individuals such as purchases of class jewelry, school annua ls, cards and invjtations, insignia, caps and gowns, etc., shall be 
exempt from the foregoing requirements relative to purchases; however, all such funds shall be deposited in the internal funds and 
shall be subject to the regular individua l school audit. 

 
Ru/emaking Authority 1001.02(1), 1011.07 FS. Law Implemented  10/0.04(1),  1011.07 FS. History-New 2-20-64, Amended 6-20-64, 5-24-67, 8-9- 

68. Repromulgated   12-5-74, Formerly 6A- 1.91. 
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6320 • PURCHASING 
 
Procurement Procedures 
 

All procurement of supplies, materials, equipment , and services paid for from School District funds shall 
be made in accordance with all applicable State statutes, Florida State Board of Education Rules, School 
Board policies, and administrative procedures . 

 
Purchase Order Required 
 

Each purchase shall be based upon a request originating from the principal or department head where 
the product or service is used.Each request,or agreement/contract, shall be properly financed, 
budgeted, and encumbered prior to the issuing of a purchase order.The Director of Purchasing, or 
his/her designee, may in an emergency, grant permission for the issuance of an emergency purchase 
order,which will be entered into the system and encumbered at that time.The payment of an 
unauthorized purchase shall be the so e responsibil y of the person placing the order. 
 
Personal Purchases and Commercial Services 
 

No employee or school official of the Board shall be permitted to use bid prices or receive any preferential 
treatment In the making of personal purchases unless so offered by the vendor to all District employees. 
In the event of such an offer, vendor(s) should contact the human resources department to have 
employee pricing added to the District peri< list. Any such offer shall not interfere or have bearing on any 
bid award. 

 
Bidding 
 

It is the policy of the Board that the Director of Purchasing or his/her designated representative shall be 
responsible for estimating needs for items in common use and making quantity purchases. All items, or 
group of related items that cost in excess of the amount defined in Florida State Board Administrative 
Rule F.A.C. 6A-1.012(7),except as authorized by Rule F.A.C. 6A-1.012, shall be purchased based on 
competitive bids. 
 
Exemptions from Bidding 
 

The Board is not required to request bids for: 
 

 
A. purchases made from State of Florida Department of Management Services, Division of 

Purchasing through its contracts and negotiated agreement price schedules; 
 

B. Federal general services administration contracts; 
 

C. purchases made under provisions of F.A.C. 6A-1012(11) for supplies and services and F.A.C. 6A- 
1.012(14) for information technology resources or any item or product classification specifically 
excepted by statute or regulation; 



 

D. purchases made from bids awarded by city or county governmental agencies, other district 
school boards, community colleges, Federal agencies, public or governmental agencies of any 
state, State university systems, or other cooperative agreements, when the proposer awarded a 
contract by another entity defined herein, will permit purchases by the Board at the same or 
better terms, conditions, and prices as those awarded in the original bid or cooperative 
agreement; 

 

E. utilities and other required governmental fees; 

F. purchases made In emergencies for reasons such as health, safety,or loss of financial 
advantage; 

 
 

Such purchases shall be confirmed by subsequent Board action. 
 

G. sole source purchases when no other item of comparable quality can be utilized. 
 
 
Board Authorization for Purchases 
 
The purchase of any item or service costing $50,000 or more shall be specifically approved by the 
Board. Exceptions that do not require Board approval are: 

 

 
A. direct material purchases for which the projects' Guaranteed Maximum Price (GMP) has been 

previously approved by the Board,or direct material purchase that reduces the District's 
obligation for the sole purpose of sales tax savings; 

 

B. utilities and other required governmental fees; 
 

C. contracts that have been previously approved by the Board that include automatic renewal 
options. 

 

Bid Protest 
 

A  A bidder who wishes to file a bid protest must file such notice and follow procedures prescribed by 
F.S. 120.57(3), for resolution.For bids solicited by the purchasing department or the 
facilities department,the notice must be filed with the purchasing department. 

B. Any person who files an action protesting a decision or intended decision pertaining to a bid 
pursuant to F.S. 120.57(3)(b), shall post at the time of filing the formal written protest, a bond 
payable to the Board in an amount equal to $25,000 or two percent (2%) of the lowest 
accepted bid, whichever Is greater, for projects valued over $500,000 and five percent (5%) 
of the lowest accepted bid for all other projects. The bond shall be conditioned upon the 
payment of all costs which may be adjudged against the protester In the administrative 
hearing In which the action is brought and in any subsequent appellate court proceeding. If, 
after completion of the administrative hearing process and any appellate court 
proceedings,the District prevails, it shall recover all costs and charges, which shall be 
included in the finalorder or judgment,including charges made by the Division of Administrativ 
e Hearings,but excluding attorney's fees.If the 
protester prevails.s/he shall recover from the District all costs and charges which shall 
beincluded in the final order of judgment. excluding attorney's fees. 

C. Failure to file a notice of intent to protest, or failure to file a formal written protest within the 
time prescribed in section F.S. 120.57(3), shall constitute a waiver of proceedings under F.S. 
Chapter 120. 

 
The Superintendent shall develop a Purchasing Manual that describes the processes necessary to 
implement the intent of this policy. 

 
F.S. 1001.43,1010.04 
F.A.C. 6A-1.012 

Revised 10/15/09 
Revised 1/10/12 
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6320C1 - BIDDING 
 
The following procedures will be followed: 

 

 
A. Preparation 

 

1. The Purchasing Department shall have the responsibility for preparing bid documents and 
advertising for solicitation of bids. 

2. The technical specifications for the purchase of special equipment, materials, and/or services 
shall be prepared by the person or department requesting the purchase and submitted to the 
Purchasing Department. Specifications must be complete and accurate to ensure that goods 
received conform to standards desired. 

3. All bids of items, or groups of related items that cost in excess of the amount defined in 
Policy 6320 must be publicly advertised. 

4. The advertisement for bids will generally be placed in local newspapers in accordance with 
statute. Advertisements for bids should also be placed in other appropriate venues when 
bidding construction projects and specialized equipment. For bonds or other borrowings, State 
laws relating to publication shall govern public advertisements. 

 

B. Bid Opening 
 

1. All bids whether invitational or publicly advertised shall be opened publicly at a specified time 
and place. 

2. Generally, bids shall be opened and read at a pre-determined, advertised site by an official of 
the Purchasing Department. 

3. The Director of Purchasing shall determine the persons who will be responsible for evaluating 
the bids and recommending purchases. 

 

C. Bid Awards 
 
 

Award of bids shall be as follows: 
 

1. The Director of Purchasing may direct the awarding of all bids. 
 

2. All bids exceeding the amount established in Policy 6320 shall be approved by the Board. 
 

D. Cooperative Bids 
 

 
Participation in cooperative purchasing/bidding arrangements with other schools and/or 
governmental units is permitted providing they satisfy the District's bidding requirements. 
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6324 - CONE OF SILENCE DURING COMPETITIVE SELECTION PROCESS 
 
A cone of silence is hereby established for all competitive selection processes including Invitations for 
Bids (IFB), Request for Proposals (RFP), Request for Qualifications (RFQ),and Invitations to Negotiate 
(ITN) for the provision of goods and services. The cone of silence is designed to protect the integrity of 
the procurement process by shielding it from undue influences prior to the recommendation of contract 
award. This cone of silence shall be imposed on these procurements after advertisement of same. 

 
The cone of silence prohibits any communication regarding a particular IFB, RFP, RFQ, or ITN between: 

 

 
A  a potential vendor, service provider, bidder, lobbyist, consultant or any employee of one of these 

entities and the staff of the District, including school principals; and/or 

B. a potential vendor,service provider, bidder, lobbyist, consultant or any employee of one of these 
entities and any one (1) or more of the School Board members or member-elects . 

 

 
The cone of silence prohibits a potential vendor, service provider, bidder, lobbyist, or consultant from 
actively soliciting the community to lobby on their behalf with staff of the District, or any one (1) or more of 
the Board members or member-elects. 

 
Unless specifically provided otherwise in the applicable IFB, RFP, RFQ or ITN the cone of silence does 
not apply to the following: 

 

 
A Communicat ions between a potential vendor , service provider, bidder, lobbyist, or consultant and 

the District's purchasing department. 

B. Communicat ions between a potential vendor, service provider, bidder, lobbyist, or consultant and 
the District's facilities department, when said communication pertains to competitive acquisitions 
administered by that department (e.g., Architect/Engineer (AlE) selection, capital projects). 

C. Communications between a potential vendor, service provider, bidder, lobbyist,or consultant and 
the District's staff attorney or Board attorney . 

D. Communications at duly noticed pre-bid meetings and site visits prior to bid opening or post bid- 
opening meetings and site visits, which are administered by either the purchasing department or 
the facilities department, prior to issuance of a written recommendation of contract award. 

 

 
The cone of silence commences after the advertisement of the IFB. RFP,RFQ or lTN. Competitive 
procurements are advertised on the purchasing department's bid posting web page or In the newspaper 
of general circulation. 
 

The cone of silence terminates at the time the Board acts on a written recommendation from the 
purchasing department or facilities department regarding contract award;provided,however,that 
communications are permitted when the Board receives public comment at the meeting when the 
recommendation is presented. 



 

The purchasing department and facilities department shall ensure that all solicitations include provisions 
describing the requirements and prohibitions of the cone of silence,including how a potentialvendor , 
service provider, bidder, lobbyist, or consultant may communicate with District personnel. 

 
Any person,whether employed by the District or not, who knowingly violates a provision of this policy 
shall be prohibited from serving on a District competitive selection committee. 

 
Violation of this policy by a particular bidder, proposer, respondent, and/or representative may, at the 
discretion of the District, result in rejection of said bidder, proposer, respondent, and/or representative's 
bid, proposal, or offer and may render any contract award to said bidder, proposer, or respondent 
voidable. 

 
In addition to any other penalty provided by law,violation of this policy by a District employee may subject 
said employee to disciplinary action up to and including dismissal from service . 
 

Adopted 9/8/14 
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