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 11 
GENERAL PURCHASING 12 
 13 

A. Authority to Purchase 14 
 15 

The authority to contract for goods and/or services is vested in the Board of 16 
Trustees.  Authority to purchase supplies, materials, apparatus, equipment and 17 
services is annually delegated by Board action to designated District officers.  18 
The purchase of goods and services shall be made through the Purchasing 19 
Department following authorized procedures in accordance with established 20 
policies and laws.  Any purchase made by an employee without proper 21 
authorization will be considered an obligation and liability of the employee and 22 
not the San Bernardino Community College District. 23 
 24 

B. Conflict of Interest 25 
See Administrative Procedure 2260 26 

 27 
C. General Purchasing Information  28 

 29 
1. Except for small purchases from petty cash or on procurement cards, all 30 

purchases or commitments to buy are made through the use of a 31 
purchase order. Purchase orders will be issued by the Purchasing 32 
Department only upon receipt of a properly authorized purchase 33 
requisition. 34 

 35 
2. Specifications 36 

 37 
Departments may submit their own specifications for supplies and/or 38 
equipment; however, the Purchasing Department has the authority to 39 
question need, quantity, quality, and materials requested and to make 40 
recommendations where the general health and welfare or economy is in 41 
question. The Purchasing Department will provide assistance in the 42 
development of specifications as requested.  43 

 44 



 
 

3. Selection of Vendor 45 
 46 

The Purchasing Department will accept recommendations from the 47 
requesting department for potential vendors, but will endeavor, where 48 
possible, to encourage the use of local and small business enterprises in 49 
its procurement activities.  On all procurement activities that must be 50 
competitively bid, or for which the District must receive quotes, such will 51 
be evaluated with a ten (10%) percent preference for local vendors.  The 52 
vendor must claim local vendor preference to be considered.  Please note 53 
the following exceptions: 54 

• Those contracts which State Law or, other law or regulation 55 
precludes this local preference. 56 

• Purchases made through cooperative purchasing and leveraged 57 
procurement agreements and piggy-back purchases. 58 

• Public Works construction projects. 59 
 60 
A "local" vendor will be approved as such when, 1) it conducts business in 61 
a physical location within the County of San Bernardino; and 2) it holds a 62 
valid business license issued by an agency within the County of San 63 
Bernardino; and 3) business has been conducted in such a manner for not 64 
less than six months prior to being able to receive the preference.  Proof 65 
of eligibility will be provided to the District as part of the vendor application 66 
process. 67 
 68 
Subject to the Local Vendor Preference, final vendor designation will be 69 
made by the Purchasing Department. 70 

 71 
4. Price Quotations 72 

 73 
Any purchase of supplies or equipment with a unit cost in excess of 74 
$20,000 or contract for services in excess of $20,000 requires price 75 
quotations from at least three different vendors.  Any requests for 76 
exception must be submitted in writing to the Vice Chancellor, Fiscal 77 
Services for consideration.  The Purchasing Office may require price 78 
quotations for items regardless of the cost if it determines that such quotes 79 
would be in the best interest of the District. 80 
 81 

5. Bid Requirements 82 
 83 

The Board of Governors of the California Community Colleges shall 84 
annually adjust the dollar amount required for bid to reflect the percentage 85 
change in the annual average of the Implicit Price Deflator for State and 86 
Local Government Purchase of Goods and Services for the United States, 87 
as published by the United States Department of Commerce for the 12-88 
month period ending in the prior fiscal year (Public Contract Code 20651).  89 
The annual adjustments shall be rounded to the nearest one hundred 90 



 
 

dollars ($100).  The Purchasing Department will publish the annual bid 91 
threshold in January of each year as it is made available by the Board of 92 
Governors of the California Community Colleges.  Any purchase over this 93 
established threshold must go through the formal bid process.  The 94 
Purchasing Department may require formal bids for items regardless of 95 
the cost if it determines that such bids would be in the best interest of the 96 
District.   97 

 98 
6. Date of Delivery 99 

 100 
Materials and services must be charged against and paid from 101 
appropriations within the fiscal year in which the material or service is 102 
actually received.  103 

 104 
D. Purchase Requisitions 105 

 106 
A purchase requisition is prepared by an individual or department to request the 107 
Purchasing Department to buy specific items.  The requested information on the 108 
requisition provides guidance to the Purchasing Department as to the requester's 109 
preferences regarding vendor, specifications, etc.  The Purchasing Department 110 
will review each purchase requisition to determine if the request meets 111 
established procedures, standards, and laws and will test the object, location, 112 
and program codes to determine the availability of funds. 113 
 114 

E. Purchase Order 115 
 116 

After a purchase requisition has been reviewed and approved, a purchase order 117 
is prepared which authorizes the vendor to deliver the supplies/equipment or 118 
provide the service requested.  No vendor has authority to provide materials or 119 
services until a purchase order has been issued and signed. 120 

 121 
F. Change Orders 122 

 123 
A change order may be required if there are material changes to the purchase 124 
order.  The requisitioning department must contact the Purchasing Department to 125 
request a change order.  A proper request will include the purchase order 126 
number, vendor name, the cause of the change order, a detailed description of 127 
the changes to be made on the purchase order, and the budget codes affected, if 128 
applicable. 129 

 130 
G. Emergencies 131 
 132 

In the event of an emergency, authority to purchase may be obtained from the 133 
Purchasing Department and a purchase order can be issued without a fully 134 
authorized purchase requisition.  Such approval must be obtained from the 135 
Purchasing Department in advance of the purchase. 136 



 
 

 137 
BID PROCEDURES 138 

 139 
A. Approval 140 
 141 

All purchases requiring bid procedures require an "award of bid" by the Board.  142 
All vendors involved in a bid process shall be notified that Board action is 143 
required before materials are delivered or a project can begin. 144 

 145 
B. Purchase and Contract Specifications 146 
 147 

Bid documents or requests for price quotations must contain specifications 148 
and/or drawings, if appropriate, which standardize the purchase and provide a 149 
basis for selection of a vendor.  The Purchasing Department can advise on the 150 
level of specificity required based on the nature of the purchase. In general, 151 
specifications should be generic in nature and not specify a particular brand, 152 
manufacturer or vendor. It may be necessary to involve a consultant in the 153 
development and/or review of specifications. Some specifications may require 154 
legal review. Development of specifications may require several weeks or 155 
months. 156 

 157 
C. Energy Efficiency Specifications 158 

 159 
Vendors must provide equipment and appliances that earn the ENERGY STAR 160 
and meet ENERGY STAR specifications for energy efficiency where ratings 161 
exist. Complete product specifications and updated lists of qualifying products 162 
may be found at www.energystar.gov. 163 
 164 

D. Bid Documents 165 
 166 

Bid documents are prepared by the Purchasing Department in consultation with 167 
the individual initiating the request.  Bid documents contain a variety of standard 168 
provisions required by law and are supplemented by specifications and special 169 
requirements.  Bid documents are made available on District website at 170 
www.sbccd.org/bids. 171 
 172 

E. Advertisement for Bids 173 
 174 

Advertisements for bids are prepared by the Purchasing Department to meet the 175 
legal bidding requirements. Ads are placed in newspapers and through other 176 
sources that are designed to reach the appropriate vendors.  Ads must appear 177 
twice, once a week for two consecutive weeks. in a newspaper with general 178 
circulation in the District.  Vendors will be provided at least two weeks from the 179 
date of the first advertisement to prepare their bids. 180 

 181 
F. Bid Opening 182 

http://www.energystar.gov/
http://www.sbccd.org/bids


 
 

 183 
A time and place of bid opening is stated in the bid document and the bid 184 
advertisement.  Bids are accepted via physical delivery in the Purchasing 185 
Department up to the exact time of the bid opening.  Bids received before the 186 
opening are kept unopened until the designated time. in the Purchasing 187 
Department.  Late bids will not be accepted and will be returned to the bidder 188 
unopened.  The District has the sole right to determine the time a bid is received.  189 
A public bid opening is held during which all bids are opened and read aloud. 190 
Bids are a matter of public record and the results are available in the Purchasing 191 
Department after the bid opening.  Bids are considered to be "responsive" if they 192 
meet the specifications as published.  The services of an outside consultant may 193 
be required to evaluate responsiveness.  Reference checks may be applied to 194 
any and all bids that are responsive and competitive.  A summary of the prices 195 
quoted is prepared for the Board. 196 

 197 
G. Bid Bonds/Guarantees 198 
 199 

Bid bonds or other bid guarantees may be required of all bidders and are kept on 200 
file until the Board awards a contract.  Bonds/guarantees are returned to all 201 
bidders after the award of bid. 202 
 203 

H. Award of Bid 204 
 205 
A summary of the bids received is prepared for the Board.  The bids are 206 
evaluated per the criteria established in the bid, to include local vendor 207 
preference procedures, and a recommendation is made to the Board for the 208 
award of bid.  Contracts are not signed until after the bid award and no bidder 209 
should move to deliver supplies or equipment or start of project until after the 210 
Board takes action and the contract is executed.  The Board has the right to 211 
reject all bids or waive any irregularities.  If that occurs, bidders will be notified in 212 
writing. 213 
 214 

I. Bid Protest 215 
 216 
The bid documents will contain procedures allowing a bidder to protest an 217 
impending award of bid.  Bid protests must be made in writing to the designated 218 
agent of the district.  The decision of the Board shall be final. 219 
 220 

J. Amendments and Addenda 221 
 222 

1. Any changes to the bid document prior to the award of bid will be 223 
published prior to the bid opening.  It is the sole responsibility of the bidder 224 
to acknowledge any amendment or addendum in its bid.  If the change will 225 
require substantial time for bidders to reconfigure their quotes, the bid 226 
opening may have to be extended. 227 

 228 



 
 

2. Any change to specifications or terms and conditions of the bid after the 229 
opening will require a change notice approved by the Board. 230 

 231 
PROCUREMENT CARD 232 
PROGRAM OVERVIEW 233 
 234 
The Procurement Card Program simplifies the purchasing/disbursement process by 235 
facilitating point-of-sale procurement.  Purchasing responsibility is delegated to an 236 
authorized cardholder who may place an order directly with a vendor/supplier.  When a 237 
purchase authorization is requested by a vendor/supplier at the point-of-sale, VISA 238 
validates the transaction against pre-set limits established by the District in conjunction 239 
with department administrators.  All transactions are approved or declined 240 
instantaneously based on the following Procurement Card authorization criteria:  241 
 242 

1. Number of transactions allowed per day.  243 
2. Number of transactions allowed per month.  244 
3. Single purchase limit.  245 
4. Spending limit per month.  246 
5. Approved commodity codes.  247 

 248 
The authorization process occurs through an electronic system that supports the 249 
Procurement Card Program.  The Program Administrator for the Procurement Card 250 
Program shall be the Business Manager.  In the absence of the Business Manager, 251 
Cardholders may contact the Purchasing Department for guidance and information. All 252 
forms listed herein and all Cal Card procedures shall be made available on the District 253 
website. 254 
 255 
Authorized/Prohibited Purchases and Practices 256 
 257 

Procurement cards are District property issued in the employee’s name. Use is 258 
restricted exclusively for qualified business-related purchases. Applicable 259 
purchase categories are summarized as: 260 

 261 
1. Authorized Purchases 262 
 Purchases of supplies, goods, and materials up to $1,000.00 per 263 

transaction  264 
 Equipment purchases under $1,000.00 (a cardholder shall verify with their 265 

site technology manager technology equipment is compatible with District 266 
systems)  267 

 Software purchases less than $200 classified under object code 4430 (a 268 
cardholder shall verify with their site technology manager the software is 269 
compatible with District systems) 270 

 Web site domain name purchases 271 
 Travel Expenses, such as Airfare, Ground Transportation, Lodging, 272 

Conference Registration Fees, and /or meals, excluding alcohol. Itemized 273 



 
 

receipt is required for meals. A maximum acceptable meal gratuity is 20% 274 
of allowable meal expenses and taxes. 275 

 Refreshments and other goods for official business meetings (see 276 
Administrative Procedure 3750 for additional requirements) 277 

 Postage and shipping expenses 278 
 279 
2. Prohibited Purchases 280 
 Purchases for supplies, goods, material and equipment over $1,000.00 281 

per transaction 282 
 Services, such as consultants, instructors, speakers, repairs, 283 

maintenance, personnel, labor, rentals, leases, lease-to-purchases, and 284 
public works  285 

 Computers 286 
 Software over $200.00 287 
 Software licenses and other copyright use licenses 288 
 Alcohol 289 
 Other purchases where the vendor requires a signed contract, agreement, 290 

MOU or other similar document 291 
 292 

3. Prohibited Practices 293 
 Cash Refunds  294 
 Cash Advances  295 
 Split Orders/Purchases to exceed established limits  296 
 Transferring cards between individuals  297 
 Wire transfers – money orders 298 

 299 
4. Exceptions 300 

The Program Administrator has the authority to grant exceptions to prohibited 301 
purchases on a case by case basis. Requests for exceptions shall be made in 302 
writing from the Cardholder to the Program Administrator. 303 

 304 
References: Education Code Section 81656; 305 
 Public Contract Code Sections 20650 and 20651 306 
Approved:  1/13/11 
Revised:  10/9/14, 12/11/14 
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