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OUR MISSION

Our mission is to facilitate the procurement of goods and services and to review and negotiate contracts to achieve the goals of Roane State Community College in an effective manner following TBR Policy and applicable State laws.

The TBR Policies and Procedures, relating to Purchasing and Contracts, shall govern the RSCC procurement manual.  The policies and procedures can be found on TBR’s website, https://www.tbr.edu/purchasing/department-purchasing-and-contracts, and are listed below:


TBR Policy 4:02:10:00 – Purchasing Policies & Procedures
TBR Guideline B-120 - Purchasing
TBR Policy 1:03:02:10 – Approval of Agreements and Delegation of Authority/Signature Authorization
TBR Guideline G-030 – Contracts and Agreements
 
The Purchasing and Contracts Department values ethical practices, professional conduct, quality service, and timely processing of transactions and services.  

The Purchasing and Contracts Director reports to the Vice-President of Business & Finance.

These procedures give administrative personnel, support staff, and faculty a standard, official reference document covering purchasing and contracts policies and procedures.  Forms and other helpful information are on the Purchasing website at the following link:

http://www.roanestate.edu/?6798-Purchasing-Department

RSCC policy provides that no employee of RSCC has the authority to make any purchase commitments, enter into any contract for materials of supplies, or otherwise take action concerning third parties which may be construed as financially binding to RSCC except through the usual channel under the authority of the Purchasing and Contracts Department.

Roane State prohibits making purchases for resale to employees or permitting personal purchases using college facilities, property, or funds, except through established outlets providing materials or services to the public, i.e., the college bookstore or foodservice operation. 

I. PURCHASING DEPARTMENT RESPONSIBILITIES

The Purchasing Department functions as a service division responsible for the provision of economical, efficient, and effective procurement for required materials or services, including the following: 

A. Issuance of RSCC purchase orders;

B. Informal solicitation for the purchase of goods or services for $25,000 — $100,000 requiring three (3) quotes;

C. Formal solicitation (RFP) for purchase of goods or services totaling $100,000 or more;

D. Review and processing of all contracts/agreements and grants for RSCC;

E. Maintain updated vendor files which include information on materials and services available; and

F. Expedite delivery of goods, assist in following up on delinquent orders and, when necessary, assist departments on damaged or incorrect shipments.


II. DEPARTMENTAL RESPONSIBILITIES 

A. Deans, directors, and department heads are responsible for assuring the funds are authorized and available for the purchase.  Authorized purchases must adhere to applicable RSCC funding source requirements for bidding, documentation, and reporting.

B. Faculty and staff are responsible for keeping abreast of their particular needs and time schedules and should prepare requisitions allowing sufficient time for the approval process, the bidding process, if necessary, the subsequent purchase and delivery.

C. All purchases for goods and services must be entered as a requisition into RSCC’s Jaggaer purchasing system before the commitment or purchase.  Should an instance occur where funds are obligated before obtaining a properly approved purchase order, an explanation must be stated in the comments section of the requisition.

D. Budget Managers or Supervisors should review the requisitions and backup documents for approval.

E. NO PERSONAL ITEMS shall be purchased through the College or college funds, for or by any employee of the College or any relative of any employee.  

1. Items which are considered as personal items are as follows:

plastic ware, plates, napkins, paper towels, Kleenex, Lysol wipes, dust wipes/polish, Lysol spray, cleaning products of any kind, heaters, fans, microwaves, refrigerators, office décor, gift cards (see gift card policy for exceptions), coffee, tea, water and any food items that are not for special events.

2. There may be some cases where these are considered as an allowable purchase, but the explanation and approval should be received prior to the preparation of the purchase order and will also need to be attached to the requisition or receipts when a credit card is used.

3. If the items are not approved purchases, you may be asked to reimburse the College.


III. PROCUREMENT PROCESS 
 
A. Before the procurement process can start, check Jaggaer to ensure the Vendor is in the System.  If they are not, please email the Purchasing Department with the vendor name, a contact person and an email so we can invite the vendor to TBR’s TSM (total supplier management) Portal. This will allow the vendor to be a selection for all Community Colleges and TCAT’s.

B. All purchases require a purchase order except for the following exemptions:

	1. Telephone bills;
	2. Utility bills, including connection fees;
	3. Internet connection fees;
	4. Freight charges;
	5. Postage charges;
	6. Notary public charges;
	7. Fees for titles or title searches;
	8. Vehicle rental while on approved travel;
	9. Emergency medical expenses.

C. Memberships should be approved with a Membership Approval form and assigned a membership number. The membership number should be entered in the comments on the requisition. 

D. Requisitions for purchases are entered in RSCC’s Jaggaer procurement system.  Training Modules for entering requisitions can be found on the left sidebar of the Jaggaer home page.  Once the requisition is entered; it will be approved by the budget manager of your department, the VP of Business and Finance, and then the purchasing department. When the approvals are complete, a purchase order is created. You will receive an email from Jaggaer (Sciquest) stating the process is complete.

E. Approval and Issuance of Purchase Orders:

1. Regular Orders, Blanket Orders and Check with Orders are issued through the Jaggaer system. Departments may track the progress of their requisitions throughout the purchasing process. 

2. The Jaggaer system will generate a purchase order after the final approval of the requisition has been completed by the Purchasing Department. 
a. Regular orders will be transmitted via facsimile or email to the vendors.
b. Blanket orders are generally created and emailed to the submitter of the requisitions by Jaggaer. Blanket orders are appropriate in circumstances where it is expected that recurring purchases will be made with a particular vendor throughout the course of a fiscal year. These should be closed at the end of the fiscal year.
c. Check with Order orders are created and emailed to the Accounts Payable Department to generate a check.  An invoice must be attached. 
You are responsible for choosing/entering the distribution method of the requisition in Jaggaer.

3. Purchases of goods and services cumulatively from the same Vendor within FIVE (5) years and for the same index/org and;

- less than $25,000 do not need quotes, bids or an RFP issued. 

- between $25,000 and $100,000, three (3) quotes from different vendors are required and should be recorded on the Quotation Worksheet. This form can be found on Purchasing’s Webpage. The Quote sheet is the only backup which is required to be attached to the requisition. You should keep any backup to the Quote sheet on file for your records. Phone and email solicitations are acceptable.

- over $100,000 requires an RFP, a Formal Solicitation, with at least 15 vendors invited to bid. If 15 vendors are not possible for the product/service, then the RFP will be sent to as many as you can find.  The process starts by sending a completed Bid Request Form to the Purchasing and Contracts Director. The RFP process can take up to (6) six weeks so plan accordingly.

4. Notices will be sent to all departments in the spring regarding deadlines for submitting requisitions before the closing of the fiscal year. Strict adherence to the deadlines must be observed. 
 
IV. EMERGENCY PURCHASES
Purchases of materials, supplies, equipment, or services may be made in the open market for immediate delivery only for emergencies arising from any unforeseen cause. All emergency purchases must be approved by the VP of Business and Finance Administration. A written report on the circumstances of any such emergency justifying the purchase shall be prepared and maintained.

V. REMOVAL FROM VENDORS LIST
Vendors who fail to respond to a reasonable number of bids or fail to provide adequate goods or services shall be removed from the vendors' list. Reported failure to comply with bids, awards, and orders become a part of the bidder's application file. If a qualified bidder repeatedly fails to respond to Invitations to Bid, the bidder will be removed from all commodity groups. Examples of failure to comply include but are not limited to:

	Failure to Ship
Over shipments
	Under shipments
	Early Shipments
	Late Shipments
	Damaged Products
	Defective Products
	Shipments not in Conformance with Specifications
	Unauthorized Substitutions
	Billing Errors
	Service Deficiencies
Unethical Practices
	Misrepresentation of Merchandise
Failure of a vendor to perform satisfactorily in any of the above areas may result in a vendor's liability for damages to the institution.

VI. FUNDS
During the Budgeting process, allocated funds are placed in individual departmental budgets for each fiscal year on July 1st. These funds are set aside to cover approved expenditures requested by the Department and must be handled per College and Board policy. 
Each requisition must be charged to Index/Organization codes having sufficient funds available to cover the commitment and approved for the purchase. 

 
VII. PETTY CASH PURCHASES 

Cash purchases are permitted from personal funds if below $50. Reimbursements for such purchases are then made from RSCC cash funds under the conditions indicated below. 

A. Purchases must be limited to a maximum of $50.00 for any single transaction. Reimbursements for purchases up to $50.00 may be obtained in the Business office at the Main Campus and the Oak Ridge Branch Campus. Reimbursements for purchases having a cumulative cost of up to $25.00 may be obtained at any official off-campus site (Knox, Loudon, Morgan, Fentress, Campbell, Cumberland, and Scott County). 

B. To obtain reimbursement, the purchaser must present a receipt, sales slip, or ticket, explicitly indicating the nature of the expenditure and indicating payment for goods. 

C. The individual making the purchase should advise the salesperson that the purchase is for a tax-exempt institution. The College does not reimburse for any tax paid.  

VIII. CREDIT CARD PURCHASES

Credit cards are used to facilitate the purchase of goods and services in instances where it may be the most effective and efficient purchase method and to have a mechanism to purchase during emergency or other unusual circumstances. Internet-based purchases where purchase orders are not accepted is one example of the type of purchases where a credit card may be used.

Use of the credit card is not intended to replace or circumvent normal purchasing policies and procedures.  The credit card is intended primarily for circumstances where use of purchase orders or other authorized purchasing methods are not possible or practical.

See Purchasing’s Webpage under CREDIT CARD PURCHASES for the process and forms.

IX. GIFT CARD/GIFTS PURCHASES 

Please see the Gift Card Policy BA-10-01 and forms on Purchasing’s webpage.

Gift purchases for non-employees may be allowed in situations where it is determined that expenditures are in the best interest of RSCC and promote the purposes of RSCC. The determination of whether a gift is allowable is dependent upon the selection of the recipient, the reason for the gift, the source of funding, and the recipient's affiliation to RSCC.

A. Gifts may be purchased as a thank you for a volunteer as long as the volunteer is not a College employee (temporary student employees are eligible) or a contractor currently under contract.

B. The purchase of gifts for sponsored project participants is permitted as incentives or awards of externally-funded sponsored project participants as described in the grant proposal. If the gift card was not described in the grant proposal, the purchase of a gift on a sponsored project requires prior written approval from the sponsor. If prior approval is not obtained, the gift purchase is not allowable on the grant.

C. All other gift purchases will be considered during the approval process.

X.	APPAREL PURCHASES

A. The purpose of this process is to ensure consistency, fiscal responsibility, and alignment with professional standards for employee apparel purchases funded by RSCC for employee apparel purchases.

B. Eligibility and Approval Process:
1. Only employees selected by their Vice President (VP) with written justification will be considered for apparel purchases.
2. The President must approve the final list of eligible employees before any purchases are initiated.
3. Not all employees will be approved; selection is based on operational need and justification provided by the corresponding VP.
4. The Academic Festival or Graduation events are not accepted for j	justification, which are governed by separate protocols.
C. Allowed Apparel – not to exceed $100 per calendar year. Approved employees may receive:
- One (1) long-sleeve shirt
- One (1) short-sleeve shirt
D. Ordering and Distribution
1. All apparel must go thru the RSCC requisition process, including attachment of the approved Uniform Purchase form. Each employee needs a separate requisition for their purchase. These should not be in bulk. The requisitioner will need to use 745XX for these purchases related to employee apparel.
2. To optimize the purchasing power, it is requested that these orders be placed during certain months of the year which will be determined by the Purchasing Department.
3. All apparel must be selected from the approved styles on the link provided by the specified vendor that has been provided by the college’s Purchasing Department.
4. Employees receiving apparel must complete the Uniform Purchase Form, acknowledging that the value of the clothing will be treated as a taxable benefit and reported on their W-2.
E. Taxable Benefit Acknowledgment 
Per IRS guidelines, employer-provided clothing that is not required for safety or a specific job function and is suitable for everyday wear is considered a taxable fringe benefit. Employees must sign an acknowledgment form prior to the purchase of the apparel.


XI. GRANT PURCHASES AND CONTRACTS

Please see the Grant Purchase and Contracts procedures on Purchasing’s webpage. Along with TBR’s G-030 Contracts Guideline under Section VI. Grant Process.

XII. TBR, STATE, GSA AND COOPERATIVE PURCHASES 

Purchase of materials or services, for which the General Services Administration, State of Tennessee or TBR has awarded a contract to a vendor through the competitive bidding process, may be made without bidding, providing the Vendor meets the contract specifications and price. Purchases can also be made using TBR approved Cooperative Vendors. The links to the Cooperative contracts can be found here: https://www.tbr.edu/purchasing/cooperatives. 
The contract # should be entered in the comments section of the requisition. 
If purchasing from a Cooperative contract, the contract will need to be reviewed prior to the purchase. 

XIII. REQUEST FOR QUOTATIONS/REQUEST FOR PROPOSAL

For purchases requiring a formal bid, which is purchases over $100,000, the Purchasing Department will issue a Request for Quotation (RFQ) or a Request for Proposal (RFP), as appropriate. The RFQ/RFP states an opening date and time, and bid/proposal responses must be received in the Purchasing Office by this date and time to be considered.  Prepare for the process which can take up to six (6) weeks for the process.

A. RFQs - When the bids are opened, an analysis of the bids will be made by the Purchasing Department. Copies of the bids will be made available to departmental personnel. Departments will review the bids and recommend/approve awards before the issuance of a purchase order. Purchase orders will be issued to the lowest responsive and responsible bidder meeting specifications. 

B. RFPs - An evaluation team appropriate to the size and scope of the goods/services being purchased (no less than three [3] evaluators) will evaluate and score the technical proposals following the criteria outlined in the RFP. Evaluators will be given instructions regarding the process before technical evaluations. After technical proposal scores are finalized, cost proposals will be opened, and the Purchasing Department will analyze the cost proposals. The successful proposer shall be the one receiving the highest combined score for cost and technical proposals.

XIV. NON-COMPETITIVE, SOLE SOURCE AND PROPRIETARY PURCHASES

If an item must be purchased from one source only or a proprietary purchase is being purchased, a Non-competitive/Sole Source Justification Form must be completed.  A letter from the vendor stating they are a sole source or proprietary vendor should be attached to the form. This form should be sent to the Director of Purchasing and Contracts for review. The form is then sent to the VP of Finance and Administration for approval and signature. The final form should be attached to the requisition. The Sole Source/Proprietary Forms and Letters must be sent each year to the Purchasing Department for review.

Competitive Negotiation - A contract may be entered into by competitive negotiation only in cases when the institution is unable to obtain needed goods or services by the competitive bid process. Also, competitive negotiation may be appropriate for personal, professional, and consultant service contracts when one of the following is true:
public need will not permit the delay incident to the RFP process;
no acceptable proposals have been received after the RFP process; and
rates payable for the services are regulated by law.

Non-competitive negotiation for sole-source procurement — This is the negotiation of the terms of a contract with only one provider.

Personal, professional and consultant service contracts may be obtained by non-competitive negotiation when the contractor is a state agency, a political subdivision of the state, and any other public entity in Tennessee, or an entity of the federal government.

Sole-Source Procurement - Sole source purchases are made when items are unique and possess specific characteristics that can be filled by only one source.  The Vendor must furnish a letter indicating that it is the sole source, and an authorized company representative must sign the letter. 

Proprietary Purchase - A proprietary product is one that is manufactured and marketed by a person or persons having the exclusive right to make and sell the product. Marketing is generally controlled by franchises that may include competitive sales at wholesale or retail levels. When it is found that bids may be obtained from different franchises, the process for quotes or bids/RFPs must be followed.

Factors to be considered in sole source and proprietary purchases include the following: 
The Vendor possesses exclusive and predominant capabilities of the items to contain a patented feature providing superior utility not obtainable from similar products.
The product or service is unique and easily established as one of a kind.
The program requirements can be modified so that competitive products or services may be used.
The product is available from only one source and not merchandised through wholesalers, jobbers, and retailers.
Items must be interchangeable or compatible with in-place items.
The cost of conversion, including but not limited to disruption, re-training, and replacement precludes bidding competitively.
The product is to be used in an instructional setting, and the intent is to provide instruction on the specific product or diversity of products.
For personal, professional, and consultant services, whether the use of non-competitive negotiation is in the best interests of the institution. 
Other justifications as approved by the President or VP of Business and Finance. 
XIV. SPECIAL PURCHASE CATEGORIES

Purchases for Libraries, Excluding Materials, and Supplies Identified for Consumption by the Library:
A. Purchases of materials for additions to a library collection include the cost of books, catalogs, periodicals, binding, audio-visual media, and other general publications. These items are capital expenditures. These purchases may be made without formal bids or quotations, and appropriate documentation shall be maintained on these purchases to support sole-source procurement.
B. Purchases of electronic journals, subscriptions, and databases for libraries shall be procured through the Purchasing and Contracts Department in instances when a competitive process can be used. Contracts for competitive and non-competitive purchases mentioned above shall be routed through the institution’s contracts process for review and approval before use. 
XV. Contracts, Agreements, & MOU’s 
Agreements, Contracts, MOU’s/Quotes, etc. any document which needs a signature. (The VP of Business and Finance signs for the President.) Clinical Agreements are signed by the VP for Student Learning. Please see policy GA-34-01 for the complete list of individuals who have signature authority for certain types of agreements.
A. Contract Transmittal form must be completed for all Agreements, Contracts, MOU’s, Quotes/etc. which will be entered through Dynamic Forms. This includes documents which have terms and conditions or refer to terms and conditions that need to be signed for the college. Please be aware that if you are purchasing software, there will more than likely be terms involved. Also, Quotes and Invoices may have a link to the Terms at the bottom of that document. Those terms should be downloaded and entered into Dynamic Forms for review. We will send back any requisition or credit card request if the Contract Transmittal form has not been completed. The final signed contract and request.
B. The “Contract Transmittal Form” which links to Dynamic Forms can be found on Purchasing’s webpage under Contract Information and Templates or by clicking here: Dynamic Forms - Contract Transmittal 

XVI. ACCESSIBILITY

Purchases for books, software, online resources, etc. that will be used by the students should go through the Accessibility Informationa Materials & Technology (AIMT) Procurement Process documents available on RSCC’s Purchasing’s webpage. 

1. Requester contacts vendor as usual about product information. Conversation with vendor includes discussion of product accessibility and documentation requirements (VPAT & Conformance and Remediation form).
1. Requester accesses the TBR AIMT Database to see if there is a VPAT and Conformance and Remediation form on file from another community college. You can go into Raidernet, click on employee tab, then employee resources, and on the right-hand side you will see a link to the AIMT Database under the heading, “TBR Accessibility Vendor Documentation.”

1. If requester does not find a review in the AIMT Database requester gathers required documents from vendor. (VPAT & Conformance and Remediation form). There is a standard letter you can use for the initial email to the vendor. Vendor form letter for Accessibility Initiative

1. If the vendor is not fully conformant now, they need to identify when they will be ADA compliant in the Conformance and Remediation form and demonstrate substantial progress to meet agreed upon deadlines 
3. Accessibility Statement (includes narrative response as well as WCAG 2.1 AA Checklist and VPAT). Interactive media or eText may require ePub 3 guidelines.
3. Conformance/Remediation form
1. Requester fills out AIMT Adoption/Procurement Checklist and sends with all vendor-supplied documents to Accessibility Reviewer for review. See reviewer assigned to your area at the bottom of the Purchasing’s webpage.

1. Accessibility Reviewer examines vendor-provided documents to verify vendor’s good faith effort to describe at least minimal product accessibility and/or plans to achieve at least minimal accessibility. 

1. A product review will be completed to determine ADA compliance using the WCAG 2.1 Level AA checklist. Requester will obtain access to the software, ePub, eText, and/or companies’ online product, so review can be completed. Some level of review is required for all new procurements. 

1. As part of review of documents and/or online product, Accessibility Reviewer helps requestor communicate with vendor regarding outstanding issues of concern. Vendor may need to update their Conformance/Remediation form to address expectations. If vendor will not comply, an Alternative Access Plan and Risk Acceptance Form will be required.

1. Once Conformance/Remediation form is complete, or an Alternative Access Plan is created Accessibility Reviewer does the following:
8. Completes Accessibility Review Form
8. Posts Accessibility Statement, WCAG2.1 AA checklist, Conformance/Remediation form and any other related documents to TBR AIMT Database.
8. Forwards all completed vendor documents along with signed AIMT Adoption/Procurement Checklist to Requestor. Reviewer, requester and the VP from Requestors’ area will need to sign the AIMT Adoption/Procurement Checklist.

1.  Requestor works with Purchasing Department for Contract Terms and Conditions.

1. Requestor attaches the approved and signed AIMT Adoption/Procurement Checklist, Risk Assessment Form, and if applicable, the Risk Acceptance Form to the requisition to finalize purchase.

XII. DISPOSAL OF SURPLUS PROPERTY 

When a property is no longer of any use to a department because of age, condition, or need, this property may be declared surplus to the Department by completing an Inventory Disposition Form. This is handled by the manager of the Expo Center. 

Surplus property may be disposed of in several different ways depending on the type, condition, and value of the property, and the most feasible method of handling the disposition. This procedure is set forth by the Tennessee Board of Regents and by State policy. 

Under no circumstance should an employee take it upon himself or herself to remove or dispose of any item or piece of property from their Department without prior approval from the delegated surplus property supervisor. 

Most surplus property that is not transferred for other college uses or donated to K-12 public schools is publicly auctioned via GovDeals.  Property for sale at a given point in time may be viewed at the following link.

http://www.govdeals.com/eas/advSearchResults.cfm?sortoption=DA&StartRow=1&inv_nbr=&myselectbox=00&desc=&myseller=647&mystate=

Employees may bid on items so long as they do not do this during College work hours.

XVIII. REPORTS
A. Receiving Reports: When a department receives any supplies, equipment, or materials, the requisitioner shall maintain a record of receipt that the supplies, equipment, or materials obtained were equal in quality and quantity to those requisitioned.  The requisitioning department shall approve the invoices before payment is made for services, supplies, equipment, and materials.  Complete records on all receiving reports/documentation shall be maintained to provide for a clear audit trail on the receipt of all purchases.

B. Reports which are submitted to TBR’s Central Office are as follows:
1. Strategic Supplier Quarterly Report
2. GO-BDE 
3. Diversity Quarterly Report
4. Contracts Quarterly Report
5. Forecast of Acquisitions Report
6. ASCAP Annual Report
7. BMI Annual Report
8. Global Music Report
9. SESAC Music License
10. DRONE Report
11. Transparency in Foreign Investment Act Report
12. GASB 96 SBITA Survey
13. House Finance Ways & Means
14. Senate Finance Ways & Means
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