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To:

All Administrators and Supervisors

From:

Carmen Redmond, Director of Purchasing Services

Date:

April 1, 2011 








Subject:
Annual Notice of Deadlines for Purchase Requisitions and Stores Requisitions funded by the Measure “C” and “E” Bonds
Important Notification

The Purchasing Services department will experience significant workload increases as the end of fiscal year 2010-11 approaches due to increased numbers of Measure C construction and equipment bids; increased numbers of purchase requests that have “use it or lose it” funding valid only in fiscal year 2010-11; increased surplus property disposal requests, sales, donations, and recycling; and an annual rise in purchasing activity that occurs toward the end of every fiscal year. In order to ensure the best possible customer service, Purchasing Services sends out an annual notice regarding deadlines for the submission of approved purchase requisitions. Approved purchase requisitions that are received in Purchasing Services on or before the relevant deadline receive priority processing. 

The current deadlines are as follows:

I. Immediately: Requests for Purchases that Exceed Statutory Bid Thresholds

The following types of purchases involve a lengthy formal bidding process. The formal bid process requires a variable amount of preparation time wherein Purchasing Services and the requester to work together to create a finalized bid document, including technical specifications, plus it requires approximately ninety (90) additional calendar days for completion of the bidding process and award by the District’s Board of Trustees. Given that many formal bid requests are already in the queue, it is unlikely that Purchasing Services will be able to process additional requests for formal bids quickly enough to meet the final fiscal year 2010-11 Board of Trustees submittal deadline of June 8, 2011 for its June 20, 2011 meeting.

Example: If the requester and Purchasing Services successfully completed a finalized bid document by March 1, 2011, the bidding process would most likely require March, April, and May, but it would take longer if other bids had to be processed ahead of it or if bidding complications arose such as the need to issue a lengthy amendment to modify the bid documents. If the bidding process (including the bid evaluation, responding to bid protests, and writing the final board agenda item) was completed no later than June 8, 2011, Purchasing Services would request the Board of Trustees to authorize award of the contract to the lowest responsive and responsible bidder at its meeting of June 20, 2011. In that event, Purchasing Services would be able to encumber the cost of the approved purchase against the fiscal year 2010-11 budget following the date of Board approval.

Please contact me right away if you have concerns regarding 2010-11 formal bids.

This deadline is applicable to the following types of requisitions:

(a) Purchase Requisitions for materials, supplies, equipment, or maintenance services, including facility maintenance services as defined in I(b) below, when the total estimated cost including sales tax and freight exceeds $78,900 or when the estimated cost is less than this amount but the purchase will be funded by a grant that requires formal advertised bidding.

(b) Purchase Requisitions for public project work if the cost will be $15,000 or more. 

"Public project" means any of the following: (1) Construction, reconstruction, erection, alteration, renovation, improvement, demolition, and repair work involving any publicly owned, leased, or operated facility or (2) Painting or repainting (other than touch-up) of any publicly owned, leased, or operated facility or (3) Telecommunications cabling and networking. “Public Project” does not include work that is “maintenance.” Maintenance in this context means routine, recurring, and usual work for the preservation, protection and keeping of any publicly owned or publicly operated facility for its intended purposes in a safe and continually usable condition for which it was designed, improved, constructed, altered or repaired. "Facility" means any plant, building, structure, ground facility, utility system, or real property (Public Contract Code sections 22002 and 20656). Maintenance work is subject to the higher bid threshold cited in (a) above which is $78,900.
II. Monday, May 16, 2011: 

This is the date by which fiscal year 2010-11 Purchase Requisitions must be approved and posted in Banner.

In order to ensure that your purchases will be encumbered against the current fiscal year 2010-11 budget, the Purchasing Services department must receive properly approved Banner Purchase Requisitions and the associated back-up materials no later than May 16, 2011. In order to allow sufficient time for all of your approvers to approve your requisitions in Banner, you should do the following:

· Enter the requisitions to Banner no later than . 

· Alert your approvers so they will know they should log into Banner to approve your requisitions.

· Remind your approvers that 2010-11 requisitions must be approved no later than May 16, 2011. in order to create a reservation against the 2010-11 budget. If the requisitions are not approved by May 16, 2011., they will be processed in fiscal year 2011-12 against the 2011-12 budget.
This deadline is applicable to the following types of requisitions:

(a) Purchase Requisitions for independent contractor services or maintenance services, including facility maintenance as defined in part I paragraph (b) above, with a total estimated cost that is less than $78,900 including sales tax and freight. If the estimated cost exceeds $78,900, see the deadline in part I above.
(b) Purchase Requisitions for public project work, as defined in I(b) above, if the total cost will be less than $15,000.00 (fifteen thousand dollars). If the estimated cost exceeds $15,000, see the deadline in part I above.

(c) Change Orders for construction projects or independent contractor agreements.

Note: The regular Friday, April 29, 2011 approval deadline applies to Banner requisitions for purchases of furniture, fixtures, or equipment (“FF & E”) with bond funds rather than the May 16, 2011 deadline.
Please let me know if you have questions about any of the above. Thank you for your cooperation.
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