- K SUPERVISOR OF PURCHASING
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For a list of which commodities they handle go to:

https: / /www.osceolaschools.net /Page /2043



https://www.osceolaschools.net/Page/2043




etitive sealed solicitation







* Remember, we have already determined that we as a District
exceed the $50,000.00 threshold, therefore the law requires
that those purchases be made through a bid company.




REMINDER!

)OO0 Monthly Limit

Talk to or Travel “only”

If you are not sure if the P/Card is allowed for the purchase, then you
should call or email me to verify.






http://resources.osceola.k12.fl.us/PI/SitePages/Home.aspx

or the State

® Check your Rejected Requisitions often







Fixed Asset Amount is $1,000 and over...
this includes donations and internal account

purchases

It is your responsibility to place all of the
Property Record Labels on the equipment as

soon as your facility receives them.



.

PROPERTY RECORDS
INVENTORY SCHEDULE

® Property Records Department will e-mail
the Administrator and support staff prior to

your facility’s inventory date. At this time :

You must start to do your..... Pre-
Inventory

If any of your students, teachers or
administrators have taken any of the
District’s equipment home please have the
Borrowers Responsibility form completed

and on hand at the time of your inventory.

Have the proper paperwork for any

inventory removed from your department

or facility.




st contact
that the title
e get the titles

transferred time y in the is’rric’r’s name. ALL
TITLES ARE KEPT IN THE PURCHASING DEPARTMENT.













" N

@ @
O ‘
The School District of Osceola County, Florida
® Student Achievement — Our Number One Priority
l .
? Revised 05.01.2024




Secretary Il




interests and
default by the
Vendor.
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take

ne that a
protection.

- NO ONE SHOU CONTRACT, QUOTE
INVOICE, etc. without the prior consent from the Purchasing

Department.

%




Wilitary Ball, 5k’s,




The School District of Osceola County, Florida

Every Child, Every Chance, Every Day!

‘n .%' h

Home » Departments » Purchasing / Property Records / Warehouse > Purchasing / Property Records / Warehouse > Purchasing and Contracts Department  » Contracts Information

Purchasing / Property Records / Contracts Information Quick Links

Warehouse
¥l Contracts Procedures Manual 8.11.21

Vendorlink Contracts Database
. i Waiver of Liability
o T Addendum to Waiver of Liability

Warehouse Contract Intake & Transmittal Form

Purchasing and Contracts Department I Contract Insurance Requirements
Bid Information
Construction ¥ Release of Liability Form
Commodities & 5Services

- Il staff Training | Contract Services Training
oot 1o,
P-Card/T-Card Forms
Professional Associations
Public Auction Information
Fublic Notices
Fublications/Manuals/Procedures
Quote Results from Trade Packages
Rules/Ethics
Single/Sole Source Postings
Vendor Information & Applications

staff Directory

Property Records Department

Warehouse



https://app.smartsheet.com/b/form/617500d0644b4ff29a4349134d275413

> complete contractor
information.

5.Have you entered into a similar

contract before? Is this a 10.Did you obtain quotes, was this
renewal? Is this an amendment¢ | a bid or is it exempt?

** The more information you provide, the quicker we can complete your request®*






https://vendorlink.osceola.org/common/searchcontracts.aspx

4. , srinting OR Direct

5. Current certificates of insurance [general liability, auto and worker’s
A comp (if necessary)].




7 5,000 and Less




ase send the

Assistant

uction for your school







2ir next meeting.



https://www.osceolaschools.net/Page/1995

If the software /web
tool is on the

approved list, send an

Check the

intake to Purchasing
Y.
Software

A
ﬁ the software/web Toolh

not on the approved list,

=
Approved List

contact MITD for steps to get

the software/web tool on the

agenda for approval at the
next meeting. Once

approved, send an intake to

4

Purchasing

approval of use / funding.

Once Purchasing gets the Once Purchasing gets the

“okay”, a contract will be
. drafted and sent back to

the end-user/Vendor for

intake, an email will be
sent to Dr. Rene Clayton
and Sarah Graber for

approval.

If the Director or
Superintendent

need to sign, then

A scanned,

Purchasing may need A final Contract is

. signed by the Vendor

to negotiate the

parties.

legible copy of

contract until all terms then Principal or the contract i
& conditions are Department Head provided to
( agreed upon by all Purchasing

Once the contract is fully
executed, it will be
uploaded to Vendorlink

contract is signed

by them.

° T DO and an email notification
SIS CTLTTS will be provided to the
over $50,000, then

. all parties involved.
contract is sent to the

Board for approval &
execution.



ally funded
de purchasing

ole source, etc.).

The bids waived exemption no longer applies as justification.




a contract




vendors shall

ail responses are

, request. When the

requests are | uated based on the price and

specifications. The vendor offering the lowest responsive,

responsible price that meets the specifications will receive a
purchase order.




services that

1 by the District.

hasing Department

on-competitive proposals

one source and may be used

only when one or -~ the wing circumstances apply: (1) The item is

available only from a single source; (2) The public exigency or emergency for

the requirement will not permit a delay resulting from competitive solicitation;

(3) The Federal awarding agency or pass through entity expressly authorizes

non-competitive proposals in response to a written request from the District;

nd/or (4) After solicitation of a number of sources, competition is determined
to be inadequate.




* Alternative o .osceola.org (save this to your Q

favorites ©)


http://www.osceolaschools.net/




Cecilia Gonzalez:
7 Cecilia.GonzaIezosceolaschools.net


mailto:Lissett.Rodriquez@osceolaschools.net
mailto:Cecilia.Gonzalez@osceolaschools.net



