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Purchasing/Contracts, Property, and Warehouse Department
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Setting the GroundRules
What is a Contract? =

A Contract iIs an Agreement by Two or
More Parties for the Doing or Not Doing of
Something Specified.

Signed by All Parties and Enforceable by
Law.
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Setting the GroundRules
Contract Signature Authorlt

School Board Rules 7.70.1.C.1:

Principals & District Level Administrators:
- Internal Funds Less Than $25,000
- District Funds Less Than or Equal to $3,000

Superintendent:
- District Funds Greater Than $3,000 and Less than $25,000

School Board:
- Internal & District Funds $25,000 and Greater
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Setting the GroundRules
Contract Language: ™=

School Board Rules 7.70.1.C.2:

Contracts Must:
- Provide Adequate Financial Protection
- Comply with Code of Ethics (F.S. 112)
=B el Clalins|nllis{Eel nigi e
Standard Contract Provisions
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School Board Attorney Approved Agreement Templates:

NDobds and Dondotdso
Do: S ilnf{l{ el o[ fH 111l (] e oK s
Do: Obtain Vendor 6s Signature on t he
(electronic signatures are not acceptable)
Do: Submit all Amendments to Agreements to the School Board for Approval:
IF: Amendment Causes Agreement
to Increase to $25,000 or Greater
IF: Original Agreement was Approved by School Board

Dol m![O[1l]] Change Language 1In Aqreement/




Setting the GroundRules
Contract Review & Approve..

More nADobdbs and Dondt 6s 0
DondtAsk the Vendor tl o[BIl out t he £

Do: Contact the Buyer Responsible for the Services you would like to Procure
1R R0 el s e s (1t @l df g [d] | S]] v

There may be a Bid or State Contract available
You may want us to issue a bid for you to save time & paperwork

Do: Download the Latest Version of the Services Agreement from the Intranet
Ensure that you have the most up to date language
Check out new Master Services Agreements
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Setting the GroundRules
Contract Review & Approve..==

More nDobs and Donodot 6s o

Do: Use the Standard Services Agreement for all services that are not covered
by an Invitation to Bid or other type of agreement.

D o n dssue a Standard Services Agreement for the purchase of commodities
(Examples: supplies, equipment, miscellaneous tangible items, etc.)
b{e G |ajul s e|||tihielllDistrilc|tias|||Runic/ n@as| e
govern the purchase and protect the District.
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All Agreements/Contracts Must be Submitted to the

Appropriate Purchasing & Contracts Department
Buyer for Review/Approval

The Purchasing Director Reviews all Agreements > $3,000:
Submits Non-Standard Agreements to School Board Attorney
for Review/Comment/Approval as to Legal Form
Submits Finalized Agreements to Superintendent and
School Board for Approval & Signature,
Depending on Dollar Amount
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The Purchasing & Contracts Department Buyers:
Review and approve all Standard Agreements $3,000 and
Less for Compliance.
Assist District Staff with Completing Agreements
Submit Agreements > $3,000 to Purchasing Director

The Contracts Services:
Submits agreements to Superin
Signature after Purchasing Director review and approval
Logs & Scans Fully Executed Agreements into the
Contracts Services Database
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Standard Agreement Templates Less Than $25,000:
24-48 Hours
Standard Agreement Templates $25,000 or Greater : |
1 Week Prior to Agenda Due Date to Superintendent
Non-Standard Agreements Less Than $25,000:
2 Weeks
Non-Standard Agreements $25,000 or Greater:
2 Weeks Prior to Agenda Due Date to Superintende

Software License Agreements: Sa

4 \Weeks Prior to Agenda Due Date to Superintendent
i or Start Date (if less than $25,000)




OnlLine Resources Contracts

Procedures Manual, Checklist & Database Just for You!

A Purchasing & Contracts Website:
http://www.osceola.k12.fl.us/depts/Purchasing/SolicitationsStaffPublication

S.asp

Agreement Templates Ready to Go!
A Purchasing & Contracts Intranet Site: hitps://inside.osceola.k12.fl.us
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http://www.osceola.k12.fl.us/depts/Purchasing/SolicitationsStaffPublications.asp
http://www.osceola.k12.fl.us/depts/Purchasing/SolicitationsStaffPublications.asp
https://inside.osceola.k12.fl.us/
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Superintendent - Dr. Michael A. Grego

Quick Links

District Links | Parent Links | FAQ's

@ 2008-2009 School Grades

@ 2003-2009 Favorite Teacher Winners
@ 2009 FCAT Results

@ Academic Sport Champjgs

@ BID Opportunities
@ Choice Options

 School District of Osceola County, FL

817 Bill Beck Blvd. Kissimmee, Florida 34744

School District of Osceola County, Florida - Mission Statement

Education Which Inspires
All To Their Highest Potential

"Welcome to the Osceola School District, where student
achievement is our number one priority. In partnership
with families and the community, we are dedicated to
excellence and committed to maximizing every student's
potential."

- Dr. Michael A. Grego, Superintendent

Focus On Student Achievement
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Osceola County Public Schools

Parents and community members are invited to make plans now to be a 2021122123241 25126

part of Teach-In Osceola on Thursday, November 19, 2009

Parents and community members are invited to make plans now to be a part of

School News o
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Reedy Creek Elementary - School Advisory Council (SAC) Meeting
Reedy Cresk Elementany’s School Advisory Council will have its next mesting
r 24 at §:00 p.m. The meetings are ususlly held on the last
Thursday of the month.

Reedy Creek Elementary Picture Day
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News and Information

Important Dates
september School Board Meeting
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Public Hearing-Final Budget

School Beard Warkshop
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:: Purchasing Department
Purchasing and Contracts Department
Director - Cheryl Olson, C.P.M., CPPO, FCCN
Supervisor - Neil McDonald, CPPB
Mission Statement

The mission of the Purchasing Department of the School District of Osceola County. Florida, is to provide for the fair and equitable treatment of all persons involved in public purch
the District, to maximize the purchasing value of public funds, and to provide safeguards for maintaining a procurement system of quality and integrity.

The Purchasing Department's goals are to assist all of the schools and the departments with their purchasing activities, to provide cost effective. efficient and competitive procur—
supplies, services, and equipment needed to provide guality educational services to the students of Osceola County. to administer the Purchasing rules, regulations and
established by the School Board, Department of Education and the State of Florida.

The Purchasing Department is dedicated to providing the School District with the services necessary to accomplish its operational missions in the most cost effective and efficient
and to provide fair and equitable treatment of all vendors that wish to sell commodities and services to the School District of Osceola County, Florida.
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Master Agreement Templates

Grant Services Agreement s5.18.11

Master Services Agreement $3.000 or Less 5.18.11

Master Services Agreement Over $3.000 to Less Than
$25.000 s5.18.11

Master Services Agreement Less Than $25.000 Internal
Accounts 5.18.11

Master Services Agreement $25.000 and Over 5.18.11

Master Services Agreement - Scholastic Book Fair 5.18.11

Master Services Agreement for Fundraisers Less Than
$25.000 Internal Accounts s.18.11

Master Vending Machine Agreement  5.18.11
Master Vending Machine Agreement, Attachment "C"; District
Wellness Program 5.18.11
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Master Sheriff's Office Deputy Services Agreement (1) 5.18.11

Master Sheriff's Office Deputy Services Agreement
Attachment 2 5.18.11

10.

Master AVID Tutoring Service Agreement 5.18.11

11.

Master First Amendment to Agreement  5.18.11

12.

Student Indentifiable Information Confidentiality Agreement

5.18.1

13.

Confidential Student Information Paragraph 5.18.11

14.

Master Services Agreement for Pictures, Yearbooks, Rings,
Misc. Graduation Items less than 25,000 5.18.11

15.

Section 6 & 7 Insurance Alternate Language 5.18.11

Business Plan FC-200-2146 - Submit this form with your contract

to the appropriate Buyer.

Contract Review Routing Slip
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Contracts Procedures Manual

A School Board Rules Made Easy

A Step by Step Procedures Outlined from A-Z
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School News

Heptune Middle School - School Advisory Council

The final meeting for Meptune Middle’'s School Advisory Council
will be held on Tuesday, May 24, at 5:00 p.m. in the media

-

71 School District of Osceola County, FL

817 Bill Beck Blvd. Kissimmee, Florida 34744

(407) 870-4600 center. Meptune students, parents, teacher, and community
_ members are invited to attend the SAC meeting. May's program
Superintendent - Terry Andrews will focus en the School Improvemnent Plan and goals for next
Tuesday, May 24, 2011 Jearch | thie site

School District of Osceola County, Florida - Mission Statement

Education Which Inspires I~
All To Their Highest Potential . e

"Welcome to the Osceola School District, where student
achievement is our number one priority. In partnership
with families and the community, we are dedicated to
excellence and committed to maximizing every student’s
potential.™
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:: Purchasing Department

Purchasing and Contracts Department
Director - Cheryl Olson, C.P.M., CPPO, FCCN
Supervisor - Neil McDonald, CPPB
Mission Statement

The mission of the Purchasing Department of the School District of Osceola County. Florida, is to provide for the fair and equitable treatment of all persons involved in public purch
the District, to maximize the purchasing value of public funds, and to provide safeguards for maintaining a procurement system of quality and integrity.

The Purchasing Department's goals are to assist all of the schools and the departments with their purchasing activities, to provide cost effective. efficient and competitive procy

supplies, services, and equipment needed to provide quality educational services to the students of Osceola County, to administer the Purchasing rules, regulations anfl..
established by the School Board, Department of Education and the State of Florida. o8

The Purchasing Depariment is dedicated to providing the School District with the services necessary to accomplish its operational missions in the most cost effective and efficient
and to provide fair and equitable treatment of all vendors that wish to sell commodities and services to the School District of Osceola County, Florida.

Bid Information Vendor Information and Applications Contracts Infermation o
. Public Motices for Bid Openings & Commitiee Meetings
i1 Sole Source/Single Source Posting : Vendor Application for Purchasing with VendorLink |:: Confract Agreements - List of Templates
1 "Letter to Vendors: Invitation to Register with : Contracts Checklist
Eids & Bid Results after 6/30/10 Wendorlink” :: Contracts Database (Archive Prior to 5/6/11)
:: New VendorLink Bid Opportunities & Contracts  Accounts Payable Vendor Application :: Contracts Procedures Manual
2 VendorLink Frequently Asked Questions I Accounts Payable W-9 = New Vendorlink Contracts Database
i Pre-Qualified Vendor Program for Construction
Bids & Bid Results Prior to 7/1/10 Bids Professional Associations
:: Construction 2 2010 Vendor Training Events . .
. Commodities & Services - 2011 Vendor Training Events |Centra| Florida Chapter of NIGP
i Jessica Lunsford Act Information - - - ;
Mational Institute of Governmental Purchasing (NIGP
I How to do business with SDOC Brochure | 9t !
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Contracts Database Online

A On-line Resource Database for all Contracts ,
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A Automatic Email Renewal Reminders:

A Sent to Administrator Responsible for Contract
A General Services: 65 and 95 Days before Expiration o
A Construction Services: 125 Days before Expiration QO
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A Updated Daily
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\'_ e 817 Bill Beck Blvd. Kissimmee, Florida 34744 ;I
\C_;T. A (407) 870-4600 Cypress Elementary - All-Pro Dad Breakfast
I\

Superintendent - Terry Andrews
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:: Purchasing Department

The mission of the Purchasing Department of the School District of Oscecla County, Florida, is to provide for the fair and equitable treatment of all persons involved in public pur Fit
the District. o maximize the purchasing value of public funds, and fo provide safeguards for maintaining a procurement system of quality and integrity.

The Purchasing Department's goals are to assist all of the schools and the departments with their purchasing activities, to provide cost effective, efficient and competitive procur
supplies. services, and equipment needed to provide quality educational services to the students of Oscecla County, to administer the Purchasing rules, regulations and

Purchasing and Contracts Department
Director - Cheryl Olson, C.P.M., CPPO, FCCN
Supervisor - Neil McDonald, CPPB

Mission Statement

established by the School Board, Department of Education and the State of Florida.

Cypress Elementary will be having itz last All-Pro Dad Breakfa
zchool year on June & at 7:15 a.m. in the media center. All fatr

The Purchasing Department is dedicated to providing the School District with the services necessary to accomplish its operational missions in the most cost effective and efficieni
and to provide fair and equitable treatment of all vendors that wish to sell commodities and services to the School District of Osceola County, Florida.

Bid Information
:: Public Motices for Bid Openings & Com e Meetings
:: Sole Source/Single Source Posting

Bids & Bid Results after 6/30/10
i New VendorLink Bid Opportunities & Contracts
i VendorLink Frequently Asked Questions

Bids & Bid Results Prior to 7/1/10
.: Construction
<

Vendor Information and Applications

i "Letter to Vendors: Invitation to Register with

Yendorlink"

: Accounts Payable Vendor Application

: Accounts Payable W-0

i Pre-Qualified Vendor Program for Construction
Bids

i 2010 Vendor Training Events

=2 Vendor Application for Purchasing with VendorLink |::

Contracts Information

Contract Agreements - List of Templates

i Contracts Checklist

:: Contracts Database (Archive Prior to 5/6/11)
:: Contracts Procedures Manual

= New Vendorlink Contracts Database

Professional Associations
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