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Purchasing and Contracts Department 

Welcome to  

Contracts Services Training 

The School District of Osceola County, Florida 

Student Achievement - Our Number One Priority 
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Introductions 

oCheryl Olson, CPPO, C.P.M., CPM, FCCN,  

o Director of Purchasing & Contracts, Property and Warehouse 

Services 

 

oNeil McDonald, CPPB 

o Purchasing Supervisor 

 

 



Cheryl Olson, 

CPPO, C.P.M., CPM, FCCN

Director of 

Purchasing/Contracts, Property and 

Warehouse

Neil McDonald, CPPB

Supervisor of Purchasing

Don Brown

Warehouse Lead/

Driver

Marta Santa Cruz

Contract Expeditor

Nelson Santiago

Inventory Controls 

Lead

Laura Elam

Senior Accounting 

Clerk

Matt Grohol

Inventory Controls 

Clerk

Orlando Gonzalez

Delivery Stores Clerk

William Cruz

Delivery Stores Clerk

Kathy Brown

Sr. Buyer

Commodities/Services

Megan Pearison

Buyer I

Linda Hysell

Sr. Buyer

Commodities/Services

Lisa Kesecker, CPPB

Senior Buyer

Commodities/Services

Cheryl Jessee, CPPB

Senior Buyer
Construction/ 

Commodities/Services

Kristine Bigalow, 

CPPB

Senior Buyer

Construction/

Commodities/Services

Zulema Martinez

Records Clerk

Carolyn Raggi

Secretary III

Purchasing/Contracts, Property, and Warehouse Department

Accounting Property Records Courier Services Campus Grille
General Deliveries and 

Surplus Pickup

John Mylott

Delivery Stores Clerk

Walter Palmer

Delivery Stores Clerk

Arcadio Rosa-

Torres

Delivery Stores 

Clerk

Carolyn Conlin

Delivery Stores 

Clerk

Edwin Cotto

Delivery Stores 

Clerk

Effective Date: 12/17/10

Contracts Services

Sandra Ceravolo

Secretary III



Setting the Ground Rules 

What is a Contract? 

 

A Contract is an Agreement by Two or 

More Parties for the Doing or Not Doing of 

Something Specified. 

 

Signed by All Parties and Enforceable by 
Law. 
 



 

 

Setting the Ground Rules 

Contract Signature Authority: 

 

School Board Rules 7.70.I.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 

 



Setting the Ground Rules 

Contract Language: 

 

School Board Rules 7.70.I.C.2: 

 

Contracts Must: 

 - Provide Adequate Financial Protection 

 - Comply with Code of Ethics (F.S. 112) 

 - Be Consistent With School Boardôs  

   Standard Contract Provisions 

 
 



Setting the Ground Rules 

Contract Review & Approval: 

 

School Board Attorney Approved Agreement Templates:   

ñDoôs and Donôtôsò 

Do:  Fill in all of the Blanks in the Agreementé. 

Do:  Obtain Vendorôs Signature on the Agreement First  

 (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 

 

Donôt: Change Language in Agreement without Approval! 



Setting the Ground Rules 

Contract Review & Approval: 

 

More ñDoôs and Donôtôsò 

Donôt: Ask the Vendor to Fill out the Agreementéé 

 

Do:  Contact the Buyer Responsible for the Services you would like to Procure   

 if there is not a standard service agreement for ité. 

 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 

   



Setting the Ground Rules 

Contract Review & Approval: 

 

More ñDoôs and Donôtôsò 

 

Do:  Use the Standard Services Agreement for all services that are not covered  

 by an Invitation to Bid or other type of agreement. 

 

Donôt:  Issue a Standard Services Agreement for the purchase of commodities 

 (Examples:  supplies, equipment, miscellaneous tangible items, etc.)  

 because the Districtôs Purchase Orderôs terms and conditions will 

 govern the purchase and protect the District. 

   



Setting the Ground Rules 

Contract Review Process 

 

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 

 

 

 

 



Setting the Ground Rules 

Contract Review Process 

 

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 Superintendentôs Office for   

  Signature after Purchasing Director review and approval 

 Logs & Scans Fully Executed Agreements into the 

  Contracts Services Database 

 

 

 



Setting the Ground Rules 

Contract Review Timelines 

 

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 Superintendent 

Software License Agreements: 

 4 Weeks Prior to Agenda Due Date to Superintendent  

  or Start Date (if less than $25,000) 

 



On-Line Resources - Contracts 

 

Procedures Manual, Checklist & Database Just for You! 

 

ÁPurchasing & Contracts Website:  

http://www.osceola.k12.fl.us/depts/Purchasing/SolicitationsStaffPublication

s.asp 

 

Agreement Templates Ready to Go! 

ÁPurchasing & Contracts Intranet Site:  https://inside.osceola.k12.fl.us 

 

 

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/


















Contracts Procedures Manual 

Á School Board Rules Made Easy 

 

Á Step by Step Procedures Outlined from A-Z 

 

 

 







Contracts Database Online 

ÁOn-line Resource Database for all Contracts  

 

Á Automatic Email Renewal Reminders: 

ÁSent to Administrator Responsible for Contract 

ÁGeneral Services:  65 and 95 Days before Expiration 

ÁConstruction Services:  125 Days before Expiration 

 

Á Updated Daily 

 

 






