
November 1, 2010 

2:30 PM ð 4:30 PM 

IMC ClassRoom 

The School District of Osceola County, Florida 

Student Achievement - Our Number One Priority 



Introductions: 
o Cheryl Olson, CPPO C.P.M., CPM, FCCN 

o Director of Purchasing, Property Inventory and Warehouse 

o Neil McDonald 

o Purchasing Supervisor 

o Nelson Santiago 

o Inventory Controls Lead 

o Matt Grohol 

o Inventory Control Clerk 

o Don Brown 

o Warehouse Manager 



Purchasing & Contracts Department 





We Have Added Contract Services! 







School Board Rules 

NEW Quote Limit: 

1. <$3,000 = 1 written quote 

2. >$3,000-$24,999= 3 written quotes  

3. $25,000+ =Formal, Competitive Sealed Solicitation by Purchasing 

 

Solicitations (Types of Bids) More Fully Defined: 

1. Invitation to Bid (ITB) 

2. Request for Proposal (RFP) 

3. Request for Qualifications (RFQ) 

4. Invitation to Negotiate (ITN) 

 

Solicitation Protest Procedures: 

1. Process Changes 

2. Protest Bond Requirements 

 

These procedures apply to all funding sources, including internal accounts! 

 



Invitation To Bid (ITB) 

 Utilized for the purchase of 

commodities and/or services that can 

be fully defined. Award is made to 

the lowest, responsive and 

responsible bidder.  



Request For Proposals (RFP) 

 Utilized for the 
purchase of 
commodities and/or 
services that cannot be 
fully defined, and cost 
is not a major factor. 
A selection committee 
is appointed to review 
and score the 
proposals and 
presentations if 
required. 



Request For Qualifications 

(RFQ)- CCNA 

 Utilized for the purchase of 

architectural, engineering, landscape, 

surveying, mapping and construction 

management services in accordance 

with FL Statute 287.055. Cost cannot 

be a factor in the evaluation. 



Request For Qualifications  

(RFQ) - Non CCNA 

 Utilized to pre-qualify vendors and 

ensure that they meet a minimum set 

of criteria in order to do business with 

The School District. Example: Work 

Experience, Staffing Certification, JLA 

Compliant, Business License, Financial 

Status, Etc.  



Invitation To Negotiate (ITN) 

 Utilized for the purchase of complex 
commodities and/or services such as 
technology or volatile market areas. 
Procedures include negotiating with 2 
or more top-ranked firms 
simultaneously to obtain a final, 
negotiated contract. 



Purchasing Timelines: 

Solicitations $25,000+ 

ITB 

ÅInvitation To 
Bid 

Å6-8 weeks 

RFP 

ÅRequest For 
Proposal  

Å12-14 weeks 

RFQ 

ÅRequest For 
Qualifications 

Å12-14 weeks 

ITN 

ÅInvitation To 
Negotiate 

Å20 weeks 



Requisitions: 

1. Approved same day unless Information is 

Missing 

2. Examples: 

Å Needs bid info 

Å Needs quote info 

Å Needs justification for how this vendor was selected 

Å Contract information, if needed 

 

Purchasing Timelines 



 

Ã New Contract with Dell Computer for the purchase of desk tops, laptops and tablet 
was approved by the School Board on June 18, 2009: new pricing will be sent out 
by Kristy Rumping, Senior Buyer (soon to be Kristy Bigalow). Contract #C-10-0089. 

 

Ã New instructional software with a price of $500.00 or more must first be reviewed 
and approved by the Software Committee  and Dr. Mel Pace prior to purchase 

 

Ã Software Committee Approval Forms  

 can be found on the Media and Instructional Technology Departmentõs website 

Ç New Technology Supplies & Equipment Catalogue Discount Bid Green Book on 
Intranet 

Ç Bid for SmartBoards and projectors 

Ç Printer Bid ð Logista 

Ç A/V supplies Bid 

 

Purchasing Technology 

Solicitation Updates 



Purchasing Technology Solicitation 

Updates 

Ã All Purchase Orders for new instructional software with a price of 
$500.00 or more are reviewed and approved by  

 Dr. Mel Pace. 

 

Ã All software that costs $1,000 and over must be classified as a Property 
Record Item.  A good idea is to keep all licenses in 1 three-ring binder 
or file for easy inventory! 

 

Ã If software is downloaded from the web, print out the on-line license 
agreement and file it in your facilityõs three-ring binder or file. 

 

Ã Check the Purchasing Website & Intranet for Up to Date Information! 

 



Ã You have to commit to this service for the entire year, 
you can not use Respect for a one time purchase.    

Ã Price includes toner and an optional cleaning. 

Ã Prices are for basic yield.  High yield is available by 
request. 

Ã Repairs are not included and you should contact the 

Information Services first by placing a HEAT TICKET. 

Ã Bid Information:  Bids Waived ð Governmental  Agency 

Ã Contact:   David Curtas at Tech Services. 

Ã Phone:   800-448-0345 

 

RESPECT OF FLORIDA TONER 

SERVICES FOR PRINTERS 



What can you do to make 

sure your Technology 

Requisitions are successful?? 

Question and 

Answer Time! 



Requisitions 

1. Notes - Justification Needed for Purchase Orders Over $3,000: 

Å Use a current Term Contract if Possible! 

Å Bid Number (including state contracts), Contract Number & Award date 

Å Lowest of Three Written Quotes  

Å Sole Source- Single Source 

Å Bids Waived: 6A-1.012 used for  

a) Tests 

b) Textbooks 

c) Software 

d) Reference Books 

e) Producer/ Publisher/ Copyright 

f) Governmental Agency 

Å State Statutes: 287.057 used for  

a) Artistic Services  

b) Academic Program Reviews 

c) Lecturers 

d) Legal Services 

e) Health Services 
 

 
 



Requisitions - Continued 

 

 

2. Make Sure You Give Your Bookkeeper a Good Description of 

Item(s)é.for Example: 

 

 Noun First, then list the following:  

 

 òComputer, Desktop, Model #1234, Hewlett Packardó 

instead of òHP 2453434ó.  Then include the unitõs entire 

specifications . 



Purchasing Authority: 

Purchase Orders 

Under $3,000- Principal or Dept. Head 
unless the item(s) is covered by a bid 

Over $3,000  - Superintendent or his 
designee(s): Currently Cheryl & Neil 

Over $25,000 - 
Superintendent or his 
designee(s).  Submitted as 
Information Item to School 
Board Monthly 



Contract Services 

Contracts and Agreements must be reviewed 

and approved by the Purchasing Director or 

Designee before execution.   

 

Authorized personnel who can sign contracts 

are: 

 Principals/Dept. Heads (District Funds:  

$3,000 or less; Internal Funds:  Less than 

$25,000) 

Superintendent (less than $25,000) 

School Board Chairman ($25,000 and greater). 

Á Software Licenses 

 

Á Copier òrental and 

maintenanceó 

 

Á Supply Agreements 

 

Á X_____________ 



Purchasing Website- Internet 

Solicitations are on the 
Purchasingõs website: 

Commodities & Services and 
Construction-Related Services 

Current ITBs, 
RFPs, RFQs & 

ITNs 
Awarded 

Solicitations 

Tabulation 
Sheets 

Solicitation 
Notices 

Public Notices- 
Selection 

Committee 
Meetings 

Single Source 
Procurements 

Single Source 
Request Form

  

Posted on Web 
site for Seven (7) 

business days 



Purchasing Website- 

Intranet  
 

1. Green Book Updates- Term Contracts 

 

Â Online purchases via Purchasing Card for special items not 

carried in the Warehouse or for when delivery the following 

week is not practical or convenient 

Â Link is in the Green Book with User Name and Password 

Â Purchase by 4pm for Next Day Delivery!  

Â P-Card $999.00 Single Transaction Limit 









Property Record Personnel 

Ã Michelle Holmes, Property Record Technician 

Ã Nelson A. Santiago, Property Record Lead  

Ã Matt Grohol, Property Record Clerk 

Ã Property Record Staff are more them happy to 

provide help to any Principal or Director, with 

keeping your records up date and accurate. 



PROPERTY RECORDS 

 

Ã Procedures Manual and Forms are being updated to more fully define 
accountability and financial responsibility 

 

Ã Florida Statutes govern the process the School District accounts for all 
property record items 

 

 Visit the Website for Up To Date Information: 

 

http://www.osceola.k12.fl.us/depts/Purchasing/PropertyRecords.htm 

 

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

http://www.osceola.k12.fl.us/depts/Purchasing/PropertyRecords.htm


PROPERTY RECORDS 

Ã The Property Records 

Custodian is the 

Department Head or 

Principal of the 

School 

Ã The Property Record 

Custodian is ultimately 

responsible for 

maintaining an accurate 

accounting of all fixed 

assets assigned to their 

facility. 



PROPERTY RECORDS 

 

Ã The Department Head or Principal may 
delegate property record inventory activities to 
their bookkeeper, tech contact and/ or head 
custodian. 

 

Ã It is very important for everyone to work 
together to ensure that all property records are 
accounted for and that the annual inventory 
process runs smoothly.  



PROPERTY RECORDS 

Qualifications 

ÃAny item purchased or donated 

for $1000 or more, should be 

tagged and will stay in your 

inventory until a surplus form is 

completed and processed. 

 

 

 

 


