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Introductions &

o Cheryl Olson, CPPO C.P.M., CPM, FCCN
o Director of Purchasing, Property Inventory and Warehouse

o Neil McDonald

o Purchasing Supervisori
o Nelson Santiago

o Inventory Controls Lea
o Matt Grohol

o Inventory Control Clerk

o Don Brown
o Warehouse Manager
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School News
, School District of Osceola County, FL

817 Bill Beck Blvd. Kissimmee, Florida 34744

Michigan Avenue Elementary- Principal's Gold Club
(407) 870-4600 The r.|ex‘t Principal’s Gold Club {EGC} at Michigan A\fe_nue Elementary \_.\.'iII be
on Friday, October 29. The PGC is 2 monthly recognition program provided
by Principal Bettye Hobbs for two students from each academic class who
Superintendent - Dr. Michael A. Grego Y FUESE,
* 1867 »
Tuesday, October 26, 2010

have demonstrated hard work, improvement in grades, or good citizenship.

Contact Us

Purchasing/Property Records/Warehouse Department

Cheryl L. Olson, C.P.M., CPPO, FCCN

Director of Purchasing & Warehouse Services
817 Bill Beck Boulevard
Building 2000
Kissimmee, FL 34744
407-870-4630
407-870-4616 - Fax

PROPERTY RECORDS DEPARTMENT PURCHASING and CONTRACTS DEPARTMENT WAREHOUSE
Nelson A. Santiago, Property Records Inventory Lead Neil D. McDonald, Supervisor of Purchasing Donald R. Brown, Warehouse Manager
407-870-4006 407-870-4623 407-870-4609
Property Records: 7:00 am - 3:00 pm Monday - Friday Purchasing: 8:00 am - 4:30 pm Monday - Friday

Warehouse: 7:00 am - 4:30 pm Monday - Friday Warehouse
Deliveries Accepted: 7:00 am - 3:00 pm

Organizational Chart

Can't find what you are looking for?
CLICK HERE

Click Here ---> FAPPO Exhibitor Brochure

A proud department of
The School District of Osceola County, FL
Student Achievement - Our Number One Priority

Home ~ Disclaimer ~ Privacy Statement ~ Metwork Acceptable Use Policy~ Contact Us ~ Intranet
© 2010 - 2011 The School District of Osceola County, Florida - This website is best viewed at a screen resolution of 1024 x 768. Click here to Email the Webmaster.

Under Florida law, e-mail addresses are public records. If you do not want your e-mail address released in response
to a public records request, do not send electronic mail to this entity. Instead, contact this office by phone or in writing




We Have Added Contract Services!

Purchasing/Contracts, Property, and Warehouse Department

Effective Date: 771410

Cheryl Qlson,
CRPO, CP.M., CPM,FCCH )
Director of Csa;':t':l;’::;aﬁ?'
P urchasing/Caontracts, Property and Y
YWarehouse
' |
Meil McConald Don Brown
Supervizor of Warehouse Lead/
P urchasing Diriver
[ 1
Kathy Brown Lisa kKesecker, Accounting | | Property R ecords | | Courier Services | | Campuz Grille G eneral Deliveries and
Senior Buyer QPPB i Surplus Pickup
Senior Buyer Marta Sarts Cruz HElson Sartiago William Cruz Orlanda Gonzalez
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[ ] QrIFACT EXpeditor Lead elivery Stores Cle elivery Stares Clel Torres
Linda Hysel Cheryl Jeszes Dielivery Stores
Senior Buyer Seriior Buyer Laura Elam Matt Grohal Clerk
Seniar Accounting Irventory Controls John Mot || )
Clerk Clerk Delivery Stores Cletk Caralyn Conlin
: ' o H Delivery Stores
Megan Pearison Kristine Rumping Clerk
Buyer | Senior Buyer e Wialter Palmer -
Delivery Stores Clerk [ Edwin Cotto
— L Delivery Stores
Sandra Ceravolo || Clatk
Zulema M artinez Secretary |l
Records Clerk




THE SCHOOL DISTRICT OF OSCEOLA COUNTY, FLORIDA

PURCHASING DEPARTMENT BUYER RESPONSIBILITIES LIST
hitp:/Aveay 0sceola kK12 flus/depts/Purchasing/Solicitation sStaffFublications. asp

BUYER# 3 BUYER# 4 BUYER # 32
Hathy Brown Linda Ciraldo Hysell Lisa Kesecker
Senior Buyer Senior Buyer Senior Buyer

407 870-4626

407-343 8604

407 8704622

brownkiGiosceola k12 flus

ciraldoliZoscenla k12 flus

keseckelFoscenla k12 1l us

BUYER# 1

Athletic Supplies’Equipment

ABC Schools

Neil McDonald

Appliances

Auctioneer Service

Contract D atabase Backup

Supervisor of Purchasing

Art Supplies & Equipment

AN SupphklEouipiRepairs

Copiers & Maintenance

407 870-4623

Classroom Supplies & Equipment

Computer Peripherals

Custodial Equipment & Repairs

mcdonaln@Gosceola k12.1.us

Driver's Educ. Cars & Products

Band Uniforms

Fund Faisers

ESE

Book Fairs

Healthitedical Supplies/Eqguipment]

Actuary Services

Family & Consumer Science

BooksMagazines/Sub scriptions

Hormecoming Events

Auditors Services

*FF&E Coordination ®

Carmp Contracts

IMC Paper Supplies & Eguiprment

Cellular Towers

Furniture (All indoor and autdoor

Classrings

Intercom Systerms

Drug Testing

furniture )

Flags

Lockers

Employee Assistance Program

IndustrialdT echnical Education

Food Service Supplies & Equipment

Office Supplies & Egquipment

Financial Services

Library Supplies

Game Oficials

Printers

Ingurance Broker Services

Music Supplies/Equipment &

Globes/Maps

Froms

Purchasing Card Administrator Instruments Modular Labs Records Managermsent Bowxa s

Purchasing Card Rizers/Fortable Stages hMoving Services Security Personnel
Transactions Shelving (Al Printing Software

Tutor Contracts SpeakersdLecturers Producer/Director; Services Special Events & tickets

Trainer Services

Promaoational ltems & Shirts

Storage Trailers Rentals

T+ Production Furniture

Fecrutting Services

Scanning & Testing Software

Fecycling

Translation Services

Science Supplies & Equipment

Warehouse Inventory Bids:

*= FF&F FProject Coordinator:

Sewing Machines/Maintenance

Custodial Supplies

KEY:

Celebration k-8

Student Graduation ltems

School Furniture

Black-Regularly Assigned ltems

East Lake Elementary

Student Pictures

Copy Paper

Red-Service Agreement iterns

Sateway High Schoaol

Student Planners

Highlands Elermentary Surplus Bids
Osceala High School TECO's Culinary Ars
Parkway Middle Uniformsf®ork/Sports!
=t. Cloud High Schoaol Cheerleading, etc
TECD Yending
Thacker Avenue Elementary Yideo / TV Studio
Zenith YWater
Yearbooks
Revised: 08.18.10
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THE SCHOOL DISTRICT OF OSCEOLA COUNTY, FLORIDA

PURCHASING DEPARTMENT BUYER RESPONSIBILITIES LIST
http: Swaesv 0sceola k12 flusfdepts/Purchasing/Solicitation sStaffPublications.asp

BUYER # 2 BUYER # 29
Cheryl Jessee Kristy Rumping
Senior Buyer Senior Buyer
407 704627 407 §70-4611

BUYER# 5

jesseeciEoscenla k12 flus

rumpinghkiFosceola k12 flus

Marta Santa-Cruz

Agriculture Supplies & Equipment

CahblingMardware-Tech Services

Contract Expeditor

Auditoriurn Drapes

Cormputersfdccessorieshdaintenance

407 8704621

Bleacher Inspections

Construction Solictations

santacrini@oscenla k12 flus

Construction Solicitations

Custodial Services

*CALLS IN BEPAIRS ON ALL*

ASC Painting/Caoncrete/ste.

Field Trips

*=SIGNS OFF ON™=

Contractor Service sfPlumber/Elect

Flagy Poles

FF&E Budget Coordinataor

Covered Walkways

FPLC Architects

Miscellanecus PO's

Elevator

FP&C Design Build

Petty Cash Emergency Bids FPELC Civil Engineers
Termite Contract Administrator Employees Benefit Cons. Services FP&C CM G Risk < 52 M
Litility PO's Environmental Services FP&C Geotechnical Engineers

Law Enforcement Contract

Fencing

FP&C Plan Review & Building Inspections

Warehouse PO Entry

Fire Alarm Systernsflnspection/Mo nitorin g

Fuel Bids

Fire Extinguishars/Sprinklars

Garbage Services

BUYER # 6

Laura Elam

Sr. Accounting Clerk

Floar Covering s-Material & Installation Qnly

Light Bulbs/R ecycling/Ballasts

FRE&C CM @ Risk = §2M

LP Gas

FP&C HWAC Test/Balance

Physicals (COL License {Bus Drivers))

407 8704619

FP&C Mech/Elect/Plumb Design

Purchasing Card Support

elamliZoscenla k12.flus

FP&C Feal Estate

Satelite Dish Systemns

*=SIGNS OFF ON™

FPE&C Survey & Mapping

Security Systems

Hotel & Workshops

Grant Evaluators

Sheds

Learning Focused

Gym Floors, Mew & Refinishing

Signs

Telephone PO's

Impact Fees

Telephone Systems & Programming

FF&E Budget Feceiving

Industrial SuppliesMardware/Lumber

Track Resurfacing

Printing of District POs

Lawn Care Service

Transportation Dept Materials

Printing of Warehouse Requisitions

Lawn Equipment & Repair

Transportation Services (Buses/vans)

Warehouse PO Requisitions:

Locksmith Services

Transporation Service Related

Art Supplies

Maint. Dept. Matenials/Tools Trade Contracts

Agreerments

Custodial Supplies

Marquee's

Trash Compactors

Food Supplies

Flayground Egquipment & Installation

Twio YWvay Radios & Repeaters

Health Supplies

PortablesModular Buildings

“Yehicles/Forklifts/etc.

Office Supplies Roofing “ideo Streaming
School Furniture Sod Yoicelideo/Data Cabling Installations
Termite Bid Wireless Communications (includes
Window Coverings Cellular Phones and Pagers)
Revised: 08.18.10
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NEW Quote Limit:

1.
2.
3.

Solicitations (Types of Bids) More Fully Defined:

1.

2
3.
4

<$3,000 = 1 written quote
>$3,000-$24,999= 3 written quotes
$25,000+ =Formal, Competitive Sealed Solicitation by Purchasing

Invitation to Bid (ITB)

Request for Proposal (RFP)
Request for Qualifications (RFQ)
Invitation to Negotiate (ITN)

Solicitation Protest Procedures:

1.
2.

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

Process Changes
Protest Bond Requirements
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Utilized for the purchase of
commodities and/or services that ca
be fully defined Award Is made to

the lowest, responsive and

responsible bidder.| p “
?D, ; ,‘ ]




Utilized for the
purchase of
commodities and/or
services that cannot be
fully defined, and cost
IS not a major factor.
ﬁé_ election committee
= pointed to review

and score the

. sproposals and
= Y ~presenta If
e E=regquired:




Request For Qualifications

Utilized for the purchase of
architectural, engineering, landscape
surveying, mapping and construction
management services in accordance
with FL Statute 287.055. Cost canno
be a factor in the evaluation.



Request For Qualificatior

Utilized to prequalify vendors and
ensure that they meet a minimum Se
of criteria in order to do business wit
The School District. Example: Work
Experience, Staffing Certification, JL
Compliant, Business License, Finan
Status, Etc.



Invitation To Negotiate (ITN)

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



Purchasing Timelines:
. Solicitations $25,000+

Alnvitation To  ARequest For  ARequest For  Alnvitation To
Bid Proposal Qualifications Negotiate

A 6-8 weeks A12-14 weeks A 12-14 weeks A 20 weeks




Requisitions:

1. Approved same day unless Information is
Missing o

2. Examples: |

Needs bid info
Needs quote info
Needs justification for How tiTls vendor was selected
Contract information, if needed




Purchasing Technology

\‘\'

Solicitation Ugdates
1

% New Contract with Dell Computer for the purchase of desk tops, laptops and tabl
was approved by the School Board on June 18, 2009: new pricing will be sent ou
by Kristy Rumping, Senior Buyer (soon to be IBHWOV\) Contract #€10-0089.

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

A Software Committee Approval Forms
can be found on the Medi a a"n,o

¢ New Technology Supplies & Equipment Catalogue D|sc:ount,,g;‘iféﬁ;?,jj:7
Intranet

¢ Bid forSmartBoardand projectors
¢ Printer Bid Logista
¢ AJV supplies Bid




All Purchase Orders
$500.00 or more*

Dr. Mel Pacer

software with a price ﬁ;
approved Oy

or file for eaéy inventory!

If software is downloaded fro
agreement an

Check the Purchasi ormation!



RESPECT OF FLORIDA TOMNGg
SERVICES FOR PRINTER ‘&

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

A Price Includes toner and an optional cleaning.

A Prices are for basic yield. High yleld IS avalilable by
request

A Bid Information: Bids Walvéi:iGovernmental Agency
A Contact: Davic€Curtasat Tech Services.
A Phone: 80a148-0345



What can you do to make
sure your Technology




Requisitions

1. Notes - Justification Needed for Purchase Orders Over $3,000:
Use a current Term Contract if Possible!
Bid Number (including state contracts), Contract Number & Award date
Lowest of Three Written Quotes
Sole Source- Single Source
Bids Waived: 6A-1.012 used for
a) Tests [, =
b) Textbooks
c) Software
d) Reference Books
e) Producer/ Publisher/ CopyriM
f)  Governmental Agency
A State Statutes: 287.057 used for
a) Artistic Services
b) Academic Program Reviews
c) Lecturers
d) Legal Services
e) Health Services

o o o Do D>




Requisitions- Continued

2. Make Sure You Give Your Bookkeeper a Good Description C
|l tem(s)eée. for E»

Noun First, then list the following

oComputer, Desktop, Model #
l nstead of OHP 245343460. T

specifications .



Purchasing Authority:
Purchase Orders

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

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

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



Contract.Services

Contracts and-Agreements must be reviewed
and approved by the Purchasing Director or _
Designee before execution. A Software Licenses

Authorized personnel who can sign contractst Cop 1 er oOf
are: mai nt enan

Principals/Dept. Heads (District Funds:
$3,000 or less; Internal Funds: Less than , gypply Agreements
$25,000)

Superintendent (less than $25,000)

i X
School Board Chairman ($25,000 and greateAr).




( Current ITBs { Single Sourc
RFPs, RFQs Request For
L ITNs L
Awarded
Solicitations
{ Tabulation Posted on Web
Sheets site for Seven (7)
L business days
Solicitation
Notices

{ Public Notices
Selection
Committee
L Meetings




Purchasing Website

1. Green Book Update§erm Contracts

2. GREAT NEWS! Office Supply Purchases

A

> >» >

Online purchases via Purchasing Card for special items n
carried in the Warehouse or for when delivery the following
week Is not practical or convenient

Link is in the Green Book with User Name and Password
Purchase by 4pm for Next Day Delive @ SikiE oF Fiorip:
P-Card $999.00 Single Transaction Lif===

qqqqqqqqqqqqqqqqqqqqqq




{f Untitled Document - Windows Internet Explorer provided by School District of Osceola County - |ﬁl |i|
P

@ - If.'_; https: | finside.osceala. k12 .fl.us/Departments DeptPages/Purchasing finde:x, asp j ﬁ T | XK Ib Birng 2
File Edit Wiew Favorites Tools  Help G‘L <

5.7 Favorites |35 & | NIGP Online Dictionary of Pr... & | Report2 & | Login YendorLink @Laws that pertain to Public ... @Suggested Sikes = [:Free Hotmail & | Web Slice Gallery = 4 Application Launched »
féLlntitled Dacurnent | | ”:i\ - [l - [ s - Page + Safety - Tools - ﬂv i

s ool iotAct el Purchasing / Property /
e Warehouse Dept.

The Green Book ~ Warehouse Catalog -~ Personnel - About Us ~ Contact Us

Welcome to the Latest Information
i Training
PurChaSIng / Broperty/ wa rEhD.use Bookkeeper's Training 2.26.10
Department’'s Intranet Website

Technology Contact

Purchasing and Contracts Training 11.17.08
+ Buver's Commodity List
+ Hazardous Chemicals List (Do not purchase items from this list) Contract Services Training 9.17.09

+ Contracts Information:
Sample Agreement Templates

Contracts Database

Property Records
Property Records Annual Inventory Schedule 2010-2011

Warehouse
« 2010-2011 Deliverv Schedule for Warehouse Deliveries & Surplus

Pickup
Warehouse Courier Service Schedule 2010-2011
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Green Book
Attachments
Attachment - Copiers B&W

Attachment - Copiers Color

Attachment - Printers (Kxvocera)

Attachment - Storage Trailers
Eevised 8.23.10

Green Book

current B|d Information Office Supply Catalog Vendor
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Property Record Personnel

A Michelle Holmes, Property Record Technician
A Nelson A. Santiago, Property Record Lead
A Matt Grohol, Property Record Clerk

i Property Record Staff are more them happy to
orovide help to any Principal or Director, with
Keeping your records up date and accurate.




PROPERTY RECORDS

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

% 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

.

A Erhe Property Records: The Property Record
Custodian is the Custodian is ultimately
Department Head or responsible for
Principal of the maintaining an accurate
School accounting of all fixed

assets assigned to their
¢ facllity.




PROPERTY RECORD

o

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

A 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

A Any Item purchased or donated
for $1000 or more, should be
tagged and will stay in your
iInventory until a surplus form is
completed and processed.



