Purchasing Guides 8003

The office of the Executive Dean of Administrative Services of Southeastern Illinois College has
been given the responsibility by the Trustees of Southeastern Illinois College to oversee the system
of purchasing of goods and services by the campus departments on behalf of the College. The
mission is to directly support the College’s educational, environmental, and administrative needs,
by assisting faculty and staff to obtain high quality products and services at the lowest cost possible
and in a timely manner.

Southeastern Illinois College is focused on a procurement system that invites the broadest possible
participation from a diverse vendor base. We are committed to creating a competitive business
environment with opportunities for businesses owned by minorities, women, and persons with
disabilities. The College encourages campus departments to proactively consider qualified
businesses owned by minorities, women, and persons with disabilities for their purchasing and
contracting needs.

Each department will be responsible for the selection of supplier, negotiation of price, and
assurance of quality and delivery. First consideration for purchasing should be from suppliers
within our community college district boundaries where price, quality, and service are equal to or
better than that offered by out-of-district suppliers. The following procedures are established by
this policy:

1. The purchase requisition is used for a request to purchase materials, supplies, parts,
equipment, or other services. It is also used to request the establishment of a Blanket Order
to handle the repetitive purchase of products or services. Departments shall anticipate their
requirements to allow adequate time for processing, and delivery. Item descriptions should
be complete and accurate.

2. New vendors must be approved by the office of the Executive Dean of Administrative
Services.

3. Requisitions are approved electronically using an approved hierarchy of departmental and
administrative individuals. Using the electronic approval process administrators will
verify justification of purchase and approve requisitions taking into consideration budget
provisions and expenditures to date. In addition, the Executive Dean of Administrative
Services approves all requisitions $1,000 and above and the President approves all
requisitions $5,000 and above.

4. Faculty and staff approved by their supervisory VP/Dean along with the President, or
Executive Dean of Administrative Services may be issued a purchasing card.  The
purchasing card use agreement form will be signed by the faculty/staff member and the
Executive Dean of Administrative services or the President before the card is issued. The
monthly purchasing card charges will be entered into the requisition process for
administrative approval.  Copies of the approved purchasing card statements will be
available for review at the Board of Trustees meetings.



5. Purchase requisitions that total less than $10,000 to purchase materials, supplies, parts,
equipment, or other services will not require multiple price quotations. Requestors at their

discretion may obtain additional quotations for comparison purposes. Purchase
requisitions between $10,000 and $24,999 require the requester to solicit multiple price
quotations.

6. Formal bids through the office of the Executive Dean of Administrative Services will be
required for all materials, supplies, parts, equipment, new construction, or other services
that meet the guidelines of (110 ILCS 805/3-27.1 contracts) where the cost is $25,000 or
greater. Exceptions to this policy as shown in (110 ILCS 805/3-27.1) are allowed. Some
of the applicable exceptions to the $25,000 bid requirement are:

a. Contracts for repair, maintenance, remodeling, renovation, or construction, or
a single project involving an expenditure not to exceed $50,000 and not
involving a change or increase to the size, type, or extent of an existing facility
Contracts for duplicating machines and supplies.

c. Contracts for the purchase and installation of data processing equipment,
telecommunications equipment, and software.

d. Contracts for goods or services procured from another governmental agency.

7. The Executive Dean of Administrative Services will present the bid tabulation sheet to the
Board of Trustees along with a recommendation for the best qualifying responsible bid.

8. College policy prohibits the receipt of any personal gifts, gratuities, premiums or other
incentives by all employees.

9. The Board of Trustees will approve the payment of the previous month’s expenses at each
board meeting. A copy of the check register will be made available for their review.

10. The Executive Dean of Administrative Services will review all written vendor complaints
and endeavor to offer fair and just treatment to all.

11. The College will not make purchases from employees or members of the Board of Trustees.
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