RCCD Internal Procedures for Processimg Contracts
January 2020 Update
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4. TheDepatment will: Make the necessay changes; obtin approvd from the vendorfor
the changes, prior to placing theitem on aBoard agenda; and, pepae the
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. The GC will send A/C back to gatment indicaing any adjustnments needd.

. If changes have been nadeto theorigina A/C, depatment will make sure vendor
approves ofthe changes.

. OncetheA/C is in final form, theGC will give gpprovd, by email that the doaument may
go forward.

. The Depatment will obtan the signaure of thevendoron two @) originals of the A/C.
IF thedepatment desires to keep a origina of the doaument for their files, then three
(3) originals ae needed.

. At CollegeLevdl:

i. TheCollege depatment will complete a Contrad Transmittd Form and inttiate a
purchaserequisition type A) through Galaxy and send dl, along with thevendor
signed copies ofthe A/C and thevendor' s Cettificate of Insuiance (unless he
insurance requirement has been vaived by Risk Management, Safety & Police or
Legd — e #3 mlowf) to the College Vice President of Business {/PB), for general
and budyet revdor

Page3 of 7



RCCD Internal Proceduresfor Processing Contracts
January 2020Update
iii. Once sgned, theVice Chancellorof Business and FHnandal Services, will

forward thedoauments © thePurchasing Department. Oneoriginal will be kept
on file in thePurchasing Offi ce and alded to thecontract chtabase. Copies will be
made and distibuted to Accounts Byable and theoriginating District department,
alongwith asgned ariginal. Theoriginating District depatment will send the
signed origina of the contract to tkeir vendor contact.

9. Itis theprocessing Department’s responsibilty to obtain the Certificateof Insurance at
thetimethevendoris signingthe A/C. Therequired Cettificateof Insuance MUST
accompay the Contractpacke (#6.1.i and 6.2.iabove) Otherwise, thepacket will be
returned to thesender and not pocessd until theCettificateof Insurance is receved.

Keep in mind thiathe District’s regular terms of payment are Net 30. If the individud or

company that is being contraced with (vendor) requires payment terms oter than Net 30, pkase
indicatethe desired terms of payment in theExtemal Notes potion of the purchaserequiseriawd01 Tw 0.94 O
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V. PurchaseOrder Instead of Contr act;

1. You o not needa written contract if your vendor does not rguire oneand will accept
aPurchaseOrder (P.O.)insead. Rrchase Orders are legal agreenents. Smply prepare
your purchase requisition in Galaxy, making sure to indudethefollowing required
information in your extemd notes:

For Sevices
a) Thepumo< of the Contract/puchaseorder beas descriptive as possﬂ:ﬂa
b) Thetime peliod, whether it is oneday or from to ;

¢) Thenot to eceedamount; and,
d) Payment provisions, whech may include reimbursable expenses and a rate listing.

For Product:
a) Theproposl or order confirmation number
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included.

2. One dgned, you will initiate an “A” type purdase requisition through the“modify
PurchaseRe
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NOTE: Process he required number of originals, which is atleast 2, but the granting
agency may require additional originals.

It is impatant to know tlat not only does an agreement/contract have to begpproved, but the
money the District will be receiving needs to beddel to theDistrict/College budyet by Board
action. 9, & soon a possibleafter thegrant has been avarded, contact theBO to sart the
process obddingthe grant mong to theDistrict/College budget. The BO will help walk you
through this pocess. Ik you
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