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Note: Special Rules apply to the following categories

-Advertising Contracts

-Emergency Contracts {including oif or hazardous matenial removal)
~Energy Management Controls

~Equipment Repair & Overhaul (including maintenance agreements)

-intellectual Property (periodicals, fibrary books, proprietary software licenses, art, and other products

of the creative process)

-integovemmental Cooperative Purchasing
-Perishables (chemicals, focd, laboratory supplies)
-Personal Property, Used

-Price Regulated Iltems (including gas, diesel fuel, heating oil, lubricants, asphalt, distilied alcohol,

postage & vertain utilities)

-Requirements Contracts & Price Agreements

-Resale, ltems for

-Space Rentals {hotels, conferences, temporary offices, etc.)

YES

Purchase Process Flowchart for
Goods and Services

Need ldentified

Is a surplus item
available?

i

complete project

File work order
with Facilities to

See Sole
Source
Procedures

Is purchase
under $5,0007

When feasible
obtain a minimum
of 3 verbal quotes

is aniy one
vendor available?

Form P-1 may be
used to document
quotes and kept
on file with user
department

Y

Fill in the RAPS
Quote Box
documenting
quotes and
process used.

Is Purchase more

than $5,000 but under See Formal
$75,0007 Procurement
Flowchart

Requires a
“yetll———"""1  minimum of 3
written

competative
quotes. (If
possible, at least
1 should availabie
from a MWESB
firm). If 3 quotes
are not available
documentation of
effort to obtain
quotes must be
on file.

Y

Form P-2 may be
sent to vendors.
Form P-1 may be

completed and
kept on fils




Note: Personal Services Contracts (PCS} are defined in CCR.250 as a contract that calls for
specialized skills, knowledge, and resources in the application of highly technical or scientific
expertise, or the exercise of professional, artistic or management discretion or judgement.
Qualifications and performance history, expertise, knowledge and creativity, and the ability to exercise
sound judgement are typically primary considerations when selecting with price being secondary.

PSC's may include, but are not limited to, contracts for services perfored in a professional capacity
such as:

-Accountants, attorneys, physician or dentists, information technology consultants, broadeasters,
artists in the performing or fine arts, including but not limited to, any person identifed as a
photographer, filmmaker, painter, weaver, or sculptor, services that are specialized, creative and
research-oriented, consultants, educational services, investment services, travel services, banking
services, auditing services, student loan and college receivales, real estate services, property
management, empioyee benefit insurance, investments, energy savings performance contracts,
agents of record (i.e. advertising, general insurance, sales of surplus property, workers compensation,
etc), speakers, lecturers, and performers, human custodial care services, food service management
and telecourse providers.

PSC do not include:

Contracts even if in a professional capacity, if primarily for equipment, suppiies or materials, e.g. a
contract to supply all hardware and standard software is not a PSC, but a contract with a technology
consultant to design or develop a new computer system is a PSC.

Contracts with a2 temporary service or personnel agency to supply labor, which is of a type that can
generally be done by any skilled worker (e.g. janitorial, secunty guard, crop spraying, laundry, and
landscape maintenance).

Contracts for services of a trade-related activity, even though a specific license is required to engage
in the activity. Examples are repair and/or maintenance of all types of equipment or structures.

Personal Services (Independant Contractors)

Contracting Flowchart

Need Identified

Is need for a Personal Services contract of

an employee? Obtain determination from

Iif Employee

facilitate hiring

Human Resources before proceeding.

Work with MR to

If Personal Services

Is need for an
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land surveyor or
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SeeAandE
Flowchart
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contract price
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Is contract over
$25,000 and below
$75,0007

College may use
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selection method

oA

College must use
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Note: Personal Services Contracts (PCS) are defined in CCR.250 as a contract that calls for
specialized skills, knowledge, and resources in the application of highly technical or scientific
expertise, or the exercise of professional, artistic or management discretion or judgement.
Qualifications and performance history, expertise, knowledge and creativity, and the ability to exercise
sound judgement are typically primary considerations when selecting with price being secondary.

PSC's may include, but are not limited to, contracts for services perfored in a professionat capacity
such as:

-Accountants, aftorneys, physician or dentists, information technology consultants, broadcasters,
artists in the performing or fine arts, including but not limited to, any person identifed as a
photographer, filmmaker, painter, weaver, or sculptor, services that are specialized, creative and
research-oriented, consultants, educational services, investment services, travel services, banking
services, auditing services, student loan and college receivales, real estate services, property
management, employee benefit insurance, investments, energy savings performance contracts,
agents of record (i.e. advertising, general insurance, sales of surplus property, workers compensation,
etc), speakers, lecturers, and performers, human custodial care services, food service management
and telecourse providers.

PSC do not include:

Contracts even if in a professional capacity, if primarily for equipment, supplies or materials, e.g. a
contract to supply all hardware and standard software is not a PSC, but a contract with @ technology
consultant to design or develop a new computer system is a PSC.

Contracts with a temporary service or personnel agency o supply labor, which is of a type that can
generally be done by any skilled worker (e.g. janitorial, security guard, crop spraying, laundry, and
landscape maintenance).

Contracts for services of a trade-related activity, even though a specific flicense is required to engage
in the activity. Examples are repair and/or maintenance of all types of equipment or structures.

If Employee

Architect, Engineering and Related Services
Contracting Flowchart

Need Identified

Is need for a Personal Services contract or
an employee? Obtain determination from
Human Resources before proceeding.

Work with HR to
facilitate hiring

Is contract
amaount under
$25,0007

s contract between
$25,000 and
$74,9997?

College may use
eg‘ Y College shal
an informal
selection process screen and select
% - contractor through
a formal
competative
process.

A direct
appointment may
be made.




Public Improvement* Procurement Process
Flowchart {Not Applicable to Goods or
Personal Services}

“Public Improvement is defined as any Public
Contract for construction, reconstruction, or
major renovation on real property by or for an
Agency.

Specifications or
Scope

Developed

Note: Special Rules apply o the following categories
-Advertising Contracls

~-Emergency Contracts (including oif or hazardous material removal) Contact
-Ensrgy Management Controls Is only one Purchasing far
-Equipment Repair & Overhaul {including maintenance agreements) vendor available? Technical
-intellectual Property {perodicals, library books, proprietary software licenses, art, and other products Asslstance
of the creative process)

-Imtegovernmentat Cooperalive Purchasing

~Pernishables (chemicals, food, laboratory supplies) NO

-Parsonal Property, Used

-Prige Regulated items {including gas, diesel fuel, heating ofl, lubdcants, asphalt, distilled aicohol,
postage & cerain ytilities)

-Requirements Contracis & Price Agresments

-Resate, items for

-Space Rentals (hotels, conferences, temporary offices, etc.y

See Sole
Source
Procedures

T8 — invitation to Bid — This is used for formal solicitations when the requestor is capable of specifically defining the scope of work of a service
or the precise specifications defining the commodities required. A formal advertisement of the I'TB will be published and bidders will be asked to
respond through sealed bids that must be returned by a specified time. ITB's are primarily based on price and are generally awarded to the lowest
bidder.

RFP - Request for Proposal — This is a more complex version of the ITB used for formal solicitations. An RFP is used when specification and ‘
price are not necessanly the predominant award critena or when an ITB might not be in the best interests of theCollege. This is the Jongest of all Develop bidders
the procurement processes and involves the establishment of an evaluation committee who will score the vendors in a number of different Develop proosers list {optional)
categories before reaching a decision who o award the contract to. Vendors are usually invited to meet with the commiltee and present their list (optional) -
company and the service they would provide. As with any purchase, price is important but won't be the only basis for a decision i v
Draft Contract Draft Contract
and Attach to and Aftach to
Solicitation Solicitation

I —

Advertise Bid minimum 7
Advertise RFP minimum 7 days prior to bid dlosing
days prior to bid closing (ORS 2798.055 (4))
{ORS 278B.060 (4)) *
L Pre-Bid
PreProposal Conference
Additonal Considerations: Confgrence {Cptional)
-Determing bonding requirements {Optional) :
-Prevailing wage if over $50,000 v *

-Bid Bond Requirement or Proposal Secuity

-First Tier Disclosure Form
-BOLI Form and PW Fee must be paid
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¥
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Pursuant to ORS 279B.075 findings must support
either a determination of:

a) Efficient utilization of existing goods requires the
acquistion of compatible goods or services from only
one source;

b) The goods or services required for the exchange of
software or data with other public or private agencies
are available from only one source;

c) Goods or services are for use in a pilot or an
experimental project;

d) Goods or services are available from only one
source

Proceed with
Purchase

if yes, Public
Notice of the Sole
Source Award
must be made in
fashion similiar to
that required
under ORS
2798B.055(4)

Sole Source
Procurement

Initial
Determination of
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Complete Form P- |
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