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The following policies are listed in the Employee Policy and Procedure Manual.  These are Board of Trustee approved policies that relate to the business operations of the College.  They are listed along with Business Office Polices to allow the user one place for finding Business Office Policies and Procedures.

5.13.01  COMPUTING HARDWARE AND SOFTWARE PURCHASES (Rev: 2/2000)
All hardware and software purchase requests will be reviewed by the Information Technology Services (ITS) staff to insure consistency with campus computing.  Non-instructional requisitions will be formally reviewed at the point a purchase requisition is submitted to the Business Office; however, ITS encourages discussion early in the process.  Requisitions for instructional use will be reviewed by the Vice President of Instruction.   All administrative computer repair and software upgrades involving the expenditure of funds must be approved by ITS. 

5.13.02  COMPUTER/OFFICE EQUIPMENT MOVES, SURPLUS, & ASSIGNED OFF-CAMPUS USE (Added: 2/2000) 
The following procedures have been established for your benefit as well as the College's protection from possible misunderstandings concerning use of College equipment and the inventory tracking system: 

1. Office equipment, computers, and peripherals that become surplus must be tracked.  Each department will then have access to any surplus items that are available.  Inventory adjustments, authorization forms, and reassignment will be beneficial to all concerned. 
2. Office equipment, computers, and peripherals which move from one location to another on a permanent or temporary basis of more than one month need a movement record filled out and sent to the Business Office 
3. Office equipment, computers, and peripherals which are authorized by the supervisor for off-campus use must have a movement record filled out, signed, and a copy sent to the Business Office (established 4/22/92). 
5.14  PAYMENT OF BILLS (Added: 2/2000) 
Any invoice or receipt is to be immediately forwarded to the Business Office with the supervisor's signature indicating the bill is to be paid and the fund-department-account that is to be charged.  The Business Office must be notified of any problems with merchandise or a service to insure a resolution is reached and payment properly processed. 

It is a Business Office function to reconcile invoices to monthly statements.  Monthly statements are to be sent to the Business Office and not to individual departments.  Signed invoices from supervisors will be matched to monthly statements to ensure accuracy prior to the payment of monthly bills. 

The Business Office prepares multiple check runs during each month and attempts to pay vendors as quickly as possible.  Any bills over 30 days old will be forwarded to the applicable vice president or program supervisor for immediate resolution. 

5.15  PURCHASING PROCEDURES (Added: 2/2000; revised:5/05 ) 
The following procedure applies to all purchases, whether for supplies, equipment, or services for which the College will be obligated to pay. 

· To requisition any of the foregoing, the first step is to complete a Request for Payment or Purchase Requisition.  (These forms may be obtained in the Business Office.) 

· The Purchase Requisition is to be prepared by the person desiring to make the purchase and must be approved by the highest administrative officer in the department or division to which the employee is assigned. The President may approve in all areas.  The approved Purchase Requisition is the source documentation for a computer generated purchase order. 

· Purchases should be planned at least a month in advance; this way several minor purchases to the same vendor can be combined on one request. 

· Purchase Requisitions should contain a description of what is being purchased and how it is to be used.  A technical term or a number is not sufficient. 

· The complete address of the vendor must be included, even if it is a Twin Falls firm. 

· Price and freight charges must be noted.  Please indicate if it is a "firm" price, "estimated" price, or if you want the Business Office to put on the purchase order a "not to exceed" price. 

Instructions for Filling Out Purchase Requisitions: 
1.  Fill in department name, number, and account number. 
2.  Be sure to indicate complete name and address of the firm from whom you are ordering. 
3.  Include a price.  Please indicate if it is: 
         a.  Quoted price (by whom) 
         b.  Catalog price 
         c.  Estimated price (please indicate "not to exceed" amount) 
 4.  The Purchase Requisition is for internal use only.  They may be neatly hand written as long as they are readable.  A department generated number can be put in the lower right hand corner of the Purchase Requisition.  This is for the division use only. 

The Business Office will issue a purchase order to the vendor unless you specify otherwise.   The pink copy (receiving report) will be sent to you.  This will notify you that the order has been placed.  When the items ordered are received, the pink copy of the purchase order must be completed promptly by the originator to indicate receipt and returned to the Business Office to initiate payment. 

The College will pay for services, supplies and equipment after they have been received and authorized for payment by the appropriate supervisor. Pre-payments and partial payments are only made under special circumstances generally involving written contractual agreements with bonding or a form of assurance with prior approval by the Business Office. Upon deliver of the services, supplies or equipment, vendors can expect to receive payment 10 to 30 days after submission of a valid bill to the Business Office. 

5.15.01  BID PROCEDURES (Added: 9/99) 
The College of Southern Idaho is subject to the provisions set forth in Idaho Code Section 33-601 concerning biding.  Any purchase of supplies or equipment expected to exceed $25,000 must be publicly bid.  Items cannot be separated as to type such as separating chairs from desks to keep from bidding.  The bid requirement applies to commodity descriptions such as furniture, classroom equipment, computer equipment and vehicles. 

Bid splitting to avoid the bid process is prohibited.  Failure to follow the bid process can result in fines up to $5,000. 

Please refer to the Business Office for specific instructions for bid procedures. 

5.20  FREQUENT FLIER MILEAGE & COLLEGE CREDIT CARD BENEFITS (Added: 2/2000) 
Employees who travel on College business paid for or reimbursed for by the College are responsible for maintaining a separate frequent flier mileage account.  All miles earned on this account will be used only for official College travel. 

Free tickets or other promotions offered as a result of travel paid for or reimbursed for by the College will be used for official College travel only. 

Any benefit accrual earned as a result of the use of college-owned credit cards must also be reported to the College (established 8/17/89). 

