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Purpose 

 
 
 
 
 
 
 
 
 
Guidelines 

Purchasing 
 

Purchasing Requirements for Purchasing Services, Except Those  
of a Professional Nature, and Personal Property and Items  

of a Noncompetitive Nature 
 
The goal of the Purchasing Department is to facilitate the acquisition of goods and 
services in order to meet the needs of the College and its sites and departments. 
Purchase orders are required before making purchases of goods and services. 
Purchase orders encumber funds against departmental budget lines which allows 
for more accurate and more current budget monitoring. Purchase orders also 
provide authorization to outside vendors to deliver the goods or services to the 
ordering department. Finally, use of the purchase orders provides the necessary 
accounting trail to more efficiently track orders through receipt of goods and 
services and payment of invoices.  

The following directives are intended to serve as a guide for understanding the 
processes and parameters associated with purchasing necessary goods and 
services for the College. The Purchasing and Contract Manager in conjunction 
with the College Controller/Vice President for Finance and Administrative Services 
is responsible for ensuring compliance with the College procurement policy or 
other approved purchasing process. 

Requisitions using the College’s software application (Banner) are essential to 
purchase goods and services.  The requisition starts the procurement process and 
must include appropriate, active budget codes with sufficient funds to cover the 
purchase and proper authorization. Upon approval by the Purchasing Department, 
a Purchase Order is generated and provides the authority for the department to 
place the order.  Timely submission is essential to ensure timely acquisition and 
delivery. 
 
Bidding and quotations 
College guidelines dictate that certain items or projects must be advertised for 
competitive bids. The guidelines for this process are as follows: 

1. For the purpose of this section, items shall be defined as the individual or 
grouping together of units of services of nonprofessional nature and items of 
a noncompetitive nature where such reasonably combined together to form a 
complete unit of integral parts which are functionally compatible and normally 
purchased and used as a complete unit, and shall not be the individual units 
comprising the functionally compatible unit; purchasing of such items in small 
groupings to avoid the requirements of this section shall be discouraged and 
deemed contrary to the policy of the College. 

2. Items with a cost exceeding $5,000 but less than $20,000 may only be 
obtained after soliciting quotations from at least two (2) different vendors.  
Quotations for such purchases shall be received by telephone, Internet, or in 
writing. Quotations will be tabulated and recorded for permanent file in the 
Finance Department, indicating the item or items quoted, the date, and the 
vendor quoting.  

3. Purchases of items costing over $20,000 must be advertised for competitive 
bids in at least one (1) newspaper of general circulation serving the sponsors 
of the College, at least ten (10) days before the awarding of the contract.  The 
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Finance Department handles the administration of all bid processes for the 
College. The entire process involves a minimum of two (2) months’ time until 
an order may be placed. 

4. Advertisement for competitive bids may be waived whenever the Chair of the 
Board of Trustees determines that an emergency exists. 

5. The College shall have the right to reject any or all bids or quotations, or 
select a single item from any bid or quotation. 

6. All bids as stated above shall be received by the Purchasing and Contract 
Manager in properly identified sealed envelopes.  These bids shall be 
opened at a designated time and place in the presence of the Vice President 
for Finance and Administrative Services or his/her designee, who shall be 
responsible for properly recording and preparing a list of all bids received.  
The decision of acceptance of a bid and awarding of the contract shall be 
made by the Board of Trustees upon recommendation of the proper 
committee of the Board of Trustees.  

 
Purchasing Items Excluded From Above Stated Requirements Are As 
Follows: 

1. Professional Services – actuary, architects, appraisers, business consultants, 
business development managers, certified public accountant, construction 
managers, copy writers, legal, medical, engineering, or other personnel 
services involving professional expert advice 

2. Contracts with governments (federal, state, and local) 
3. Contracts for Advertising & Media  
4. Purchase of insurance and surety bonds 
5. Services that require software or hardware licensing/maintenance agreements 
6. Service contracts with a minimum length of one (1) year 
7. Contracts for equipment parts 
8. Utility services, electric, heating, telephone, water, and sewerage 
9. Emergency maintenance and repairs 
10. Supplies and materials which can only be furnished by one supplier such as 

purchase of patented and manufactured articles sold in a noncompetitive 
market 

11. Purchase of books for the library 
12. Purchase of items through Pennsylvania Department of State piggyback 

purchasing program, the Lehigh Valley Association of Independent Colleges, 
the Lehigh County School Joint Purchasing Board, the Educational & 
Institutional Cooperative Purchasing, or any other purchasing consortiums in 
which the College associates 

13. Vendors providing lower discounts than #12 purchasing consortiums  
14. Enhancements or expansion of existing operation systems  
 

Bidding and Award of Contracts:  Construction and Planned Repairs 

Subject to the Rules, Regulations, and Procedures for Lehigh Carbon Community 
College, the Board of Trustees may have any construction, reconstruction, 
repairs, or work of any nature performed by Lehigh Carbon Community College 
maintenance personnel or may have the work performed under contract in the 
following circumstances:   

1. If a contract is estimated to exceed $20,000, the College shall, with public 
notice, solicit competitive bids and shall award the contract to the lowest 
responsible bidder. 

2. If a contract is estimated to exceed $5,000 but less than $20,000, the College 
shall solicit competitive bids from at least three (3) responsible bidders and 
shall award the contract to the lowest responsible bidder. 

3. If a contract is estimated to cost less than $5,000, the College may award the 
contract without soliciting competitive bids. 

4. In an emergency in which any part of the College plant may become 
unusable, on the approval of the Department of Education, a contract may be 
awarded without soliciting quotes/bids. 

5. All bids under public notice shall be received in sealed envelopes at a 
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designated place and time and shall be opened publicly and the contract 
awarded thereon. 

6. All bids under public notice shall be accompanied by a bond with corporate 
surety or certified check in such amount as the Board of Trustees shall 
determine, but not less than ten percent (10%) of the amount bid.  In the 
event any bidder shall, upon award of the contract, fail to comply with the 
requirements as to a bond guaranteeing the performance of the contract, 
such bid bond or certified check shall be forfeited. 

7. The bidder to whom the contract is awarded shall furnish bonds to guarantee 
the performance of the contract and payment for labor and materials.  Bonds 
shall be in compliance with the Public Works Contractors' Bond Law of 1967 
(8 PS § 191–202).  Failure to furnish bonds shall void the previous award. 

8. The bidder awarded the contract must agree to compliance with applicable 
statutes that may include but is not limited to Health Insurance Portability and 
Accountability Act (HIPAA) and Affirmative Action, FERPA, Section 504, 
Americans with Disabilities Act, Title IX, Title VII and any other federal, state 
or local anti-discrimination statutes. 

9. All bids for construction, reconstruction, repair, demolition, and/or alteration 
where estimated cost of the total project is in excess of $25,000, shall be 
required to provide a verification form (EVP) to the College acknowledging 
compliance with the Public Works Employment Verification Act signed into 
law on July 5, 2012.  The verification form (EVP) is provided by the Secretary 
of General Services of the Commonwealth, acknowledging their 
responsibilities under and compliance with the Act. 

10. The bidder/Contractor shall provide and maintain in full force and affect 
insurance coverage as evidenced by Insurance certificates, which shall be 
furnished to Lehigh Carbon Community College in advance of beginning the 
Services. Such insurance coverage shall be placed with or carried by 
insurance carrier or carriers with an A.M. Best Rating of “A” or better, and 
Lehigh Carbon Community College may elect to require certified copies of 
the policies in lieu of, or in addition to, certificates of insurance. (See 
“General Bidding Instructions” for minimum insurance directives). 
 

Blanket orders 
Blanket orders may be used in certain instances where a particular vendor is 
utilized on a regular basis throughout the year. Blanket orders enable a 
department to make several transactions with a given vendor without the need to 
complete a requisition for each order. Capital items may not be ordered on a 
blanket order. 
 
Budget managers and faculty coordinators may request a blanket order by 
completing the blanket order spreadsheet which can be obtained from the 
Purchasing and Contract Manager. 
 
Capital 
Individual items or a group of items that cost $4,000 or more and have a useful life 
of more than one (1) year and capital improvement projects that total $4,000 or 
more are subject to the capital guidelines. Budget managers and faculty 
coordinators do not have the discretion to order these items and may not 
requisition these items from operating budgets. 
 
Related items are those items purchased with the intent of improving or adding to 
a common area being assembled into a common piece of equipment, or those 
needed to address a specific need. Examples of related items would include the 
following:  Purchase of individual pieces of furniture for an office or a classroom. 

A capital improvement project is defined by Kohler's Dictionary for Accountants as 
any expenditure intended to benefit future periods, in contrast to an operating 
expense, which benefits a current period. A capital improvement project must 
significantly increase the capacity, efficiency, lifespan, or economy of operation of 
an existing fixed asset. 
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In contrast, maintenance and repair projects are defined as expenses that keep 
current equipment or property in operable condition or any expense that restores 
an asset to its full productive capacity without significantly increasing the asset's 
estimated service life or productive capacity. A maintenance and repair expense is 
not considered a capital purchase and not subject to capital guidelines. 
Maintenance and repair projects must be reviewed by the Finance Department, 
prior to the start of the project or the expending of any funds. 

All lease and rental agreements need to be approved by the Vice President for 
Finance and Administrative Services. 

Office supplies 
The College has an exclusive contract for the purchase of all office supplies. All 
office supplies should be ordered on this contract. A separate ordering system 
exists for these orders. Specific directions may be obtained by contacting the 
Purchasing and Contract Manager. 
 
Procurement cards 
Account directors and faculty coordinators may request the use of a College 
procurement cards. These cards functions essentially the same as a normal Visa 
card. No requisitions need to be completed for transactions made with a College 
procurement card. 
 
Reimbursement 
Employees may be reimbursed for purchases made on their own. Small amounts 
are reimbursed through Petty Cash or an expense requisition form must be 
completed and a copy of the receipts must be sent to the Finance Department. 

Request for Proposals 
A request for proposal (RFP) outlines the required services sought and some 
general information about the manner in which the services are to be 
performed.  The RFP process brings structure to the procurement decision and 
allows the risks and benefits to be identified clearly upfront.  The added benefit of 
input from a broad spectrum of functional experts ensures that the solution chosen 
will suit the College’s requirements. The Finance Department issues a RFP on 
behalf of the College along with the assistance of the department requesting the 
professional service. If the service is over $20,000, Board of Trustees approval is 
necessary if it has not been previously approved by the annual budget adoption or 
items brought to the Board of Trustees during the course of the fiscal year.  
 

Exceptions to the above statement: auditors, architects, attorney’s, construction 
managers, engineers, financial services, and insurance brokers need Board of 
Trustee approval no matter the dollar amount. 

Sale of Surplus Equipment 
1. Equipment will be offered to the sponsoring school districts at a fair market 

value or free if items are of minimal value. 
2. The College will periodically dispose of surplus equipment by auction, sealed 

bids, or by sale at fair market value. The sale will be to the highest bidder, but 
the College reserves the right to refuse any bid. 

3. Such auction or sealed bid sales will be open to the entire College community 
and, if deemed advisable by the Vice President for Finance and Administrative 
Services or his/her designee, will also be made open to individuals, 
corporations, or groups outside of the College. 

4. Items of nominal value left unsold after auction, sealed bid or on sale at fair 
market value will be sold for scrap or disposed of as trash at the discretion of 
the Vice President for Finance and Administrative Services. 

5. All disposition of surplus property will be recorded. 
6. Any monies received in such sales shall be placed in the capital budget of the 

current fiscal year. 
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Taxes 
The College is considered an Instrumentality of the Commonwealth. Based upon 
this classification, the College is exempt from paying sales taxes in most 
instances. Accordingly, College employees should not pay sales taxes on any 
purchases made on behalf of the College. 

Sales tax exemption forms may be obtained in the Finance Department. 
 

 


