Chabot-Las Positas Community College District

M E M O R A N D U M 

Purchasing and Warehouse Services Department

TO:

Joel Kinnamon, Lorenzo Legaspi, Mary Anne Gularte, Jeannine Methe, Jennifer Aries, John Nahlen, Rhonda Budnick, Judy Hutchinson, Laura Weaver, Julia Dozier, Farhad Javaheripour, Bob Kratochvil, Jeffrey Kingston, Tim Nelson, Audrey Ching, Jeff Baker (One Stop)
FROM:

Andrew Howe, Manager

DATE:

January 29, 2008
SUBJECT:
Purchasing - Year End Deadlines, Fiscal Year 2007-2008
Important: Please provide this information to all others involved in finalizing this year’s Purchasing activity. 
This timing is critical to a successful year-end closing and is firm.  Only the Vice Chancellor of Business Services may authorize an exception.  Any exception to be granted requires a written request and justification.
This year’s memo is updated with the new formal bidding threshold of $72,400 for goods and services.  $30,000 remains the Request for Quote threshold.  Informal bidding for public projects construction begins at $30,000 and formal bidding is required at $125,000.  NEW ~ Purchase Requisitions for Construction will be accepted on a year round basis.

The closing deadline dates for all Purchasing activity for Fiscal Year 2007-2008 are as follows:

March 21, 2008 (Requires Formal Bid) 
Purchase Requisitions - Goods & Services (>$72,400)
The formal bid process results in recommendations to the Board and must follow the timing of the Board of Trustees business meetings.  As such, there is little time to bid and buy high dollar value items.  It must be a high priority for District administrators to identify any remaining high dollar needs and process Requisition Forms for this first cutoff.
April 25, 2008 – Provides time for customers and purchasing staff to process final year-end work.
Purchase Requisitions – Goods & Services (<$72,400), includes Categorical Funds
Open Purchase Orders – New or Renewals (> $30,000 and <$72,400) 

Annual Maintenance Contracts – New or Renewals

June 27, 2008
Corporate Express Orders

All items ordered from Corporate Express must be delivered and received on or before June 30, 2008 to be expensed in this current Fiscal Year 2007-2008.  

May 5, 2008 – We will begin entering orders for the new Fiscal Year 2008-2009. 

To assure that your goods and services are properly ordered, received and accounted for, please encourage your staff to submit Requisitions according to the above deadline dates.  This allows adequate time to process peak workloads.  Purchase Requisitions received after the deadlines will be charged to next
Fiscal Year 2008-2009 budget.  These deadlines are applicable to all sources of funding.
Thank you in advance for your proactive steps during year-end to make closing a success.  If you need assistance or have any questions, please contact me at: 925-485-5233, Linda Wilson at: 925-485-5230 or Annie Harris at: 925-485-5205. 
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