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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

BUDGET ADMINISTRATION AND PURCHASING

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
Specified division and administrative heads are authorized to administer the approved budget for their area.

2.00
SPECIFIC STATMENTS

2.01
Requests to change authorized expenditures within the budget shall be submitted in writing to the Vice President for Finance and Operations for consideration. 
2.02
The college does not assume responsibility for unauthorized purchases.  

Purchases made outside the guidelines of college policy are the responsibility of the person making the purchase.

2.03
No person or group shall purchase any item through the college for non-college purposes without specific approval by the President and Vice President for Finance and Operations.

2.04
The purchase of major college equipment, supplies, or contracts for basic services over 10K shall be made on the basis of competitive bids.  In some circumstances, sealed bids may be required.  The trustees shall reserve the right to reject any and all bids received.

2.05
Proprietary goods and services may be purchased without competitive bids with the President and Vice President for Finance and Operations approval. 

2.06
When price, quality, and service is comparable, preference may be given to local 
suppliers.

II.
PROCEDURES

3.00
PURCHASING PROCEDURES

3.01
The approved division or administrative heads are authorized to purchase all necessary supplies, materials, services, or equipment as authorized in the approved budget subject to the requirements of applicable state laws and current college policy.
3.02
Prior to order/purchase, all requisitions for purchases must be approved by the division or administrative head and the appropriate vice president.  The requisition shall not be processed unless there are funds within the specific budget to cover the expenditure as verified by the business office or with the written approval of the President or the Vice President for Finance and Operations.

3.03
A purchase order shall be issued by the business office for items listed on 
properly approved requisitions.

3.04
The amount of the purchase shall be charged to the appropriate division or 
administrative budget.
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