HCCS AT A GLANCE

The Houston Community College System was created by the Houston Independent School District (HISD) to provide postsecondary educational services to the Houston metropolitan area.  In 1971, HCCS registered 5,771 students in a handful of programs at just a few HISD locations.  It had no tax base of its own but adopted in its mission the charge to provide quality education to all who sought to improve themselves.

The “boom town” years of the 70’s and early 80’s fostered the need for a broad range of training programs.  The College, with its ties to business and industry, was prepared to meet that need, and by 1982 had grown to an enrollment of more than 45,000 students.  When the economy experienced a downturn, the college system met the challenge by instituting hi-tech training programs that would give individuals a competitive edge in a changing workforce environment.

Separation of the college system from HISD took place in 1989.  HCCS established a tax base of its own and was authorized by the U.S. Department of Justice to create a separate board of trustees.  Later, Stafford Municipal School District was annexed to the college system tax base.  HCCS offers courses and programs in the out-of-district areas of Spring Branch, North Forest, Alief, Cy-Fair, Katy, and Missouri City.

In 1990, the college reorganized from a multi-campus configuration into a six-college system:  Central College, Northeast College, Southeast College, Northwest College, Southwest College, and the College Without Walls.  In 1995, the functions and programs of the College Without Walls were divided among the other colleges, reducing HCCS to five colleges.

Today, every region of the HCCS service area has its own college—its own administration, faculty, counselors, library, financial aid services, and its own identity in and for the community it serves.   Currently, HCCS has a semester enrollment of approximately 55,000 students.
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                                                                       FORWARD

TO OUR VENDORS AND PROSPECTIVE VENDORS:

The Procurement Operations Department of the Houston Community College System welcomes the interest of all vendors who are in a position to provide equipment, materials, supplies and services to the College.  We appreciate the efforts you make to keep us informed of changes that are constantly occurring in our dynamic market place.  We believe that the purchasing process is a joint venture between the College and our vendors.

The goal of Procurement Operations is to involve as many vendors as possible in the College purchasing process while meeting the requirements of State of Texas laws, general college regulations, good business practices, and special requirements adopted from time to time by various agencies from which the College secures funds for special programs.  Small business enterprises are encouraged to become participants in College purchasing projects.  

This booklet was developed to assist vendors in becoming familiar with the practices of the Purchasing Department.  If we can be of help to you do not hesitate to call.  Your cooperation and support is valued.
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MINORITY/WOMAN-OWNED/SMALL BUSINESS


PURCHASING AND CONTRACTING POLICY

The Houston Community College System (HCCS) in its attempt to be a model for the culturally diverse community it serves is committed to increasing the level of participation with small business enterprises.   HCCS is committed to eliminating any bias of discrimination, whether intentional or non-intentional, from the awarding of contract to suppliers, vendors, and contractors.  The College recognizes its responsibility to assist in the development of small businesses which can be competitive suppliers of goods and services to the College.  Consistent with legal and ethical obligations to all suppliers, vendors, and contractors, HCCS will constantly strive to encourage, assist, and actively solicit minority/woman-owned/small business involvement for the purpose of attaining a significant degree of participation of small businesses in the College's contracting and purchasing programs.  

The Houston Community College System (HCCS) has adopted a Small Business Development Program for small businesses attempting to provide goods and/or services as prime contractors or as subcontractors to other prime contractors to HCCS.  The program is designed to prevent discrimination by ensuring that small, underutilized and disadvantaged businesses are informed and prepared to compete for HCCS procurements.  HCCS will neither discriminate nor select vendors on the basis of race, color, national origin, religion, gender, age or disability in its procurement selection process.  Please refer to the HCCS website to retrieve more information about this program.
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PROCUREMENT OPERATIONS STAFF
The Procurement Office of the Houston Community College System is organized and administered as a division of the College's Financial Operations Department.  It is located in the Administration Building, 3100 Main Street, 11th Floor Houston, Texas 77266. Please review our web site: http://www.hccs.edu Click on Business and Community, then click on Procurement. Vendors please review the site for RFP/ITB/RFQ status, and the online vendor application form. The following people are employed in the Purchasing Department at the College and will be glad to

answer any questions you may have concerning College procurement or contracting:

	Professional Services/Construction Procurement

	John Carter
Director/Procurement
Construction/ Professional Services
	713-718-5029
john.carter@hccs.edu

	Pam Ferreira
Senior Buyer
IT Procurement/Statistics
	713-718-5003
pam.ferreira@hccs.edu

	Georgia Coats
Purchasing Agent
Professional Services
/Construction
	713-718-5004
georgia.coats@hccs.edu

	Prudie Lendon
Senior Buyer
Services/Vending Svs.
	713-718-5005
prudie.lendon@hccs.edu

	Renee Alonzo
Senior Buyer
Training/Pcard/Contracts
	713-718-7410
renee.alonzo@hccs.edu

	General Procurement

	Jeffery Austin 
Procurement Supervisor
	713-718-2777
jeffery.austin@hccs.edu

	Mara Glover
Buyer
Open P.O.s/Requisition Control
	713-718-2528
mara.glover@hccs.edu

	Jackie Nguyen
Buyer
Office Supplies and Telecommunications
	713-718-5006
jackie.nguyen@hccs.edu

	Contract Administration/ Contract Compliance

	Michael Groesch
Manager, Contract Administration
	713-718-5158
michael.groesch@hccs.edu

	Keith Reynolds
Buyer 
Webmaster/Contracts
	713-718-5014
keith.reynolds@hccs.edu

	Michelle Nguyen
Buyer
Vendor Administrator/ Pcard/ Contracts
	713-718-5007
michelle.bui@hccs.edu
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PROCUREMENT OPERATIONS DEPARTMENT RESPONSIBILITY
The Procurement Operations Department’s goal is to promote the best interests of the Houston Community College System and the people it serves through intelligent action and fair dealing which will result in minimizing cost and obtaining the maximum projected value for each dollar of expenditure. 

The Procurement Operations Department has the sole authority to negotiate for the purchase of supplies, equipment, and services. HCCS will not assume obligation or liabilities without the prior approval of the Executive Director of Purchasing. 

The function of the Procurement Operations Department is to organize and administer procurement policies of HCCS in accordance with the authority delegated by the Board of Trustees and the State of Texas.

HCCS supports and encourages small business participation, and therefore is committed to the principles of equal opportunity for all businesses, both small and large.

Construction contracts are the responsibility of both the Executive Director of Facilities with the Executive Director of Purchasing being responsible for the advertising of bids and public bid openings.

                                                                    SALES CALLS
Sales representatives will be seen Monday through Friday, 10am - 4 p.m. by appointment only.   It would also be appreciated that if a cancellation of your appointment becomes necessary, you notify the Procurement Operations Department member with whom you had the appointment of this cancellation as soon as possible.


BID LIST REGISTRATION
Vendors are encouraged to contact the Procurement Operations Department and indicate the particular commodities or services that they are interested in supplying to the College.  Vendors should then complete the online vendor application for bid list registration. (http://www.hccs.edu). It is through this process that our bid lists are compiled.  If possible, visitation and discussion with persons in the Purchasing Department is desirable.  If a visit is not possible then contact the Purchasing Department and an application for bid list registration will be mailed to you.


GENERAL PURCHASING PROCEDURES
All purchases of goods and services require a purchase order number.

Purchase orders are issued by the Procurement Operations Department.  Vendors should verify the purchase order number before delivering goods or services requested by a college employee.  Unless a purchase order number is issued, no contract exists between vendor and the college.

When a delivery is made, a receiving report signed by the Houston Community College representative who received the products or service is required to be sent to the Accounts Payable Department before an invoice can be paid.

Vendors should send all invoices to the Houston Community College Accounts Payable Department in accordance with the prices and terms on the purchase order.

ISSUING PURCHASE ORDERS

Purchases Under $10,000
The requesting department determines the product needed and prepares a requisition with the description of the material or services to be purchased.

The Procurement Operations Department prices the materials and prepares a purchase order.

Open market purchases of $2,500 but under $10,000 require at least three verbal or written quotations from any vendor.

HCCS encourages Small Business participation on all orders.

Purchases $10,000 or More
Purchases $10,000 - $ 24,999 require three quotations from the HCCS Vendor List.

Purchase Orders exceeding $24,999 require advertisement and must adhere to the competitive solicitation process.

The Procurement Operations Department advertises all solicitations in one daily newspaper with county-wide circulation.  Advertisements are also placed in minority newspapers and bid notices and specifications are sent to the Houston Business Council and numerous minority groups, organizations and associations.

Bids are publicly opened at least two weeks from the date of advertisement in the newspaper.  After the bid opening, the bids are tabulated and a recommendation for award of bid to the lowest responsible bidder is prepared.  The term is then taken to the Houston Community College Board of Trustees for approval of award.  After approval by the Board of Trustees, purchase orders are issued.


                  PAYING FOR MATERIALS, GOODS, SUPPLIES, AND SERVICES

Payment of Purchase Orders
After a purchase order has been sent to the vendor, the following actions must occur for an invoice to be paid.

1.
The vendor, upon receipt of the purchase order, must deliver the goods or perform the services related to the purchase.

2.
When requesting payment the vendor must send an original invoice, with duplicate copy, to Houston Community College, Attention:  Accounts Payable Department, 3100 Main Street  Houston, Texas  77226

In the event a vendor sends the invoice directly to the receiving department, the payment will be delayed until all invoices are received by the Accounts Payable Department.

3.
Upon receipt of purchased goods or the performance of services, the using department must send a completed receiving report to the Accounts Payable Department.

4.
The vendor is paid when the vendor's invoice and the user's receiving report have been received in the Accounts Payable Department.

Please contact the Accounts Payable Department @ (713) 718-5080 for any invoice-related questions.

CONTRACTS

Construction and Repair Contracts $25,000 or More
Construction and repair contracts $25,000 or more require advertisement for competitive bids in accordance with Texas Education Code.

The Procurement Operations Department advertises all bids in one daily newspaper with county-wide circulation.  Advertisements are also placed in minority newspapers.  

Bids are publicly opened at least two weeks from the date of advertisement in the newspaper.  After the bid opening, the bids are tabulated and a recommendation for award of bid to the lowest responsible bidder is prepared.  Projects in excess of $25,000 for construction and repairs will require bid, performance and payment bonds.

Recommendation for award of bid for construction and renovation contracts $25,000 or more are taken to the Houston Community College Board of Trustees for approval of award.  After approval by the Board of Trustees a contract is executed between the contractors and Houston Community College System to include all items necessary for proper execution and completion of the work.  Vendors will work with the Executive Director of Facilities to provide all the necessary documentation:  Payment and Performance Bonds, Proof of Insurance, List of Subcontractors, Schedule of Values, and Proof of Workers' Compensation.


      PAYING FOR MATERIALS, GOODS, SUPPLIES, AND SERVICES

Payment of Construction and Repair Contracts $25,000 or More
The Executive Director of Facilities submits a notarized application for payment executed by the contractor through the architect and signed by the owner representatives.  Accounts Payable will issue a check within a week of receiving the application from the Executive Director of Facilities.

Applications for final payment on contracts $25,000 or more require the submission of several documents before final payment is made.  Documents include:

Consent of Surety Company to Final Payment

Contractors Affidavit of Release of Liens

Contractors Affidavit of Payment of Debts and Claims

Subcontractors and Material Suppliers Released and Guarantees

City of Houston Certification of Occupancy

Key Turnover Transmittal signed by the Executive Director of Facilities and Contractor

CODE OF ETHICS

AS A MEMBER OF THE NATIONAL ASSOCIATION OF EDUCATIONAL BUYERS, HOUSTON COMMUNITY COLLEGE SUBSCRIBES TO AND SUPPORTS THE FOLLOWING CODE OF ETHICS


NATIONAL ASSOCIATION OF EDUCATIONAL BUYERS


CODE OF ETHICS

1.
To give first consideration to the objectives and policies of my institution.

2.
To strive to obtain the maximum ultimate value of each dollar of expenditure.

3.
To decline personal gifts and gratuities.

4.
To grant all competitive bidders equal consideration insofar as the established policies of my institution permit, and to regard each transaction on its own merits.

5.
To conduct business with potential and current suppliers in an atmosphere of good faith, devoid of intentional misrepresentation.

6.
To demand honesty in sales representation whether offered through the medium of a verbal or written statement, an advertisement, or a sample of the product; and to be honest in return.

7.
To use only by consent original ideas and designs devised by one vendor for competitive purchasing purposes.

8.
To make every reasonable effort to negotiate an equitable and mutually agreeable settlement of any controversy with a supplier; and be willing to submit any major controversies to third party review, insofar as the established policies of my institution permit.

9.
To accord a prompt and courteous reception insofar as conditions permit to all who call on legitimate business missions.

10.
To cooperate with trade and industrial associations, governmental and private agencies engaged in the promotion and development of sound business methods.

11.
To foster and promote fair, ethical and legal trade practices.

12.
To counsel and cooperate with NAEB members and to promote a spirit of unity among them.

The HCCS Vendor Application is now online at http://www.hccs.edu
Click on Business and Community, and then click on Procurement (located under “Doing Business with HCC.)
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