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Effective Date: July 1, 2008
Supersedes:  Business Procedure 4.11 dated November 15, 2002
Applies To:  Colleges and the System Office

Procedure Responsibility:  Purchasing

Types of Contracts

Sections

Section 4.11.1 – Types of Contracts

Section 4.11.2 – Purchase Orders

Section 4.11.3 – Notice of Award of Price Contract

Section 4.11.1 – types of contracts
Purchase orders and price contracts are the two major types of contractual arrangements that result from purchase requisitions. Purchase orders are executed when KCTCS makes a commitment to purchase a specific quantity or amount of a commodity or service at a specific price. Price contracts are used to establish a source of supply at a definite price but normally without a guarantee of specific quantity.  KCTCS Purchasing establishes both types of contracts. 

Section 4.11.2 – purchase orders
This type of contract is established to purchase a specified quantity or amount of a commodity or service at a specific price.

1. Payments for items or services included on a purchase order will be queued for payment upon acceptance of the items and receipt of a correct invoice. Receiving and invoice data are to be entered into the PeopleSoft Purchasing module by the appropriate units in a timely manner.  

2. If a delivery time is specified and the goods or services are not delivered timely, the business unit should contact the vendor. If the vendor fails to cooperate, the business unit should contact KCTCS Purchasing. 

3. When delivery is made, the end user shall inspect the product for compliance with contract specifications, completeness, and condition. Any exposed damage should be noted on the Bill of Lading or Waybill before accepting delivery.  The business unit shall also notify the vendor, the delivering carrier and KCTCS Purchasing of any concealed damages within seven (7) days after delivery.
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4. Each business unit shall establish receiving officials to monitor daily shipments and to receive delivered items ordered on purchase orders in PeopleSoft. End users are to monitor shipments on a daily basis and upon delivery inspect shipments. Inspection of the order is to include but is not limited to checking and confirmation of the following:

a. Specifications

b. Quantity

c. Damage -  exposed and concealed

d. Delivery time

e. Correct location of shipment

5. The end user will supply the receiving official within two (2) working days of delivery with the pertinent information to receive the order in PeopleSoft. Equipment must be tagged and inventoried in accordance with Business Procedure 2.9 as required within five (5) working days.

Section 4.11.3 – notice of award of price contract
This type of contract is used to establish price agreements with vendors for supplying specific items at a specific unit price for a definite period.

1. A price contract is issued when there is a continuing need by business units for a specific service or commodity.
2. Price contracts for KCTCS are established and administered by KCTCS Purchasing.   

3. The Office of Material and Procurement Services of the Finance Cabinet have established some price contracts that can be used by all state agencies. 

4. Some vendors hold price contracts that are established by the General Services Administration of the Federal Government (GSA), which may be used if the vendor will extend the same provisions of the contract to KCTCS.

5. It is strongly encouraged that all business units utilize price contracts when a price contract is available for commodities required and when the products covered under the price contract meets the needs of the business unit.

Note: When ordering items on a price contract do not add items to the requisition that are not specifically listed on the price contract.

 END OF PROCEDURE

