Facilities

Purchasing and Facilities

Policies and Procedures Guidelines

A PRIVATE JUNIOR COLLEGE




Table of Contents

Purchasing Statement of Operations and Services

Purchase Requisition Process for Lab and Office Supplies, Capital and Non-Capital Equipment

Facilities Service Desk Support Process

CBR — Capital Budget Equipment Request Process

Maijor Capital Asset Bid Procedure

Procurement Guidelines for Publishers Book Fairs

Procurement Guidelines for Sample textbook and Ancillary Materials

Student Textbook Distribution Policy

Purchasing Student Textbook Order Planning and Distribution Schedule Section 11-A

. Purchasing Goods Receipt and Document Control Procedures

11. Purchasing MAS Receipt of Goods Transaction steps

12. Purchasing MAS Purchase Order Generation Steps

13. Purchasing MAS Master Purchase Order Process

14. Purchasing Non-MAS Purchase Order Generation Steps

15. Inventory Control Procedures

16. Inventory Function Steps

17. eBridge Scanning Steps

18. Step-By-Step PRS Instructions

19. Janitorial Cleanliness Standards

20. Building and Equipment Repairs and Maintenance Standards

21. Parcel Shipping Procedures

22. A Guide for Doing Business With SJVC’s Dept. of Procurement



../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2001.%20Purchasing%20Statement%20of%20Operations%20and%20Services.docx&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2002.%20Purchasing%20Requisition%20Ordering%20Procedure.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Procedures/Section%2003.%20Purchasing%20Facilities%20Service%20Desk%20Support%20Process.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FProcedures&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2006.%20Purchasing%20CBR%20Policy.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2005.%20Purchasing%20Major%20Capital%20Asset%20Bid%20Policy.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2007.%20Purchasing%20Publishers%20Book%20Fair%20Policy.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2008.%20Purchasing%20Procurement%20Policy%20Guidelines%20for%20Sample%20Textbook%20and%20Ancillary%20Materials.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2011.%20Purchasing%20Student%20Textbook%20Distribution%20Policy.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1
Section%2011-A.%20Purchasing%20Student%20Textbook%20Order%20Planning%20And%20Distribution%20Schedule.xls
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2009.%20Purchasing%20Goods%20Receipt%20and%20Document%20Control%20Policy.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Procedures/Section%2009-A.%20Purchasing%20MAS%20Receipt%20of%20Goods%20Transaction%20steps.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FProcedures&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Procedures/Section%2009-C.%20Purchasing%20MAS%20Purchase%20Order%20Generation%20Steps.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FProcedures&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2009-F.%20Master%20Purchase%20Order%20Process.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Procedures/Section%2009-D.%20Purchasing%20Non-MAS%20Purchase%20Order%20Generation%20Steps.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FProcedures&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Procedures/Section%2017.%20Inventory%20Control%20Procedures.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FProcedures&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Procedures/Section%2016-A.%20Inventory%20function%20Steps.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FProcedures&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Procedures/Section%2020.%20eBridge%20Scanning%20Steps.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FProcedures&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Procedures/Section%2019.%20Step-By-Step%20PRS%20Instructions.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FProcedures&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Services%20%20Resources/Policies/Section%2012.%20Facilities%20SJVC%20Janitorial%20Cleaning%20Standards.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FServices%2520%2520Resources%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FServices%2520%2520Resources%252FPolicies%26FolderCTID%3D0x012000BE70ED494C853E4BA59A60BFACEB5300%26View%3D%7B68438401%2DDBEA%2D40CF%2DB988%2D44D22C6FA9EA%7D&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Services%20%20Resources/Policies/Section%2013.%20Facilities%20SJVC%20Building%20and%20Equipment%20Maintenance%20Standards.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FServices%2520%2520Resources%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FServices%2520%2520Resources%252FPolicies%26FolderCTID%3D0x012000BE70ED494C853E4BA59A60BFACEB5300%26View%3D%7B68438401%2DDBEA%2D40CF%2DB988%2D44D22C6FA9EA%7D&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Procedures/Section%2014.%20Parcel%20Packages%20Shipping%20Procedure.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FProcedures&DefaultItemOpen=1&DefaultItemOpen=1
../../../_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2021.%20A%20Guide%20for%20Doing%20Business%20With%20SJVC%27s%20Dept%20of%20Procurement.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1

. Safety Training Course 01 Blood borne Pathogens

. Safety Training Course 02 Chemical Spill Prevention and Control

. Safety Training Course 03 Laboratory Safety

. Safety Training Course 04 Compressed Gas Cylinders

. Safety Training Course 05 Fire Extinguishers

. Safety Training Course 06 Flammables Safety

. Safety Training Course 07 Back Lifting

. Safety Training Course 08 Personal Protection Equipment

. Safety Training Course 09 Respiratory Protection Equipment

. Safety Training Course 10 Hearing Conservation

. Safety Training Course 11 Lock-Out Tag-Out

. Safety Training Course 12 Book Truck Safety

. Safety Training Course 13 Hand Tool Safety

. Safety Training Course 14 Portable Power Tools Safety

. Safety Training Course 15 Scissor Lift Safety

. Safety Training Course 16 Ladder Safety

. Safety Training Course 17 Emergency Gas Shut-Off Procedure

. Safety Training Course 18 Emergency Water Shut-Off Procedure

. Safety Training Course 19 Emergency Electrical Power Shut-Off Procedure

. Safety Training Course 20 Electrical Safety

. Safety Training Course 21 Forklift Operations

. Safety Training Course 22 Utility Cart Safety

. Safety Training Course 23 Ergonomics
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