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PURCHASING MISSION:
The mission of the El Camino Community College 
District’s Procurement Services Division is to 
provide clients with innovative, customer 
centered, market driven and value added 
solutions in purchasing goods and services for the 
District while finding ethical, legal and policy 
compliant ways to obtain these goods and 
services.



FISCAL SERVICES:

Payment to Vendor

Fiscal Services Division/ Directors:
Rita McCullum - Procurement Services 
Melissa Guess - Accounts Payable 
Jeff Hinshaw - Budgeting/Accounting 
Leo Barrera - Risk Management 

Administrative Services:
Bob Suppelsa – Vice President
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PURCHASING THRESHOLDS
1 quote   Purchase less than $9,999
2 quotes Purchases $10,000 to $109,300
Formal Bid or Cooperative Agreement $109,300



Purchasing procedures are regulated and set forth by the board of trustees, the 
California public contract code, the California education code and other regulatory 
agencies . The following are examples of some regulations:

-Public Contract Code sections 20650 - 20660 et seq

-Education Code sections 81550 et seq, 81651 

-Government Code sections 10298, 53060, 6250-6270

-Board Policy and Administrative Procedures 

-Education Code Sections 81641, et seq.;

2 Code of Federal Regulations (CFR), Section 200 and 400

CONTRACTS



CONTRACTS CONTINUE:
Board Policy 6340 /Bid and Contracts

The Board delegates to the Superintendent/President the authority to enter into contracts on behalf of the 
District and to establish administrative procedures for contract awards and management, subject to 
the following:

-PO/Contracts less than $50,000

are not enforceable obligations until they are approved or ratified by the Board.

-PO/Contracts of $50,000+ 
for services, goods, equipment or supplies to be furnished or sold to the District shall require prior
approval by the Board.

-$109,300 formal bid

- The Board shall award contract to the lowest responsible bidder (IFB), or what represents to be the 
“best value” (RFP) to the District and who meets the specifications published by 
the District, and who shall give such security as the Board requires, or reject all bids.



REQUISITIONS:
Must Include:
- Educational Purpose - Books for counselor advisement to students, 

Board Approved 06/21/2023
- Description of Items
- Itemized with descriptions and item number
- Board Approval (when required) (current $25,000+)
- Purchasing converts to PO when approved within Colleague -> 

Received within Purchasing
- Supporting Docs (Contract, Quotes, Estimate, Invoice, etc.)



BPO  VS   PO - WHEN TO USE: 
BPO = Blanket Purchase Order
- Scope of Services 
- Multiple Payments to Vendor
- Multiple GL Codes
- Recommended Expiration Date: 

6/30/2024
- All contracts with multiple 

payments
- $10,000 or less

PO = Purchase Order
- Itemized

- One Payment to vendor

- Multiple GL codes



P-CARD

Purchasing Card: A purchasing card is a ECC business credit card that can be used for 
small dollar purchases of goods and services by authorized District business.

- P-Card used to procure low-cost goods and emergency services

- Purchases $5,000 and below (purchase amount limit and P-Card monthly limit)

- Purchases CANNOT be split to circumvent the transaction limit value restriction 
($5,000)

- Purchases are subject to audit review of receipts

- Monthly receipts are required within seven (7) days or less of monthly request

- No Equipment Purchases (Items exceeding $200/unit are defined as equipment and 
require assets tagging).



P-CARD CONTINUE
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DELIVERIES: WAREHOUSE AT CENTRAL RECEIVING

All purchases must be delivered to: 
3400 W. Manhattan Beach Blvd.
Torrance, CA 90506

unless otherwise specified by the Purchasing Department
Note: Items delivered to address other than ECC District may not be paid



CONFIRMING INVOICE /PO:

Orders issued to a vendor or entered in the procurement database after services have 
been performed or receipt of goods, supplies or equipment has occurred are generally 
prohibited, except in very limited circumstances. These circumstances include emergencies as
defined by Public Contract Code section 20654. 



CHANGE ORDERS:
If any change or alteration of a contract/PO governed by the provisions 
of this article is ordered by the governing board of the community 
college district, such change or alteration shall be specified in writing 
and the cost agreed upon between the governing board and the 
contractor. The board may authorize the contractor to proceed with 
performance of the change or alteration without the formality of 
securing bids, if the cost so agreed upon does not exceed the greater of:

(a) The amount specified in Section 20651 or 20655, whichever is 
applicable to the original contract; or 

(b) Ten percent (10%) of the original contract price.

PCC: 20650, 20651,  20651.2

https://california.public.law/codes/ca_pub_cont_code_section_20650
https://california.public.law/codes/ca_pub_cont_code_section_20651
https://california.public.law/codes/ca_pub_cont_code_section_20651.2


SURPLUS
Education Code Sections 81450 through 81460 and Board 

Policy 6550

Board Policy 6550 Disposal of Property and Fixed Assets

All sales of surplus personal property shall be 
reported to the Board on a periodic basis. This 
policy shall not be construed as authorizing any 
representative of the District to dispose of 
surplus real property or capitalized fixed assets 
at any time without the 
Superintendent/President’s authorization.

Education Code Sections 81450 through 81460 

(a) The governing board of any community college district may sell for 
cash any personal property belonging to the district if the property is 
not required for school purposes, or if it should be disposed of for the 
purpose of replacement, or if it is unsatisfactory or not suitable for 
school use. There shall be no sale until notice has been given by 
posting in at least three public places in the district for not less than 
two weeks, or by publication for at least once a week for a period of 
not less than two weeks in a newspaper published in the district and 
having a general circulation there; or if there is no such newspaper, 
then in a newspaper having a general circulation in the district; or if 
there is no such newspaper, then in a newspaper having a general 
circulation in a county in which the district or any part thereof is 
situated. The board shall sell the property to the highest responsible 
bidder or reject all bids.

(b) The governing board may choose to conduct any sale of personal 
property authorized under this section by means of a public auction 
conducted by employees of the district or other public agencies, or by 
contract with a private auction firm. The board may delegate to the 
district employee responsible for conducting the auction the authority 
to transfer the personal property to the highest responsible bidder 
upon completion of the auction and after payment has been received 
by the district.



TRAVEL /REIMBURSEMENT:

Faculty, staff, and student representatives are authorized to travel on behalf of the 
District and will be reimbursed for necessary expenses within budget 
appropriations and maximum per diem allowances. Completion of Travel Request 
and Expense Reimbursement Form
The Travel Request and Expense Reimbursement Form shall enumerate all the 
items connected to the trip including, but not limited to: 
1. Airfare 
2. Hotel/Lodging 
3. Meals/Per Diem 
4. Registrations 
5. Transportation (including personal car) 
6. Incidentals 
Miscellaneous Travel Expenses Travel Request and Expense Reimbursement 
Form shall include all supporting documentation (registration form, conference 
brochure, hotel reservation, flight information, etc) AP 7400 



PER DIEM:  WWW.GSA.GOV/TRAVEL/PLAN-
BOOK/PER-DIEM-RATES

http://www.gsa.gov/travel/plan-book/per-diem-rates




PROCUREMENT STAFF IS HERE TO SUPPORT 
YOU, AND WE NEED YOUR HELP!

-



Q&A

Rita McCullum, extension 3374

rmccullum@elcamino.edu
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