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Information needed PRIOR to filling out the Requisition:

1. Understand the nature of the purchase, get approvals by Chair, Dean, IT, etc. and find out where the item(s) will be stored (needed for
Location Field on Requisition)
a. IT Procurement Levels: 0 = Non-IT; 1 = product; 2 = software it-expenditure-review-process.pdf (losrios.edu)
2.  Account String - Confirm that there’s funding in the appropriate account. May need to do a Budget Entry.
3. Vendor Information— if the vendor is not registered with LRCCD, send them the “Become a Vendor” link Become a Vendor | Los Rios
Community College District.
4. Quote or Screenshot of the Shopping Cart in PDF form to attach to the Comment section of Requisition
a. Purchases with a unit cost ranging from $1,000 and $4,999 attach 3 informal quotes (websites, emails, etc)
b. If one item is over $5,000 attach 3 formal written quotes
5. Tip —use Convert Case Convert Case | Convert upper case to lower case, lower case to upper case and more! or Microsoft Word to
convert item description into Uppercase to enter into the Description field on Requisition

6. Ensure formal quotes from vendors are using the correct tax rate.
o If anitem will be picked up (not delivered), then it is appropriate to pay the vendors tax rate
o Ifanitem is being delivered to campus, then the quote must indicate/use CRC’s tax rate (8.75%)
o If avendor says that tax is included and does not have a line item on the quote, DO will still pay tax (which means your items cost
more!)
= If this is the case, your budget needs to have the additional funds needed to cover the item



https://employees.losrios.edu/lrccd/employee/doc/purchasing/it-expenditure-review-process.pdf
https://losrios.edu/community/doing-business-with-los-rios/become-a-vendor
https://convertcase.net/
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5 things to check before sending off

1. Print Requisition to review, and check that the Supplier and address are the same as the
quote

Budget Status is valid

Origin = CRC (can change depending on Requestor’s teaching assignments)

Categorical Certification attached if categorically funded

Quotes and Comments attached
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 Most common reasons forms are returned:
1. Fully-executed contract/agreement/Scope of Work to be attached to requisition
2. Additional quotes for items over $1K
3. Completed Sole Source documents
 Sign of Expertise
1. Nothing on Delayed Report, and approved POs distributed to Vendor & Campus.

* IMPORTANT NOTE: Categorical Certifications

1. Certifies the purchase is in compliance with the requirements of the Categorical
Program Grant or Special Project. **more details in the Purchasing Handbook**
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* Purchasing Training — People R
Soft Online Requisition e

e Live web links:

e District Purchasing Forms

 Purchasing Handbook

* User Guide for Requisitions

* Setting Requisition Settings for S —
Defaults - tutorial

* Supply Requisition - tutorial



https://employees.losrios.edu/forms-and-services/forms/purchasing-forms-documents-and-tutorials
https://employees.losrios.edu/shared/doc/purchasing/purchasing-handbook.pdf
https://employees.losrios.edu/shared/doc/purchasing/requisitions-user-guide.pdf
https://www.youtube.com/watch?v=zMZo8J8YU-I&t=28s
https://lrccd.zoom.us/rec/play/mwnQj_ert_BHInk_aWZ8u3-lnVhdESjFgeUhbAXIKLWKiQ1eaG5IoqSGPhL2TrCbd2yyxEWhO3jc18L-.LfFfo5G7uIu9Uaoo?continueMode=true&_x_zm_rtaid=daaw0-okQgqt-QJLdpyQsQ.1671164939732.24cecc1c61daa6ed12e572e668979fb1&_x_zm_rhtaid=947https://lrccd.zoom.us/rec/play/mwnQj_ert_BHInk_aWZ8u3-lnVhdESjFgeUhbAXIKLWKiQ1eaG5IoqSGPhL2TrCbd2yyxEWhO3jc18L-.LfFfo5G7uIu9Uaoo?continueMode=true&_x_zm_rtaid=daaw0-okQgqt-QJLdpyQsQ.1671164939732.24cecc1c61daa6ed12e572e668979fb1&_x_zm_rhtaid=947
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