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SCRIPPS COLLEGE 
PROCUREMENT POLICY 

CREATED APRIL 2018 
IMPLEMENTED AUGUST 1, 2018 

 
 

Scripps College is committed to creating and maintaining procurement policies and procedures 
to support both its academic and administrative departments. The goal of the Procurement 
Policy is to support programs through an efficient strategy to obtain products and services at the 
best prices possible and without undue effort. Wherever possible, we will emphasize responsible 
business practices, including social responsibility, in obtaining products and services. 

Under the auspices of the Office of the Vice President for Business Affairs and Treasurer, the 
Procurement Policy shall direct all of the procurement and payment activities for the College. 
This shall include ordering and purchasing of goods and services, negotiating and renewing 
contracts, payments, supplier selection, purchasing, electronic procurement, accounts payable, 
Procurement card, electronic payment procedures, encouraging supplier diversity, and user 
training using the college’s procurement module. Without exception, all product suppliers, 
services, and agreements shall be subject to the Procurement Policy. Please note that this policy 
does not apply to Scripps College outside temporary staff. All temporary staff contracts require 
approval by the Office of Human Resources.  
Both customer service and cost savings shall be prime objectives of the Procurement Policy, 
along with developing and maintaining excellent working relationships with all college 
departments, customers, and vendors. At all times, the Procurement Policy shall aim to support 
the academic, research, co-curricular, and extra-curricular programs that are important to the 
Mission of Scripps College, while providing a framework that supports the College’s commitment 
to prudent fiscal management and strong internal controls.  

The Procurement Policy shall be committed to the pursuit of supplier diversity that will generate 
financial, operational, and cultural value that is consistent with the Scripps College Mission and 
Community.  
 
Procurement provides the following functions for Scripps College: 
 
• Negotiating college-wide contracts (thus aggregating the College's buying power to obtain 

favorable prices and contract terms) 
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• Conducting competitive bidding (RFQs), requests for proposals (RFPs), and negotiations on 
behalf of the College departments and programs 
 

• Issuing Invitations to Bid (ITBs), signing contracts, and committing College funds as the 
authorized financial Agents of the College 

 
• Issuing consulting agreements and contractor agreements 

 
• Ensuring vendor compliance to contracted performance and pricing requirements 
 
• Managing and administering the Procurement Card Program  
 
• Providing research that yields information and specifications on valuable goods and services 

for many items that colleges and universities typically buy. We will be watchful for 
opportunities to partner with other colleges to negotiate and purchase in common those 
products used by higher educational institutions 

 
The following procedures and processes are the responsibility of the Procurement Specialist, 
under the supervision of the Budget Manager.  The Procurement Specialist will continue to 
support efforts required for the cohesive procurement policy and to ensure its effectiveness.  
Both the Budget Manager and Procurement Specialist will be dedicated to providing excellent 
customer service and will be responsive to College employees as they familiarize themselves 
with and utilize procurement procedures to obtain needed products and services.  
 
 

• Providing information about products, prices, 
and suppliers 

 • Researching new products and locating suppliers for 
programs and departments 

• Monitoring the marketplace and providing 
information about market conditions 

 • Issuing purchase orders 

• Expediting timely deliveries  • Resolving disputes with vendors 

• Coordinating vendor liability insurance   • Filing credit applications with new vendors 

• Providing guidance for the recycling and 
disposal of surplus and end-of-life items 

 • Producing Procurement reporting and dashboard 
reports that ensure the prudent use of Institutional 
resources 

• Leveraging on the capabilities of the Workday Procurement Application to make purchasing  
more efficient for users 
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Educational Discounts 
 
Every effort should be made to ascertain if educational or academic discount pricing is 
available to the College. 

PURCHASING BID THRESHOLDS 
 
It is important to avoid unreasonable product and service costs. Setting appropriate thresholds for the 
bidding process based on dollar minimum/maximum commitments and type of procurement ensures that 
the College receives best pricing and specifications. Striking the right balance between adherence to 
process and avoiding undue effort by Scripps’ personnel is the objective.  
 
 
• Recurring expenses – $5,000 or above. 

 
• Selecting approved suppliers (utilizing the screening questionnaire) – $5,000 or above. 

 
• Selecting approved consultants – $25,000 or above. 

 
• Selecting contractors and determining when to use less formal (quotes and quick bids) and more 

formal Request for Proposal/Request for Information (RFP/RFI) processes – $100,000 or above. 

Examples: 
 

1. Everyday/common purchasing 

2. Selecting approved suppliers (see screening Questionnaire)  

3. Consultants 

4. Contractors, and when to use less formal (quotes and quick bids) and formal (RFP/RFI) 

processes. 
 
Supplier Diversity — Rationale & Background 
 
Through this Procurement Policy, Scripps College is committed to implementing and cultivating 
a dynamic, socially-responsible supplier diversity plan. Encouraging societal change, equity, and 
promoting environmental sustainability are central to the vision of Scripps College to empower 
its community to live “confidently, courageously, and hopefully.” 
 
Supplier diversity can bring financial and operational advantages that reflect the integrity and 
values of our institution. Creating and maintaining a diverse network of suppliers also produces 
a benefit from the expertise, innovation, and flexibility of businesses in various historically 
underutilized categories. We all profit from fair and competitive bidding practices in the open 
marketplace, while increasing and enjoying the benefits of a well-connected and growing local 
economy. 
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The Federal government has determined that business ownership is a determining factor for 
creating both social and financial security and advancement for all. Yet, we also acknowledge 
that both minorities and women continue to be under-represented among business owners. The 
continuing effects of historical pressures and inequalities have contributed to an uneven playing 
field for some businesses. The economic barriers that result can affect such areas as market 
entry, access to customers, and financial growth opportunities.  

As a stimulant for change, creating a climate of equal access and opportunity should be both 
intentional and strategic. Therefore, it is desired that our supplier diversity plan should strive to 
create core processes so that underutilized businesses may have greater access and equality 
in all transactions, proposals, and competitive bidding opportunities.  
 
Environmental Awareness 
 
Environmental impact should be considered in purchasing decisions, when appropriate. Scripps 
College encourages departments to consider the use of products and services that impact the 
environment less than competing products, when it is a good best value decision to do so. A 
good best value decision based on a thorough total cost of ownership analysis considers the 
initial cost of the item as well as factors such as: 
 
• Energy Efficiency:  Purchase equipment that is Energy Star-rated (or, if there is no Energy 

Star rating, equipment that is highly energy efficient). Energy Star is a program helping 
businesses and individuals protect the environment through superior energy efficiency. 
 

• Shipping Materials:  Purchase products that are shipped in containers that are returnable 
or reusable and made from recycled content (i.e. cardboard boxes). Also request bulk 
packaging when multiple items are ordered for delivery at the same time. 

 
• Recycled Content:  Purchase products made with recycled content suitable for the intended 

use. Look for a high percentage of post-consumer content. ‘Post-Consumer’ is material that 
has served its intended purpose and has been discarded for disposal or recovery by a 
business or consumer. Other recycled content includes post industrial wastes which are by-
products of a manufacturing process that would normally not be reused in the process. 

 
• Other:  Environmental performance of the supplier and/or producer should also be 

considered, such as waste prevention, waste reduction, pollution prevention, clean air and 
water programs, re-use of materials, minimization of scrap material, and any other green 
factory initiatives, etc. 
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NAEP Membership 
 
 
Procurement has now become a strategic function of higher education institutions. Therefore, 
Scripps College is committed to maintaining its membership in the NAEP, the "National 
Association of Educational Procurement."  With over 1,000 member colleges and universities, 
the NAEP serves higher education purchasing officers through its industry-specific network and 
educational programs.  
 
Benefits include:  
 
• Extensive resources to help build the skills and knowledge of the Procurement team to 

support increased visibility and develop an efficient program based upon the knowledge 
and best practices of the larger NAEP community 

 
• Opportunity to attend the NAEP Annual Meeting (conference), which presents over 50 

educational sessions per year on a wide range of relevant topics 
 

• Exclusive NAEP publications, including the Educational Procurement Journal magazine, 
the NAEP Pulse newsletter, “Purchasing Link” blog, and research white papers 

 
• Access to the “Procurement Academy” certificated competency training program 
 
• NAeProcure searchable library of procurement contracts 
 
• NAEP Library of RFP documents, white papers, survey results, and presentations from past 

events 
 
• Live Educational Webinars, plus a library of recorded webinars on procurement topics such 

as managing expense programs 
 

• Data and survey sharing and collaboration with NACUBO: National Association of College 
and University Business Officers 

 
• NAEP Networking Exchange – online forum platform to pose questions to the larger 

community and participate in discussions about regional issues 
 
 

---------------------------------------------------------------------------------------------------------------------------- 
 

  

http://www.naepnet.org/
http://www.naepnet.org/
https://wcm.nacubo.org/
https://wcm.nacubo.org/
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Scripps College Procurement 
 
 

WORKDAY PROCUREMENT MODULE IMPLEMENTATION 
 
The 2018 Workday implementation is an advantage for implementing the College’s new Procurement 
Policy, standards, and procedures as well as an opportunity for synergy for both efforts.  It will greatly 
enhance Business Affairs’ ability to influence and monitor adherence to the Procurement Policy with 
respect to both screening and prudent use of College funds. 
 
LEGAL COMPLIANCE 
 
Appropriate purchasing thresholds will require that purchase sales agreements (PSAs) be reviewed by 
the College’s general counsel.  This will ensure that all PSAs adhere to Federal, State of California, local 
laws, and statutes.   
 
For procurements resulting from federally-sponsored research grants, it is important to ensure that 
procumbent applicants for which information technology and/or the internet of things are involved are in 
compliance with required GLBA and cybersecurity best practice.1  Suppliers must not be a federal 
“excluded party,” nor have been disbarred and/or suspended from receiving federal contracts or 
assistance within the last three years.  
 
 
 

Contact Us 
 
Procurement Specialist:  Cheryl Pump 
Email:  cpump@scrippscollege.edu 
Phone Number:  909-607-2088 
 
Budget Manager:  Andre Ibanez 
Email:  aibanez@scrippscollege.edu 
Phone Number:  909-607-3251 
 

                                                 
1GLBA:  the Gramm-Leach-Bliley Act  
https://library.educause.edu/topics/policy-and-law/gramm-leach-bliley-act-glb-act 
 

https://library.educause.edu/topics/policy-and-law/gramm-leach-bliley-act-glb-act
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