· Planning, Design and Construction

The University has a fully staffed and operational department of Planning.  Questions regarding the provision of architectural services, surveying, engineering, etc., are generally directed to the department of Planning, Design and Construction.  Procurement Services can make the necessary arrangements to forward information and/or materials to that department.    http://www.csusm.edu/pdc
· Computer Systems & Software

The University has standardized its computer systems and software to provide continuity of products and services to our staff.  Decisions regarding computer systems and software are generally performed by Instructional and Information Technology Services.  
http://www.csusm.edu/iits/index.html
· Helpful Websites:

Cal State San Marcos:

  http://www.csusm.edu
Public Works Advertisement – California State Contractors Register (CSCR):

    http://www.cscr.dgs.ca.gov/cscr/
Disabled Veteran Business Enterprise (DVBE):

  http://www.pd.dgs.ca.gov/smbus/default.htm
Small Business Certification:
  http://www.pd.dgs.ca.gov/smbus/default.htm
Chancellor’s Office (Long Beach)

Procurement & Contracts:

  http://www.calstate.edu/csp/
Capital Planning, Design & Construction:

  http://www.calstate.edu/CPDC
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Procurement & Support Services hours:

Monday through Friday 8:00 a.m. - 5:00 p.m.
Mailing Address:
California State University San Marcos

San Marcos, CA  92096-0001

Location:

(Please call for appointment)
333 South Twin Oaks Valley Road

San Marcos, CA 92096-0001
Phone (760) 750-4555
Fax (760) 750-3286
http://www.csusm.edu/procurement/
POLICIES AND PROCESSES ARE SUBJECT TO CHANGE WITHOUT NOTICE.  THE PROCESSES DETAILED IN THIS BOOKLET ARE TO SERVE AS A GUIDE AND ARE NOT INTENDED AS A POLICY MANUAL.
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Achieving Excellence through Vendor Diversity
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PROCUREMENT STAFF GUIDE
Website:   http://www.csusm.edu/procurement/procurementservices/index.html
Main Phone Number (760) 750-4555

Bella Newberg
Director of Procurement & Support Services (760) 750-4443

Theresa Ruffolo
Administrative Support Coordinator 
(760) 750-4443
David Taylor
Procurement Services Manager 
(760) 750-4554
Roberta Lamp

Public Works
(760) 750-4552
Barbara Sainz
Procurement Specialist
(760) 750-4449
Pamela Ohrazda
Buyer, Commodities
(760) 750-4445
Steven Van Ness
Buyer, Commodities (IT, Facility Services) 
(760) 750-4464

Bart Westbrook 
Buyer, Commodities
(760) 750-4456

California State University
San Marcos

California State University San Marcos was established in 1989.  The Procurement & Support Services Office is responsible for the procurement of all goods, equipment and services for the University.

EQUAL OPPORTUNITY POLICY
The University provides equal access and opportunity to all vendors without regard to race, gender, sexual orientation, religion, ancestry, color, age, national origin, or physical or mental condition.  The University maintains an active commitment to the inclusion of all vendors in our procurement practices and process.  

PURCHASING PROCESSES
· Gifts & Gratuities
The University’s policies and procedures do not allow members of the Procurement department to accept gifts or gratuities of any kind.

· Purchase Orders

Transactions for goods, services or equipment require a valid, duly authorized purchase order.  The exception is those items procured through the use of the University’s credit card system, ProCard.  (See section under credit card purchases for details).

· Bids

Bids are required for all supplies, equipment and services that exceed $50,000.  We request that all interested vendors register on-line at the following website: http://www.planetbids.com/CSUSM/vendor_registration.cfm
BidsOnline is a web enabled procurement and electronic bidding system.  As a registered and approved vendor, you will be able to visit the contracting section to find the latest contracting opportunities available, request and download documents, and bid electronically (if enabled) on all open requests. You will also be notified of Bid Alerts, changes, and addendums. Best of all, this service is offered to all of our vendors for free!
· Credit Card Purchases

The University allows the procurement of some commodities using the ProCard credit card.  

· Deliveries
Supplies and equipment delivered to the University shall be delivered directly to Central Receiving, 441 La Moree Road, San Marcos, CA  92078, unless otherwise specified.  The package or packing slip must display the purchase order number, or note ProCard transaction.  

· Invoices

All invoices must be directed to Accounts Payable, Cal State San Marcos; San Marcos, CA  92096-0001.  Invoices must display a valid purchase order number to be considered for payment.  
· New Vendors
New vendors doing business with the University must complete a Payee Data Record in order to receive payment.
· Vendor Parking
· Visitors and guests may purchase a daily or timed permit in any of the general lots, and park in any valid general lot parking space. Daily parking permits fees range from $2.00 for a 1-hour permit to $7.00 for an all-day permit.

· Visitors and guests may park in any timed zone such as 3, and 5 minute zones.

· Visitors and guest may utilize parking meters located in lots, B, C, F, J, K, N, & X.

· Visit Parking Services website at : http://www.csusm.edu/parking/linked%20pages/administration/visitorparking.htm
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