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TOHONO O'ODHAM COMMUNITY COLLEGE 

POLICIES AND PROCEDURES 

COMPETITIVE PURCHASING 

Date Approved: 

The current suppliers will be included unless performance is unsatisfactory. 
Whenever the current supplier is not included in the quotation procedure, reasons 
for the exclusion should be documented. 
At times, suppliers may request additional information prior to formulating or 
submitting their quotation. If additional infomlation is given, it will be made 
available to all suppliers to ensure true competition. 

D. Tribal Employment Rights Ordinance

Contractors engaged in business activity on the Tohono O'odham Nation must
comply with TERO Regulation 1.5-Compliance Plans. These requirements can be
found on the TERO website:
http:ijwww.tonation-nsn.gov/public-safety/tero/contractor-information/. Contractors
may apply for an exemption from these regulations at least ten days prior to
engaging in business activity. See the Appendix for the TERO Application for an
Exemption from Regulation 1.5.

E. Quotations, Sole Source and Emergency Procurements

1. Funding Levels for Quotations

To ensure open competition resulting in the maximum value for the purchasing
dollar, the College has implemented the following competitive purchasing
guidelines for purchases of $5,000 or more.

Micro-purchase $0 - 10,000: No bid or quote required if price is considered 
to be reasonable. Reasonableness could be determined by comparing the price 
to past purchases or other published prices and/or requesting prices from more 
than one vendor. 

Small purchase procedure $10,001- $250,000: Price or rate quotes must be 
Obtained from adequate number of sources ( at least two). Can be informal, e.g. 
Phone call or web search. All quotes, including phone calls, web searches, etc., 
Must be documented and kept on file. Price does not need to be deciding factor, 
But all quotes need to be kept in procurement records. 

Sealed bid $250,001 and greater: Used when selection of successful bidder 
can be made principally on the basis of price. Bids must be solicited from an 
adequate number of known suppliers, providing sufficient response time. Local 
and tribal governments must publicly advertise bids. Invitation for bids must 
define the items or services in order for bidders to properly respond. All bids 
will be opened at time and place prescribed in invitation. Local and tribal 
governments must be opened publicly. Firm fixed price contract made in writing 
to the lowest responsive and responsible bidder. Any or all bids may be rejected 
if there is a sound documented reason. 

The vendors contacted and their price quotation should be indicated on, or 
attached to, the College' s file copy of the related requisition form or purchase 
order. If three quotations cannot be obtained, the College will document the 
vendor contacted who did not offer quotations, and the reason they would not. 
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TOHONO O'ODHAM COMMUNITY COLLEGE 

POLICIES AND PROCEDURES 

DEVELOPMENT LLC 

OTHER OPERATIONAL INFORMATION 

Revenues. Receivables and Cash Receipts 

The three Primary sources of Development LLC Revenue are: 

1) COLLEGE PROJECTS

Date Approved: 

Currently, the majority of revenue is generated by projects for the College. The College 

signed an agreement, effective July 25, 2012, to contract with the LLC to perform some 

of the services needed for the West Campus Construction Project and for other potential 
design and consulting services. 

Under this contract, labor is provided by students who are enrolled in the On-the-Job 

Training Program at the College. Billings for the student's labor and for materials used 

on the project typically receive a 10% markup and are billed to the College using a 

prepopulated numbered invoice generated by the JobPower system semi-monthly. The 

Director of Operations prepares an invoice package that includes copies of students' 

timecards and supporting documentation to substantiate the expense purchases. The 

invoice package is attached to all billings to the College. 

Once received, reviewed, and approved by the Finance Department at the College, a 

check is prepared. The Office Manager physically picks up the check and records the 

check information and gives the check to the Director of Operations to deposit in the 

bank. 

2) TOHONO O'ODHAM NATION PROJECTS AND MICSECLLANEOUS PROJECTS

Additional revenue is generated through projects with the Tohono O'odham Nation's 

Departments, other smaller entities, and members of the community. 

As a community service, the LLC provides construction services for Elders in the 

community free of charge as time and finances allow. 

All jobs are first quoted to the customer. These quotes are prepared by the Director of 

Operations through JobPower. This quote serves as the bid for the job and is then used 

for invoicing. 

3) OTHER REVENUE SOURCES

The LLC receives funds through the College because of a MOU agreement and a TPT 

Compact. The MOU funds are deposited in the general LLC cash account and the TPT 

funds are deposited into a designated account. A yearly accounting report is provided to 

the state. 





TOCC DEVELOPMENT PROJECT REQUEST APPROVAL FORM 
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three working days before the deadline but under no circumstances after the deadline. 
Delinquent reports will automatically result in the rejection of requests to drawdown 
funds. Late submissions also give a negative impression on the ability of a grantee to 
implement a grant and may negatively affect future funding opportunities for the College. 

3. Budget
a. The approved budget is reviewed and modified, if required, as a condition of the Award,

and then merged into an internal budget format.
b. After assigning a fund account number and budget expenditure line items based on the

approved grant budget, the Controller enters the information into the Jenzabar accounting
system. A revenue account is also created for the award.

c. The Pl/PD is advised to develop and maintain an excel spreadsheet to reflect availability
of current funds. This repo11 should include approved budget categories and
subcategories, record all expenses, and indicate any unobligated balance.

d. The AOR will contact the federal program manager, when necessary, to modify the
original budget using the GAN procedures.

e. The budget line item amounts may change as actual costs may vary. Most grants allow
budget modifications up to 10% without requiring budget approval. Some federal projects
require that any budget modifications be provided to the federal program manager even if
they do not require pre-approval.

f. Sponsored Projects Coordinator provides a quarterly General Ledger Transaction Report,
however more frequent reports may be provided upon request to the Sponsored Projects
Coordinator.

g. Pl/PD compares the official Finance Office GL report with the excel spreadsheet a11d
investigates and resolves any discrepancies with the Finance Office.

4. Allowable Costs

All costs charged to a federal grant must meet the following general criteria under 2 CFR §200 
to be allowable: 

a. Be necessary and reasonable for the performance of the federal award and be
allocable thereto under these principles.

b. Conform to any limitations or exclusions set forth in these principles or in the federal
award as to types or amount of cost items.

c. Be consistent with policies and procedures that apply unifonnly to both federally­
financed and other activities of the non-federal entity.

d. Be accorded consistent treatment. A cost may not be assigned to a federal award as a
<lirect cost if any other cost incurred for the same purpose in like circumstances has
been allocated to the federal award as an indirect cost.

e. Be dete1mined in accordance with generally accepted accounting principles (GAAP),
except for state and local governments and Indian tribes only, as otherwise provided
for in this part.

f. Not be included as a cost or used to meet cost sharing or matching requirements of
any other federally-financed program in either the current or a prior period. See also
CFR §200.306 cost sharing or matching paragraph (b ).

g. Be adequately documented. See also §200.300 Statutory and national policy
requirements through §200.309 Period of Perfom1ance of this part.
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Allowable and Unallowable Costs 

General Policy Statement 
The spending of any funds awarded by the federal government to Tohono O’odham Community College  (“TOCC”) 
is governed by 2 CFR 200 – Uniform Administrative Requirements, Cost Principles, and Audit Requirements for 
Federal Awards (“Uniform Guidance”), published by the United States Office of Management and Budget (OMB). 
The Uniform Guidance describes the principles to be applied in establishing the allowability of certain costs related 
to federally and other externally-sponsored programs at TOCC. These principles prohibit reimbursement from the 
federal government for certain unallowable costs.  

Unallowable costs must be promptly transferred from the grant and charged to a non-sponsored account. Should you 
have questions please contact the Sponsored Projects Director. 

TOCC may identify other award costs as unallowable based on consideration of: 

•The sponsor’s policies;
•The award’s terms and conditions;
•TOCC’s policies and procedures; and
•Facts and circumstances associated with a particular award.

SAMPLE UNALLOWABLE COSTS 

• Alcoholic Beverages,
• Bad Debts,
• Contingency Provisions,
• Contributions and Donations
• Entertainment,
• Fines and Penalties,
• Fund Raising Costs,
• Gift Cards,
• Interest on Borrowed Capital,
• Lobbying Costs,
• Social Memberships.

Allowable Unallowable 
Audit Services Advertising 

Budgeting costs Alcoholic beverages 
Communications Bad debt 
Conference grant costs Certain travel cost (e.g., flying first class) 
Consulting services Entertainment costs 
Equipment & other Fines & penalties 
Maintenance & repair costs Fundraising costs 
Meals Interest 

Lobbying costs 

See General Provisions for Selected Items of Cost. Allowable and Unallowable Costs (2 CFR Part 200.420-476).  
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72 
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5. Personnel/Human Resources
If the grant includes personnel costs the fo11owing activities are required: 

a. The President approves assigning the current staff to the project.
b. If a faculty or staff member is to be paid from the grant, Human Resources and the

PVPD will collaborate on revision of budgets to properly allocate salary expense.
I/PD collaborates with Human Resources {HR) to review the position descriptions.

c. HR posts and supervises filling the positions.
d. HR ensures that all required certifications, if any, are on file once the position is

filled.
e. HR ensures that Payroll authorizations are complete and collaborates with the

Controller and Sponsored Projects Coordinator to ensure their accuracy.
f. PAR fom1s documenting time and effort are required for all employees paid in part or

fully by federal grant funds. This is a federally mandated method to certify accurate
salary and benefits are charged to a federal.

g. The Pl/PD reviews the PAR fom1 that documents activities performed under the grant
with the grant staff and provides dates when due to HR/Payroll. The PAR fonn is also
provided to the Sponsored Projects Coordinator.

h. When the PI/PD included in the grant proposal is a TOCC faculty or staff member
subsequently leaves the grant program, notice must be given to the funding agency.
The federal Project Officer must give approval to any replacement prior to the
individual's involvement with the grant.

6. Purchasing
a. All items to be purchased with the grant funds are included in the grant proposal 

budget.
b. Purchasing equipment, supplies, program items, and contractual and consulting

services is requested by the PVPD by submitting a requisition in the TOCC Jenzabar
system.

c. The Finance Office generates a Purchase Order to authorize the purchase. (See also
the Purchasing Cycle of the Finance and Operations Policies and Procedures for
detailed procedures and competitive purchasing guidelines.)
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Subpart E – Excluded Parties List System (also referred to as Debarment and Suspension) 

As recipients of Federal grant funds, TOCC may acquire a variety of commercially available goods or services in 
connection with a grant-supported project or program. TOCC may use their own procurement procedures that reflect 
applicable state and local laws and regulations, as long as those procedures conform to the sponsored project.  

What is the purpose of the Excluded Parties List System (EPLS)? 

The EPLS is a widely available source of the most current information about persons who are excluded or 
disqualified from covered transactions with a federal agency. 

Debarment and Suspension: No purchases shall be made from parties who have been involved in fraud, waste or 
abuse. The General Service Administration's (GSA) lists the names of parties debarred, suspended, or otherwise 
excluded by agencies, and contractors declared ineligible under statutory or regulatory authority on the System for 
Award Management. (The list was formerly known as the EPLS or Excluded Parties List System.) If a grant requires 
expenditures totaling $3,000 in a fiscal year from one vendor, it is necessary to complete and document a Debarment 
and Suspension check on sam.gov before a purchase is made. Please review these procedures and contact the 
Director of Sponsored Projects for assistance with this process. 
https://sam.gov/content/exclusions 

a. An inventory of all items purchased through the grant should be completed at the end of
every budget period and a physical inventory done every two years. (See also Capital
Assets in the Finance and Operations Policies and Procedures.)

b. All equipment items purchased under a sponsored project must be properly tagged per
TOCC policy.

c. At the end of the grant project, items having a current market price of$5,000 or more
may be sold, disposed, or re-assigned to another College program but only with the
permission of the granting agency. The TOCC Request for Authorization to
Dispose/Relocate Equipment must be completed and submitted to the Finance Office.

7. Inventory
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V. Grant Closeout

a. Overview

Upon completion of a grant program and as outlined by the granting agency, the SPC will initiate 
the closeout process. In order to complete a closeout, the award recipient or Grant Program 
Manager, PI/PD, must submit the final financial and programmatic reports. According to the 
0MB Uniform Grants Guidance §200.343, the grantee must submit all financial, perfom1ance, 
and other reports required under the grant within 90 days after the grant award expires or is 
te1minated. The awarding agency will review these reports to ensure compliance with all the 
grant terms and conditions as well as to make sure all the funds were spent appropriately. 

b. Procedural Guidelines

Procedures and other information needed for the grant closeout include the following: 

a. The Award letter may indicate the time frame for the grant closeout, usually 90 days after
the end of the perfonnance period, or the final grant year.

b. Expenses may be encumbered prior to the grant end date and paid during the 90 day
closeout (liquidation) time period. The terms and conditions of the award will outline this
process.

c. Liquidation of all obligations and grant fund drawdowns must be completed before the
last date of the closeout period.

d. A final financial report and/or a final program report will be due before the last date of
the closeout timeframe.

e. For inventory and required forms for tangible and property equipment, see terms and
conditions of award for asset disposition guidelines.

f. Approximately six months prior to grant close out evaluate the need for a no-cost
extension, discuss with the federal program manager and, if warranted, implement grant
procedures to request the extension.

g. Grant documen.ts will be retained per federal, foundation and College record retention
policies.
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DEFINITIONS AND ACRONYMS 

Authorized Organization The individual, named by the applicant organization, who is authorized to 
Representative (AOR) act for the applicant and to assume the obligations imposed by the Federal 

Jaws, regulations, requirements, and conditions that apply to grant 
applications or 2rant awards. 

Award Financial assistance sunnortin2 a grant in the form of money to the College 

Code of Federal Regulations A Manual that lists the regulations published in the Federal Register by 
(CFR) the executive departments and agencies of the Federal Government 

Federal Financial Report The Federal Financial Report is required from grantees to report the 
(FFR) quarterly finance status of their budget draw-downs to 2:overnment 

Grant Award Notification The Grant Award Notification (GAN) is the official document that states 
(GAN) the terms, conditions, and funding amount of the grant award. It also 

contains programmatic and fiscal data, as well as the names and contact 
information of the respective program officers. 

Grants Management System An on-line Federal programs tool, that allows the grantee to upload 
(GMS) reports and other information rather than mailing it. 

In-Kind Contributions The value of non-cash allocations provided by the College. Contributions 
may be in the form of personnel, real property, equipment, supplies, or 
other items of value to provide goods and services directly benefiting the 
program. 

Memorandum of A document that expresses mutual accord on an issue between two or more 
Understanding (MOU) parties that is lee:ally bindine;. 
Notification of Funding Formal notification of a grant award opportunity. 
Availability (NOFA) 
Office of Management and This office assists Federal administration in the development and execution 
Budget (0MB) of policies and programs. In doing so, this office reviews and analyzes how 

all federal funds are being spent to ensure compliance with intent and 
scope of the award money. 

Request for Applications RF A is a type of solicitation notice in which an organization announces 
(RFA) that 2rant fundin2 is available 
Request for Proposal (RFP) An invitation to submit a document and the beginning of a selection 

process. 
Principal Investigator (Pl) The PI has the primary responsibility for ensuring the success of the 

research as well as the overall award management of the sponsored 
program. As such, the PI must comply with the financial and 
administrative policies and re2ulations associate with the award. 

Prior Approval Requirements for requesting changes to original grant terms including 
budget chan2es and no-cost extensions. 

Project Director (PD) The PD is the primary individual in charge of a grant, contract, 
cooperative agreement, or other externally sponsored activity. The PD has 
similar responsibilities to the PI and sometimes the terms are used 
interchan2eably. 

Single Audit The U. S. government passed the Single Audit Act to ensure that 
organizations receiving federal grants use the funds in compliance with the 
federal government's requirements. 
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Addendums  
Version Addendum Approved by 

21-01 

Quotations, Sole Source and Emergency Procurements 

1. Funding Levels for Quotations 

(Competitive Purchasing, Section E.1) 

BOT May 13, 2022 

22-01 

Formalize TOCC’s suspension/debarment procurement 
policies/procedures as required by the Uniform Guidelines. 

(Grant Manual, Page 9, after Section 4g, Allowable and Unallowable Costs) 

(Grant Manual, Page 11, after Section 6c, Add Subpart E, Excluded Parties 
List System –also referred to as Debarment and Suspension) 

BOT August 11, 2022 
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