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I. POLICY:

Danville Community College is committed to ensuring fair consideration of all suppliers in its day-to-day procurement of services, supplies and construction.  Working with a wide range of suppliers provides a competitive edge in producing high-quality, low-cost innovative products and services.  All employees with purchasing responsibility or who are involved in procurement decisions for goods and services are expected to notify and give every consideration to using qualified, small, women-owned and minority (SWAM) suppliers in a manner that is consistent with state and federal laws and regulations.  As always, business will be conducted in the highest professional manner.

II. AUTHORITY

The following shall apply:

A. Virginia Public Procurement Act of the Commonwealth of Virginia

B. The Agency Procurement and Surplus Property Manual (APSPM) of Commonwealth of Virginia Department of General Services/Division of Purchases and Supply (DGS/DPS)

C. The Vendors Manual of DGS/DPS

D. The Standard Administrative Practices & Procedures of  the Virginia Community College System

E. The State Council of Higher Education in Virginia

F. Virginia Department of Minority Business Enterprise (VDMBE) 
G. Executive Order 29 issued by Governor Warner



III. SUPPLIER DIVERSITY CHAMPION

A. Danville Community College demonstrates its commitment to utilizing SWAM suppliers by, among other things, its designation of Patricia Mullins as its Diversity Champion to coordinate its supplier diversity efforts.  Patricia Mullins will assist Danville Community College by communicating and watching for supplier diversity opportunities and capturing and monitoring utilization results.  
1. Patricia Mullins, Procurement Officer, 434-797-8450, pmullins@dcc.vccs.edu



IV. PROCEDURE

A. Definitions:

1. Small Business Enterprise:   "Small business enterprise" shall mean an independently owned and operated business which, together with affiliates, has 250 or fewer employees or average annual gross receipts of $10 million or less averaged over the previous three years. Nothing in this provision prevents a program, agency, institution or subdivision from complying with the qualification criteria of a specific state program or a federal guideline to be in compliance with a federal grant or program. For purposes of the SWAM Program, the definition of small business enterprise shall be interpreted to include all certified women-owned and minority-owned businesses.

2. Minority-Owned Business Enterprise:  A business concern with is at least 51 percent owned by one or more minorities or in the case of a corporation, partnership or limited liability company or other entity, at least 51 percent of the equity ownership interest in which is owned by one or more minorities and whose management and daily business operations are controlled by one or more of such individuals. For purposes of the SWAM Program, all certified minority-owned businesses are also a small business enterprise.

3. Woman-Owned Business Enterprise:   A business concern which is at least 51 percent owned by one or more women who are U.S. citizens or legal resident aliens, or in the case of a corporation, partnership or limited liability company or other entity, at least 51 percent of the equity ownership interest in which is owned by one or more women, and whose management and daily business operations are controlled by one or more of such individuals. For purposes of the SWAM Program, all certified women-owned businesses are also a small business enterprise.


4. Disadvantaged Business Enterprise means a small business concern which is at least 51 percent owned by one or more socially and economically disadvantaged individuals, or in the case of any corporation, partnership or limited liability company or other entity, at least 51 percent of the equity ownership interest in which is owned by one or more socially and economically disadvantaged individuals and whose management and daily business operations are controlled by one or more of the socially and economically disadvantaged individuals who own it.


B. PURCHASING PROCESS

1. Danville Community College will comply with the Governor’s Directive dated 5/16/2002 to use eVA to the fullest extent possible.  All orders are processed through eVA using eVA registered vendors where available unless the purchase is exempt according to the exemption list as set forth in the APSPM Section 14.9.b.

2. Whenever Danville Community College engages in a written solicitation, it will include enterprises selected from the list of certified minority business enterprises maintained on the Department of Minority Business Enterprise’s (DMBE) web site, www.dmbe.state.va.us.  Efforts will be made to seek bids from local women and/or minority owned businesses that may not yet be listed by DMBE.  Only vendors certified by DMBE may be counted for credit on college activity reports.

3. Notices of all procurements over $50,000 will be advertised via eVA and/or other electronic means.  The Department of General Services and other applicable agencies conduct outreach workshops to inform organizations of how to obtain information on solicitations across state agencies.

4. All notices for RFPs over $50,000 will be advertised in a local newspaper, a local minority owned publication (if available) and eVA.  DMBE  may be contacted at 1-800-223-0671 for a listing of statewide minority publications.

5. Danville Community College will comply with the CAPP Manual Topic 20335 Purchasing Charge Card to use the purchasing charge card to the fullest extent possible.
a) Purchasing has been delegated to some departments and American Express cardholders up to $5000.  
b) Where there is adequate registration at the DMBE website in the commodity, purchases of goods or services up to $5000 requires soliciting orally or in writing, a minimum of one quote from a minority or women-owned business from the Department of Minority Business Enterprise’s (DMBE) web site, www.dmbe.state.va.us. Additional sources may be solicited. When using charge cards, quotes should be obtained whenever possible; however, this may not always be practical in pick-up and over-the-counter sales situations. 

6. Documentation: DMBE documentation for purchase transactions is required.  Notation on the requisition form is considered to be an adequate record or use attachment A: Annex 5-G TELEPHONE RECORD FOR GOODS – Use up to $5,000; over $5,000 use Quick Quote.
a) Use of the small purchase charge card is encouraged.  When using charge cards, quotes should be obtained whenever possible; however, this may not always be practical in pick-up and over-the-counter sales situations.
b) If more than one quote is solicited, the award is made to the lowest responsive and responsible bidder. 

7. All orders greater than $5000 will be submitted to purchasing for processing following the guidelines in the APSPM.

a) Where there is adequate registration at the DMBE website in the commodity, solicitations over $5,000 and up to $50,000 will include a minimum of to (2) minority or women-owned business when available and will utilize the Quick Quote component of eVA.  If minimum cannot be met, documentation of effort is required and bid proceeds.
b) Where there is adequate registration at the DMBE website in the commodity, solicitations over $50,000 will include a minimum of four (4) minority or women-owned business when available using Competitive Sealed Bidding or Competitive Negotiation.  If minimum cannot be met, documentation of effort is required and bid proceeds.
c) Prime Contract solicitations for construction, goods and services of $100,000 or more will include a requirement that bidders or offerors include, as a part of their proposal, strategies to ensure SWAMs are given every consideration to be included in their subcontracting plans.  If applicable, subcontract plans must include:
(i) A listing of all SWAM-owned business subcontractors
(ii) The dollar value of each subcontract
(iii) A description of the type of work to be performed under each subcontract
(iv) A telephone number and contact name for each subcontractor
(v) Prime Contract solicitations and resulting contracts will contain language requiring the successful bidder or offeror to report actual SWAM-owned business subcontract results on a quarterly basis.  (Please note:  Solicitation of SWAM-owned businesses should not be construed as authorizing or directing the exclusion of non SWAM-owned businesses; rather, the purpose is to include as many qualified businesses as possible.)


C. OUTREACH PROGRAM
1. Danville Community College encourages SWAM vendor participation by promoting networking among  small, women and minority owned business owners through the Virginia Department of Minority Business Enterprises located at the Danville Satellite office, 300 Industrial Parkway, Danville, VA  24540.  Manager is Michael Russell (Michael.Russell@dmbe.virginia.gov) 434-791-7329, cell 434-941-3053.  Mr. Russell forwards information on outreach seminars, job fairs, trade shows, workshops, executive level roundtables and provides technical assistance to the Supplier Diversity Champion.

2. Danville Community College works with the Longwood University Small Business Development Center located at the Dan River Business Development Center (drbdc.com) 434-793-9100, branch manager is Diane Arnold.


D. RACE AND GENDER NEUTRAL OPTIONS:  The following options are designed to assist in increasing the availability and utilization of minority or women-owned businesses:
1. Prime Contractor SWAM Procurement Plan. 
a) Danville Community College, having established a SWAM Procurement Plan with identified goals for minority and women-owned business, may include those goals as conditions or pre-qualification requirements in the terms and conditions for the award of any prime contract in excess of $100,000 and, if so included, may reflect those goals in the requirement for a subcontracting plan prepared and submitted prior to award for goods and non-professional services and within 30 days of award for construction and professional services. 
b) For contracts in which the subcontractor plan is due prior to award, failure to submit the plan in timely fashion shall disqualify the contractor from receiving the award. 
c) For contracts in which the subcontractor plan may be submitted within 30 days after award, failure to submit the required plan in timely fashion, including any applicable cure periods, shall be cause for contract termination or other appropriate remedies (including the obligation on the part of the contractor to continue full contract performance notwithstanding the withholding of progress payments until the required plan is submitted). 
d) A Virginia-certified M/W contractor who serves as prime contractor will receive credit for M/W subcontracting for work performed by such prime. 
2. Small Procurements.
a) The current procurement regulations have been modified to provide that for all small procurements under $5,000, at least one M/W vendor be solicited where practical. When using charge cards, quotes should be obtained whenever possible; however, this may not always be practical in pick-up and over-the-counter sales situations.

E. MONITORING SWAM PURCHASES
1. The Diversity Champion will monitor SWAM purchases through the DMBE website.

2. All purchase transactions using eVA and/or American Express not covered by contract or mandatory source requirements will be reviewed for documentation of receipt of a minimum of one written or telephone quotation from a minority or women owned business when available.  When using charge cards, quotes should be obtained whenever possible; however, this may not always be practical in pick-up and over-the-counter sales situations. Records will be kept with the payment file.

F. SECOND TIER PARTICIPATION
1. The Diversity Champion will collect minority and women owned participation data from prime service contractors when in force per contract guidelines and report this data. 

G. SWAM ASPIRATIONAL GOALS/DOLLARS: Danville Community College’s overall budget is approximately $14 million.  This includes payroll, building, utilities, and other non-controlled expenditures.  Based on the DMBE SWAM report (posted on the DMBE website) for the last three quarters of posted activity, approximately $5,000,000 is expected to be spent in categories that are available for SWAM businesses.  Danville Community College is setting a target of $235,000 for direct SWAM expenditures.  Based on  availability, the following breakdown is expected:

                                       Small                               Women-Owned                      Minority-Owned
Construction
           *


*


*
A&E Service
           *


*


*
Other Services
        1%/$50,000

.6%/$30,000

1%/$50,000
Goods & Supplies               1%/$50,000

.6%/$30,000

.5%/$25,000
*These purchases are processed through the Virginia Community College System.


H. SECOND TIER (SUBCONTRACTING) ASPIRATIONAL GOALS/DOLLARS
                                       Small                               Women-Owned                      Minority-Owned
Construction
           †


†



†
A&E Service
           †


†



†
Other Services
           †


†



†
Goods & Supplies
           †


†



†
 †Some of these purchases are processed through the Virginia Community College System.  There are currently no prime vendor (subcontracting) contracts in place at Danville Community College.


I. MEASURING RESULTS
1. Small Purchase Charge Card SWAM information will be submitted to the VCCS Fiscal Staff who will continue to report to DMBE.
2. Beginning with the 4th quarter FY04 report, quarterly SWAM reports shall be made electronically and publicly available on the DMBE website, delineated by Secretariat and by agency and institution.  This report will be monitored by the Diversity Champion.


 









ATTACHMENT A

Annex 5-G
TELEPHONE RECORD FOR GOODS – Use up to $5,000; over $5,000 use Quick Quote. 
	REQUEST NUMBER:   ____________________________

BUYER:  ________________________________________
	BIDDER  #1

DATE:    ________________
	BIDDER  #2

DATE:    ________________


	BIDDER  #3

DATE:    ________________



	VENDOR’S FIN or SSN  >
	
	
	

	VENDOR NAME  >


	
	
	

	VENDOR ADDRESS  >


	
	
	

	CONTACT PERSON  >
	
	
	

	PHONE NUMBER  >
	
	
	

	FAX NUMBER >
	
	
	

	QUANTITY
	ITEM DESCRIPTION
	UNIT PRICE / TOTAL PRICE
	UNIT PRICE / TOTAL PRICE
	UNIT PRICE / TOTAL PRICE

	(1)


	
	
	
	

	(2)


	
	
	
	

	(3)


	
	
	
	

	(4)


	
	
	
	

	(5)


	
	
	
	

	(6)


	
	
	
	

	DELIVERY DATE or TIME  >

PROMPT PAYMENT TERMS  >

ARE SHIPPING/HANDLING COSTS INCLUDED IN TOTAL PRICE?  YES or NO  >

IF NO: CITE SHIPPING COST  >

TOTAL ORDER VALUE  >
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	















Attachment B
IMPLEMENTATION TOOL TO ASSIST IN COMPLIANCE WITH PURCHASING POLICY #004
Purchases of goods or services up to $5000 require soliciting orally or in writing, a minimum of one quote from a minority or women-owned business from the Department of Minority Business Enterprise’s (DMBE) web site. Additional sources may be solicited. When using charge cards, quotes should be obtained whenever possible; however, this may not always be practical in pick-up and over-the-counter sales situations.
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First:   Go to Department of Minority Business Enterprises at  www.dmbe.state.va.us and click on ‘Certified Vendors’ in the black section.

Second:  Type in a single key word description.  Try several if you do not get results. For example, for hardware you could try plumbing, fixtures, etc. 

	Commodity Code Description:
	  [image: image1.wmf]

hardware
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earch Desc



	
Enter a single key word. 
	


Remember to click on the ‘search’ button after entering you key word.   If you hit ‘Enter’ or the return key, it will not work.
Query results of Certified women-owned and minority businesses will look like this:
	Company Name/Mailing Address
	Contact
	Description of Services

	C&C TOOL AND SUPPLY CO., INC.
P.O. BOX 3347 
DANVILLE
VA 
 24543

	KAROLYN S. CLARK
(434) 799-9606
(434) 799-0893 (FAX)
	MACHINERY & HARDWARE, INDUSTRIAL

	 
	 
	 

	C. H. D. TECH TRADING CORPORATION
P. O. BOX 710657 
HERNDON
VA 
 20171

	ANA DIAZ
(703) 716-4502
(703) 716-4508 (FAX)
	ELECTRICAL EQUIPMENT & SUPPLIES
MACHINERY & HARDWARE, INDUSTRIAL
ELECTRONIC COMPONENTS


Third:  Print your query results (to support soliciting a minimum of one quote from a minority or women-owned business) and attach to the procurement record.  Documentation is required to support all purchases that are not state contract or mandatory source. 
If no minority or small business is listed for your desired commodity, your screen will look like this:
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ing, ensure that your browser print setup is set to landscape.

Retum to Search Page

Department of Minarity Business Enterprise
200-202 North th Street, 111h Floor
Richmond, Virginia 23219
1-800-223-0671 (Virginia Only)

(804) 786-6585
E-mail: gmbe@dmbe state va.us
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Print Screen if no minority or small business is listed for your desired commodity (or location, if it is a time sensitive purchase).  

A screen print of your search is acceptable documentation.  Key word searched and the date must be noted.  
Notation on the requisition form is also considered to be an adequate record.

Use Annex 5-G:  TELEPHONE RECORD FOR GOODS to document multiple quotes.
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