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	Annual Unit Plan July 1, 2010– June 30, 2011
	Unit:
	Purchasing

	
	
	
	

	
	FKCC Mission Statement: Florida Keys Community College is an open-access, educational institution dedicated to serving the intellectual, diverse, cultural, and occupational needs of the Florida Keys as well as the global community. The college is committed to student-centric academic programs and services, workforce development, continuing education, diverse partnerships, electronically delivered instruction, and sustainable practices that prepare students for personal success and responsible citizenship.    

	

	Type of Plan:
	
	Zero-based
Budget
	
	Self-Funded
	X
	Additional Budget Requests for Personnel, 

Supplies, Equipment (attach budget request form)
	
	Additional Budget Request for Renovations/ remodeling (attach budget request)

	

	Division:
	Administrative
	Unit Director:
	Hill
	Budget Acct No.:
	633010
	Total Amount Requested (Only for Annual Plans requesting new/additional money):
	$ 22,100 + B (50% split with purchasing)

	

	Unit Purpose Statement:
	The mission of FKCC Purchasing is to support the purpose and goals of Florida Keys Community College by purchasing and providing quality goods and services at competitive prices and providing responsive and responsible service to all College departments.

	Unit Goal:
	The department achieves its mission by dedication to excellence in customer service, providing avenues of access to businesses, processing orders in a timely manner, streamlining operations, pursuing cost savings, identifying new sources of supply, developing relationships with small, minority, and women-owned vendors, and complying with all statutory requirements of the State of Florida.

	Link to College Goal:
	3

	

	Unit Objective/Project Description

(assign priority - #1 = highest)
	Link to Plan
	Expected Outcome
	Assessment Criteria &  Evaluation Methods
	Assessment Results

(use of actual data to describe annual performance)
	Use of Results

	Improve effectiveness and efficiency of purchasing department
	8
	Standardize a list of office supplies with Office Depot Rep. by Summer 2010

Purchase new upgraded inventory software by summer 2010 

Hire FT position to share with Business Office – Purchasing/Finance Specialist (by July 1)
	Standardized list of office supplies created

New software purchased by summer 2010

Part time position hired or split FT position with Business office
	Standardized contract created through Office Depot.
Utilized new software to conduct the 2010 inventory.

Part time employee currently working with Purchasing Department and Business Office.
	Being aware of the state standardized pricing I am able to do a cost comparison between office supplies on and off the contract for the best price possible.

Setup was difficult due to establishing initial parameters.   Software should be easier to navigate once all of the upgrades have been recognized and dealt with from the company.

The part time help that we receive is with the work study program through financial Aid.   The work-study has helped to alleviate much of the data entry and routine daily operational duties.  This help has allowed the Purchasing Coordinator to focus on improving administrator functionality of the unit.


	Improve communication college-wide 
	11


	A minimum of 1 training/information session per year – first session Fall 2010

“How To” manual created  for new employees by Summer 2010
	1 training session held
Manual created
	Training session held October 29, 2010 for requisitioners and approvers.  18 attended the approver training and 13 attended the requisitioner training
2How-to  manuals created:

· Approve Documents
· Requisition creation

	The training was successful.  I have noticed that employees have been more effective in the software since the training,  Next training tentatively scheduled for 2011 Summer along with mandatory credit card training.
Purchasing unit created two “How-to” manuals for FKCC staff based on the most frequently asked questions and training sessions.  The “How-to” manuals are a review tool for staff as well as a training device for all new FKCC hires.


