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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

11.6
Outsourced Bookstore Operations
General 
Individual colleges within the Technical College System of Georgia may elect to outsource the operation of their campus bookstore (s). This procedure governs the selection of an external vendor & the periodic monitoring of contract terms.
Competitive Bid 

The process for selecting an external vendor to operate a college’s bookstore must be handled through the competitive bid process. The college will develop a Request for Proposal (RFP) or Request for Quote (RFQ) to facilitate this process. Items that may be considered in the RFP or RFQ are:
1. Method(s) of compensation to the college (i.e. commission structure or schedule, rental payment for facility use).

2. Compensation payment terms and methods, and related financial reporting required by vendor.
3. College’s ability to verify or audit financial reporting by vendor.
4. Hours of operation to the public.
5. Hours of access to the facility by the vendor’s personnel.

6. Textbook and merchandise pricing & availability.

7. Textbook buy-back policies and preocedures.

8. Collection procedures used by the vendor.

9. Liability insurance coverage.
10. Renewal process and periods: typically a one-year contract with four (4) renewal periods.
11. Termination process and notification.

12. Customer dispute resolution.

13. Method(s) for use of financial aid funds for student purchases.

14. Timing & data format for uploading financial aid bookstore charges to Banner.

15. Timing & manner for settlement of financial aid bookstore charges.

Contract Monitoring

If the method of compensation to the college is based on a formula involving gross or net sales, vendor should provide college with sales reports summarizing sales activity on a monthly basis. Compensation payments by the vendor should be reconciled against these reports at least quarterly.
The Vice-President of Administrative Services, or their designee, should meet with the bookstore personnel at least quarterly to review compliance with all contract terms, and discuss operational or customer service issues that the vendor may need to address.

Recording Commission Revenue
Once the commission amount has been verified, the revenue should be recorded using the appropriate modules and general ledger account in the TeamWorks accounting system.

Note: Colleges that currently own and operate their own bookstore need to consider the impact that outsourcing will have on their Inventory Reserve and Surplus Calculation in the year outsourcing begins.

