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Owner-Direct Purchase (ODP) Program Instructions
The University of Central Florida (UCF) participates in an Owner-Direct Purchase Program (ODP) to reduce costs by purchasing materials and equipment directly from suppliers, rather than through subcontractors, for materials and equipment $5,000 and more. This practice facilitates compliance with tax regulations and maximizes sales tax savings. 
DEFINITIONS: 
· A Contractor supplies and installs tangible personal property that is incorporated into or becomes a part of a public facility pursuant to a public works contract with a governmental entity. This definition includes subcontractors.
· An ODP Vendor supplies the materials the contractor will use.
· A Supplier is a registered business entity that provides goods or services to UCF including contractors, subcontractors and ODP Vendors.
The following steps identify actions that the Contractor/Subcontractors, General Contractor/Construction Manager, ODP Vendor, and UCF (Owner) must follow. Please note that the typical duration from ODP submission to ODP purchase order is 3 weeks. This time includes the prime contractor’s deductive change order completion and new ODP purchase order to be issued.
1. The Contractor provides Owner an ODP matrix (including CSI division, description of materials, material vendor, cost, lead time of material, potential tax savings, date ODP request will be submitted to Owner, date which the ODP Vendor purchase order must be issued in order not to cause delay) at the earliest possible, but within 30 days of receipt the project-specific Purchase Order. Typically, the Contractor is the construction manager or general contractor. If there is no construction manager or general contractor, the installation supplier shall be considered the Contractor.
2. The UCF Project Manager (PM) will provide the ODP Matrix to the Construction Support Team to verify that all proposed ODP Vendors are active suppliers at UCF and registered in Workday and Trimble Unity Construct (TUC) formally e-Builder. 
· The PDC Construction Support Team will report back on any suppliers not registered in Workday. For any ODP Vendor that is not already a UCF Supplier, the Contractor will coordinate with Subcontractor / ODP Vendor. UCF Supplier registration varies and normally takes a minimum of 4 business days. The registration process can start at this link UCF Supplier Registration with instructions located here UCF Supplier Registration Instructions.
3. The Contractor and ODP Vendor must complete their sections of the Owner-Direct Purchase Order Request Form and the Contractor must submit it with the ODP Vendor’s proposal for further processing to the General Contractor or Construction Manager. UCF will not be held responsible for construction delays due to incomplete submission of these items. Orange County’s sales tax is used for a consistent tax rate. Sales tax savings are calculated using a 6% Florida state sales tax on entire purchase and an additional 0.5% Orange County sales tax is applied to the first $5,000 of the purchase. 
4. [bookmark: _Hlk192247672]The Contractor will submit the Owner-Direct Purchase Order Request Form, the Owner-Direct Purchase Log (ODP Log), and the ODP Vendor’s proposal to the UCF Project Manager via the TUC Purchase Order Revision Process (POR) or TUC Potential Change Order Process (PCO) (type of process is dependent on contract type) to reduce the Contractor’s purchase order by the amount of the ODP Vendor’s invoice including the associated tax savings. This process will route to the UCF Project Manager, PDC Manager, and PDC AVP for approval and then to the Construction Accounting Team and UCF Procurement to process the reduction to the Contractor’s purchase order. If Contractor’s quote clearly documents the sales tax was excluded for the ODP Vendor material, the deductive change order (POR or PCO) will not include any sales tax savings. 
5. Once the Contractor/General Contractor/Construction Manager purchase order is reduced, the UCF Project Manager will submit a TUC Commitment Approval (CA) process in the amount of the ODP Vendor’s quote, excluding tax savings, to requisition the ODP Vendor’s purchase order.  The process will route to PDC management for approval, then to the Construction Accounting Team and UCF Procurement for the issuance of the ODP Vendor’s purchase order and associated Certificate of Entitlement. Once issued, the Construction Accounting Team will add both documents to the TUC Commitment Approval (CA) process and the UCF Project Manager will email the documents to the Contractor. The Certificate of Entitlement must be maintained by the Contractor and ODP Vendor for possible audit by the Department of Revenue.
6. Upon receipt of the ODP Vendor’s Purchase Order and Certificate of Entitlement, the Contractor may order the ODP materials or equipment on a timeline that best benefits the project timeline and budget. The Contractor shall remain responsible for all coordinating, ordering, inspecting, accepting, delivery, receipt, storing, handling, installing, warranting, and quality control for all material or equipment purchased via the ODP Program.
7. Upon installation or delivery of the materials to UCF, the Contractor will submit the ODP Vendor’s Invoice (issued to UCF), Invoice Summary Letter Authorizing Payment, and the updated Owner-Direct Purchase Log (ODP Log) to the PM via the TUC Owner Direct Purchase Invoice (ODP) process. This process will spawn a TUC Contractor Pay-App and Consultant Invoice (PMT) process to the PM. The PM will route the PMT process for further approvals. Once approved, the ODP Vendor will be paid directly by UCF.
8. [bookmark: _Hlk215653383]Once invoicing is complete for all materials purchased via the Owner-Direct Purchase Program, the Contractor will submit a final ODP log, including all ODP Vendor’s Lien releases to the PM. The PM will submit a deductive POR or PCO for each ODP purchase order tax savings. The PM will complete a TUC Budget Change Approval (BCA) process to transfer cumulative earned tax-savings from the Contractor Construction Budget Line to the Project Contingency Line Budget Line. The BCA process will route to the Construction Accounting Team for validation. For GMP contracts, the PM will work with the Construction Manager to inquire if the final ODP invoices are received or if ODP POs should be reduced to prepare for the Construction Manager’s ODP reconciliation. 

[bookmark: Direct_Owner_Purchase_Order_Request_Form][image: ][image: ]FACILITIES & SAFETY BUSINESS OFFICE
OWNER DIRECT PURCHASE ORDER REQUEST FORM

		ODP Vendor Information	Contractor Information	

	Supplier Number
	
	

	Company Name
	
	

	Remittance Address
	
	

	City State, Zip+4
	
	

	Contact Person
	
	

	Phone/Fax#/E-Mail
	
	

	Project
	University of Central Florida -
	

	Item
	Quantity
	Description
	Unit Price
	Total
	Specific Section

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	A Contractor supplies and installs tangible personal property that is incorporated into or becomes a part of a public facility pursuant to a public works contract with a governmental entity. This definition includes subcontractors.
An ODP Vendor supplies the materials the contractor will use.
A Supplier is a registered business entity that provides goods or services to the University of Central Florida (UCF) including contractors, subcontractors and ODP Vendors.
	PO Amount:
	$ 0.00
	Include freight

	
	FL State Tax 6%
	
	Exclude freight in tax calculation

	
	Orange County Tax 0.5% applied to first $5,000 (max $25) including future change orders.
	
	Exclude freight in tax calculation.  

	All materials and equipment must comply with Florida. Administrative. Code (F.A.C)., Rule 12A-1.094, which cites Florida's rules regarding tax exempt sales of tangible personal property to government entities.
	Tax Total:
	
	

	Reminder: Taggable assets cannot be included in the ODP program for sales tax savings if they are not part of a construction project.
	Total Amount:
	$ 0.00
	



[bookmark: _Hlk215652998]Contractor Signature 		Date 	


Contractor Print Name and Company Name

General Contractor or Construction Manager Signature 		Date 	
                               (if applicable)

General Contractor or Construction Manager Print Name and Company Name

All materials included in this Purchase Order shall conform strictly to the requirements of the contract documents prepared by (Contractor): 	 for the project known as: 	 (Project Name & Project Number): 		
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INVOICE SUMMARY LETTER AUTHORIZING PAYMENT

Project:

ODP Vendor:

UNIVERSITY OF CENTRAL FLORIDA PURCHASE ORDER NO.
Subcontractor Pay Requisition No. Date:
Purchase Order Amount: $ Previous Amount Paid: $ Amount this Period:	$
Balance to Finish:	$
Sales Tax Savings This Period:	$
Total Sales Tax Savings accrued to date this Purchase Order:	$

Invoice No.	Invoice Date	Amount

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$


Confirm each requirement below. 
□   	All materials for the above invoices have been delivered to the University of Central Florida campus, in good condition, and is for use at the University of Central Florida.
□	Each invoice is issued to The University of Central Florida (UCF).
□	Each invoice includes the corresponding purchase order number. 
□	No tax is included on any invoice.
□	Invoice date is after the certificate of entitlement date. 
□	Invoiced materials and equipment comply with F.A.C., Rule 12A-l.094 for the ODP Program.
Total Invoices This Period:	$
Approved for Payment:
Contractor Name:

Contractor Signature:

General Contractor or Construction Manager Approval:
[image: ]

	Guidelines from Florida Department of Revenue
(see https://floridarevenue.com/taxes/tips/documents/TIP_13A01-01.pdf)

“To help the parties involved in a public works construction contract understand the conditions that must be met to satisfy the requirements of Rule 12A-1.094, F.A.C., and prove that the government entity rather than the contractor or the subcontractor is the purchaser of the materials, the Department provides the following guidance from this rule:
1. Direct Purchase Order. The government entity must issue its purchase order directly to the vendor supplying the materials the contractor will use and provide the vendor with a copy of the government entity’s Florida Consumer’s Certificate of Exemption. 
2. Direct Invoice. The vendor’s invoice must be issued to the government entity, rather than to the contractor. 
3. Direct Payment. The government entity must make payment directly to the vendor from public funds. 
4. Passage of Title. The government entity must take title to the tangible personal property from the vendor at the time of purchase or delivery by the vendor. 
5. Assumption of the Risk of Loss. Assumption of the risk of damage or loss by the government entity at the time of purchase is a paramount consideration. A government entity will be deemed to have assumed the risk of loss if the government entity bears the economic burden of obtaining insurance covering damage or loss or directly enjoys the economic benefit of the proceeds of such insurance. 
6. Certificate of Entitlement. To be entitled to purchase materials tax exempt for a public works project, a government entity is required to issue a Certificate of Entitlement to each vendor and to the government entity’s contractor to affirm that the tangible personal property purchased from that vendor will go into or become a part of a public work. This requirement does not apply to any agency or branch of the United States government. 
Purchases made by the government entity for a public works construction contract without a Certificate of Entitlement are subject to tax.

In some cases, the government entity is not able to use its tax exempt status on the purchase of materials. For example, when the contractor or subcontractor installing the materials is also selling the materials to the government entity, the purchases are taxable, even if the government entity has established an owner-direct purchase program. See Rule 12A-1.094(5), F.A.C. Other instances where the government entity is not able to use its tax-exempt status and owner-direct purchase program include, but are not limited to: 
1. When the contractor or subcontractor is the manufacturer of the materials. 
2. When the contractor or subcontractor has exclusive rights from the manufacturer of the materials to furnish and install the materials. 
3. When the contractor or subcontractor has already purchased the materials. The government entity cannot, after the fact, try to prepare or change the documentation to appear to have properly followed the procedures.

References: Section 212.08(6), F.S.; Rule 12A-1.094, F.A.C”
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