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I.     Purpose
Provide guidance for daily updates and ongoing Web Page updates.

II.    Scope
These guidelines and procedures apply to all Web Page updates from the buying teams/sections.

III.   Responsibility

A.
Web Page updates (PDF files/e-mails) are the responsibility of the individual Purchasing Agents and their respective Purchasing Supervisor to insure the information is current.

B.
Each section should update solicitations on the day following the Board meeting and aged on-line solicitations exceeding (90) ninety days.  Cancelled solicitations should be reported as soon as a decision has been made.  Please check the Web Page routinely to see if updates have been made and links are working.  Update the Continuing Contracts page accordingly.
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