5410R

SUBJECT:
PURCHASING PROCEDURES

Background Information: Purchasing is a process including receiving, storing, inventorying, and distributing materials and entering into contracts.  It seeks to obtain maximum value from each educational dollar spent for equipment, supplies and contracted services.  State law, court decisions, and local School Board policy regulate the purchasing process.  School districts must perform the purchasing function in the manner the law prescribes.

A requisition is a request to supply goods and services, such as equipment, supplies, contracts, reimbursable expenses, etc. and ends with the approval of a claim for payment.  

To insure appropriate internal control and properly process the requisition, the following rules must be observed by the initiator of the requisition:
.

Processing the Requisition:  
1. Use the computerized version of the requisition form.

· The top portion of the form should be totally completed.

· Include quantity, unit price, description, total price.
· If available, include catalog number and page number.
· Include pricing information in the lower left corner of the form (see attached Procedure for Completing Pricing Information).
2. Give the completed requisition form, with pricing backup/attachments, to the building principal/supervisor.
· The appropriate budget code must be listed.

· Principal/supervisor needs to sign.

· Keep copy of the requisition.
3. Requisition is sent electronically to the Business Manager for review and approval.
· Upon approval a purchase order is issued and mailed to the vendor listed on the requisition.
· Copies of completed purchase orders are sent to appropriate buildings/departments.
· Orders are not placed until the actual purchase order is processed, except in emergency situations.  In case of emergency, verbal approval can be granted by the Business Manager or the Superintendent, in the absence of the Business Manager.

5410R

SUBJECT:
PURCHASING PROCEDURES

4. Requisitions for which there are insufficient funds cannot be processed.

· The requisition can then be abandoned OR

· A budget transfer may be authorized by the principal/supervisor

· Budget transfers must be approved by the Business Manager and Superintendent of Schools.
· If a budget transfer is denied, the requisition is cancelled and the originator is notified by the principal/supervisor.

· If the budget transfer is approved, the requisition is resubmitted to the Business Manager electronically and processing resumes as stated above.

It is extremely important that requisitions be thoroughly and accurately completed before submitting them to the principal/supervisor.  

Incomplete requisitions will be returned to the originator for completion and resubmission.  Unauthorized purchases will be the financial responsibility of the employee making the purchase.
      5.
The following copies of the completed purchase orders are then sent to the appropriate vendor and building/department.
· Vendor Copy (white): Mailed to vendor or hand delivered by requisitioner if

item(s) are to be picked up.

· Building Copy (goldenrod): Sent via inter-department mail to appropriate building/department.

· Receiving Copy (blue): Sent via inter-department mail to appropriate building/department.  Receiving copies for equipment purchases only,  will be delivered to the person in the Business Office responsible for inventory of assets.

· Business Office Copy (pink): Kept by Accounts Payable.
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Special Procedures for Equipment Purchases: The district is required to maintain and perform a physical inventory of equipment and critical assets annually.  The purpose of maintaining and performing a physical inventory of equipment and critical assets is to protect and safeguard district property. It will be necessary to identify these assets as they are purchased. 
To insure appropriate internal control and properly process the requisition, the following rules must be observed by the initiator of the requisition:
1.
A separate requisition will be required for equipment purchases.  
· The procedures for Processing a Requisition 1 – 5 above should be followed when purchasing equipment.  
· When preparing the requisition, the delivery address should be the District Office at 1490 Route 488, Clifton Springs, NY 14432.  
· The receiving copy of the completed purchase order will be kept in the Business Office.
· Upon receipt of the equipment,  the receiving copy of the purchase order will be signed by the person in the Business Office that is responsible for inventory records and forwarded to Accounts Payable for payment processing.  
· All equipment will be tagged and recorded in the district’s physical inventory records by the Business Office.  The equipment will then be delivered to the appropriate requisitioner in their respective building and/or department. 
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Special Procedures for Textbook Orders: The district is required to maintain and perform a physical inventory of textbooks annually.  The purpose of maintaining and performing a physical inventory of is to protect and safeguard district property and to provide textbooks for the State Textbook Loan Program to private schools attended by students who are district residents.  It will be necessary to identify these assets as they are purchased.   
To insure appropriate internal control and properly process the requisition, the following rules must be observed by the initiator of the requisition:
1.
A separate requisition will be required for textbook purchases.  
· The procedures for Processing a Requisition 1 – 5 above should be followed when purchasing textbooks.

· Upon receipt of the textbooks,  the receiving copy of the purchase order will be signed by the appropriate person in the building/department and forwarded to Accounts Payable for payment processing.  

· All textbooks will be numbered and recorded in the district’s physical inventory records by the appropriate person in the building/department.  The textbooks will then be delivered to the appropriate requisitioner in their respective building and/or department.   
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Special Procedures for Open Purchase Orders:  From time to time it is prudent to issue open purchase orders.  Open purchase orders can be issued for individual employees, vendors or departments that are purchasing items or incurring expenses at frequent intervals and on an as needed basis for an academic program (.i.e. Technology, Home and Careers, Transportation, Maintenance, Cafeteria, Meeting Expenses, etc.).  
To insure appropriate internal control and properly process the requisition, the following rules must be observed by the initiator of the requisition:
1.
A separate requisition will be required for equipment purchases.  

· The procedures for Processing a Requisition 1 – 5 above should be followed when issuing open purchase orders.  

· The amount of purchases cannot exceed the amount of the approve purchase without advance approval of the Purchasing Agent.

· Signed invoices and/or receipts must be submitted to Accounts Payable as soon as possible after the purchase to insure prompt payment to the vendor.   

· Upon completion of the open purchase order,  the receiving copy of the purchase order will be signed by the appropriate person in the building/department and forwarded to Accounts Payable for final payment processing.  

