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PURCHASING
The district operates using funds collected from taxpayers for the benefit of the district's educational program.  The School Board has directed district employees to maximize these resources to the benefit of the district.  Further, the School Board is required by law to approve payment of bills.  The district's auditor also reviews district funds and expenditures.  For these reasons, it is necessary that all personnel carefully follow district procedures when making expenditures for district supplies or services.

General Rules for Purchases of Goods or Services
1.
Purchases may only be made through purchase order, credit or procurement card, or through petty cash, when appropriate.  In rare circumstances when one of these methods of payment is not available, the district may reimburse an employee for a purchase made with the employee's personal funds.  Employees should contact the district business office prior to making a purchase outside the authorized methods to ensure reimbursement.

2.
All purchases must receive approval from the building principal or other appropriate supervisor responsible for the budget code from which the purchase is made.  Employees needing supplies or services will present requests to the building principal or appropriate supervisor.  Regardless, no purchase that exceeds $1,000 will be made without approval from the superintendent or designee.

3.
All purchases must be attributed to a budget code, and funds must be available in that code prior to making the purchase.

4.
All purchases must be appropriately documented consistent with auditing guidelines.

5.
Bidding laws will be followed when applicable.  For transactions that may exceed $5,000 and are not governed by bidding law, employees will seek at least three (3) quotes before making the purchase, unless the superintendent or designee specifies the need as an emergency.

6.
If the requested expenditure does not fit into a budget code or would go beyond the approved amount in that budget code, the request will be forwarded to the superintendent's office for review.  If the superintendent determines that the request is reasonable but will require an amendment to the current budget, the superintendent will include the request as an agenda item at the next Board meeting.

7.
Bidding and purchasing records will be maintained in accordance with the Secretary of State's retention manual.

Purchases of Goods or Services Requiring Separate Authorization
In addition to receiving approval from the person responsible for the budget code from which the purchase will be made, persons purchasing the following items must also receive additional approval prior to making the purchase, regardless of the cost:

1.
Computer hardware and software must be approved by the district's technology director.

2.
Materials purchased with grant funds must be approved by the person designated as the grant administrator.

3.
Construction or maintenance of district facilities must be approved by the district's facilities director.

4.
Travel expenses such as airline tickets and hotel reservations must be approved by the superintendent or designee.

Credit or Procurement Cards
District staff authorized by the superintendent may make purchases with district credit or procurement cards.  In addition, district cards may be temporarily issued to any staff member who is traveling, when authorized by the superintendent, to efficiently pay for and document travel expenses.

The following rules apply to the use of district credit or procurement cards:

1.
All purchases made with a district card must be attributed to the appropriate budget code and must conform to the Board-adopted budget.

2.
Any employee using a district card shall sign a card usage agreement and receive training on applicable procedures for credit card use.  An employee refusing to sign the form will not be issued a district card and will need to discuss alternative methods of making purchases with his or her supervisor.

3.
District cards may not be used to purchase any item in excess of $1,000, nor will any employee charge more than $1,000 a month without prior written authorization by the superintendent or designee.
4.
All charges must be verified with receipts.

5.
District cards will not be used for purchases that would circumvent bidding required by law or district policy.

6.
District cards will not be used to purchase personal items, unauthorized items or items that do not benefit the district.

7.
Only the authorized employee to whom the card was issued may use the district card.

8.
All employees issued a district card must take all reasonable measures to protect the card against damage, loss, theft or misuse.  Any damage, loss, theft or misuse of the card must be reported to the superintendent or designee immediately.

9.
District employees will surrender all district cards before leaving the district and upon demand by the district.

10.
Examples of appropriate expenditures using district cards include:

· Office supplies.

· Computer parts and accessories.

· Food for use in curriculum.

· Authorized online purchases.

11.
Examples of inappropriate expenditures using district cards include:

· Personal items.

· Cash advances.

· Building repairs.

· Telephone calls.

· Medical services.

· Legal services.

· Cellular phone charges.

· Alcoholic beverages.

· Tobacco products.

· Gasoline for a privately owned vehicle.

· Leaving a gratuity that exceeds 20 percent.


* * * * * * *

Note:
The reader is encouraged to review policies and/or forms for related information in this administrative area.
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