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Handbook Introduction

This handbook is designed to address best practices and procedures in the Mesa Public School’s Purchasing Department.  This is a living breathing document and will be subject to revisions as needed.  The manual is to provide a basic consistency between buying teams.  Each buyer has the delegated authority to manage their team to best meet their commodity needs.  

The handbook will address basic procedures working with OBARS and procurement.  OBARS training manuals can be found at www.mpsaz.org/finance/training/.  We recommend not only reading through the OBARS manuals but signing up for OBARS training to learn the basics of maneuvering through the OBARS system.  The training schedule can be found at www.mpsaz.org/finance/class/.
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                     “After the Fact” Purchase Orders

An “After the Fact” (ATF) purchase order can be:

· A PO that is issued after the item has been received/picked up.

· A PO that is issued after a service has begun or has been completed.

· A preview item that is delivered without a purchase order and is then purchased.

· Calling in the order to the vendor prior to receiving a copy of the purchase order, or at a minimum, an authorized purchase order number.

· Sending the purchase requisition to the vendor in advance of the purchase order.

· Making reservations or scheduling services without a purchase order.

A purchase order is the only legal commitment to spend any district or student funds.  A purchase order ensures that the procurement rules have been followed for the purchase and the budget funds have been properly approved.  

A purchase made without a purchase order is a violation of the procurement rules and could result in the employee making the purchase being held personally liable for the purchase.

Buying Teams may approve a purchase order on After the Fact PO’s in accordance with the following procedures. 

AFTER THE FACT PURCHASE ORDER PROCEDURES

1. After the fact situation is identified

2. An After the Fact log has been created on the Purchasing network drive.  The Buying Team will check the ATF log on the “Purchasing” drive (each site has a different letter noting their drive i.e. Stapley is “H”) for each incident to see if it is a first or second/subsequent offense for the requester. Offenses are cumulative and follow the employee from site to site, year to year.
3. The Buying Team will then log each offense before issuing an ATF letter.

4. The ATF letter is located in the “Purchasing” Drive. Buying Team will complete information in ATF letter including requisition number, site administrator, employee name, brief description of offense.

5. The ATF letter is sent to Site Administrator and Director of Purchasing.

     Administrator meets with staff member, completes the Action Form and documents in writing which option was selected. The completed Action Form is then returned to the Buying Team and copied to the Director of Purchasing. ** On the second offense or subsequent offenses, only a member of the Superintendency, for reasonable cause, may determine that MPS will pay the invoice.  Written documentation must be submitted to the Internal Auditor, the Director of Purchasing and the Chief Financial Officer. 

6. Buying Team will follow recommendation of Administrator.  (See Administrator options based on Offences listed below.)  


A. Issue PO 

B. Return Product

C. Require employee to pay for product

7. If PO is issued, Buying Team will send it to Accounts Payable or Student Activities.

8. Buying Team will file ATF paperwork with requisition and PO.

OPTIONS AVAILABLE FOR ADMINISTRATOR

1st OFFENSE

Administrator meets with staff member, completes the Action Form documenting in writing which option was selected. The completed Action Form is then returned to the Buying Team and copied to the Director of Purchasing.

Options Available to the Administrator:

1.
Return product to vendor for full credit, if vendor is agreeable.  Credit memo is sent to Purchasing, then to Accounts Payable or Student Activities.

2.
Complete the Action Form. Return Action Form with requisition authorizing payment to the Buying Team. Buying Team sends approved PO or LVPO to Accounts Payable or Student Activities to allow payment of the invoice. MPS makes payment to vendor.

3.   Require staff member to pay for item.  Cashier’s check or money order, made out to MPS, is required within three (3) working days. Check and approved PO or LVPO is sent to Accounts Payable or Student Activities. MPS makes payment to vendor, attaches copy of cashier’s check/money order to paperwork.  NOTE: Product becomes the personal property of the individual.

2nd OFFENSE OR SUBSEQUENT OFFENSES

Administrator meets with staff member, completes the Action Form documenting in writing which option was selected. The completed Action Form is then returned to the Buying Team and copied to the Director of Purchasing and the Area or Assistant Superintendent.

Options Available to the Administrator:

 1. 
Return product to vendor if vendor is agreeable.  Credit memo is sent to Accounts Payable or Student Activities.

2. Require staff member to pay for item.  Cashier’s check or money order, made out to MPS, is required within three (3) working days. Check and approved PO or LVPO is sent to Accounts Payable or Student Activities. MPS makes payment to vendor, attaches copy of cashier’s check/money order to paperwork.  NOTE: Product becomes the personal property of the individual.

*On the second offense or subsequent offenses, only the Superintendency, for reasonable cause, determines that MPS will pay the invoice.  Written documentation must be submitted to the Internal Auditor, the Director of Purchasing and the Chief Financial Officer. An approved PO/LVPO must be sent to Accounts Payable or Student Activities for payment.

AFTER THE FACT SCENARIOS

DISTRICT FUNDS:


Scenario 1) Accounts Payable identifies an "After-the-Fact" situation.  A/P withholds payment and informs appropriate Buying Team.

Action:    Buying Team will handle the contact with site Administrator and       will report back to Accounts Payable when: 

1) PO has been cut.
2) Credit memo is coming because they are returning the items. 

3) Cashier’s check or money order is coming, made out to MPS, from the requester to pay for the items.

STUDENT & AUXILLIARY FUNDS: 

Scenario 2:
1) Student Activities receives an invoice with no PO# listed, Student Activities contacts school to enter requisition and informs the appropriate Buying Team of impending ATF. 

2) Student Activities receives an invoice with PO#/LVPO# listed and finds that it is an after the fact purchase.  Then Student Activities will e-mail the appropriate Buying Team of ATF and fax them the invoice. 

Action:    Buying Team will handle the contact with site Administrator and will report back to Student Activities when: 

1) PO has been cut.
2) Credit memo is coming because they are returning the items. 

3) Cashier’s check or money order is coming, made out to MPS, from the requester to pay for the items.

PURCHASING:

Circumstance:   1) If Purchasing receives a requisition and determines that the goods or services have already been received. 

Action:   Buying Team will handle the contact with site Administrator and will report back to Accounts Payable when: 

1) PO has been cut.
2) Credit memo is coming because they are returning the items. 

3) Cashier’s check or money order is coming, made out to MPS, from the requester to pay for the items.

Circumstance:     2) If items have been shipped to site by vendor error (i.e.… filling order from a request for quote, over shipping, etc…)  Buying Team may, at their discretion, send the vendor an ATF letter.

                                     AMAZON.Com

While we recognize that AMAZON.com is a great tool for your personal purchasing, the School District procurement rules and guidelines the District must follow make it difficult for these purchases to comply. Additionally, we have experienced numerous challenges with receipt of orders and payment.  Many orders received are often incomplete or lack proper documentation for receipt of goods.  Despite these deficiencies, we do understand that there may be instances when no other alternative exists.

As of Monday February 1, 2010, secretaries were notified that all AMAZON.com requisitions will only be processed and approved at the discretion of the Purchasing Director.  (The Director of Purchasing has given each buyer the authority to approve AMAZON purchases)
1. Receive requisition for AMAZON.com from site

2. Identify other possible vendors for product

3. Seek price quotes on products requested


4. Take into consideration shipping, tax, freight

5. Verify product availability and pricing
6. Make purchase recommendation to Director of Purchasing (buyers have authority to make determination)
7. Create Purchase Order
APPLYING THE 10% / $50 RULE

Procedures effective July 1, 2010

A. If there is no 3 Way Match and there is nothing in the Bid/Quote# Field, A/P checks the PO to determine the reason before applying the 10% / $50 rule.

A/P can override as long as it fits the 10% / $50 rule:

1. Price differences.

2. Freight differences when PO has freight amount.

3. Freight differences when PO has no freight amount.

4. Tax differences when PO has tax amount.

5. Tax differences when PO has no tax amount but item is taxable.

B.  If there is no 3 Way Match and there is anything in the Bid/Quote# Field, A/P checks the PO to determine the reason.

A/P can override as long as it fits the 10% / $50 rule:

1. Tax differences when PO has tax amount.

2. Tax differences when PO has no tax amount but item is taxable.

A/P cannot override:

1. Price difference must email Buyer or Buyer Assistant.

2. Freight difference, must email Buyer or Buyer Assistant.

Buyer or Buyer Assistant will email A/P with status updates and resolution.  Buyer and A/P will consult to determine best way to pay the invoice.

1.  Short pay, with corrections marked on the invoice.

2. Vendor rebills, sends corrected invoice.

3. Vendor sends credit memo to apply against invoice.

Changing a Vendor

The following procedure is to be used when changing a vendor on a PO:

Before PO is sent to Vendor

1.      Buyer/Assistant recognizes PO is issued to wrong vendor.

2.      Buyer/Assistant goes in Purchase Order Screen.

3.      Place a “C” on line in front of PO Number to request a copy.

4.      Copy of PO is generated.

5.      Immediately change vendor number to correct vendor. Hit “Enter”

6.      Enter “Y” to confirm

7.    
 Return to PO with wrong vendor.  Document the corrected PO     number

8.      Under Change PO Status Enter “N” for cancellation.

9.      Re-enter corrected PO, document cancelled PO number on back page for audit purposes.

10.    Save changes to updated purchase order.

11.    Email, fax, or mail copy of PO to the correct vendor.     

After a PO has been sent to Vendor

1.     Contact incorrect vendor, notify of cancelled PO.  Via email, fax, etc…

2.    Original Requestor must enter a new requisition in system referencing the change in vendor and replacement of prior PO number.

3.
Once the requisition is approved by unit/management level, Buyer will process new requisition

4. Buyer will reference vendor change from original PO number on new PO.
5. Return to PO with wrong vendor.  Document the corrected PO Number

6. Under Change PO Status, Enter “N” for cancellation.

7. Re-enter corrected PO, document cancelled PO number on back page            for audit purposes.

8 Save changes to updated Purchase Order.

9 Email, fax, or mail copy of new PO to requestor, and Accts Payable if requested.
8. Immediate Check Request via a Purchase Order
Sometimes it is necessary for a check to be issued immediately following the issuance of a purchase order.  Examples of this would be for pre-payment of a conference registration, a vendor who would like to be paid immediately upon completion of their services, entrance fees for a field trip, catering etc…. In the USFR it is required that all PO’s must have an invoice in order for payment to be issued.  In order for accounts payable to make payment the following steps must be completed.

1. Requestor must identify immediate need for Check on the requisition.

2. Buying Team confirms need for check is in line with examples above or contacts Director of Purchasing for approval.  If necessary, issue could be escalated to A/P Supervisor or District CFO.

3. Once approval is granted, the Buying Team will turn requisition into Purchase Order via OBARS.

4. Under Message Code Buying Team will input code “CHECK”.  This message will print on top of the purchase order notifying the end user that an invoice must be sent to Accounts Payable in order for a check to be processed.

5. Buying Team will then send a copy of the PO to the requester.

6. If the requestor has any questions about creating an invoice, there are sample forms on Accounts Payables web page.  Or you could direct the requestor to the appropriate A/P contact.

Credit Cards Procedures

Requisition and Purchasing Process:

1. Requisition to original vendor/supplier entered into OBARS. 

2. Requisition is approved at unit and management levels.

3. Buyer determines if use of credit card is appropriate.

4. Buyer amends requisition to Wells Fargo Credit Card (vendor #72248)

5. Buyer turns requisition to blanket or line item purchase order as appropriate:

a. Vendor is Wells Fargo Credit Card

b. Buyer places credit card order with supplier

c. Buyer prints Order Confirmation and writes purchase order number on it

d. Actual supplier name and Order Confirmation number must be included on the Wells Fargo purchase order  

· On blanket purchase order: listed in the body of purchase order

· On line item purchase order: as “extra description” on the last line of the purchase order

6. Copies of purchase orders and Order Confirmation are sent to accounts payable department and “ship to” location within two working days.

7. Any subsequent communication received regarding the purchase must be forwarded to Accounts Payable referencing PO number.

Accounts Payable Process:

1. Receives the Wells Fargo Billing Statement

2. Matches Wells Fargo purchase orders and supplier Order Confirmations to statement charges.

3. Enter the matched individual charges (listed on the credit card statement) as “invoices” in OBARS against the Wells Fargo purchase orders.

4. Use the check run date for invoice number, invoice date and due date.

5. Description will include the actual supplier name so that tax and 1099 status may be determined 

Increasing PO’s

The following procedure is to be used when increasing Po's:

Blanket PO’s

1.     Increase in PO is initiated by vendor, A/P, end user, liaison, etc…
2.     Requestor must send an e-mail to Financial Services for approval with      cc: to the Buyer and/or Assistant for approval.

3.     When approved by Fund Approver, increase by adding a new line on the PO.

4.     Make notation on the PO as to increase, financial approval, amount, requestor, and date.  Include the revised PO total amount “Not to Exceed”.
5.     Print e-mail and attach a copy to the PO.  File paper copies with original purchase order file. 

6.     Make sure PO Message Code reads “REVISE”; notation will be made on PO. *If there is an existing message code you will need to add the “Revise” verbiage to the last line of the Purchase Order.

Note:  Procurement limits apply to all increases.  PO increase may NOT be used to circumvent procurement procedures.

Line Item PO’s

1.      Increase in PO is initiated by vendor, A/P, end user, liaison, etc…

2.      End User Requestor must send an e-mail to Financial Services for approval with cc: to the Buyer and/or Assistant for approval.

3.      When approved by Fund Approver, increase line item to corrected price.

4.      Make notation on the “back screen” to include the increase, financial approval, amount, requestor, and date.  Print e-mail and attach a copy to the PO.  File paper copies with original purchase order file. 

5.      If there is an existing message code you will need to add the “Revise” verbiage to the last line of the Purchase Order.

KEY Codes
Key Codes are a great short cut to use in OBARS when purchasing repeat items with detailed specifications, for example, computers or laptops.  A key code allows the buying team to input the “item number” and populate the item specifications on the line item description.

Creating Key Codes

1. In OBARS under the Purchasing Department Menu - Select 8 (Non-Stock Item Master).

2. Enter Item Code you would like to add

3. Hit F6

4. Complete the information: Description, Cost, U/M, Item Taxable, Manufacturer, Make, Model, Category Code, etc. 

5. Hit F10 to enter Extra Description information

6. Hit Enter to Confirm Info (Select Y/N)
Using Key Codes

To use the key code, enter the Key Code in the item # field on the second page of the requisition.  When you hit enter on the screen, the information contained in the key code will populate on the screen.  See the following page for keycodes set up for each buyer.
Keycodes are subject to change.   Updates can be found on the intranet at:

                 http://www.mpsaz.org/purchasing/intra/
SAMPLE
KEYCODES 
	Buyer #
	Keycode
	Description

	1
	B1NBLANKET
	Blanket Purchase Order

	
	
	

	2
	B2NBLANKET
	Blanket Purchase Order

	
	CLICKERS
	Clickers, Einstruction CPS Pulse 32RF

	
	DELLDESK
	Dell Opti 790 Desktop 225-0781

	
	DELLNTBOOK
	Computer-Dell Latitude 2100

	
	DOCCAMERA
	Document Camera, Avervision CP155

	
	LATE5520
	Laptop, Latitude E 5520 225-0542

	
	MONITOR19S
	Dell 19” LCD Flat Panel Monitor #E190S

	
	MONITOR20
	Dell E2011H 20” Widescrn Flat Pan LED

	
	PRNTRDELL
	Printer, Laser, Dell2350DN  225-0030

	
	PRNTR3015N
	Printer, Laser HP3015N

	
	PRNTR3525N
	Printer, Laser HP3525N

	
	PRNTR4015N
	Printer, Laser HP4015N, P/N  CB509A

	
	PRNTR4700N
	Printer, Laser, Color, HP4525N

	
	PROJSYSTEM
	Projection System, Epson 93 XGA

	
	RENAISSANC
	Renaissance Learning Licenses for AR/AM

	
	SMARTBOARD
	Interactive Whiteboard, 77”

	
	S3COM5PORT
	Gigabit switch 5, HP V1405-5G JD869A#ABA

	
	S3COM8PORT
	Gigabit switch 8, HP V1405-8G JD871A#ABA

	
	TELEPHONE
	Meridian M2008 8-button Office Phone

	
	
	

	3
	B3NBLANKET
	Blanket Purchase Order

	
	
	

	5
	B5NBLANKET
	Blanket Purchase Order

	
	
	

	6
	B6NBLANKET
	Blanket Purchase Order

	
	
	

	6B
	B6BNBLANKE
	Blanket Purchase Order

	
	BOOKFAIR
	Blanket PO for Book Fair

	
	BOOKLIST
	Blanket PO as per attached list

	
	TITLEWAVE
	Blanket PO for Library Books

	
	
	

	7
	B7NBLANKET
	Blanket Purchase Order

	7
	B7NHOMEDE
	Home Depot Blanket Purchase Order

	7
	B7NLOWES
	Lowes Blanket Purchase Order

	
	
	

	8
	B8NBLANKET
	Blanket Purchase Order

	8
	B8NENTRY
	Blanket PO for Entry Fees

	8
	B8NREGISTR
	Blanket PO for Registration

	8
	B8NTRAVEL
	Blanket PO for Student Travel

	
	
	

	11
	B11NBLANKE
	Blanket Purchase Order

	11
	FILECAB
	H314 FILE CABINET, VERTICAL LETTER

	11
	IR1025BASC
	CANON IR1025 BASIC 25PPM DESKTOP COPIER

	11
	IR1025IF
	IR1025IF   CANON IR1025IF 25 PPM DIGITAL COPIER/FAX

	11
	IR1025N
	    CANON IR1025N 25 PPM DIGITAL COPIER WITH

	11
	IR3235DADF
	CANON IR3235 DADF-U1 35 PPM COPIER WITH

	11
	IR3245DADF
	CANON IR3245 DADF-U1 45 PPM COPIER WITH

	11
	IR5050N
	    CANON IR5050N 50 PPM COPIER W/DUPLEX    

	11
	IR5065V2
	  CANON IR5065 V2 65 PPM COPIER W/DUPLEX  

	11
	IR7095V2
	   CANON IR7095 V2 95 PPM COPIER W/DUPLEX  

	11
	TBLHORSSHO
	TABLE-HORSESHOE (U), 60"W X 66"D,(COLOR)

	11
	TBLREC3060
	TABLE-RECTANGULAR, 30"D X 60"W, (COLOR)

	11
	TBLREC3672
	TABLE-RECTANGULAR, 36"D X 72"W, (COLOR)

	11
	TBLRND60"
	  TABLE-ROUND, 60"                        

	11
	TBLROUND48
	TABLE-48" ROUND, (COLOR) LAMINATE TOP,  

	11
	TBLSQ24242
	SQUARE TABLE 24" X 24" WITH 22" LEGS    

	11
	TBLTRP3060
	TABLE-TRAPEZOIDAL, 30" X 30" X 30" X 60"


Limited Value Purchase Order (LVPO)

A LVPO is a valid District PO issued directly to a vendor, without first being approved by Purchasing or Financial Services.  LVPO’s are approved at the school/department level.  An LVPO is used to obtain “emergency” products from local vendors.  On the back of each LVPO are the policies and procedures.

Schools are limited to 25 District Fund and 25 Student Fund LVPO’s.  Departments are given 25 District Fund. 

Limited Value Purchase Orders are distributed by Audit Services.  There is an LVPO controller at each location and up to 4 authorized signers.  Each controller is required to maintain a log for tracking the forms, from preparation to payment of the invoice.

Each LVPO is limited to $500.00 and can only be used one time.

The prohibitions are listed on the back of the LVPO’s.  
There is more information available on the Purchasing Intranet Page.

Message Codes
Message Codes are available in OBARS to highlight important information on the Purchase Order.  The Message code is the first thing listed in the body of the PO.  You may only use one (1) message code per PO.  Examples of Message codes may be notification of school closure for deliveries, Board Award Information included in a contract, PO revision, or receiving instructions.
Before you create a new message code, please view existing message codes to verify there is not currently a message code with the same information.
Viewing Message Codes

1. Menu Select #9:  P/O Message Code
2.  File Maintenance. Scroll down to the Message Code you want to read
3. Put "X" in the line next to it
4. Hit Enter

Creating Message Codes
1. In OBARS under the Purchasing Department Menu, Select #9: P/O Messages Code and File Maintenance.
2. Enter Message Code you would like to add (This is limited to 5 characters.)
3. Hit F6
4. Insert the Message information you would like to see appear on the    requisition. 
5. Hit Enter to Confirm Info, Select Y/N

Using Message Codes

To use the Message code, enter the Code on the P/O Msg Code line on the Purchase Order Maintenance Screen.  When you hit enter on the screen, the information contained in the message code will print on the purchase order.

NON-Stock Requisitions Forms (Paper)
Non-Stock requisitions are paper requisitions that are not entered onto the OBARS system.  Non-stocks can be used for travel, theft, vandalism, operations, etc…  Non-stocks are generally entered in the system by the individual buying teams.  In order to keep the separation of duties in place, another buying team can input the requisition, or the buyer can create the requisition and the assistant turn the PO. 
1. Verify that the account codes needed are set up in the system.

2. Create a requisition number (If possible use the 3 digit site code as your first numbers, unless otherwise dictated by your buying team needs)

3. Follow procedure outlined in OBARS. 
www.mpsaz.org/finance/training/
4. If applicable, remember to complete Unit Approval

5. Upon Management approval, the requisition will be ready to turn into a purchase order.

OBARS Links and miscellaneous information

The handbook will address basic procedures working with OBARS and procurement.  OBARS training manuals can be found at www.mpsaz.org/finance/training/.  We recommend not only reading through the OBARS manuals but signing up for OBARS training to learn the basics of maneuvering through the OBARS system.  The training schedule can be found at www.mpsaz.org/finance/class/.

Reduce and Close Purchase Orders

This information is subject to a meeting that needs to take place between Financial Services, Accounts Payable, Student Activities and Purchasing to establish correct procedures.

Blanket Purchase Orders:

Line Item Purchase Orders:

Solicitation/Quote Numbers

When processing a Purchase Order it is necessary to clearly identify the Bid or Contract number used while making the Purchase.  As a standard procedure the contract number should be listed in three separate areas on the Purchase Order.

1.  Bid/Quote #:  The contract should be listed using the following abbreviations:






MPS Bids/Quotes-(#Bid/Quote) ex: #10-54MP 





State Contracts ST-(contract number) ex: ST-ADSPO10





Mohave Contracts M- (contract #) ex: M-10D-FOLL






GPPCS Contracts G-(contract #) ex: G-09-10-03





SAVE Contracts SA-(contract #) ex: SA-10-05-11





TCPN Contracts T-(contract #) ex: T-2010-07

Use as many characters of the contract number as will fit on the line. It is possible to Query this field in OBARS to identify a listing of all contracts used throughout the year by your Buying Team to assist with the audit preparation process.

2.
Terms:

Place the full contract or quote number in this field. Example: PER ST-ADSPO10-00000010 

3.
Body of the PO:  The contract number must also be listed in the Body of the PO using either a message code or the back page of the description.

Blanket Purchase Orders

Term Blanket- A blanket PO that runs for a definite term of time.

One Time Use Blanket- a blanket PO that is used for one trip to pick up supplies or materials where a line item PO would not be effective.

Blanket PO’s may be used for items that are ordered on a recurring basis from the same vendor within a specified time frame, such as vegetables, dairy products, and gasoline.  

Term blanket would be for “not to exceed” amount with a definite beginning and end date.  

One Time Use Blanket PO’s will be for a one time fill or kill shopping trip.  For example:  Blanket Purchase Order not to exceed $_____ including tax for the purchase of _______.
All blanket PO’s must have an expiration date in the body of the PO, such as:    This PO is good until funds have been expended but no later than ________.
When processing a Blanket PO: 

1. Mark the Blanket Y/N in the message field.  Placing a Y in the blanket PO field makes it necessary to put tax and freight, if applicable, in the body of the PO.
2. Blanket Keycodes are available for use. (see Keycode section).
Taxable and Non-Taxable Items

Taxable

Materials

Parts not included in service or warranty contracts

Rentals

Site Licenses

Subscriptions

Supplies

Non-Taxable Items

Camps

Condiments

Consultant Services

Copyrights

Dues

Entry Fees

Food Service (drinks, foods, accessories such as utensils, cups, napkins)

Freight (when listed separately)

Handling (when listed separately)

Labor

Legal Services

Licenses

Maintenance Contracts

Media Items coded 2220/6641

Memberships

Motor Vehicle Fuel

Professional Services

Purchased Services

Registration

Repairs

Royalties

Service Contracts (if distinct & separate item, listed separately on invoice)

Shipping (when listed separately)

Textbook Binding (including labor)

Tickets

Tuition

Warranty Contracts (if distinct & separate item, listed separately on invoice)

Formal Solicitations
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AZPURCHASING.org

The Arizona Purchasing Website, www.azpurchasing.org, was designed and is managed by Arizona school district professionals for the purpose of adding value to the procurement process using available online tools.  The site is two websites in one; known as the “Vendor’s Corner” and the “Buyer’s Corner”, giving each group the ability to manage their own activities.  Buyers enjoy the added efficiencies relating to a host of tools, like an online bid library, vendor look up and bid renewal reminder, geared toward reducing the time and effort required for vendor and solicitation management.

A Log-in for AZ purchasing can be received by contacting the Director of Purchasing.
Board Agenda Items

Board Agenda Items are located on the P: // Drive under Board Tabs.  Tabs are filed by fiscal year.  Board agendas are used to seek approval for pertinent procurement information from the Governing Board.  Board Tabs are filed according to meeting.

1. Board Agenda Items are used for purchases over $150,000.00 annually or Director of Purchasing discretion.

2. Go to P://Board Tabs/Sample-Open File

3. “Save As” Solicitation #, Name, Tab (ex. #10-59B Computer Parts Tab)
If it is not a MPS Solicitation “Save As”
a.) Mohave Vendor Name Item/Service

b.) State Vendor Name Item/Service

c.) TCPN Vendor Name  Item/Service

d.) GPPCS Vendor Name School District 

4. The date of the Board Tab should be the Date of the Governing Board meeting in which the Tab will be discussed.

5. Background explanation of purchase or project.

6. Include purchase justification-Why we are buying what we are buying, Return on Investment, etc..

7. Executive Summary includes the dates of the solicitation, the number of vendors receiving the solicitation, no bid responses, numbers of responses, etc….

8. Recommendation- What would we like to the Governing Board to do with the board tab?  Example Approve the following vendors etc….

9.  If it is a renewal of a contract for the 2nd, 3rd, 4th, or 5th year of the contract an Executive Summary is not necessary

10.
Funding Source- this must be verified prior to submission.  If buyer cannot verify the funding source, notate in italics  “Funding source not verified contacted <person name, phone number> “
11.   Budget Impact- It is necessary to complete the Budget impact for Cycle of the Contract, Yearly break out, expenditures to date, and prior year expenditures for 3 to 5 years if available

12.
Once the Board Agenda Item sheet is completed.  It should be saved in the Board Tab file under the date of the Governing Board meeting. 

* Title on board agenda item “Contract Award” is for all contracts issued through Mesa Public Schools.  “Approve Purchase” will be used for co-op purchases where Mesa did not act as the lead district.
Director Tabs 

Director Tabs are agenda memos that are approved directly by the Director of Purchasing under her delegated authority from the Governing Board.  Currently the limit is $150,000 annually.  The Director of Purchasing currently has discretion on Cooperative and State contracts with unlimited authority.

The information listed on a Board Agenda is the same information needed for a Director Tab.

Please see steps listed above.

Director Tabs are saved under P:// Board Tabs//Director Tabs/

Boiler plates/Templates

In accordance with the department goals for FY10 the purchasing staff re-vamped the existing Boilerplates for formal Solicitations.  The boiler plates can be found on the P: drive under Boiler plates.  Each template highlights the information which is to be modified specific to the solicitation.

The templates include the Uniform Terms and Conditions and also Special Terms and Conditions required for compliance to the procurement rules.  
Committee Meetings
Committee meetings are held for RFQ and RFP Solicitations. 

Best Practices- Committee members should be chosen prior to issuance of a solicitation; Committees should include an odd number of evaluators.  The Committee should be made up of a representation of schools, departments and/or other areas that will be impacted by purchase of goods or services.  APDM rules require two additional members of the committee an architect and a contractor, who will not be directly involved with the project.  Also committees must be no less than 5 and no more than 7 members.

1. Initial meeting after receipt and opening of the solicitations.  It is best if all committee members can be present so each evaluator is hearing the same instructions.  If this is not possible, the buyer will need to meet with anyone not in attendance to verify that they understand their role and responsibility in the evaluation.

2. Create an agenda and assign a person to take minutes regarding the meeting.

3. If necessary, assign a lead for the committee to assist with distribution of materials and information throughout the course of the evaluation.

4. Complete a sign in sheet to document everyone in attendance.  Committee meetings are not open to the public, however, sign in sheets and minutes will become public record and shall be included in the solicitation folder.

5. Distribute the Non-Collusion Affidavit, read or explain what the intention of the affidavit is and have all committee members sign and turn in.

6. Distribute the solicitation responses and evaluation matrix.

7. Explain the matrix and reiterate the relative order of importance as set forth in the solicitation.

8. Explain rules and guidelines for evaluating the solicitation. For example, scoring should be done on an individual basis and then discussed as a group at the next meeting.

9. Determine time line for evaluation completion and next meeting time.

10. Reconvene committee as necessary until evaluation can be completed.

Evaluation Committee Procedures
1. Pull the Evaluation Committee Procedures guideline sheet for directions on how RFP and RFQ meetings should be conducted.  This can be found on the P: drive/Official Procedures/Evaluation Committee Procedures. 

2. Pull the Evaluation Committee Member Statement.  Each member of the committee SHOULD sign this before the solicitation is started to insure that they do not talk to any of the potential vendors during the process.  This form can be found on the P: drive/Official Procedures/Proposal Committee Member Statement.
3.
Pull an Evaluation Form (Worksheet) for each member of the committee to use during the evaluation process.  (Each Team may have their own form)  See attached sample.
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GPPCS/SAVE instructions and information
Due diligence must be completed in order to use a GPPCS/SAVE cooperative contract.  The Due Diligence Compliance Form can be found on our Purchasing Department webpage under Buyer Resources/Due Diligence for Cooperative Contracts.
If MPS is taking Lead on a solicitation that can be used by other entities in the GPPCS/SAVE consortium, the following must take place:

A survey must be conducted to see who/how many other entities want to participate in the contract (an example survey is attached).  MPS has boilers specifically for GPPCS/SAVE bids and RFP’s.

Once the solicitation is complete, the following documents are required for the GPPCS webpage Bid Listing.  This information is currently being sent to Teena Ziegler/Apache Junction: tziegler@ajusd.org.  She will upload to the GPPCS webpage.

· Original IFB or RFP
· List of vendors solicitation was sent to
· Solicitation advertisements (if any)
· Addendums (if any)
· Written determination if RFP
· Written determination if Multi Award
· Written determination if only one response was received
· Board agenda
· Renewals
· Executive Summary
· Bid tabulation
· Best and Final (if any)
· Offer & Acceptance
· Awarded vendor list with vendor’s contact information
· List of evaluators
All information to be sent in PDF format.
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June 16, 2010
GPPCS/SAVE BID FOR WHITE COPY PAPER BY THE TRUCKLOAD – 

Mesa Unified School District #4, on behalf of the Greater Phoenix Purchasing Consortium of Schools organization, will be issuing a bid for white copy paper in June 2010.  Mesa Unified School District #4 will be the lead district.  Deliveries will be through September 31, 2010.  Anticipated award date is July 20, 2010.

THIS IS A COMMITTED CONTRACT 

In order to achieve the best pricing, your district must commit to the purchases listed in this survey.

District/Government 

Entity 




Name

_____________________________________________________________________________
1.  White Copy Paper, xerographic, dual purpose, 8-1/2” x 11”, 92% brightness, 88 opacity level, 20#, #4sulphite,white,longgrain,100%alkalinecontent,10rm/ctn,500shts/rm,WEYERHAUSER ECONOSOURCE, HUSKY II, RICHOH, SAVIN or approved equal. Truckload only.
	Delivery Address

Contact Name
Phone #
	Item #
	Quantity
	# of Deliveries
	Approximate Date(s) of Delivery

	
	1
	
	
	

	
	
	
	
	


Minimum quantity is one truckload (8,400 Reams or 840 cases of 8 ½ x 11) per delivery.

Indicate single or split delivery.  If split delivery, please identify the other district or government entity you are splitting with

____________________________________________________________________________
Responses to this survey should be sent via email to jfsieczk@mpsaz.org or faxed to 480-472-0990 no later than Monday, June 21, 2010.  If you have any questions, please contact Joe Sieczkowski at 480-472-0942.

Name of person preparing this form: ___________________________      Telephone #________________
	
	
	
	

	Authorized Signature*
	Date
	Printed Name
	Title


*The authorized signer is committing the district or government entity to make a good faith effort to complete the purchases listed in this survey.
Pre-Solicitation Meetings

Pre-Bid Meetings are used to clarify scope of work and review requirements of the solicitation.

Pre-Bid meetings should be held at least One week from time of bid posting.

District representation would be the end user or person most familiar with scope of work and the buying team.

Pre Bids can be mandatory especially when it is necessary to measure the area or survey the site.

It is Buyer discretion if another Pre-Bid meeting will be held.

Discussions held during Pre-bid will be recapped in an Addendum if information presented at Pre-bid changes the scope of the solicitation. 

Best practice would be to post sign in sheets on AZpurchasing.org as an addendum for Vendors. 

1. Pre bid or Pre Proposal time if possible, should be identified in the original solicitation.   

2. Complete a sign in sheet to document everyone in attendance.  Pre bid meetings are open to the public.  Sign in sheets will become public record and shall be included in the solicitation folder.

3. The meeting will be used to clarify the scope of work.  This could be anything from site visits to comprehensive discussion with the end user to clarify any questions by the prospective offerors.

4. Discussions and clarifications of material will be covered in an addendum to the solicitation.

5. As a courtesy to offerors, please issue any addenda in a timely manner to assist with their response.

Best practice-

Do not get “caught” engaging one specific vendor before or after the meeting.  

Request that any additional questions be sent to buyer via email, so that all bidders may have a response.

Consider your audience when scheduling the pre-solicitation meeting.  It may be more successful to schedule the meetings Tuesday through Thursday rather than Mondays and Fridays. But vendors and buying teams will dictate best practice.

Solicitation Threshold & misc. information

Board Policy is:
Formal Solicitations:

Over $50,000.00 including tax and freight.
Informal Solicitations:

Over $5,000.00 but less than $25,000.00 including tax and freight for verbal/oral quotes.

Over $25,000.00 but less than $50,000.00 including tax and freight for three written quotes.

Internal Procedure is:
Formal Solicitations:


Over $45,000.00 including tax and freight.

Informal Solicitations:

Over $4,500.00 but less than $20,000.00 including tax and freight for verbal/oral quotes.

Over $20,000.00 but less than $45,000.00 including tax and freight for written quotes.

Start Up Forms
Assigning a solicitation number

The solicitation numbers can be found on the P: drive/solicitation log.  Buyers will take the next available number.  Solicitations shall be named with the following format 

New solicitations- #FY-Sequential Number-XX (B,P,MB, MP) –ex. #10-54-MB

Supplemental Solicitations in same FY 

#FY-Original Solicitation #-S (# of supp)-XX (B, P, MB, MP) ex. #10-54-S1-MB  
Supplemental Solicitation in different FY

#FY-Sequential #-S (# of supp)-XX (B, P, MB, MP) ex. #11-02-S1-MB 

*The title of the supplemental will reference the original bid number.

Solicitation Format

Pull from P: drive/forms/#0 start up documents/1 check off list for bid folders.doc and print.  This two page document will guide how to assemble the bid folder.

Identifying Unmarked Bids

If no bid number is identified on outside of package, open the package to determine if the package is a solicitation response, and the solicitation number associated with it.  Notate the solicitation number on the outside of the package with the initials of the opener.  Notate the package was opened to identify.  

Responses opened by accident should be labeled as such.
Informal Solicitations
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Emergency Procurements

 

There are instances which occur that require immediate response that do not allow time for the bid or quote process, i.e. fire, vandalism, water damage, sewer eruptions, etc…Emergency Procurements are allowed only in Health or Safety related emergencies, and may circumvent the bid threshold.  Lack of planning is not reason enough to warrant an emergency procurement.  All emergency procurements must be taken to the Governing Board for ratification.  Also, all emergency procurements will be reviewed by the auditors for compliance with the laws.

When an emergency procurement arises, the end user will notify the buyer that emergency procurement is necessary and will give an estimated amount of the cost of the cleanup or repair. 

1. The buying team will assign a pre-assigned purchase order number for the vendor(s) to begin work until such time as the work is completed and the actual amount of the project is known.

2. Next, a requisition is put on the system and all approvals are received.

3. The buying team will turn the purchase order, but will insert the pre-assigned purchase order number in the appropriate screen in OBARS.  Using the pre-assigned purchase order number prevents the work from falling into an “After-the-Fact” situation.

4. After the PO is created it is necessary to create a board agenda item for the Governing Board to approve the Emergency procurement.
 

Quotes – Oral

All staff involved in purchasing items for the district should be aware of the dollar limits and how they affect required competition.  These requirements are created by the State Board of Education and the Auditor General and apply to all school districts in the state of Arizona.

Cumulative purchases for a specific vendor or commodity across the district for the fiscal year may be made without official quotes up to $4,500.00*  (including All Costs, tax, freight, shipping, fees, etc…)  Cumulative purchases exceeding $4,500.00 but less than $20,000.00  must have three verbal quotes.   For requisitions of $4,500.00 or more, quotes will be required to avoid purchasing “creep” where final cost on purchase exceeds the quote threshold for any reason.

1. Look at the vendor on OBARS (Vendor Inquiry)
2. If the vendor is approaching or exceeding the quote threshold, review individual purchase orders to the vendor to determine if quotes or contracts are being used.
3. Determine if the current transaction is covered under contract listed.  

4. Determine if the previous transactions are like items to what is currently being purchased or different.
5. After reviewing all information, determine if quotes are necessary.
6. If a quote is necessary, you will need 3 competitive quotes

7. You must compare “apples to apples” or like product to like product.  If you have a vendor that says they are sole source, you must seek competition through similar products or outcome.

8. Document the following: Vendor, Sales person, Phone number or Email address, Price, Shipping or Freight charges, if applicable and date.
9. When determining low quote, it should be awarded by low price including shipping and taxes.
*Best practice-Each buying team should keep a log listing all formal quotes issued by the team.
Written Quotes

All staff involved in purchasing items for the district should be aware of the dollar limits and how they affect required competition.  These requirements are created by the State Board of Education and the Auditor General and apply to all school districts in the state of Arizona.

Cumulative purchases for a specific vendor or commodity across the district for the fiscal year may be made without official quotes up to $4,500.00*  (including All Costs, tax, freight, shipping, fees, etc…)  Cumulative purchases exceeding $20,000.00 but less than $45,000.00  must have three written quotes.   For requisitions of $20,000.00 or more, quotes will be required to avoid purchasing “creep” where final cost on purchase exceeds the quote threshold for any reason. Written Quotes must be signed and dated by the vendor submitting the quote.  Internet quotes are acceptable if the URL is clearly identified on the bottom of the sheet along with date of quote.

1. Look at the vendor on OBARS (Vendor Inquiry)

2. If the vendor is approaching or exceeding the quote threshold, review individual purchase orders to the vendor to determine if quotes or contracts are being used.

3. Determine if the current transaction is covered under contract listed.  

4. Determine if the previous transactions are like items to what is currently being purchased or different.

5. After reviewing all information, determine if quotes are necessary.

6. If a quote is necessary, you will need 3 competitive quotes

7. You must compare “apples to apples” or like product to like product.  If you have a vendor that says they are sole source, you must seek competition through similar products or outcome.

8. Create a Document with the following: Vendor, Sales person, Phone number or Email address, Price, Shipping or Freight charges, if applicable.  Send to a minimum of three vendors.  Best practice would be to send quote to all vendors registered for a particular commodity.

9. Create a tally sheet to easily compare pricing from multiple vendors.

10. When determining low quote, it should be awarded by low price including shipping and tax.

*Best practice-Each buying team should keep a log listing all formal quotes issued by the team.
Procurement Compliance Questionnaire


http://www.spo.az.gov/docs/ADMIN_POLICY/SPM/Procurement%20Compliance/Procurement%20Compliance%20Questionnaire%20FY%202011.pdf

Sole Source

Sole Source procurement requires written justification from the end user to the Purchasing Department prior to commitment of an order.  All Sole Sources must be approved by the Governing Board at a formal Governing board meeting (unless under the bid threshold, then a Director tab).  “Sole Source procurement shall be avoided, except when no other reasonable alternative exists.”
1. End User submits form to buying team for justification of sole source.

2. Form must contain factual statements that will pass state and federal audits.

3. Buying Team reviews information for compliance.

4. Buying Team will make attempts to seek competition for purchase.
5. For purchases under the Bid Threshold, there must be an attempt to obtain a minimum of two additional quotes.  If no quotes can be found, the Buying team will document attempt by noting the vendors who could not quote the product and why.

6. Create a board agenda item for approval by the Governing Board. For Sole Sources under the Bid Threshold, a Director Tab must be created for signature by the Director of Purchasing.
7. Upon approval of Sole Source, process requisition making special notation of the Sole Source and date of approval.
8. The next page shows a sample document.  This document is currently located on the P: Drive/Sole Source/Sole Source Form.doc

(this form is not required).
Sole Source or Proprietary Justification

	Date:
	
	
	

	Requisition #:
	
	Amount:
	

	Department:
	
	Name:
	

	Item:
	
	Vendor:
	

	
	
	
	


School District Procurement Rules and Governing Board Policies require that formal competitive bid or proposals must be issued for purchases exceeding $50,000.00.

Any deviation from this policy requires written justification from the requisitioner to the Purchasing Department, prior to commitment of an order. If you believe there is justification to request, in lieu of competitive bidding, a specific product brand name, a specific manufacturer, or a sole or preferred supplier of a product or service, you must complete this form, and send it to the Purchasing Department. Justifications are to be supported by factual statements that will pass internal and state audits.  It is the salient features of a product that make it a sole source.

NOTE:  For purchases under $50,000.00, the District will attempt to obtain a minimum of 2 additional quotes.  If no quotes can be obtained, the District will document the attempt by noting those vendors that could not quote and the reasons why.

Your evaluation of the product and/or supplier, and their relevance to your project or work, must be detailed in the explanation section. 

I.
REASON FOR REQUEST (CHECK ONE):

	A.
	 FORMCHECKBOX 

	Proprietary….Item under patent, copyright, or proprietary design.



	B.
	 FORMCHECKBOX 

	Replacement Parts….The procurement is for replacement parts or components in support of equipment designed by the manufacturer.



	C.
	 FORMCHECKBOX 

	Technical Services….The procurement is for technical service in connection with the assembly, installation, or servicing of equipment of a highly technical or specialized nature.



	D.
	 FORMCHECKBOX 

	Continuation….Continuation of prior work. Additional work, item, or service required, but not known to be needed when the original order was placed.



	E.
	 FORMCHECKBOX 

	Emergency Requirement….Requirements must be met at once. An explanation of urgency, including a description of why procurement is critical and why only the proposed vendor can meet it. A lack of advance planning is not acceptable.  (Complete section II.)



	F.
	
	Exclusive Capability….Only one supplier qualified. No other potential suppliers known.  (Complete section II.)



	G.
	 FORMCHECKBOX 

	Other (please explain)


II. Narrative Justification:

This section must be completed if either explanation (E) Emergency Requirement or (F) Exclusive Capability is identified as justification for sole source procurement. Explain why the identified vendor is recommended. The justification must be completely explained and documented. It is important to be very precise when filling out this section.  If more space is needed, please attach additional page(s).

	


I certify that the above statements are true and correct, and that no other material fact or consideration offered or given has influenced this recommendation of a sole source or proprietary procurement.

	Submitted by:
	 
	 
	 

	
	Name
	Department: 
	Ext. 

	
	 

	
	Title 
	
	

	
	________________________________________________
	________

	
	Authorized Signature
	
	Date

	Reviewed by:
	Michelle Hamilton
	
	________

	
	Director of Purchasing
	Signature
	Date


NOTE:  Prior to receiving product or commencement of services, the Justification must be reviewed and approved by the Purchasing Department and the Governing Board pursuant to A.A.C. R7-2-1053.  Upon proper approval, a purchase order will be issued.  
*****NO WORK MAY BEGIN OR PRODUCT ORDERED PRIOR TO ISSUANCE OF PURCHASE ORDER*****

Miscellaneous
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Buyer Tools

The Buyer Tools page is listed on the Purchasing intranet at http://www.mpsaz.org/purchasing/resource/.  On this page we have examples of Written Determinations, Bid Checklists, and links to all the Laws, Statutes, and Requirements that govern the procurement rules.  This page is geared to assist buying teams in locating resources for every aspect of procurement.  
Commodity Listing

The commodity listing is located on the Purchasing web page.  It is listed in two separate formats Commodity Assignment by Buyer Name and by Commodity Assignment. http://www.mpsaz.org/purchasing/comms/
The commodity listing is a living document.  It is updated as needed per the Director of Purchasing.  Requests for changes to the commodity listing should be sent to the Director of Purchasing.

Glossary of Acronyms

APDM-Alternative Product Delivery Method

ARS-Arizona Revised Statutes
ASC-Administrative Services Center
ATF-After the Fact Purchase Order
CMAR – Construction Manager At Risk

CSC-Curriculum Services Center

GPPCS-Greater Phoenix Purchasing Consortium of Schools
IFB-Invitation for Bid

JOC - Job Order Contracting
LVPO-Limited Value Purchase Order
MDC-Materiel Distribution Center

MEC-Mesa Education Center

OBARS-Organizational Budgeting, Accounting and Reporting System
PO- Purchase Order

QSB - Qualified Select Bid

Req- Requisition

RFI – Request for Information

RFP-Request for Proposal

RFQ - Request for Qualifications
SAVE-Strategic Alliance for Volume Expenditures

SSC-Student Services Center

SSRC-Science Social Studies Resource Center
USFR-Uniform System of Financial Records
Retention Schedule:

www.lib.az.us/records/school.cfm
Vendor Registration Bid List vs. New Vendor Set up OBARS

Bid List

Often vendors will contact the purchasing department to be added to the Vendor List.  Mesa Public Schools Registered Vendor list for bidding opportunities is kept on www.AZpurchasing.org.  Vendors should be directed to the www.azpurchasing.org to follow the steps for registration.

New Vendor Set Up
It is only necessary for the Vendor to register on the MPS web page if we are going to be doing business.  Due to the system limitations in OBARS, audit services has requested that only vendors who will be issued a PO should follow the New Vendor Set Up link. http://www.mpsaz.org/audit/vendors/
Please note that the vendors are added by audit services and can be tracked via the Google doc for new vendor set up. http://spreadsheets.google.com/a/mpsaz.org/ccc?key=0AmFYc8nw23g3dFN3aFdRX1ZDTEpjQzJVYTgzSXY5U0E&hl=en
FREQUENTLY ASKED QUESTIONS:

Gift Card Purchase:
District Funds: Gift card purchases are only allowed through gifts or grant funding.

Student Funds:  Gift card purchases are allowed.  It is required of the school to make a copy of the gift card and have the recipient of the card sign the copy stating they received the card, which is then sent to Student Activities as back up information.  If it is for a needy family, there is an Audit form (see next page) that is signed by the sponsor and the Administrator.  This form is sent to Student Activities as back up information.
**NOTE – Audit form was provided by Student Activities.
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