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Purchasing Goods and Services 
 
 

Method to Acquire Goods and Services 
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c. General ledger account number to charge 

d. Authorized signature 
e. Delivery date, if applicable  

 
¶ Managers are encouraged to utilize the knowledge in the Purchasing 

Department when seeking unique products. 

¶ Purchasing Department is to ensure product standards are acceptable, terms 
of business are appropriate and required pricing activities are conducted before 

Purchase Orders are issued. 
¶ Purchase Orders may be issued as either regular Purchase Orders or Standing 

Purchase Orders.  Purchase orders must not circumvent requirements for 

pricing activity. 
 

9. Procurement Cards 
Procurement cards are a convenient, efficient, cost-effective method of purchase and 

payment of small dollar transactions. Refer to Policy 611.5 and 611.5-R -

Procurement Cards. 
 

 

Vendor Pricing 
 

The extent and formality of price acquisition activity is based on values as follows: 
 

Goods and Services 
 

Estimated Value Minimum Action 

Up to $3,000 At the discretion of Assistant Secretary 
Treasurer or as delegated to Management in 

Purchasing, or school administrator, or 
management assigned with responsibility of 

budget account. 

Less than $25,000 At the discretion of Assistant Secretary 
Treasurer or as delegated to Management in 

Purchasing. 

$25,000 to 75,000 Minimum 2 written quotations from vendors. 

Over $75,000 Tender Call or Requests for Proposals to be 
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The primary responsibility of the management of district product standards process rest with 

the Purchasing Department. 
 

The final determination of district product standards will rest with the appropriate district 
department.  

 

The adherence to the district product standards is the joint responsibility of the Purchasing 
Department and the appropriate district department. 

 
 

Demonstration/Loaner Products and Equipment 
 

Vendors may supply demonstration/loaner products and equipment to the school district for 

evaluation purposes.  In order to ensure the vendor does not develop unwarranted 
expectation of a sale, the terms and conditions of such arrangements are to be documented 


