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PURCHASING/PAYMENT PROCEDURES 

 

 

Any authorized purchase must be preceded by the submission of a requisition containing the 

following:  a) detailed description of items to be ordered; b) code of appropriation to be charged; 

c) authorized signature of administrator and d) signature of appropriate purchasing agent.  A 

copy of the requisition should be maintained by the building initiating the request. 

 

 1. Instances where the list of items to be purchased is too long for the requisition form, a 

typed listing of those items may be attached to the approved requisition.   

 

 2. The approved requisition must contain the following information: 

 

 A. vendor name and address; 

 B. delivery address; 

 C. date requested; 

 D. authorizing person and title; 

 E. quantity, description and amount of each item to be purchased.  If amount is 

unknown, insert an estimated amount; 

 F. when appropriate, an estimated amount for postage, shipping and handling should 

be included; 

 G. appropriate code and 

 H. any other special instructions. 

 

Upon approval of the appropriate purchasing agent, the requisition shall be submitted to the 

Treasurer for certification. 

 

 1. The Treasurer shall prepare an approved purchase order, assign an official purchase 

order number, certify that funds are available and encumber the amount of that 

purchase order to the authorized appropriation account. 

 

 2. When the amount of the purchase order will not encumber due to lack of funds in the 

appropriation account, that purchase order will be cancelled and the requisition returned 

to the administrator or supervisor in charge. 

 

 3. The purchase order, upon adequate completion of encumbrance, shall be sent or 

delivered to the vendor.  Copies of that purchase order shall be sent to the administrator 

or supervisor in charge, with copies maintained in the office of the Treasurer. 
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When goods and services are received, a copy of the related purchase order shall be sent to the 

office of the Treasurer indicating acceptable receipt of goods and services, the date received and 

a signature authorizing payment. 

 

 1. When partial receipt of goods and services is made, indication of which items were 

received should be noted, with authorization to make partial payment.  When final 

delivery is made, this must be clearly noted so any remaining encumbrances against 

that purchase order can be cancelled. 

 

In the event an invoice is given to an employee or sent to a location other than the office of the 

Treasurer, that invoice is to be forwarded immediately to the Treasurer. 

 

Employees violating the above procedure may become personally liable for that purchase. 

 

Federal Procurement 

 

Purchasing of goods and services using federal funds must be done in accordance with the above 

procedures and also in accordance with all federal requirements including allowability of costs.  

All purchases must be reasonable and free of conflicts of interest and conducted in a manner 

providing full and open competition. 

 

No purchase will be made using federal funds unless the District verifies that the contractor is 

not suspended or debarred.  

 

The following methods of procurement will be used for all purchases of goods and services made 

with federal funds. 

 

 1. Micro-purchases are purchases up to $10,000 and may be made in accordance with 

District purchasing procedures when the costs are reasonable.  To the extent 

practicable, these purchases are distributed equitably among qualified suppliers. 

 

 2. Small purchase are purchases between $10,000 and $250,000.  Prior to authorizing the 

purchase, the District will try to obtain price rates or quotations from a minimum three 

(3) vendors or providers.  The District will obtain these price rates or quotations in 

writing.  

 

 3. Sealed bid procedures are used for firm fixed price contracts over $250,000 and is used 

as the preferred method for construction projects.  Bids are solicited from an adequate 

number of known suppliers, which cannot be less than two responsible bidders.  The 

District will solicit bids by advertisement in a newspaper of general circulation in the 

district for two consecutive weeks prior to the bid opening.  The contract will be 

awarded to the lowest responsive and responsible bidder. 
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 4. Competitive proposals are used for all purchases over $250,000 for which sealed bids 

are not appropriate and must be used for architectural or engineering services.  

Contracts entered into for competitive proposals may be fixed-price or cost-

reimbursement.  The District will publicize a request for proposal by soliciting bids by 

advertisement in a newspaper of general circulation in the district for two consecutive 

weeks prior to the bid opening.  The District will evaluate proposals in order to award 

the contract to the most advantageous  

  proposal when considering cost and other factors.  The District will evaluate proposals 

by a score card system that will be customized for the service being solicited.  

 

 5. Sole source procurement is used only when the goods or services are only available 

from a single source; a public exigency or emergency exists; there is inadequate 

competition and the applicable pass through entity approves this method.  

 

All solicitations: 

 

 1. Include clear and accurate description on the technical requirements for the material, 

product or service to be procured.  This description sets forth the minimum and 

essential characteristics the material, product or service must meet.    

 

 2. Will not contain specifications that unduly restrict competition. 

 

 3. Identify all requirements offerors must fulfil and all other factors to be used in 

evaluating bids or proposals. 

 

The District maintains records to verify selection of procurement type and compliance with 

applicable procurement requirements. 

 

 

(Approval date:  August 14, 2001) 

(Re-approval date:  May 11, 2015) 

(Re-approval date:  February 11, 2019) 
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