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BESD PURCHASING POLICIES-FACILITIES DEPARTMENT

PURCHASES OVER $10,000.00 MUSTBE AQUIRED THROUGH THE OPEN BIDPROCESS.

PURCHASES OVER $5000.00 MUST BEACQUIRED AFTER TWO WRITIEN BIDSARE SUBMITIED
ANDAPPROVED BYTHE FACILITIESDIRECTOR.

PURCHASES OVER $1000.00 MUST BEACQUIRED AFTER TWO PHONE BIDSARE SUBMITIED ON
THE PHONE BID FORM. PHONE BID FORMS ARE TO BE SUBMITIED TO THE FACILITIES
DEPARTMENT SECRETARY PRIOR TO MAKING PURCHASE ARRANGEMENTS . THEY MUST ALSO
BEATIACHED TO THEWORK ORDER.

EMERGENCIESMAY BEFACILITATED OUTSIDEOFTHE DISTRICT GUIDELINES UPONAPPROVAL
OFTHEFACILITIESDIRECTOR.

FMPURCHASE ORDER NUMBERS ARE NO LONGER AVAILABLE FOR USE -INCLUDING
PREVIOUSLY ISSUED NUMBERS.

REQUISITIONS & PURCHASE ORDERS

WHENEVER POSSIBLE, PURCHASES FOR IMPROVEMENT PROJECTS SHOULD BE PLANNED N
ADVANCE ANDFACILITATED THROUGHTHEDISTRICT'SREQUISITION PROCESS.

REQUISITIONSAND PURCHASE ORDERS MUST BE USED FORALL EQUIPMENT (FIXED ASSETIS)
PURCHASES OVER $500.00.
CREDIT CARDS

THE CREDIT CARD PURCHASE LIMITHAS BEEN EXTENDED TO $1,00000 PER PURCHASE FOR
CARPENTERS,$ 2500.00 FOR THE PLUMBER AND ELECTRICIAN. CUMMULATIVE (PER BILLING
PERIOD)LIMITSHAVE BEENAT $2500.00 FOR CARPENTERS AND $5000.00 THE PLUMBER AND
ELECTRICIAN.

EMERGENCY PURCHASES MAY BE FACILITATED THROUGH THE DEPARTMENT ACCOUNT, UPON
APPROVAL BY THE FACILITIESDIRECTOR.

WHERE PURCHASES ARERELATED TO SPECIFICPROJECTS,ACOPY OF THE CREDIT CARD
RECEIPT,AND ALL PACKING AND RECEIVING SLIPS, MUST BEATIACHED TO THEWORK ORDER.

RECEIPTSFOR SUPPLY PURCHASES (TEMS CARRIED ONTRUCKS OR STORED INTHE SHOPS
FORONGOINGAND FUTURE USE)ARE TO BE SUBMITIEDTO THE DEPARTMENT SECRETARY
PRIOR TO THE END OF THE BILLING PERIOD.

ALLEQUIPMENT PURCHASES OVER $50000 MUST BE REQUISITIONED -NO EXCEPTIONS
WITHOUT EMERGENCY APPROVAL OF THE FACILITIES DIRECTOR.

DONOTUSE CREDIT CARDSWITHVENDORSWHO HAVE OPENACCOUNTS .

CREDIT CARDS MAY NOT BEUSED TWICETO COVER EXPENSES THAT EXCEED THE PURCHASE
LIMIT.
OPEN ACCOUNTS

UNLESSDISTRICT BIDCRITERIA ISAPPLIED, OR EMERGENCY APPROVAL ISGIVEN BY THE
FACILITIESDIRECTOR, OPENACCOUNTS ARE LIMITED TO $1,000.00 PER PURCHASE AND $50000
FOR EQUIPMENT

NVOICES, RECEIPTS, ETC.,ARE TO BE SUBMITIED TO THE FACILITES DEPARTMENT SECRETARY
PRIORTOTHE END OF THE BILLING CYCLE.
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