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Introduction 

 
Pender County Board of Education is subject to Article 8 of Chapter 143 for all purchases of equipment, materials and supplies. 
Areas not specifically addressed by the General Statues are covered by local Board of Education procedures. Pender County School 
System is committed to the following goals: 

 Getting the maximum benefit from the school system’s monies for students. 

 Carrying out the purchasing process in the best interest of the Pender County School System, the taxpayers of Pender 
County, and in accordance with N.C. General Statues, local Board of Education procedures and recognized professional 
purchasing practices. 

 Providing a climate of fair and open competition for all qualified vendors. 
 

Purpose 
 
The purpose of this manual is to be both informative and instructive to those associated with acquiring goods and services for the 
Pender County School System. This manual: 

 Will describe the procedures to be used to ensure that statutory requirements relating to purchasing have been followed.  

 Contains information regarding preparation of requisitions, purchase orders, shipping, receiving, inventory, and accounts-
payable functions related to purchasing. 

 Obtaining maximum benefits from and proper use of the school district’s monies for the students and furthering the 
educational goals of the Board; 

 Conducting all purchasing activities in accordance with N.C. General Statutes, local Board of Education policies, 

ethical principles, and recognized professional purchasing practices. 

 Requiring satisfactory and proper performance of all contractual obligations of vendors. 

 Providing prompt and courteous service to other school district personnel, other governmental entities and vendors. 

 Providing the relevant Pender Board Policies here for reference. 

 
Purchasing processes are in accordance with 

 Various requirements of the N.C. General Statutes (NCGS) 

 Regulations of the State of N.C., Division of Purchase and Contract (P&C) 

 Policies of Pender County Board of Education (PCBOE) 

 Procedures outlined in this manual 
 
This manual should give school bookkeepers, department clerks, principals, and department heads a clear reference to answer 
questions as they arise as to the proper steps to take in each purchasing situation. It should also ensure uniformity of practices 
across the school system that does not use centralized purchasing but provides the flexibility of allowing each school to make 
purchasing decisions.  
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I.  Purchasing: North Carolina Procedures and Guidelines 
 
Local school units are governed by the provisions of Article 8 of Chapter 143 of the N.C. General Statutes for 
the purchases of supplies, materials, and equipment. Individual schools, as part of the local school 
administrative unit, must comply with these statues. It is the responsibility of each employee involved in the 
procurement process to understand the policies upon which these procedures are based.  N.C. Gen. Stat. 
115C-522 states: “It shall be the duty of local boards of education to purchase or exchange all supplies, 
equipment, and materials and these purchases shall be made in accordance with Article 8 of Chapter 143 of 
the General Statutes.” It is the responsibility of each employee involved in the procurement process to 
understand the policies that these procedures are based upon. 

 
Purchase of Apparatus, Supplies, Materials, or Equipment 
The following procedures affecting purchasing by school administrative units and individual schools are 
drawn to comply with the various requirements of the North Carolina General Statutes. 

 
1. Purchase of apparatus, supplies, materials, or equipment may be purchased in one of these 

ways: 
A. Existing Contracts - NC State Term Contracts and/or Cooperative Purchasing Agreements  

These are contracts with other State agencies. GS 143-129(g). These contracts are established 
through legal advertising and competitive bids to sell commodities at certain prices and under 
specified terms and conditions.  It is the practice of Pender County Schools to use established 
contracts to take advantage of volume pricing. 

B. Waiver to Bidding for Previously Bid Contracts 
“Piggybacking” as allowed in G.S. 143-129(g) only applies to the purchase of apparatus, supplies, 
materials, or equipment with an anticipated cost of $90,000 or more.  Local governments can thus 
“piggyback” on another governmental unit’s contract without going out for bids.  Such contracts are 
subject to approval by the PCBOE at a regularly scheduled meeting.  The purchasing officer must 
ensure that: (1) the price and other terms and conditions of the contract are at least as favorable as 
the prior contract; (2) the contract was entered into following a public, formal bidding process 
substantially similar to that required by North Carolina General Statutes; (3) the same vendor is 
used; and (4) notice of intent to award the contract without bidding is publicly advertised at least 10 
days prior to the regularly-scheduled board meeting at which the contract will be approved. Before 
approving the contract, the board must determine that using the contract is in the best interest of 
the school system. 

C. Sole Source   
Sole Source GS 143-129(e)(6) purchases are allowed for the purchase of apparatus, supplies, 
materials, and equipment when performance or price competition for a product are not available, 
when a needed product is available from one source of supply, or when standardization or 
compatibility is the overriding consideration.  All sole source contracts must be approved by the 
PCBOE and the Board shall be provided documentation that justifies the use of the exception.   

D. Services   
Normal competitive procedures cannot be utilized in securing professional services such as 
attorneys, planners, and other professional people who, in keeping with the standards of their 
discipline, will not enter into a competitive bidding process.  Competitive bidding is not required 
for the purchase of services; however, contracts for services will be made under conditions that 
foster competition among potential providers when feasible and after careful pricing.  
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E. Contracts for $90,000 or More – Formal Bids Required  

The purchase of apparatus, supplies, materials or equipment for expenditures equal to or more 
than $90,000 must be secured through the competitive bid process governed by G.S. 143-129. 
The superintendent, in consultation with the purchasing officer, is authorized to determine the 
best method for formally bidding a product or, as appropriate, utilizing one of the exceptions to 
formal bidding.  All such contracts must be approved in advance by the PCBOE.  

F.   Contracts of at Least $30,000 but Less Than $90,000 – Informal Bids Required  

The purchase of apparatus, supplies, materials or equipment for expenditures of at least $30,000 
but less than $90,000 must be secured through the informal bidding process governed by G.S. 143-
131. The superintendent, in consultation with the purchasing officer, is authorized to determine the 
best method for securing informal bids on a product.  All such contracts must be approved in 
advance by the PCBOE.   

G.  Contracts for Less Than $30,000  

Purchases for apparatus, supplies, materials and equipment costing less than $30,000 will be 
awarded pursuant to the standards provided in PCBOE Policy 6440.  While competitive bidding is 
not required, purchases should be made under conditions that foster competition among potential 
vendors. Purchasing decisions should be made after considering price, quality, suitability for 
specified need, and timeliness of delivery and performance. The board will not enter into a contract 
with any supplier or contractor when performance on any previous contract has been found to be 
unsatisfactory by the superintendent or the board.  Where feasible, informal bids shall be sought.  
Any contract involving expenditures in excess of $30,000 must be approved in advance by the 
PCBOE.  Unless otherwise prohibited by statute or regulation, the superintendent or designee is 
authorized to enter into contracts or approve change orders involving amounts up to $30,000. 

 
The total dollar amount applies to the total cost rather than the cost of a single item. Orders cannot be divided 
to circumvent this provision.   The Department must maintain copies of bid or quote and submit copies to the 
Finance Department. 
 
There is no minimum number of bids, proposals or quotes required for the purchase of apparatus, supplies, 
materials, or equipment (whether formally or informally bid); however, the Board encourages 
departments/schools to obtain at least two bids, proposals or quotes when feasible. 
 
The Superintendent has the authority to award contracts for purchase of apparatus, supplies, materials and 
equipment, and construction/repair contracts involving amounts up to $30,000.  Any purchase or contracts 
involving expenditures greater than this amount must be approved by the Board.  The Chief Finance Officer 
and any additional staff deemed appropriate by the Superintendent shall review submissions of bids, proposals 
or quotes to determine if they are responsive to the district’s specifications and make recommendations to the 
Superintendent.  The Superintendent may award the contract based upon such recommendations or make a 
recommendation to the Board for award of the contract by the Board. 
 
Conflict of Interest 

The Departments/Schools will conduct business in accordance with Board policy 6401 and follow 
ethics and integrity guidelines set forth in the State of North Carolina Agency Purchasing Manual.  
Purchasing is committed to fairness and impartiality in all phases of the purchasing process. 
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PENDER COUNTY SCHOOLS DOLLAR THRESHOLDS  
REQUIREMENT      THRESHOLD    STATUTE 
Formal bidding       (estimated cost of contract) 

Construction or repair contracts     $500,000 and above   G.S. 143-129(a) 
Purchase of apparatus, supplies, materials,   $90,000 and above   G.S. 143-129(a) 
and equipment 
 

Informal bidding      (actual cost of contract) 

Construction or repair contracts    $30,000 to formal limit ($500,000)  G.S. 143-131(a) 
Purchase of apparatus, supplies, materials,  $30,000 to formal limit ($90,000) G.S. 143-131(a) 
and equipment 
 

Construction methods authorized  Over $500,000   G.S. 143-128(a1); 

for building projects          DPI Guidance                   
Separate-Prime Bidding 
Single-Prime Bidding 
Dual Bidding 
Construction Management at Risk Contracts               (pursuant to G.S. 143-128.1) 
Design-Build and Design-Build Bridging      (pursuant to G.S. 143-128.1A and G.S. 143-128.1B, respectively) 
Public Private Partnership (P3)              (pursuant to G.S. 143-128.1C) 
 

Historically Underutilized Business 
 (HUB) requirements 
Building construction or repair projects 
– Projects with state funding (verifiable 10% goal required) $100,000 or more  G.S. 143-128.2(a) 
– Locally funded projects (formal HUB requirements)  $300,000 or more  G.S. 143-128.2(j) 
– Projects in informal bidding range     $30,000 to $500,000*  G.S. 143-131(b) 
   (Informal HUB requirements)  
*Note: Formal HUB requirements should be used for informally  
 bid projects costing between $300,000 and $500,000 
 

Limit on use of own forces      Not to exceed   G.S. 143-135(a)(2) 

Construction or repair projects          $500,000 (total project) or $200,000 (labor only) 

Bid bond or deposit 
Construction or repair contracts     $300,000 and above G.S.143-129(b) 
Purchase contracts       Not required 

Performance/Payment bonds 
Construction or repair contracts each contract over   $50,000 of   G.S. 143-129(c);  
(100% of contract amount) project costing over   $300,000   G.S. 44A-26 
Purchase contracts      Not required 
 

General contractor’s license required    $30,000 and above  G.S. 87-1 

 
Use of licensed architect or engineer required 
Nonstructural work       $300,000 and above  G.S. 133-1.1(a) 
Structural repair, additions, or new construction    $135,000 and above 
Repair work affecting life safety systems    $100,000 and above 

 
Selection of architect, engineer, surveyor,  
Construction manager at risk, or design-build contractor 
“Best Qualified” Section Procedure    All contracts unless exempted  G.S. 143-64.31 
Exemption authorized      Projects where estimated  G.S. 143-64.32 
       fee is less than $50,000 
 
*Note: Purchase of apparatus, supplies, materials, and equipment or construction and repair 
contracts costing $30,000.00 or more required Board approval. 
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Definitions of Special Terms: 

 Encumbering Funds:  State law requires that funds be encumbered for each purchase prior to the 
actual placement of the order. All purchase orders must be signed by the Finance Officer prior to the 
order being released. Purchase orders are not required for utilities, dues, insurance, and work/travel-
related expenses. This encumbrance procedure ensures that money is available to meet obligations 
before they are made, that correct fund sources are used, and that applicable policies are being 
followed. The Pender County Board of Education is not responsible for payment of invoices for orders 
placed without authorization and without assignment of a purchase order number. 

 Emergencies:  Emergencies are defined as situations which endanger lives, property, or the 
continuation of an important program which can be corrected only by immediate on-the-spot purchase 
or rental of equipment, supplies, materials, or services. 

 Specifications:  A purchase specification is restrictive in that it sets limits on what is acceptable. 
Specifications must not be unreasonably restrictive as this eliminates competition. Usually, more than 
one make or brand of a particular item is satisfactory. In developing specifications, an attempt must be 
made to specify a quality that is suitable for the intended use but not restricted beyond what is 
reasonable. 

 Sole Source Items:  Single source (franchise) items are items for which there is only one dealer, 
distributor, or manufacturer from which to purchase that item in a particular area. Such items costing 
$10,000.00 or less may be purchased locally, provided the item(s) are documented on the purchase 
requisition as single source. Efforts should continually be made to locate additional sources or 
satisfactory substitute items. 

 Fixed Assets:  Fixed assets include property of the school system that is not exhausted by use and is 
valued for multiple school years. Items such as furniture, technological hardware, and items purchased 
through capital outlay funds are included in fixed asset inventory. The school system’s Finance Officer 
is responsible for maintaining an accurate fixed assets record. Therefore, each school is responsible 
for maintaining an up-to-date record of its fixed assets on inventory. Each time an item that is part of 
the school system’s fixed asset is received by a school or department, that school or department must 
place on the item the appropriate sticker and gather the correct inventory control information. This 
information should be immediately reported to the Purchasing Specialist. (see Fixed Asset 
Inventory Record Layout).  The Purchasing Specialist checks the FAI for accuracy and submits FAI to 
Finance Officer.  

 Participation by Historically Underutilized Businesses:  Pender County Schools shall actively seek and 
identify qualified minority, disabled, and women’s business enterprises and offer them the opportunity 
to bid on items. The school system is required by General Statues to report all bids extended to and 
purchased made from DBE’s, MBE’s, and WBE’s to the Division of Purchase and Contract quarterly 
for inclusion in a consolidated report to the General Assembly. 

 Reverse Auction:  A reverse auction is a “real time purchasing process” in which bidders compete to 
provide goods at the lowest selling price in an open interactive environment. 

 
Special Cases: 
Exemptions and Delegations of Authority for purchasing: 
Some items are exempt from these policies, and the State, therefore, delegates the authority to the local 
agencies in purchasing the following: 

 Published books, manuscripts, maps, pamphlets, and periodicals. (G.S. 115C-522) 

 Purchase of supplies and food for school food services; purchase of food grown or raised in North 
Carolina. (G.S. 115C-264; G.S. 115C-264.4) 

 Special emergency involving the health and safety of the people.  (G.S. 143-129(e)). 
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II.  Purchasing Procedures 
 
Pender County Schools does not use a centralized purchasing procedure; however, each school’s purchasing 
procedures must be similar and follow established guidelines as well as comply with North Carolina 
procedures.  Since each school and department in the central office is responsible for preparing their own 
purchase orders, the following guidelines are intended to provide uniformity, compliance with law, and 
minimize problems.  
 
The basic steps in the purchasing procedure involves identifying a need, identifying a proper fund source, 
specifying the product or service needed (purchase requisition), preparation and approval of the purchase 
requisition/order, receipt of the ordered items, and placing the items on inventory (if necessary).  Identification 
of a need and identification of a proper fund source and department or school responsibilities and will not be 
elaborated upon in this manual.  Preparation of a requisition and purchase order, receipt of items ordered, and 
fixed asset accounting involve both the school or department and the Finance Officer and require timely 
preparation and transmission of information by both parties to ensure that the process flows smoothly. 
 
In order to make this process easier to understand for individuals who are new to this process, this manual will 
follow the process chronologically, emphasizing necessary procedures and identifying responsible individuals 
along the way.   
 
Purchase Requisition: 
 
The first step in the process is purchase requisition (see form PCS-3).  This step is used to specify products or 
services needed and delivery requirements.  It is the source document from which the purchase order is 
prepared by either the School Treasurer or Department Administrative Assistant.  The purchase requisition 
should be completed by the individual desiring to purchase goods or services.  The requisition indicates 
quantities, descriptions, delivery requirements, etc.  It is also used as bid documentation.  
 
Purchase requisition forms may be obtained through the School Treasurer.  Individuals must fill out a 
requisition form completely and accurately.  All requisitions must be legible.  Any requisition with incomplete 
information or any requisition which is not legible will be returned to the individual who initiated it by the 
Treasurer or Administrative Assistant thereby delaying the processing of the order. 
 
While individual schools or departments may choose how to use the requisition form, its use is recommended 
for all schools and departments as it provides consistent, clear information to the person who prepares the 
purchase order.  It should limit errors in the process of procuring items and serve as an aid in resolving 
problems. 
 
The following information is required on the form: 
 

1. School    Enter the complete name of the school, if applicable. 
2. Teacher/Department  Enter the department or name of the teacher making the request. 
3. Catalog/Date   Give the name and date of the catalog used (Bender-Burkot, 1999-                 

00) or indicate “information by phone” if ordering information was 
obtained by telephone.  Use current catalogs for pricing and catalog 
numbers, or call the company for current information (check 
shipping charges when the call is made). 

4. Company   Enter the exact vendor name.  If the company name is an acronym,  
enter the acronym and the full company name in parenthesis.  For 
example, Camera Corner, Inc.  NCS (National Computer Systems) 
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5. Address   Enter the vendor’s complete address including zip code.  Many                        
    companies now have an ordering address and a different “remit  
    to“ address. 

6. Date    Enter the current date (Month/Day/Year). 
7. Budget Code   Enter the complete budget code.  Generally, this will be supplied by 

    the supervisor or principal (bookkeeper).   
8. State Contract #  Enter a contract certification number.  Any item listed on State  

    contract must be ordered from that contract.  This will be supplied   
     by the supervisor or principal. 

9. Telephone #   Enter the complete phone # including area code. 
10. Fax #    Enter the complete fax # including area code. 
11. Page #    Enter the catalog page # containing information about the item  

being ordered. 
12. Quantity   Enter the quantity being ordered.  Review the definition of “unit” of   

the item.  (1 doz., 12 each, 3 pkgs). 
13. Unit    Enter the unit being ordered.  If the unit is dozen and the cost is for  

a dozen, then the quantity should be for number of dozens of the 
item being ordered.  (Example):  If 12 of an item is needed, and the 
unit is listed in the catalog as dozen, order one dozen, not 12- or 
144 items) 

14. Catalog #   Enter the exact catalog # or ISBN number.  Be very careful to   
proofread the catalog number.  This number is used to pull orders, 
not the description of the item.  If it is incorrect, you will likely receive 
the wrong item, resulting in the expense of returning the item and a 
possible restocking fee. 

15. Description   Enter the title or name of the item as it appears in the catalog.  If the  
item is part of a series, be sure to include the name of the  

     series.  It is important to give a description that is as accurate as    
     possible so the warehouse will know what is ordered.  If an item has  
     several components, list all components.   

16. Unit Cost   Enter the unit cost.  This cost must match the unit listed in the unit  
column.  If the unit ordered is dozen, the unit cost must be for a 
dozen. 

17. Total Cost   Enter the extension of the cost—quantity x unit cost. 
18. Sub-Total   Add the figures in the “Total Cost” column for the sub-total.  Be sure 

    to check your figures. 
19. Tax 6.75%   Compute 6.75% of the sub-total for the tax amount.  The school    

System is not tax exempt—even for out-of-state companies. 
20. Shipping   Find the information in the vendor’s catalog that explains ordering 

procedures to determine how much to add for shipping and/or  
     handling.  There may be a percentage, a set fee, or you may have  
     to compute based on a chart, distance, and/or weight shipped.  If  
     the catalog states that actual shipping charges will be paid and  
     added to the invoice cost, figure 10% of the sub-total for shipping. 

21. Grand Total   Add sub-total, tax, and shipping. 
22. Comments   Use this space for information or any special instructions for the   

purchasing clerk such as:   
1. Include coupon with purchase order. 
2. Order must be pre-paid. 
3. List the price comparisons and companies checked. 
4. Give information.  For example, the order must be received by a  

certain date to be used in a workshop or special program.  (If 
this is the case, submit the requisition early enough to allow the 
order to be received in time.  Plan ahead!) 

5. Quotation #1234 received from John Doe on date. 
23. Approved   The principal or department head (or other designated authority)  

must sign the requisition.  This indicates his/her approval for the 
expenditure of funds.  
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Purchase Orders: 
A purchase order must be issued for all materials, supplies, equipment, service, and construction or repair 
projects.  No invoice will be honored for such items or services unless it is supported by a properly signed 
and processed purchase order.  Purchase orders also serve as a vehicle to encumber funds.  State law 
requires that funds be encumbered for each purchase prior to placement of the order.  By issuing a purchase 
order, the finance department meets all pre-audit requirements (G.S. 115C-441), and the Finance Officer 
certifies that all transactions have been made according to established purchasing procedures.  (See 
Purchase Order Form) 
 

1. Requisitions should be prepared by the school treasurer or department administrative assistant 
directly from information gathered from the approved purchase requisitions submitted by individuals.  
All pertinent information on the purchase order form is to be completed accurately.  The principal or 
department head must approve the requisition.  It is then approved by the technology director if 
applicable, purchasing specialist and finally the schools Finance Officer. 

2. After requisitions have been reviewed by the Finance Officer for completeness and accuracy:    

 An edit check is run to verify that sufficient funds are available for each order.  Insufficient funds 
orders will be returned to the originator.   

 Requisitions are approved and become purchase orders. 
3. After approval by the Finance Officer, purchase orders are distributed as follows: 

a. White copy:   Vendor copy- Sent by central office 
b. Green copy:  Receiving report- to school and returned upon receipt of order. 
c. Yellow copy:  School copy- for school records 

4. A control record of all purchase orders issued must be maintained in the Finance Department and by 
the school treasurer.  All school purchase order numbers are assigned by school treasurers.   
An account of these numbers must be kept with explanations for any missing numbers.  In Pender 
County Schools, the computer program, Schoolfunds Online, is used to generate purchase orders 
and to maintain account information including fund balances. 

5. Void Purchase Orders:  If it becomes necessary to void a purchase order (for example, items not 
delivered in a timely fashion, mistakes in generating the purchase order, items not meeting 
specifications, etc.), the school must notify the school system Finance Officer sending the green 
copy of the purchase order to the Finance Officer with “VOID” written on both copies.  The school 
should keep the yellow voided copy and make corrections to Schoolfunds Online and fund balances.  
The school is also responsible for notifying the vendor that the purchase order is voided. 

 
 
 
Blanket Purchase Orders: 
The purpose of an open or blanket purchase order is to make on-the-spot purchases of apparatus, supplies, 
materials, or goods and services.  The total amount of the open purchase order must be approved by the 
Finance Officer.  Individual transactions should not exceed $500 unless approved by the Finance Officer.  
Blanket purchase orders may not be used to order supplies found on State contract from non-contract 
sources.  Schools may eliminate the use of blanket purchase orders with good planning.   
 
All the procedures regulating purchasing through existing state contracts, etc., are applicable to purchases 
made through blanket purchase orders.  Blanket purchase order procedures may be appropriately utilized to 
obtain a limited quantity of items and sundry services.  Sufficient controls must be established to insure 
proper protection of funds and to ensure that blanket purchase order authorizations are not used to 
circumvent normal purchasing practices.   
 
The following procedures are to be used for open/blanket purchase orders: 
 

1. Each department having a recurring need for miscellaneous supplies or services must have advance 
approval for a blanket purchase order from the Finance Officer. 

2. Various sources in the area should be solicited to obtain the most favorable price quotation and cash 
discounts.  Quotation documentation should be on file in each department. 

3. Blanket purchase orders should contain the following information:  
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a. The period of time covered by the order.  Requirements should be reviewed monthly to 
determine if there is a continuing need for the blanket order. 

b. The supplies, materials, goods or services covered. 
c. The total dollar amount which can be encumbered under the blanket order.  

Purchases in excess of this amount are not permitted. 
 

4. Authorized users of blanket purchase orders should determine their need for items that may be 
charged to the authorized blanket purchase order and determine if the applicable purchasing 
procedures permit that specific purchase under the circumstances before making a purchase against 
the order.  Persons authorized to make purchases shall be held personally liable for unauthorized 
purchases or improper practices. 

 
5. Merchandise received should be accompanied by delivery tickets specifying the name of the 

supplier, the number of the blanket purchase order, date of the call, name of the person placing the 
call or making the pickup, itemized list of supplies furnished, quantity, unit price extensions, 
applicable discounts, and the date of delivery. 
 

6. Receipt of the supplies/services and the date received should be acknowledged on the delivery ticket 
by the person receiving the supplies/services.  Delivery tickets should then be forwarded to the 
appropriate department administrative assistant or school treasure for review and processed for 
payment. 
 

7. At least monthly, suppliers should submit an invoice (supported by copies of delivery tickets) 
covering all items delivered within the billing period.  Invoices will be reconciled with signed delivery 
tickets.  The appropriate department administrative assistant or school treasurer shall review and 
approve all invoices prior to processing for payment.  The receiving copy of the purchase order shall 
be signed indicating approval for payment. 
 

Pressing Need/Emergency Purchase Orders: 
The purpose of a pressing need/emergency purchase order is to obtain authorization to make purchases on 
the open market in cases of genuine emergency or pressing need.  A pressing need is one arising from 
unforeseen causes including, but not limited to, delay by contractors, delay in transportation, breakdown in 
machinery, or unanticipated volume of work.  Emergencies are defined generally as situations which 
endanger lives, property, or the continuation of a vital program and which can be rectified only by immediate, 
on-the-spot purchases or rental of equipment, materials, supplies, or services.  Emergency purchase orders 
are done only through the Finance Officer, are seldom used, and are not a remedy for failure to plan. 
 
 
The following procedures should be followed when there is a need for a pressing need/emergency purchase 
order: 
 

a. Approval must be obtained from the appropriate department for the issuance of the emergency 
order.  (Prior authorization list must be on the file in the Finance Department for the Maintenance 
and Transportation Departments). 

b. The person must advise the Finance Office of the reason for the emergency order. 
c. The Finance Officer must verify the fund balance of the school/department before continuing.  If 

funds are not available, the Purchaser must contact the Finance Officer for direction before 
continuing with placement of the order. 

d. If the item(s) required is on state contract, the Purchaser shall contact the selected vendor to 
determine if immediate delivery can be made. 

e. If the selected vendor cannot make immediate delivery, the item(s) may be purchased on the 
open market after obtaining such quotes as time permits. 

f. The Purchaser gives the authorized vendor a purchase order number. 
g. The school treasurer or department administrative assistant should sign the receiving copy; 

attach packing slips, delivery tickets, etc. and return the information to the appropriate 
department for review and processing. 
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h. The Finance Officer shall maintain a log of all pressing need/emergency purchase orders issued.  
The log must show purchase order number, date, vendor, general description, 
department/school, caller and dollar amount. 

 
 

Receiving Procedures: 
The purpose of this section is to stress the importance of the procedures which must be performed between 
sending a purchase order and making payment. 
 
Purchasing is the first step in the entire acquisition process which begins with the requisition of goods and 
services.   After purchasing, goods and services they must be physically received and the receipt 
documented.  The goods must then be stored or delivered to the appropriate location. 
 
Timely and accurate receiving procedures are essential for assurance that goods and services paid for have 
actually been received.  The person signing to acknowledge receipt of goods and services must be aware 
that in doing so they are authorizing the expenditures of school system or individual school funds.  Under no 
circumstances should any school system employee sign for goods or services which they have not actually 
seen and verified all relevant data such as item number, part number, description, quantity, and quality. 
 
Orders Shipped Directly to Schools/Departments: 
Orders shipped directly to schools/departments should be received according to the following procedures: 
 

1. When purchase orders are issued, the green receiving copy of the purchase order will be sent to the 
appropriate school/department. 

2. When complete orders are received, all relevant data on packages, cases, individual items, etc. must 
be matched against the green copy of the purchase order.  Quantities received must be verified.  
The receiver must then sign and date the green copy.  The green copy must be sent to the school 
system Finance Officer. 

3. If all items are not received and back-orders will not be accepted, the necessary adjustments must 
be made on the green copy.  It must then be signed and forwarded to the Finance Officer.  Once the 
green copy has been forwarded to the Accounts Payable Department, back-orders cannot be 
accepted. 

4. When partial orders are delivered to the schools/departments, the receiver should indicate by check 
marks (√) which items are complete and enter the quantity received in numerals next to the items 
which are incomplete. 

5. The receiver must make a copy of the green purchase order, write “partial order” on the copy, sign, 
and forward the copy with the packing slip to the finance office. 

6. Each time a partial shipment is received, this process should be repeated. 
7. When the final shipment is received, the green copy should be marked complete, signed, and 

forwarded to the finance office. 
8. The yellow copy of the purchase order should also be marked received, including adjustments for 

items not received, etc. and retained at the school office.  This provides duplicate records in two sites 
in case questions arise. 

 
Service Contracts: 
A service contract is defined as any agreement in which an independent contractor performs services 
requiring specialized knowledge, experience, expertise, or similar capabilities.  The services may include, but 
are not limited to, services such as maintenance of buildings or equipment, auditing, banking services, legal 
services, film production, employee training, food services, and custom printing. 
 
Specific procedures guiding purchases of services by school units are not established by North Carolina 
Statues.  Good business practice dictates, however, that competitive quotations/bids be solicited to the 
extent practical.  Each department shall develop and maintain an active bidder’s list for each type of service. 
 
Staff Development:  
Requisitions and purchase orders should not be used for staff development except if needed for advance 
registration and workshop supplies.  Travel expenses are covered for employees on a reimbursement basis.  
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Registration or the purchase of airline tickets may be paid in advance with proper documentation by 
purchase order. 
Refer to Travel and Staff Development guidelines for additional information. 
 
Lease Purchase and Installment Purchase Contracts for Certain Equipment:  
Lease purchase contracts, contracts that include options to purchase, and leases for the life of equipment all 
must be bid consistent with the requirements of G.S. 143-129 and 143-131.  The purchasing officer shall 
ensure that such contracts meet the legal requirements and the provisions of policy 6420, Contracts with the 
Board. All lease purchase and installment purchase contracts must be approved by the Finance Officer. 

  
1. Local Boards of Education may purchase or finance the purchase of automobiles, school buses, 

mobile classrooms units, photocopiers, computers, computer hardware, computer software, and 
related support services by lease purchase contracts and installment purchase contracts as provided 
in this section.  Computers, computer hardware, computer software, and related support services 
purchased under this section shall meet the technical standards specified in the North Carolina 
Instructional Technology Plan as developed and approved under G.S.115C-102.6A and G.S. 115C-
102.6B. 

2. A lease purchase contract under this section creates in the local board the right to possess and use 
the property for a specified period of time in exchange for periodic payments and shall include either 
an obligation or an option to purchase the property during the term of the contract.  The contract may 
include an option to upgrade the property during the term.  A local board may exercise and option to 
upgrade without rebidding the contract. 

3. An installment purchase contract under this section creates in the property purchased a security 
interest to secure payment of the purchase price to the seller or to an individual or entity advancing 
monies or supplying financing for the purchase transaction. 

4. The term of a contract entered into under this section shall not exceed the useful life of the property 
purchased.  An option to upgrade shall be considered in determining the useful life of the property. 

5. A contract entered into under this section shall be considered a continuing contract for capital outlay 
and subject to G.S. 115C-441(c1). 

6. A contract entered into under this section is subject to Article 8 of Chapter 159 of the General 
Statutes, except for G.S. 159-148(a)(4) and (b)(2). 

7. Sections (5) and (6) shall not apply to contracts entered into under this section so long as the term of 
each contract does not exceed three years and the total amount financed during any three-year 
period is no greater than two-hundred fifty-thousand dollars ($250,000) or is no greater than three 
times the local board’s annual State allocation for classroom materials, equipment, and instructional 
supplies, whichever is less.  The local board shall submit information, including the principal and 
interest paid and the amount of outstanding obligation, concerning these contracts as part of the 
annual budget it submits to its board of county commissioners under Article 31 of this Chapter. 

8. No contract entered into under this section may contain a nonsubstitution clause that restricts the 
right of a local board to: 

 continue to provide a service or activity, 

 or replace or provide a substitute for any property financed or purchased by the contract. 
9.  No deficiency judgment may be rendered against any local Board of Education or any unit of local 

government as defined in G.S. 160A-20(h), in any action for breach of a contractual obligation 
authorized by this section, and the taxing power of a unit of local government is not and may not be 
pledged directly or indirectly to secure any monies due under a contract authorized by this section. 

 
III.  Construction or Repair Work—Contracted: 
 
The following requirements must be met for all purchasing:  

 Construction or repair work costing $500,000 and above requires formal bidding. 

 Construction or repair work costing $30,000 to $500,000 requires informal bidding. 
  
 

 Informal Bidding Requirements 
1. Informal bids must be secured for construction or repair work costing $30,000 but less than 

$500,000.  
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2. The superintendent, in consultation with the purchasing officer, is authorized to determine the 
best method for securing informal bids on a product.  Bids may be obtained verbally, by 
electronic means or written submission. No advertisement is required. No minimum number of 
bids is required. A record of all bids submitted must be maintained. This record is not subject to 
public inspection until the contract has been awarded. 

3. The award shall be made to the “lowest responsible, responsive bidder,” taking into 
consideration quality, performance, and the time specified in the proposals for the performance 
of the contract. 

4. Construction or repair work costing $30,000 or more must be pre-approved by the Board.  
 

 Formal Bidding Requirements 
 1.   Formal bidding requirements cover the construction or repair work costing $500,000 and above. 

The threshold applies to estimated cost of the total contract (not each item).  Contracts shall not 
be divided for the purpose of evading the bidding requirements. 

 
Special Cases for Construction: 
 
Exceptions that apply to construction or repair contracts: 

 Change order work. 

 Construction management at risk projects. 

 Force account work (use of own force). Formal bidding for construction or repair work does not apply 
to work undertaken by the Maintenance Department: 
1. When the work is performed by “force account qualified labor on the permanent payroll” and 
2. When “either the total cost of the project, including all direct and indirect costs of labor, services, 

materials, supplies, and equipment, does not exceed $500,000 or the total cost of labor on the 
project does not exceed $200,000.00 

NOTE: Purchases of apparatus, supplies, materials, or equipment for use in force account work must comply 
with the normal bidding requirements. “Construction or repair work shall not be divided for the purpose of 
evading the law”. 
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IV.  Appendix—Relevant Board Policies 
 

 
 
 
 
 
 


