
Purchasing 3305

General procedures to be followed in the purchasing of supplies, equipment, or services
shall include: (a) research of potential suppliers, (b) invitations to participate in public
lettings, (c) requests for price quotations or outright purchases, (d) issuance of purchase
orders, (e) verification of receipt of goods or completion of services, and (f) submission
of claims for formal approval by the board of education.

Purchases or contracts shall only be made for those items which have been previously
approved through the adoption of the annual budget, unless otherwise authorized by the
board of education. It must first be determined if the school district has adequate funds
to cover an expenditure prior to placing an order or entering into a contract. Ordinarily,
bills must be submitted one week prior to the meeting to be approved at the next regular
board of education meeting. The board of education is to be informed of any
circumstance wherein intended purchases are not within budgetary limitations.

The superintendent of schools is authorized to request price quotations for any supplies,
equipment, or services which have a unit price of more than $5,000.00. These price
quotations must be presented to the board of education for approval.

The superintendent is authorized to make outright purchases, with or without developing
a set of specifications or requesting price quotations, for small new or replacement
items, through established vendors, which cost $5,000.00 or less. It is expected that
the superintendent use his or her discretion, as well as consult with school district
employees, to select and purchase those items which will best meet the educational
needs of the school district. Such items include, but are not limited to, expendable or
perishable items, tools, calculators, or items to supplement materials which had been
purchased via price quotations but were not purchased in a sufficient quantity to
complete the school year. The use of funds to purchase such items must have prior
approval from the board of education through its approval of the annual budget.

No school district employee shall obligate school district funds without prior
authorization from the superintendent. Any school district employee who obligates
school district funds without proper authorization shall become personally liable for the
full amount of such funds. The board of education reserves the right to withhold the
purchasing of items which may have had previous budget approval should it deem such
withholding appropriate or necessary.

Refer to Policy 3305.1, Public Lettings, Bids to Purchase, and AR-3305, Procedures of
Purchasing.
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