Commodity Purchase/Bidding Procedures Flowchart

What is the cost of the commodity purchase including tax and shipping?
Commodity - supplies, goods, material, equipment, property, etc.

$9,999.99 or less

Acquire multiple bids, prepare
purchase order, attach bids, and send
to business office

$10,000 or more

Is vendor a cooperative purchasing vendor
with an approved contract for the commodity
being purchased? No or Yes

7/1/2015

Business office will sign purchase order
and process order or return to the
building for processing order if
requested.

No-Cooperative Purchasing Member

Solicit three bids in writing from vendors
(email, website, etc)

After bids are received, complete a bid
summary sheet (available from business
department), attach all bid documentation
including summary to the purchase order and
submit to the Business Office

Business Office will add bid list to the next
school board agenda in the consent agenda -
board approval is required for all expenditures
>$9,999.99

Purchase order is signed by business office
personnel and order is processed.

Yes - Cooperative Purchasing Member

Member must have a contract for the
items being purchased

Cooperative purchasing agency -
Examples:
Arkansas Department of Finance &
Administration (AR DFA)
TIPS/TAPS

Attach the following items to the
purchase order and submit to the
business office:

Quote, contract page
(showing contract #)

Business Office will add cooperative
purchase request to the next school
board agenda in the consent agenda -
board approval is required for all
expenditures > $9,999.99

Purchase order is signed by business
office personnel and order is
processed.

Note: Arkansas Public Schools are not sales tax exempt. Schools pay sales tax to all in-state vendors and use tax to all out-of-state vendors unless there is a specific exemption allowed
for the commodity under Arknasas Law. Items which have a specific exemption from sales tax if purchased by an Arkansas School are: school buses, vehicles, food purchased in
cafeteria, textbooks, and instructional material (sheet music, software, maps, globes, charts, DVD's, books, calculators, dissection supplies, other hands-on instructional materials, etc.)




