UINTAH SCHOOL DISTRICT
PURCHASING PROCEDURES FOR SCHOOL FUNDS
PURCHASE APPROVAL
Any purchase committing school funds must have the approval of the administrator over the budget being charged prior to making the purchase.

PURCHASES LESS THAN $1,000
1. Check to see if the funds are available for the purchase.
2. Check for the best price, including delivery costs; via catalog, telephone, written bid etc.
3. Issue a school purchase order by inputting the purchase order on your school funds finance system. 
4. Submit the school purchase order to the vendor.  
5. Use of a District Purchasing Card is allowable if the total cost is within the card holder’s individual limits.  See Purchasing Card Procedures
PURCHASES BETWEEN $1000 AND $4,999
1. Check to see if the funds are available for the purchase.

2. Check to see if the goods or services are available on Utah State Contract by going to www.purchasing.state.ut.us.  Click on “state contract” search by vendor name, contract number, or keyword.  If the goods or services are available on state contract, fill out the top portion of a Uintah School District Quotation Sheet being sure to provide the state contract vendor name and number. 
3. If goods or services are not available on Utah State Contract then no less than three telephone quotations are required.  If the goods or services are available for purchase locally, at least one of the three telephone quotations must be from a local business.  Fill out a Uintah School District Quotation Sheet in its entirety providing a complete description of the product or service, the quantity, the vendor name and address, name of the person providing the quote, quote date, unit price, extended price, and shipping charges along with a brief comment explaining the rational for vendor selection.
4. Issue a school purchase order by inputting the purchase order on your school funds finance system. 

5. Submit the school purchase order to the vendor.

6. Retain a copy of the purchase order and quotation sheet at the school location for audit purposes.
PRUCHASES BETWEEN $5,000 AND $29,999
1.
Check to see if the funds are available for the purchase.

2. Check to see if the goods or services are available on Utah State Contract by going to www.purchasing.state.ut.us.  Click on “state contract” search by vendor name, contract number, or keyword.  If the goods or services are available on state contract, fill out a Uintah School District Quotation Sheet providing the state contract vendor name and vendor number.  
3. Issue a school purchase order by inputting the purchase order on your school funds finance system.  The purchase order must be signed by the originator and school administrator.

4. Attach the Uintah School District Quotation Sheet to your school purchase order and submit them to the Purchasing Department for signature.  Once signed, the Purchasing Department will send the purchase order back to the school for submittal to the vendor.  

5. If goods or services are not available on Utah State Contract then no less than three written quotations from three separate vendors are required.  If the goods or services are available for purchase locally, at least one of the written quotations must be from a local business.  
6. Issue a school purchase order by inputting the purchase order on your school funds finance system.  The purchase order must be signed by both the originator and the school administrator.

7. Attach the written quotations and a statement of award justification to the school purchase order and submit them to the Purchasing Department for signature.  Once signed, the Purchasing Department will send the purchase order back to the school for submittal to the vendor.  
8. Retain a copy of the purchase order and written quotations at the school location for audit purposes.

PURCHASES OVER $30,000

1. Purchases over $30,000 require that a formal bid process be followed.  The school must submit complete descriptions, specifications, and suggested vendors/contractors for the goods/services requested to the Purchasing Department, along with no less than two names of individuals recommended to sit on a bid selection committee.  
2. The Purchasing Department will formally solicit all suggested sources for the goods/services requested by issuing, as is appropriate:  (a) Invitation to Bid, 
(b) Request for Proposal, (c) Utah State Purchasing supported Bid Sync Website, (d) Public Notice.  All interested vendors/contractors will be given no less than two weeks to respond to the district’s formal solicitation.
3. The Purchasing Department, working with a member of the Bid Selection Committee, will establish, for the purpose of awarding the bid/RFP, a criteria for ranking the bid/RFP responses based on one or more of the following:  (a) price, (b) experience/qualifications, (c) past performance, (d) responsiveness to the bid.
4. The Purchasing Department and Bid Selection Committee will publicly open the bid/RFP and select the best vendor/contractor based on the criteria established and submit their recommendation to the Board of Education.

5. Upon Board approval, the Purchasing Department will work with the school to award the bid/RFP by issuing, as is appropriate, either a purchase order or contract.
SOLE SOURCE PROCUREMENT

1. Any request that the purchase of goods or supplies costing $1,000 or more be limited to one vendor/contractor must be approved by the Purchasing Department prior to the purchase. 

2. Fill out a Sole Source Request Form in its entirety and submit it to the Purchasing Department.  Any form submitted without the requested information will be returned.

3. Upon approval, the Purchasing Department will return the signed form to the school.  If the purchase is between $1,000 and $4,999, the school will issue a school purchase order to the vendor using the procedures as outlined above for such purchases.  The school must retain a copy of the purchase order and the Sole Source Request Form at the school location for audit purposes.  

4. If the purchase is $5,000 or more, issue a school purchase order by inputting the purchase order on your school funds finance system.  The purchase order must be signed by both the originator and the school administrator.

5. Attach the Sole Source Request Form to the school purchase order and submit them to the Purchasing Department for signature.  Once signed, the Purchasing Department will send the purchase order and sole source form back to the school for submittal to the vendor.  

6. Retain a copy of the purchase order and Sole Source Request Form at the school location for audit purposes.
YEAR BOOKS
1. Follow the purchasing procedures as outlined above dependent upon the total cost of the year books.  After the bid process has been finalized and the vendor selected, a multi year contract (up to 3 years) can be signed.  

2. Submit a copy of the contract to the Business Administrator for review.  Upon approval from the Business Administrator, the school administrator can sign the contract.

3. Retain a copy of the contract and all bid documentation at the school for audit purposes.
FUNDRAISERS

1. Fundraisers do not require a school purchase order or that the bid process be followed.  However, a contract must be in place prior to participating in the fundraiser.   
2. Submit a copy of the contract to the Purchasing Department for review.  Upon approval from the Purchasing Department, the school administrator can sign the contract.

3. Retain a copy of the contract and all other relevant documentation at the school for audit purposes.
SCHOOL PICTURES

Since school funds are not used to purchase school pictures, Uintah School District Purchasing Procedures are not required to be followed.  It is recommended that the school take into consideration the needs of the parents and seek a company that offers a quality product at a fair price.

