Lansing School District

Procedures- REVISED 9/30/08
Purchasing Rules and Procedures

The purchasing of all goods (supplies, materials and equipment) and services required for the operation of the Lansing School District shall be conducted in accordance with all applicable state and federal laws and Lansing School District policies.

A centralized purchasing process shall be utilized. Except as noted below, purchase orders or contracts shall be issued for all purchases. Documentation shall be maintained for all requisitions, bids, and purchases in accordance with the State of Michigan requirements and Lansing School District policy.

In accordance with state law, the District shall not purchase an item or group of items in a single transaction exceeding the state-imposed limit per Revised School Code, unless competitive bids are obtained and the purchase is approved by the Board of Education.  Purchases cannot be artificially divided to lower the threshold applicable under this regulation or any Lansing School District purchasing policies, regulations or procedures.

All purchases (including supplier selection) are subject to the approval of the purchasing agent for the Lansing School District. Purchases of commodities where adequate supply and competition is available within the local district to meet the district need may be redirected to local sources. 

Additional Purchasing Methods:

Purchase transactions of less than $250 may be made using purchasing cards as approved and monitored by the Director of Purchasing. The limit may be increased above $250 per transaction if otherwise required by job function and approved by the Superintendent or his/her designee. 

Small purchase orders are no longer used and are replaced with purchasing card purchases.  If there is an urgent need that cannot be fulfilled within the procedures listed herein contact the Purchasing Office 755-3030 for assistance.

PLEASE NOTE:

Purchase order requisitions must be processed and approved prior to the expenditure, trip, or otherwise committing District funds. Invoices for payment shall be submitted to Accounts Payable with the purchase order number.  Accounts payable will forward the invoice to the requesting department for approval prior to payment. 

Staff - Purchase Order Procedure

The purchase order (PO) shall be used for all purchases that will be paid for by District funds.  To initiate a purchase order, please follow this procedure.

A staff person who has budget responsibility (or his/her designee) enters a requisition in the on-line purchasing system. Access to this system may be obtained by sending a request in writing to the Technology Department approved by the School or department administrator.

When entering the requisition in the purchasing system the following information will be required: the potential company name, item description, estimated unit costs, general use, Lansing School District budget account number, and location of use.

2. All requisitions are reviewed and processed according to Board policy and Purchasing Office procedures.  Processing may include consolidation of orders, local sourcing and/or bidding. 

NOTE; Requisitions under $5,000 will normally not require a bid process.  Verification of supplier,  pricing  and proper account number is required. Therefore, these requisitions will be converted to purchase orders in 2 to 3 working days. Bidding or source changes may be required at the discretion of the Purchasing office. To expedite the processing of requisitions account number changes are made in Purchasing and the Administrator will be contacted via e-mail prior to purchase order approval. 
3. Once the requisition is converted to a purchase order and all approvals have been obtained, a written purchase order is generated and sent to the vendor.  A copy is sent to the requesting party. 

4. The order must designate direct delivery to Lansing School District location. Upon receipt of order, write the purchase order number on all receipts and invoices.  Receipts and invoices must be sent to the Accounting Office.  The receipt should be signed by the staff person who received the item(s).  Payment will be made to the vendor when an order, invoice and receipt are matched. 

5. A blanket purchase order may be requested using the same procedures as listed above.  A blanket purchase order covers repeated small purchases of supplies or materials from one vendor (example toner and supplies for a copier).  The request should indicate a period of time for which the order is valid, a maximum dollar amount that may be spent and the names of staff members who are authorized to make a purchase.

6. Check request forms have been replaced by the CIMS purchase order system.  Please see the following directions for processing these orders/payments. If you have any questions contact the Purchasing Office., 755-3030.   All payments and/or contracts must be approved 
NOTE: If a payment is required to be mailed with an order enter either “CHECK” in the message field or “check enclosed with order” in the description.    

Contracted Services

Per the ADMINISTRATIVE BULLETIN dated July 16, 2008,

“The following individuals, only, have been authorized to enter into professional service contracts on the behalf of the school district:

Debra Jackson, Executive Director of Human Resources

Julie Lemond, Chief Academic Officer

Venkat Saripalli, Assistant Superintendent of Business Services/CFO

Therefore, all requests for such contracts must be authorized in advance by one of these administrators.”

Beginning September 2008 contracted service agreements shall be entered into the CIMS system as purchase orders. 

Once the contracted service agreement form has been prepared the total the total expected contract amount should be entered in CIMS. The Contracted Service form with the signature of the approving party and listing the CIMS requisition number shall be submitted to the Purchasing Office for processing. 

NOTE: If a payment is required to be mailed with an order enter either “CHECK” in the message field or “check enclosed with order” in the description.    

A purchase order shall be issued and a copy of the purchase order will be sent to the contracting party and a copy will be returned to the requisitioner.  

Invoices for payment shall be submitted to Accounts Payable by the supplier.  Accounts payable will forward the invoice to the requesting department for approval prior to payment. 

Catering Services

Catering service shall be entered in CIMS. A separate requisition may be entered for each supplier. A blanket purchase order may be requested for repeated purchases from one supplier.

A purchase order shall be issued and a copy of the purchase order will be sent to the supplier and a copy will be returned to the requisitioner.  

Invoices for payment shall be submitted to Accounts Payable by the supplier.  Accounts payable will forward the invoice to the requesting department for approval prior to payment. 

NOTE: Please be aware that refreshments are not allowed from general funds for staff unless the event is outside of normal working hours.  If the staff works through lunch or come in early that is outside of normal hours.
Contact State and Federal Programs Office for expenses allowable under grant funded programs. 
Travel Related Expenses – Additional Procedures are Pending

After the conference request form has been completed and approved (by all parties) the total expected expense payments should be entered in CIMS. Separate requisitions should be entered for each hotel. The conference request form with the signature of the approving party and listing the CIMS requisition number shall be submitted to Purchasing for processing. 

NOTE: If a payment is required to be mailed with an order enter either “CHECK” in the message field or “check enclosed with order” in the description.    

Travel advances will not be offered.  A purchasing card shall replace any travel advances, if needed. A request for the use of the purchasing card on each trip must be submitted to the Purchasing Office. An approved conference request form and a travel budget form must accompany the request to use the purchasing card for travel.  Please allow 2 weeks to process new purchasing card requests. 

Field Trip Related Expenses

Field trip related expensed shall be submitted to Purchasing Department via the CIMS requisition system. 

Once the field trip request form has been prepared the total expected expense payments should be entered in CIMS. Separate requisitions should be entered for each hotel. The field trip request form with the signature of the approving party and listing the CIMS requisition number shall be submitted to Purchasing for processing.  All field trips outside of a 50 mile radius must be approved by central administration.

NOTE: If a payment is required to be mailed with an order enter either “CHECK” in the message field or “check enclosed with order” in the description.    

Travel advances will not be offered.  A purchasing card shall replace any travel advances, if needed. A request for the use of the purchasing card on each field trip must be submitted to the Purchasing Office. An approved field trip form and a travel budget form must accompany the request to use the purchasing card for field trips.  Please allow 2 weeks to process new purchasing card requests. 

Fundraising Related Expenses

Fundraising related expensed shall be submitted to Purchasing Department via the CIMS requisition system. 

Once the fundraising request form has been prepared the total expected expense payments should be entered in CIMS. Separate requisitions should be entered for each company supplying goods or services. School and/or department administrations must approve all fundraising projects. The fundraising approval form with the signature of the approving party and listing the CIMS requisition number shall be submitted to Purchasing for processing.  Invoices for payment shall be submitted to Accounts Payable by the supplier.  Accounts payable will forward the invoice to the requesting department for approval prior to payment. 

Insurance and Utility Payments

A blanket order requisition for insurance and utility payments on an annual basis shall be entered into the CIMS system.  The estimated yearly expenditure shall be encumbered by a purchase order.  

Invoices for payment shall be submitted to Accounts Payable by the supplier.  Accounts payable will forward the invoice to the requesting department for approval prior to payment. 

