
 

 

 

PURCHASING PROCEDURES 

 
PURPOSE: To ensure that goods and services are acquired at the lowest possible cost without 

sacrificing quality of educational purpose; are within dollar amounts and purpose as approved in 

the budget; comply with federal, state, town, and Southington Public Schools requirements, as 

well as generally accepted  business practices. 

 

To ensure oversight and accountability, purchasing is a two-step process.   Staff may initiate 

purchase requisitions; however, only the purchasing office may create and send purchase orders.  

(A computerized accounting software system converts the approved purchase requisitions into 

purchase orders.) 

 

PURCHASING AUTHORITY:  Only designated administrators may approve purchase 

requisitions.  Administrators may designate other staff to prepare the requisition; however, 

administrators must always authorize the purchase requisition. 

 

PROCESSING PROCEDURE:  Purchases may be made only by a purchase order approved by 

the Purchasing Agent.  Any individual who orders goods and services without a purchase order 

approved by the Business Office is considered to be making a personal purchase.  The 

Southington Public Schools is not responsible for paying these types of bills. 

 

All prospective purchases must be submitted as requisitions through the accounting software 

prior to the event, purchase, or planned reimbursement.  The system automatically tests for fund 

availability.  If there are insufficient funds in the account to be charged, the Purchasing Agent 

will notify the administrator requesting the requisition. 

 

TYPES OF PURCHASE REQUISITIONS:   

1. Descriptive:  This requisition should contain all the information needed to fill the order 

including quantity, full product description (model number, size, color, etc.), individual 

unit pricing, extension of total cost, freight (where applicable), vendor discount (if 

available), and complete account coding.  An attachment in lieu of order description may 

be used only in extreme circumstances. 

 

2. Emergency Purchases:  When uncontrollable circumstances require immediate 

acquisition of goods or services, the following procedure is to be used: 

 Requisition approved by administrator must be faxed to Purchasing Office with 

cover note requesting emergency approval. 

 Purchasing Office must be alerted by phone to expect the emergency fax. 

 Once the emergency purchase is approved by the Purchasing Agent, the order may 

be faxed or called to the vendor using the purchase order number.
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PAYMENT PROCESS:  The Purchasing Office must have evidence that materials or services 

have been received in order to pay invoices: 

 

1. The individual who receives an order much confirm receipt in writing. 

2. All packing slips must be forwarded to the Purchasing Office with the purchase order 

number written on them. 

3. If partial order has been received, the school should send the packing slip and a copy of 

the purchase order to Accounts Payable.  This will allow the Purchasing Office to pay for 

the goods received, but keep the purchase order open waiting for the back ordered items 

to be delivered. 

 

BIDDING GUIDELINES: 

1. UNDER $3,000  Pricing may be developed by comparing costs in current 

    catalogs and should be confirmed with vendor. 

 

2. $3,000 - $4,999  Three (3) written quotes must be obtained and attached to  

    the requisition.  Purchases should be made using the low  

    quote.  Any exceptions to low quote must be carefully  

    explained. 

 

3. OVER $5,000   Formal bid(s) required. 

 

Price quotes/bids are not required when items are available from one vendor only (e.g., 

educational media, software, and most services), or purchasing from approved vendors using 

school district, state, or purchasing consortium contracts. 

 

Orders for like items or services that would ordinarily be purchased on one (1) purchase 

requisition cannot be separated into multiple purchases to keep the total below the bidding 

guidelines of $3,000 for written quotes, and $5,000 for formal bid. 

 

Whenever appropriate, the use of state or other purchasing collaborative bids is encouraged 

(refer to http://www.das.state.ct.us).  If you are using a state or other collaborative bid, you must 

reference the bid number on the purchase order. 

 

The Southington Public School District is tax exempt according to state statute; therefore, sales 

tax is not normally paid or reimbursed. 

 

REIMBURSEMENT FOR PROFESSIONAL DEVELOPMENT:  Forms to request pre-

approval for Professional Development expenses are approved by the Assistant Superintendent’s 

Office. 
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