

 Purchasing and Fixed Assets Procedures Dr. 
Wednesday, August 7, 2024



1. Office Location - 2001 UTEX Drive
Mail Route: A new schedule will be implemented this school year.
Mail route will be done Monday, Wednesday, and Friday.
All mail will be picked up from the post office on a daily basis.
All metered mail will also go out on a daily basis.
Metered mail coming from the campuses will also be taken the same day such as (report cards), etc.
    
2. Paper Inventory (Website)
a. Use Paper Inventory Vendor#008172

3. Shipping Addresses
a. Verify with vendors that they are going to deliver to your campus/department if the items do not need to be tagged.
b. Some packages are going to Central office even though the Deliver to is Campus/Department Address-please remind the vendors which purchase orders need to go to your campus.

4. SAM's Orders Procedures
a. List item numbers on the requisitions
b. Due by Monday at 12 noon for a pickup on   Tuesday or Thursday.
c. Email PO's to Jany at Purchasing in order for her to submit the online order
Sam’s Club curbside pick-ups have increased limiting dates and times pick-ups.
Still have your secretary send a copy of the Sam’s Club purchase order to Jany to check availability but there is a possibility someone from the campus would need to go shop and call us when ready to pay.**Please don’t forget to include your pick up fee in the amount of $4.00 or shipping fees.
Therefore plan in advance-if you decide to change the purchase order to Wal-Mart or HEB. Also,
Please do not request the purchase of ice from Sam’s Club. Process your purchases from HEB or Wal-Mart.

5. Purchasing Cooperatives (Website)
a. Viewing EDGAR Compliant Vendors - Federal Funds Only (E)
b. New Cooperatives Central Texas Purchasing Alliance

6. Awarded Bids/Proposals (Website)
a. Look up awarded vendors by right clicking on the RFP in the second column.
*print lists for your records
***We have a master list of Board Approved vendors for the General Merchandise, Professional Consultants, & Meals and Catering.

7. Requisitions (Skyward)
	a. Bid Number (Cooperative Name and Contract Number) must be typed in the first description box
b. If using Walmart or HEB- are the exceptions to provide a listing of items being purchased
                                       Attach the list to   the requisition on the system

c. Professional Contract Services - must attach the approved contract on the system
d. Three quotes required- must use the Written Quote Form and attach it to the requisition on the system.  Also, please attach the actual 3 quotes you received from the vendor to the 3 quote form.


8. Federal Funds (Website)
a. All purchases must be EDGAR Compliant
1. Using Purchasing Cooperatives that are EDGAR Compliant
1. Verify that the vendors on these Cooperatives are EDGAR Compliant (E)
i. Using District Bids that are EDGAR Compliant
ii. Last option would be to obtain 3 quotes - Use Written Quote Form

b. Debarment Status Check 
Under Purchasing Website/EDGAR COMPLIANCE-Federal Funds the link is
https://www.sam.gov/SAM/pages/public/searchRecords/search.jsf


9. Inventory Procedures/Fixed Assets (Website)
a. Item Thresholds
i. All electronics that cost more than $150.00
ii. Furniture and Equipment that cost $500.00 or more
b. Only computers, laptops, iPads, Chromebooks must go to the warehouse for barcoding, and then it will be delivered to your campus/department.
c. Change the shipping address to 2001 Utex Dr. address, if you do not have access to a specific shipping address let us know
d. If an item goes directly to your campus without a barcode
i. Contact the Purchasing Department
ii. Depending on the item you must either
a. send them to the warehouse for barcoding
b. or we will send someone to tag and barcode the item
e. Items received at the Warehouse
i. Allow up to two weeks for processing - depending on         number of items on hand at the warehouse
f. Items being requested for barcoding
i. Allow up to two weeks for processing - depending on date of request and number of items pending at the warehouse
g. Items must be barcoded before submitting for payment to Business Office
i. The AP ladies have access to check on Hayes/TIPWebIT to check if the items were tagged

10. Questions
a.	Closing






		ADDITIONAL DUTIES FOR THE PURCHASING DEPARTMENT


		The Purchasing Department handles the following assignments:


Student Insurance:
Voluntary Student Accident Insurance brochures will not be distributed this year.  We have a new vendor. Monarch Management  and our agent is Greg White (903) 520-7579 at Achieve Financial Group. Student Athletic On-Line Claim information is available on our website.  The link is the following: https://www.sbcisd.net/apps/pages/index.jsp?uREC_ID=893311&type=d&pREC_ID=2337788	

Accident Reports for Vehicles:
Accident statement and police report need to be emailed or interoffice mail to Mr. Cavazos as soon as possible. A 
claim will be submitted to TASB, once an adjustor is assigned they will be contacting you.

Textbooks Request:
Request form must be approved by Director of Elementary or Secondary Instructional Implementation. Once approved 
email the form to Mr. Cavazos and copy Richard Garcia. Prior to sending in a request please verify your inventory in your
Book Rooms. Please allow up to 1 week for delivery. 

