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GENERAL PURCHASING INFORMATION 

 PURCHASING OBJECTIVE
Public purchasing differs distinctively from private sector purchasing. As a public entity, our district must
make its purchases within relevant statutes and policies.  Although bound by these constraints, the
district’s objective is to purchase the products, materials, and services that offer the best value to the
district.

 PURCHASING OFFICE
The Purchasing Office facilitates the adherence to applicable statute and policy requirements and
application of efficient and effective procurement processes by:

• Monitoring purchases from a district-wide perspective to insure adherence to state statutes and
district policy.

• Establishing bids and contracts to cover repetitive procurements of goods and services.
• Processing purchase requests and issuing purchase orders to vendors in a timely manner.

 PURCHASING RESOURCES
There are numerous resources that afford us a means by which to procure commodities that have already
been competitively priced.  The purchasing cooperatives listed below allow us access to hundreds of
vendors and thousands of commodities.  They also assist us in vendor relations and performance.  They
offer a wide variety of line item and catalog bids.

• State Comptroller’s Statewide Procurement Division (TxSmartBuy)
http://www.txsmartbuy.com/contracts

• Texas Department of Information Resources (DIR)
https://www.dir.texas.gov/View-Contracts-And-Services/Landing.aspx

• TASB Purchasing Coop (BUYBOARD)
http://www.buyboard.com/default.html (need log-in)

• ESC Region 20 Purchasing Coop (2013 COOP)
http://www.esc20.net/purchasing/

• CHOICE PARTNERS
https://www.choicepartners.org

• The Interlocal Purchasing System (TIPS)
https://tips-usa.com/allvendors.cfm

• Purchasing Association of Cooperative Entities (PACE)
http://www.pacecoop.org

• ESC Region 19-Allied States Cooperative (ESC19-ASC)
http://www.alliedstatescooperative.com/vendors.php

• OMNIA Partners (formerly US COMMUNITIES & NATIONAL IPA)
https://www.omniapartners.com/publicsector/contracts

• 1Government Procurement Alliance (1GPA)
https://1gpa.org/current-vendors/

• Sourcewell (formerly NJPA)
https://www.sourcewell-mn.gov/cooperative-purchasing/contracts-vendor-search-a-z

http://www.txsmartbuy.com/contracts
https://www.dir.texas.gov/View-Contracts-And-Services/Landing.aspx
http://www.esc20.net/purchasing/
https://www.choicepartners.org/
https://tips-usa.com/allvendors.cfm
https://www.omniapartners.com/publicsector/contracts
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 VENDORS
• Bids are legally binding contracts.  We have an obligation to honor those contracts. Compliance

with bid laws necessitates the utilization of contract vendors when applicable.
• Currently there is no one single “approved bid vendor list”.  Additional vendors and pertinent bid

information may be obtained at the purchasing resources sites.
• New vendors: We have a large selection of vendors in our system.  Prior to requesting a new

vendor, every effort must be made to find the needed items first, from an approved contract
vendor, or second, from a contract vendor already in our system.  Every request for a new vendor
must document that these efforts were made.  The Vendor Request Form is available on the
BillieNet.

• If you are unsure as to whether a vendor is an approved contract vendor, contact the Purchasing
Agent at Central Office.

 QUOTES
• A quote is a means by which to confirm the cost of a purchase and also a means by which to

compare vendors’ prices.
• Prices obtained from vendor websites are not valid quotes. To be valid, the vendor must be

contacted and a written quote obtained.
• Quotes are not required on purchases from a contract vendor unless:

a. contract pricing is unknown
b. large quantities are requested
c. high cost item(s) are requested

• When requesting quotes from contract vendors, mention appropriate cooperative(s) listed above
under purchasing resources. If the vendor holds more than one contract, ask them to quote their
most competitive pricing and to reference the cooperative and contract number on the quote.

 UNAPPROVED PURCHASES
• State law requires purchase orders (PO) to be encumbered and approved prior to placing an

order.
• Purchases made without a properly executed and authorized PO may not be paid from

district funds, and persons making such purchases shall assume full responsibility for
payment of such purchases.

• A purchase is not authorized until it is manually signed by the Assistant Superintendent for
Business and Finance.  Entering a requisition into the finance system does not authorize the
purchase.

 EMERGENCY PURCHASES
• A true emergency (as defined by TEA with regards to purchasing) is a situation that may imperil the

health, safety, or welfare of students or the security of a facility.
• It is important that we eliminate emergency purchases for non-emergency situations and to require

that all emergency purchases be fully justified.  Care should be taken that emergency purchases do
not result from improper planning rather than from a true emergency.
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PURCHASE ORDER GUIDELINES AND PROCEDURES 

 State law requires all school districts to process an authorized purchase order (PO)
prior to placing an order, or in any manner, committing district managed funds.

 A PO conveys to the vendor that if they provide the goods or services, the district
promises to promptly pay for the goods or services upon satisfactory receipt.

 A purchase order is not authorized until it is manually initialed by the Assistant
Superintendent for Business and Finance or designee in her absence.

Purchase Requisitions: 

• All requests for purchase must be submitted timely so that processing can occur before the
items or services are needed.  Allow at least two weeks from the time the purchase request
is submitted for campus/department approval until the purchase order is completely
processed and authorized.

• Requests for purchase must be approved by the campus/department budget administrator.

• Upon budget administrator’s approval, designated campus/department personnel inputs a
purchase order requisition into the on-line requisition system.

• Once the requisition is entered and posted, the funds are encumbered, and a system-
generated requisition number is assigned.

• Requisitions are internal documents and are not authorized.  They are not to be used to
place an order.

• Requisition is reviewed for coding, budget approval, and purchasing compliance by the
Purchasing Agent.

Attachments:

o Attachments to POs can be uploaded into the system as supporting documentation
(docs). The attachment will be linked to the PO and accessible in the system.

o If the attachment is to be sent to the vendor with PO, it should be uploaded to the PO in
Skyward.

o If payment is requested upon PO approval, appropriate payment document must be
submitted/uploaded to process payment.  Payment from PO is limited to certain
instances (i.e.:  memberships, annual agreements, magazine subscriptions, etc.). In
these instances, a yellow copy may not be printed.
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Purchase Orders: 

• Upon approval, the requisition is assigned a system-generated PO number.

• Accounting (pink) PO copy is printed and given to the Assistant Superintendent for Business
and Finance for final review.  Upon approval, PO is initialed.
At this point, and no sooner, PO is authorized.

• Vendor (white) PO is emailed, faxed, mailed, or returned to campus/department secretary as
indicated by requestor on PO.

• Campus/Department (green) PO copy is returned to the campus/department secretary for
campus/department record.

• Receiving (yellow) PO copy is for order receiving purposes and may be kept in the
campus/department office or forwarded to the requestor.  This is a
campus/department decision, but it is important that it goes to the person
responsible for checking in the order when it is received.

Exception: If order is requested to be sent to another receiving location, a copy of the
PO will be sent to the alternate receiving location. (Example: Maintenance,
Technology, etc.) It is the responsibility of the original PO requester, to ensure items
were received, and yellow copy is sent to Accounts Payable for payment.

• Accounting (pink) PO copy remains in the Accounts Payable department in the Business
Office.

• If payment is requested, sufficient backup is required to process payment.  Payment from
PO is limited to certain circumstances (i.e.:  memberships, annual agreements, magazine
subscriptions, etc.), and appropriate payment document must be submitted.  In these
instances, a yellow copy is not printed.

ACCOUNTING FOR RECEIPT OF GOODS AND SERVICES 

We must pay our vendors timely.  In order to be in compliance with state law, we must generate 
payment to vendors within 45 days after the later of: 

• the date the goods/services are received/provided, or
• the date invoice is received

If we fail to generate payment within the required timeframe, we are obligated to pay 1% 
compounded monthly interest to the vendor on past due amounts whether the vendor requires it 
or not. If late payment is due to untimely submission of proper documentation to Accounts 
Payable by requesting department, late charges will be charged against the requesting 
department’s budget. 

Services: 
• After requested service has been provided, sign and date in “OK to Pay” box on yellow PO

copy and submit to Accounts Payable in the Business Office.
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• If a Contract Services form was required, return completed form with yellow PO copy.
Contract Services form acts as invoice for payment.

Goods: 

• Inspection:

o We have the right and responsibility to inspect goods before authorizing payment.

o Order must be inspected for errors and damage in a timely manner.

o Compare the goods to the PO and packing slip, if applicable.

o If order or any part of order is wrong, or if order is incomplete, it is the responsibility
of the ordering campus or department to report to vendor.

o Accounts Payable should be notified of discrepancies and be kept informed of status.

o Returns/resolution arrangements should be made prior to approving the order for
payment.  Accounts Payable should be notified to ensure that the vendor issues the
proper credit and/or refunds.

Payment Authorization: 

• If (when) order is complete and satisfactory, requester or designee must sign the “OK to
Pay” box (on yellow PO copy) with name and the date goods were received and submit
to Accounts Payable along with packing slip, if applicable.

• An original invoice is usually shipped from the vendor directly to Accounts Payable in the
Business Office at the same time merchandise is shipped.  The invoice is matched up with
the pink PO copy and payment is made once Accounts Payable has received the
yellow “O.K. to Pay” copy.

• If invoice is received with the order or received directly from vendor at any time, forward
to Accounts Payable.  Failure to do so will cause the vendor to go unpaid.

• If an invoice is received by Accounts Payable, and no “O.K. to Pay” has been received, a
copy of the invoice stamped with “O.K. to Pay” will be sent to the campus/department
secretary for distribution to the person responsible for checking in the order.  If merchandise
has been received, invoice must be signed, dated with date merchandise received, and
returned to Accounts Payable in the Business Office.

OPEN PURCHASE ORDERS (See also HEB & Wal-Mart Card Use Procedure) 

Open POs are issued to make miscellaneous supplies, materials, or services available as 
needed by the user department. Open POs are not intended to be used to acquire items or 
services needed for specific one-time requirements.   

This type of PO is basically a line of credit and must be closely controlled. 

The general purposes of open POs are to: 

• Eliminate the need for numerous individual POs for small dollar-value items or repeated
services.

• Provide a means of acquiring urgently or untimely needed items or services not available in
the District.
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Information required on open POs: 

• Estimated total amount to be needed for the specified time period.  Estimating too high will
encumber funds that could be used for other purchases; estimating too low will cause extra
work in processing increases. Staying within budget allocation for these requests is also an
important factor.

• Description beginning with “OPEN PO FOR… (general description and purpose of items or
services)”

• “OPEN THROUGH… (date through which PO is to be kept open)”

• Names of District personnel that are authorized to make charges against the open PO.  If no
names are listed, the named requester will be the sole authorized signer.

Guidelines for use of open POs: 
• Open POs are to be used for recurring small dollar-value item purchases.

• Open PO purchases and dollar balances must be closely monitored.  This is the
responsibility of the PO requester.

• The requestor is responsible for maintaining records of all transactions and to keep a
current balance with each transaction so that at all times the amount remaining will be
accurate and known.  (Useful for this purpose is the Open PO Balance form available on
the BillieNet under Business Office Forms.)

• Note: PO balance inquiries in the Skyward system may not be accurate as they may not
reflect purchases made but not yet paid.

• Any and all purchases which exceed the balance on a PO are
unauthorized.  According to District policy CH (local), “Persons making
unauthorized purchases shall assume full responsibility for all such
debts.”  Additionally, infractions may result in open PO privileges being revoked.

Changes to an existing and active PO: 
• If during the specified time period (and before the PO is closed) it is found there are

insufficient funds remaining on an open PO to meet additional needs, the PO may be
increased.

• A Purchase Order Change Request (POCR), available on the BillieNet under Business
Office Forms, must be completed and sent to Accounts Payable.

• An increase to a PO must be approved in advance of the additional expenditures, and
the additional funds are not available until the POCR has been processed and the
requester notified.

• Funds must be available in the appropriate budget before a PO can be increased.

• If funds need to be transferred to cover a POCR, it should be indicated on
the POCR.

• A POCR cannot be processed on a closed PO.
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Invoice guidelines for an open PO: 

• Each receipt for purchase should reference the appropriate PO number, be signed by
the purchaser, and be submitted to the campus or department office for review and
approval.

• The fund administrator should address any questionable purchase with the purchaser
and document the discussion.

• After review and approval, the fund administrator or designee must sign and submit to
Accounts Payable in the Business Office.

• If a payment against an open PO expends the balance, the PO will be closed out with

that payment.

Purchase Orders for Food or Snacks 

If purchase requisitions are prepared for food items for students, the purchase must adhere to 
the TX Department of Agriculture and US Department of Agriculture nutrition standards for 
providing healthy food to students under the Healthy and Hunger Free Act of 2010 and 
adjustments to the Act since that time. Additionally, there are TX Department of Agriculture rules 
to include time and place restrictions that must be followed. 

All must meet requirements as noted in: 
http://www.squaremeals.org/Outreach/SchoolMealNews.aspx 
http://www.fns.usda.gov/healthierschoolday/tools-schools-focusing-smart-snacks 

For ease of meeting the guidelines, please contact the School Nutrition Department if you desire 
to purchase food for students.  Discuss your plans, and they will provide guidance for you.   

Upon entering your purchase requisition indicate that the purchase has been approved by the 
SN Department.  Should you purchase the food through the SN Department, they will bill you 
and after approval, the accounting department will charge your account via journal entry. No 
purchase order will be required in those instances. 

Purchase Orders for items from PTO or Boosters or Activity Funds 

If support groups such as PTO and Boosters are purchasing items for FISD, we encourage that 
the items be purchased on a PO. By doing so, all enjoy the benefit of a protected purchase with 
no sales tax, plus the ISD has the needed information to record the donation.  If Campus or 
Student Activity Funds need to purchase on an FISD purchase order as opposed to a purchase 
authorization form at the campus level, a PO can also be entered. 

When entering the account code, it will be coded to 199-00-1291-xx-xxx-xxx, with the x’s being 
specific to the account code needed.  For example, PTO is sub-object 09 and band is sub-
object 07.  Athletics uses PIC 91.  Using a 1291 code will not require a budget in the system.  In 
the comment section, enter what organization will pay for the item so that FISD can bill that 
organization.  Upload any supporting and authorizing documentation. 

http://www.squaremeals.org/Outreach/SchoolMealNews.aspx
http://www.fns.usda.gov/healthierschoolday/tools-schools-focusing-smart-snacks
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CANCELING A PURCHASE ORDER 

POs may be canceled for the following reasons: 

• Vendor fails to make delivery within the time specified on the contract for purchase.
• Vendor delivers goods, which do not meet specifications and does not promptly replace

with acceptable goods.

The intent to cancel must be relayed to and confirmed with the vendor to ensure attempts are 
not made to process the order. 

If a PO is canceled, the yellow PO copy is to be marked “CANCELED” and the reason for 
canceling stated and submitted to Accounts Payable in the Business Office. 



# Purchase Commitment Amount Support Recommended Additional Forms RFP/BID Board Approval

1 Purchases with AWARDED VENDORS or COOPERATIVE
1 QUOTE (unless over

$50,000 then 3 quotes are 
required)

OBTAIN WRITTEN 
QUOTE

ALREADY COMPLETED BY 
PURCHASING or COOP

REQUIRED IF VENDOR 
ANNUAL SPEND IS OVER 

$50,000.00

2
Purchases $49,999 and below in the aggregate (by 

commodity) with NON-AWARDED VENDORS
3 QUOTES

OBTAIN WRITTEN 
QUOTES

NOT REQUIRED, IF ANNUAL 
CATEGORY SPEND IS UNDER 

$50,000
NOT REQUIRED

3
Purchases over $50,000.00 with NON- AWARDED 

VENDORS
FORMAL BIDS REQUIRED

BID OR PROPOSAL 
TABULATION FORM

REQUIRED REQUIRED

4
SOLE SOURCE PURCHASE (Approved by Purchasing 

prior to vendor completing Affidavit)
1 QUOTE

SOLE SOURCE 
AFFIDAVIT

NOT REQUIRED
REQUIRED IF VENDOR 

ANNUAL SPEND IS OVER
$50,000

5 Purchases with AWARDED VENDORS or COOPERATIVE
1 QUOTE (unless over

$50,000 then 3 quotes are 
required)

OBTAIN WRITTEN 
QUOTES

ALREADY COMPLETED BY 
PURCHASING or COOP

REQUIRED IF VENDOR 
ANNUAL SPEND IS OVER 

$50,000.00

6
Purchases $10,000 and below in the aggregate (by 

commodity) with NON-AWARDED VENDORS
1 QUOTE 

MUST USE VARIOUS 
VENDORS "SPREAD 

AROUND"
NOT REQUIRED NOT REQUIRED

7
Purchases of $10,000.01 to

$49,999.00 in the aggregate (by commodity) with 
NON-AWARDED VENDORS

3 QUOTES
OBTAIN WRITTEN 

QUOTES
NOT REQUIRED NOT REQUIRED

8
Purchases between $50,000 - $249,999 with NON-

AWARDED VENDORS
FORMAL BIDS REQUIRED

BID OR PROPOSAL 
TABULATION FORM

REQUIRED REQUIRED

9
Purchases over $250,000.00 involving

FEDERAL FUNDS
PRICE AND COST ANALYSIS 

ALSO REQUIRED
BID OR PROPOSAL 

TABULATION FORM
REQUIRED REQUIRED

10
SOLE SOURCE PURCHASE involving

FEDERAL FUNDS
1 QUOTE

TEA APPROVED SOLE 
SOURCE

NOT REQUIRED
REQUIRED IF VENDOR 

ANNUAL SPEND IS OVER
$50,000

FREDERICKSBURG ISD PURCHASING LEVELS AND REQUIREMENTS
STATE and LOCAL FUNDS

FEDERAL FUNDS
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