
Memo 

To:  All Administrators 

From:   Maureen Caraballo  

Re: Purchasing Policy / Purchasing Regulations / Bid Vendor Lists for Purchasing 

School and Office Supplies and Equipment 

In order to help you comply with purchasing regulations, I have attached the Board of 
Education’s Purchasing Policy, the Board of Education’s policy regarding Meals and 
Refreshments at District Events and Expense Reimbursement for Attendance at Meetings 
and Conferences, and the District’s Purchasing Procedures: Administrative Regulations.   

The purchase of supplies can be ordered through an approved New York State Office of 
General Services (NYS OGS) vendor, through an Ed Data Bid or a piggy-back bid, which 
has been approved by the Lead Agency, as well as our Board of Education.  Please take 
note that contracts with vendors are updated annually and are subject to change.   

If you want more information about New York State contract vendors you may visit the  
New York State Office for General Services Procurement website at 
WWW.NYSPRO.OGS.NY.GOV and click on the “Find Contracts” tab.  For Educational Data 
approved bid vendors you may visit WWW.ED-DATA.COM  and click on the “School 
Districts” tab.  Next enter your user number and password.  Click on the “Awarded Vendors” 
tab for a listing of active vendors.  Please share this information with your faculty. 

Should you have any questions please feel free to call or email me at 
caraballom@hohschools.org or contact Michelle Puoti at extension 6212 or by email at 
puotim@hohschools.org.   Thank you for your cooperation. 
 
 
 
 
 
cc: Roy Montesano 
 Clerical Staff 
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HASTINGS UNION FREE SCHOOL DISTRICT 

PURCHASING PROCEDURES: ADMINISTRATIVE REGULATIONS  

1. All purchases are to be made through the Purchasing Agent in the Business 
Office.  All purchases should have the advance authorization of the Purchasing 
Agent with requisitions and purchase orders signed by the Purchasing Agent prior 
to processing.  Changes are not to be made to the purchases orders after the 
Purchasing Agent has signed. 

2. Telephone confirmation orders will be honored only with prior approval of the 
Purchasing Agent.  Approval will be reserved for emergency situations.  Upon 
approval, a requisition number should be given to the vendor and the requisition 
itself should be marked “confirmation”. 

3. Competitive bidding will be used on purchases of goods of $20,000 or more 
($35,000 or more for “public works contracts”).  The bidding law requires bidding 
when it is expected that the above totals for similar items in the District will be 
exceeded over the course of the fiscal year.  When a bid exists (local bid or 
cooperative bid, etc.) it must be used.  If you wish the Business Office to try to 
have a bidder declared unreliable so that we do not have to aware future bids to 
that vendor, please provide the Purchasing Agent with written information 
documenting poor experience with that vendor. 

4. On requisitions requiring quotes, in the description box of the requisition, please 
indicate that the vendor’s price is the lowest of at least three responsible vendors.  
Please attach a copy of the quotation sheet to the paper copy of the requisition.  
Please use the following guidelines: 

 

PROCEDURES FOR THE PURCHASE OF COMMODITIES,             
EQUIPMENT OR GOODS 

Dollar limit  Procedure 

$1 – 5,000  At the discretion of the Purchasing Department 

5,001 – 9,999 Formal written quotes from at least three (3) vendors (if 
available) 

20,000 and up Sealed bids in conformance with Municipal Law, Section 
103 
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PROCEDURES FOR THE PURCHASE OF WORK 
PROJECTS/CONTRACTS 

Dollar Limit  Procedure 

$1 – 7,000  At the discretion of the Purchasing Department 

7,001 – 29,999 Formal written quotes from at least three (3) vendors (if 
available) 

30,000 and up Sealed bids in conformance with Municipal Law, Section 
103 

5. If requisitions otherwise requiring bids or quotes are for products unique to a 
specific vendor, please indicate this in the description box of the requisition.   

6. Requisitions must be completely filled out, coded, and approved by the supervisor 
before submission to the Business Office.  Incomplete or improperly coded 
requisitions will not be processed and the claimant will be notified by the 
Purchasing Agent.  Include bid numbers or state contract numbers in the 
description box of all requisitions requiring bids.  If you need a copy of a bid or help 
getting state contract information, please contact Michelle Puoti at extension 6212 
or via email at puotim@hohschools.org. 

Paper copies of requisitions, applicable contracts and supporting documentation 
must be submitted to the Business Office for approval.  Unless otherwise clearly 
indicated, all vendor copies of purchase orders will be mailed to the vendor.  
Please be sure to include units of measure and shipping and handling charges on 
the requisition. 

7. Codes are to be checked carefully so that expenditures are appropriately 
recorded.  If a purchase will cause a code to have a negative balance, please 
send a request for an appropriation transfer to the Business Office. 

8. The Purchasing Agent will encumber (charge to your account) the current prices 
indicated on the requisition. 

9. Receiving copies of purchase orders for fixed assets will be sent to you with a 
fixed asset tag and stamp.  Upon receipt of the item, please affix the stamp to the 
equipment and fill in the information on the stamp prior to submitting the receiving 
copy of the purchase order to the Business Office. 

10. Conference request forms should be reviewed so that they do not exceed the 
amount approved by the Superintendent.  Reimbursement will be made only for 
approved expenses for which receipts and the requested conference data is 
submitted.  Reimbursement will be in accordance with District Policy.   
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The meals shall be reimbursed based on the following: 

  -Breakfast up to $10 inclusive of tip  
  -Lunch up to $15 inclusive of tip 
  -Dinner up to $25 inclusive of tip 
 
 An original itemized receipt shall be required on all claims for such reimbursement.  
 Alcoholic beverages are not reimbursable. 
   

11. Please encumber for year-end activities as soon as possible. 

12. A sales tax exemption certificate may be requested and used for petty cash 
purchases.  The District may not pay nor reimburse for sales tax. 

13. Purchase orders for instructional equipment, supplies, library books, and textbooks 
are to be submitted by February 15th.  Other purchase orders for the current 
school year are to be submitted to the Business Office by March 15th.  Exceptions 
should be accompanied by a written explanation and will be considered on an 
individual basis. 

14. Please be sure to submit all claims by June 15th so that they can be paid in the 
current year.  Also notify the Business Office of any end-of-year purchase orders 
(i.e. equipment and rentals, etc.) which might cover two school years (i.e. June 
27th – July 27th), so that the payments can be accrued correctly. 

15. Preview items (items shipped on approval) are to be ordered through the regular 
purchase order procedures, noting that the item is for preview. 

16. Individuals who order items without advance authorization, meaning an approved 
purchase order, of the Purchasing Agent put themselves at risk of assuming 
individual responsibility for payment. 

17. Payment in advance of receipt of items or services is not generally authorized. 

18. Payment can be made only when the Business Office has received a valid invoice, 
along with the signed and dated receiving copy of the approved purchase order.  
All invoices should go directly to accounts payable, Michelle Puoti.             

     Please promptly send signed receiving paperwork (after packing slips are carefully           
     checked and items are ticked off) including freight bills, along with the “pink” copy  
     of the purchase order, to the accounts payable clerk so she can pay bills promptly.  
     For partial payments, send a photocopy of the purchase order and indicate items    
     received.  Return “pink” copy only when it is for final payment. 

19. Open purchase orders are discouraged and will be authorized only when 
accompanied by compelling rationale. 










