
 
SANTA FE INDEPENDENT SCHOOL DISTRICT 

 
  Purchasing Procedures and Vendor Information 
 

FORWARD: 

This information has been compiled as a guide to acquaint vendors and suppliers with District purchasing policies and procedures. 

Santa Fe Independent School District Purchasing is a part of the Business Department and responsible for the organization and administration of 
the purchasing/procurement functions for the District in accordance with the authority delegated by the Superintendent and Board of Trustees. 

The primary function of Purchasing is to meet the product and service needs of the District by: 

 
I)  Obtaining the best product at the lowest cost to the taxpayer while complying with all federal, state and local laws as well as District 

policies and guidelines; 

2) Achieving a reliable and timely delivery for the requesting school or department; 
3) Promoting fair competition among bidders; 
4) Insuring an equal opportunity for all vendors to secure District business; 
5) Educating and informing all vendors about District rules, regulations and methodology for the basis of bid awards; 
6) Constantly seeking to identify and implement strategies and techniques that will enhance the level of service and integrity. 

As a support organization of the District charged with the acquisition of goods and services requested by instructional and 
administrative departments, purchasing will function in a manner consistent with applicable laws, School Board Policies, the Uniform 
Commercial Code and other sound business practices. 

Purchasing shares with the Business Department, the responsibility of expending District funds in such a manner that will meet all requirements of 
the Stale, Federal and District procurement regulations and safeguard the public trust. 

Effective purchasing is a cooperative venture between Purchasing, campuses and other departments within the district. The purpose of this manual 
is to provide guidelines and procedures of the procurement process for all District personnel. The procedures contained in this manual, are 
intended to comply with all applicable laws, policies and procedures. In the event of a conflict, the appropriate law or policy shall prevail. 

GENERAL STANDARDS AND ETHICS: 
Ethics relating to conflicts of interest, financial interests in firms conducting business with the district, kickbacks, gratuities and improper use of a 
position or confidential information, are clearly communicated throughout the District. 

Additionally, District personnel should be aware that under Texas Education Code, Chapter 44, Section 44.031, as well as other state or federal 
statues regarding the expenditures of public funds, there are penalties for violations of purchasing processes which can include criminal 
prosecution and loss of employment opportunities. 

There are certain common standards of ethics which govern the conduct of employees involved in the purchasing function. The fundamental 
standards for Santa Fe ISD purchasing processes are as follows: 

I) It is a breach of ethics to attempt to realize personal gain through employment with a public school district by any conduct 
inconsistent with the proper discharge of the employee's duties. 

2) It is a breach of ethics to attempt to influence any public employee of a district to breach the standards of ethical conduct set forth in 
this code. 

3) It is a breach of ethics for an employee of a district to participate directly or indirectly in a purchase or procurement if the 
following applies: 
a. The employee or any member of the employee's immediate family has a financial interest pertaining to the procurement; 
b. A business or organization in which the employee, or any member of the employee's immediate family, has a financial interest 

pertaining to the procurement; or 
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c. Any other person, business or organization with whom the employee or any member of the employee's immediate
family is negotiating or has an arrangement concerning prospective employment is involved in the procurement.

INTEGRITY: 
Fairness and impartiality in all phases of the process are an essential part of any transaction in public purchasing. Dealings with 
vendors and peers must be open, honest and objective. When meeting with vendors, SFISD will have at least two representatives 
present. 

Like all service functions, the objective of Purchasing is to provide quality service for the District's campuses and departments. The 
process cannot be both effective and self-serving; the two are incompatible. 

PURCHASING CODE OF ETHICS: 
Endeavor to obtain the greatest value for every District dollar expended but conducting business in a manner consistent with 
exemplary business practices, district policies and legal status. 

Give prompt and courteous reception to all District staff and legitimate business representatives. 

Provide support to the District's campuses and departments charged with the responsibility of creating an educational environment of 
excellence. 

Insure that all responsible bidders receive equal consideration and the assurance of unbiased judgment in determining whether their 
products meet the educational and/or operational needs of the District. 

Always consider the interests of the District and the enhancement of its educational programs first. 

Strive for a thorough knowledge and understanding of the District's equipment and supplies in order to assist in the "best value" 
evaluation for the products and services purchased. 

Work to identify and implement strategies and techniques that will preserve the integrity of the department while enhancing the 
level of service provided by the department. 

Never accept gifts or favors which might influence or be construed to influence the purchase of goods and services. 

PURCHASING AUTHORITY: 
Santa Fe ISD Board Policy Manual lists the following under CH (LEGAL) and CH (LOCAL): 

The Board may adopt rules and procedures for the acquisition of goods and services. Texas Education Code 44.03J(d)  CH (LEGAL) 

The Board may delegate its authority regarding an action authorized or required to be taken by the District by Texas Education Code 
Chapter 44, Subchapter B, to a designated person, representative or committee. CH (LEGAL) 

The Board may not delegate the authority to act regarding an action authorized or required to be taken by the Board by Texas 
Education Code Chapter 44, Subchapter B. CH (LEGAL) 

The Board delegates to the Superintendent or designee the authority to make budgeted purchases for goods 
or services. However, any single, budgeted purchase of goods or services that costs $25,000 or more, 
regardless of whether the goods or services are competitively purchased, shall require Board approval 
before a transaction may take place.  CH (LOCAL) 

All purchase commitments shall be made by the Superintendent or designee on a properly drawn and issued purchase order, in 
accordance with administrative procedures. The following goods and services do not require purchase orders: 

• Waste/water
• Electricity
• Internet/phone service
• Copier lease and per click amount
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• Fuel 
• Property insurance 
• Auto and general liability insurance 
• Galveston Central Appraisal District 
• Legal fees 
• Personnel salaries 
• Purchases under $500 
• Bond/indebtedness payments 

 
The Board shall assume responsibility for debts incurred in the name of the District so long as those debts are for purchases made 
in accordance with adopted Board policy and current administrative procedures. The Board shall not be responsible for debts 
incurred by persons or organizations not directly under Board control. Persons making unauthorized purchases shall assume 
full responsibility for all such debts. 

 
PURCHASING LIMITS: 
Texas Education Code ,Chapter 44 defines the methods of procurement to be utilized by school districts based on the level of 
expenditure during a twelve month period. All expenditures are looked at in the aggregate, that is all locations in the District are 
considered as one unit. 

 
There are different categories of purchases including personal property, services, construction and real property. Personal property 
is defined as including, but not limited to, any item or thing that can be moved from one location to another or is consumable and 
does not include real property such as land, buildings and repairs or renovations to buildings. Services can include both 
professional and non-professional services. Professional services are generally defined as those for which a special qualification 
or licensing is required. 

 
In order to determine the level of expenditures, Purchasing has developed a grouping of commodity categories and sub-categories, 

based on those listed in the Texas Education Agency Financial Accountability System Resource Guide. These categories include, 
but are not limited to: 

 

• Athletic Supplies 
• Custodial 
• Food Service 
• Instructional -  Capital Equipment 
• Instructional Supplies 
• Maintenance 
• Transportation 
• Bank Depository 
• Printed Forms 
• Nonprofessional Services 
• Real Property 
• Insurance 

 
These commodities are grouped so that contracts for the purchases of these items can be awarded in a competitive process to 
assure the District is receiving best value for budgeted expenditures and are in compliance with all statues, policies and 
procedures. A complete list of all commodity groupings can be found on the District website at www.sfisd.org under the Business 
Department/Purchasing. 

 
District transactions are monitored within Purchasing so that procurements can be grouped as needed and required under these 
guidelines. All procurements must be classified within a designated commodity code. 

 
IMPERMISSIBLE   PRACTICES: 
Texas Education Code Chapter 44, Section 44.032, prohibits the separate sequential or component purchases to avoid the 
purchasing limit requirements as set forth in this document. Violations of this or other provisions of the procurement statues can 
result in criminal charges, removal from office, and/or termination of employment. 
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An example is each campus orders t-shirts, it may not be $50,000 in one purchase, but other campuses are ordering t shirts 
which put that commodity over the purchasing threshold and only approved vendors should be used,
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EXCEPTIONS TO COMPETITIVE PROCUREMENT REQUIREMENTS: 
Produce or Fuel - There is an exception for produce and fuel that allows the District to use any method listed previously or those in 
Texas Education Code Chapter 44, Section 44.034. 

 
Cooperative Purchase Programs - All items and services available through a Board approved cooperative have satisfied all procurement 
regulations for competitive procurement. No further bidding prior to purchase is required. 

 
Professional Services -An additional exception applies to professional services as defined under Government Code, Chapter 2254, 
Subchapter A, Section 2254.003. Contracts for professional services may not be awarded on the basis of competitive bids. 

 
Sole Source Exception -  As allowed under Texas Education Code Chapter 44, Section 44.031, the District is allowed to purchase items 
available from a single source without complying with the competitive procurement provisions. Sole Source items are defined as follows: 

 
I) an item for which competition is precluded because of the existence of a patent, copyright, secret process, or monopoly; 
2) a film, manuscript, or book; 
3) a utility service, including electricity, gas, or water; and 
4) a captive replacement part or component for equipment. 

 
These exceptions do not apply to mainframe data processing equipment and peripheral attachments with a single item purchase price of 
$15,000 or more. 

 
Vendors claiming sole source status will be required to complete a Confirmation of Sole Source Compliance by Vendor form which can 
be found on the District website. Without properly completed documentation, this exception may not be considered. 

 
Emergency Damage or Destruction - If school equipment, a school facility, or a portion of a school facility is destroyed, severely 
damaged, or experiences a major unforeseen operational or structural failure, and the Board determines that the delay posed by the 
contract methods required by this section would prevent or substantially impair the conduct of classes or other essential school activities, 
then contracts for the replacement or repair of the equipment, school facility, or portion of the school facility may be made by a method 
other than the methods required by this section. 

 
School Bus Purchases - Each contract proposed to be made by a school district for the purchase or lease of one or more school buses, 
including a lease with an option to purchase, must be submitted to competitive bidding when the contract is valued at $20,000 or more. 

 
Leases and Rentals - Any leases or rentals of personal property or services are subject to the procurement procedures outlined in this 
document. An exception may be made for lease of real property where sole source limitations might apply due to location or building 
requirements. 

 
However, it is mandatory that any contracts for such transactions contain the time period for the contract, stating both the beginning and 
ending date. If the ending date extends past the current fiscal year ending date, a cancellation clause must be contained in the contract 
allowing cancellation for non-appropriation as listed in Local Government Code Chapter 271, Section  271.903. 

 
CONTRACT TIME PERIOD: 
As previously stated, the District may only use funds appropriated by the Board in the approved budgets. Therefore, no employee has the 
authority to commit funds in future budgets. While contracts may be issued for any time period as agreed to by the District and vendor, if 
the contract extends beyond the end of the current fiscal year, it must contain a cancellation clause as defined by Local Government 
Code, Subchapter A, Section 271.903. This clause permits the District to cancel, without penalty, any contract for which th e Board does 
not allocate funding in the sequential year's budget. If a competitive procurement process is utilized such as a Request for Bid or Request 
for Proposal, the contract time period must be clearly defined. 

 
BID PROCESS: 
If it is determined that the personal property or service needed will require either a Request for Bids or Request for Proposals process on 
the open market, Purchasing will prepare the bid documents. The requesting department will be responsible for providing specifications 
of the products or services needed. Specifications cannot be used that preclude competition in the marketplace on comparable items or 
services. The use of any brand name or manufacturer's reference should be descriptive, not restrictive, and should 
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merely indicate the type and quality of the items desired. Detailed specifications are requested but at the least, all specifications 
should include the minimum acceptable requirements or features. Alternate bids may be considered for award if in the best interest 
of the District. 

 
Upon conclusion of the bidding process, the bid will be opened in the Business Department. The requesting department will be 
responsible for tabulating, evaluating, scoring the results and providing a written recommendation to the Business Department for 
award. The Business Department will review and prepare the agenda item for Board approval and submit it for consideration. If 
approved and awarded by the Board, Purchasing will publicize the results on the District webpage along with notifying the 
vendors involved in the process. 

 
In accordance with Texas Education Code, Chapter 44, Section 44.031, Notice of the time and place that bids or requests for 

qualifications are opened must be published once a week for at least two weeks prior to the deadline for receipt. The notice must 
include the date, time due and location of the bid or qualification request is to be opened. Such notices must be published in the 
county where the District's administrative office is located. Bids and proposals will be opened in a public meeting by the Business 
Department. All such openings are open to the general public or any interested party. 

 
VENDOR INFORMATION: 
Santa Fe Independent School District continuously solicits prospective vendors for bids on categories of personal property as 
required by Section 44.031 of the Texas Education Code. The District has selected vendor qualification criteria that includes, but not 
limited to, the following: 

 
1) the purchase price; 
2) the reputation of the vendor and of the vendor's goods or services; 
3) the quality of the vendor's goods or services; 
4) the extent to which the goods or services meet the district's needs; 
5) the vendor's past relationship with the district; 
6) the impact on the ability of the district to comply with laws and rules relating to historically underutilized businesses; 
7) the total long-term cost to the district to acquire the vendor's goods or services; 
8) any other relevant factor specifically listed in the request for bids or proposals. 

The District shall not restrict vendor competition by requiring any of the following as selection criteria: 

• Unreasonable requirements, such as excessive experience or bonding, brand name products or geographic preferences 
that would unduly restrict competition among qualified vendors 

• Arbitrary restrictions that are not essential to the bid/proposal specifications 

Any vendor wishing to do business with Santa Fe Independent School District may complete the vendor information, forms and email 
those forms along with detail describing the goods and services offered to Purchasing@sfisd.org. 

 
COOPERATIVE PURCHASING CONTRACTS: 
To conserve and coordinate the use of public funds, a school district may enter into agreements for the cooperative purchase of 
goods and services between itself and other local governments or agencies (interlocal agreement). 

Such contracts, if competitively bid by the cooperative administration, satisfy the requirement for competitive procurements listed 
under Texas Education Code, Chapter 44, Section 44.031. 

Participation is allowed through the execution of an interlocal agreement between the Santa Fe I.S.D. Board of Trustees and the 
Cooperative Administrator(s). The District currently has active membership in a number of Purchasing Cooperatives. These 
include, but are not limited to the following: 

Texas Department of Information Resources (DIR) 

Region IV - (TCPN) 

Region VIII - (TIPS/TAPS) 

Region XIX - (Allied States Cooperative) 

Region XX - (Pace Purchasing Cooperative) 
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Service contractors must obtain the criminal history record information on all new or existing employees who will have continuing 
duties relating to the contract and will have direct contact with students. Covered employees employed by a contractor before 
January 1, 2008, are subject to name-based criminal history reviews and contractors must obtain the criminal history record 
information as soon as practical. Covered employees employed by a contractor on or after January 1, 2008, are subject to 
fingerprint-based criminal history reviews and contractors must obtain the criminal history record information before or 
immediately after securing the services of the covered employees. 

 
Contractors must contact the Texas Department of Public Safety (DPS) directly to establish an account to obtain criminal histories. 
The contractor must certify to the District that it has performed the required criminal history reviews. 

 
INSURANCE   REQUIREMENTS: 
State law requires that any contractor entering into a construction contract must certify in writing that each employee of the 
contractor employed on the public project is provided with worker's compensation insurance coverage. All certificates must be on 
file at the District before work commences. A copy of the insurance coverage shall also be attached to any purchases orders issued 
to the contractor. 

 
Additionally, general liability and automobile coverage is required for any contractor performing services on District property. 
Insurance certificates listing Santa Fe ISD as an additional insured should be on file at the District before work commences. 

 
Failure to produce proof of satisfactory insurance coverage will be a consideration for non-award or contract termination. 

 
BONDING: 
In order to protect the District's investment in public work projects, the District will require performance or payment bonds as required 
under current State Law. State Law requires that the District require performance bonds for any public works projects 
$100,000 or more in value, and requires payment bonds for any public works projects $25,000 or more in value. 

 
The District also has the right to request a bid bond. This is typically used for high value contracts with complex bidding processes. The 
vendor is required to provide a bond of 5% of the project value to guarantee their ability to contract with the District upon award. 

 
Bonding requirements are outlined in Government Code, Chapter 2253, Section 2253.022. 

 
CONFLICT OF INTEREST: 
Local Government Code, Chapter 176, Section 176.003, provides information regarding conflict of interest statements to be filed by vendors 
and certain school district employees. The statues apply to the District's officers and elected officials. There are specific rules regarding what 
constitutes a conflict of interest in regards to business transactions or real property transactions. 

 
For expenditures from federal funds, District employees should be aware that the rules regarding conflict of interest are more stringent than 
the State requirements. For federal fund expenditures, the rules state that neither an employee administering, directing or authorizing the 
expenditure, nor members of the employee's immediate family can have a financial interest in a vendor involved in the procurement 
transaction involving these funds. 

 
CERTIFICATE OF INTERESTED PARTIES (Form 1295): 
Santa Fe ISD is required to comply with House Bill 1295, which amended the Texas Government Code by adding Section 2252.908, Disclosure of 
Interested Parties. Section 2252 .908 prohibits Santa Fe ISD from entering into a contract resulting from this solicitation with a business entity 
unless the business entity submits a Disclosure of Interested Parties (Form 1295) to Santa Fe ISD at the time the business entity submits the signed 
contract/proposal.  The Texas Ethics Commission has adopted rules requiring the business entity to file Form 1295 electronically with the Texas 
Ethics Commission. 

 
"Interested Party" means a person: 

 
a) who has a controlling interest in a business entity with whom Santa Fe ISD contracts; or 
b) who actively participates in facilitating the contract or negotiating the terms of the contract, including a broker, intermediary, 

adviser or attorney for the business entity. 
 

"Business Entity" means an entity recognized by law through which business is conducted, including a sole proprietorship, partnership, or 
corporation. 
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" 

As a 'business entity”, all vendors must electronically complete, print, sign, notarize, and submit Form 1295 with their proposals 
even if no interested parties exist. 

Santa Fe ISD must acknowledge the receipt of the filed Form 1295 by notifying the Texas Ethics Commission of the receipt of the 
filed 
Form 1295 no later than the 301   day after the date the contract binds all parties to the contract.  After Santa Fe ISD acknowledges 
the 
Form 1295, the Texas Ethics Commission will post the completed Form 1295 to its website within (7) seven business days after 
receiving notice from Santa Fe ISD. 

EDUCATION DEPARTMENT GENERAL ADMINISTRATIVE REGULATIONS (EDGAR): 

The new regulations from the Office of Management and Budget (0MB), codified as Title 2 of the Code of Federal Regulations (2 
CFR) Part 200, were incorporated into general federal regulation on December 26, 2014. The new regulations govern all federal 
grants awarded by the US Department of Education (USDE) to the state or to an LEA on or after that date. 

When the District seeks to procure goods and services using funds under a federal grant or contract, specific to federal laws and 
regulations, requirements may apply in addition to those under state law. 

This includes, but is not limited to, the procurement standards of the Uniform Administrative Requirements, Cost Principles and 
Audit Requirements for Federal Awards, 2 C.F.R., Part 200, (also referred to as the "Uniform Guidance" or new "EDGAR"). 

The District shall comply with all EDGAR federal regulations in the management of federal grant awards and state-administered grants, 
as designated by the TEA, except for the implementation of the procurement Standards. The District has opted to delay implementation 
of the 2CFR Part 200 Procurement Standards under the three-year grace period until July 1, 2018. 

The District has determined that implementing the third year grace period until July 1, 2018, will provide an opportunity to continue 
to develop the District's written purchasing procedures as they relate to the Part 2 CFR 200 Procurement Standards. 
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Request for Delivery of Copy Paper

40



41



* IF THE PURCHASE REQUIRES BOARD APPROVAL FORM 1295 WILL NEED TO BE FILED ELECTRONICALLY

PURCHASED WITH 
FEDERAL FUNDS

PURCHASED WITH 
NON FEDERAL FUNDS

BUDGET CODES 
199,46X, & 8XX

IS IT A PRODUCT OR 
SERVICE

PRODUCT

V1

V1E

SERVICE

AROUND KIDS

V1 +    
IC VS. EE SS +    

IC AGREEMENT +  
RAPTOR

V1E +   
IC VS. EE SS +    

IC AGREEMENT + 
RAPTOR

NOT AROUND KIDS

V1 +

IC VS. EE SS +    
IC AGREEMENT

V1E +   
IC VS. EE SS +    

IC AGREEMENT
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