
 
Procurement Services 

Central Services Facility 
Procurement Services Guideline, Ratifications 

 

rev 6/16/2021 

RATIFICATION GUIDELINE FOR END USERS 
Unauthorized Procurements. The ratification of an act obligating the District in a contract by any person 
without the requisite authority to do so by an appointment or delegation under the Code rests with the 
Board. It is prohibited for a Procurement Officer to ratify such acts. The Board may delegate authority, in 
such amounts as the Board may determine, to ratify such acts to a person above the level of the 
Procurement Officer. (SC Reg. §19-445.2015(A)) 
 

When a ratification is necessary, the Superintendent or a designee as authorized in writing above the 
level of the Procurement Officer, shall also prepare a written determination as to the facts and 
circumstances surrounding the act, corrective action taken to prevent reoccurrence, action taken against 
the individual committing the act, and documentation that the price paid is fair and reasonable. If the 
price paid is unreasonable, the individual may be held liable for the difference. 
 

END-USER REQUIREMENTS 
When either a school or department encounters a ratification, the following documents must be 
submitted to Procurement Services: 
 

 A signed memo on letterhead from Principal or Department head addressed to the Director 
of Procurement Services including a complete explanation regarding the circumstances 
which caused the ratification. Memo shall identify corrective actions taken to prevent 
reoccurrence.  
 

 Richland County School District One Expenditure Request form to include funding code 
for services or goods received 
 

 All supporting documentation (i.e. invoices)  
 

 Completed Documents shall be electronically sent to the Procurement Services 
Department at procurement@richlandone.org.  
 

*** Be sure the entire packet is complete, supporting documentation included, and signatures 
obtained before submission. Any ratification without the above outlined will be returned resulting 
in vendor payment delay. *** 
 
 
PROCUREMENT REQUIREMENTS 
 
Upon receipt of completed documents, the Procurement Officer shall prepare a written determination as 
to the facts and circumstances surrounding the act, what corrective action is being taken to prevent 
reoccurrence, action taken against the individual committing the act,  and documentation that the price 
paid is fair and reasonable. If the price paid is considered unreasonable, the individual may be held liable 
for the difference. 
 
All information will then be forwarded to Superintendent for approval prior to payment being rendered to 
the vendor. The complete process is estimated to take from 5-7 days to complete. 
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 Please see the following example documentation packet below. If you have additional questions regarding 
the ratification process, please contact your Buyer. The ratification packet is available on the Procurement 
Services webpage.  
 

Example Memo:  Prepared by Principal or Department Head addressed  
to the Director of Procurement Services 
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Example Richland County School District One Expenditure Request 
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Example Form: Determination of Appropriateness 

 (Determination of Appropriateness to Ratify or Terminate an Unauthorized Procurement)   

(Completed by Procurement Only) 
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Example Form: Determination of Appropriateness 

 (Ratification Letter)   

(Completed by Procurement Only) 

 


