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A FLOW CHART FOR PURCHASE ORDER DECISIONS INVOLVING THE USE OF
FEDERAL FUNDS GOVERNED BY EDGAR

Begin the Requisition
Process

( Complete request, being sure to
include appropriate bid or co-op

l information. Board approval may
berequired. Please note: Each

firm must complete the district's
EDGAR Certification forms

Please see the flow
chart refated to
expenditure of state and

Does your request
involve the use of federal

local funds, or contact funds governed by before the purchase is made.
the Purchasing EDGAR? L Y,
Department for
assistance

Contact the Purchasing
Department for assistance. A
price analysis must be
completed. A formal bid, may be
necessary. Board approval is

Is your request for items that are
already on a bid or co-op and has a
price analysis been completed?

ax

Does the amount of your (If you are not sure, contact red
purchase exceed Purchasing for assistance.) required.
$49,999.997 : \_ )/

Complete your purchase.

Be sure to include appropriate
bid or co-op information, as
applicable. Please note: Each

@

Is your request for items that are already firm must complete the district's
Is the amount of your E%Zbig g co-op with apgrcz)priate EDGAR Certification forms
AR Certification on file? j
purchase between before the purchase is made.
$3,500 and $49,999? (If you are not sure, contact Purchasing
for assistance.) A minimum of 3 quotes is
required whenever possible.
Please note: Each firm must

J complete the district's EDGAR
Certification forms before the
purchase is made. Contact
Purchasing for assistance.

@

/If no approved source exists, you may \
select the most economical source and
Complete request. Is the amount of your proceed. Ifan approved source exists, you

Be sure.to lnqlude purchase less than must attach quotes or an explanation for
appropriate bid, $3,500 and from an selecting a non-approved source. Please
co-op or other EDGAR Compliant note; Each firm must complete the
lnfor.matlon when source? district’s EDGAR Certification forms
applicable. before the purchase is made.

/

##44% EDGAR Guidelines very rarely allow for use of the Sole Source justification when making federally funded purchases. TEA written approval is required
before the sole source justification can be used. Please contact the Purchasing Department for assistance with the sole source procurement process.




