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COMPTON UNIFIED SCHOOL DISTRICT
Business and Administrative Services Division

Purchasing, Contracts, Reprographics, & Warehouse Department

BULLETIN NO. 24/25-1013 JANUARY 24, 2025

TO: Department Heads, Principals, Administrators, Ja \Supporting Staff

FROM: Contracts Analyst, Purchasing Departme

RE: REFERENCE GUIDE FOR AGREEMENTTAND CONTRACTS - PROCEDURES AND
REGULATIONS

To All CUSD Employees,

The Purchasing and Contracts Desk provides this Bulletin as a reference guide. The attached is compiled to
assist you in submitting accurate and complete contractual agreements. Performing the instructions noted will
ensure a smooth completion of this process.

Please, plan ahead to allow time for the completion of the entire Agreement Packet, in order to meet completion
within the contract process timeframe. Allow vendors/consultants to provide board-approval services and
resources .

It is important for CUSD Employees to have an understanding of Procurement Policies and Procedures, to
follow the organization’s procurement policy, to ensure compliance with applicable laws, regulations, and
ethical standards, and to stay updated on policy changes and new procurement guidelines.

Only the Superintendent or CAO enter into a formal agreement for the District
Negotiations with Vendors/consultants are limited – no prepayment for services
Department Supervisors and Principals are not authorized to sign any documents, this includes
quotes, proposals, and scope of work. These documents are considered contracts.
Anything that requires a signature must go to the Board for approvals
The vendor/consultant must sign the contract before presenting them to the Board
The vendor/consultant must supply their Certificate of Insurance (COI) before presenting it to the
Board.

Note: Use the Purchasing and Contracts webpage for associated Bulletins, Forms, and Links. Should you
require assistance or have any questions, please contact the Contracts Office at extension 5505 1.

Approved: Approved

Shannon Soto, Ed.D.
Deputy Superintendent/CAO
Business and Administrative Services



Compton Unified School District
Business Administrative

Purchasing and Contracts Department and Educational Services Department
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INTRODUCTION

This Reference Guide is available for all Compton Unified School District (CUSD) employees to use in
assisting with:

Submitting an Agenda Item to BoardDocs; Board Meeting tracking system
Submitting an Agreement Packet to the Contracts Desk
Basics to CUSD Chart of Accounts

Basics to the B.E.S. T. system; procurement tracking software

Follow established timelines for Board Agenda submission per the direction of the Superintendent’s Office. Refer to your
Division Head and/or Division Head Secretary.

AGREEMENT PACKET

The Agreement Packet contains all documents pertaining to a contract/agreement that the department is
presenting or presented to the Board for approval. Please see the attached “Inter-.Department Contracts
Checklist” and the “Flow chart.”

The checklist will assist in making sure all necessary documents are included. The Flow Chart offers a

suggested order to the agreement now for timely processing.

0

0

0

0

0

Print a checklist, gather documents accordingly, get vendors signature: request COI, W9, etc.
Don’t forget to include all pertaining information in the XREQ, All contract--related requisitions
are “service” and not “item” requisitions.
Get an agenda item number, enter it into BoardDocs, let it go through the approval tree . . .
Send the agreement packet to the Contracts Desk. Contracts will be signed by the
Superintendent or the Chief Administrative Officer
The Contracts Desk will get final signatures, information, etc., and email/share the
completed/fully executed agreement to the requesting department.

The Contracts Desk suggests that your team request invoices, match invoices to purchase orders, and when your
department has received all services and/or products forward invoices (with PO number and Supervisor
signature of approval) for timely and accurate payment to vendors.



BOARDDOCS

CUSD utilizes BoardDocs© software to manage its monthly board meetings. Any documents requiring
approval from the CUSD Board must be submitted as an Agenda Item in BoardDocs, formatted in accordance
with the District’s established protocols.

Department Supervisors, Administrators, and Principals: Agenda items must be written by department and
school site supervisors, not by supporting staff. However, supporting staff should assist in submitting the item,
managing the approval process, and ensuring that all inquiries are addressed and the agenda item is clear and
well-.prepared.

Include legal status and TIN number after Board Approval on Contract (Omit this information when submitting
to Board). It is recommended for the Contract to be dated at least one day AFTER Board Approval.

Refer to the examples below for proper formatting of a Consultant Agreement-related Agenda Item.
12/1 mi. 2 38 PM Ba#<SDu#©fyo
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Agenda Item Dat8ijg

Meeting
{

Dec 10, 2024 - Regular Meetiag of the 8©ard of Trustees

Category M. ACTION “ BUSiNESS/CONSENT ITEMS (Routine Ma{tars} „ (:casent : terns are
£onsfdera:$ r©©1IIte and wHI be enacted, approved, and ac1%(ed by one rrWt}w unless
a request for r€n©vai, discussion, or expi&nation ts received fr8£% 487 Board
Met?Ibef w nbew}bar al the pubbe ia 8{€encfence.

SubjeCt 6. 24/25'1244 - Caa SUitant Agreealeaf . PWfONn fag ArtS of LOS Ange4 eS County, dba
The MusiC Center (eLL Depart#tent} '*'APPROV€D'*'

Type Action {<:arseat}

R seat Irnp act

t:>dkt Amount

Yes i2, t 73.aa

YesBudgeted

Budget S<wree LCfF: cia-aBODe.e- i IIOS. £O©©©. SaXe„ 7900000~0600

Rec6mnnakd
Action

The $ugWHnt€fWnt Pecan awndS that: the Ba artS el TruSt&e s approve the C6aktIQnt:
AgfewYwtt with the MusiC Center of Los Angeles to candua pedonn8ne€s fw CUSD
students. eealive DeceNt£xzr £3, 2824- January 31, 2025.

BACK bROy HP
TIn tAnk Chat@ is a wwW.rwwwnaf $wRxm WIg arts goto, aciudfag the LA Phaharwwrk and the LA OHm. In
WInes#gP with k>al LEAs, the Mw€ Center fwth© suplwRS €x€ww£in$ pwfwmin9 aris th®t#gIt its edwadon
c#visba SPwifWty, the MWC Ckr\tw at YuJr €dt£atntu! Program seeks to iRmatee SRItko(s to ItV world c#

performing ats thrwgh present&bon§ that tn(xtel excdlen€e, wiIwW dwwMy, and netI edw3t©na+ con teal. The
Wish Learner e>epaanbent, at c€iiabcmIna with the MusK Center, wH host pedornwnu$ for StUd@ItS hom the
fobow&+9 SCfItnb: Carver CS, My ES, Kennedy ES, £awrsaa ES, C>C#:tSUI CS, DaY& MS, 8umhe MS, Whaley MS, 3rd
Cainnatal HS.

i

}F

4N4WSH
S&udaItS wHI Ms&n tO faIHare, mythakWh and Meta{are in an oral staryteH tag fanrbac and kara dw processes of
laago age and aetirq as art forms, Hbc!&x££n9 aRis&c per( qXml and we&bye express&an. Students wai understand the
rx> ie of ord 5tW@bag within %rnas cai airal groups, $d€r#ffying hey 9e©gaphka1 &rW to®grapiBe features of StOry
$etUr+95. Ad{$tion aBy, $ttidwx€£ wil WWg€ tn &£adeRtiC a}$cusu ww rag arcling paWr8?u content at the aancjys}aa of the
pwfonwn€e. They will be gwen tIn oppwtun€y to $amawa2e dIe ln£fomn8rEe con bmt vednay and in wa{ten
foaM. Lastfy, students wtB underHand and &ppiy dw hi5t©r}Cal and adaIr&l context of the perfalr®nc€ !o ft#kX8ks
from their own caRy e.
€x£DWr€ ta the oaI sto?yteHfng tndl&ons of caRur8gy a8d itngui£{KaiV avarse 9rw§>$ will nuke i€8ating more
eng a$irQ and acCeSSWe. Overag, exlx>Sure tO Ora+ 5twy£df lng &ixf €u&u?3iQ r€€evan€ #tU5€a} in?{@wuaf€€5 Wig cred ie
a more inClusive €duCat}and env+ronaen! where students see {heaW©}Yes reflected in the cwna+!€1m, fee i valued, and
dw€kIP im;wtaat SOCIal and emeRrww! skills.

EmT
Exposure to oral SLaTteR@ t®dQioris from ad&ur a#y amI Hngu stiwii7 dIveru groups can pOSItivety irnpact s€ixjent
ach©v€nwtIt. Ttys type of p€dorwnnc& fasten cnbcal thiakalg and ix©i$ear'soIvilW skitis as $£u£gents InlaIIVe{ and
engage with rnrreUve$ that &&gn wAh cia$£moa! aWta&COon. Funbwnor€, oral storytelling +nco®arate5 rich faqaage

}

E

,„ ih@@,Mr&!aai£xwyB&©K©de#Bowen WPtWe



Refer to the examples below for proper formatting of subject lines in agenda items.

Consultant Agreernen{
Inc. {Hazardous Waste Program} {Risk
Manogernent

Hearts. Inc. {Bunche Middle ScFlod / Schoo! and
ComrnurtRy Partnerships

No. 1 to !tern No. ]8/]9-'30©9 {09/} }/ t 8) .- Los
Angeles County Office of £ducQtion {Pe60r\ne i
Corn rnission}

Affiliation Agnerrlertt

Arnerldment ii; a ConsuitQnt
Agnewtent

Roti gc::atiol'I for an Affiliation
Agreement Coarnrunities in Motion {School Readiness Sunlmit)

_Family Engagenlent Center /Specioi Projects

Has iyn Miller (DBA: Umob li Technology. LLC)
{£?nergency Preparedness Services) {Risk
Monagervlent’
i 8/ 19-4049 - Software Agreement „ Coibi
Technologies, inc. {Software Services to Account--
Ability and Coibi Docs} {Facilities, Mointenonee.
Operations, and Transportation

Teanr$tefs Loco1 91 3 and Compton Unified School
District {Hurrton Resources

18)FP - Pacific Tennis Courts, Inc. {New Tennis
Courts at Donlinguez High Schooi} {Facilities.
hAointer\once, Opefoton s. and Transportofion}

Ratification for a Consultant
Agfeen3erit

a earnerit

MatT

Acceptance of Bid

Utilization of Pig9ybackat:>ie Bid

Advanced Exercise {Procurerrtent of Weight Room
Equipment or\d Re:Qted Products for 2018-2019
School Year) {Centennial NS / Ecluea Bono i
Services

Subject Line Examples” C.Ellington 06/2019)(“Board Agenda Items



W@:M%FBW:li,•i@'•.•WH#Vi.?aH

LI::IIb ,e of 'Agenda }tew} _§ubjee{ Lille f©£fnaf
}

i
I

Trove i i 8/ 1 9- 1 326 - Travei -- Stanford University in Palo A ito,
CA. Georgetown University in Washington. D,C.
and Princeton University in Princeton, NJ { Junior
State of America ( JSA) Suwlrner Schooi Program)
{Compton Early Cottege HS, Centennial HS,

Compton HS and Dominguez HS / Schoo! and

INFORMATiON - WiIliarrls Setfieq\ent

irnp}ementotion Project - 3rd Quartedy Report on
Wii! iam Lawsuit Settlenlent Uniform Cornptoin ts
20 ) 8.-.20}9 {Accountability & Cornpliance} {HurnQr\
Resources

Marshall High School - Tony Hua {Educotionai
Services

ReCOGNiTiON - Snap Chat gmployee Day of
Service (Centennial High School / School one!
(::ornrnunity Podner ships / £ciueafiono! Services

Teacher of the Year (Educatorlo! Services
t 8/ 19-2057 - RESOLUTiON NO. 18/ 1 9.-42 -
Proc iainting May 8. 2039 as Co:ifornio’s Day of the
Teacher {Huaian Resoufces

and Service PiQn of the Office of Special
Education for the Compton S£LPA {Office of
Special Education - Compton S£LPA}

INFORMATiON

PRESEN7ATiON

i€CdbXffm

&£fo6T{itlaa

RESOLUTI6N

PUBLIC' HEARiNG

a{AiF
{Human Resources)

(“Board Agenda Items – Subject Line Examples” C.Ellington 06/2019)



BEST© SYSTEM

CUSD uses BEST Software to create and manage Purchase Orders. It is essential to submit accurate requisitions
(XREQ) that include all relevant supporting documents. Providing complete information ensures that all
departments in the approval workflow have the necessary details to review and approve the requisition at each
level

District protocol requires all contract-.related requisitions to include the following information to ensure
efficient and accurate routing and processing:

•

•

•

•

•

Type of Agreement

Effective Date (Period of Performance Dates)

Board Approved Date

Agenda Item Number

For Multi-Year Agreements, specify the current year of the agreement in the requisition description.

Including all the information mentioned above ensures the efficient processing of the requisition and guarantees
that it is routed to the Contracts Desk for accurate handling.

The following documents are required by LACOE and should be attached to the Header section of the
Requisition (XREQ);

•

•

•

•

Board Certified Report
' Approved’ Board Agenda Pages

Vendor/Consultant Signed Agreement
Detailed pricing: quote, proposal, etc. itemizing pricing

Depending on the workflow of the Agreement Packet, your department may not have all the items listed above.
It is recommended to include whatever information is available. All departments on the approval tree
understand the completed agreement packet will not be accessible until the Purchase Order (PO) reaches Final
status


