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Introduction

• In order to process requisitions for the 
purchase of supplies, services, textbooks, etc., 
the following purchasing procedures must be 
followed.

• All requests must be submitted through the 
SMARTS Budgetary Accounting System 
through a requisition process.



Purchasing Limits

• One Line Item over $1,200 – two written 
quotes

• Entire Requisition over $3,500 – two written 
quotes

• Goods and Services exceeding $7,950 require 
competitive quotes – contact Purchasing

• Contracts exceeding $17,500 require a C271 
Political Contribution Disclosure form prior to 
purchase



• Contracts exceeding $53,000 must be 
approved by the BOE prior to purchase

• Contracts not required to be bid in excess of 
$53,000 must be approved by BOE (Textbooks, 
State Contract, Prof. Services)

• Minimum Order - $25.00 preferred

• Labor costs over $2,000 must include 
Prevailing Wage Rates

Purchasing Limits continued



• The formal quote process takes approx. 2 – 4 
weeks to complete.

• The formal bid process takes approx. 6 – 8 
weeks to complete.

Formal Bid Process in Purchasing Manual –
Appendix A

Formal Quote/Bid Process



Quotes

• Attach all quotes to the requisition

• Date must be current, no more than 30 days

• Must be a quote not an invoice

• Quotes should have company logo, letterhead 
or name/address, date of quote, quote #, 
contract #, catalog #/item code/ISBN #, full 
description, shipping/handling, total price, 
etc.



Quotes/Bids

~You cannot circumvent the law by 
splitting purchases to be under the quote 

or bid threshold.~



New Vendors

Please direct new vendors to complete the Vendor Registration 
Form on the District’s website.

On the website go to Departments – Purchasing – Vendor 
Registration Form. https://www.pennsauken.net/board-of-
education/purchasing

https://www.pennsauken.net/board-of-education/purchasing


Unauthorized Purchases

• All requests for purchases of goods and/or services 
must be made through an approved purchase order 
signed by the SBA, prior to the goods or services 
received.

• Any school district employee who orders and/or 
receives any materials, supplies or services without 
first going through the approved purchase order 
process has made an unauthorized purchase.

~Unauthorized purchases are a violation of

State Law and Board Policy~



Purchasing Prohibitions

• Contracts: Employees are prohibited from signing 
any contract offered by a vendor. Contracts should 
only be signed by the Business Administrator.

• Reimbursements: Employees are prohibited from 
receiving reimbursements for supplies.  

• Private Purchases: Goods and services must be 
purchased through the purchase order process.

• No Credit Cards – only purchase orders.

~ Employees will be responsible for the full cost of the 
contract and/or purchase.~



Food Supplies

New Jersey State Law allows for the purchase of food 
supplies for the school cafeteria or home economics 
classes.

• ShopRite: Always use the designated account card 
for your depart./school. Original receipts must be 
submitted. Do not order from home.

• Food Supplies: only items that are considered “eaten 
or drunk” will be accepted.



Sole-Source

• According to Local Finance Notice 2010-3, The Public 
School Contract Law does not include a sole-source 
exception and therefore, districts must use the 
competitive contracting process or the bid process 
pursuant to N.J.S.A. 18A:18A-15(d) for the 
procurement of proprietary services.

• At least two (2) quotes are needed if over $3,500.



Fixed Assets

• Fixed assets are property, plant or equipment, assets 
that are long-term and continued use, such as land, 
buildings, machinery, and equipment.

• A fixed asset is a single item cost of $2,000 or more.

• Must be included in the budget in order to purchase.



Ethics

• All District employees are to practice exemplary ethical 
behavior in the purchasing process. Employees are to 
avoid any action that may be considered a conflict with 
their position with the District and those dealings with 
vendors who provide goods and services to the District.

• Ethics violations could lead to criminal action.

• GIFTS FROM VENDORS ARE PROHIBITED!

• Please refer to the Purchasing Manual for guidelines.



Purchasing Manual

Purchasing Guidelines and Manual

are on the website listed under Staff.



Requisitions



Requisitions
Requisitions must include the following:

• Quote # and Date
• Contract #
• Email PO: Email Address
• Item # and Full Item 

Description
• Add Digital if 

Subscription/Renewal
• Quantity
• Unit Size
• Price
• Discount Information
• Shipping/Handling
• Delivery Information
• Budget Account Code(s)

• Board Approval Information
• Quote/Bid Number and 

Description
• Upload to Website – Give PO 

to Requisitioner
• Memo – Click on memo icon 

for special instructions or a 
note. This will not show up on 
the PO.

• Attachments – Quote(s), Board 
Minutes, Contract, Receipts, 
Workshop Info., etc.

• L=A: Account Balance



Requisitions
Cooperative Information

• State Contract pricing: ‘as per NJ State 
Contract #****’

• Ed Data Pricing: ‘as per Ed Data Bid#***, 
Vendor Bid #***’

• ESCNJ (formerly MRESC): ‘ESCNJ Cooperative 
Pricing System #65 MCESCCPS, ***’



Requisitions
Cooperative Information continued…

• W.B. Mason: ‘Prices per NJ Cooperative 
#65MCESCCPS, ESCNJ Bid#25/26-38’

• School Specialty: ‘Prices per Ed Data 
Bid#13313, NJ Coop #26EDCPS’

Please contact the Purchasing Department to 
order from NJ State Contract, ESCNJ, Other 
Coops or Quote/Bids.



IMPORTANT:
Your order will be delayed if there is missing 
or incorrect information on the requisition. A 
rejection of the requisition is possible.



Purchase Order Entry
1. Select PO Entry
2. Today’s Date
3. Click on Get Next Future PO#
4. Select Vendor
5. Add Description
6. Add Department or User 

Name
7. Select Ship Location
8. Bid Drop Down Box – Choose 

Bid, No Bid, Quote or S. Cont
9. Discount% - Total Order
10. Click on Next to enter items
11. Begin first line with 

description of order and then 
Quote #, Invoice #, etc.

12. Enter Each item – Item #, 
Description

13. Enter Quantity
14. Enter Item Price
15. Select Unit Size
16. Enter Discount
17. Enter Shipping/Handling
18. Add Board Approval Info, 

Bid/Quote Info, Ed Data Info, 
NJ State Contract Info, etc.

19. Click on Accts
20. Enter Proper Acct Code
21. Click on L=A 
22. Attach Backup Paperwork
23. Click Print on Save



Ed Data
Information

Item # and Full 
Description

Account 
Code(s)

Vendor # 
Description
Ship Location

Get next future PO#
Department 
No Bid

Account 
Balance

SAMPLE REQ



Proposal or 
Quote # 
Date, *S/H

Discount 
Breakdown

DiscountSAMPLE REQ

*Shipping/Handling:
On separate line, 
type “S.”  a window 
opens to enter 
shipping dollars or 
percentage of order.



Special 
delivery info.

Board 
Approval

Memo – will not show 
up on PO

Memo Checked

Office Basics 
Coop Info.

SAMPLE REQ



Help Menu

Click on Help in the 
Budgetary System 
for more detailed 
steps on entering 
requisitions.



The purchase order process may take 5 – 10 
days to complete. Please plan accordingly.

Please refer to the Purchasing Manual on the 
school’s website for more detailed 

information.



Any questions, please contact 
the Purchasing Department.

(856) 662-8505

ext. 6510 or 6511


