TO:

All Administrators
FROM:
Karl Bruchhaus

DATE:
June 18, 2010

SUBJECT:
Changes in Calcasieu Parish School Board Purchasing Policy



(DJE, DJED, DJE-AP)

The Calcasieu Parish School Board has approved recommended changes to purchasing policies effective July 1, 2010.  

Major changes are summarized below:

Material, Supply, and Equipment Purchases

· $30,000 or more  - Send documents to purchasing to request               permission from Board to advertise.

· $10,000-$29,999.99  -
No fewer than (3) electronic, internet or written quotations are required.

· $0 - $9,999.99 – Quotations recommended, but not required.

Billheads
The $300 threshold that existed for billhead purchases no longer applies since billheads no longer can be used for ordinary purchases.

Billheads will only be used  for school reimbursements with no dollar limitation and worker’s compensation.  Travel reimbursements will still be filed on standard travel forms.

All other purchases will require requisitions/purchase orders.
Requisitions entered after a purchase has been made should be labeled “confirming only – do not ship” so that the purchase order is not sent out by the purchasing department and the vendor doesn’t ship again.**
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**Please note that requisitions are now required for purchases under $300.  When entering a requisition for an item already received, the “ship to” code should be RF03 (Already Shipped or Received by Originator).  

The following process should then be followed:


-Invoice signed by purchaser.


-Requisition # written on invoice.


-Invoice scanned and sent to purchasing department via e-mail.

-Original invoice should be retained by department until end of year audit process is complete.


-Ordinary electronic approval process will occur.

    
-Purchasing Department will generate purchase order.


-Purchasing Department will forward to Accounts Payable.


-Accounts Payable will pay bill.

Copies of the new policies with changes along with a quick template for supply purchases are attached.   If there are specific questions, please contact Joseph Feucht, Supervisor of Purchasing at 217-4070.
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