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INTRODUCTION 
ABOUT THIS MANUAL 

The Purchasing Department is responsible for procuring supplies, equipment, and services 
necessary to provide a quality instructional program for students and staff.  The purpose of this 
manual is to outline procedures for making purchases and providing a reference tool, as well as a 
training tool, to assist staff. 

Substantial state and federal requirements exist pertaining to standards of conduct and conflict 
of interest. It is the intent of the District for all employees, officers, or agents to conduct all 
activities associated with procurements in compliance with the highest ethical standards, 
including the avoidance of any real or perceived conflict of interest. It is also the intent of the 
District to impose appropriate sanctions or disciplinary actions, including but not limited to 
termination and/or prosecution, for any employees or officers who violate any of these 
requirements. 

To that end, this reference manual has been developed so that all staff members are aware of the 
procedures that will allow them to purchase: 

 Appropriate items, 
 At the most cost effective price, 
 While adhering to all legal and internal control requirements. 

 
 

DISTRICT PROCEDURES REGARDING PURCHASING 

The School Board has the ultimate authority and approval over what the District purchases.  All 
procedures are developed and written to provide detailed practical guidance to support the 
responsibilities and goals of the School Board. 

To ensure that all disbursements of District funds are properly reviewed, authorized and 
consistent with sound financial management principles, the following procedures will be 
applied, to the extent that they do not conflict with or contradict with any Board policies. 

The District avoids the acquisition of unnecessary or duplicative items. Additionally, the 
District considers consolidating or breaking out procurements to obtain a more economical 
purchase.  Where appropriate, the District makes an analysis of leases versus purchase 
alternatives, and other appropriate analyses to determine the most economical approach. 

To foster greater economy and efficiency, the District enters into state and local 
intergovernmental agreements where appropriate for procurement or use of common or shared 
goods and services. This includes cooperative purchasing agreements where practical and 
beneficial. Depending on the purchase requested, the district may purchase it from a 
cooperative or inter-local agreement if the price is competitive and the goods or service are 
needed in a timely manner. The Finance Director and Purchasing Manager will make this 
determination. 

The District awards contracts only to responsible contractors possessing the ability to perform 
successfully under the terms and conditions of a proposed procurement. The District considers 
such matters as contractor integrity and business ethics, compliance with public policy, ability 
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to complete the project on time and in accordance with specifications, record of past 
performance, and the contractor’s financial and technical resources. 

The District will award a contract to a contractor who has the appropriate experience, expertise, 
qualifications, and any required certifications, necessary to perform the work. Contractors 
should also have the financial resources to sustain the project while the initial work is being 
completed and during each service period until he or she submits invoices for payment to the 
District as work is completed. Contractors should have the proper equipment or the capability 
to subcontract for the proper equipment necessary to complete the contracted work. 

The District will not subcontract with or award sub-grants to any person or company who is 
debarred or suspended from receiving federal funds. The Business Services Department is 
required to check for excluded parties at the System for Award Management (SAM) website 
before any procurement transaction paid with federal funds. A list of previously reviewed 
vendors is located on the District Document Center for Staff under both Accounting and 
Business Services (System for award management list.pdf) 

All procurement transactions paid with federal funds are conducted in a manner providing full 
and open competition where no proposer or bidder has a competitive advantage over another. 
All potential proposers and bidders must be provided the same information and have the same 
opportunity to submit a bid or proposal. Providing a competitive advantage to one or more 
potential proposers or bidders over another can open up the potential for disputes and lawsuits 
that can be costly and can significantly delay the completion of projects. 

In order to ensure objective contractor performance and eliminate unfair competitive 
advantage, contractors that develop or draft specifications, requirements, statements of work, or 
invitations for bids or requests for proposals (RFPs) are excluded from competing for such 
procurements. The District does not engage in the following situations that may restrict full and 
open competition, including but not limited to: 

• placing unreasonable requirements on firms in order for them to qualify to do 
business; 

• requiring unnecessary experience and excessive bonding; 
• noncompetitive pricing practices between firms or between affiliated companies; 
• noncompetitive contracts to consultants that are on retainer contracts; 
• organizational conflicts of interest; 
• specifying only a “brand name” product instead of allowing “an equal” product to 

be offered and describing the performance or other relevant requirements of the 
procurement;  

• any arbitrary action in the procurement process. 
 

The District conducts federal procurements in a manner that prohibits the use of statutorily or 
administratively imposed state or local geographical preferences in the evaluation of bids or 
proposals, except in those cases where applicable federal statutes expressly mandate or 
encourage geographic preference.  

 
All solicitations will incorporate a clear and accurate description of the technical requirements 
for the material, product, or service to be procured. Such description will not, in competitive 
procurements, contain features which unduly restrict competition. The description will include 
a statement of the qualitative nature of the material, product or service to be procured and, 
when necessary, will set forth those minimum essential characteristics and standards to which it 
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must conform if it is to satisfy its intended use. Detailed product specifications will be avoided 
if at all possible. 

The District will make independent estimates of the goods or services being procured before 
receiving bids or proposals to get an estimate of how much the goods and services are valued in 
the current market. To accomplish this, after bids and proposals are received, but before 
awarding a contract, the District conducts either a price analysis or a cost analysis, depending 
on the type of contract, in connection with every procurement with federal funds in excess of 
$100,000. 

The District takes all necessary affirmative steps to assure that minority businesses and 
women’s business enterprises, and labor surplus area firms are used when possible. To 
accomplish this, the District uses the following required affirmative steps: 

• Placing qualified small and minority businesses and women’s business enterprises 
on solicitation lists 

• Assuring that small and minority business, and women’s business enterprises are 
solicited whenever they are potential sources 

• Dividing total requirements, when economically feasible, into smaller tasks or 
quantities to permit maximum participation by small and minority businesses, and 
women’s business enterprises 

• Establishing delivery schedules, where the requirement permits, which encourage 
participation by small and minority businesses, and women’s business enterprises 

• Using the services and assistance, as appropriate, of such organizations as the Small 
Business Administration and the Minority Business Development Agency of the 
Department of Commerce, and 

• Requiring the prime contractor, if subcontracts are to be let, to take the affirmative 
steps listed above. 

 
Federal methods provide for procurement by micro-purchase. Micro-purchase is a purchase of 
supplies or services using simplified acquisition procedures, the aggregate amount of which 
does not exceed $3,000. The micro-purchase method is used in order to expedite the 
completion of its lowest-dollar small purchase transactions and minimize the associated 
administrative burden and cost. 

Small purchase procedures may be used in those relatively simple and informal procurement 
methods for securing nonprofessional services, supplies, or other property that do not cost more 
than $100,000. 

Sealed bids are required for goods and services over $100,000. Following are the requirements 
for sealed bids: 

• The invitation for bids will be publicly advertised and bids must be selected from an 
adequate number of known suppliers, providing them sufficient response time prior 
to the date set for opening the bids. 

• The invitation for bids, which will include any specifications and pertinent 
attachments, must define the items or services in order for the bidder to properly 
respond. 

• All bids will be publicly opened at the time and place prescribed in the invitation for 
bid. 

• A firm fixed price contract award will be made in writing to the lowest responsive 
and responsible bidder. 
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• Any or all bids may be rejected if there is a sound documented reason. 
• Competitive proposal (> $100,000, fixed price or cost reimbursement, request for 

proposal (RFP) with evaluation methods). Requirement for competitive proposal 
procedures: 

• Requests for proposals must be publicized requests and identify all evaluation 
factors and their relative importance. 

• Proposals must be solicited from an adequate number of qualified sources. 
• The organization must have a written method for conducting technical evaluations 

of the proposals received and for selecting recipients. 
• Contracts must be awarded to the responsible firm whose proposal is most 

advantageous to the program. 
• The organization may only use qualification-based methods, whereby competitors' 

qualifications are evaluated and the most qualified competitor is selected, in the 
procurement of architectural/engineering professional services. 

Procurement by noncompetitive proposals is procurement through solicitation of a proposal 
from only one source and may be used when using federal funds only when one or more of the 
following circumstances apply: 

• The item is available only from a single source. This must be documented. 
• The public exigency or emergency for the requirement will not permit a delay 

resulting from competitive solicitation. 
• MDE (or other federal awarding agency) expressly authorizes noncompetitive 

proposals in response to a written request from the District. 
• After solicitation of a number of sources, competition is determined inadequate. 

Time and materials type contract means a contract whose cost to the District is the sum of: the 
actual costs of materials, and direct labor hours charged at fixed hourly rates that reflect wages, 
general and administrative expenses, and profit. 

• The District may use a time and materials type contract paid with federal funds in 
accordance with the above and only (1) after a determination that no other contract 
is suitable; and (2) if the contract includes a ceiling price that the contractor exceeds 
at its own risk. 

 
The District ensures that all prequalified lists of persons, firms, or products which are used in 
acquiring goods and services are current and include enough qualified sources to ensure 
maximum open and free competition. The District accomplishes this by conducting internet 
searches, including using vendor searches, and by using other less technologically-advanced 
tools to locate and identify potential contractors. Federal guidelines are followed regarding the 
number of bids required. 

The District requires that construction or facility improvement contracts, or subcontracts 
exceeding $100,000, include a bid guarantee equivalent to 5% of the bid price from each bidder 
(such as bid bond or certified check), a performance bond on the part of the contractor for 100 
percent of the contract price, and a payment bond on the part of the contractor for 100 percent 
of the contract price. 

The Purchasing Department continually researches new products and vendor sources, as well as 
striving to provide a quick response time to purchasing and delivery requests. 
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PURCHASING PROCEDURES 
 

METHODS OF PROCUREMENT 

Methods available to District staff to purchase goods and services generally fall into five 
categories: 

Requisition/Purchase Orders:  To procure goods or outside services not provided by staff, the 
site or department should enter and approve a purchase requisition.  The Purchasing Department 
reviews the requisition, makes necessary revisions, and submits the final Purchase Order (PO) to 
the vendor. 

P-Card Purchases:  The use of a District Credit Card to make purchases. 

Amazon Purchases:  Sites or departments enter Amazon orders online which are reviewed and 
submitted by the Purchasing Department. 

Warehouse Requisition: Requests for frequently used bulk or time critical items that are warehoused 
at the ESC. 
 
Direct Purchases:  In some limited circumstances, staff may need to make purchases directly.  
Reimbursement for direct purchases is completed through the Accounting Department.   

Procedures for each of these options are outlined in the following sections. 
 
REQUISITION/PURCHASE ORDERING SYSTEM 

Purchase Orders are legal documents that obligate the District to pay for items that are being 
ordered.  A Purchase Order is the District’s promise to pay, once an item is delivered and 
accepted by the District.  Conversely, without a properly approved and issued Purchase Order, 
the District is under no obligation to pay for goods or services received, even if the goods or 
services were procured by a District staff member. 

No purchase or obligation to buy should be made by the District without first securing a 
Purchase Order, except for the following instances: 

 Utilities. 
 Authorized P-Card purchases. 
 Amazon purchases. 
 Warehouse requisition. 
 Reimbursement of pre-approved travel expenses. 

 
Under the direction of the School Board, the District operates a centralized purchasing system 
administered by the Purchasing Department.  The centralized purchasing system includes: 

 The purchase of supplies, equipment, and services. 
 The development of bid/quote specifications, receipt of bids, and maintenance of 

contracts as necessary to perform this function. 
 The sale or disposal of obsolete and/or surplus property. 
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The Purchasing Department exists solely to serve the schools and departments of the District.  
The Purchasing Department utilizes professional procedures which account for multiple volume 
purchases and lower costs through standardization.  In addition, the Purchasing Department 
keeps up-to-date information on products, services, and vendors available to the District, as well 
as being knowledgeable about the various laws and regulations that govern purchasing by a 
governmental agency. 

The fundamental objectives of the Purchasing Department are to: 

 Assure “cost effectiveness” in order to obtain the best products or services for the dollar. 
 Provide high quality service.  

 

The following provides ordering procedures for the purchase of goods or services. 

 Enter and approve a purchase requisition for the goods or service needed. 
 Attach any supporting documentation. 
 The Purchasing Department and other authorizing personnel review the requisition, make 

necessary revisions, and submit the Purchase Order to the vendor.   
 

To procure services or items from vendors that are not included in the purchasing system, 
district staff should complete a New Vendor Request form. This form can be found on the 
Purchasing website. 

Purchasing Department Procedures 

 The Purchasing Department reviews purchase requisitions for accuracy and verifies 
vendor and pricing information prior to processing the purchase order. 

 All requisitions greater than $25,000 must be submitted to the Purchasing Department to 
collect formal quotes, proposal, or bids.   

 Requisitions using categorical funds greater than $3,000 must be submitted to the 
Purchasing Department with a minimum of 2 quotes.   

 Splitting requisitions in any manner so as to avoid School Board approval is not allowed. 
 Once approved, the Purchase Order is forwarded to the vendor by the method that will 

assure that the ordered goods or services are delivered when needed. 
 

 

P-CARD PURCHASES 

The District participates in a Purchase Card (P-Card) Program.  The P-Card works like a credit 
card and is a simplified and cost effective method of purchasing and remitting payment for 
approved expenditures. The P-Card can be used for purchases made in person or by telephone. 

The P-Card is to be used in accordance with the procedures established within this manual as 
well as the attached P-Card Procedure Manual.  Before receiving a P-Card, the 
Principal/Department Supervisor must approve the employee’s request.  The P-Card is not 
primarily for the convenience of staff or to circumvent the standard Purchase Order process.  The 
employee will receive training and procedures before receiving their P-Card and it may be 
revoked for misuse at any time. 
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AMAZON ORDERS 

Beginning in 2014, orders placed in Minnesota with Amazon.com or Amazon Digital Services 
became taxable.  To provide departments with the ability to make tax exempt purchases through 
Amazon, the district worked with Amazon and established a main account in the Purchasing 
Department.  A site/department purchasing person can have a buyer account linked to this main 
account.  The buyer accounts are all under the control and review of the main account manager 
and payments are restricted to the main account.  

Once an order is placed, both the account manager and the buyer will receive an email 
confirming the order.  The buyer will need to provide the budget code and authorization 
(principal/director signature) for the order.  This will need to be submitted to the main account 
manager so the proper account code can be attached to the order. 

 

WAREHOUSE REQUISITIONS 

The Purchasing Department buys items to stock in the warehouse that are generally less 
expensive when purchased in bulk or are needed urgently. These items are ordered through the 
central requisition system. Details on the items carried in stock can be obtained by using the on-
line Distribution Center catalog at http://www.anoka.k12.mn.us/site/default.aspx?PageID=3916.   
 

 

DIRECT PURCHASES AND EMPLOYEE REIMBURSEMENTS 

The District maintains the Purchasing Department to take care of all of the details of purchasing 
supplies and services for District students and staff.  In order to maintain good internal controls, 
expenditures of the District are to be made through the Purchasing Department.  It is anticipated 
that most sites and departments will make purchases through this method.   

When it is necessary for a site or department to make a purchase directly from a vendor without 
the use of a purchase order or purchasing card (P-card), the vendor invoice must be submitted to 
the Accounting Department on a Voucher Form for Vendor Payment.  The invoice must show 

• the vendor name,  
• invoice number, 
• invoice date,  
• detailed description of the items or services provided,  
• date of the order, 
• itemized pricing.   

 

The voucher needs to provide  

• the expense code to be charged,  
• the signature of the person verifying the receipt of the goods or service and date the 

goods were received or services rendered, 
• the signature of the program administrator approving the expense. 

http://www.anoka.k12.mn.us/site/default.aspx?PageID=3916
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Miscellaneous services provided to the District do not require purchase orders to be issued.  The 
Services Rendered Agreement form should be completed by the vendor, coded by the site or 
department, authorized by the program administer, and submitted to accounting for further 
approval by the Director of Finance. 

Claims for reimbursement of employee expenses need to be submitted to the Accounting 
Department on the appropriate form:   

• Claim for Reimbursement of Employee Expenses 
• Mileage Reimbursement Form 
• Voucher Form for Employee Reimbursement 

All forms must be signed by the employee and authorized by the program administrator. All 
forms are available through the Document Center for staff in AH Connect. 
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ADDITIONAL PURCHASING INFORMATION 
 
RECEIVING PROCEDURES 

Generally, items ordered with a Purchase Order will be delivered to the Distribution Center from 
the vendor.  The orders will be examined to verify correct items and quantities are received. 
Receiving information is recorded by Distribution Center staff prior to the delivery of the order 
to the sites/departments.  

 

Each district school location will receive delivery of merchandise twice a week.  The schedule 
has two routes with two trucks delivering each day.  Exceptions to the routine schedule are listed 
on the bottom of the trucking schedule form (these include 4 and 3 day schedules to 
accommodate district holidays). 
 

The representative at each site receiving the merchandise (usually the Custodian or office staff) 
assumes the receiving responsibilities described below.  However, the employee who ordered the 
merchandise is responsible for verifying and inspecting items received upon delivery from their 
site representative. 

 

Mistakes do happen.  There is no way to guarantee that every item shipped is the right item, and 
that it will arrive in good condition.  Most errors and damages are caught at the time of receiving.  
Using the following guidelines will help catch errors early and minimize problems associated 
with those inadvertent errors. 

 Verify Delivery Site:  Assure packages being delivered are addressed to the correct site.  
If item delivered is not intended for your site, do not accept it.  If unintended delivery is 
accepted, the District may incur expenses of returning the packages. 

 Verify Number of Packages:  The person signing for delivery should account for the 
number of packages on each delivery verifying that amount of items agree with the 
amount indicated on the delivery slip. 

 Verify Contents:  After the delivery person has left, it is the site’s responsibility to 
promptly verify for correctness and concealed damage. 

 Within a reasonable amount of time (24-48 hours), make sure the item is in working 
condition.  Test each item to make sure all the items ordered are in proper working 
condition. 

 Discrepancies such as shortages, overages, damage, non-working, or wrong products 
should be reported to the Purchasing Department immediately. 

 Items requested to be returned due to incorrect order or items not wanted after receipt, 
may incur return shipping charges and/or restocking fees from the vendor.  Such changes 
are expensive and will be charged to the account used to order the materials from the 
original Purchase Order. 
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LEASES AND OTHER MULTI-YEAR COMMITMENTS 

 

The School Board, the Superintendent, or the Chief Financial Officer has sole authority to 
obligate the District to contracts, leases, and multi-year commitments.  Prior School Board 
approval must be obtained before submitting purchase requisitions for the following items: 

 Multi-year or open-ended service agreements. 
 Multi-year or open-ended personal service contracts. 
 Multi-year leases for equipment, computers, vehicles, etc. 
 Any real property leases. 

 

PURCHASES USING CATEGORICAL FUNDS 

 

Categorical programs are those programs such as Title, Special Education, Staff Development, 
Grants, etc. that are separately funded by State and Federal Governments or other Grantors.  
Purchases from these funds must meet the specific requirements of the program and are often 
subject to additional procedures and guidelines by the granting agency.   

 

The program manager/grant administrator has ultimate accountability to oversee all expenditures 
and make sure they meet the program/grant requirements.  Therefore, all purchases made from 
these funds must have prior approval by the program manager/grant administrator. This can be 
done through the use of the requisition and purchase ordering system or by completing an 
expenditure preapproval form such as the ones attached. Furthermore, any purchase greater than 
$3,000 is required to have a minimum of 2 quotes. 

Contact the Program Administrator for more information regarding preauthorization.  

 

PURCHASES OF COMPUTERS AND OTHER TECHNOLOGY 
EQUIPMENT 

District practice is to standardize technology equipment and software throughout the District.  
The District’s Technology Plan outlines District Standards related to technology including such 
items as which equipment will be used (brand and model), what equipment will be purchased 
and supported at each site, and which programs will be supported.  The District’s Purchasing and 
Technology Departments have the responsibility of enforcing these standards, as well as 
providing necessary technical support for approved equipment.  Therefore, all technology 
purchases must be approved by the Technology Department, including purchases made from 
categorical funds. 

District resources for technology support are limited.  Non-standard equipment and software 
cannot be supported.  The Technology Department can assist with determining and coordinating 
technology needs and the purchasing of the correct hardware/software to meet those needs. 
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EQUIPMENT AND OTHER REPAIR REQUESTS 

The following procedures apply to repairs of District property. 

 

 Unsafe Conditions:  The safety of our students and staff is the number one priority of 
the District’s Maintenance, Operations, and Health & Safety staff.  If you become 
aware of an unsafe condition that needs immediate attention, please contact the 
Supervisor of Health & Safety at 763-506-1220. 

 Computers and other Technology Equipment:  Submit a Help Desk ticket. 
 Custodial Equipment:  Contact the Buildings and Grounds Supervisor of Operations for 

direction. 

 
DISPOSING OF EQUIPMENT 

State laws govern the disposal of equipment and other property that has been purchased by 
government entities and dictate the method of disposal for items that have been determined by 
the State to be hazardous waste. 
 
If you have equipment or furniture that is no longer needed, contact the Distribution Center 
Supervisor. 

Even if a site determines an item is of no use, do not throw it in the dumpster.  State law requires 
that all real and personal property determined by the District to be surplus property be sold at a 
properly advertised auction to the highest bidder. 

Computers, TVs, and other electronic equipment may contain parts which are considered 
hazardous.  Under no circumstances may these items be disposed of by placing them in the 
dumpster. 
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WHO IS RESPONSIBLE? 

The following outlines the roles and responsibilities assigned to those involved in the District 
purchasing process. 
 

Employee Identifies the need and obtains approval of the responsible 
site and/or program manager(s), to initiate the purchasing 
process for goods or services. 

Office Professionals Determines if funds are available.  Enters a requisition in the 
purchasing system.   

Principal, Administrator, or 
Manager 

Approves purchase requisitions for their building, site, or 
department. 

Purchasing Department Reviews requisitions, prints purchase orders, and issues to 
vendor. Enters receiving for items purchased on a PO. Pays 
invoices for items purchased on a PO, matching the invoice 
to the purchase order, verifying pricing, and attaching related 
packing slips and receiving documentation. Places orders to 
replenish inventory stock items. Collects payments for items 
sold on auction. Establishes purchasing standards and 
specifications. Prepares quotes, proposals, and bids 
according to the requirements of MN Statute 471.345. 
Determines legality of all purchases.  Acts as a clearinghouse 
for vendors and vendor negotiations.   

Distribution Center Receives goods and verifies accuracy of delivery according 
to records purchasing system.  Delivers goods received to 
appropriate site/department. Disposes of surplus or obsolete 
materials. 

Manager of Purchasing Establishes, by direction of the School Board and 
Superintendent, purchasing procedures and follows School 
Board policy.  Presents bid results and recommendations for 
approval of bids to the School Board.  

Accounting Department Verifies correct usage of budget codes to assure compliance 
with state regulations.  Verifies the responsible program has 
adequate funds to complete purchases.  Pays the vendor after 
the materials, equipment, or services are received and an 
invoice has been submitted by the vendor. 

School Board Establishes purchasing policies to ensure goods and services 
are purchased in a prompt, cost effective, and legal manner. 
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