D-104:  Purchasing and Procurement

Approved by:  Governing Council


Effective Date:  June 13, 2005
 



Revision Date(s):  



POLICY:
East Mountain High School will obtain quality goods and services at a reasonable cost and will conduct purchasing in a fair and impartial manner.



PROCEDURES FOR Purchasing and Procurement:



I.
Small Purchases $1000 or less.
A. Process for Small Purchase Orders. A school employee must complete a purchase requisition duly authorized by the school Principal and be subject to available budget.
B. Process for Expense Reimbursement. Purchases of goods or services (not including travel expenses) $1000 or less paid directly by staff are subject to completion of an expense reimbursement form or check request which is available in the school business office. The Principal must approve all requests for reimbursement prior to the purchase. The reimbursement form must show the appropriate expenditure code to which the purchase will be assigned. An original, itemized receipt(s) must be attached to the reimbursement form; photocopies will not be acceptable. 
II.
Purchases of goods or services valued at more than $1000 but less than $10,000.  An East Mountain High School staff member requesting the purchase must complete a Purchase Requisition, which will be approved by the Principal. In order to obtain the best price, the requestor should obtain at least two (2) price quotes.  Upon approval of the Purchase Requisition, the Business Office shall complete a Purchase Order which will be duly signed by the Principal and identify the expenditure account to which the purchase will be assigned. Once the Purchase Order has been approved the employee requesting the expenditure will purchase the items.
III. 
Purchases of goods or services valued at more than $10,000 but less than $20,000 (Capital Assets).  An East Mountain High School staff member requesting the purchase must complete a Purchase Requisition and obtain three (3) verifiable price quotes, the employee requesting the purchase shall complete the purchase requisition. The purchase request will be approved by the Principal and a Purchase Order will be completed. The Purchase Order will be prepared by the Business Manager and signed by the Principal and identify the expenditure account to which the purchase will be assigned. Once the Purchase Order has been approved the employee requesting the expenditure will purchase the items.
IV.
Purchase of professional services up to $50,000 and Engineering Services up to $25,000.
A. Informal Quote Process. The school Principal or designee or Governing Council can initiate the Informal Quote process. The completed materials for potential vendors must be approved by the school Business Office prior to solicitation of quotes. The school Principal will review all quotes and supporting documentation with the Office Manager and Business Manager.
Upon selection of the preferred vendor, the Principal will duly sign the Purchase Requisition and the Purchase Order. The Purchase Order must indicate both the revenue account (funding source) from which the P.O. will be funded and the expense account to which the purchase will be assigned. A copy of the P.O. will accompany the invoice to be paid and maintained pursuant to the School Records Act.

B. Contract Management Process. If the Purchase Order is for professional services, the Principal will work with the Facilities team to act as the Contract Manager. The Contract Manager is responsible for negotiating the final contract, including business office review and legal review (if required), ensuring that the terms of the contract are adhered to as well as working with the vendor to ensure that the goods and services provided are as contracted.
V.  Purchases of goods and services valued at more than $20,000 and professional service contracts in excess of $50,000.

*To be revised by the Finance Committee – Fall/Winter 2019.  Will reflect state guidelines and requirements including implementation of CPO.
A. Process for Competitive Bids. The school Business Office and Principal will initiate the Competitive Bid Process upon identified need. The Governing Council will appoint a three (3) person Selection Committee, including at least one (1) member designated by the Principal, to develop the Invitation To Bid (ITB) document. The Selection Committee will determine whether to go through vendors with whom the state has an existing Statewide Pricing Agreement or whether to expand the potential vendor list by soliciting bids from vendors who are not participants in the Statewide Pricing Agreement.
In either case, the Committee in accordance with the State of New Mexico Procurement Code and 1.4.1.16 NMAC 2001, will develop an Invitation To Bid. The Invitation To Bid must be reviewed and approved by the school Governing Council Procurement Committee prior to mailing. This review can take place outside of a regularly scheduled Council meeting.

If the Invitation To Bid is being sent only to participants in the Statewide Pricing Agreement, the Committee need only to present ITB's to listed vendors, evaluate responses, and select a preferred vendor.
If bids are being solicited from vendors not participating in the Statewide Pricing Agreement, the ITB and subsequent opening of the bids, amendments, etc., must be conducted in accordance with the State of New Mexico Procurement Code, 1.4.1.16 through 1.4.1.28 NMAC 2001.
B. Process for Competitive Sealed Proposals. The school Governing Council will initiate the Competitive Sealed Proposal Process upon request of the Principal or a Governing Council member. The Governing Council will appoint a three (3) person Selection Committee, including at least one (1) member designated by the Principal, to develop the Request For Proposal (RFP) document.
The Committee, in accordance with the State of New Mexico Procurement Code, 1.4.1.31 NMAC 2001, will develop the RFP. The RFP must be reviewed and approved by the Governing Council Procurement Committee prior to mailing. This review can take place outside of a regularly scheduled Council meeting.
The RFP and subsequent opening of the proposals, amendments, negotiations, etc., must be conducted in accordance with the State of New Mexico Procurement Code Sections 1.4.1.31 through 1.4.1.47 NMAC 2001.
C. Contract Management Process. One member of the Selection Committee or school staff will be assigned to act as the Contract Manager. The Contract Manager is responsible for negotiating the final contract, including review by the Selection Committee, Business Manager, and, if required, legal review of the contract. Prior to contract signing, the Principal, Governing Council Procurement Committee, and Business Manager must review the contract. Once approved, the Principal, Governing Council Chair, and Business Manager must sign the contract. The Contract Manager will also be responsible for ensuring that the terms of the contract are adhered to, working with the vendor to ensure that the goods and/or services provided are as contracted prior to payment.
VI.
Sole Source Procurement. Based on a written determination that only one source is practically available for a particular good or service, sole source procurement may be made without formal sealed bidding or competitive negotiation. When making a determination of sole source, all available vendors in the United States will be considered. Any purchase(s) deemed as sole source are subject to 13.1.126 and 13.1.128, NMSA 1978.

VII. Emergency Procurement. Emergency procurement shall be allowed as long as it fulfills the requirements identified in 13.1.127, (B) 1-3, NMSA 1978. Emergency procurement may be made without formal sealed bidding or competitive negotiation with a written justification for the emergency, identification of the goods and/or services being procured, and the name and date of the contractor/entity selected.
VIII Cooperative Purchasing Agreements.  Pursuant to 13.1.35 NMSA, the school may, at its discretion, join and participate in cooperative purchase agreements with one or more public bodies or state agencies.
IX. 
Tax Exempt Certificates. The school shall issue tax-exempt certificates for qualifying purchases of tangible goods pursuant to the guidelines established by the New Mexico Taxation and Revenue Department for Type 9, Governmental Agencies.
X.
The following are exempt from the State Procurement Code:
A. Items of tangible personal property or services by a state agency or local public body except as otherwise noted in 13-1-135 through 13-1-137NMSA 1978
B. Public utilities
C. Contracts for retirement and other benefits pursuant to 22-11-47 through 22-11-52 NMSA 1978
D. Shipping, travel, meals, and lodging
E. Public school transportation services
F. Minor purchases not exceeding $5,000 consisting of magazine subscriptions and conference registration fees and other similar purchases where prepayments are required.
G. Purchases pursuant to the federal price schedule (GSA)
H. Instructional Materials
I. Contracts with professional entertainers
J. Advertising
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