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SUBJECT:  Procurement of all goods and services for the Kanawha County School System herein referred to as KCS.
RESPONSIBLE PERSONS:  School Board Administrators, Principals, Department Heads, and employees.
BACKGROUND:  Government purchasing embraces a fundamental obligation to the general public to ensure that the procurement of all materials and services is accomplished in accordance with the intent of the laws and policies enacted by the appropriate legislative body. Consistent with or exceeding the purchasing policies and procedures established for local education agencies by the State of West Virginia statutes, West Virginia Department of Education Policy 8200, the Kanawha County Board of Education purchasing procedures are defined in Administrative Regulation 46.00. The intent of this enactment is to ensure that the school system obtains high quality goods and services at a reasonable cost, that all procurement procedures are conducted in a fair and impartial manner with avoidance of any impropriety or appearance of impropriety, that all qualified vendors have access to school business, and that no offer or be arbitrarily or capriciously excluded. It is also the intent that competition be sought to the maximum feasible degree, that the rules governing contract awards be made clear in advance of the competition, and that specifications reflect the procurement needs of the purchasing body rather than being drawn to favor a particular vendor. When conducted fairly and honestly, competitive procurement does not guarantee that a preferred brand or vendor will be selected; instead, that the most favorable prices will be obtained for that quality level which is specified.

SCOPE:  The Board of Education policies apply to all public and quasi-public funds.  Therefore, regardless of the source of funds, School Board Policies and procedures, as provided herein, apply to the procurement of all goods and services by all departments and schools made with both appropriated and activity funds.  These procedures do not apply to PTA, PTO, Booster Clubs or any other association or organization when the purchase is made directly by such organization. 
PROCUREMENT AUTHORITY AND RESPONSIBILITY: The School Board delegates authority to the Director of Purchasing to enter into contracts for the procurement of goods and services, as the centralized purchasing agency, on behalf of KCS. This delegation is limited to goods, service, and construction orders less than twenty-five thousand dollars ($25,000). Orders exceeding this threshold require the approval of the Treasurer and Superintendent, after which they may be signed by the Director of Purchasing. Purchases exceeding $100,000 require the additional approval of the Board of Education.
AUTHORITY TO SIGN PURCHASE ORDERS AND COMMIT KCS:  The authority and responsibility to sign and issue purchase orders, and contracts to commit KCS is vested with the School Board and is delegated to the Director of Purchasing. Budget Managers are authorized to sign limited value purchase orders for the procurement of goods in accordance with the procedures identified in Regulation 46.00.  The Budget Manager has the authority to delegate temporary purchasing authority in circumstances where he/she may be unavailable. However, all Budget Managers are ultimately responsible for any delegated procurement transactions.  Failure to comply with procurement policies, regulations and procedures may result in reduction or loss of the Budget Manager’s delegated authority.
PURCHASING ORGANIZATIONAL STRUCTURE: The Purchasing Department consists of three (3) Buyers and four (3) Support Staff who have been assigned the responsibility to assist all schools and departments in the procurement of goods and services. For information on buyer assignments or general purchasing procedures contact any one of the individuals identified in the organizational chart (See Attachment A).
DECENTRALIZED PURCHASES:  The methods to be used for the purchase of all goods and services are outlined herein:  For purchases not sent directly to the purchasing department.  Although any request can be sent to purchasing if needed.
LIMITED VALUE PURCHASE ORDERS: Subject to the following guidelines, purchases of $1,000.00 or less may be made using a LIMITED VALUE PURCHASE ORDER.  The intent of this process is to reduce paper work and improve turnaround time for the procurement of products or services for which centralized contracts have been established.  When contracts are created, the respective products or services will be the established standards for the school system.

Limited Value orders may not be used for sensitive items such as computer equipment and office furniture.  If the cost of the item is more than $500.00, the Budget Manager is required to obtain three (3) documented written quotes, unless previously established contracted prices are used.  This can be by e-mail or fax.  Quotes must contain all pertinent information regarding vendor and contact.
OBTAINING A LIMITED VALUE ORDER NUMBER

To obtain a limited value purchase order number, you simply need to access the purchasing function on your WVEIS online computer system and then enter the following information:
a. Vendor number

b. Purchase order type  (location code)
ISSUING LIMITED VALUE ORDER

Once the purchase order number is obtained, be sure to retain it in some manner in case you have to refer back.  If you need assistance in completing the purchase order procedure, contact the purchasing office at 348-6120.
The following information must be included on the purchase order:

a. Complete description of materials or services being purchased
b. The correct price of materials or service (itemized by line item)
c. Any shipping charges
d. The budget manager's signature
e. Submit copy to vendor
The encumbrance process must take place before committing to the purchase of goods or services.  Purchases greater than $500 and less than $1000 require 3 faxed or emailed quotations.  Any materials or services over $1000.00 must be submitted to the purchasing department.
PAYING FOR A LIMITED VALUE PURCHASE

Upon receipt or delivery of material the person signing or accepting delivery should inspect the contents or item for damage before the person making the delivery leaves.  After accepting goods the purchase order must be received on the WVEIS receiving input (REC. 401) function.  This is a key step because accounts payable cannot pay the vendor until the purchase order is received.  This process must be completed no later than 24 hours after accepting materials.

*NOTE:  The invoice must match the purchase order item and dollar amount.
*NOTE:  Limited value purchase orders are the responsibility of the ordering department/budget manager.   

CENTRALIZED PURCHASES:   All requests over $1,000.00 must be processed through the Purchasing Office.

STANDARD PURCHASE: A purchase requisition providing detailed information concerning the user’s needs is to be submitted to the Purchasing Department either through the on-line purchase requisition function or by mail. The Purchasing Department will be responsible for obtaining the required competitive pricing.
BLANKET ORDER: By submitting a purchase requisition, a blanket order may be requested for products or services that have an unpredictable demand schedule in terms of quantity or description. Open-end blanket orders may be placed only for products or services that have been identified through a previous competitive pricing process. However, by submitting written justification a Budget Manager may request a convenience blanket order for products or services that have not been competitively priced provided the value of the order does not exceed $5,000.00.  After being cleared against the budget to ensure that adequate funds are available, a copy of the blanket order will be sent to the selected vendor and a copy will also be sent to the Budget Manager.  The WVEIS blanket order format is also used in situations where partial or multiple payments are required. (Attachment G)
Upon receiving your copy, please adhere to the following instructions:
1. Give the blanket purchase order number to the vendor each time a purchase is made and instruct him to identify all sales tickets and invoices with it.

2. Before leaving the vendor's place of business, request a sales ticket containing the following information:
a. Purchase order number
b. Item description
c. Unit and total prices

3. Upon receipt of merchandise, sign the sales ticket and obtain at least one copy.

4. If the vendor cannot provide everything, never allow him to make a back order against a blanket order number.

5. Immediately upon returning to your office, post the sales ticket to the Weekly Blanket Purchase Order Register. (Attachment C)

6. Each week the Budget Manager must approve the register and send it and all supporting sales tickets to the Accounting office.
7. Please track your remaining balance.

8. If additional monies are needed please submit a revision for that purchase order to purchasing
EMERGENCY ORDERS: This method is least preferred because the prices paid are usually higher than those obtained in competitive situations.  Additionally, since the requisitioner must personally make the purchase, valuable time which could be spent on normal duties is wasted. Consequently, every effort should be made to prevent emergencies from occurring because of inadequate planning.
Generally, emergency requests would be expected to center around one of the following conditions:
1. Hazard to pupil or employee health or safety

2. Board property in danger of being damaged

3. Instructional program or essential pupil service being impaired

4. Vehicle or essential equipment out of service due to accident or sudden breakdown

5. Essential office function being impaired
In all cases, the Budget Manager will be responsible for deciding whether or not an emergency exists.  However, it should be noted that the emergency conditions must be summarized on a letter of justification outlining the emergency and submitted with the purchase requisition.
BUYING METHODS:
COMPETITIVE PRICING: It is the policy of the District to adhere to sound procurement procedures so that materials and services of acceptable quality are obtained on an economical basis.  In furtherance of this policy, competitive pricing shall be used in all cases except as provided for herein.  Competitive pricing methods are set forth as follows:

a. Advertised solicitation of Bids - A published solicitation of sealed bids shall be undertaken when the cost of the purchase is expected to exceed $25,000.00.
b. Unpublished Solicitation of Bids - An unpublished solicitation of sealed bids shall be undertaken when the cost of the purchase is expected to be $ 5,000.00 not to exceed $25,000.00, as long as an adequate list of qualified responsible vendors has been established.  The $ 5,000.00 limit applies to the purchasing department only.
c. Competitive Bid Threshold Limits:

Purchases costing less than $5,000: 

· Competitive bids are encouraged but not required. 

· An approved purchase order is required before the merchandise or service is ordered. 

Purchases costing $5,000 or more but less than $10,000: 

Competitive bids are required. 

· A minimum of three (3) verbal quotes must be obtained, whenever practical. 

· Bids may be solicited by telephone, internet, mail, or by visiting the vendor. 

· Documentation must be maintained of all quotes obtained, recording the name of the vendor, name of the vendor’s representative, name of the LEA’s representative seeking the quote, date, commodity, and price. 

· Refer to the Records Retention Manual issued by the Office of School Finance for the period of time that the documentation is to be retained. 

· A sample form for recording these quotes in included in Appendix C of policy 8200. 

· An approved purchase order is required before the merchandise or service is ordered. 

Purchases costing $10,000 or more but less than $25,000: 

· Competitive bids are required. 

· A minimum of three (3) written bids must be obtained, whenever practical. 

· Bids may be solicited by telephone, internet, or mail, but a written bid must be submitted by the vendor. 

· “No bid” is not to be considered a received bid, so sufficient requests should be solicited to assure that at least three actual bids are received, whenever practical. 

· All bids received must be retained for public review and inspection during normal business hours. Refer to the Records Retention Manual issued by the Office of School Finance for the period of time that the bids are to be retained. 

· An approved purchase order is required before the merchandise or service is ordered. 

Purchases costing $25,000 or more but less than $50,000: 

· Competitive bids are required and bids shall be solicited from at least three known suppliers whenever practical, using advertising media such as newspapers, the internet, trade journals, purchasing bulletins, other media considered advisable, or mass mailings. 

· If a vendor list is maintained, this requirement may be met by submitting the bid request to the vendors on the list. 

· If a vendor list is not maintained, a good faith effort must be made to solicit as many competitive bids as practical, providing them adequate time to submit proposals.

· The invitation for bids, must include all specifications and pertinent attachments, and shall define the items or services in order for the bidder to properly respond. 
· KCS may waive the requirement to advertise when a vendor is considered to be the sole source for the item being purchased, when it is determined to be in the best interest of the KCS, or when professional, technical, or specialized services are being acquired under an agreement. All waivers must be well documented and those based on a best interest determination must be approved by the county superintendent, or director of a RESA or MCVC. 

· Any and all bids may be rejected if there is a sound documented reason. 

· The request for bids must be retained for public review and inspection during normal business hours. After the bid is awarded, all criteria and evaluations used in making the selection, as well as all bids received from vendors, must be retained for public review. Refer to the Records Retention Manual issued by the Office of School Finance for the period of time that the bids are to be retained. 

· An approved purchase order is required before the merchandise or service is ordered. 

Purchases costing $50,000 or more: 

· The solicitation for bids must specify that the bids are to be received in the form of sealed bids. 

· The request for bids must be publicly advertised using such media as legal advertisements in local newspapers, the internet, trade journals, purchasing bulletins, mass mailings or other media considered advisable, and adequate time must be provided to allow interested bidders sufficient time to submit their responses prior to the date set for the opening of bids. 

· The invitation for bids must include all specifications and pertinent attachments and 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 specified in the invitation for bids. 

· KCS may waive the requirement to advertise when a vendor is considered to be the sole source for the item, when it is determined to be in the best interest of the KCS, or when professional, technical, or specialized services are being acquired under an agreement. All waivers must be well documented, and those based on a best interest determination must be approved by the governing body. 

· Any and all bids may be rejected if there is a sound documented reason. 

· The request for bids must be retained for public review and inspection during normal business hours. After the bid is awarded, all criteria and evaluations used in making the selection, as well as all bids received from vendors, must be retained for public review. Refer to the Records Retention Manual issued by the Office of School Finance for the period of time that the bids are to be retained. 

· An approved purchase order is required before the merchandise or service is ordered. 

d. Open Purchase Contract - In certain situations vendors may be requested to maintain the prices and terms of their sealed bids for a specific period of time.  In such situations purchases may be undertaken during the time period such prices and terms are maintained.
e. Cataloging Contract - Catalog price discounts may be negotiated with several suppliers to obtain discounts from standard catalog prices for a stated period of time.  In situations where a low volume item is sought and a bidding procedure is not economical, purchases may be undertaken based on such negotiated discounts.
f. Government Contracts - Purchases may be made through current Federal, State, city or RESA contracts.  Contact the Purchasing Department or check the web site for various contract listings.
NON-COMPETITIVE PRICING:  Non-competitive pricing is allowed in situations where:

a. Bidding not economical - For purchases less than $ $5,000.00, the formal bidding process is generally not economical. However, for limited value purchases, three documented and filed faxed or e-mailed quotes are required for all purchases greater than $500.00 and less than $ $1,000.00.  The Purchasing Department has copies of the appropriate forms to be used for documentation of fax quotes.  The budget manager is required to obtain these quotes, if not submitted to purchasing up front.  Quotes processed by limited value means, outside the purchasing office, should not exceed $ $1,000.00.
b. Emergency - When a budget manager determines that an emergency purchase is required, the Office of Purchasing and Supply Management is to be provided with the vendor's name, product sought, price and budget account number.  Unless immediate attention is required, three documented and filed faxed or emailed quotes will be obtained, or letter of justification.
c. Sole Source - Sole (single) source purchases may be made where: there is no competition to provide a comparable product; the product is unique; the product has patented or proprietary rights; the product has superior capabilities that are not available from similar products; and/or the product is not marketed through other wholesalers, jobbers or distributors.  Sole source purchase must be based upon written justification provided by the budget manager and approved by the Director of Purchasing or Treasurer.
d. Education Materials - Proprietary or copyrighted educational materials and textbooks may be purchased to meet needs of instructional programs.  Pre-approved lists are available from the purchasing office.
e. Alternative Procurement methods or other Exemptions from Competitive Bid Requirements – are authorized in accordance with West Virginia Department of Education Policy 8200.
NON-COMPETITIVE PRICING:  Non-competitive pricing procedures are set forth as follows:
a. Catalog Pricing - Catalog price purchases may be undertaken for specialized or low volume items where efforts to negotiate a catalog price discount contract as provided herein have been unsuccessful.
b. Convenience Blanket Orders - Convenience blanket orders may be placed with qualified responsible vendors for products or services that have an unpredictable demand schedule in terms of quantity or description.  Such orders shall not exceed $5,000.00. Purchasing will attempt to negotiate price discounts from list prices or catalog prices for all convenience blanket orders.
c. Contracted Price Blanket Orders - Contracted price blanket orders may be placed with qualified responsible bidders for products or services that are used periodically.  Pricing for such products or services shall be already established by a previous competitive process.  Any new or accrual request exceeding $5,000.00 must be approved by the appropriate Management Team member.
d. Limited Value - Limited value purchase orders may be issued to a vendor by a budget manager for materials or services not exceeding a cost of $1,000.00.  To ensure that funds are properly encumbered, the budget manager is required to obtain a purchase order number prior to committing to or receiving goods from a vendor.  Also, the budget manager is required to obtain three documented and filed fax quotations for any purchase exceeding $500.00, unless previously established contract prices are used. Limited Value orders may not be used for the purchase of computer hardware and office furniture.  The chaining or multiple use of Limited Value orders to circumvent the bidding process is not permitted.
e. Estimated Prices - In situations where the existence of a volatile market prohibits the establishment of firm prices, a vendor may be instructed to secure the product sought at a price not to exceed a certain amount.  The product sought shall not be secured by the vendor at a price greater than such established amount without the consent of the office of Purchasing and Supply Management.
PURCHASING APPROVAL REQUIREMENTS: All purchases of products and/or services shall be approved as follows:
Purchase Requests
a. All purchase requests must be approved by the budget manager.
b. All purchase requests in excess of $5,000.00 must be approved by the budget manager and the responsible member of the Kanawha County Schools Management Team.
c. All purchases for computers or office furniture must be approved by the appropriate member of the Kanawha County Schools Management Team.

Purchase Orders
a. General purchase orders not exceeding $5,000.00 in value must be approved and signed by a Buyer.
b. General purchase orders greater than $5,000.00, must be approved and signed by the Director of the office of Purchasing and Supply Management.
c. General purchase orders greater than $25,000.00, not previously approved by Board action, must be approved by the Treasurer and Superintendent.
d. In the event prior Board action has not been taken to authorize the purchase of products or services, general purchase orders exceeding $100,000.00, excluding those pertaining to legally required items (e.g. textbooks, Social Security deposits, utilities, insurance, fuel, etc.) must be approved by the Board of Education.

OTHER REQUIREMENTS:
Sensitive Items - Purchases of computer hardware and office furniture must be submitted on a regular purchase requisition, and must be approved by the appropriate member of the Management Team.  The purchase of any computers, from a source other than the current County contract, must be approved by the Director of Technology or the Director of Information Systems.
Bid and Performance Bonds - In all cases where required by law and in such other cases where it is determined that bid bonds and/or performance bonds are necessary to ensure conformance with pertinent requirements, the Office of Purchasing and Supply Management shall require the submission of bid and/or performance bonds.
School Based Purchasing With School Funds - School purchase orders must be used for all purchases made from outside vendors. All purchases must conform to the requirements of the Manual of Financial Records for Kanawha County Schools’ current edition. Documentation of the competitive pricing and selection shall be preserved for audit purposes.  Three faxed or emailed quotes or proposals are required for purchases over $500.00.
School Based Purchasing From Budgeted Accounts - All purchases from budgeted accounts must be processed under the appropriate object code, using the procedures set forth in Administrative regulation 15.01, 15.02, 15.03, and 15.04, Purchasing Procedures.
Leases - The use of multiple year leases at the school level, for items including equipment and copy machines, is prohibited. Also, all single year leases are to be reviewed and approved by the Purchasing Department.
Warehouse Supplies - Selected school products are available through the warehouse Supply Catalog.  To ensure cost effective procurement, this source must be used for all available supplies.
Purchasing Advisory Committee - A purchasing oversight committee consisting of business advisors, school administrators, teachers and community representatives will periodically review purchasing policies and practices.

Internal Audit - An internal audit of the Kanawha County Schools purchasing system will be conducted annually, and findings will be formally reported to the Treasurer and Superintendent.

Violations of Purchasing Regulations - Violations of purchasing regulations will be reported to the Director of Purchasing for appropriate administrative recommendations or action.

a. Vendors
1) Approved Vendors - Individuals and corporate vendors, who submit a completed Kanawha County Schools vendor registration form that does not reflect any potential conflict of interest, may be placed on the approved vendor list.
2) Conflict of Interest (WV Code §61-10-15)
a) Businesses owned solely or in part by Kanawha County Schools’ employees or members of the Kanawha County Schools Board may not be placed on the approved vendor list.
b) Businesses in which Kanawha County School employees or elected Board members have the potential to benefit, either directly or indirectly, may not be placed on the approved vendors list.
3) Vendor Non-performance - Vendors who fail to meet contractual obligations, for reasons including the following, may be suspended from the approved vendors list: substandard service, poor quality, untimely delivery, product switching, or failure to meet time schedules.  Vendors recommended for such suspension may appeal to the Director of Purchasing. The Business Team will conduct a hearing that affords the vendor an opportunity to present information relative to the recommended suspension.  The decision of the Business Team will be final.
4) Bid Awards - To reflect the best value for Kanawha County Schools, bid awards, in addition to initial price, may be based on factors including quality, service, operating costs, utility consumption, salvage value or other life cycle costing measures.

5) Non-responsive Vendors - For efficient management of bidders’ lists, any vendor who fails to respond to two consecutive bid invitations may be removed from that specific bid list.  Any vendor so removed may, at any time, request reinstatement should they again wish to become an active bidder.
Private Gain and Gifts (WV Governmental Ethics Act)  - In furtherance of the WV Governmental Ethics Act, employees shall not solicit or accept any gifts, incentives, premiums or other inducements for personal gain. If promotional materials are provided as a standard part of any purchase, they are, at all times, to remain the property of the school system, or be shared by others.
SUBMISSION OF PURCHASE REQUESTS:  Requests for materials or services in excess of $1,000.00 must be submitted to the Purchasing office on a standard Purchase Requisition form (Attachment E).  All requests must include a detailed description, the budget account, and the budget manager's signature.
Upon receipt the Purchasing Department will review the request to determine the lawfulness of the request and the requirement for competitive pricing.  Based on the commodity category, it will be assigned to a specific Buyer. The Buyer will subsequently determine if the provided information and specifications are adequate.  Purchase requests that have not been adequately completed will be subject to delays until all necessary information can be obtained.
PURCHASE PLANNING:  Proper planning is an essential element of good purchasing.  The primary mission of the purchasing function is to provide goods and services for using departments and schools in the proper quantity, of the proper quality, at the right time and place needed, and at the lowest possible cost.  It is, therefore, imperative that users thoroughly plan for their needs.  Determining in advance what is needed, as well as how much, where and when it is needed, will assist the Purchasing Department in effectively and efficiently satisfying needs.
SPECIFICATIONS:  Specifications for goods and services can either enhance or inhibit competition.  Since it is mandated that competition be sought to the maximum feasible degree, the Purchasing Department will assist requesting departments in describing goods and service in a manner that will not only meet the customer's needs, but that will also encourage competition. The two preferred types of specifications are as follows:
GENERIC:  When practical, requirements may be stated in generic terms in one of three ways: performance specifications where the performance requirements are set forth; design specifications where the essential characteristics of the goods are set forth; or the utilization of a qualified products list.
BRAND NAME OR EQUAL:  A brand name may be used to convey the general style, type, character and quality of the goods desired. Any product determined to be the equal of that specified by the requestor, considering quality, workmanship, economy of operation and suitability for the purpose intended, shall be accepted.  A brand name can not be considered restrictive to exclude other manufacturer's products from consideration.  Individuals requesting material where alternates or substitutions are not acceptable must submit a detailed letter of justification indicating the reason(s).  Without a proper letter of justification normal procedure shall be followed.
PROPRIETARY SPECIFICATIONS:  A proprietary specification restricts the acceptable product(s) to those of one manufacturer, eliminating acceptance of "approved equals".  It is, therefore, only appropriate to use a proprietary specification when the desired product(s) must be compatible with or is an integral component of existing equipment or products, or where pre-qualification of products is necessary.  Recommendation for the use of a proprietary specification should be made in writing and submitted along with the purchase request.  In situations where a proprietary specification is justifiable, the assigned Buyer shall, to the fullest degree feasible, seek competition among distributors that carry the manufacturer's product, or negotiate the best possible cost.
VENDOR ASSISTANCE IN SPECIFICATION PREPARATION: The Budget Manager should notify the Purchasing Department prior to contacting vendors to receive assistance or suggestions on procurement requirements.  When the Budget Manager does receive advice or assistance from a vendor in preparing specifications for a purchase, the name of the vendor(s) providing assistance must be submitted with the purchase request.  This will assist the Purchasing Department in identifying restrictive and proprietary features which could be challenged by other vendors, resulting in either delays or cancellations in the procurement process.  Vendor assistance in evaluating available products and preparing specifications shall not imply or infer that such vendor will receive a purchase order or contract award.  The Budget Manager may be personally responsible for any misrepresentations of this nature.
RECURRING REQUIREMENTS:  When a Budget manager has a recurring need for a previously purchased item, he/she should include the specifications and purchase order on the recurring purchase request. This will assist the Purchasing Department in expediting the procurement of a repetitive need and will provide information for future term contract requirements.
ORDER SPLITTING/CHAINING:   The intentional splitting/chaining of a known purchase requirement into smaller lots with the intention of spreading the purchases over a period of days, weeks, or months in order to circumvent bidding requirements is strictly prohibited.  Delegated purchasing authority may be terminated and the Budget Manager held responsible if splitting of orders is detected as a result of audit or procurement review procedures.
PURCHASE OF USED EQUIPMENT: The purchase of used equipment may be negotiated, after receipt of a written statement from a person who is technically knowledgeable of the type of equipment to be purchased.  Such documentation shall verify the condition of the equipment, its future usefulness, that there is only one (1) source practicably available from which the used equipment can be procured, and justification as to why the purchase would be in the best interest of KCS. The Budget Manager may be responsible for obtaining all future maintenance support.
LEASE/PURCHASE, INSTALLMENT PURCHASE: The procurement process for rental with the option to buy, lease/purchase, or installment purchase of any materials or equipment shall be performed in the same manner as the competitive procurement of goods.  In accordance with state law, funds can not be obligated beyond the current fiscal year.

PURCHASE OF SURPLUS:  Property no longer needed by a governmental (public) agency or jurisdiction is considered surplus.  County surplus property must be picked up and placed in surplus property storage to be auctioned.  Surplus property cannot be given away, donated, or disposed of.  The Purchasing Department and Budget Managers, within delegated authority, may purchase state or federal surplus property without competitive bidding.  The Budget Manager may be responsible for obtaining all future maintenance support.
PURCHASE AND DELIVERY LEAD TIME:  An uncertain period of time will always lapse from the time the Purchasing Department receives an authorized purchase request and the school or department receives their goods or services.  The time delay will vary depending on the complexity of the procurement. The following should be taken into consideration when planning for and submitting a purchase request:
LEAD TIME:  This is the length of time that lapses from the initiation of the procurement process by the customer to the issuance of a purchase order or contract.  Time must be allowed for bid specification preparation, bid advertising and the evaluation process.
ORDER/SHIP TIME (OST):  This is the length of time required for suppliers to fill an order and ship to the delivery point.  Since this time is dependent on industry, market conditions, complexity of purchase, and vendor processing times, OST can range from two (2) days to two months or greater.
RECEIPT OF GOODS AND SERVICES:  It is the responsibility of the Budget Manager to determine that goods received or services performed conform to the expectations of the purchase order.  In the case of material receipts, merchandise should be carefully inspected to be sure that there is no damage and that the items meet specifications.   While this responsibility rests with the budget manager, the process will vary somewhat depending upon the purchasing method that is used.
DIRECT SHIPMENT TO THE ADMINISTRATIVE UNIT:   When goods are shipped directly to an administrative unit, the receipt is to be acknowledged electronically through the automated receiving function.   With this system, the quantity received is simply keyed into the appropriate block.  It is important, however, to note if the shipment is partial (P) or in full (F) by inserting "P" or "F" in the space provided.

Also, if shipping charges are included, they will be shown as a separate line item and must be received as well.

When incorrect or damaged shipments are received, the budget manager should immediately contact the vendor to correct the problem.  Failure to make an immediate notification may relieve the vendor of responsibility to rectify the situation.
SHIPMENTS THROUGH THE WAREHOUSE:  The Supply Management Department checks each shipment for visible damage, and insofar as possible, an attempt is made to determine their conformance to the specifications.  However, in cases where technical materials or specialized items are involved, this is not always possible.  Therefore, upon receipt at the administrative unit, the budget manager should again carefully inspect the materials.  When incorrect or damaged shipments are received, the budget manager should immediately notify the Supply Management office so arrangements can be made to correct the problem.  Failure to immediately notify the Supply Management Department of nonconforming goods may relieve the vendor of responsibility to rectify the situation.
*NOTE:  When purchase orders are issued for delivery to the centralized warehouse, the location cannot be changed or items picked-up without notification to the buyer.  This can result in delay of payment to vendor.
LIMITED VALUE PURCHASE ORDERS: Since these orders are issued by the administrative unit, the budget manager has sole responsibility for the receiving process. To ensure that vendors are paid promptly, the budget manager must, upon the receipt of goods or services, properly receive the purchase order on the WVEIS system.

Any discrepancy between the shipment and the order must be resolved directly with the vendor.
VENDOR/PRODUCT COMPLAINTS:  When a vendor delivers goods or performs services that are unsuitable or inferior to needs and expectations, the Purchasing Department should be promptly notified so that appropriate action can be taken.  The Budget Manager should submit a completed Product Evaluation Form (See Attachment F). Since the Purchasing Department must follow prescribed procedures when following up on complaints, the user must furnish a written explanation describing the item, the length of time the item has been in use, the reason(s) for the complaint, and the purchase order number and vendor name.  Upon receipt, Supply Management and the Buyer will then take appropriate steps to resolve the problem.
MAINTENANCE SERVICES:  New equipment is generally covered by warranty provisions for various periods of time.  Prior to contracting for maintenance or repair service, the Budget Manager is responsible for ascertaining whether the services are currently available through the KCS Operations Department.  In addition, the Budget Manager should ensure that full advantage is taken of the new equipment warranty provisions.
TYPES OF MAINTENANCE:  There are two types of maintenance services that can be procured.

Full Service Maintenance:  Services which normally require the contractor to provide scheduled services, preventive maintenance, necessary repair parts and additional service calls as required, under an annual contract.  Normally, full service maintenance contracts should be used only on an exceptional basis or when experience with a particular item or type of equipment indicates that repair on an as-needed basis is not practical. In providing full service maintenance, contractors include in their costs all possible contingencies that might occur during the contract period, which usually results in an unneeded expense to KCS.

Maintenance As Needed:  Maintenance provided on equipment as needed.  This type of service can be cost effective especially for newer equipment which needs few or no repairs for a considerable period of time.  As a general rule, this method is usually more economical over the long run than full service maintenance.
ATTACHMENT B
COMMODITY TABLE

	COMMODITY
	CATEGORY

	 Appliances
	C

	 Art Equipment
	A

	 Athletic Equipment
	C

	 Audiovisual Equipment & Supplies
	A

	 Books & Periodicals
	B

	 Built-In Cabinetry
	C

	 Carpeting
	C

	 Cleaning Equipment & Supplies
	C

	 Commercial Kitchen Equipment
	C

	 Computer Equipment
	A

	 Construction - Contracted
	X

	 Copy Machines
	A

	 Custodial Materials
	C

	 Drafting Equipment & Supplies
	A

	 Electrical Supplies
	E

	 Electronic Equipment
	C

	 Floor, Wall & Window Coverings
	C

	 Food Products
	X

	 Furniture
	C

	 Garden Supplies
	C

	 Gasoline & Oil
	X

	 Heating & Ventilating Fixtures & Supplies
	E

	 Housewares
	A

	 Instructional Supplies
	A

	 Library Supplies
	B

	 Lockers
	C

	 Lunchroom Supplies
	C

	 Maintenance & Service Contracts
	A

	 Maintenance Contracts - Operations
	A

	 Maintenance Equipment & Supplies
	E

	 Material Handling Equipment
	E

	 Medical Equipment & Supplies
	A

	 Music Instruments & Supplies
	A

	 Office Machines
	A

	 Office Supplies
	A

	 Packaging Materials
	A

	 Plumbing Fixtures & Supplies
	C

	 Science Supplies
	B

	 Seating - Fixed
	X

	 Shelving
	E

	 Sporting Goods
	C

	 Textbooks
	B

	 Tools
	C

	 Vehicle Repair Parts & Supplies
	C

	 Welding Equipment & Supplies
	C


Drenda Bumgardner = A

Debra Dempsey = B
                              Ron Ellis= C & E


     Alan Cummings = X
ATTACHMENT C

Vendor:
2230
PURCHASE ORDER
P/O #: 5130000

KANAWHA COUNTY SCHOOLS

ACCOUNTS PAYABLE

200 ELIZABETH STREET

CHARLESTON, WV 25311-2119 
(304) 348-7752

TO: LIMITED VALUE PO SAMPLE
SHIP TO: KANAWHA COUNTY SCHOOLS

3300 PENNSYLVANIA AVENUE
PURCHASING OFFICE

 CHARLESTON, WV 25302-4697
3300 PENNSYLVANIA AVE CHARLESTON, WV 25302-4697 

(304)  344-6120


ATTN:  TIM EASTERDAY

Date:    1/03/03
Ship: FOB DESTINATION      Req: 
----------------------------------------------------------------------------

QUANTITY
DESCRIPTION
DISCOUNT
UNIT PRICE
TOTAL

----------------------------------------------------------------------------


10 EA
GADGETS, GOODGRADE, MODEL 99

10.00
100.00



SHIPPING AND HANDLING



15.00

-----------

TOTAL
115.00


************
ACCOUNT
AMOUNT

11.00000.92521.611.008.0000.0000.00
115.00

ATTACHMENT D

KANAWHA COUNTY SCHOOLS
WEEK ENDING  9-9-99
	WEEKLY BLANKET PURCHASE ORDER REGISTER

	  Vendor
	 Name

ABC Supply Company

 Address
01 Main Street



Any Town, U.S.A.  99999


	 Purchase

 Order Number

 9-01000

	 Cut-off Date
	 Dollar Limitation                $ 100.00

	Date
	By
	Sales

Ticket #
	Amount of

This

Purchase
	Dollar

Balance

Remaining
	Remarks

	9-1-99
	J. Doe
	12345
	10.00
	90.00
	

	9-3-99
	Jack Frost
	167891
	15.00 
	75.00
	

	9-6-99
	Ima Teacher
	34215
	5.00
	70.00
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
Paul Principal
9-9-99


Approved By
Date



ATTACHMENT E
INSTRUCTIONS: 1) TYPE OR PRINT CLEARLY

2) DO NOT WRITE IN SHADED AREAS.

3) BE REALISTIC IN DELIVERY REQUIREMENTS.
4) REQUISITIONER MUST ASSIGN BUDGET CODE,,

ONLY ONE BUDGET CODE PER FORM.

5) PROVIDE COMPLETE ITEM DESCRIPTION.

6) ESTIMATED PRICES AND ACCEPTABLE % OF INCREASE 
MUST 
BE SHOWN.

7) REQUISITION MUST BE SIGNED BY REQUISITIONER AND 
DEPARTMENT HEAD.

RE-ORDER FROM - GRESHAM PRINTING COMPANY, INC. 
4918 RAVEN DRIVE  CHARLESTON, WV 25306


PAGE    1    OF    1
	 FOR DEPT                       Little Red School House                                                DATE                        9-9-99
 INTENDED USE OF

 ITEMS ORDERED             Classroom Instruction

 TYPE OF



 ORDER


 Vendor
ABC Supply Company

 Address 
101 Main Street

Any Town, USA  00000


 DELIVERY - THIS ORDER WILL BE PROCESSED THROUGH OUR WAREHOUSE UNLESS

 OTHERWISE SPECIFIED.


 CHARGED TO

 BUDGET ACC’T:
00.00000.00000.000.000.0000.0000.00
	DO NOT WRITE IN SHADED AREA

	
	Purch. Order No. 
Vendor No. 
Bid No. 
Terms 
F.O.B. Destination 

Expediting Date 
Shipping Date 

	ITEM
	QUAN.
	OUR STOCK NO.
	U/M
	COMPLETE ITEM DESCRIPTION
	EST. UNIT PRICE
	EST. TOTAL
	UNIT
	TOTAL

	1
	5
	
	set
	  Simple Sight Vocabulary Program
	$20.00
	$100.00
	
	

	
	
	
	
	  Set includes 6 charts, 3 records and Teacher’s
  Manual
	
	
	
	

	2
	3
	
	ea
	  Alphabet Flip Chart, size 22” x 15”
	$10.95
	$32.85
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	Total
	
	$132.85
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	  CIRCLE THE MAXIMUM PRICE INCREASE YOU WILL ACCEPT OVER YOUR ESTIMATE

  5% -10% - 20% - 30% - 50% - NONE – OTHER 
	 REQUISITIONED

                       BY: 

         APPROVED

                       BY:


                    DATE

         APPROVED:

	          

        QUOTE               BID                                    ASSIGNED 

      BUYER:

   VENDOR                                                                                    LEAVE OPEN

         LIST:                                                                            APPROXIMATELY:
	


632760
PURCHASING COPY
REQUISITION


        NUMBER _________________





REQUISITION


        NUMBER





KANAWHA COUNTY SCHOOLS


PURCHASE REQUISITION





ROUTINE





RUSH





DATE


NEEDED:               
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