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ADMINISTRATIVE GUIDELINE

Title:  Purchasing

Effective Date: October 5, 2000

Responsibility:  Superintendent of Business 

Revised: September 21, 2004
Rationale:

The Near North District School Board recognizes its responsibility to maintain integrity and accountability within the systems established for the procurement of goods and services.  Accordingly, appropriate procedures will be established to ensure that the goods and services acquired are of a high quality, provide accountability, and ensure proper business ethics and fairness are assured in dealings with vendors.

The administrative guideline has been broken down by the following classifications of administrative procedures:

1.0 Ethics

2.0 Established Guidelines
3.0 Procedures


3.1 Petty Cash and Purchasing Cards

3.2 Tenders

3.3 Requests for Proposal

3.4 Tenders and Requests for Proposal – Disclosure of Information

3.5 Negotiated Contracts

3.6 Purchase Requisitions

3.7 Purchase Orders

3.8 Receiving and Expediting of Goods and Services

3.9 Signing Authorities

1.0 ETHICS

1.1 Employees of the Board shall not use their authority or office for personal gain and shall seek to uphold and enhance the standing of the Board by maintaining an unimpeachable standard of integrity in all their business relationships both inside and outside the Board;

1.2 Employees of the Board shall optimize the use of resources for which they are responsible so as to provide maximum benefit to the Board;

1.3 The confidentiality of information received in the course of duty must be respected and should not be used for personal gain.  Information given in the course of duty should be true and fair and not designated to mislead;

1.4 While considering the advantages to the Board of maintaining a continuing relationship with a supplier; any arrangement which might, in the long term, prevent the effective operation of fair competition should be avoided;

1.5 Employees shall refrain from using any type of influence that may be derived from being an employee of the Board to obtain preferential treatment in any personal business dealings with Board suppliers;

1.6 Purchases for the personal use of employees are not allowed unless authorized by the Superintendent of Business or designate;

1.7 Employees shall not accept business gifts other than items of small intrinsic value, which shall not be allowed where it can be construed that the employee has been influenced in making a business decision, based on the acceptance of such hospitality or gift;

1.8 Conflicts of Interest

1.8.1 As per Section 217(1) of the Education Act, “No teachers, supervisory officers or other employee of the Board or the Ministry shall, for compensation of any kind other than his or her salary as such employee, promote, offer for sale or sell, directly or indirectly, any book or other teaching or learning materials, equipment, furniture, stationary or any other article to any board, provincial school or teachers’ college, or to any pupil enrolled therein.”;

1.8.2 Section 217(2) states, subsection (1) does not apply to a teacher, supervisory officer or any other employee in respect of a book or other teaching or learning materials of which he or she is an author where the only compensation that he or she receives in respect thereof is a fee or royalty thereon.

1.8.3 Section 217(3) states that “no person or organization or agent thereof shall employ a teacher, supervisory officer or other employee of a board or of the Ministry to promote, offer for sale or sell, directly or indirectly, any book or other teaching or learning materials, equipment, furniture, stationery or other article to any board, provincial school or teachers’ college, or to any pupil enrolled therein, or shall, directly or indirectly, give or pay compensation to any such teacher, supervisory officer or employee for such purpose.”

1.9
Responsibilities of Supervisor of Purchasing

The Purchasing Department will provide an efficient and cost effective service for all departments within the Board.  The Supervisor of Purchasing is responsible for matters related to the purchase and disposal of goods and services.

The Supervisor of Purchasing duties shall include:

1.9.1 The overseeing of purchasing of all services, supplies, repairs and equipment, as per Purchasing Administrative Guideline;

1.9.2 The assistance to Board officials in costing various proposed purchases and maintenance projects;

1.9.3 Maintaining contact and actively participating with related personnel of other Boards and professional organizations for the exchange of information and the maintenance of an inventory of current methods and products;

1.9.4 The development, in cooperation with Senior Business Officials, of Purchasing Procedures for use in the Board’s daily operation in accordance with the terms of the Administrative Guideline.

1.9.5 Will assist in the development and maintenance of a master list of approved vendors for respective quotations, tenders and requests for proposal.   

1.9.6 Assistance in the tendering process as further defined in paragraphs 3.2 and 3.3.
1.10 Responsibilities of Administrators (or “designates”)

1.10.1 Administrators are defined as persons with budget responsibility and include the director of education, supervisory officers, managers, principals, coordinators and classroom support center supervisors.
1.10.2 Administrators may designate other certain named persons within their departmental jurisdiction and/or budget responsibility to act on their behalf.  Documentation of such designation of persons should be provided to the purchasing department to be maintained on file.  The letter of designation should contain an original signature of the administrator and include the named designate as well as the duties that the designate may perform on behalf of the administrator.

1.10.3 Persons with budget responsibility or “designates” are responsible for ensuring that purchases are in accordance with the Board’s Purchasing Policies and Administrative Guidelines.

1.10.4 Administrators or “designates” should ensure that all staff members are familiar with the Board’s Purchasing Policy and Administrative Procedures as appropriate.

1.10.5 It is the responsibility of each administrator and/or “designates” to ensure prior to any purchase, that both administrative guideline procedures are being adhered to and that sufficient funds are available in the budget.  Should sufficient funds not be available in the budget it is the responsibility of the administrator or “designate” to ensure that the appropriate budget transfer is completed and provided to the finance department prior to any purchase occurring, or that approval of such is obtained in advance by either the Superintendent of Business or the Manager of Finance prior to any purchase occurring.   Should any purchases be made that deviate from administrative guideline procedures or exceed current budget available dollars without prior approval, such purchases may be deemed unauthorized purchases as defined at paragraph 1.12.

1.10.6 Assistance in the tendering process as further defined in paragraphs 3.2 and 3.3. 
1.11 General Purchasing Directions

1.11.1 Every purchase of goods and services shall be covered by a purchase order with the following exceptions:



Purchases made through petty cash;

Purchases made with purchasing cards;

Purchases made without purchase orders as defined at paragraph 3.7.8 of administrative guideline.

1.11.2 Each department and each school shall requisition for its requirements with either the requisition or purchase order signed by either the administrator responsible for that department or school or named “designate”.    

1.11.3 It is the responsibility of each administrator and/or “designates” to ensure prior to any purchase, that both administrative guideline procedures are being adhered to and that sufficient funds are available in the budget.  Should sufficient funds not be available in the budget it is the responsibility of the administrator or “designate” to ensure that the appropriate budget transfer is completed and provided to the finance department prior to any purchase occurring, or that approval of such is obtained in advance by either the Superintendent of Business or the Manager of Finance prior to any purchase occurring.   Should any purchases be made that deviate from administrative guideline procedures or exceed current budget available dollars without prior approval, such purchases may be deemed unauthorized purchases as defined at paragraph 1.12.

1.11.4 No purchase order is valid unless it is signed by the administrator responsible for that budget or approved named “designate” as well as the supervisor of purchasing, Superintendent of Business or Manager of Finance.  

1.11.5 All purchase orders are to be expressed in Canadian dollars.  If purchase orders are being generated from foreign suppliers, it is the responsibility of the originator of the purchase order to ensure that the purchase order is expressed in Canadian dollars.  In addition if goods are being transferred across borders it will be necessary for the originator of the purchase order to ensure that additional funds have been identified on the purchase order for border clearing purposes.

1.12
Unauthorized Purchases

Unauthorized purchases are defined to be any purchases made in the name of the Board without an authorized purchase order where dictated and may include purchases made that either exceed current budget dollars available or deviate from administrative guideline procedures without prior approval of either the Superintendent of Business and/or Manager of Finance.   Such purchases may be deemed unauthorized purchases for which the Board may not assume responsibility of payment.    Personal purchases will not be permitted on an official board purchase order without prior approval of either the Superintendent of Business and/or Manager of Finance.
As per paragraphs 1.10.5 and 1.11.3, “It is the responsibility of each administrator and/or “designates” to ensure prior to any purchase, that both administrative guideline procedures are being adhered to and that sufficient funds are available in the budget.  Should sufficient funds not be available in the budget it is the responsibility of the administrator or “designate” to ensure that the appropriate budget transfer is completed and provided to the finance department prior to any purchase occurring, or that approval of such is obtained in advance by either the Superintendent of Business or the Manager of Finance prior to any purchase occurring.   Should any purchases be made that deviate from administrative guideline procedures or exceed current budget available dollars without prior approval, such purchases may be deemed unauthorized purchases.”
1.13
Approved Vendor Lists

The purchasing department will assist in the development and maintenance of a master list of approved vendors for respective quotations, tenders and requests for proposal.  A vendor may be removed from the list if no interest is shown in the Board’s requirements over a one-year period or if the past performance of the vendor has been unacceptable.

2.0
ESTABLISHED GUIDELINES
The Board shall endeavor to meet system needs within the approved budget.

2.1
Price Quotations and Tender Limits


Purchase of supplies and services by and on behalf of the Board by its employees shall be made in the following manners, depending upon the cost of such supplies or services:


$0
-
$
3,000
within the authority and budget limits of administrators or “designates” ensuring that the acquisition of such goods and services has encouraged open, fair and competitive pricing and  that such is in the best interest of the Board;

$3,001
-
$
30,000
three written quotations on firm’s letterhead have been provided to/by the purchasing department prior to purchase being made;

Over

$  
30,000
sealed tender and/or request for proposal issued by Purchasing Department (note that tenders and/or requests for proposal may be advertised regardless of dollar value) where deemed appropriate;

For purchases where the total value of the order is in the range of $0 to $3,000 the administrator or named “designate” shall ensure that the acquisition of such goods and services has encouraged open, fair and competitive pricing and that such purchases are in the best interest of the Board.  Although not necessarily requiring that formal competitive quotations be provided, oral quotations should be obtained whenever practical.  Verbal quotations or the use of catalog pricing shall be either provided by the administrator or named “designate” or obtained by the purchasing department.  Where verbal quotations are obtained or catalog pricing is utilized, the names and prices of all suppliers contacted will be noted on the respective purchase orders.    

For purchases where the total value of the order(s) is over $3,000 and less than $30,000 the administrator or named “designate” in conjunction with the purchasing department shall be required to obtain written quotations from at least 3 suppliers on firm’s letterhead.  The purchasing department may be contacted to provide this service on behalf of administrators or “designates.”  The purchasing department in conjunction with administrators or “designates” shall determine the successful supplier.  The lowest quotation for equivalent quality goods shall determine the supplier.  Once a successful supplier has been selected, a purchase order shall be issued by the purchasing department.  The three written quotations obtained are to be retained with the Purchase Order in the purchasing department.  Exceptions may be permitted when it is neither practical nor possible to obtain such pricing (i.e., cases where the product is available from a limited number of suppliers).  However such exceptions must be documented on the purchase order with approval obtained by the Superintendent of Business or “designates” prior to the purchase occurring.  

For all purchases exceeding $30,000 a formal tendering or request for proposal process must be conducted, led by the initiating administrator in conjunction with the purchasing department.  Note that purchases for the definition of tendering requirements are not limited to the contents of one purchase order but should be grouped together as much as possible to obtain the efficiencies of economy associated with the tendering process itself.  It is the responsibility of the departmental administrator to recognize the tendering process and plan such group purchases or purchases of similar nature to achieve the advantages of the tendering process.  The tendering process encourages open, fair and competitive pricing in dealing with vendors while maintaining integrity and accountability within the systems established for the procurement of goods and services.

Individual purchases of similar natures are not to be repeated separately to supercede pre-established price quotation and tender limits but to be grouped together for the definition of price quotation and tender limit requirements.
It is recognized that alternative suppliers are not always available for certain products, e.g. textbooks, library books, science/music supplies and special education equipment.  In such circumstances, competitive quotes will not be possible.  When alternative suppliers appear to not be available, such shall be communicated to or determined by the purchasing department and noted on the respective purchase orders.

2.2
Request for Proposal

A request for proposal may be used in place of tenders when the specifications and technical details of such purchases are unable to be clearly defined through a tendering process.  The request for proposal provides a special procedure to obtain such goods and services on a competitive basis.

2.3
Negotiations

A negotiated contract usually involves a single source supplier or when it is determined that the best interests of the Board can be better served by negotiation.  The proposed agreement particulars must be presented to the Superintendent of Business for consideration and approval.

Notwithstanding any of the aforesaid, in the event of an emergency where supplies or services of a remedial nature are required, purchases may be made by the employee responsible for the purchase with the approval of the Superintendent of Business or Manager of Finance.  
3.0
PROCEDURES:

Administrators or “designates” may make purchases on behalf of the Board in accordance with the Purchasing Guideline and Procedure and within the scope of their authority and approved budget.

The following outlines the methods by which a purchasing transaction can be carried out:

3.1 Petty Cash and Purchasing Cards

3.2 Tenders

3.3 Requests for Proposal

3.4 Tenders/Requests for Proposal – Disclosure of Information

3.5 Negotiated Contracts

3.6 Purchase Requisitions

3.7 Purchase Orders

3.8 Receiving and Expediting of Goods and Services

3.9 Signing Authorities

3.1
Petty Cash and Purchasing Cards

Purchase orders of less than $75 are discouraged.  Purchases of lesser amounts may be made using a Board-issued purchasing card or through petty cash.  The use of petty cash and commercial cards (purchasing cards) are outlined separately in an administrative guideline.   

The objective of a purchasing card system is to provide a convenient and less cumbersome method of procuring and paying for low value goods and services by simplifying the procurement process, reducing paperwork while speeding up vendor payments.  This system is to be used where it is efficient, economical and operationally feasible to do so.    The purchasing card system is intended to complement the purchase order and purchase requisition system.

3.2
Tenders

For all purchases exceeding $30,000 a formal tendering process must be conducted, led by the initiating administrator in conjunction with the purchasing department.  The Purchasing Department will assist in formulating and issuing tenders based on specifications developed in consultation with the applicable departments.  Tenders for such items as school supplies, custodial supplies and furniture and equipment will be issued at the discretion of the Purchasing Department.  The tender process shall be as follows:
3.2.1 The initiating departmental administrator is the lead of their department tender and as such is to provide the Purchasing Department with the necessary specifications and tender details that are to be contained in the tender.

3.2.2 The Purchasing Department will assist in formulating and issuing tenders based on specifications and tender details as provided in 3.2.1 above.

3.2.3 All Public Tenders will be advertised by the Purchasing Department in a medium that will provide the best coverage across the geographical region of the Board.

3.2.4 The Supervisor of Purchasing is the sole contact for receipt of questions relating to any tender and as such is responsible for the documentation of such questions to be subsequently followed up with initiating departmental administrator.

3.2.5 The initiating departmental administrator is responsible for addressing any questions arising out of 3.2.4 and providing written responses to the Supervisor of Purchasing.  The Supervisor of Purchasing will then distribute such written responses to all vendors registered as receiving the respective tender documents.
3.2.6 Tender documents will state the date, time and location of the opening meeting, and will include an invitation to bidders to attend the meeting.

3.2.7 The Supervisor of Purchasing shall arrange the location of the tender opening meeting.

3.2.8 Sealed tenders when received shall be delivered unopened to the Purchasing Department.  Tenders will not be accepted by fax.  All tenders shall be date and time stamped when received by the Purchasing Department.

3.2.9 The Purchasing Department shall keep all tenders in a secure file until the opening.

3.2.10 A Committee shall be established to open and review the tenders received. The committee shall consist of the Supervisor of Purchasing; the initiating administrator concerned and one other staff member as selected by the initiating administrator.  The committee may also at its discretion have other individuals present to provide additional expertise.

3.2.11 All tender openings shall be open to concerned participating parties as well as persons as established in 3.2.10 above.
3.2.12 Only the Superintendent of Business shall be allowed discretion outside of the Tendering Procedure when an item is urgently needed in an emergency situation.

3.2.13 The Purchasing Department shall use an appropriate tender listing sheet showing the names of the bidders, date and time of the opening and other pertinent information.  The tender-listing sheet is to be initialed by the Supervisor of Purchasing and one other witness present.

3.2.14 The Supervisor of Purchasing shall ensure that the tender conforms to all stipulated conditions.  Any circumstances or conditions that might invalidate the tender may be listed.

3.2.15 Upon completion of the opening, the Supervisor of Purchasing shall have all bids summarized.

3.2.16 The purchaser reserves the right to accept or reject any quotation whether or not it meets the required specifications or is the low bid.

3.2.17 The committee members within three (3) working days of opening a tender document will review the tenders and prepare a recommendation to the Superintendent of Business for approval, if warranted.  If such approval is not necessary, the committee will award the successful candidate.

3.2.18 Where the lowest tender meets all the specifications, conditions, and requirements of the Board, the administration is authorized to accept and award that tender.  If other than the lowest tender is recommended for acceptance, a report providing information and a recommendation with supporting reasons will be placed before the Superintendent of Business for consideration and approval.

3.2.19 The Superintendent of Business or Supervisor of Purchasing shall notify the successful bidder as soon as possible after the tender or request for proposal has been accepted.

3.2.20 The name of the successful bidder and the accepted prices will be available to the unsuccessful bidders by visitation to the Board office.  This information will be provided to Trustees by way of Trustee Update as pertains to tenders awarded.
3.2.21 All tenders arriving at the Board office/purchasing department after the indicated closing hour will not be opened.  They shall be stamped with the date and time of arrival and clearly marked “LATE ARRIVAL – NOT ACCEPTED”.  The unopened envelopes will be taken to the tender opening meeting, where the late tender will be announced and noted in the record.  Following the meeting all late arrival – not accepted tenders shall be returned to the sender.

3.2.22 If, after all factors considered, any bids for equipment, materials, supplies, or services are identical, the award will be made at the discretion of the tender committee or Superintendent of Business where warranted.   
3.2.23 The Purchasing Department shall retain tender records in accordance with the approved Near North District School Board Retention of Records Policy and Ministerial legislation as it pertains to retention of such records. 

3.3
Requests for Proposal (RFP)

The RFP provides a special procedure to obtain goods and services on a competitive basis where the specifications and technical details cannot be clearly defined as in the tendering process.  The Purchasing Department will assist in the development of the RFP in consultation with the department requiring the goods or services.

The issue and receipt of requests for proposals will be handled in the same fashion as tenders.  The committee evaluating the proposals will take into consideration all relevant evaluation criteria as pre-established in an evaluation matrix including but not limited to the capability of the firm, its personnel, experience, past performance and level of expertise.

3.3.1 The initiating departmental administrator is the lead of their department request for proposal and as such is to provide the Purchasing Department with the necessary specifications and request for proposal details that are to be contained in the RFP.

3.3.2 The Purchasing Department will assist in formulating and issuing requests for proposal based on specifications and RFP details as provided in 3.3.1 above.

3.3.3 The initiating departmental administrator is also responsible for the development of the evaluation matrix to be utilized in assessing the requests for proposal.  The Supervisor of Purchasing and Purchasing Department are available to provide assistance, if needed.
3.3.4 All Requests for Proposal will be advertised by the Purchasing Department in a medium that will provide the best coverage across the geographical region of the Board.

3.3.5 The Supervisor of Purchasing is the sole contact for receipt of questions relating to any RFP and as such is responsible for the documentation of such questions to be subsequently followed up with initiating departmental administrator.

3.3.6 The initiating departmental administrator is responsible for addressing any questions arising out of 3.3.5 and providing written responses to the Supervisor of Purchasing.  The Supervisor of Purchasing will then distribute such written responses to all vendors registered as receiving the respective tender/RFP documents.

3.3.7 All proposals shall be received by the Purchasing Department.  Written proposals shall be delivered unopened to the Purchasing Department.   
3.3.8 All proposals shall be date and time stamped when received by the Purchasing Department.

3.3.9 The Purchasing Department shall keep all proposals in a secure file until the opening.

3.3.10 All proposal openings shall be open to concerned participating parties.  

3.3.11 A Committee shall be established to open and review the requests for proposal received. The committee shall consist of the Supervisor of Purchasing; the initiating administrator concerned and one other staff member as selected by the initiating administrator.  The committee may also at its discretion have other individuals present to provide additional expertise. 
3.3.12 The Purchasing Department shall list the names of the suppliers on an appropriate proposal-listing sheet.  The proposal-listing sheet is to be initialed by the Supervisor of Purchasing and one other witness present and shall be annotated as to the date and time of the proposal opening.  This sheet shall also state the reason if any proposal is declared invalid.

3.3.13 The Supervisor of Purchasing shall ensure that the proposal conforms to all stipulated conditions.  Any circumstances or conditions that might invalidate the proposals may be listed.   
3.3.14 Upon completion of the opening, the Supervisor of Purchasing shall have all bids summarized.
3.3.15 The purchaser reserves the right to accept or reject any quotation whether or not it meets the required specifications or is the low bid.

3.3.16 The committee members within three (3) working days of opening a request for proposal document will review, assess and complete the evaluation matrix and prepare a recommendation to the Superintendent of Business for approval, if warranted.  If such approval is not necessary, the committee will award the successful candidate. 
3.3.17 Where the lowest RFP meets all the specifications, conditions, and requirements of the Board, the administration is authorized to accept and award that RFP.  If other than the lowest RFP is recommended for acceptance, a report providing information and a recommendation with supporting reasons will be placed before the Superintendent of Business for consideration and approval.

3.3.18 The Superintendent of Business or Supervisor of Purchasing shall notify the successful bidder as soon as possible after the request for proposal has been accepted.

3.3.19 The name of the successful bidder and the accepted prices will be available to the unsuccessful bidders by visitation to the Board office.  

3.3.20 All requests for proposal arriving at the Board office/purchasing department after the indicated closing hour will not be opened.  They shall be stamped with the date and time of arrival and clearly marked “LATE ARRIVAL – NOT ACCEPTED”.  The unopened envelopes will be taken to the tender opening meeting, where the late RFP will be announced and noted in the record.  Following the meeting all late arrival – not accepted RFP’s shall be returned to the sender.

3.3.21 If, after all factors considered, any bids for equipment, materials, supplies, or services are identical, the award will be made at the discretion of the request for proposal committee or Superintendent of Business, where warranted.   
3.3.22 The Purchasing Department shall retain request for proposal records in accordance with the approved Near North District School Board Retention of Records Policy and Ministerial legislation as it pertains to retention of such records.  

3.4 Tenders and Requests for Proposal – Disclosure of Information

3.4.1 The results of all tenders and requests for proposal shall be available through the Board’s purchasing department.

3.4.2 A binder with up-to-date tender and request for proposal bid results shall be maintained at the Purchasing Department and communicated to the Board on a timely basis.
3.4.3 The name of the successful bidder and the accepted price is public knowledge and is to be released in accordance with the Municipal Freedom of Information and Protection of Privacy Act.  However, a request for this information can be made informally.  It need not be made under the Act.

3.4.4 Bidders must clearly state in writing if disclosure of any portion of their bid information would cause injury to the company.

3.4.5 All vendors who submit bids and other interested persons may attend tender or request for proposal openings.

3.4.6 Tender and RFP documents will be retained in the Purchasing Department.

3.4.7 Tender and quotation documents are submitted in confidence and detailed information pertaining to them will not be released.

3.5
Negotiated Contracts

A negotiated contract usually involves a single source supplier or when it is determined that the best interests of the Board can be better served by negotiation.  Examples may include for items on sale, supplies or equipment or service available from only one source or used items.

Negotiated contracts may also include the Board optimizing resources and entering into contract with a pre-established supplier/vendor by joining another tender and/or request for proposal process as commenced by other school boards or other school board associations so long as the initiating school board and/or school board organization have in place a process as it pertains to the tender and/or request for proposal process.  An example of this would the Board joining other school boards as it may pertain to professional valuation services needed in regard to Employee Future Benefits, etc. whereby the initiating Board has completed the tender process on behalf of all participants.
Subject to any policy exceptions, the Superintendent of Business must authorize the negotiation process, and then the team responsible negotiates the terms of the contract and presents details of the contract to the Superintendent of Business for consideration and approval.

3.6
Purchase Requisitions

Every purchase must be made by means of a purchase requisition or purchase order form including all possible specifications, catalogue numbers, supplier’s name and address, budget account number and pricing which is to be forwarded to the Purchasing Department in either electronic or paper format.   

Items such as emergency purchases, all periodical subscriptions and renewals, the purchase of items on approval for preview, long-term rental commitments and service contracts require completion of respective purchase requisition or purchase order form and approval prior to the purchase actually being incurred.

The Purchasing Department may change the originator’s specification if the item is no longer available, or if another manufacturer or model might possibly fill the requirement to better advantage, either in end use or price.  In such instances, the originator will be consulted.

When completing a purchase requisition or purchase order form, please note the following points:

3.6.1 Administrator or approved “designate” must ensure that the Budget Account Number is fully completed before approving;

3.6.2 Ensure completion of supplier information;

3.6.3 Complete fully the school name, street address and department, if applicable;

3.6.4 Complete the order with full specifications;

3.6.5 All purchase order/requisitions must be priced including PST and if applicable GST and the ending total.  If the actual prices are not available, then estimated prices must be provided;

After the purchase order is completed, the purchase order will be sent to the Supplier by the purchasing department.  If the above procedure is not followed, note that the purchase requisition form may be delayed until all information is received.  Allow sufficient time for the purchase requisition to be processed, goods ordered and delivered.  In a period of short supply, items may take eight to ten weeks to be delivered.  Plan ahead to ensure that there will be no interruption in the program or project.

3.7
Purchase Orders

Purchase requisitions, purchase order forms and annual bulk order lists, which have been approved by the Purchasing Department, are processed on an official four part Board Purchase Order:

Part 1
Original – Vendor’s Copy

Part 2
Second – Accounts payable department

Part 3
Third – Purchasing Department

Part 4
Fourth – Requisitioner’s Copy/Receiving Copy

3.7.1

Purchase Requisitions

Refer to section 3.6 with regard to procedures pertaining to purchase requisitions.

It is anticipated that the purchasing department will be implementing an automated requisitioning system in the near future for electronic requisitions.  It is anticipated that   electronic requisitions will be submitted from various locations electronically to the board’s Purchasing Department.  The program should accept data from a terminal creating a requisitions work file to be approved by the person/persons who are responsible for the budget at those locations (e.g.: principal, manager, coordinator, consultant, superintendent, or approved “designates”).  The requisition work file will then be used to generate a purchase order after the Purchasing Department has checked the requisition for tender specifications and validates that the vendor is appropriate.  Value of the requisition should not be less than $75 due to the cost of processing orders.  The Purchasing Department may redirect any order to another supplier for the same item requested if it is more advantageous because of quality, delivery or price. 

3.7.2

Goods for Previewing or On Approval

When purchasing items on approval for preview, e.g. Books, kits, etc. the administrator or approved “designate” must follow the normal purchasing procedures and submit a requisition.  There must be a quote on the requisition indicating that the items are for “approval” and must indicate “right of return” on the purchase order.  If items are then later returned, please advise the purchasing department.  The person requesting the purchase is responsible for returning the materials.

3.7.3

Principal’s Account for Expenditures relating to Fund Raising Money:



(Parent Group Funds)

A parents’ group, student council, principal or another group may wish to purchase supplies and/or equipment such as playground equipment, music equipment, etc. for the school from fund-raising monies utilizing the Board’s purchasing department in order to take advantage of any GST rebates.
When planning the expenditure of such monies, the individual or group must complete and submit a purchase requisition or purchase order form through the school for the items required with full specifications to the purchasing department.  Bids will be obtained by the purchasing department for the goods, which become the property of the Board, and ordered on a standard purchase order, giving the supplier the proper tax status, invoicing procedures, etc. and will also serve as a reference for warranty claims, etc.  

When the cost of the item(s) has been determined by the purchasing department, the individual or group will be advised to make payment in full for this amount to the finance department indicating on the back of the cheque the purchase order number covered by the payment.  It is expected that full payment for such purchases will be forwarded to the finance department simultaneously with the request for the respective purchase order number.    Should the individual or group wish to negotiate other payment arrangements, proposals must be forwarded to the Superintendent of Business or the Manager of Finance for consideration and approval.  

The administrator or designate must ensure that all materials ordered meet safety requirements (e.g., hazardous substances, CSA standards, OFM standards) and are authorized for use according to Board Policy and Administrative Procedures.

3.7.4

Blanket Orders

On the basis of an analysis of past purchases, it may be determined that one purchase order number for the fiscal year would be an efficient manner to purchase.

The Blanket order will be used for repetitive purchases of goods or services such as bus trips throughout the year, utility bills, and groceries for family studies, photocopy charges or telephone charges for the year.

A Blanket Order must include:

3.7.4.1 Clear description of what is being bought or what service is being rendered;

3.7.4.2 A realistic estimate of the expected cost over the year;

3.7.4.3 If something is to be picked up at the respective supplier, the body of the purchase order should include the names of the authorized personnel and a sample signature if relevant;

3.7.4.4 Budget account number that purchases will be charged to throughout the year.   

The vendor will be requested to use that purchase order number throughout the year for the purpose stated only in the body of the order and invoice on a regular basis indicating the Purchase Order Number on each and every invoice.

The onus will be on the location using the blanket order to follow its use each month on the monthly reports and notify Accounts Payable immediately if charges against that purchase order are not valid.  When a blanket purchase order is approaching its limit accounts payable will advise purchasing of such and the blanket purchase order will be closed allowing no more purchases against it.  This will be communicated to the issuer of the blanket purchase order so that another blanket order may then be generated.

3.7.5

Emergency Procedure – Confirming Purchase Orders

A Confirmation Order can only be used for the purchase of emergency supplies and servicing/repairs of equipment.   It will be at the discretion of the Supervisor of Purchasing whether or not to issue a Confirmation Number. 

This is strictly an emergency procedure and transactions of this nature must be kept to a minimum.

3.7.6

Periodical Subscriptions

With the exception of a few magazines, which must be ordered direct from the publisher, all periodical subscriptions will be arranged through the purchasing department.  Any renewals received by the purchasing department will be forwarded to the appropriate department or school in order to have the opportunity to delete or renew such subscriptions.  Subscriptions for renewal or new subscriptions should then be submitted to the purchasing department on a purchase requisition form/purchase order form.

3.7.7 Long-Term Rental Commitments

It is the responsibility of the administrator or approved “designate” to obtain competitive prices for long-term rental equipment commitments as well as service contracts and then submit a proposal to the purchasing department prior to any such commitments being made on behalf of the Near North District School Board.  All long-term rental commitments and service contracts are not to exceed a period of 60 months.  All contracts entered into by the Board are to be endorsed and approved by only the Superintendent of Business or Director of Education.
3.7.8

Purchases without Purchase Orders

Purchases for supplies and services as follows may be considered to be made without the issuance of an official purchase order:

3.7.8.1 Conference expenses

3.7.8.2 Local travel expenses

3.7.8.3 Meals as submitted with receipts on Expense claims
3.7.8.4 Fuel – Board vehicles

3.7.8.5 Petty cash items

3.7.8.6 Purchases made with Board purchasing cards 
3.7.8.7 Membership fees

3.7.8.8 Emergency repairs (upon approval)
3.7.8.9 Professional fees (auditor, legal, engineers, labour relations, etc.)

3.7.8.10 Tuition fees

3.7.8.11 Transportation contracts

3.7.8.12 Other as approved by Superintendent of Business or Manager of Finance 

Invoices for the above noted purchases, with proof of receipt of goods must be submitted immediately to the Finance Department or Superintendent of Business with an appropriate signature of approval by the supervisor or appropriate administrator or designate.

3.8 
Receiving and Expediting of Goods and Services

Once a purchase order is processed, the Purchasing Department will forward two copies of each order to the initiating location.  One copy of the Purchase Order is to be retained for purposes of maintaining a record of the items ordered with the second copy the “Receiving Copy”.

3.8.1

Expediting of Purchase Orders

Expediting is the responsibility of the originator of the order or designate.  Expediting means the routine follow-up of purchase orders by communication with the supplier for the purpose of getting delivery without undue delay and includes correspondence and action necessary in connection with short shipments, substituted items and back-ordered items.  If goods ordered have not been received within a reasonable period of time, the administrator or designate will contact the supplier, preferably by letter, and will continue to exert pressure on the supplier until delivery is made.  This office needs to know which suppliers are creating problems and there may be changes in invoice figures as a result of decisions involving adjustments.  The letter must be copied to the Supervisor of Purchasing.

3.8.2

Receipt of Goods

A school and/or department are responsible for notifying the Accounts Payable Department immediately upon the receipt of a shipment of goods, or the completion of service by a receiving voucher or packing slip.  This acknowledgement of receipt of goods must be dated and signed by the administrator or designate when the goods are received.  If the vendor includes the invoice with the shipment or sends the invoice to the school, all copies of the invoice must be sent immediately to the Accounts Payable Department.

If a school does not report receipt of goods and services, the Board cannot pay the invoices.  Suppliers may revoke discounts or charge interest because of late payments.  These additional amounts will be charged to the respective school/department.   

3.8.2.1

Complete Shipment

If the Purchase Order is complete and you are satisfied with the services and/or goods, the authorized person responsible for the initial order is to sign either the “Receiving Copy” of the Purchase Order or a copy of the Invoice denoting that order has been received in full and the date received in full.
The signed “Receiving Copy” of the Purchase Order or signed copy of Invoice is then to be forwarded to Accounts Payable within one week following the receipt of the shipment so that payment may be made.

3.8.2.2
Partial Shipment

If a partial shipment or service is received, the items received are to be checked to the “receiving copy” of the purchase order.  A check mark is to be placed after the articles received.  The abbreviation o/s (outstanding) is to be written after the articles not received.

The administrator or designate is to sign the “receiving copy” of the purchase order and the date received is to be recorded.  The completed “receiving copy” is to be forwarded to the Accounts Payable Department.  As an alternative, the vendor invoice may be signed by the administrator or designate documenting that items being invoiced have been received thereby providing proof of purchase for items currently being invoiced.
In order that the “receiving copy” may be signed and submitted to the Accounts Payable Department for when subsequent outstanding items are received, it will be necessary for the administrator or designate to keep a photocopy of the original receiving copy showing outstanding items.  This “receiving copy” is to be retained on file and is to be signed and forwarded to the Accounts Payable Department when the articles are eventually received.  In the event all outstanding items are not received in the second shipment, it will be necessary to repeat this process.

3.8.2.3
Receiving Instructions and Claims for Damage and Shortages

Suppliers are not responsible for goods broken or lost in transit unless delivered by their own vehicle.  Claims for the aforementioned are to be made on the carrier.

The procedure to be used is as follows:

3.8.2.3.1 Check all cartons for exterior damage BEFORE accepting, note on driver’s copy – “DAMAGED CARTON, OPENED BOX, ONE CARTON SHORT” etc., before you sign receipt slip;

3.8.2.3.2 After accepting, open and inspect all cartons immediately;

3.8.2.3.3 If damage is evident, phone supplier within 48 hours and report damage.  If necessary follow up in writing;

3.8.2.3.4 Keep all packing materials relating to the damage; the Carrier’s representative may wish to inspect to determine extent and cause of damage;

3.8.2.3.5 A settlement will then have to be agreed to between the location and the carrier.

If Delivered By Parcel Post:

3.8.2.3.6 When the contents of a parcel are damaged, you should always keep all the packing material;

3.8.2.3.7 Do not claim against the Post Office.  Write or phone the supplier who sent the parcel;

3.8.2.3.8 A settlement will be made between the Post Office and the vendor.   The vendor will supply replacement goods as soon as possible in most cases.

3.8.2.4 Returning Goods


When you have supplies or equipment to be returned to a supplier for any of the following reasons:

3.8.2.4.1 Duplicate Shipment

3.8.2.4.2 Wrong products supplied

3.8.2.4.3 Previously cancelled 

Fax or phone the supplier requesting permission to return the goods.  The supplier will want to know the reason for the request, our Purchase Order number and their Packing Slip number.   When phoning always ask for and note the name of the person you talk to for future reference.  There could be a restocking charge in some cases.

When permission is received, securely package and return to supplier either by Parcel Post Insured, private courier or trucking company.  If the supplier was at fault, return on a Collect Basis, after receiving permission from the supplier or Prepaid if it was our mistake. 

Always keep Accounts Payable advised of any returns. 

3.8.2.5

Outstanding Purchase Orders

It is the responsibility of the originator to check their monthly reports and notify Purchasing if Purchase Orders are complete but are indicated on their report as still being open.  These orders should be closed to release the committed amounts.

Likewise if a purchase order has been cancelled, the Purchasing Department should be notified in order that the purchase order is cancelled accordingly.

3.9
Signing Authorities


To address the issues relating to internal controls and signing authority the following guideline will assist the financial staff in processing payments, etc. 


Transaction




Signature Required

Petty Cash Claims ($100. limit per item)

Principal, Manager of Finance or Designate


Purchase Orders - Schools


Principal or designate and Purchasing Staff 


And/or School Departments




            Purchases Orders - Other
Managers, Coordinators, Superintendents, the Director or designates and Purchasing Staff 


Final Purchase Order Approval


Purchasing Supervisor and/or Manager of








Finance


Expense Claims 


Schools





Principal


Principal




Superintendents

Department Staff



Coordinator or Manager


Coordinators/Managers



Superintendents

Superintendents 



Director of Education


Director




Superintendent of Business or Designate


Trustees




Superintendent of Business or Designate

Cheque Requests and Other Payments:


Program




Program Superintendents/ Coordinators 








or designates


Plant





Manager of Plant or designate


Transportation




Manager of Transportation or designate


Information Technology


Manager of Information Technology or








Designate

Payroll Related




Asst Manager of Finance or; 








Asst Manager of Human Resources or







Manager of Finance


Finance





Manager of Finance or designate


Board Office Operations


Manager of Finance or designate 


Contractual Agreements on Behalf 

Superintendent of Business and/or


the  Board




the Director of Education

Applications for Special Funded Projects
Superintendent of Business and/or








The Director of Education
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