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Forward

The Purchasing Department of the Katy Independent Sdbisttict is a part of the Support Services
Department andesponsible for the organization and administration of the purchasing/procurement
functions for the District in accordance with the authority delegated by the Superintendent and Board of
Trustees.

CKS LINAYFNE FdzyOlAzy 2F GKS 5Aa0GNAROGQ&A t dzNOKIF aA
of the District by:

1. Obtaining the best product at the lowest cost to the taxpayer while complying witadsdral,
state and local laws as well as Ddtpolicies and guidelines.

Achieving a reliable and timely delivery for the requesting school or department.
Promoting competition among bidders.

Insuring an equal opportunity for all vendors to secure District business.

Educating and informing all vendoabout District rulesregulations, and methodologhat for
the basis for bid awards

a s

As a support organization of the District charged with the acquisition of goods and services requested by
instructional and administrative departments, The Purchafiegartment will function in a manner
consistent with applicable laws, School Board policies, the Uniform Commercial Code and other sound
business practices.

The Purchasing Department shares with the Business Office and other fiscal offices the regiygmisibil
the expending District funds in such a manner that will meet all requirements of the State, Federal, and
District procurement regulations and safeguard the public trust.

Effective purchasing is a cooperative venture between the Purchasing Depammethe schools and
other departments within the District. The purpose of this manual is to provide guidelines and
procedures for the Purchasing Department staff and others involved in the procurement process
throughout the District.

Situations will undubtedly arise which are not fully covered by these procedures. The Purchasing
Department staff is available to discuss and/or assist in any special situations or needs that are in the
best interest of the students and staff of Katy ISD.

The purchasing pcedures contained in the document are intended to comply with all applicable laws,
policies, and procedures. In the event of conflict, the appropriate law or policy shall prevail.

y 3
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General Standards & Ethics

Ethics relating to conflicts of interedinancial interests in firms conducting business with the district,
kickbacks, gratuities and improper use of a position or confidential information are clearly

communicated throughout the District.

Additionally, District personnel should be aware that enthe School Law, Chapter 44.0a%,well as
other state or federal statutes regarding the expenditure of public futttere are penalties for
violations ofpurchasingprocessesvhich can include @aminal prosecution and loss ofreployment

opportunities.

There are certain common standards of ethics which govern the conduct of employees involved in the
purchasing function. The fundeental standards for the Katy ISD purchasing processes are as follows:

1. ltis a breach of ethics to attempt to realipersonal gain through public employment with a
RAAGNARAOG o0& Fyeée O2yRdzO0 AyO2yaAradsSyid sAlGK (K

2. ltis a breach of ethics to attempt to influence any public employee of a district to breach the
standards of ethicalanduct set forth in this code.

3. ltis a breach of ethics for any employee of a district to participate directly or indirectly in a

procurement when the employee knows:
a. ¢KS SYLX2eS8S 27

0KS SYLX 2eSSQa

Fye YSYOSNI 2F (KS SyLX 2e$
interest petaining to the procurement.

b.! o0dzaAySaa 2N 2NHIFIYATIGA2Yy Ay 6KAOK (KS $§
immediate family, has a financial interest pertaining to the procurement; or

c. Any other person business or organization with whom the employemgmember of

AYYSRAFGS FrYAf@ Aa yS3az2idAl
prospective employment is involved in the procurement.
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Integrity

Fairness and impatrtiality in all phases of the process are an essential part of any transaptiblic
purchasing. Dealings with vendors and peers must be open, honest, and objective.

[A1S Fft ASNDAOS TFdyOiArzyas (KS
5Aa0NAOGQa & OK 2Phé grocdss/cRnnar IdttletietitiveSigtiseélfdrving; the two are

incompatible.
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Purchasing Department Code of Ethics

Endeavor to obtain the greatest value for every District dollar expended but conducting business in a
manner consistent with exemplary business practized legal statutes.

Give prompt and courteous reception to all District staff and legitimate business representatives.

t NBE OARS adzLJLl2 NI G2
educational environment of exdehce.

iKS

5Aa0NRAOGQa aoOKz22fa yR R

Insure that all responsible bidders receive equal consideration and the assurance of unbiased judgment
in determining whether their products meet the educational and/or operational needs of the District.

Always considethe interests of the Districind the enhancement of its educational prografinst.

{ONAGS F2NJ I GK2NRdzZZAK (1y2¢fSR3S
assist in the Best Value evaluation for the products and services purchased.

YR dzy RSNEUI YRA

Work to identify andmplement strategies and techniques that will preserve the integrity of the
department while enhancing the level of service provided by the department.

Never accept gifts or favors which might influence, or be construed to influence, the purchase of goods

and services.

S LI
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Purchasing Authority

Katy ISD Board Policy Manual lisis following under CH (LEGAL) and CH (LOCAL):

U The Board may adopt rules and procedures for the acquisition of goods and services. Education
Code 44.031(d).

U The Board may delegates authority its authority regarding an action authorized or required to
be taken by the District by Education Code Chapter 44, Subchapter B to a designated person,
representative, or committee.

U The Board may not delegate the authority to act regardingetion authorized or required to
be taken by the Board by Education Code Chapter 44, Subchapter B.

U Authorized District employees in charge of a department or school budget may purchase items
included in their approved budget, in accordance with admintsteaprocedures.

U The Board shall assume responsibility for debts incurred in the hame of the District so long as
those debts are for purchases made in accordance with adopted Board policy and current
administrative procedures. The Board shall not be resjie for debts incurred by persons or
organizationshot directly under Board contropersons making unauthorized purchases shall
assume full responsibility for all such debts.

U All purchase commitments shall be made by the Superintendent or designeproperly
drawn and issued purchase order, in accordance with administrative procedures.

Accordingly the District has established the Katy ISD Purchasing Depadnaentthe direction of the
Superintendento assist theBoardin the procurement functionand to assure such function is within
compliance of all applicable statutes, Board policies, and Administrative Regulations.
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Purchasing Limits

School Code, Chapter 44 defines the methods of procurement to be utilized by school districts based on
the levd of expenditure during a twelve month period. Such expenditures are looked at in the
aggregate, that is all locations in the District aomsidered as one unit.

There are different categories of purchases including personal property, services, caastrant real
property. Personal property is defined as including, but not limited to, any item or thing that can be
moved from one location to another or is consumable and does not include real property such as land,
buildings, and repair or renationsto buildings. Services can include both professional and non
professional services. Professional services are generally defined as those for which a special
qualifications or licensing is required.

In order to determine the level of expenditurefiet Purchasing Department has developed a grouping
of commodity categories based on those listed in Texas Education Agency Financial Accountability
System Resource Guide. These commodities include, but are not limited to:

Athletic Supplies

Awards

Teachingand Instructional Materials

Cabling Services

Furniture

General Merchandise and Groceries

Musical Instruments

Musical and Performing Arts Equipment and Supplies
Police Equipment and Supplies

Portable Buildings

c oo oo oo oo c

These commodities are grouped so that contracts for the purchases of these items can be awarded in a
competitively awarded process to assure that the schools and departments are receiving Best Value for
their budget expenditures and are in compliance wathstatutes, policies, and procedures. A complete
listing of all commodity groupings and current procurement contragmgted onthe Katy ISD website

at www.katyisd.org/Purchasing.

District transactions are monitored within the Purchasing Departmerthat procurements can be
grouped as a commodigs neededand requiredunder these guidelineProcurements not covered
under current commodity groupings and competitively bid contract may be delayed in order to satisfy
these requirements.

Schools and departments are encouraged to purchase from established contracts to prevent such delay.
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School DistricPersonal Property Purchases Up $10.000 in the Agaregate

Schools and departments are encouraged to use vendors currently under donittache District for
all procurements.If the District does not have a current contract for the commodity or service needed
the following procedures apply.

For purchasesf personal propertyr servicegotaling less than 50,000 in the aggregatir the fiscal
year, schools and departments will be allowed to purchase using the Best Value datetha
individual transaction, with the following guidelines:

i

Purchases up to $500 may be made in the most expeditious manner possible in order to meet
the needs of the schools and departments. Although encouraged to utilize vendors within the
system, new vendors may be entered as needed.

For purchases $501 to $5,000, schools and departments must include a written quotation with
the requisition. All shouldseek assistance from the Purchasing Department to obtain lists of
interested vendors.

Purchases $5,001 to $4®9, three written quotes are required. The requisition will not be
processed until written documentation of the quotes is providefigain,the Purchasing

Department maintains lists of vendors who have expressed interest in doing business with the
District.  All are recommended to seek assistance from the Purchasing Department in obtaining
information on potential vendors.

For any purchaseover $8,000, the Purchasing Department should be contacted so that Best
Value practices can be followed in the procurement process. The Purchasing Department can
provide lists of potential vendors and identify any potential problems or pitfalls thghtccur

with the procurement.

Failure to follow these guidelines could result in a delay in processing your request. For assistance in
this process, or obtaining quotes, please contact the Purchasing Department.
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School District Purchasd2ersond Property or Service¥alued at $50000 or More in the Aggregate

As directed in School Code, Section 44.031, Subchaptath®the exception of produce or fuel, all
District contracts valued at $5000 or more in the aggregate for the 12 month perindst be procured
by use of one of the following methods:

1)
2)
3)
4)
5)
6)

7)

8)
9)

Competitive Bidding

Competitive Sealed Proposals

A Request for Proposals, for Services other than Construction Services

An Interlocal Contract

A Design/Build Contract

A Contract to Contract to Constt, Rehabilitate, Alter, or Repair Facilities that involves the use
of a Construction Manager

A Job Order Contract for the Minor Construction, Repair, Rehabilitation, or Alteration of a
Facility

The Reverse Auction Procedure Defined in Government Codiors2155.062

The Formation of a Political Subdivision Corporation under Local Government Code, Section
304.001.

This applies to all personal property, sergicand construction contracts, with the exception of those
categories listed in the following sgéon.

10
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Exceptions to Competitive Procurement Requirements

Produce and Fuel

Thee is anexception for produce and fudthat allows the District to use anyethod listedaboveor
those in School Code, 44.0f8% these purchases.

CooperativePurchase Programs

All items and services available through the Board approved cooperative have satisfied all procurement
regulations for competitive procurement. These items or services do not require further bidding before
being procured.

Professional Sevices

An additional exception applies to professional services as defined under Government Code, Section
2254.003. Thesservices include, but amot limited to, professionals such as attorneys, architects,

fiscal agents, or licensed medical professisn&ontracts for professional servicase not procured

through competitive bids. Rather such services are chosen through a process of selection involving the
review of professional qualifications.

Sole Source Exception

As allowed under School Codd,.@31, the District is allowed to purchase items available from a single
source without complying with the competitive procurement provisions.

Sole source items are defined as follows:

1) An item for which competition is precluded because of the existeneepaitent,
copyright, secret process, or monopoly;
2) A film, manuscript, or book;
3) A utility service, including electricity, gas, water (if available through a single source) or;
4) A captive replacement part of component for equipment.

These exceptions do nopply to mainframe dataprocessing equipment and peripheral attachments
with a singleitem purchase price of $15,000 or more.

Vendors claiming sole source status will be asked to provide written and sighed documentation stating
the reason.Departments oischools may be requested to document the reason why the particular
product is required.

11
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Emergency Damage or Destruction

If school equipment, a school facility, or a portion of a school facility or personal property is destroyed or
severely damagedr, as a result of an unforeseen catastrophe or emergency, undergoes major
operational or structural failure, and the Board determines the delay posed by the methods for
procurement listed School Code Chapter 44.031 would prevent or substantially imPair hA & (i N&A Ol Q|3
ability to conduct classs or other essential schooltadties, then other procurement methods may be
utilized as needed.

School Bus Purchases

Any contract for the purchase or lease of one or more school buses must be submitted to competitive
bidding when the contract is valued at $20,000 or more.

Leases & Rentals

Any leases or rentals of personal propentyservicesare subject to the procurement procedures
outlined in this document. An exception may be made for lease of real property whbkxsource
limitations might apply due to location or building requirements.

However it is mandatory that any contracts for such transactions contain the time period for the
contract, stating both the beginning and ending date. If the ending date dstpast the current fiscal

year ending date, a cancellation clause must be contained in the contract allowing cancellation-for non
appropriation.

12
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Bidding Process

If it is determined that the personal property or service needed will reqeiiteer a Request for Bids or
Request for Proposal process the open market, the Purchasing Department will prepire bid
documents The requesting department will be responsible for providing specifications of the products
or services neededUpon conclumn of the bidding process, the Purchasing Department will open,
tabulate, and provide the school or department with written documentation of the results. The school
or department will be asked tevaluate and score the results, and provide a writtecormmendation

for award. Te Purchasing Department wilviewand preparean Agenda Item for Board approval and
submit it for consideration. If approved and awarded by the Board, the Purchasing Department will
notify the using school or department as Wa$ all vendors involved in the process.

Notices of the time and place when the bids or proposals or other responses to a request for

gualification may be examined must be published once a week for at least two weeks before the

deadline for receipt. Ais notice must include the notice as to where the bids shall be opened as well as
0KS RIFIGS YR GAYS RdzSo { dzOK y20AO0S Ydzad oS LIz
office is located.

Bids or Proposals will be opened in a public timegby the Purchasing Department. All such openings
are open to the general public or any interested party.

13
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Contract Time Period

Katy ISD staff may only use funds appropriated by the Board in the approved budymefore the
staff does not havéhe authority to commit funds in future budgets. Whilentracts may be issued for
any time period as agreed toy the District and the vendorf, the contract extends beyond the end of
the current fiscal year, it must contain a cancellation clause anettby Local Government Code

271.903. This clause permits the district to cancel, without penalty, any contract for which the Board

R2S&a y2aG Fftt20FGS FdzyRAy3I Ay (KS &SljdzSydaalt

If a competitiveprocurement process utilized such as a Reest for Bid (RFB) or Request for Proposal
(RFPthe contract time period must be clearly defined

Best Value

14
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In evaluating procurement decisions the Distrall always apply best business practices. In doing so,
the Districtwill always consider the Best Value criteamlistedbelow. When seeking aompetitively
procured contractthe District will state the Best Value criteria listed below as well asiddyional
criteriato be considered within the bid groposaldocunent.

Best Valueriteria to be considered shall include:

1)
2)
3)
4)
5)
6)

7
8)

Schools or departments will be asked to provide evaluation on all criteria includlee bid documents.
All such evaluations will be maintained in the Purchasing Department files and may be presented to the
Board with the contract award recommendation.

The purchase price

¢CKS NBLzilFGA2y 2F GKS @GSYR2NJ YR 2F GKS (¢
¢CKS ljdzr tAde 2F (GKS @SyR2Nna 3I22Ra FyR ash
¢tKS SEGSYyld G2 6KAOK GKS 3ImedRa 2NJ aSNIBIAOS:
¢tKS @SYR2NRA& LI ad NBtFridA2yaKAL gAGK GKS H

The impact on the ability of the District to comply with laws and rules relating to
historically underutilized businesses;

Thetotallongi SNl Oz2aid G2 GKS S5AAGNROG G2 I Ol dzA N
Any other relevant factor specifically listed in the request for bids or proposals.

15
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Cooperative Purchasing Contracts

To conserve and coordinate the use of public fursdfiool districts may enter into agreements for the
cooperative purchase of goods and services between itself and other local governments or agencies
(interlocal agreement)

Such contracts, if competitively bid by the cooperative administration, satisfyetquirement for
competitive procurements listed under School Code, Chapter 44.031.

Participation is allowed through the execution of an Interlocal Agreement between the Katy ISD Board
of Trustees and the administration of the Cooperative. CurreKgdyy ISD is an active member in a
number of Purchasing Cooperatives. These include, but are not limited to:

1) Texas Procurement and Support Services

2) Region V Purchasing Cooperative

3) The Cooperative Purchasing Network

4) Houston¢Galveston Area Council

5) Region MI TIPS Cooperative

6) Harris County Department of Education

7) Gulf Coast Food Purchasing Cooperative

8) The Texas Association of School Boards Buyboard Cooperative
9) HCDE Choice Facility Cooperative

Purchases under these contracts can expedite the procurement psdoe District departments and
schools.

Links to these cooperatives can be found on the Purchasing Department website at
www.katyisd.org/DistrictServices/Purchasing/linksor addiional information regarding available
commodities or services, please contact the Purchasing Department.

16
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Insurance Requirements

State law requires that any contractor entering a building or construction contract must certify in writing
thatheLINE A RSa ¢2NJ] SNRa O2YLISyaldAizy AyadaNI yoS 029
employed on the public project. This extends to any subcontractors. All certificates must beabn file
the District before work commences

The District has chosen &xtend this requirement to any contractor of the District. Additionally,

general liability and automobile coverage is required for any contractor performing services on District
property. Insurance certificates listed Katy ISD as an additional insupettidbe on file at the District
before work commences.

Failure to produce proof of satisfactory insurance coverage will be a consideratioarf@award or
contract termination.

Bonding

Ly 2NRSNJ G2 LINE sinSeatin public oricpiofita]) tNADB i cDvilll réqyirierformance
or payment bonds as required under current State l&tate law requires that the school district
require performance bonds for any public works g $100,000 or more in value, aretuires
payment bonds formy public works projects $25,000 or more in value.

The District also has the right to request a bid bond. This is typically used for high value contracts with
complex bidding processes. The vendoeguired to provide a bond of% of the project valu&

guarantee that it is ready to contract with the District upon award. This insures that thicDistreives
responsible bids

Bonding requirements are outlined in Texas Government Code, Chapter 2253.

17
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Specifications
The5 A & (O NAuSeiodepadnérR is responsible for thdevelopment of specifications for the items

or services neededSpecifications cannot be used that preclude competition in theketplace on

comparable items or service$. KS dzaS 2F ly@& oO0N} yR Yy I $hSuldbdNJ YI y dzF |
descriptive not restrictive, and should merely indicate the type and quality of the items desired.

Detailed specifications are desirduljt, at the least, all specifications should include the minimum
acceptable requirements or features. Altate bids may be considered for award if in the best interest

of the District.

The Purchasing Department staff is available to assist in this area as needed.
Standardization

The District has standardized on certain equipmamd materialfo maintain theintegrity of the
S5AA0NAOGQA ySiGso2N] 2 LISNI &ok @yiguterlre/ared iternysathientliz@ sk 2 y | €
the Technology Standards page on Katy Netindardization regarding instructional items will be
O2YYdzy A O (4 SR ¥ Grivuluth Reparthdnti il NS YOI QWS SGiAy3I GKS 5Aad
be processed upon receipt in the Purchasing Department. Any items requested that are not on the
approved standards list will require review by the Purchasing and Techrmd@@yrriculun Department

before processing.

Impermissible Practices

School Code 44.031prohibits the separate sequential or component purchases to avoid the purchasing
limit requirements as set forth in this documer¥iolations of this or other provisions of the

Procurement statutes can result in criminal charges, removal from office, and/or termination of
employment.

Personal Purchases

District employees shall not be petteid to purchasesupplies or equipment for personal ugaéth
District funds All items purbased are the property of Katy ISD. Personalized items and items not used
in the performance of Katy ISD duties or responsibilities cannot be purchased with District funds.

18
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Conflict of Interest

Local Government Code Chapter If6vides informatiorregarding conflict of interest statements to

be filgd by vgn\glors and certain schooj djstrict employee,s.A o o

¢KS ¢SEla /2yFtAO0 2F LYUSNBadld aul udziSa I LILIX e
specific rules regarding what constitutes@nflict of interest in regards to a business transaction or real
property transaction. For more information, please reviewitifermation provided on the Texas

Ethics Commission websiteww.ethics.state.txus.

For expenditures from federal funds, District employees should be aware that the rules regarding
conflict of interest are more stringent than the State requirements. For federal expendituzasiies
state that anemployee administering, directing or authorizing the expenditure of federal fumafs,
membersofil KS SYLX 2 & SS Qa cah NaveSaRdahcial Shteredt iv & vierdar involirethe
procurement transaction involving federal funds.

Tax Exemp6tatus

The District is a political subdivision of the State of Texas and as such is exempt from state sales tax
under Chapter 20, Title 122A, Revised Statutes of Texas.

Items or services purchased for which tax exemption status is claimed must be useuthgth
LISNF2NXI yOS 2F (GKS 5Aa0NAROGQA o0dzaAAYySaaod

It is a criminal offense to utilize this tax exempt status for any other purpose.

19
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Vendor Relations

Katy ISD is committed to maintaining an opew aguitable opportunity to all interested vendorsKaty

ISD will seek to competitively procure goods and services whenever possible or as required by policies or
statutes. Vendors awarded contracts by Katy ISD are placed on the approved vendor list maintained by
the Purchasing Department. This listlintes the names and contact information for all vendors with
currently active Katy ISD contract.

Additionally, KatylSD will maintain a potential vendor list of all interested vendors. Vendors will be
solicited forquotes as well as formaids or proposks in their area of interest agpportunities are
developed.

Katy ISD does not discriminate on the basis of sex, race, disability, color or national origin in its
business practices.

OnSite or Telephone Sales Calls

Vendors and their representatives as#ictly prohibited from contacting, either in person or by
telephone, instructional or support personnel during instructional periods, without the prior approval of
the principal or department director.

All vendors calling on school buildings are requiite follow the proper checin procedures foeach
location. This includdabe presentation of a picture identification card. Vendors cleared for entry into
0KS aOK22f gAff NBOSAQOS || @GAaArAiG2NRa ol R3IS HKAOK

Vendors maynake appointments with the Purchasing Department to discuss opportunities with Katy
L{5® { dzOK AYyF2NXNI GA2Y gAff 0S LINPGARSR Ay LISNA

Gifts from Vendors

Vendors are prohibited from offering gifts or favors that could influence, ord¢batd be perceived to
influence, purchases utilizing District funds. Any such offers should be refused by the employee and
immediately reported to their princidaor departnent director. The principal or department director
should then report such activity directly to the Purchasing Department.

Such gifts could include meals, trips, tickets for entertainment, or electronics. Employees should note
that acceptance of suchiftg can be a violation dftate statutes, and a basis for criminal prosecution.

It is permissible to acceptsall incidental advertising items withvalue of less than $5 retail. These
itemsmust be clearly identified as marketing items with the compada y I YS 2NJ f 232 Of
Such itemgnay be accepted by staff or distributéol campus staff, as desiredhese items include, but

are not restricted to, coffee mugs, calendamstepadspens, and pencilsCare should be taken that the
display of such items is not done in such a manner that would give the perception of vendor preference.
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Complaints Regarding Vendors aBt/aluatiors

When problems are encounter with a vendor regarding products or service, it is important that the
problem bedocumented. All pertinent information should be notedate, time, location, problem

details. The vendor should then be contacted by phone or in writing notifying of the problem and the
resolution desired. A record of all such communication shoulkiepe. If the problem cannot be

resolved or continues, the Purchasing Department should be notified. All details of the problem should
be provided, including the history of all previous communication regarding the problem.

The Purchasing Department witlen take appropriate action which may include written notification to
the vendor outlining the problem and the potential breach of contract. All record of the problem and
action taken will be kept on file and used in future vendor evaluations.

+ S vV R @ihiRad History

Effective January 1, 2008, Texas Education Code Chapter 22, Subchapter C requires service contractors
of school districts in Texas to obtain criminal history record information regarding covered employees
and to certify to school distrts that they have done so. Covered employees with disqualifying

convictions are prohibited from serving at a schostrict. As defined by Texas Education Code,

Chapter 22 disqualifying convictions include any of the following, if at the time of tense, the

victim was under 18 or enrolled in a public school:

1. Afelony offense under Title 5, Texas Penal Code;

2. An offense for which a defendant is required to register as a sex offender under Chapter 62,
Texas code of Criminal Procedure; or

3. An equivalat offense under federal law or the laws of another state.

Service contractors must obtain the criminal history record information on all new or existing employees
who will have continuing duties relating to the contract amifl havedirect contact withstudents.

Covered employees employed by a contractor before January 1, 2008, are subject tdrasede

criminal history reviews and contractors must obtain the criminal history record information as soon as
practicable. Covered employees employed by @ra@tor employed on or after January 1, 2008, are
subject to fingerprintbased criminal history reviews and contractors must obtain the criminal history
record information before or immediately after securing the services of the covered employees.

Contrators must contact the Texas Department of Public Safety (DPS) directly to establish an account to
obtain criminal histories. Instructions for establishing and account with DPS are enclosed. Fingerprints
are conducted through the DPS vendor, Integratezhiitric Technology. The contractor must certify to

the school district that it has performed the required criminal history reviews.
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Fundraisingvendors

The Purchasing Department has the responsibility of reviewing and approving all fundraising
vendorsused by the schools and departments. Fundraising vendors are those who provide a
product(s) directly to the students, parents, or patrons, through a catalog or order form sale.
Vendors are paid directly for the goods and the schools receive or organgzaéceive a
commission from the sales.

Vendors interested in providing this type of program to be used by the schools or organizations
for fundraising activities must submit an application with background information for the
5A&0NROGQa phikked thE eduor isiplgc€dSn the Bundraising Vendor List for the
current fiscal year. All applications must be renewed annually.

Schools and organizations purchasing and selling products thréduir customers (as in a
school storedo not have tareceive approval for their suppliers. Examples of this would be the
produce supplier from whom pumpkins would be purchased for an annual pumpkin patch
activity. However, all such supplies should be purchased through awarded contract vendors
whenever posible.
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Donations

The PurchasinBepartment is responsible for tracking donations to the Distridtis list is forwardetb

0 KS { dzLJSNXR y (i Sy R SDbiatbas ate feFiswelind¥accgpteddy thebBoard of Trustees at
the Regular Business Méeg). A letter of appreciation and acknowledgement of the donation is mailed
from the Superintendent to th®onor.

All donations from patrons or outside organizations should be submitted to the Purchasing Department
on theRequest for Acceptance of Dded Items. This form is located on the Katy Net under

Purchasing. Schools and departments should include all applicable information on the form. Itis
important to include the contact information and a complete mailing address. All donations whether
monetary or tangible items should not be placed into use until the donation is officially accepted.

If purchasing fixed assets with donated funds (from outside donations or any activity fund donations) ,

the source of the donation should be listed iretRrinted Comments section of the requisitiGiurther
instructions on properly recording the donation through a journal voucher and information required to
0N} O]l GKS R2ylIGA2Y (GKNRdzZZK GKS LIzZNOKF &Ay3 LINROS
Manual on the Katy Net webpage, on pages-1Q0.

If using the funds to purchase goods or services that will in any way be attached to the building or
become a permanent fixture on the grounds, you must include an approved Building Modification form.
This form can be found on Katy Net under Purchasing. Purchase Orders for these type of items or
services cannot be processed until approved by the Executive Director of Maintenance.
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Purchase Requisition Entry Process
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PURCHASE REQUISITEDNRYROCESS

1. Determine the vendor and vendor number
Vendors that are currently on contract with KISD are calledbB@bntractvendors.

All vendors are listed in UNISYS. To determine if a Vendor is currently on camtbédtvith KISD it
isimportant to be familiar with the

Katy ISDContract Vendor Lis

This list is located in the Purchasing folder on tHe KA @ S ® OY TO (FGe@A&aR 2y

Purchasing / Contract Vendors. There are two lists:

Vendor Nameg(example: Tree House)
ContractName(example: Printer Toner Supplies RFP# 1228)

The vendor number is provided as well as the date the contract was awarded or extended. The
contract name and RFP# are also provided; this will tell you whigird Summaryou can find this
GSYR2NDA LISNI A yThesé listarg dpdatel inainthl2ag nes yomtracts are awarded,
extended, and as they expire.

Award Summarieare spread sheets listl by contrachame andncludethe vendors thahave
beenawarded or chsen to provideeach commodity In many cases you will find pricing, discount,
and freight information hereNotification of new awardummaries will be sent out each month
after Board approval, but can also be found in the Purchasing folder orrdhigek

The use of vendors thatre not currently on contract with KIS®discouraged unless the
commodity you are seeking cannot be provided by a current contract vendor

Other Available Contracts

To provide additional contract resources, Katy ISD is a member of a number of state approved
LJOZNOKF aAy 3 O22LISNI GABSad t dZNOKIF aAy 3 (KNRdJzAK
competitive procurement requirements from the State.

If utilizingthese contracts for your procurement, you must obtain a written quote from the vendor
referencing the Cooperative and containing any appropriate contract information required by the
Cooperative.

Links to these cooperatives can be found on the Purchasipgriaent website at
www.katyisd.org/DistrictServices/Purchasing/linkBor additional information regarding available
commodities or services, please contact the Purchasing Department
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2. Entelinga Requisition

Double click on the UNISYS icon. (If it is not located on your desktop, go to the start button, arrow to
UNISYS, right click, send to: desktop). This will be the only time you will use your mouse when
dealing with UNISYS.

Enteryour userid and hit enter
Enter your password and hit enter

Screen 1 (See diagram 1) | - OnLine Purchasing (enter).

Screen Z; (diag 2) 01 Enter/Alter Requisition (enter).
Screen 3; (diag3) Add a new requisition (enter).
Screen 4£; (diag 4) REQUISITION ENTRY STOP and write down the req#

REQ TYP:-Furchasing (enter)

Tab to BID #: RFP#XXXX (enter) (Contract# that deals w/ this
Vendor/Commaodity)

Tab toDATE NEEDEBm-dd-yy (enter)

DESCRIPTION(This is for your own reference) (enter)

Tab to RECIEVER: (This is usually the requisitioner)

Tab to MARK FOR: (This is the end user of the items being ordered)
Tab to CONTACT PHONE -####### (enter)

COMM CD: Esdt for drop box, arrow to selectigifenter) (diag 6)

SUB: EsH for drop box, arrow to selection, (enter) (diag 7)
VENDOR: #####t (enter) (diag 8 & 9)

F4 to add
Notes:  The REQUISITIONER field will automatically populate with your name
The RECIEVER & MARK FOR tiaidbe chaged to the person of your choice

The DATE NEEDED field is optional
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Screen X (diag 10)

Screen & (diag 16)

Screen & (diag 18)

Screen £, (diag 19)

Screen & (diag 21)

Screen g (diag 23)

DETAIL LINES

LINEDESCRIPTION: Enter a-tine description: part/item# (enter)
(diag 10)

ITEM: Es¢l for drop box, arrow to selection, (enter) (diag 12)
(noncap or cap descp.)

QUANTITY: ### (enter)

U/M: EseH for drop box, arrow to selection, (enter) (diag 14)
6SIs 02Ex asSd SdoOxo

UNIT COST: enter amount (enter)
F4 to add

ADDITIONAL LINE ITEM DESCRIETI any additional information
pertinent to this item if needed otherwise hit the delete key or GDRL
to exit

This will take you back to the DETAIL LINES screen, add the next item,
repeat process until all items have been addedcl(iding freight/
shipping & discount amounts)

Hit the delete key or CTRLto exit

ACCOUNT DISTRIBUT¢ONMpe the 17 digit account number (enter)
€x:19923639980744899. Hdagives a breakdown (diag 20)

F4 to add; Add additional aacaunt numbers if needed otherwise hit the
delete key or CTRLD to exit

PRINTED COMMENT LHYEg$ special instructions (enter)
(see printed comments pg. ## for examples)

Hit the delete keyor CTRID to exit

NON PRINTED COMMENAig/thing typed here will not be seen, use
for your own special comments, or do not use at all.

Hit delete key or CTHL to exit
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Finishing the REQ FINALIZE THIS REQUEST or DO NOTHINGHEAREQUEST AS IS
Select either optiorand (ente)

Warning message will appear just hit enter, it takes you back to
REQUISITION ENTRY screen

Print a Hard Copy Hit F5 arrow to HARD COPY hit enter, hit F10 enter, hit F4

Budget Manager ApprovalThe requisition needs to be Levebhpproved by your Budget Manager
(Principalor DepartmentHead) Oncethe requisition has been Levél
approved it will automatically print in Purchasing for processing

Be sure that the information on your Requisition is accurate; vendors will delay processing your
Purchase Order if the pricing is incorrect.

1 If using a catalog, please be certain that the catalog you are using is for the current
year. The date should bksted on the cover.

1 Be sure that you have taken any applicable discounts and that the discount you have

deducted is the correct percentagéf. you list the discounted cost as the unit cost,

please state in printed comments that the price includes diiscount.

Some catalog items are already discounted and an additional discount is not applicable.

Add freight charges, if necessai¢hen in doubt, contact the vendor for a freight

quote. Freight needs to be addressed on every req

=a =
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Diagram1

Diagram?2
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Diagram5
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Diagram13
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Diagram15
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Diagram17
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3. Approvals

Level One Approval of Purchase Request

Once you have completed a purchase request, and finalized, it will need to be level 1
approved. When Level 1 approval has been given, the date and the name of the

LISNR 2 Y

approval will print in Purchasingand will be processed.

Level Two Approval of Purchase Request

F LILINR @AY 3 At OryltiSse Nduass with Kevel T | LIL

Capital approvalLevel Il approval is needed for capital purchasaseeding $500 that

are being purchased witGeneral Funddtems purchased with activity fusd
discretionary capital funds, and capital request funds do not require capital approval.
Approval must be obtained from the appropriate Executive Director. Approval may be
by memo, email, or by Level 2 approval on the purchase request. There is &sm

that can be used; a copy is in the Purchasing Folder on-thivé&. Approved journal
vouchers may be used as approval only if the item being approved is stated on the
voucher and the voucher has been signed by the Executive Director.

Technology aproval- ¢ SOKy 2f 23& | LILINR @I f

5+5Q04> OF YO2NRSNAEXZ O2 YLlzi SNA

Ad YySSRSR
' YRKk2NJ RSGA

such as digital cameras, printers, and TVs. All software and software licenses must
have Tech approval. Onliseibscriptions must also have Tech appro@hce these
requisitionsare levell approved and print in Purchasing they will be given to the
TechnologyBuyerand reviewed If necessary they will be forwarded to the
Technology Department, once deemed adedybe, they will be processed by
Purchasing. This is to insuhat the new purchase is compatible with existing

equipment.

Chemical ordersLevel Il is needed kiye ScienceCurriculum Specialist, when
purchasing chemicals for classroom use.

Level Thee Approval of Purchase Reqs

Once therequisitionhas been approved by the Director of Purchasing it will then be
level 3 approved and the Purchase Order will be printed.
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4. Printed Comments

Specialnstructions intended for th&/endor, the Purchasing Department and/or the
Business Office shouldways be entered in Printed Commenfsthe purchase request.
Do not type this information in the product descriptiahyou do, it may be missed.
With the number of requisitioners agss the Districit is very important to use the
following Standardizedlerms this will insure proper handling of your req.

Do Not Mailglf the Original or white copy of the purchase order should be returned to
the requisitioner rather than mailed to the vendorhis will be used o®pen Purchase
ONRSNA | yR ¢6KSy @& 2 dzQNdfis pertainsity'the whitkBr wrigifiak S
copy d the Purchase Order only)

Please Fax Can be used on emergency or time sensitive Purcliaders. Acomplete

fax number should be providedPrior arrangements should be made with Purchasing
Prepay-When acheck needso be sent with the Purchase ced (All prepays require
three copies of an invoice or price sheet from the vendbi}. should be used for
registrations, reservations, subscriptiorBistrict policy states that we do not prepay

for merchandise.

Prepayc Invoice Attached; When merclandise has already been received. This should
be used on a limited basis as KISD policy requires a PO be issued prior to a purchase.
Hold PO for Picldp ¢ If you would like to pick the PO up from purchasing rather than
having it sent through 1/0 mail.

NATBV- (Not- Available ThroughBid \éndor) is used when contract vendors can
supply a certain product. Purchasing welfjuire aist of vendors attempted.

Sole Source Whena vendor is th@ONLYsource for a particular product (not a sole
supplier in the area). Purchasing requires a sole source letter from the vendor on file.
Attachment Whensending backupo attach to the Purchase Ordeuch as quotes,

item list. See Attachments on page »ot fa complete list of examples.

Shipping Include or No Shippinivhen notaddressed in the request/detail lines of the
requisition.

Discount Included in Price If the discount has already been taken.

Non-Printed Commentshouldneverbe used for informabn that you want the vendor, Purchasing or
the Business Office to see! True to its title, any information typed in this area will not print on the
purchase order. You may use NBrinted Comments for your own personal information or notes.
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5. Attachments

Attachment Copies
Purchasingequires three copies of all attachments. They are attadhatie Purchase Order
and distributed as follows:

1 Vendor

1 Purchasing Department

1 Business Office
(If scanning the attachments to email theoangust one copy, Purchasing will print the
needed copies.)

Attachmentsmust be stated in printed comments when attachments are required to
complete a purchase order; especially those required by vendors. If not noted, the purchase
order will be mailed whout the attachments. It will then bgour responsibility to send the
attachments to the vendor.

The corresponding regjsition number must be noted on all attachmenis
Attachments without the regisition number noted may be returned, causing a delay in
processing your purchase request. Purchasing receives hundreds of attachments weekly.

Exampleof Attachments
A Registration Forms

Invoice or Price Sheet

Request for FundRaising Activity

Request for OneDay Tax Free Sale

Capital Approval

Request foiStudent Trip

Book Lists

Student Trip Form

Failure to send attachments will cause a delay in processing your purchase request. In most
cases the purchase order will be held in our office until the attachments are received.

> > > > > >
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6. PurchaseOrder Distribution

Purchase Ordengrint on a 6part continuous forms and are burst and distributed after printing.
The distribution is as follows:

White Copy Forwarded to Vendor with any attachments
Yellow Copy Accounts Payable Cogysent to Business Office
PinkCopy Receiving Copy Sent to Requisitioner . Once items or services are

received, this copy should be signed and dated, then forwarded to the
Business Office. This will authorize the release of a payment.

Blue Copy Fixed Asset CopySent to Requitibner to be routed to appropriate
Fixed Asset Clerk

Gold Copy Originator Copy, Sent to Requisitioner
Green Copy Maintained in Purchasing Department as file copy
Exceptions

T ¢KS 2KAGS O2LkR gAff 06S NBIdNYySRIIN2 (K
the printed comments.

1 The White copy will be attached to the Green and kept in Purchasing if faxing is
required.

1 The White and Pink copy will be seidng with the Yellowo the Business office
if a Prepay Purchase Request is made.
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7. Purchase Order Timeline:
Regs that have been lev&lapproved are printedirst thingevery morning.
Recs are reviewed by thBuyers for:

Contract (Bid) Adherence

Proper coding (Does the description match the coding?)

Discount and Freight adherence

Conten; (has all pertinent information been provided; are the instructions in the
printed comments complete?)

9 OCapital item coding and approval (level 2 by an Executive Director)

=A =4 =4 =4

Regs are then reviewed by Regina Stephenson (Purchasing Director). With leahppey
are then level3 approved and the Purchase orders are printed, burst and distributed. Financial
clerks should receive their copies within three days of printing.
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8. Unapproved Purchase Requisitions

Purchase requests are unapproved when one or more of the above criteria is found incorrect or
the Purchasing Departmentiis need of additional information or further investigation of the
request is necessary.

Purchasing wikend the requisitioner an eail listing the corrections or additional information
thatisneeded.L4 A& GKS CAYylFYyOALFf [/ fSN]Qad NBALRYAaAAO
notify Purchasing when complete so that the processing of the req can continue.

If a request had anweerride by the Business Office and was unapproved by Purchasing, make
needed corrections and contact the Business Office for another override.
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9. Prepay Purchase Order check request:

When a check is required in addition to the Purchase Order it is catietd &5 Wheh ® Q
entering this type of re¢dt NBid.db k¥ Qtated in the printed comments. This is used mainly
for registrations, reservations, subscriptions. It is against Digtdlicy topay for merchandise
before it is receivedThere are som&lonBid \endors that do not accept purchase orders and
these are approved on a case by case basis. In the case that merchandise has already been
received Wt N ldvoe Attachedheeds to be stated in the printed comments. Three
copies of an invoice or price sheet is required in addition to any other attachments such as
NBEIAAGNI A2y FT2N¥xa SGOX

Timeline for Prepay Purchase Requisitions:

Friday 7:00ant, Requisitionneeds to be entered and level 1 approved.

Friday 12:00rg All attachments (price sheets or invoiae8 copies) need to be in Purchasing.
Friday 2:30; The last innefoffice pick up is made. (If all approvals are in place and attachments
have been receivayour PO will be in it.)

Monday ¢ Noon is thedeadline forthe Wednesday check ruAll paper work must be in the
Business office by this time.

Wednesdayg, Checks are printed

Thursday- Checks that have been requested not be mailed to the vendor arersestoffice

to the campus or departments.

Monday ¢ Checks are mailed to the vendor, (unless Monday is a holiday then they are mailed
the Friday before).

Because thiprocesstakes time, fpease allow two weeks. (The Business Office portion of this
process is detailed on page 24 of the Financial Procedure Manual on Katy Net.)

When a last minute request cannot be avoided and the deadline has expired, you will be required
to call the Busings Office and get approval for a late delivery. Then you will be required to pickup
the ORIGINAL Purchase Order paperwork from Purchasing and hand deliver it to the Business
Office. Again this is only if you have gotten-pmproval from Dave Catano ingtBusiness Office.

The purchase order will not be sent to the Business Office until all necessary attachments have
been received in Purchasing.
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10.Blanket(Open) Purchase Orders

Blanket (Open)purchase ordersare used for purchases at local retailersapproved suppliers
where the itemsor servicego be purchased have not been pdetermined. These purchase
orders areissued for a ondime use only, unless prior approval is obtained from the Purchasing
Department.

1 Open or standing purchase ondemustinclude a general statement as to whiatbeing
purchasedExamples: Paper Goods for Lounge, Hospitality items for Staff development
SGOX ttSrasS Lildzi GKAa AYyTF2NXIFGA2Y Ay GKS fA

§ Capital items may notbeggNOKI 8 SR A GK |y WReyieedd® beJdzNOK I &
coded as capital with a specific description of what is being purchased.

f In most cases you are going to want the original copies of the PO returned t#/yo@ b 2 U
al WiSSRa (2 0S Ay (GKS LINAYGSR O02YYSyilao ¢ A
vendors salways bespecific. (examples: Home Depot, Kroger)

1 Only the original/white copy of the Purchase Order may be taken and used at each retalil
location.

OfficeMaxc All orders are made online using a specific web site and each Finance Clerk is
assigned a unique userid and password. Requisition an open PO to cover the amount; once
you have the PO numbgplace the order online with OfficeMaxCapital items need tbe

coded as such but can still be ordered online.

{ 'Y Qa-TheDistzict hasone membership card that remaiis the Purchasing

Department. A copyf the cardwill be sent with the originaWhite copy)PurchaseOrderto

the requestor. At the time of checkout, presehis copy The checker will be required to call

the check out supervisor (COS) to complete the transaction. The vendor copy of the purchase
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a KISD Purchase Order.

Wal-Mart - Purchase ordersiust have an account number in the printed comments. Each
locationKaty Freeway/Fry and Marketplace/Mills Mialls a unique vendor number, and the
PO can be useghly at that location only.Do not request gift cards for the balance
remaining on a purchase order.

Targetg The location on Fry road and the 110 freewayricontract and 199 monies can be
used. The Super Target is not and activipney must be used for this location.

Longer term lanket purchase ordesareissued to a preapproved vendor authorizing
purchases from that vendor over a period of time. T of order is generally used by the
Maintenance, Transportation, and Food Service Departments. A requisitibtafiet order
must include the effective time period and the specific dollar amount being authorized.
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11.Capital Purchases

Capital is defined as any item that cost more t1$87000.00 and has a life expectancy of more

than 1 year.

These items have special coding and in most casesonsidered Fixed Assets

Please review to the Financial Procedures Manual for instructioregjinesting approval for

capital purchases.
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12.Receipt of Goods or Services

All locations should designate one person as the authorized receiver. When goods are
received, they should be immediately inspected. There is a limitedgeried for filing

damage claims usually 48 hours. Any damage on packaging should be noted when signing
the delivery ticket.

Furniture and equipment should be counted and inspected as soon as possible. Damaged
equipment or equipment that is not workingroperly should be reported to theendor
immediately The vendor will repair or replace these items since most are under warranty.

If goods are to be returned, the vendor should provide instructions and a return authorization
number. If aresolutioncannot be reached, the Purchasing Department should be notified in
writing of all action taken. The Purchasing Department will then contact the vendor and seek
a resolution.

Please do not enter a service ticket to thdSD Maintenance Department beforaiRhasing
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The pink (receiving) copy of the Purchase Order should be signed by the authorized receiver.
This copy and all applicable paperwork should be forwarded to the Business Office Accounts
Payable Department so that payment can be processed. This should be done in a timely manner
as the District is required to pay within thirty days for all goods and services received. Failure to
do so can result in late payments and penalties to the District
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