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Forward 

The Purchasing Department of the Katy Independent School District is a part of the Support Services 

Department and responsible 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. 

¢ƘŜ ǇǊƛƳŀǊȅ ŦǳƴŎǘƛƻƴ ƻŦ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ƛǎ ǘƻ ƳŜŜǘ ǘƘŜ ǇǊƻŘǳŎǘǎ ŀƴŘ ǎŜǊǾƛŎŜ ƴŜŜŘǎ 

of the District by: 

1. Obtaining the best product at the lowest cost to the taxpayer while complying with all federal, 

state and local laws as well as District policies and guidelines. 

2. Achieving a reliable and timely delivery for the requesting school or department. 

3. Promoting competition among bidders. 

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

5. Educating and informing all vendors about District rules, regulations, and methodology that for 

the basis for bid awards. 

As a support organization of the District charged with the acquisition of goods and services requested by 

instructional and administrative departments, The Purchasing Department 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 responsibility of 

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 Department and the 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 undoubtedly 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 procedures 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. 
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General Standards & Ethics 

Ethics relating to conflicts of interest, financial 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 under the School Law, Chapter 44.031, as well as 

other state or federal statutes regarding the expenditure of public funds, there are penalties for 

violations of purchasing processes which can include criminal prosecution and loss of employment 

opportunities. 

There are certain common standards of ethics which govern the conduct of employees involved in the 

purchasing function.  The fundamental standards for the Katy ISD purchasing processes are as follows: 

1. It is a breach of ethics to attempt to realize personal gain through public employment with a 

ŘƛǎǘǊƛŎǘ ōȅ ŀƴȅ ŎƻƴŘǳŎǘ ƛƴŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ǘƘŜ ǇǊƻǇŜǊ ŘƛǎŎƘŀǊƎŜ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŘǳǘƛŜǎΦ 

2.  It is a breach of ethics to attempt to influence any public employee of a district to breach the 

standards of ethical conduct set forth in this code. 

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

procurement when the employee knows: 

a. ¢ƘŜ ŜƳǇƭƻȅŜŜ ƻŦ ŀƴȅ ƳŜƳōŜǊ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅ Ƙŀǎ ŀ ŦƛƴŀƴŎƛŀƭ 

interest pertaining to the procurement. 

b. ! ōǳǎƛƴŜǎǎ ƻǊ ƻǊƎŀƴƛȊŀǘƛƻƴ ƛƴ ǿƘƛŎƘ ǘƘŜ ŜƳǇƭƻȅŜŜΣ ƻǊ ŀƴȅ ƳŜƳōŜǊ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 

immediate family, has a financial interest pertaining to the procurement; or 

c. Any other person business or organization with whom the employee or any member of 

ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅ ƛǎ ƴŜƎƻǘƛŀǘƛƴƎ ƻǊ Ƙŀǎ ŀƴ ŀǊǊŀƴƎŜƳŜƴǘ ŎƻƴŎŜǊƴƛƴƎ 

prospective employment is involved in the procurement. 
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Integrity 

Fairness and impartiality in all phases of the process are an essential part of any transaction in public 

purchasing.  Dealings with vendors and peers must be open, honest, and objective. 

[ƛƪŜ ŀƭƭ ǎŜǊǾƛŎŜ ŦǳƴŎǘƛƻƴǎΣ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 5ŜǇŀǊǘƳŜƴǘΩǎ ƻōƧŜŎǘƛǾŜ ƛǎ ǘƻ ǇǊƻǾƛŘŜ ǉǳŀƭƛǘȅ ǎŜǊǾƛŎe for the 

5ƛǎǘǊƛŎǘΩǎ ǎŎƘƻƻƭǎ ŀƴŘ ŘŜǇŀǊǘƳŜƴǘǎΦ  The process cannot be both effective and self-serving; 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 practices and legal statutes. 

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

tǊƻǾƛŘŜ ǎǳǇǇƻǊǘ ǘƻ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ǎŎƘƻƻƭǎ ŀƴŘ ŘŜǇŀǊǘƳŜƴǘǎ ŎƘŀǊƎŜŘ ǿƛǘƘ ǘƘŜ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ƻŦ ŎǊŜŀǘƛƴƎ ŀƴ 

educational environment of excellence. 

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 consider the interests of the District and the enhancement of its educational programs first. 

{ǘǊƛǾŜ ŦƻǊ ŀ ǘƘƻǊƻǳƎƘ ƪƴƻǿƭŜŘƎŜ ŀƴŘ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŜǉǳƛǇƳŜƴǘ ŀƴŘ ǎǳǇǇƭƛŜǎ ƛƴ ƻǊŘŜǊ ǘƻ 

assist in the Best Value evaluation for the products and services purchased. 

Work to identify and implement 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. 
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Purchasing Authority 

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

ü The Board may adopt rules and procedures for the acquisition of goods and services.  Education 

Code 44.031(d). 

ü The Board may delegate its 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. 

ü The Board may not delegate the authority to act regarding an action authorized or required to 

be taken by the Board by Education Code Chapter 44, Subchapter B. 

ü Authorized District employees in charge of a department or school budget may purchase items 

included in their approved budget, in accordance with administrative procedures. 

ü The Board shall assume responsibility for debts incurred in the name 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 responsible for debts incurred by persons or 

organizations not directly under Board control; persons making unauthorized purchases shall 

assume full responsibility for all such debts. 

ü All purchase commitments shall be made by the Superintendent or designee on a properly 

drawn and issued purchase order, in accordance with administrative procedures. 

Accordingly the District has established the Katy ISD Purchasing Department under the direction of the 

Superintendent to assist the Board in the procurement function, and 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 level of expenditure during a twelve month period.  Such expenditures are looked at in the 

aggregate, that is all locations in the District are considered as one unit. 

There are different categories of purchases including personal property, services, construction, and 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 renovations to 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 expenditures, the 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: 

ü Athletic Supplies 

ü Awards 

ü Teaching and Instructional Materials 

ü Cabling Services 

ü Furniture 

ü General Merchandise and Groceries 

ü Musical Instruments 

ü Musical and Performing Arts Equipment and Supplies 

ü Police Equipment and Supplies 

ü Portable Buildings 

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 with all statutes, policies, and procedures.  A complete 

listing of all commodity groupings and current procurement contracts is posted on the Katy ISD website 

at www.katyisd.org/Purchasing. 

District transactions are monitored within the Purchasing Department so that procurements can be 

grouped as a commodity as needed and required under these guidelines. Procurements 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 District Personal Property Purchases Up to $10,000 in the Aggregate 

Schools and departments are encouraged to use vendors currently under contract with the District for 

all procurements.  If the District does not have a current contract for the commodity or service needed, 

the following procedures apply. 

 For purchases of personal property or services totaling less than $50,000 in the aggregate for the fiscal 

year, schools and departments will be allowed to purchase using the Best Value criteria for the 

individual transaction, with the following guidelines: 

ü 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. 

ü For purchases $501 to $5,000, schools and departments must include a written quotation with 

the requisition.  All should seek assistance from the Purchasing Department to obtain lists of 

interested vendors.    

ü Purchases $5,001 to $49,999, three written quotes are required.  The requisition will not be 

processed until written documentation of the quotes is provided.   Again, 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.  

ü For any purchases over $50,000, 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 that might occur 

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 Purchases Personal Property or Services Valued at $50,000 or More in the Aggregate 

As directed in School Code, Section 44.031, Subchapter A, with the exception of produce or fuel, all 

District contracts valued at $50,000 or more in the aggregate for the 12 month period must be procured 

by use of one of the following methods: 

1) Competitive Bidding 

2) Competitive Sealed Proposals 

3) A Request for Proposals, for Services other than Construction Services 

4) An Interlocal Contract 

5) A Design/Build Contract 

6) A Contract to Contract to Construct, Rehabilitate, Alter, or Repair Facilities that involves the use 

of a Construction Manager 

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

Facility 

8) The Reverse Auction Procedure Defined in Government Code, Section 2155.062 

9) The Formation of a Political Subdivision Corporation under Local Government Code, Section 

304.001. 

This applies to all personal property, services, and construction contracts, with the exception of those 

categories listed in the following section. 
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Exceptions to Competitive Procurement Requirements 

Produce and Fuel 

There is an exception for produce and fuel that allows the District to use any method listed above or 

those in School Code, 44.034 for these purchases. 

Cooperative Purchase 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 Services 

An additional exception applies to professional services as defined under Government Code, Section 

2254.003.  These services include, but are not limited to, professionals such as attorneys, architects, 

fiscal agents, or licensed medical professionals.  Contracts for professional services are 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 Code, 44.031, 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 existence of a patent, 

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 not apply to main-frame data-processing equipment and peripheral attachments 

with a single-item purchase price of $15,000 or more. 

Vendors claiming sole source status will be asked to provide written and signed documentation stating 

the reason.  Departments or schools may be requested to document the reason why the particular 

product is required. 
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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 damaged or, 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 thŜ 5ƛǎǘǊƛŎǘΩǎ 

ability to conduct classes or other essential school activities, 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 property or services are subject to the procurement procedures 

outlined in this document.  An exception may be made for lease of real property where sole-source 

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 extends past the current fiscal 

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

appropriation. 
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Bidding Process 

If it is determined that the personal property or service needed will require either a Request for Bids or 

Request for Proposal process on the open market, the Purchasing Department will prepare the bid 

documents.   The requesting department will be responsible for providing specifications of the products 

or services needed.  Upon conclusion 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 to evaluate and score the results, and provide a written recommendation 

for award.  The Purchasing Department will review and prepare an 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 well as all vendors involved in the process.    

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

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

deadline for receipt.  This notice must include the notice as to where the bids shall be opened as well as 

ǘƘŜ ŘŀǘŜ ŀƴŘ ǘƛƳŜ ŘǳŜΦ  {ǳŎƘ ƴƻǘƛŎŜ Ƴǳǎǘ ōŜ ǇǳōƭƛǎƘŜŘ ƛƴ ǘƘŜ Ŏƻǳƴǘȅ ǿƘŜǊŜ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ 

office is located.   

Bids or Proposals will be opened in a public meeting by the Purchasing Department.   All such openings 

are open to the general public or any interested party.    
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Contract Time Period 

Katy ISD staff may only use funds appropriated by the Board in the approved budgets. Therefore the 

staff does not have the authority to commit funds in future budgets.  While contracts may be issued for 

any time period as agreed to by the District and the vendor, if the contract extends beyond the end of 

the current fiscal year, it must contain a cancellation clause as defined by Local Government Code 

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

ŘƻŜǎ ƴƻǘ ŀƭƭƻŎŀǘŜ ŦǳƴŘƛƴƎ ƛƴ ǘƘŜ ǎŜǉǳŜƴǘƛŀƭ ȅŜŀǊΩǎ ōǳŘƎŜǘΦ 

 If a competitive procurement process is utilized such as a Request for Bid (RFB) or Request for Proposal 

(RFP) the contract time period must be clearly defined.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Best Value 
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In evaluating procurement decisions the District will always apply best business practices.  In doing so, 

the District will always consider the Best Value criteria as listed below.  When seeking a competitively 

procured contract, the District will state the Best Value criteria listed below as well as any additional 

criteria to be considered within the bid or proposal document.   

Best Value criteria to be considered shall include: 

1) The purchase price 

2) ¢ƘŜ ǊŜǇǳǘŀǘƛƻƴ ƻŦ ǘƘŜ ǾŜƴŘƻǊ ŀƴŘ ƻŦ ǘƘŜ ǾŜƴŘƻǊΩǎ ƎƻƻŘǎ ƻǊ ǎŜǊǾƛŎŜǎΤ 

3) ¢ƘŜ ǉǳŀƭƛǘȅ ƻŦ ǘƘŜ ǾŜƴŘƻǊΩǎ ƎƻƻŘǎ ŀƴŘ ǎŜǊǾƛŎŜǎΤ 

4) ¢ƘŜ ŜȄǘŜƴǘ ǘƻ ǿƘƛŎƘ ǘƘŜ ƎƻƻŘǎ ƻǊ ǎŜǊǾƛŎŜǎ ƳŜŜǘ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ needs; 

5) ¢ƘŜ ǾŜƴŘƻǊΩǎ Ǉŀǎǘ ǊŜƭŀǘƛƻƴǎƘƛǇ ǿƛǘƘ ǘƘŜ ŘƛǎǘǊƛŎǘΤ 

6) The impact on the ability of the District to comply with laws and rules relating to 

historically underutilized businesses; 

7) The total long-ǘŜǊƳ Ŏƻǎǘ ǘƻ ǘƘŜ 5ƛǎǘǊƛŎǘ ǘƻ ŀŎǉǳƛǊŜ ǘƘŜ ǾŜƴŘƻǊΩǎ ƎƻƻŘǎ ƻǊ ǎŜǊǾƛŎŜǎΣ  

8) Any other relevant factor specifically listed in the request for bids or proposals. 

Schools or departments will be asked to provide evaluation on all criteria included in the 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. 
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Cooperative Purchasing Contracts 

To conserve and coordinate the use of public funds, school 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, satisfy the requirement 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.  Currently, Katy 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 ςGalveston Area Council 

5) Region VIII 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 process for District departments and 

schools.   

Links to these cooperatives can be found on the Purchasing Department website at 

www.katyisd.org/DistrictServices/Purchasing/links.   For additional information regarding available 

commodities or services, please contact the Purchasing Department. 
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Insurance Requirements 

 

State law requires that any contractor entering a building or construction contract must certify in writing 

that he ǇǊƻǾƛŘŜǎ ǿƻǊƪŜǊΩǎ ŎƻƳǇŜƴǎŀǘƛƻƴ ƛƴǎǳǊŀƴŎŜ ŎƻǾŜǊŀƎŜ ŦƻǊ ŜŀŎƘ ŜƳǇƭƻȅŜŜ ƻŦ ǘƘŜ ŎƻƴǘǊŀŎǘƻǊ 

employed on the public project.  This extends to any subcontractors.   All certificates must be on file at 

the District before work commences. 

The District has chosen to extend 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 insured should be on file at the District 

before work commences. 

Failure to produce proof of satisfactory insurance coverage will be a consideration for non-award or 

contract termination.   

 

Bonding 

Lƴ ƻǊŘŜǊ ǘƻ ǇǊƻǘŜŎǘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ƛƴǾŜstment in public work projects, the District will require performance 

or payment bonds as required under current State law.  State law requires that the school district 

require performance bonds for any public works projects $100,000 or more in value, and requires 

payment bonds for any 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 vendor is required to provide a bond of 5% of the project value to 

guarantee that it is ready to contract with the District upon award.  This insures that the District receives 

responsible bids. 

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

The 5ƛǎǘǊƛŎǘΩǎ ŜƴŘ user or department is responsible for the development of specifications for the items 

or services needed.  Specifications cannot be used that preclude competition in the marketplace on 

comparable items or services.  ¢ƘŜ ǳǎŜ ƻŦ ŀƴȅ ōǊŀƴŘ ƴŀƳŜ ƻǊ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ǊŜŦŜǊŜƴŎŜ should be 

descriptive, not restrictive, and should merely indicate the type and quality of the items desired.  

Detailed specifications are desired, but, at the least, all specifications should include the minimum 

acceptable requirements or features.  Alternate 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 equipment and materials to maintain the integrity of the 

5ƛǎǘǊƛŎǘΩǎ ƴŜǘǿƻǊƪ ƻǇŜǊŀǘƛƻƴǎ ŀƴŘ ƛƴǎǘǊǳŎǘƛƻƴŀƭ ǇǊƻŎŜǎǎŜǎΦ   For computer related items, there is a list on 

the Technology Standards page on Katy Net.  Standardization regarding instructional items will be 

ŎƻƳƳǳƴƛŎŀǘŜŘ ŦǊƻƳ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ Curriculum Department.    LǘŜƳǎ ƳŜŜǘƛƴƎ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ǎǘŀƴŘŀǊŘǎ ǿƛƭƭ 

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 Technology or Curriculum 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 document.  Violations 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 permitted to purchase supplies or equipment for personal use with 

District funds.  All items purchased 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. 
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Conflict of Interest 

Local Government Code Chapter 176 provides information regarding conflict of interest statements to 
be filed by vendors and certain school district employees.  
 ¢ƘŜ ¢ŜȄŀǎ /ƻƴŦƭƛŎǘ ƻŦ LƴǘŜǊŜǎǘ ǎǘŀǘǳǘŜǎ ŀǇǇƭȅ ǘƻ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ƻŦŦƛŎŜǊǎ ŀƴŘ ŜƭŜŎǘŜŘ ƻŦŦƛŎƛŀƭǎΦ  ¢ƘŜǊŜ ŀǊŜ 

specific rules regarding what constitutes a conflict of interest in regards to a business transaction or real 

property transaction.    For more information, please review the information provided on the Texas 

Ethics Commission website, www.ethics.state.tx.us.  

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 expenditures the rules 

state that an employee administering, directing or authorizing the expenditure of federal funds, nor 

members of ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅΣ can have a financial interest in a vendor involved in the 

procurement transaction involving federal funds.  

Tax Exempt Status 

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 used within the 

ǇŜǊŦƻǊƳŀƴŎŜ ƻŦ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ōǳǎƛƴŜǎǎΦ 

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

Katy ISD is committed to maintaining an open and equitable opportunity to all interested vendors.   Katy 

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 list includes the names and contact information for all vendors with 

currently active Katy ISD contract. 

Additionally, Katy ISD will maintain a potential vendor list of all interested vendors.  Vendors will be 

solicited for quotes as well as formal bids or proposals in their area of interest as opportunities are 

developed.   

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

business practices. 

 On-Site or Telephone Sales Calls 

Vendors and their representatives are strictly 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 required to follow the proper check-in procedures for each 

location.  This includes the presentation of a picture identification card.  Vendors cleared for entry into 

ǘƘŜ ǎŎƘƻƻƭ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ ǾƛǎƛǘƻǊΩǎ ōŀŘƎŜ ǿƘƛŎƘ Ƴǳǎǘ ōŜ ǿƻǊƴ ǿƘƛƭŜ ƻƴ ǘƘŜ ǇǊŜƳƛǎŜǎΦ 

Vendors may make appointments with the Purchasing Department to discuss opportunities with Katy 

L{5Φ  {ǳŎƘ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ ǇǊƻǾƛŘŜŘ ƛƴ ǇŜǊǎƻƴ ƻǊ ōȅ ǇƘƻƴŜ ŀǘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŎƻƴǾŜƴƛŜƴŎŜΦ 

Gifts from Vendors 

Vendors are prohibited from offering gifts or favors that could influence, or that could be perceived to 

influence, purchases utilizing District funds.  Any such offers should be refused by the employee and 

immediately reported to their principal or department 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 such gifts can be a violation of state statutes, and a basis for criminal prosecution. 

It is permissible to accept small incidental advertising items with a value of less than $5 retail.  These  

items must be clearly identified as marketing items with the companȅΩǎ ƴŀƳŜ ƻǊ ƭƻƎƻ ŎƭŜŀǊƭȅ ŘƛǎǇƭŀȅŜŘΦ  

Such items may be accepted by staff or distributed to campus staff, as desired.  These items include, but 

are not restricted to, coffee mugs, calendars, notepads, pens, and pencils.  Care 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 and Evaluations 

When problems are encounter with a vendor regarding products or service, it is important that the 

problem be documented.   All pertinent information should be noted ς date, 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 should be kept.  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 will then 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.    

±ŜƴŘƻǊΩǎ Criminal 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 districts that they have done so.  Covered employees with disqualifying 

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

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

victim was under 18 or enrolled in a public school: 

1. A felony 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 equivalent 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 and will have direct contact with students.  

Covered employees employed by a contractor before January 1, 2008, are subject to name-based 

criminal history reviews and contractors must obtain the criminal history record information as soon as 

practicable.  Covered employees employed by a contractor employed on or after January 1, 2008, are 

subject to fingerprint-based criminal history reviews and contractors must obtain the criminal history 

record information before or immediately after securing the services of the covered employees. 

Contractors 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, Integrated Biometric Technology.  The contractor must certify to 

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

 

The Purchasing Department has the responsibility of reviewing and approving all fundraising 

vendors used 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 organizations receive 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 

5ƛǎǘǊƛŎǘΩǎ ǊŜǾƛŜǿΦ  hƴŎŜ ŀǇproved, the vendor is placed on the Fundraising Vendor List for the 

current fiscal year.  All applications must be renewed annually.   

Schools and organizations purchasing and selling products direct to their customers (as in a 

school store) do not have to receive 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 possible.   
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Donations 

The Purchasing Department is responsible for tracking donations to the District.  This list is forwarded to 

ǘƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ hŦŦƛŎŜ ƳƻƴǘƘƭȅΦ  Donations are reviewed and accepted by the Board of Trustees at 

the Regular Business Meeting.   A letter of appreciation and acknowledgement of the donation is mailed 

from the Superintendent to the Donor.   

All donations from patrons or outside organizations should be submitted to the Purchasing Department 

on the Request for Acceptance of Donated Items.  This form is located on the Katy Net under 

Purchasing.    Schools and departments should include all applicable information on the form.  It is 

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 in the Printed Comments section of the requisition. Further 

instructions on properly recording the donation through a journal voucher and information required to 

ǘǊŀŎƪ ǘƘŜ Řƻƴŀǘƛƻƴ ǘƘǊƻǳƎƘ ǘƘŜ ǇǳǊŎƘŀǎƛƴƎ ǇǊƻŎŜǎǎ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ CƛƴŀƴŎŜ tǊƻŎŜŘǳǊŜǎ 

Manual on the Katy Net webpage, on pages 107-110. 

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 

1. Determine the vendor and vendor number 

Vendors that are currently on contract with KISD are called Bid or Contract Vendors.   

All vendors are listed in UNISYS.  To determine if a Vendor is currently on contract or bid with KISD it 

is important to be familiar with the:  

Katy ISD Contract Vendor List 

This list is located in the Purchasing folder on the K-ŘǊƛǾŜΦ  όY Τύ ƪŀǘȅƛǎŘ ƻƴ ΨƪǘŀŘƳŦǎлмΩ κ!ŘƳƛƴ κ 

Purchasing / Contract Vendors.  There are two lists: 

 Vendor Name (example: Tree House) 
Contract Name (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 which Award Summary you can find this 

ǾŜƴŘƻǊΩǎ ǇŜǊǘƛƴŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴΦ  These list are updated monthly as new contracts are awarded, 

extended, and as they expire. 

Award Summaries are spread sheets listed by contract name and include the vendors that have 

been awarded or chosen to provide each commodity.  In many cases you will find pricing, discount, 

and freight information here.  Notification of new award summaries will be sent out each month 

after Board approval, but can also be found in the Purchasing folder on the k-drive. 

The use of vendors that are not currently on contract with KISD is 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 

ǇǳǊŎƘŀǎƛƴƎ ŎƻƻǇŜǊŀǘƛǾŜǎΦ  tǳǊŎƘŀǎƛƴƎ ǘƘǊƻǳƎƘ ǘƘŜ ŎƻƻǇŜǊŀǘƛǾŜΩǎ ŀǿŀǊŘŜŘ ŎƻƴǘǊŀŎǘǎ ǎŀǘƛǎŦƛŜǎ ǘƘŜ 

competitive procurement requirements from the State.   

If utilizing these 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 Purchasing Department website at 

www.katyisd.org/DistrictServices/Purchasing/links.   For additional information regarding available 

commodities or services, please contact the Purchasing Department. 

 

http://www.katyisd.org/DistrictServices/Purchasing/links
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2. Entering a 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. 

Enter your userid and hit enter 

 Enter your password and hit enter 

Screen 1 - (See diagram 1)   I - On Line Purchasing (enter). 

Screen 2 ς (diag 2)  01 Enter/Alter Requisition (enter). 

Screen 3 ς (diag3)  Add a new requisition (enter).  

 Screen 4 ς (diag 4)                 REQUISITION ENTRY            STOP and write down the req# 

        REQ TYP:  P-Purchasing (enter)  

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

Tab to DATE NEEDED:  mm-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:  Esc-H for drop box, arrow to selection, (enter) (diag 6) 

SUB:  Esc-H for drop box, arrow to selection, (enter) (diag 7) 

VENDOR: ###### (enter) (diag 8 & 9) 

F4 to add 

         Notes:  The REQUISITIONER field will automatically populate with your name 

  The RECIEVER & MARK FOR fields can be changed to the person of your choice 

  The DATE NEEDED field is optional 
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    Screen 5 ς (diag 10)  DETAIL LINES 

LINE DESCRIPTION:  Enter a one-line description: part/item# (enter)    

(diag 10) 

ITEM: Esc-H for drop box, arrow to selection, (enter) (diag 12)          

(noncap or cap descp.) 

    QUANTITY: ### (enter) 

U/M: Esc-H for drop box, arrow to selection, (enter) (diag 14)               

όŜŀΣ ōƻȄΣ ǎŜǘ ŜǘŎΧύ 

    UNIT COST: enter amount (enter) 

F4 to add 

Screen 6 ς (diag 16) ADDITIONAL LINE ITEM DESCRIPTION ς Type any additional information 

pertinent to this item if needed otherwise hit the delete key or CTRL-D 

to exit 

Screen 5 ς (diag 18) This will take you back to the DETAIL LINES screen, add the next item, 

repeat process until all items have been added.  (Including freight/ 

shipping & discount amounts) 

Hit the delete key or CTRL-D to exit 

Screen 7 ς (diag 19) ACCOUNT DISTRIBUTION ς Type the 17 digit account number (enter)  

ex:19923639980744899.  Esc-H gives a breakdown (diag 20) 

F4 to add ς Add additional account numbers if needed otherwise hit the 

delete key or CTRL-D to exit 

Screen 8 ς (diag 21) PRINTED COMMENT LINES-Type special instructions (enter)                                             

(see printed comments pg. ## for examples) 

    Hit the delete key or CTRL-D to exit 

Screen 9 ς (diag 23) NON PRINTED COMMENTS- Anything typed here will not be seen, use 

for your own special comments, or do not use at all. 

 Hit delete key or CTRL-D to exit 
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Finishing the REQ  FINALIZE THIS REQUEST or DO NOTHING LEAVE THIS REQUEST AS IS 

Select either option and (enter) 

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 Approval: The requisition needs to be Level-1 approved by your Budget Manager 

(Principal, or Department Head) Once the requisition has been Level-1 

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.  

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

¶ Be sure that you have taken any applicable discounts and that the discount you have 
deducted is the correct percentage.  If you list the discounted cost as the unit cost, 
please state in printed comments that the price includes the discount.  

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

¶ Add freight charges, if necessary.  When in doubt, contact the vendor for a freight 
quote. Freight needs to be addressed on every req. 
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Diagram-1      Diagram-2 
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Diagram-3      Diagram-4 
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Diagram-5      Diagram-6 
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Diagram-7      Diagram-8 
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Diagram-9      Diagram-10 

 

Diagram-11      Diagram-12 
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Diagram-13      Diagram-14 
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Diagram-15      Diagram-16 
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Diagram-17      Diagram-18 
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Diagram-19      Diagram-20 

 

Diagram-21      Diagram-22 
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Diagram-23      Diagram-24 
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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 

ǇŜǊǎƻƴ ŀǇǇǊƻǾƛƴƎ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ά!ǇǇǊƻǾŀƭέ ŀǊŜŀΦ  Only those requests with Level 1 

approval will print in Purchasing and will be processed. 

  Level Two Approval of Purchase Request  

Capital approval- Level II approval is needed for capital purchases exceeding $500 that 
are being purchased with General Funds. Items purchased with activity funds, 
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, e-mail, or by Level 2 approval on the purchase request.  There is also a form 
that can be used; a copy is in the Purchasing Folder on the k-drive.  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 approval- ¢ŜŎƘƴƻƭƻƎȅ ŀǇǇǊƻǾŀƭ ƛǎ ƴŜŜŘŜŘ ǘƻ ǇǳǊŎƘŀǎŜ ŎƻǇƛŜǊǎΣ ±/wΩǎΣ 
5±5ΩǎΣ ŎŀƳŎƻǊŘŜǊǎΣ ŎƻƳǇǳǘŜǊǎ ŀƴŘκƻǊ ŘŜǾƛŎŜǎ ǘƘŀǘ Ŏŀƴ ōŜ ŎƻƴƴŜŎǘŜŘ ǘƻ ŀ ŎƻƳǇǳǘŜǊ 
such as digital cameras, printers, and TVs. All software and software licenses must 
have Tech approval. Online subscriptions must also have Tech approval.  Once these 
requisitions are level-1 approved and print in Purchasing they will be given to the 
Technology Buyer and reviewed.  If necessary they will be forwarded to the 
Technology Department, once deemed acceptable, they will be processed by 
Purchasing.  This is to insure that the new purchase is compatible with existing 
equipment. 
Chemical orders- Level ll is needed by the Science Curriculum Specialist, when 
purchasing chemicals for classroom use. 

 

  Level Three Approval of Purchase Reqs 

Once the requisition has 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 

Special instructions intended for the Vendor, the Purchasing Department and/or the 
Business Office should always be entered in Printed Comments of the purchase request.  

  Do not type this information in the product description, if you do, it may be missed. 
With the number of requisitioners across the District it is very important to use the 
following Standardized Terms; this will insure proper handling of your req. 

 

¶ Do Not Mail ςIf the Original or white copy of the purchase order should be returned to 
the requisitioner rather than mailed to the vendor.  This will be used on Open Purchase 
OǊŘŜǊǎ ŀƴŘ ǿƘŜƴ ȅƻǳΩǊŜ ŦŀȄƛƴƎ ŦǊƻƳ ǘƘŜ ŎŀƳǇǳǎΦ (this pertains to the white or original 
copy of the Purchase Order only) 

¶ Please Fax ς Can be used on emergency or time sensitive Purchase Orders.  A complete 
fax number should be provided.   Prior arrangements should be made with Purchasing,  

¶ Prepay -When a check needs to be sent with the Purchase order.  (All prepays require 
three copies of an invoice or price sheet from the vendor). This should be used for 
registrations, reservations, subscriptions.  District policy states that we do not prepay 
for merchandise.  

¶ Prepay ς Invoice Attached ς When merchandise 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 Pick-Up ς If you would like to pick the PO up from purchasing rather than 
having it sent through I/O mail. 

¶ NATBV - (Not- Available- Through-Bid Vendor) is used when contract vendors cannot 
supply a certain product.  Purchasing will require a list of vendors attempted.    

¶ Sole Source - When a vendor is the ONLY source for a particular product (not a sole 
supplier in the area).  Purchasing requires a sole source letter from the vendor on file.  

¶ Attachment- When sending backup to attach to the Purchase Order such as quotes, 
item list.  See Attachments on page xx for a complete list of examples. 

¶ Shipping Include or No Shipping- When not addressed in the request/detail lines of the 
requisition. 

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

Non-Printed Comments should never be used for information 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 Non-Printed Comments for your own personal information or notes. 
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5. Attachments 

Attachment Copies 
Purchasing requires three copies of all attachments.   They are attached to the Purchase Order, 
and distributed as follows: 

¶ Vendor  

¶ Purchasing Department 

¶ Business Office 
(If scanning the attachments to email then scans just one copy, Purchasing will print the 
needed copies.) 

 
Attachments must 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 without the attachments.  It will then be your responsibility to send the 
attachments to the vendor. 

 

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

 
Examples of Attachments: 
Á Registration Forms 

Á Invoice or Price Sheet 

Á Request for Fund-Raising Activity 

Á Request for One-Day Tax Free Sale 

Á Capital Approval  

Á Request for Student Trip 

Á Book Lists 

Á 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. Purchase Order Distribution 

Purchase Orders print on a 6-part 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 Copy ς Sent to Business Office  

 Pink Copy 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 Copy ς Sent to Requisitioner to be routed to appropriate 

Fixed Asset Clerk 

 Gold Copy  Originator Copy ς Sent to Requisitioner 

 Green Copy  Maintained in Purchasing Department as file copy 

 

Exceptions 

¶ ¢ƘŜ ²ƘƛǘŜ ŎƻǇȅ ǿƛƭƭ ōŜ ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ ǊŜǉǳƛǎƛǘƛƻƴŜǊ ƛŦ Ψ5ƻ bƻǘ aŀƛƭΩ ƛǎ ƴƻǘŜd in 

the printed comments. 

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

required.  

¶ The White and Pink copy will be sent along with the Yellow to the Business office 

if a Prepay Purchase Request is made. 

 

 

 

 

 

 

 

 

 

 

 



Katy Independent School District Procedures Manual 

Purchasing Department Revised July 2009 

Regina Stephenson, Director  

   

43 
 

 

 

 

7.  Purchase Order Timeline: 

Reqs that have been level-1 approved are printed first thing every morning. 

Reqs are reviewed by the Buyers for: 

¶ Contract (Bid) Adherence 

¶ Proper coding (Does the description match the coding?) 

¶ Discount and Freight adherence 

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

¶ 0Capital item coding and approval (level 2 by an Executive Director) 
 

Reqs are then reviewed by Regina Stephenson (Purchasing Director).  With her approval they 

are then level-3 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 Department is in need of additional information or further investigation of the 

request is necessary.  

Purchasing will send the requisitioner an email listing the corrections or additional information 

that is needed.   Lǘ ƛǎ ǘƘŜ CƛƴŀƴŎƛŀƭ /ƭŜǊƪΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƳŀƪŜ ǘƘŜ ƴŜŎŜǎǎŀǊȅ ŎƻǊǊŜŎǘƛƻƴǎ ŀƴŘ 

notify Purchasing when complete so that the processing of the req can continue.   

If a request had an override 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 called a ΨtǊŜǇŀȅΦΩ  When 

entering this type of req ΨtǊŜǇŀȅΩ is to be stated in the printed comments.  This is used mainly 

for registrations, reservations, subscriptions.  It is against District policy to pay for merchandise 

before it is received.  There are some Non-Bid Vendors 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    ΨtǊŜǇŀȅ ς Invoice AttachedΩ needs 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 

ǊŜƎƛǎǘǊŀǘƛƻƴ ŦƻǊƳǎ ŜǘŎΧ 

Timeline for Prepay Purchase Requisitions: 

Friday 7:00am ς Requisition needs to be entered and level 1 approved. 
Friday 12:00n ς All attachments (price sheets or invoices ς 3 copies) need to be in Purchasing. 
Friday 2:30 ς The last inner-office pick up is made. (If all approvals are in place and attachments 
have been received your PO will be in it.) 
Monday ς Noon is the deadline for the Wednesday check run. All paper work must be in the 
Business office by this time. 
Wednesday ς Checks are printed 
Thursday - Checks that have been requested not be mailed to the vendor are sent inner-office 
to the campus or departments. 
Monday ς Checks are mailed to the vendor, (unless Monday is a holiday then they are mailed 
the Friday before). 

 

Because this process  takes time, please 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 Business 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 pre-approval from Dave Catano in the Business 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 orders are used for purchases at local retailers or approved suppliers 
where the items or services to be purchased have not been pre-determined.  These purchase 
orders are issued for a one-time use only, unless prior approval is obtained from the Purchasing 
Department.   

  
¶ Open or standing purchase orders must include a general statement as to what is being 

purchased. Examples:  Paper Goods for Lounge, Hospitality items for Staff development 
ŜǘŎΧ tƭŜŀǎŜ Ǉǳǘ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ƭƛƴŜ ƛǘŜƳ ŘŜǎŎǊƛǇǘƛƻƴ όǊŜǉǳŜǎǘ ƭƛƴŜǎύ ǎŜŎǘƛƻƴΦ  

¶ Capital items may not be pǳǊŎƘŀǎŜŘ ǿƛǘƘ ŀƴ ΨƻǇŜƴΩ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊΦ  They need to be 
coded as capital with a specific description of what is being purchased. 

¶ In most cases you are going to want the original copies of the PO returned to you. Ψ5ƻ bƻǘ 
aŀƛƭΩ ƴŜŜŘǎ ǘƻ ōŜ ƛƴ ǘƘŜ ǇǊƛƴǘŜŘ ŎƻƳƳŜƴǘǎΦ  ¢ƘŜǊŜ ŀǊŜ ΨƻǇŜƴΩ thǎ ǘƘŀǘ ŀǊŜ ƳŀƛƭŜŘ ǘƻ ǘƘŜ 
vendors so always be specific. (examples: Home Depot, Kroger) 

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

 
  OfficeMax ς 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 number, place the order online with OfficeMax.  Capital items need to be 
coded as such but can still be ordered online. 

 
{ŀƳΩǎ /ƭǳō - The District has one membership card that remains in the Purchasing 
Department.  A copy of the card will be sent with the original (White copy) Purchase Order to 
the requestor.   At the time of checkout, present this copy  The checker will be required to call 
the check out supervisor (COS) to complete the transaction.  The vendor copy of the purchase 
ƻǊŘŜǊ ǿƛƭƭ ōŜ ǎǘŀƳǇŜŘ ōȅ {ŀƳΩǎ /ƭǳō ǘƻ ƛƴŘƛŎŀǘŜ ǘƘŀǘ ƛǘ Ƙŀǎ ōeen used.  Photocopies of 
ǇǳǊŎƘŀǎŜ ƻǊŘŜǊǎ ǿƛƭƭ ƴƻǘ ōŜ ŀŎŎŜǇǘŜŘΦ  {ŀƳΩǎ ƻƴ Lмл ƛƴ Yŀǘȅ ƛǎ ǘƘŜ ƻƴƭȅ ƭƻŎŀǘƛƻƴ ǘƘŀǘ ǿƛƭƭ ŀŎŎŜǇǘ 
a KISD Purchase Order. 

 
Wal-Mart - Purchase orders must have an account number in the printed comments.  Each 
location Katy Freeway/Fry and Marketplace/Mills Mall has a unique vendor number, and the 
PO can be used only at that location only.  Do not request gift cards for the balance 
remaining on a purchase order. 
 
Target ς The location on Fry road and the I10 freeway is on contract and 199 monies can be 
used.  The Super Target is not and activity money must be used for this location. 

 

Longer term blanket purchase orders are issued to a pre-approved vendor authorizing 

purchases from that vendor over a period of time.  This type of order is generally used by the 

Maintenance, Transportation, and Food Service Departments.   A requisition for blanket 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 than $5,000.00 and has a life expectancy of more 

than 1 year.  

These items have special coding and in most cases are considered Fixed Assets 

Please review to the Financial Procedures Manual for instructions in requesting 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 limited time period for filing 

damage claims ς 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 working properly should be reported to the vendor 

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 a resolution cannot 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 the KISD Maintenance Department before Purchasing 

Ƙŀǎ ōŜŜƴ ŀōƭŜ ǘƻ ŘŜǘŜǊƳƛƴŜ ǘƘŜ ǾŜƴŘƻǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΦ   

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. 

 

 

 

 

 

 

 

 

 

 

  




