
 Policy DJ/DJA - Purchasing/Purchasing Authority (comprehensive revision, no redline) 

 Agent 
 The director of purchasing shall serve as chief procurement officer for the school district and 
 shall establish procedures governing the purchase of materials, supplies, equipment and 
 services. 

 Unless otherwise delegated by the superintendent, all purchasing transactions shall be 
 accomplished through the purchasing department and documented on forms (such as contracts, 
 purchase orders or memoranda of understanding) with terms and conditions developed and 
 approved by the director of purchasing. 

 Budgetary Expenditure Authorization 
 Expenditures from any district fund (including for construction contract change orders) must be 
 approved or authorized in accordance with all district policies and require the following 
 signatures (which may be electronic or hard copy) to be effective as expenditures against 
 budget: 

 1.  Up to $25,000: appropriate principal, director, program manager or designee. 
 2.  Greater than $25,000 up to $100,000: director of purchasing (or executive director of 

 facilities, for capital construction expenditures), director of risk management, executive 
 directors, or appropriate Cabinet level representative or designee. 

 3.  Greater than $100,000 up to and including $500,000: a chief officer, superintendent or 
 designee. 

 4.  Greater than $500,000: must be approved by the Board of Education and executed by 
 the designee. 

 Purchasing Authorization and Contract Execution 
 To  bind the district, purchases of materials, supplies,  equipment and services will be processed 
 and require signatures as follows: 

 1.  Up to $3,500: 
 1.  Purchasing card  (preferred method). 
 2.  Where the purchasing card cannot be used: a requisition, school purchase order 

 or a voucher payment. 
 3.  Petty cash may be used per petty cash policy. 

 2.  Greater than $3,500 up to $250,000: 
 1.  For purchases other than capital funded projects, purchase order or contract, as 

 determined by purchasing procedures, executed by the director of purchasing or 
 designee. 

 2.  For capital funded projects, purchase order for up to $50,000 or contract for 
 $50,000 or $250,000, as determined by purchasing procedures, executed by 
 executive director of facilities and construction management or designee. 

 3.  Greater than $250,000 up to and including $500,000: 



 1.  purchase order or contract, as determined by purchasing procedures, executed 
 by (a) the director of purchasing, and (b) a chief officer or the superintendent or 
 designee . 

 2.  For capital funded projects, purchase order or contract, as determined by 
 purchasing procedures, (a) executed by the executive director of facilities and 
 construction management or designee and (b) the chief operations office. 

 4.  Greater than $500,000: purchase order or contract, as determined by purchasing 
 procedures, approved by the Board of Education and executed by the Board's designee. 

 5.  Contractual relationships that do not require the district to spend funds are referred to as 
 a Memorandum of Understanding (MOU). MOUs shall be approved by the legal 
 department and executed by the appropriate chief officer or designee. 

 The Director of Purchasing is authorized to enter into cooperative agreements with particular 
 vendors.  In such a case, the above-authorization shall be determined pursuant to the individual 
 transactions that the district engages in. 

 It shall be a violation of district policy to divide, split or structure any purchase or project in an 
 attempt to circumvent this or any district purchasing policy or documented procedure. 

 All purchases shall be evaluated at the entirety of the scope of purpose. The scope is 
 determined by the overall intention or object of the purchase at the highest reasonable level. 

 Exemptions From Purchasing's Review 
 The following commodity and service categories may be purchased directly on a voucher with 
 budget approval without purchasing review. 

 ●  Utilities to include monthly phone, cell phone, and data service (wired or wireless) 
 ●  Postage and mailing charge 
 ●  Legal fees 
 ●  Insurance payments 
 ●  Purchases for resale: items to be resold to students, faculty, and parents (not purchased 

 for use by the school). These items are to be charged to the appropriate resale account. 
 School principals may execute resale purchases up to $25,000.  If a purchase exceeds 
 $25,000, the transaction must be processed through the purchasing department with the 
 issuance of a purchase order. 

 ●  Fundraising: School principals may execute purchases of fundraising items up to 
 $25,000. If a purchase exceeds $25,000, the transaction must be processed through the 
 purchasing department with a requisition.  Revenue generated by fundraising activities is 
 to be deposited in the appropriate district accounts and expended per district policy. 
 Goods and services bought with fundraising money over $3,500 per transaction must be 
 processed through the purchasing department on a requisition. 

 ●  License fees or inspection fees fixed by federal, state or local regulation 



 Emergency Purchases 
 Emergency situations are those instances which may adversely affect the health, welfare or 
 safety of students, employees or the general public, when any delays would place an excessive 
 financial burden on the district, or when delays would cause significant harm to the district. In 
 the case of an emergency requiring the immediate purchase of goods or services, the employee 
 managing the emergency shall have the authority to authorize the purchase of necessary goods 
 or services in the open market regardless of the amount of the expenditure. The quantity and 
 quality of the goods or services purchased in an emergency situation should be sufficient but 
 shall not exceed those required to effectively respond to the emergency. 

 Process for emergencies occurring  during weekday working  hours  : 
 1.  Contact and receive approval from the director of purchasing or designee. 
 2.  Submit an emergency purchase requisition and written explanation of the emergency to 

 the purchasing department. 
 3.  Every effort will be made to place emergency orders the same day. 

 Process for emergencies occurring  during periods other  than normal working hours  : 
 1.  An emergency purchase may be made directly with the vendor by a school or 

 department. 
 2.  A purchase requisition and a letter of justification explaining the circumstances of the 

 emergency must be delivered to the purchasing department during the first working day 
 after the purchase. 

 Unauthorized Purchases 
 Purchases that do not comply with the provisions of this policy are unauthorized purchases. 
 The district is not liable for payment of any unauthorized purchases. Individuals who make 
 unauthorized purchases may be held personally responsible for payment. If a purchasing card is 
 used for an unauthorized purchase the purchaser may be personally responsible for 
 reimbursing the district for the total cost of the expense. 

 The district may decide it to be in the district's best interest to pay for unauthorized purchases. 
 To obtain approval to pay for an unauthorized purchase, the principal or department director (or 
 designee) of the school or department where the unauthorized purchase took place shall 
 request a purchase requisition or voucher with a letter or memorandum addressed to the 
 director of purchasing explaining the circumstances of the purchase, the breach of the policy, 
 the reasons for it, and that the principal or department director has determined that it is in the 
 best interest of the district to approve the unauthorized purchase.  The director of purchasing 
 will decide whether to approve payment for an unauthorized purchase. 

 The principal or department director (or designee) of the school or department where the 
 unauthorized purchase took place shall discuss purchasing policies and consequences of 
 violating district policies with the individual or individuals who caused the unauthorized 
 purchase. 



 The purchasing director may report significant or repeated unauthorized purchases to the chief 
 financial officer. 

 LEGAL REF.: 
 C.R.S. 22-32-109(1)(b) (board required to adopt bidding procedures) 

 CROSS REF.: 
 DJB, Federal Procurement 
 DJB-R 
 DJE, Bidding Procedures 


