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R 6 4 2 1 PURCHASES BUDGETED 

Al l purchas ing for the scho o l  di s t r i c t  shall be conduc t e d  
under the authority o f  the Scho o l  Bus ines s  Admin i s trato r / Boar d  
Secretary who has been des ignat ed a s  Purchas ing Agent by the 
Board o f  Educa t i on in Policy No . 6 4 2 1 . 

A .  C ontrac t s  Exemp t From Bidding 

A purchas e ,  contrac t , or agreement may be made or awarded 
by the Board of Educat ion at a pub l i c  mee t ing wi thout 
pub l i c  advert i s ing for bids and rec ours e to the Board 's 
b i dding procedures under the f o l l owing c ircums tances : 

1 .  I f  the subj e c t  matter o f  the purchas e ,  c o ntrac t , or 
agreement cons i s t s  o f : 

a .  Pro f e s s i onal s ervices , N . J . S . A .  1 8A : 1 8A-5a ( 1 ) i 

b .  Extraordlnary unsp ec i f iab l e  servi c e s , whi ch are 
spec ial i z ed and quali tat ive s ervi c e s  requir ing 
expert i s e , ext ens ive training and proven 
reputat i on in the f i eld of endeavor , under 
c ondi t i ons es tabli shed by the State Bo ard o f  
Educat i o n ,  N . J  . A . C .  6 :  2 0 - 8 . 1 , N .  J .  S . A .  1 8A :  1 8A-
5a ( 2 ) i 

c .  The do ing o f  any work by emp l oyees o f  the Board , 
N . J . S . A .  1 8A : 1 8A-5a ( 3 ) i 

d .  The print ing of all legal no t i c e s  and l egal 
bri e f s , records , and appendi c e s  to be u s e d  in any 
legal proceeding in which the Board may be a 
party , N . J . S . A .  1 8A : 1 8A-5a ( 4 )  i 

e .  Textbooks , 
supp l i e s , 
services 
5a ( 5 )  i 

copyrighted mat erials , kindergart en 
and pup i l  produced pUb l i ca t i ons and 

inc idental thereto , N . J . S . A .  1 8A : 1 8A-

f .  Food supplies , inc luding food supp l i e s  f o r  home 
ec onomi c clas s e s , when purchas ed pursuant to 
N . J . S . A .  1 8A : 1 8A-5a ( 6 ) i 

g .  The supplying o f  any produc t or the render ing o f  
any s ervice by a publi c ut i li t y  subj e c t  t o  the 
j urisdict ion of the Board of Public Ut i l i t y  
Commi s s i oners and supp li ed i n  ac cordanc e  w i th the 
tari f f s  and s chedule of charges of that Board , 
N . J . S . A . 1 8A : 1 8A-5 a ( 7 ) i 
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h .  The print ing o f  bonds and documents nec e s s ary to 
the i s suance and sale thereo f ,  N . J . S . A .  1 8A : 1 8A­
Sa ( 8 )  i 

i .  Equipment repair service i f  in the nature o f  an 
extraordinary unspec i f i ab l e  s ervi c e  and ne ces s ary 
par t s  furni shed in c onne c t ion wi th such s ervi c e , 
N . J . S . A .  1 8A : 1 8A- Sa ( 9 ) i 

j . Insuranc e ,  inc luding the purcha s e  o f  
c overage and consultant s ervi c e s , 
1 8A : 1 8A- S a ( 1 0 ) i 

insuranc e 
N . J . S . A .  

k .  Pub l i shing o f  l egal no t i c e  in newspapers as 
required by law ,  N . J . S . A .  1 8A : 1 8A- S a ( 1 1 ) ; 

1 .  The acqu i s i t i on o f  art i facts or o ther i t ems o f  
uni que intrins ic , art i s t i c , o r  hi s to r i c  
charac t e r , N . J . S . A .  1 8A : 1 8A- S a ( 1 2 ) ; 

m .  E l e c t i on expens es , inc luding advert i s ing expens e s  
inc i dental thereto , N . J . S . A .  1 8A : 1 8A- S a ( 1 3 ) ; 

n .  E l e c tronic data pro c e s s ing servi c e  obtained from 
ano ther board o f  educat i on , N . J . S . A .  1 8A : 1 8A­
Sa ( 1 4 ) ; and 

o .  Driver 
driver 
S a ( l S ) . 

educat ion 
educat i on 

courses provided by 
s choo l s . N . J . S . A .  

l i c ens ed 
1 8A :  1 8A-

2 .  I f  the contrac t i s  to be made or entered into wi th the 
Uni ted States o f  Amer ica , the S tate o f  New Jers ey , 
county or municipal i ty or any board , body ,  o f f i c er , 
agency , or authority or any o ther s tate o r  subdivi s i on 
thereo f ,  N . J . S . A .  1 8A : 1 8A- Sb . 

3 .  After two unsuccess ful advert i s ements o f  a nonexempt 
c ontrac t in excess of the bid thre sho ld and a 
det ermina t i on that no government ent i ty can perf orm 
the work or furni sh the go ods , on the two - thi rds vo t e  
o f  the fu l l  Board , and under the c ondi t i ons s e t  f o r th 
at N . J . S . A .  1 8A : 1 8A- S c . 

4 .  Af ter the Board has on two occas i ons rej e c t ed 
unreas onab l e  bids on a nonexempt c ontrac t in exc e s s  o f  
the bid thre sho l d  and has nego t i ated a price l ower 
than any bid pri c e  in ac c ordance wi th l aw ,  on the two ­
thirds vo te o f  the ful l Board and under the c ondi t i ons 
s e t  forth at N . J . S . A .  1 8A : 1 8A- S e . 
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5 .  When the Board has s o l i c i t ed and rec e ived a t  leas t 
three quo tations on material s ,  supp l i es , o r  equipment 
for whi ch a S tate contrac t has been . i s sued and the 
l owe s t  respons ible quo tation i s  at l e a s t  ten percent 
l e s s  than the pri ce the Board woul d  be charged f o r  the 
i dent ical material s ,  supp l i e s , or equipment , in the 
s ame quant i t i e s , under the S tate c ontrac t , and on the 
two - thi rds vo te of the ful l  Board , N . J . S . A .  1 8A : 1 8A-
5 e . 

6 .  When l aw permi ts the annual renewal wi thout bid o f : 

a .  A c ontract for recurring material s ,  supp l ies , or 
s ervices , whi ch may be renewed yearly for a 
period no t exc eeding three addi t i onal years 
provided 

b .  

( 1  ) The Board finds that the 
s at i s factory or the goods 
spe c i fi cat ions , 

s ervi c e s  are 
mee t  origina l 

( 2 )  The terms o f  the original c ontrac t are 
substant i a l ly unchanged , and 

( 3 ) Any increase in the contrac t c o s t  over the 
three year period is no greater than a 
total o f  twenty percent over the original . 
N . J . S . A .  1 8A : 1 8A- 42h ; 

A contract for food management 
may be renewed yearly for no t 
addit i onal years provided 

s ervi c e s , whi ch 
mor e  than two 

( 1 )  The Board f inds that the s ervi c e s  are 
per f ormed effective and e f f i c i ent ly , 

( 2 )  The terms o f  the original contract are 
sub s t antial ly unchanged , and 

( 3 )  Any increas e in the contrac t c o s t  over the 
two year per i od is no greater than a t o t a l  
o f  twenty perc ent over the original . 
N . J . S . A .  1 8A : 1 8A- 42 . 1 ; 

c .  A transportat ion contract , whi ch may be extended 
annual ly provi ded the extens i on i s  

( 1 )  Approved by the County Superint endent , and 
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( 2 )  The increase over the original c ontrac t 
does no t exceed thirty perc ent o f  the 
original c os t , exc ept tho s e  c o s t s  
attributab l e  t o  new riders . When 
addi t i onal riders resu l t  in an increas e 
over thirty percen t ,  the next annual 
contrac t mus t  be rebid . N . J . S . A .  1 8A : 3 9 - 3 . 

B .  Quo tat i ons 

1 .  Quo t a t i ons wi l l  be s ought whenever the e s t imated value 
o f  a purchase or c ontract for goods or s ervic e s , o ther 
than pro f e s s i onal s ervi c es , is 2 0 %  or more of the bid 
thresho ld es tab l i shed by law and is no t made under 
s tate contrac t . 

2 .  Whenever prac ticable , quo tat i ons sha l l  be s ought from 
at l eas t three independent vendors . A " Reques t  for 
Quo t at i on " form sha l l  be prepared and di s tribut ed to 
each of the vendors from whi ch quo tat i on is s ought . 
Spec i f i cat ions and de l ivery requirements sha l l  be 
uni form to insure the comparabi l i ty o f  the quo t a t i ons 
rece ived . 

3 .  Al l quotations mus t  be rece ived in wri t ten form .  
C op i e s  o f  all quo tations rece ived shal l be retained 
and attached to the purchas e order i s s ued for tho s e  
g oods or s ervi ces f o r  whi ch quo tations were s ought . 

C .  Requi s i t i ons 

1 .  A requi s i t i on for go ods and / o r  s ervi c e s  may 
o r i g inated by any s choo l  di s tr i c t  emp l oyee 
perc e ives a need for such goods and / o r  s e rvi c e s . 

be 
who 

2 .  The requi s i t i oner wi l l  prepare and s ign a thr e e -part 
requi s i t i on form ,  f i l l ing in the fo l l owing 
informat i on : 

a .  Des crip t i on and quant i ty o f  i t em o r  s ervi c e  
de s i red ; 

b .  Uni t  pri c e  and to tal amount ( ac tual or es t imated ) 
o f  propo s ed purchas e ;  

c .  Des i red brand o r  vendor ; 

d .  The bui lding , program , subj ec t ,  or c l as s in whi ch 
the goods or s ervi c e  wi l l  be us ed ; 

I� -
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e .  The name and t i t l e  o f  the requ i s i t i oner ; and 

f .  The date on which the requi s i t i on i s  f i l ed . 

3 .  Requ i s i t i ons for l o s t  or s t o l en equipment mus t  be 
accompan i ed by an explanatory report . 

4 .  The requi s i t i oner wi l l  retain the t r ip l icate copy o f  
the requ i s i t ion form .

' 
Two cop i e s  o f  the requ i s i t i on 

form wi l l  be f i led wi th the pr inc ipal or the 
appropr iate supervi s or for cons iderat i on . 

5 .  The Princ ipal or supervi sor wi l l  determine 

a .  Why the reques t ed goods were not rout inely 
inc luded in a supp ly bid ; 

b .  The need for the requi s i t i oned goods or s e rvi c es ; 

c .  Whether the de s ired goods or s ervi ces are 
pre s ently avai lab l e  e l s ewhere in the di s tr i c t  or 

are ava i l able wi thout c o s t  from ano ther s ourc e ; 

d .  The appropriatene s s  o f  the prop o s ed expenditure ; 

e .  Whether the requ i s i t i on can be c ombined wi th 
o thers for greater e f f i c i ency and e c onomy ;  

f .  Whether the originator ' s  needs can be bet ter met 
by an alternate purchase ; and 

g .  Whether unc ommi t ted funds remain in the budg e t  
a l l o cations to the s choo l  or program , suf f i c i ent 
to c over the prop o s ed expendi ture . 

6 .  A requi s i tion no t approved by the Princ ipal o r  
supervi s or wi l l  b e  returned t o  the requ i s i t i oner wi th 
the reas on for i t s  rej e c t i on . 

7 .  When approval i s  given , the Princ ipal o r  supervi s o r  
wi l l  s i gn and date the requi s i t i on , indi cate the 
account to be charged , retain the dup l i cate c opy , and 
f i l e  the original wi th the 
f o r  approval . 

8 .  A requi s i t i on that originates wi th a Pr inc ipal , 
supervi s o r , or central o f f i ce adminis trator mus t  be 
approved by the ______________________ _ 
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9 .  I f  the denies approval o f  a 

requi s i t ion approved or originated by a princ ipal , 
supervi s o r , or central o f f i c e  admini s trator , he or she 
wi l l  so no t i fy the approver or originator wi th the 
reason for the denial . 

D .  Purcha s e  Orders 

1 .  

2 . 

Bef ore a purchase order i s  
requi s i t ion , the 
whe ther : 

prepared for an approved 
sha l l  det ermine 

, a .  The propo s ed purchas e  is exemp t from bid in 
accordance wi th iA ; 

b .  I f  appropriate , vendors ' quo tat i ons have been 
s o l i c i ted in ac cordance wi th iB ; o r  

c .  The requis ition can be proces s ed wi thout resort 
t o  advertisement f o r  bid or s o l i c i ta t i on o f  
quo tat i ons . 

A requi s i t i on that i s  no t exempt from bid sha l l  be 
submi t t ed to the __________________ for advert i s ement . 

3 .  Approved requi s i t ions mus t  be authori z ed as f o l l ows : 

a .  I f  wi thin the budget and no t subj e c t  to bid , 
authori z ed by the 

b .  I f  wi thin the budget 
authori z ed by a Board 
c ontrac t after bid ; 

and subj ect to bid , 
res o lut i o n  awarding a 

c .  I f  no t in the budget or in exces s o f  the l ine 
i t em a l l o cation , authori z ed by the Bo ard or , as 
permi t ted by Pol icy No . 6 4 2 2  between Board 
meet ings , by the 

4 .  To prepare a purchase order , the 
sha l l  

a .  Ver i fy and enter the acc ount t o  which the 
purchase wi l l  be as s igned ; 

b .  As s ign a purcha s e  
expendi ture ; 

order number to the 
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c .  Ver i fy and enter the name and addres s o f  the 
vendor ; 

d .  Ver i fy and enter the des c r ip t ion o f  the goods 
and/ or s ervices , inc luding , as appropriate , the 
qual i ty standards of the goods s ought ; 

e .  Ver i fy as nec e s s ary ,  by t e l ephone cal l to the 
vendor or by ref erenc e to a catal o g , and enter 
the uni t  cost o f  the goods and / or s ervi c e s ; 

f .  Ext end and total c o s t s  and ent er , attaching 
machine tape ; 

g .  Check that the requi s i t ion has been properly 
approved and authori z ed ;  and 

h .  Determine and ent er the de s ired de l ivery dat e  and 
any nece s s ary de l ivery ins truc t i ons . 

Each purchase order wi l l  be 
f o rwarded to the 
s ignature . 

comp l eted in ful l and 
for approval and 

6 .  The sha l l  encumber the appropriate 
acc ount in the amount o f  the purchas e o rder . 

7. C op i e s  o f  the purchas e  order wi l l  be di s tributed as 
f o l l ows : 

a .  Whi te copy , to the vendor ; 

b .  Whi te copy , to the vendor t o  be s igned as a 

voucher and re turned wi th invo i c e ; 

c .  B lue copy , to whi ch the requi s i t i on and any 
quo tat i ons rec eived or a c opy o f  the Board 
reso lution awarding bid , as appropr iate , are 
at tached , retained by bus ine s s  o f f i c e  and f i l e d  
a lphabeti cal ly by vendor ; 

d .  Ye l l ow copy , to the Princ ipal , supervi s o r , o r  
c entral o f f i ce admini s trat o r  who approved o r  
orig inated the requi s i t i on ,  t o  b e  r eturned t o  the 
bus ines s  o f f i ce when the goods and / or s ervi c e s  
have been rece ived , checked , and approved a s  
s at i s f actory ;  
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e .  Pink copy , retained in the bus iness of fice and 
f i l ed numerical ly by purchase order number . 

8 .  A purchase order may be issued to conf i rm an oral 
order gi ven to a vendor under bona f ide emergency 
c i rcumstances , pursuant to Pol icy No . 6 4 2 2 . A 
conf i rmat ion order wi l l  be so designated . 

9 .  Open purchase orders may be written for vendors who 
regularly provide the school district with certain 
goods and/or services . Any open purchase order may 
be exempt from the requirement for bidding , mus t  
specify a " not t o  exceed " amount , and must be 
closely monitored to determine that the aggregate 
amount of goods and/or services does not exceed the 
bid threshold in any twelve -month period . 

E .  Payment 

Purchases wi l l  be paid in accordance with Policy No . 
6 4 7 0 . 

Issued : 3 May 2 0 0 4 


