PURCHASE REQUISITION CHECKLIST


	No.
	Description
	$0

to

$9,999
	$10,000

To

$19999
	$20,000

and above
	$100,000

and

above

	1
	Approved requisition in MUNIS for all funds (general & special revenue)
	X
	X
	X
	X

	2
	Approval of Special Revenue Director for special revenue expenditures (Purchase Requisition must be printed and signed by the Special Revenue Director or his designee)
	X
	X
	X
	X

	3
	Detailed specifications for equipment & materials including brand name, model, manufacturer number, color, dimension and size
	X
	X
	X
	X

	4
	Detailed delivery instructions including distribution list, name, address, room number and contact person receiving materials
	X
	X
	X
	X

	5
	Price quotes from at least three (3) vendors
	
	X
	
	

	6
	Purchases for goods and equipment require competitive pricing through the public bid process.
	
	
	X
	X

	7
	State contract purchases include contract number and line number
	X
	X
	X
	X

	8
	Superintendent’s Agenda (up to $100,000)
	
	
	X
	

	9
	Board Agenda (Budget and Finance Committee for approval and then to the Board for approval)
	
	
	
	X

	10
	Consultant services includes detailed description of services to be provided and a signed letter of agreement that includes an amount, dates, location, signature of consultant, and signature of the Superintendent
	X
	X
	
	

	11
	Consultant services include quotes from three (3) providers
	
	X
	
	

	12
	Consultant services require RFP, Superintendent’s Agenda and a contract prepared by the Board’s General Counsel signed by the vendor and the Superintendent (up to $100,000)
	
	
	X
	

	13
	Consultant services require RFP, Board Agenda (budget and finance committee for approval and then to the board for approval) and a contract prepared by the Board’s General Counsel signed by the vendor and the Board President
	
	
	
	X

	14
	In lieu of three (3) price quotes or the public bid process a sole/single source form reviewed by the Purchasing Director and approved by the Superintendent is required
	
	X
	X
	X


NOTE: TO SET UP A NEW VENDOR PLEASE ACCESS THE VENDOR REGISTARTION FORM ON THE OPSB WEBSITE IN THE PURCHASING DEPARTMENT LINK, HAVE THE VENDOR COMPLETE THE FORM, AND FORWARD IT TO THE PURCHASING DEPARTMENT
