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Proposed Board Recommendation 

I move that the Board approval of the revised General Purchasing Procedure (PUR 102) to 
comply with LAUSD recommendation.  

Background 

The CSD recommends that MERF update its FPP’s, to include the mandatory submission of 
itemized receipts to support all purchases.  

Budget Implications  

No impact on the budget  

Name of Staff Originator:  

Nanie Montijo, Chief Financial Officer and Cafer Turan Senior Financial Analyst 

Attachments 

PUR	102	General	Purchasing 

Board	Agenda	Item	#	 Agenda	#	II	B-	Consent Item	

Date:	 May	9,	2019	

To:	 Magnolia	Board	of	Directors	

From:	 Alfredo	Rubalcava,	CEO	&	Superintendent	

Staff	Lead:	 Nanie	Montijo,	Chief	Financial	Officer	

RE:	 Approval	of		PUR	102	General	Purchasing	
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SOP # PUR102 Revision: 3 Prepared by: Central Office 

Effective Date: 9/5/17 Approved by: BOD 
 

Title: PUR102 GENERAL PURCHASING 
 

Policy: All purchases of goods and services shall be consistent with the Board- 
approved budget. The investment in supplies and capital equipment will be 
facilitated through the Purchasing Department, maintained at the lowest 
effective level and supervised consistent with a common set of procedures 
and controls as required by all regulatory and customer contract 
requirements. 

Purpose: To outline the actions to be taken for 1) the procurement of supplies and 
capital equipment, 2) the completion of related documents. 

Scope: This procedure applies to the purchase of all supplies and capital 
equipment for all departments within the Organization. 

Responsibilities: 

All personnel that require a product or service must complete a request in 
Purchasing Software specifying items for purchase and obtain required 
approvals. 

Chief Financial Officer and the Finance Department are responsible for 
using good purchasing methods, optimizing price savings, quality or value of 
products, vendor working relationships, placing orders with approved 
suppliers, negotiating pricing with suppliers, and forwarding all paperwork 
to Back-office provider accounts payable for payment. 

Back-office provider accounts payable is responsible for payment of 
invoices only after satisfactory completion or delivery of goods or services 
has been made. 

The School Site Personnel and Other Designated Individuals are 
responsible for receiving, inspecting materials, and forwarding all 
paperwork to a designated agent at Back-office provider. 

Procedure: 
 

1.0 ORDER DETERMINATION AND REQUISITION 

1.1 Purchasing should obtain the optimal price for any purchases. All purchases above 
$5,000 require at least 3 quotes to be obtained. Quotes may be submitted by the 
requestor, Controller or the Purchase Manager can obtain the 3 quotes. The quotes 
are entered into Purchasing Software along with evaluation and selection of the best 
option by the requestor. The Chief Financial Officer reviews the 3 quotes and 
forwards the recommendations to the Chief Executive Officer for final review and 
decision. 

1.2 For purchases of goods and supplies, a request in the Purchasing Software will be 
prepared by the originating individual or department. The Purchasing Software 
request should be completed 
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and approved with the following items and any additional supporting documentation: 

• Complete description with part or model numbers and link to website if 
available 

• Engineering drawings and specifications 
• Type, Class, Grade required 
• Quantity required 
• Date required 
• Requesting department, account code, and allowance/resource code 
• Recommended vendor or source if applicable 
• Other requirements 
• Special shipping requirements 
• Special inspection requirements upon receipt 
• Itemized receipts  

 
For the following purchases, additional information is required: 

• Textbooks – Full ISBN 
• Airline tickets - passenger(s) legal name(s), date of birth, gender, 

departure/arrival airport codes and exact dates 
• Vehicle rentals - vehicle type, exact dates and exact pick up/drop off 

locations 

1.3 If the requisition is for subcontracted services: 

• A complete description of the service to be performed 
• Engineering drawings and specifications if appropriate 
• Requirements for qualification of personnel 
• Other documents such as insurance forms, etc. 

• Quality standards to be applied 

1.4 Purchasing/Accounting will analyze terms, vendor, pricing, quantity breaks, etc., 
and will order accordingly in the Organization's best interest. Purchasing will 
notify the requester of any material variances prior to placement of the order. 

1.5 Reimbursements for purchases made by staff will be processed upon proper 
authorization through the Purchasing Software. 

 
2.0 ORDER PLACEMENT 

2.1 Requestor is responsible for completing a purchase order form for all orders. This 
can be processed through the Purchasing Software. Purchase orders are exempted 
for items such as salaries and related costs, utilities, and instate travel, or where a 
contract exists. 

 
 
 

PUR102 General Purchasing page 2 of 6 



Accounting Policies, Procedures and Forms 
 

 

2.2 If there are any requirements for items to be inspected at the supplier’s or the 
Organization's premises by the Organization or our customer, the 
arrangements and method of product release shall be included in the 
purchasing information. 

2.4 Buyers must review their purchase orders for accuracy. The buyer submits 
their authorization through the Purchasing Software indicating the review was 
performed. 

2.5 Orders can be placed with the vendor either by telephone, fax, internet or mail. 
When placing orders by telephone, the vendor contact and date of order should 
be noted and a confirming copy of the order sent to the vendor. Pre-approval for 
any purchase is always required. 

2.6 Purchasing is responsible for communicating with those receiving the 
supplies, following-up on shipping, delivery, and expediting and partial 
shipments of ordered items. Purchasing can either telephone vendors or use a 
PUR102 Ex1 PURCHASE ORDER FOLLOW-UP form to verify, trace or 
expedite orders. 

 
3.0 RECORDKEEPING AND MATCHING 

3.1 When Purchase Orders are issued, the Purchasing and Accounting copies will 
be placed in an Open File until the items are received. The Open File should 
be reviewed on a weekly basis to determine whether any orders need follow 
up. 

3.2 Items will be received in accordance with procedure PUR103 RECEIVING 
AND INSPECTION. The completed vendor's packing list is kept at the site 
where the shipment was received. 

3.4 For partial shipments, a note will be made in the Purchasing Software to identify 
the shipment as partially received. The original Purchase Order will be kept in 
the open file until all items are received. 

 
Revision History: 

 
Revisio 

n Date Description of changes Requested By 

0 2/14/13 Initial Release  

1 2/13/15 Segregation of duties and limits Oswaldo Diaz, CFO 

2 11/12/15 Inclusion of back-office provider service 
provider processes 

Oswaldo Diaz, CFO 

3 9/5/17 Revision to clarify processes and positions  

4 5/9/19 Revision to comply with LAUSD Oversight 
report recommendations  

 Nanie Montijo, CFO 
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PUR102 Ex1 PURCHASE ORDER FOLLOW-UP 
 

To: Date: _  

Please rush a reply to us by fax or 
telephone on the information 
requested below. Thank you. 

Our Purchase Order #: _  

From: Dated: _  
 
 
 
 
 
 

Please Respond To Our Request As Indicated Below 
 
 

 
 

         with our requested date? _  
 
 
 
 
 
 

 
 
 

 
below. invoice. 

 
 
 
 

 _ . 
Please revise 

 
 
 

 

 
 
 
 

Comments or Reply: _  
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