
  
  

 

Magnolia Public Schools 
 Board Of Directors 

 
 
Board	Agenda	Item	#	 III	K	

Date:	 June	6,	2016	

To:	 Magnolia	Board	of	Directors	

From:	 Caprice	Young,	Ed.D.,	CEO	&	Superintendent	

Staff	Lead:	 Oswaldo	Diaz,	Chief	Financial	Officer	

RE:	 Approval	of	Changes	in	Financial	Policies	
 
Proposed Board Recommendation 
 
I move that the Board approves the revisions to the financial policies as presented in the board 
agenda item. While we have not encountered staff circumventing approval authority, the attached 
amendment provides a clarification of expectations and enhances our internal controls. 
 
Background 
 
The proposed revised changes to the financial policies have been drafted to provide clarification 
regarding circumventing approval authority. 
 
Revised Policies 
 
The following policy has been updated  
  
Purchasing 
 
PUR104 Accounts Payable and Cash Disbursements 
PUR107 Bidding Requirements 
 
 
 

 
 
 
 

Name of Staff Originator:   
 
Oswaldo Diaz, Chief Financial Officer 
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62P � P8R��� Revision� �  Prepared E\� &entral 2IIice 
(IIective 'ate� �������   $pproved E\� B2' 

 
Title: PUR104 ACCOUNTS PAYABLE AND CASH DISBURSEMENTS 

 
Polic\� Internal controls are required to ensure that only valid and authorized 

payables are recorded and paid. Accounting procedures should be 
implemented to ensure the accuracy of amounts, coding of *eneral /edger 
accounts and appropriate timing of payments. All accounts payable and 
cash disbursements will have documented pre�approval, and the 
authorization limits are stated in the below Responsibilities section. 

Purpose� To e[plain the practices for documenting, recording and issuing payments 
for accounts payable transactions. �Note: Payments, disbursements, and 
e[penditures result from accounts payable transactions� 

6cope� This procedure applies to all purchases including, contractors, consultants, 
and merchandise and non�merchandise purchases. 

ResponsiEilities� 
The Principal at each school site is responsible for reviewing and 
approving payments under ��,000 in CoolSIS, in accordance with the 
approved budget. 
The Chief Financial Officer is responsible for reviewing and approving 
payments up to �10,000 in accordance with the approved budget. The 
Chief ([ecutive Officer may assign the Chief Academic Officer, the Chief 
Operations Officer, the Chief Personnel Officer or Regional Directors the 
authority to approve e[penditures up to �10,000. 
The Chief ([ecutive Officer is responsible for reviewing and approving 
payments over �10,000 in accordance with the board approved budget, as 
well as up to �10,000 for non�budgeted items. 
(dTec is responsible for payment of invoices in a timely manner. 

Background�  Properly recording liabilities is generally a three�step process, particularly, 
for merchandise purchases. 
The first step is recording the liability upon receipt of merchandise, using 
the purchase order estimates or other documentation as a guideline. For 
accuracy and timeliness of data, a liability should be recorded as soon as 
the Organization receives the purchased items. 
Consultant proMects are not recognized as a liability until the invoicing 
from the consultant is received unless and accrual has been recorded to 
recognize the total estimated cost of the consultant¶s services. 
By necessity, this initial recording is usually an estimate or encumbrance 
and can be finalized when the actual invoice arrives.  This is why a 
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Purchase Order is so important for merchandise purchases. It 
documents the Organization¶s understanding of how much each 
item will cost, per the vendor
s terms.  This includes estimates for 
freight and any other charges. 
The second step taNes place when the vendor
s invoice is 
received. At this point the actual liability is finalized, with any 
necessary adMustments to the item costs, freight, or other charges. 
The third step involves the preparation, issuance of payment for the 
goods received, and subsequent filing of all paperworN for easy 
retrieval. 

Procedure 2vervieZ� 
Cash disbursements are generally made for: 

 
1. Payments to vendors for goods and services 
�. Ta[es�license fees 
�. Staff training and development 
4. 0emberships and subscriptions 
�. 0eeting e[penses 
�. (mployee reimbursements 

7. 0arNeting�promotional materials 
ChecNs are processed throughout the weeN. 

Requests for cash disbursements are submitted to Accounting through CoolSIS. 
Documentation for CoolSIS requests can be in three ways: 

 
1. Original invoice 
�. Purchase request �submitted on approved form� 
�. (mployee e[pense report or reimbursement request 
All invoices must be approved by the appropriate staff prior to being submitted to 
accounts payable. Accounts payable will determine the account code for each 
invoice. 

 
Approvals for reimbursement requests must be obtained prior to the purchase. 
The Organization is not obligated to reimburse requests where prior approval was 
not obtained� however this decision is made at the discretion of the Chief 
Financial Officer. 

 
(very employee reimbursement or purchase request must be documented in 
CoolSIS.  Please see PUR10� Reimbursements for more details. 
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Requests for payment are reviewed in CoolSIS by the Principal, Controller, or Chief 
Financial Officer dependent on purchase amount.  The appropriate personnel: 

 
1. 9erifies e[penditure and amount 
�. Approves for payment if in accordance with budget 
�. Provides or verifies appropriate allocation information 
4. Provides date of payment taNing into account cash flow proMections 
�. Submits to the School Site Accountant for processing 

(dTec processes all payments and: 

1. Immediately enters them into the Accounts Payable module unless it is paid 
upon receipt on the same day 

�. Prints checNs according to allocation and payment date provided by the 
authorizing party 

�. Submits checNs, with attached bacNup documentation, to Chief Financial 
Officer for approval and signature. 

4. 0ails checNs and appropriate bacNup documentation 
�. Files all bacNup documentation in the appropriate file 
�. 0onitors accounts payable throughout the month 

 
 

Procedure� 
 

1.0 DOCUMENTING ACCOUNTS PAYABLE 
1.1 The following documents will be forwarded to (dTec accounts payable as a PDF 

batch for temporary filing and subsequent matching to form an accounts payable 
voucher pacNage: 

x Purchase Order from CoolSIS 
x 9endor invoice 
x 9endor�Consultant contract 

1.� Once (dTec has received all of the above documents, the following steps will be 
performed to ensure proper authorization, validity of purchase, receipt of 
purchased items or services and accuracy of amounts. 

x The purchase order should be evaluated for proper authorization and the 
nature of the purchase and pricing as shown on the invoice reviewed for 
validity. 

x The quantities shown shipped or delivered on the invoice will be compared to 
the pacNing slip and�or receiving reports if items have been received by the 
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designee of each site. Any discrepancies must be followed�up and resolved 
prior to commencing with the disbursement process. 

x Calculations on the invoice will be recomputed such as quantities received 
multiplied by unit price and totals. 

x Purchases of items and service contracts shall not be made in small 
quantities �split bidding� for the purpose of circumventing the authorize 
approval limits assigned by the Board of Directors, or to avoid public 
bidding based on the policies and procedures. 

 
2.0 RECORDING NON-MERCHANDISE PAYABLES 
�.1 Non�merchandise e[penditures liNe utilities, rent, insurance, ta[es, repairs, 

professional fees, etc., are generally not recorded through the purchase order 
routine. +owever, there may be other documentation, liNe contracts, requisitions, 
and other agreements. These should be filed in the applicable vendor file as 
documentary support. Upon receipt of the invoice, the charges should be entered 
into the payable system and coded to the appropriate e[pense account. 

�.� *enerally, once invoices �both merchandise and non�merchandise� have been 
entered, they can be filed in the respective vendor files, ordered by date. To guard 
against misfiling an un�entered invoice, consider stamping �entered� on each 
invoice when it
s recorded in accounts payable. It is also helpful to note the 
entered date and initial the entry. 

 
3.0 PAYMENT OF ACCOUNTS PAYABLE 
�.1 Accounts payable systems generally provide an aged accounts payable report and 

list the open payables within the accounting system. Open payables are reviewed 
by (dTec. The Chief Financial Officer should select the bills to be paid based on 
the funds available and a proMection of cash flow or receipts over the coming 
weeN. Once complete, process the disbursements by either printing the checN, 
electronic online bill pay, wire transfer, or AC+ withdrawal for the selected bills 
to be paid. 
Note: Accounts payable should normally be paid within seven days or sooner of 
their payment term unless otherwise determined by the Chief Financial Officer. 

�.� Any vendor credits which are amounts owed to the Organization should be 
applied to amounts currently owed to the vendor when determining payment. 
These are normally received in the form of a credit memo or adMusting invoice. 
These should be entered into the system liNe any other invoice and applied to the 
ne[t payment being made.  There is no reason to ³age´ a credit memo. 

�.� Pull all Invoices to be paid from the files and match them with the printed checNs, 
wire transfer, electronic online bill pay, or AC+ withdrawal documentation. 
Present the materials to the Chief Financial Officer for review and signing. 

�.4 Immediately ensure that all printed checNs, wire transfer, electronic online bill 
pay, or AC+ withdrawal documentation are signed and approved and correctly 
recorded in the accounting system.  Stamp the invoices ³paid´ to document 
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they
ve been paid. Use only checNs that incorporate a two stub plus checN form in 
order to attach one stub to the paid invoice and the other to the remittance copy of 
the Invoice. 
 

�.� If one checN or electronic online bill pay pays several Invoices then either 
photocopy the stub or print the electronic online bill pay screen print and attach a 
copy to each paid Invoice or consider attaching all paid Invoices to the one checN 
stub or the electronic online bill pay document. File all resulting documentation 
according to checN number sequentially in the checNs paid binders. 

�.� 0ail the checNs as soon as possible once checNs have been posted and �paid� by the 
system. It is not advisable to �hold� checNs for additional days after posting. This 
practice usually occurs when there are insufficient cash flows. +owever holding 
checNs increases the difficulty of proMecting cash flow, reduces cash balance 
accuracy, and causes confusion when trying to reconcile accounts payable vendor 
balances. None of these balances will be accurate if printed checNs are held bacN 
from mailing. If cash flow is insufficient to mail the checNs, then it is advisable not 
to post and print checNs in the first place. 

 
4.0 MANUAL CHECKS 
4.1 The Organization does not permit the use of manual checNs. 
 

Revision +istor\� 
 

Revision 'ate 'escription oI cKanges ReTuested B\ 

0 ������� Initial Release  

1 ������� Revision of Purchase limits Oswaldo Diaz, 
CFO 

� �������� Inclusion of bacN�office service provider 
process 

Oswaldo Diaz, 
CFO 

� ������� Provide clarification regarding circumventing 
approval authority 

Oswaldo     Diaz, 
CFO 
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62P � P8R��� Revision� �  Prepared E\� &entral 2IIice 
(IIective 'ate� �������                                           $pproved E\� B2'               

Title: PUR10� BIDDING RE4UIREMENTS 

Polic\� To ensure the establishment of bidding requirements relating to multi�year 
service contracts, and to maintain the internal controls of the selection process. 

Purpose� To provide the methods for determining a bidding process, documentation 
requirements, and award of contracts. 

6cope� This procedure applies to all vendors of services.  
ResponsiEilities� 

Purchasing Agent or School Principal is responsible for providing a summary 
and Mustification related to the potential proposal.   

 
Selection Committee is responsible for the review and recommendation of all 
contracts over ���,000. 
 
Chief ([ecutive Officer and�or Chief Financial Officer is�are responsible for the 
e[amination of the bidding and selection process of all contracts above ���,000. 

 
Board of Directors are responsible for the approval of all bidding contracts 
above ���,000. 

 
Procedure� 

1.0 BIDDING RE4UIREMENTS AND PROCESS 
1.1 New service contracts in e[cess of ���,000 shall be formally bid in accordance with the 
following:  

x Request for Proposals �RFP�: RFP requirements should include contract purpose, 
bacNground, description of service, general information, time requirements, proposal 
requirements, and evaluation process.  

x Public Notice: RFP will be posted in the Organization¶s website. 

x Prospective 9endors: Selection Committee shall maintain a list of prospective vendors 
for the various categories of products and services purchased by the organization. All 
schools or departments should refer prospective vendors to the purchasing department 
for inclusion in the bidder file. 

x Pending Bid File: A file shall be maintained by the selection committee of all 
invitations to bid currently pending. 

x (valuation: (valuation of services and vendors will be in accordance with the RFP 
specifications and policy PUR101 vendor selection. 
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x Bidder Files: Bidder files shall be maintained retaining the bids, bid comparison 
sheets, other submittals, and rationale in award. These bids shall be made available 
for the public upon request for a period of ninety ��0� days after which time they will 
be archived for two ��� years. 

x Bidding of contracts shall not be made in small quantities �split bidding� for the 
purpose of circumventing the authorize approval limits assigned by the Board of 
Directors, or to avoid public bidding based on the policies and procedures. 

 

9endor 6election ReTuirements 
 

/ess tKan ������ BetZeen              
������ and ������� 

*reater tKan 
������� 

Bid process required"  No 4uotes or 
estimates  RFP 

Acceptable forms of price 
comparison N�A (mail, published 

catalogs, written :ritten only 

0inimum number of bids 
required 0 � � 

Submit bid documentation 
to the Procurement Office" No <es <es 

2.0 NONCOMPETITI9E NEGOTIATIONS 
�.1 Noncompetitive negotiations may be used for procurements in e[cess of ���,000 when 
bidding or competitive negotiations are not feasible.  0PS may purchase goods and services through 
non�competitive negotiations when it is determined in writing by the Chief ([ecutive Officer that 
competitive negotiation or bidding is not feasible and that: 

 
x An emergency e[ists which will cause public harm as a result of the delay caused by 

following competitive purchasing procedures, or 

x The product or service can be obtained only from one source, or 

x The contract is for the purchase of perishable items purchased on a weeNly or more 
frequent basis, or 

x Only one satisfactory proposal is received through RFP, or 

x The charter authorizer has authorized the particular type of noncompetitive negotiation. 

3.0 STANDARDS OF CONDUCT 
The following Standards of Conduct shall govern the performance, behavior and actions of 0PS 
including, employees, officers, directors, volunteers and agents, who are engaged in any aspect of 
procurement, including ± but not limited to ± purchasing goods and services� awarding contracts and 
grants� or the administration and supervision of contracts. 
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As representatives of 0PS, all employees, officers, directors, volunteers and agents are e[pected to 
conduct themselves in a professional and ethical manner, maintaining high standards of integrity and 
the use of good Mudgment. (mployees are e[pected to be principled in their business interactions and 
act in good faith with individuals both inside and outside 0PS. 

 
�.1 Conflict of Interest 

x No employee, officer, director, volunteer or agent of the 0PS shall participate in the 
selection, award or administration of a bid or contract supported by federal funds if a 
conflict of interest is real or apparent to a reasonable person. 

x Conflicts of interest may arise when any employee, officer, director, volunteer or 
agent of the 0PS has a financial, family or any other beneficial interest in the vendor 
firm selected or considered for an award.  

x No employee, officer, director, volunteer or agent of the 0PS shall do business with, 
award contracts to, or show favoritism toward a member of his�her immediate family, 
spouse¶s family or to any company, vendor or concern who either employs or has any 
relationship to a family member� or award a contract or bid which violates the spirit 
or intent of Federal, State and local procurement laws and policies established to 
ma[imize free and open competition among qualified vendors. 

x 0PS¶s employees, officers, directors, volunteers or agents shall neither solicit nor 
accept gratuities, gifts, consulting fees, trips, favors or anything having a monetary 
value in e[cess of  twenty�five dollars ����� from a vendor, potential vendor, or from 
the family or employees of a vendor, potential vendor or bidder� or from any party to 
a sub�agreement or ancillary contract. 

 

4.0 ACCEPTANCE OF GRATUITIES 
0PS¶s employees, officers, directors, volunteers or agents shall neither solicit nor accept 
gratuities, gifts, consulting fees, trips, favors or anything having a monetary value from a 
vendor, potential vendor, or from the family or employees of a vendor, potential vendor or 
bidder� or from any party to a sub�agreement or ancillary contract. 

 

�.0 DISCIPLINARY ACTIONS 
Any 0PS member, employee or designated agent of 0PS who Nnowingly and deliberately 
violates the provisions of this code will be open to civil suit without the legal protection of 
0PS. Furthermore, such a violation of these procurement standards is grounds for dismissal 
by 0PS as an employee, officer, director, volunteer or agent� or other such sanctions as 
available under the law. 
 
Any contractor or potential contractor who Nnowingly and deliberately violates the 
provisions of these procurement standards will be barred from future transactions with 0PS. 
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Revision +istor\� 

 

Revision 'ate 'escription oI cKanges ReTuested B\ 

0 ������� Initial Release Oswaldo Diaz, CFO 

1 ������� Policy Revision Oswaldo Diaz, CFO 
� ������� Policy Revision Oswaldo Diaz, CFO 
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SOP # PUR104 Revision: 3  Prepared by: Central Office 
Effective Date: 6/06/16   Approved by: BOD 

 
Title: PUR104 ACCOUNTS PAYABLE AND CASH DISBURSEMENTS 

 
Policy: Internal controls are required to ensure that only valid and authorized 

payables are recorded and paid. Accounting procedures should be 
implemented to ensure the accuracy of amounts, coding of General Ledger 
accounts and appropriate timing of payments. All accounts payable and 
cash disbursements will have documented pre-approval, and the 
authorization limits are stated in the below Responsibilities section. 

Purpose: To explain the practices for documenting, recording and issuing payments 
for accounts payable transactions. (Note: Payments, disbursements, and 
expenditures result from accounts payable transactions) 

Scope: This procedure applies to all purchases including, contractors, consultants, 
and merchandise and non-merchandise purchases. 

Responsibilities: 
The Principal at each school site is responsible for reviewing and 
approving payments under $5,000 in CoolSIS, in accordance with the 
approved budget. 
The Chief Financial Officer is responsible for reviewing and approving 
payments up to $10,000 in accordance with the approved budget. The 
Chief Executive Officer may assign the Chief Academic Officer, the Chief 
Operations Officer, the Chief Personnel Officer or Regional Directors the 
authority to approve expenditures up to $10,000. 
The Chief Executive Officer is responsible for reviewing and approving 
payments over $10,000 in accordance with the board approved budget, as 
well as up to $10,000 for non-budgeted items. 
EdTec is responsible for payment of invoices in a timely manner. 

Background:  Properly recording liabilities is generally a three-step process, particularly, 
for merchandise purchases. 
The first step is recording the liability upon receipt of merchandise, using 
the purchase order estimates or other documentation as a guideline. For 
accuracy and timeliness of data, a liability should be recorded as soon as 
the Organization receives the purchased items. 
Consultant projects are not recognized as a liability until the invoicing 
from the consultant is received unless and accrual has been recorded to 
recognize the total estimated cost of the consultant’s services. 
By necessity, this initial recording is usually an estimate or encumbrance 
and can be finalized when the actual invoice arrives.  This is why a 
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Purchase Order is so important for merchandise purchases. It 
documents the Organization’s understanding of how much each 
item will cost, per the vendor's terms.  This includes estimates for 
freight and any other charges. 
The second step takes place when the vendor's invoice is 
received. At this point the actual liability is finalized, with any 
necessary adjustments to the item costs, freight, or other charges. 
The third step involves the preparation, issuance of payment for the 
goods received, and subsequent filing of all paperwork for easy 
retrieval. 

Procedure Overview: 
Cash disbursements are generally made for: 

 
1. Payments to vendors for goods and services 
2. Taxes/license fees 
3. Staff training and development 
4. Memberships and subscriptions 
5. Meeting expenses 
6. Employee reimbursements 

7. Marketing/promotional materials 
Checks are processed throughout the week. 

Requests for cash disbursements are submitted to Accounting through CoolSIS. 
Documentation for CoolSIS requests can be in three ways: 

 
1. Original invoice 
2. Purchase request (submitted on approved form) 
3. Employee expense report or reimbursement request 
All invoices must be approved by the appropriate staff prior to being submitted to 
accounts payable. Accounts payable will determine the account code for each 
invoice. 

 
Approvals for reimbursement requests must be obtained prior to the purchase. 
The Organization is not obligated to reimburse requests where prior approval was 
not obtained; however this decision is made at the discretion of the Chief 
Financial Officer. 

 
Every employee reimbursement or purchase request must be documented in 
CoolSIS.  Please see PUR106 Reimbursements for more details. 
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Requests for payment are reviewed in CoolSIS by the Principal, Controller, or Chief 
Financial Officer dependent on purchase amount.  The appropriate personnel: 

 
1. Verifies expenditure and amount 
2. Approves for payment if in accordance with budget 
3. Provides or verifies appropriate allocation information 
4. Provides date of payment taking into account cash flow projections 
5. Submits to the School Site Accountant for processing 

EdTec processes all payments and: 

1. Immediately enters them into the Accounts Payable module unless it is paid 
upon receipt on the same day 

2. Prints checks according to allocation and payment date provided by the 
authorizing party 

3. Submits checks, with attached backup documentation, to Chief Financial 
Officer for approval and signature. 

4. Mails checks and appropriate backup documentation 
5. Files all backup documentation in the appropriate file 
6. Monitors accounts payable throughout the month 

 
 

Procedure: 
 

1.0 DOCUMENTING ACCOUNTS PAYABLE 
1.1 The following documents will be forwarded to EdTec accounts payable as a PDF 

batch for temporary filing and subsequent matching to form an accounts payable 
voucher package: 

x Purchase Order from CoolSIS 
x Vendor invoice 
x Vendor/Consultant contract 

1.2 Once EdTec has received all of the above documents, the following steps will be 
performed to ensure proper authorization, validity of purchase, receipt of 
purchased items or services and accuracy of amounts. 

x The purchase order should be evaluated for proper authorization and the 
nature of the purchase and pricing as shown on the invoice reviewed for 
validity. 

x The quantities shown shipped or delivered on the invoice will be compared to 
the packing slip and/or receiving reports if items have been received by the 
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designee of each site. Any discrepancies must be followed-up and resolved 
prior to commencing with the disbursement process. 

x Calculations on the invoice will be recomputed such as quantities received 
multiplied by unit price and totals. 

x Purchases of items and service contracts shall not be made in small 
quantities (split bidding) for the purpose of circumventing the authorize 
approval limits assigned by the Board of Directors, or to avoid public 
bidding based on the policies and procedures. 

 
2.0 RECORDING NON-MERCHANDISE PAYABLES 
2.1 Non-merchandise expenditures like utilities, rent, insurance, taxes, repairs, 

professional fees, etc., are generally not recorded through the purchase order 
routine. However, there may be other documentation, like contracts, requisitions, 
and other agreements. These should be filed in the applicable vendor file as 
documentary support. Upon receipt of the invoice, the charges should be entered 
into the payable system and coded to the appropriate expense account. 

2.2 Generally, once invoices (both merchandise and non-merchandise) have been 
entered, they can be filed in the respective vendor files, ordered by date. To guard 
against misfiling an un-entered invoice, consider stamping "entered" on each 
invoice when it's recorded in accounts payable. It is also helpful to note the 
entered date and initial the entry. 

 
3.0 PAYMENT OF ACCOUNTS PAYABLE 
3.1 Accounts payable systems generally provide an aged accounts payable report and 

list the open payables within the accounting system. Open payables are reviewed 
by EdTec. The Chief Financial Officer should select the bills to be paid based on 
the funds available and a projection of cash flow or receipts over the coming 
week. Once complete, process the disbursements by either printing the check, 
electronic online bill pay, wire transfer, or ACH withdrawal for the selected bills 
to be paid. 
Note: Accounts payable should normally be paid within seven days or sooner of 
their payment term unless otherwise determined by the Chief Financial Officer. 

3.2 Any vendor credits which are amounts owed to the Organization should be 
applied to amounts currently owed to the vendor when determining payment. 
These are normally received in the form of a credit memo or adjusting invoice. 
These should be entered into the system like any other invoice and applied to the 
next payment being made.  There is no reason to “age” a credit memo. 

3.3 Pull all Invoices to be paid from the files and match them with the printed checks, 
wire transfer, electronic online bill pay, or ACH withdrawal documentation. 
Present the materials to the Chief Financial Officer for review and signing. 

3.4 Immediately ensure that all printed checks, wire transfer, electronic online bill 
pay, or ACH withdrawal documentation are signed and approved and correctly 
recorded in the accounting system.  Stamp the invoices “paid” to document 

MPS
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they've been paid. Use only checks that incorporate a two stub plus check form in 
order to attach one stub to the paid invoice and the other to the remittance copy of 
the Invoice. 
 

3.5 If one check or electronic online bill pay pays several Invoices then either 
photocopy the stub or print the electronic online bill pay screen print and attach a 
copy to each paid Invoice or consider attaching all paid Invoices to the one check 
stub or the electronic online bill pay document. File all resulting documentation 
according to check number sequentially in the checks paid binders. 

3.6 Mail the checks as soon as possible once checks have been posted and "paid" by the 
system. It is not advisable to "hold" checks for additional days after posting. This 
practice usually occurs when there are insufficient cash flows. However holding 
checks increases the difficulty of projecting cash flow, reduces cash balance 
accuracy, and causes confusion when trying to reconcile accounts payable vendor 
balances. None of these balances will be accurate if printed checks are held back 
from mailing. If cash flow is insufficient to mail the checks, then it is advisable not 
to post and print checks in the first place. 

 
4.0 MANUAL CHECKS 
4.1 The Organization does not permit the use of manual checks. 
 

Revision History: 
 

Revision Date Description of changes Requested By 

0 2/14/13 Initial Release  

1 2/13/15 Revision of Purchase limits Oswaldo Diaz, 
CFO 

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

Oswaldo Diaz, 
CFO 

3 6/06/16 Provide clarification regarding circumventing 
approval authority 

Oswaldo     Diaz, 
CFO 
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SOP # PUR10� Revision: 2  Prepared by: Central Office 
Effective Date: 6/06/16                                           Approved by: BOD               

Title: PUR10� BIDDING RE4UIREMENTS 

Policy: To ensure the establishment of bidding requirements relating to multi-year 
service contracts, and to maintain the internal controls of the selection process. 

Purpose: To provide the methods for determining a bidding process, documentation 
requirements, and award of contracts. 

Scope: This procedure applies to all vendors of services.  
Responsibilities: 

Purchasing Agent or School Principal is responsible for providing a summary 
and justification related to the potential proposal.   

 
Selection Committee is responsible for the review and recommendation of all 
contracts over $25,000. 
 
Chief Executive Officer and/or Chief Financial Officer is/are responsible for the 
examination of the bidding and selection process of all contracts above $25,000. 

 
Board of Directors are responsible for the approval of all bidding contracts 
above $25,000. 

 
Procedure: 

1.0 BIDDING RE4UIREMENTS AND PROCESS 
1.1 New service contracts in excess of $25,000 shall be formally bid in accordance with the 
following:  

x Request for Proposals (RFP): RFP requirements should include contract purpose, 
background, description of service, general information, time requirements, proposal 
requirements, and evaluation process.  

x Public Notice: RFP will be posted in the Organization’s website. 

x Prospective Vendors: Selection Committee shall maintain a list of prospective vendors 
for the various categories of products and services purchased by the organization. All 
schools or departments should refer prospective vendors to the purchasing department 
for inclusion in the bidder file. 

x Pending Bid File: A file shall be maintained by the selection committee of all 
invitations to bid currently pending. 

x Evaluation: Evaluation of services and vendors will be in accordance with the RFP 
specifications and policy PUR101 vendor selection. 
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x Bidder Files: Bidder files shall be maintained retaining the bids, bid comparison 
sheets, other submittals, and rationale in award. These bids shall be made available 
for the public upon request for a period of ninety (�0) days after which time they will 
be archived for two (2) years. 

x Bidding of contracts shall not be made in small quantities (split bidding) for the 
purpose of circumventing the authorize approval limits assigned by the Board of 
Directors, or to avoid public bidding based on the policies and procedures. 

 

9endor Selection RequirePents 
 

/ess than �5�000 Between              
�5�000 and �25�000 

*reater than 
�25�000 

Bid process required"  No 4uotes or 
estimates  RFP 

Acceptable forms of price 
comparison N/A Email, published 

catalogs, written :ritten only 

Minimum number of bids 
required 0 3 3 

Submit bid documentation 
to the Procurement Office" No <es <es 

2.0 NONCOMPETITI9E NEGOTIATIONS 
2.1 Noncompetitive negotiations may be used for procurements in excess of $25,000 when 
bidding or competitive negotiations are not feasible.  MPS may purchase goods and services through 
non-competitive negotiations when it is determined in writing by the Chief Executive Officer that 
competitive negotiation or bidding is not feasible and that: 

 
x An emergency exists which will cause public harm as a result of the delay caused by 

following competitive purchasing procedures, or 

x The product or service can be obtained only from one source, or 

x The contract is for the purchase of perishable items purchased on a weekly or more 
frequent basis, or 

x Only one satisfactory proposal is received through RFP, or 

x The charter authorizer has authorized the particular type of noncompetitive negotiation. 

3.0 STANDARDS OF CONDUCT 
The following Standards of Conduct shall govern the performance, behavior and actions of MPS 
including, employees, officers, directors, volunteers and agents, who are engaged in any aspect of 
procurement, including ± but not limited to ± purchasing goods and services; awarding contracts and 
grants; or the administration and supervision of contracts. 

MPS



Accounting Policies, Procedures and Forms  

PUR107 Vendor Selection  page 3 of 5 

As representatives of MPS, all employees, officers, directors, volunteers and agents are expected to 
conduct themselves in a professional and ethical manner, maintaining high standards of integrity and 
the use of good judgment. Employees are expected to be principled in their business interactions and 
act in good faith with individuals both inside and outside MPS. 

 
3.1 Conflict of Interest 

x No employee, officer, director, volunteer or agent of the MPS shall participate in the 
selection, award or administration of a bid or contract supported by federal funds if a 
conflict of interest is real or apparent to a reasonable person. 

x Conflicts of interest may arise when any employee, officer, director, volunteer or 
agent of the MPS has a financial, family or any other beneficial interest in the vendor 
firm selected or considered for an award.  

x No employee, officer, director, volunteer or agent of the MPS shall do business with, 
award contracts to, or show favoritism toward a member of his/her immediate family, 
spouse’s family or to any company, vendor or concern who either employs or has any 
relationship to a family member; or award a contract or bid which violates the spirit 
or intent of Federal, State and local procurement laws and policies established to 
maximize free and open competition among qualified vendors. 

x MPS’s employees, officers, directors, volunteers or agents shall neither solicit nor 
accept gratuities, gifts, consulting fees, trips, favors or anything having a monetary 
value in excess of  twenty-five dollars ($25) from a vendor, potential vendor, or from 
the family or employees of a vendor, potential vendor or bidder; or from any party to 
a sub-agreement or ancillary contract. 

 

4.0 ACCEPTANCE OF GRATUITIES 
MPS’s employees, officers, directors, volunteers or agents shall neither solicit nor accept 
gratuities, gifts, consulting fees, trips, favors or anything having a monetary value from a 
vendor, potential vendor, or from the family or employees of a vendor, potential vendor or 
bidder; or from any party to a sub-agreement or ancillary contract. 

 

�.0 DISCIPLINARY ACTIONS 
Any MPS member, employee or designated agent of MPS who knowingly and deliberately 
violates the provisions of this code will be open to civil suit without the legal protection of 
MPS. Furthermore, such a violation of these procurement standards is grounds for dismissal 
by MPS as an employee, officer, director, volunteer or agent; or other such sanctions as 
available under the law. 
 
Any contractor or potential contractor who knowingly and deliberately violates the 
provisions of these procurement standards will be barred from future transactions with MPS. 
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Revision History: 

 

Revision Date Description of changes Requested By 

0 2/16/15 Initial Release Oswaldo Diaz, CFO 

1 3/10/16 Policy Revision Oswaldo Diaz, CFO 
2 6/06/16 Policy Revision Oswaldo Diaz, CFO 
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