GUIDELINES FOR PURCHASES
All purchases, rentals, lease/purchases and contract services, regardless of the source of funds are subject to laws, regulations and procedures. Unauthorized purchases are not legal obligations of the Hyde Park Central School District. The purchase order is the document that completes the order process. If a state or county contract vendor is not being used to make small purchases, then quotes must be acquired for open market purchases. Quote requirements depend on different dollar thresholds (see below). When deciding which source to utilize, departments should consider the following:

If a state contract is available, departments have the option to order from any one of the current state contract vendors. Many of the contracts are effective for 3-5 years.  Small orders (under 50 dollars) are charged s & h costs, therefore bulk ordering is encouraged.  State contract vendors require more lead time but do not charge freight which is a huge savings. Planning is important because the lead time on furniture is usually 8-10 weeks. “Stocked items” are shipped sooner.  Refer to web site: www.ogs.state.ny.us
BOCES contracts are typically effective for one year, from July through October of the following year. Pricing is usually better than state contracts because they are bid specifically to suit school district requirements.  The contract information is forwarded as soon as it is available.
All contract numbers # should appear on the body of the purchase order.
Sole source procurements are those which, by virtue of their performance specifications are available from a single source. Brand name or design specifications are not sufficient justification for sole source.   
Any amendments or cancellations to an outstanding purchase order must be in writing indicating the purchase order number, vendor name and the nature of the desired change. Reason for the change or cancellation must be given.  The requesting department should not make direct contact with the supplier to change a purchase order without prior approval from Purchasing. 
Sealed bids are required for all purchases exceeding $10,000.  This includes cumulative purchases to the same vendor unless the vendor holds a state or BOCES contract. In planning, allow sufficient time (3 weeks) for the bid process. Vendors must be selected and packages organized, allowing at least 10 days for the vendors to reply. 
Payment enclosed: most of these requests include memberships, dues, subscriptions or order forms with invoice attached. These purchase order requests should be accompanied by enrollment/subscription forms or pro-forma invoices and should be forwarded, under separate cover to the Purchasing department. Type in body of purchase order: 

PRE-PAYMENT REQUIRED (along with any other instructions).
Joanne Freeley, Purchasing agent

