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Contact Information

Purchasing Agent (Superintendent of Schools):

e Christopher Clapper x2060
cclapper(@acsghosts.org

School District Business Leader:

e Brianne Kirchoff x2082
bkirchoff(@acsghosts.org

District Treasurer:

e Connie Dack x2085
cjdack@acsghosts.org

Account Clerk:

e Patricia Durand x2083
pdurand@acsghosts.org



General Purchasing

The purchasing of goods and services is a daily occurrence in the Alexandria Central School
District and requires many steps to ensure that we not only follow our legal obligations, but that
we also connect our purchasing to the mission and vision of the District. The purpose of this
manual is to provide an up-to-date guidance document on how to manage budgetary accounts
and how to properly submit purchase order (PO) requisition requests — thus expediting the
approval process.

The Board of Education views purchasing as serving the educational program by providing
necessary supplies, equipment and related services. Purchasing is centralized in the Business
Office under the general supervision of the Purchasing Agent (Superintendent of Schools) who is
annually appointed by the Board of Education. It is the goal of the Board to purchase
competitively, without prejudice or favoritism, and to seek the maximum educational value for
every dollar expended.

In accordance with law, the District gives preference in the purchase of instructional materials to
vendors who agree to provide materials in alternative formats. The term "alternative format"
means any medium or format for the presentation of instructional materials, other than a
traditional print textbook needed as an accommodation for a disabled student enrolled in the
District (or program of a BOCES).

The Board is also aware of the need to reduce exposure of students and staff to potentially
harmful chemicals and substances used in cleaning and maintenance. In accordance with law,
regulation and guidelines set forth by the Office of General Services (OGS), the District will
purchase and utilize environmentally sensitive cleaning and maintenance products in its facilities
whenever feasible and will only continue to purchase non-green products when necessary to
ensure efficacy.

In order to ensure that the District benefits from advantageous purchasing opportunities, the
Board authorizes the Purchasing Agent to represent the District in applying for federal programs
designed to discount prices for goods and services. The Business Office will maintain
appropriate documentation of the application and purchase through any federal program.



Budget Status & Coding

All building principals and department heads are responsible for reviewing budget status reports
from nVision to assist in managing their budgets. This can be done by selecting “Appropriation
Status” from your Requisition screen in nVision. All supervisors and their typists and/or
secretaries will have access to these reports.

Use of proper budget codes.

1. It is important to use proper budget codes for the following reasons:
a. The State accounting structure requires compliance. Auditors verify proper use.
b. Accounting of expenditures in proper categories provides greater accuracy in budget
forecasts.
c. Some purchases are state aided and must be accounted for in specified codes in order
to receive maximum state reimbursement.

If insufficient funds are available in the correct code, a request for transfer of funds into the
correct code needs to be made to the Business Office prior to submitting a requisition (aka P.O.
Request). It is important to note that money may be transferred out of equipment codes, but
never into or between equipment codes.

Requisitions that are not properly coded will be disapproved and returned to the department for
re-submittal.

2. Example of budget code:
a. The budget code is made up of three components. Here is an example:

FUND FUNCTION OBJECT
A 2110 450
GENERAL INSTRUCTION SUPPLIES

e Fund: Where the money is coming from (general, federal funding, school lunch, capital
funds, etc.)

e Function: What area of the budget the code will service (e.g., regular education,
transportation, etc.)

e Object: Within the function, what the money will be used to cover (salaries, contractual
items, BOCES expenses, supplies, equipment, etc.)

See Appendix B for more information



Budget Transfers

Budget transfers are initiated at the building or department level. Budget transfer requests will
be forwarded to the School District Business Leader in the Business Office for recommendation
to the Superintendent. Once approved, funds will be made available in nVision for use by the
requisitioner.

Written Quotes and Estimates

For purchases not requiring a bid or Request for Proposal as defined in Appendix E , written
quotes are required to ensure the District attains the best value. Please refer to the Purchasing
Thresholds charts in Appendix E for information on the number of written quotes required.
Written quotations should, at minimum, include a full description of the service or item
requested and the expiration date of that quote (if one exists). Suggested other information can
include:

For Supplies, Materials & Equipment:
Manufacturer

Model Number

Color/Style

Part Number

Warranty

Any other pertinent information

SV o L9 B

For Services:

A complete description of items or service
Model number

Part number

Color

Warranties

Insurance requirements

Date(s) of the service

Insurance requirements

Any other pertinent information
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Guidelines to Requests for Proposals (RFP’s)

For purchases requiring a Request for Proposal (RFP) as defined in Appendix E, specifications
for the requested items or services should be forwarded to the School District Business Leader.
The School District Business Leader will prepare a comprehensive written Request for
Proposals. The Business Office will advertise, moderate questions, receive responses and
finalize purchasing decisions. The RFP will specify that any response include the structure of
the relationship between the District and the provider, including, if applicable, the terms of the
retainer, the hourly fees and other associated costs.

In reviewing the RFPs, the District will consider, at a minimum, the following factors:

1. the suitability of the individual/firm for the District’s needs;

2. the special knowledge or expertise of the individual/firm;

3. the credentials and applicable certifications of the individual/firm;

4. the quality of the service provided by the individual/firm;

5. overall cost;

6. the staffing available from the firm or the time available from the individual;

The District will periodically issue professional service RFPs and may conduct interviews as part

of the RFP process. The written proposals submitted by applicants shall be maintained for at
least six years.



Procedures for Sealed Competitive Bids

General Municipal Law requires that purchase contracts for services, materials, equipment and
supplies involving an estimated annual expenditure exceeding $20,000 and public work contracts
involving an expenditure of more than $35,000 annually will be awarded only after responsible
bids have been received in response to a public advertisement soliciting formal bids and are
approved by the Board of Education. Similar procurements to be made in a fiscal year will be
grouped together for the purpose of determining whether an item must be bid. See Appendix E.

Any legal issues regarding the applicability of competitive bidding requirements will be
presented to the school attorney for review.

A. Method of Determining Whether Procurement is Subject to Competitive Bidding

1. The District will first determine if the proposed procurement is a purchase contract or a
contract for public work.

2. If the procurement is either a purchase contract or a contract for public work, the
District will then determine whether the amount of the procurement is above the
applicable monetary threshold as set forth above.

3. The District will also determine whether any exceptions to the competitive bidding
requirements (as set forth below) exist.

4. Any competitive bidding advertisements should be originated from the Business Office
as specific statement language is required by General Municipal Law §103-g, and clear
instructions regarding responses must be provided to interested parties, including
certification regarding investment in the Iranian energy sector pursuant to General
Municipal Law §103(1).

B. Contract Combining Professional Services and Purchase

1. If a contract combines the provision of professional services and a purchase, the
District, in determining the appropriate monetary threshold criteria to apply to the
contract, will determine whether the professional service or the purchase is the
predominant part of the transaction.

C. Opening and Recording Bids; Awarding Contracts

1. The Purchasing Agent, or designee, will be authorized to open and record bids.
Contracts will be awarded to the lowest responsible bidder or a purchase contract bid of
best value (as recommended by the Purchasing Agent), who has furnished the required
security after responding to an advertisement for sealed bids.



D. Documentation of Competitive Bids

1. The District will maintain proper written documentation which will set forth the
method in which it determined whether the procurement is a purchase or a public work
contract.

2. The District will provide justification and documentation of any contract awarded to
an offeror other than the lowest responsible dollar offeror, setting forth the reasons
why such award is in the best interests of the District and otherwise furthers the
purposes of section §104-b of General Municipal Law.

Where permitted by law, purchases will be made through available cooperative BOCES bids, or
by "piggybacking" onto contracts of the New York State Office of General Services (OGS),
departments or agencies of New York State, New York State county, or any state or any county
or political subdivision or district therein, whenever such purchases are in the best interests of the
District or will result in cost savings to the District. In addition, the District will make purchases
from correctional institutions and severely disabled persons through charitable or
non-profit-making agencies, as provided by law.



Exceptions to Competitive Bidding

Exceptions to competitive bidding, Requests for Proposal (RFP) and General Municipal Law
Section 103 are as follows:

1.

Emergencies: Scenarios where the procurement of goods or services arise out of an
accident or unforeseen event whereby District buildings, property, or the life, health
or safety of students, faculty or the general public are threatened or involved.

Preferred Sources: These include CORCRAFT, Industries for the Blind of New York
State, New York State Industries for the Disabled, Office of Mental Health and the
US Department of Veterans Affairs.

Sole Source: Purchases for which there is no possibility of competition.
Documentation should be provided that at least two vendors were contacted and were
unable to meet the specifications. A vendor acting as a Sole Source should provide
statement of such in writing to be attached to any requisition for goods or services.

Purchases from Government Contracts: including New York State Office of General
Services Contracts, County Contracts, Contracts from the Federal Government, other
Municipalities, States and Purchasing Cooperatives.

Professional Services: services that are highly specialized and/or necessitate
confidentiality may qualify for the professional service exception. Examples are
attorney services, physicians, architectural services, occupational therapists, physical
therapists, and insurance agencies.

Utilities: Gas, Electric, Water/Sewage, Telecommunications



Purchasing Process

Purchasing of products or services will typically follow the process described below. Look for
these headings as you navigate through the manual. They will help to guide you through some of
the more complex areas of purchasing.

Requisition Created
Requisition Approved

Final Approval
P.O. Generated

Receipt of Goods/Servces
Confirmation of Receipt

Invoice and Payment

10



Purchasing Procedures

Purchase orders (P.O.’s) are required for routine purchases of goods and services. These are
generated at the Business Office after the successful completion of a requisition (aka: purchase
order request). It is the responsibility of the requisitioner (e.g., administrator, administrative
assistant, etc.) to obtain all necessary documentation as outlined in this manual. It is also the
responsibility of the requisitioner to enter the requisition electronically into nVision with all
supporting documents attached and to submit for approval.

Below is a sample of the requisition screen in nVision with “Amazon Capital Services” entered
in as the vendor In this screen you would provide an overall description of the items purchased
or the reason for the purchase. Under the Requisitions Items tab, you would give an individual
description of the item(s) purchased, account code, quantity and unit price. Finally, you want to
make sure that you are attaching all the required documentation to justify your purchase request.
This documentation MUST be signed by your supervisor. (e.g., quotes, scanned shopping carts,
conference approval forms, etc.)

While each attachment is reviewed during the approval process, it is still important to include a
description of the overall purchase as well as the individual items in the spaces below. Simply
writing “see attached” as the description will not be sufficient information for approval.

Furthermore, all vendors MUST be currently approved vendors. NO purchase order requests
will be accepted for unapproved vendors or sources.

ﬁ Requisition - New Requisition = X
File Edit View Help
& New 7 Update 43 Copy | (@ Seve T SaveAndSubmit [g) SsveandClose @ | X |'H 4 F M @y Search
Recuisition S
ReqMumber: | i Transaction Date; | | /142018 v
Vendor ID: 13517 o *‘H Reg Source: EOI.her v
Vendor Name: MONW|7;¢SERWEES 77 N - ContractBid Ref: | S
i V| chipToBuldng |MNeves V]
L Ship To Contact: | <Mene> vl
Requestor: ) - i~ Req Amount: . == o _OOP
Approval Path: [v] Approval Status: | NotSubmitted
Reguisiticn Detail —————
Addresses | Requisition llems | Account Distribution  Shipping Distribution ~ File Attachments  Requisition History
H 4 b b b X | Search~ M- -8 MoveDown - MoveUp
Line No., Item Number Description Account uon Quantity Unit Price Exianded Amt

E %
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Ed Data Requisitions

All materials and supplies are required to be purchased through the Cooperative Purchase
Procedures of Education Data Services, unless that item is unavailable. Each department and
staff member is assigned a specific budget amount that may be spent through Ed Data. Once that
budget amount has been spent, there will be no further funds made available until the following
fiscal year.

Once you have completed your requisition request through Ed Data, you must “submit
requisition” for approval. Notify your supervisor, either the Building Principal or the School
District Business Leader, once you have submitted your requisition for approval. The School
District Business Leader will then complete the purchase order request process with Ed Data.

12



IrRequisitionApproved ™

Once the requisition is generated and all the proper supporting materials have been attached to
the nVision form, the requisition needs to be approved at the local (building) level. Typically, the
requisition is generated by an administrative assistant/typist/secretary and then follows the
approval pathway to the Purchasing Agent.

It is important that the first-level approvers look closely at the requisition to make sure that:

e the correct vendor is listed and is a currently approved vendor

e there is an adequate description provided (i.e., “see attached” is not acceptable on
a requisition)

e all necessary documentation has been attached (including estimates or quotes if
required (see Appendix E)

e the requisition is coded to the proper accounts with sufficient funds. If funds are
insufficient, you will need to generate a budget transfer before submitting the
requisition.

Final Approval

After the requisition is approved on the local level, it then proceeds to the School District
Business Leader for final approval. The School District Business Leader will again review the
requisition for the proper supporting materials and account codes to authorize the issuance of a
purchase order. Additionally, the requisition will be reviewed to ensure that our bidding process
is in compliance with municipal law and that the best values were sought.

" P.O Generated

A purchase order (PO) must be used for the purchase of all goods and services unless seiﬁcally
noted below.

A PO must be used for the purchase of goods and services including but not limited to:

a. All supplies, materials, textbooks and equipment.

b. Repairs for existing equipment and all service contracts.

o Conferences and workshops including travel and lodging.

d. Registration fees and/or deposits for such conferences and workshops.

13



Receipt of Goods/Services

Confirmation of Receipt

" "lnvoice and Payment

‘When items or services are received:

1. Verify all items have been received (contacting the end user if necessary):

a. Compare packing slip with the vendor name appearing on the PO
b. Compare description of items received with those which appear on PO
¢. Verify quantity received with quantity on PO

1. If all items have not been received, contact vendor or note the reasons for any
discrepancy.
2. Once items have been received, forward the signed “Receiving Copy” of the PO to

the Business Office. Any invoices or shipping reports received from the vendor
should also be forwarded to the Business Office.

NOTE: Payments that exceed the greater of $25 or 10% of the
original PO will not be paid without prior approval of the Purchasing
Agent. The Purchasing Agent should be contacted to seek approval
for an increase to the PO.
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Other Purchasing Information
Blanket/Open PO:

1. A blanket PO is used when:

a. Recurring monthly payments are anticipated (i.e. utility bills, repair parts, lease
contracts).

b. Periodic or multiple purchases are anticipated from one vendor for items or
services that occur with such urgency that individual purchases orders for each
purchase are not practical (i.e. repair parts). These blanket PO’s should be opened
only if operationally necessary to carry out the business of the District. Open PO’s
of this nature should be reviewed frequently to ensure the encumbered balance
represents a close approximation of the actual amount expected to be spent and
should be closed when no longer needed.

2. A blanket PO must include a complete description of the type of service(s) or item(s)
ordered. The PO must also reference any pertinent bid or group contract information
that demonstrates the expenditure complies with NYS bidding laws.

3. Purchases on blanket PO’s should be made by specifically authorized personnel,
arranged in advance with the vendor and must otherwise comply with the principles of
the purchasing process.

4. Purchase Order Requests are still REQUIRED for repair parts, etc. that are included
in an open P.O. This is mandatory documentation to support the complete approval
process of those parts.

Credit/Debit Card Procedure:

The district credit and debit cards should be used only as a last resort in the purchasing process.
It should not be used for any purchase that can be made with a vendor that accepts a District
generated Purchase Order. Examples of appropriate use of the of the card are charges for
attendance at conferences, travel expenses, lodging, and other authorized purchases where costs
may be fairly and accurately estimated prior to the issuance of the credit card and before the
actual incurring of expenses.

1. District credit card MUST be signed out for use by a District Administrator, or their
designee. See Appendix F for the the Credit Card Authorization Form

2. POs are to list “First Bankcard” as the vendor, with all appropriate documentation
attached relevant to the purchase.

15



3. At no time should the District credit card information be saved as payment method for
future use on any website or be kept on file outside of the Business Office for any reason.

4. It is the responsibility of the requisitioner to provide any pertinent receipts to the
Business Office for use in reconciling monthly credit card statements.

Notes:

e For Extracurricular Debit Card Use - a payment order MUST be attached with all
receipts upon return of debit card

e Please make sure that the items you are looking to buy are not able to be purchased from
the vendor through a direct Purchase Order. Generally, anything you will need can be
found from a company that we have under state contract. Further, these prices are usually
cheaper than what you will find in stores since we may have a discount with one of our
contracted supplies.

e Plan ahead. It will take 2-3 days to get an authorized Purchase Order. If you request the
card 10 minutes before you intend to use it, it will NOT be available.

e You may NOT use the card for ANY purchase other than what was defined in your initial
requisition. If you need to purchase other goods, you MUST complete this process again.

e If you fail to return all receipts for your purchases you will no longer be allowed to use
the credit card. Lack of all associated paperwork is a MAJOR red flag for auditors and is
a definitive sign of fraud.

Using Claim Forms:

1. Prior approval from the Purchasing Agent must be obtained to utilize a claim form
rather than a PO. Written approval should be attached to the claim form (See
Appendix F).

2. Use a claim form for the following:

Claiming mileage for travel (See Appendix F)

b. Request for payment for services by an individual (other than an employee) that
are not routine and not recurring (i.e. Referees, chaperones, athletic services)

c. Expense reimbursement as a result of approved travel & conference attendance

d. Contractual reimbursements to employees (i.e. clothing, safety glasses, etc.)

3. Claim forms are not to be used for the routine purchase of items or services

NOTE: Purchases made by staff members, not properly authorized
by the Purchasing Agent prior to the purchase or commitment of
funds, will only be reimbursed at the discretion of the Internal
Claims Auditor.

16




Travel & Conference Procedures

Travel status is defined when an employee is on assignment at a work location more than 30
miles from their official work station and home. This determines that they MAY BE eligible for
reimbursement of travel expenses, such as meals and lodging. Mileage will be reimbursed at the
IRS rate, approved at the annual reorg meeting. Please see the section on Additional
Reimbursement - Personal Vehicle below.

e Professional Growth (aka: My Learning Plan)

Registration for conferences will be the responsibility of the staff member attending. Before
registering for any conference, you need to make sure that you have been approved for travel.
Following the procedures established by the District Office, log onto your My Learning Plan
Account and enter in ALL the required information (date, time, location, provider, etc.). For
budgetary reasons, it is important to provide reasonable estimates of any potential costs
associated with the event for approval.

Costs

Registration Fee

Estimated Lodging

Estimated Meals
Estimated Transportation

Estimated Tolls

Payment
Payment Type [ --- Click To Select — v
| | Stafl Pays- No reimoursment '
| Hours District pays upfront-Purchase Order
| Nocost
Enter the number of Hours for this | BOCES billed under COSER
activity | Stafi memper pays up front reimbursement upon completion up to 5200 B |

In this section, be sure to include the full cost of the registration, and any estimated travel costs
(to the best of your ability). This approved information will be required when you submit your
request(s) for reimbursement.

Additionally, you will need to identify how this conference will be paid for*. A requisition will
be required for costs paid by the District. If you are unsure, call the Business Office for
assistance.

17



NOTE*: Important BOCES Information: If you are attending a conference/workshop at
BOCES, the District may be billed for your attendance. To avoid the potential of paying BOCES
twice, please check with the organizer of the conference/workshop to see if they require a
separate payment, or if the conference/workshop will appear on the District’s BOCES bill. Ifit
will appear on the BOCES bill, you will select “BOCES billed under COSER" as the payment
option and you will need to transfer some of your conference money into the District’s BOCES
account to cover the expense. Please contact the Business Office for assistance with that
budget transfer.

e Registration

o District Pays Upfront:

When the request for the conference registration is submitted, choose District pays upfront —
Purchase Order. Please be sure to attach a copy of the brochure for the conference that clearly
indicates the registration cost. If there is an early-bird pricing special, make sure to leave enough
processing time for the Business Office to complete this transaction.

o Staff Member Pays Upfront:

If the staff member needs to pay upfront, select the correct designation in the Professional
Growth set-up screen. When submitting a request for reimbursement, provide the necessary
documentation to justify the expense (e.g., conference receipt, registration confirmation, or other
proof of attendance). Registration costs will only reimbursed with approval from a supervisor
and will be paid after the staff member provides proof of attendance.

18



e Hotel

Hotel accommodations will be booked through the Business Office. If you are booking a hotel in
New York State, be sure to bring a completed ST-129 form with you. Here is a sample of the
form:

artment of Taxatien inance
lYicE,k’JK ::;w Yc:lr‘;(f State ::; Local Sales and Use Tax ST..1 29
STATE Exemption Certificate 2/18)

Tax on occupancy of hotel or motel rooms

This form may only be used by government employees of the United States, Now York State, or political subdivisions of New York State.

Mame of hatel or motal Dates of occupancy

Hilton Graden Inn From-02-20-2019 To: 02-21-2019
Address {number and streel) City State ZIP code | Courtry
8004 Fair Lakes Road Easy Syracuse NY 13057 ;US:’\

Certification: | certify that | am an employee of the department, agency, or instrumentality of New York State. the United States government. or the goitical
subdivision of New York State indicated below; that the charges for the occupancy of the above business on the dates listed have been or will be paid for by
that governmental entity; and that these charges are incurred in the performance of my official duties as an employee of that governmenta entity. | cenify that
the above stalements are true, complete, and correct, and that no matenal information has been omitted. | make these statements and tssue this exemption
cermficate with the knawlecge that this document provides evidence that state and local sales or use faxes do not apply to a transaction or transactions for
which | tendered this document, and that vallfully issuing this cocument with the intent to evade any such tax may constitute a felony or other crime under New
Yerk State Law, punishable by a substantal fine and a possible jail sentence. | understand that the vendor is a trustee for, and on account of. New York State
and any locality with res; to any state or local sales or use tax the vendor is required to collect from me: that the vendor is required to cotlect such taxes
from me unless | properly fumish this cenificate to the vendor; and that the vendeor must retain this certificate and make it available to the Tax Depanment
upan request. | also understand that the Tax Department is autherized 1o investigate the validity of lax exemptions ciaimed and the accuracy of any information
entered on this document.

Gavernmental entity (fadem saw. o oz [Agency, denartmant. or dvision
NYS Education Department |Saratoga Springs City Schoaol District
| o
Employse nama forint o el Employes ttle Employes signatura Aaron Smith Date oragared
Aaron Smith Teacher 01-08-2019

Please provide this to the hotel so that the District will not be charged for occupancy taxes in
New York State. Upon request, the Business Office can also provide you with a letter that
confirms our sales-tax exemption status. At the completion of your stay, it is important that
you obtain a copy of the hotel guest folio (i.e., master bill) that has all your hotel transaction
information. This documentation will be necessary to complete the reimbursement or payment
process.

Coverage of hotel costs are at the discretion of the district.

NOTE*: When requesting travel dates and times, make sure to account for
travel time to/from destination (time-zone changes), and time to/from the
airport during your conference. Some events may require you to arrive
the night before, so please plan accordingly.

19
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Checklist for reservations at a hotel:

Employee Responsibility

. Attach the confirmation and a copy of reservation to nVision. Attach a “SIGNED
COPY” of your hotel confirmation that includes the pricing of the room.

. A copy of your itinerary needs to be provided to the business office and it will need to be
signed by you. (Dates need to be included). Attach to nVision with your signed
documentation.

. Employee must reserve hotel with their own credit card.

. Purchase Orders — Inquire as to whether hotel will accept PO’s. If yes, how far in advance
is it needed.

. Inquire as to whether a check is needed in advance (how long?), or can you bring the
check with you.

. Ask for the Government Rate.

Notify the hotel that we are Tax-Exempt. We will provide a tax exempt form.

. After your stay, provide the office with a copy of the hotel room bill signed by you for
reimbursement. Make sure the address of the hotel is included on the bill.

20



Additional Travel Reimbursements

Personal Vehicle — Employees are REQUIRED to use the School Vehicle for all travel. Should
the school vehicle NOT be available, employee must provide documentation from the
Transportation Supervisor stating as such in order to receive pre-approval for a mileage claim.
Use of personal vehicle without prior approval will result in NO mileage reimbursement.

If travel requires you to use your personal vehicle, you may submit a request for mileage
reimbursement at the IRS rate approved at the annual reorg meeting.

Please submit a detailed account of your round-trip mileage including conference documentation
(i.e. proof of attendance), starting and destination addresses. A sample of the documentation is
below:

Date Travel Starting | Ending Round-Trip Details provided from Google
Purpose | Location | Location Mileage Maps (can be attached as
separate document)

2/1 | Workshop | District | Gick 6.6 miles
on PBIS Office Road

2/2 | Classroom | District | Maple 7.2 miles
Visits Office Avenue

2/3 | Budget District | Dorothy | 12.0 miles
Meeting Office Nolan

Total x IRS Mileage Rate:  (25.8) x $0.545 = $14.06

Note that all mileage should be calculated from your place of business (school building) to your
destination and back. You may use you home address when calculating mileage only on days
that you are not required to report to work (e.g., weekends, holidays). Tolls can be included in
this calculation with proper documentation (e.g., EZ-Pass receipts).
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Parking — If you need to park your personal vehicle at any time while traveling, please keep
your receipts and attach the original signed receipt to your request for reimbursement.

Meal Reimbursements

Dining / Incidentals — For overnight travel, if food is not provided during your conference,
reimbursement of meals and incidentals are at the discretion of the District. If meals are
inclusive of the conference registration fees, the District will NOT be reimbursing for other
meals outside of what is offered during the conference (i.e., if breakfast is provided, the District
will not reimburse for an additional breakfast).

No reimbursement of meals will be allowed for single day conferences, in accordance with the
NYS Comptroller’s Office.
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Specific Vendor Authorizations

Due to issues of missing documentation and violations of purchasing policy, the following
vendors have specific users only!!

Alexandria Bay Big M Anne Remington and Todd Marshall
Garlock & Sons Darin Trickey

Victory Promotions Patricia Durand

Additional vendors may be added to this list as deemed necessary.

These vendors have been notified that NO orders may be accepted by any individual other than
those named above. Should you require any products from these vendors, please see the
authorized users. A requisition is still required to be completed. This is no excuse to circumvent
the purchasing procedures.

Note: Further note that any orders from AMAZON.COM is STRICTLY PROHIBITED.
Exception MAY be granted based on extenuating circumstances per the Purchasing Agent
(Superintendent) or the School District Business Leader.

ALL PAPERWORK MUST BE WRITTEN IN INK. PENCIL WILL NOT BE
ACCEPTED
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Requisitioners per Department

The following persons are responsible for the department as noted to enter in requisition

requests:

Erin Monica Transportation
Athletics
Guidance

Stacie Lambert Principal
Instructional
Occupational Education
Co-Curricular
School Library
Health Services

Amber Hagan Custodial
Director of Instruction and Curriculum

Renee Gill Board of Education
District Meeting
Chief School Administrator
Technology

Meredith Graveline Programs for Students with Disabilities

Anne Remington School Food Services

Connie Dack and Patty Durand are available when the assigned individual is not.
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Violations of Purchasing Procedures

Failure to abide by Alexandria Central School District’s Purchasing Procedures will result in the
following:

First offense: Verbal Warning

Subsequent offense: Written Letter of Counsel

See Appendix F for an example of the Internal Violation of Purchasing Policy Form. Should the
circumstance warrant as such, this form and a formal written letter of counsel will be prepared,
reviewed by the offensor, and placed in the employee’s file.
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APPENDIX A -
Glossary of Terms

Best Value — The basis for awarding contracts for services to the offerer that optimizes quality,
cost and efficiency, among responsive and responsible offerers. Such basis shall reflect,
wherever possible, objective and quantifiable analysis. (State Finance Law §163 (1) (j)).

Bid — A complete proposal (submitted in competition with other bidders) to deliver goods or
services within a prescribed time, and not exceeding a proposed amount (usually includes labor,
equipment, and materials).

COSER — An approved cooperative agreement to establish a shared service for one year
between a BOCES and two or more districts. These may vary by BOCES if cross-contracts are
established.

Emergency — An urgent and unexpected situation where health and public safety or the
conservation of public resources are at risk. Such situations may create a need for an emergency
contract (State Finance Law §163 (1) (b)).

Encumbrance - An encumbrance is a restriction placed on the use of funds. The concept is most
commonly used in governmental accounting, where encumbrances are used to ensure that there
will be enough funds available to pay for specific obligations.

Estimate - An estimate approximates what materials or services will cost. An estimate is not
typically binding and may be subject to change.

Invoice — A formal statement or billing submitted by a vendor showing the amount due and
terms of payment for supplies delivered or services rendered.

Minority- or Women-Owned Business Enterprise (M/WBE)- A business certified under
Article 15-A of the Executive Law that is independently owned, operated and authorized to do
business in New York State; and is owned and controlled by at least fifty-one percent women or
minority group members who are citizens of the U.S. or permanent resident aliens. Such
ownership must be real, substantial and continuing; and the minorities or women must have and
exercise the authority to control independently the day-to-day business decisions of the
enterprise.

Office of General Services (OGS) — The agency tasked with creating statewide centralized
contracts (aka: NY State Contract) for use by authorized users, as per State Finance Law §163.

Piggyback Contract — A newly created contract based upon a contract awarded by the United

States government, or any state or any political subdivision thereof, in accordance with the
requirements of the New York State Finance Law
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Preferred Source — In order to advance special social and economic goals, State Finance Law
§162 requires that a governmental entity purchase select commodities and services from
designated organizations when the commodities or services meet the "form, function and utility"
requirements of the governmental entity. Under State Finance Law §163, purchases of
commodities and services from preferred sources are given the highest priority and are exempt
from the competitive bidding requirements.

Procurement — The process of acquiring goods and/or services on behalf of the District.

Proposal - Proposals include all the information contained in estimates, quotes and bids. More
specifically they detail scope, timelines, deliverables, and costs (or investment). Like a quote, a
proposal should be specific and should be honored by the vendor as proposed.

Public Work Contract - a contract involving labor or both materials and labor for a project such
as construction

Purchase Contract - a contract involving the acquisition of commodities, materials, supplies,
services or equipment

Purchase Order — An official document that authorizes a purchase transaction between a vendor
and the District with specific details of the materials or services being provided.

Purchasing Agent — The person designated by the Board of Education to contract for necessary
supplies, materials, equipment or services.

Quote — Contains a full description of the service or item requested. Unlike an estimate, a quote
provides a fixed price for a project subject to a specific time frame and should be honored by the
vendor as quoted.

Request for Proposals (RFP) - A competitive solicitation seeking proposals for a specified
service or technology, pursuant to which an award is made to the responsive and responsible
proposer(s) offering the best value.

Requisition - a written request or order for something such as supplies.

Specification — A description of equipment, supplies or services that clearly identifies the
characteristics of the item to be purchased and the conditions under which the purchase will be
made.

Sole Source — A procurement in which only one offeror can supply the required commodities or
services (State Finance Law §163 (g)). Sole source providers should provide the district with

documentation that indicates they are the only source for the purchase.

Vendor — A supplier/seller of commodities or services.
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APPENDIX B — Coding Chart

FUND FUNCTION OBJECT
A 2110 500
GENERAL INSTRUCTION SUPPLIES

——————

Uniform Accounts

Key Function Codes for Budget Users:

District Specific

Function Code Summary
1010 Board of Education
1040 District Clerk
1060 District Meeting
1240 Chief School Administrator
1310 Business Administration
1320 Auditing
1330 Tax Collector
1345 Purchasing
1380 Fiscal Agent Fees
1420 Legal
1430 Personnel
1620 Operation of Plant
1621 Maintenance of Plant
1670 Central Printing and Mailing
1680 Central Data Processing
1910 Unallocated Insurance
1920 School Association Dues
1964 Refund on Real Property Taxes
1981 BoCES Administrative Costs
2010 Curriculum Development and Supervision
2020 Supervision - Regular School
2040 Supervision - Special Schools
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2070 Inservice Training - Instruction
2110 Teaching - Regular School

2250 Programs for Students with Disabilities
2280 Occupational Education

2610 School Library & Audiovisual
2630 Computer Assisted Instruction
2810 Guidance - Regular School

2815 Health Services - Regular School
2820 Psychological Services

2850 Co-Curricular Activities

2855 Interscholastic Athletics

5510 District Transportation Services
5530 Garage Building

Key Object Codes for Budget Users:

Object Code Summary
10 Teacher Salaries, PreKind
12 Teacher Salaries, Full Day K-3
120 Teacher Salaries, 4-6
i3 Teacher Salaries, 7-12
14 Substitute Teacher
15 Instructional Salaries
150 Instructional Salaries
155 Additional Salaries
16 Noninstructional Salaries
165 Noninstructional Salaries Aides
166 Additional Salaries
167 Additional Salaries
2 Equipment
21 Purchase of Buses
22 State-Aided Computer Hdware
4 Contractual And Other
45 Materials And Supplies
450 Furniture and Furnishings
48 Textbooks
49 BoCES Services
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APPENDIX C — Applying Equipment Codes

Yes

Does this item have an
individual value of 255007

No

Is this furniture or
Yes furniture No
purchased in a lot
(i.e. set of
chairs)?
Is the
Yes useful “
life 23
years?
Does this item have a
L dollar value 2$5,000? Ro
This is not
equipment
and should
be
Should be purchased using .201 object purchased
code if furniture or .200 object code if as a supply

equipment,

This equipment should be
added to the District
Inventory (given an asset
tag) and Depreciation
Schedule.

Is this item in a listed
category (laptop, AV
Yes Equipment, musical No
instrument, digital camera,
specialty tool)?
ould be purchased using .200
object code (o.r .220 object code Thic Is ot
for state-aided computer
hardware). equipment
and should
be

purchased
as a supply

This equipment {.200 or .220 object code)
should be added to the District Inventory
and given an asset tag.
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APPENDIX D —
Frequently Asked Questions

: When do I need a Purchase Order?

All expenses must be authorized by the Purchasing Agent for the District. Except as otherwise noted
in this manual or District policy, a purchase order should be issued prior to the commitment of
District funds.

: Can I transfer money into my equipment code?

There is flexibility in the Commissioner's Regulations to move funds out of equipment codes,

but not into or between these codes.

Do I need prior approval to make a small, school-related purchase with cash or my own money? Can
I be personally reimbursed?

All school-related purchases require prior approval. To the extent possible, purchases should be
planned for and requested via the proper channels as outlined in this manual. Necessary
out-of-pocket expenses are reimbursable pending prior approval from the Purchasing Agent for
the District.

Do I have to spend all the money in my account codes? Does it roll into next year if it is unspent?

No, you do not need to completely exhaust your budget allocations unless there is a specific need to
spend all the funds. Remaining balances do not roll into the next fiscal year; however, there is no
penalty or loss of future allocations as a direct result of not spending current year allocations.

: How long should it take for my order to be processed?

Typically, an order should be processed within one to two weeks from the building level approval,
pending availability from the vendor. Lead times may vary with certain vendors or types of
products.

: Can I just write “see attached” in the description box of my requisition if I am attaching a scanned

document?

Not as a standard practice. While every attachment is reviewed during the purchasing process, the
descriptions that are entered in nVision provide detail and transparency to all users in the process
for budgeting and historical data. Orders with extensive detail that warrant reference to an
attachment should still include in the description a useful indication of what is being ordered.

Q: Can I use multiple codes on a single PO Request (i.e., textbooks purchased out of code A2110.48

and Shipping & Handling from code A2110.45).

A: Yes. You can either appropriate a dollar amount or a percentage from each code in nVision through

the Account or Shipping Distribution tabs in the requisition entry screen.
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APPENDIX E — Purchasing Thresholds

Purchasing Thresholds for purchasing Materials & Supplies

Amount of . P
Purchase Procedure/Requirement Responsibility
Responsibility of the requisitioner.
<$2,000 Best value practice At the discretion of the Purchasing

Department.

$2,000 - $2,999

Two estimates or other documented
sources.

Obtained by the requisitioner.
Pricing information is to be
indicated on the purchase requisition
and supporting quotation
information attached to the
requisition.

$3,000 - $4,999

Three written quotes to include date,
vendor and cost/price.

Obtained by the requisitioner.
Pricing information is to be
indicated on the purchase requisition
and supporting quotation
information attached to the
requisition.

$5,000 - $19,999

Three formal written proposals.

Obtained by the requisitioner.
Pricing information is to be
indicated on the purchase requisition
and supporting information attached
to the requisition.

>$20,000

Formal bidding required (see below).
Public advertised bids in accordance
with General Municipal Law.

Obtained by the Purchasing Agent.
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Purchasing Thresholds for purchasing Equipment

Amount of
Purchase

Procedure/Requirement

Responsibility

<$500

Best value practice

Responsibility of the requisitioner.
At the discretion of the Purchasing
Department.

$500 - $999

Two estimates or other documented
sources.

Obtained by the requisitioner.
Pricing information is to be
indicated on the purchase requisition
and supporting quotation
information attached to the
requisition.

$1,000 - $4,999

Three written quotes to include date,
vendor and cost/price.

Obtained by the requisitioner.
Pricing information is to be
indicated on the purchase requisition
and supporting quotation
information attached to the
requisition.

$5,000 - $19,999

Three formal written proposals.

Obtained by the requisitioner.
Pricing information is to be
indicated on the purchase requisition
and supporting information attached
to the requisition.

>8$20,000

Formal bidding required (see below).

Public advertised bids in accordance
with General Municipal Law.

Obtained by the Purchasing Agent.

33



Purchasing Thresholds for Contracts for Public Works

ﬁ‘?::;;s:f Procedure/Requirement Responsibility
Responsibility of the requisitioner. At
<$2,000 Best Value Practice the discretion of the Purchasing
Department.
Obtained by the requisitioner. The

$2,000 - $4,999

Two estimates or other
documented sources.

requisitioner must substantiate the need
and choice of contractor. Written scope
of work, specifications and pricing
comparisons must accompany
requisitions.

$5,000 - $19,999

Three written quotes, including
date, name of contractor and
scope of work.

Obtained by the requisitioner.
Requisitioner and Purchasing Agent to
review the choice of contractor. Written
scope of work, specifications and pricing
must accompany requisitions.

$20,000 - $34,999

Formal written Request for
Proposal (RFP) (see above).

Obtained by the Purchasing Agent.
Requisitioner and Purchasing Agent to
review the choice of contractor. Written
scope of work and specifications must
accompany requests.

>$35,000

Formal bidding required (see
above). Publicly advertised bids
in accordance with General

Obtained by the Purchasing Agent.
Specifications provided by the

requisitioner.

Municipal Law.
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APPENDIX F —
Forms
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L@_@“ﬁt_"’; Home ofthe Purple Ghosts

34 Bolton Avenue, Alexandria Bay, New York 13607 Phone: 315-482-9971 Fax: 315-482-9973

CREDIT CARD REQUEST FORM
Employee Name:

I request use of the: DCommunity Bank, N.A. Credit Card #

DExtraclassroom Debit Card

(PLEASE CHECK APPLICABLE CARD)

Date(s) to be used:

Date to be returned:

Purpose for use:

Use of the Alexandria Central School District credit cards is authorized only for school business related
expenses while on official school business. Use of the credit card is strictly prohibited for any other
purposes. The credit cards shall not be used for personal use and will be considered abuse of the card.
Abuse of the credit card privilege or disregard for the agreement guidelines may result in personal
liability and is grounds for disciplinary action, which could include dismissal.

I have read, understand and agree to the use of the Alexandria Central School credit card.

Employee Signature:

Date:

Administrative Approval:

Date:

Date of Card Issue:

Issued by: Dvianne R. W

Date of Return of Card:




New York State Department of Taxation and Finance ST-1 29

Exemption Certificate

Tax on occupancy of hotel rooms

This form may only be used by government employees of the
United States, New York State, or political subdivisions of New York State.

Name of hotel, motel, lodging house, etc. Dates of occupancy
From: To:
Number and street City, village, or post office State ZIP code Country

This is to certify that I, the undersigned, am a representative of the department,
agency, or instrumentality of New York State, the United Siates government, or the
political subdivision of New York State indicated below; that the charges for the
occupancy at the above establishment on the dates listed have been or will be paid for
by that governmental entity; and that these charges are incurred in the performance of
my official duties as a representative or employee of that governmental entity.

Governmental entity (federal, state, or local) Agency, depariment, or division

Employee name (print or type) Employee title Employee signature Date

Instructions for the government representative or employee

If you are on official New York State or federal government business and staying in a hotel or motel:

1. Complete all information requested in the box above.

2. Sign and date this exemption certificate in the box above.

3. Show the operator of the hotel or motel your appropriate and satisfactory identification.
4. Give this completed Form ST-129 to the operator of the establishment.

You may pay your hotel bill with cash, with a personal check or personal credit card, with a government
voucher, or with a government credit card.

Please note:
* If, while on official business, you stay at more than one location, you must complete an
exemption certificate for each establishment.
* |f you are in a group traveling on official business and staying in this particular hotel, each
person must complete a separate exemption certificate and give it to the hotel operator.

Caution: Willfully issuing a false or fraudulent certificate with the intent to evade tax is a misdemeanor
under section 1817(m) of the Tax Law and section 210.45 of the Penal Law, punishable by a fine of up

to $10,000.

Instructions for the operator of the hotel or motel

Keep this completed Form ST-129, Exemption Certificate, as evidence of exempt occupancy by New
York State and federal government employees who are on official business and staying at your
establishment. You must keep this exemption certificate for at least three years after the later of: 1) the
due date of the last sales tax return to which this exemption certificate applies; or 2) the date when you

filed the return.
This exemption certificate is valid if the government employee is paying with:

* Cash.
* A personal check or personal credit card.

A government voucher.

A government credit card.
Do not accept this certificate unless the representative or employee presenting it shows
appropriate and satisfactory identification.

(10/00)



York | Department of
STATE | Taxation and Finance

10/17/2018

Alexandria Central School Diétrict
34 Bolton Ave
Alexandria Bay NY 13607

Dear Sir or Madam:

The Tax Law exempts New York State governmental entities such as your organization,
Alexandria Central School District, from the payment of New York State and local sales and use taxes
on their purchases. To make tax exempt purchases, a New York State governmental entity must present
vendors with the entity's official purchase order or other documentation (e.g., payment voucher, contract
of sale, Form AC 946, Tax Exemption Certificate, Form ST-129, Exemption Certificate - Tax on
occupancy of hotel rooms, etc.) which indicates that the purchaser is a New York State governmental

entity.

Tax exemption numbers and Form ST-119.1, Exempt Organization Exempt Purchase
Certificate, are not issued to New York State governmental entities. If a vendor requests a tax
exemption number or Form ST-119.1, Exempt Organization Exempt Purchase Certificate, from you, the
Alexandria Central School District may give the vendor a copy of this letter. This will assure the vendor
that a governmental purchase order, or other evidence that Alexandria Central School District is the
purchaser, and this letter are the only documentation the vendor needs to not collect sales tax.

For additional information, please refer to Publication 843, A Guide to Sales Tax in New York
State for Exempt Organizations, which is available on the New York State Tax Department website at

www.tax.ny.gov.

New York State Department of Taxation and Finance
OTPA-Taxpayer Guidance Division
Sales Tax Exempt Organizations Unit

W.A. Harriman Campus, Albany, NY 12227 | (518) 485-2889 ]www.tax.ny.gov



Alexandria .Central}S:chool

s lﬁ"l Home of the Purple Ghosts

34 Bolton Avenue, Alexandria Bay, New York 13607 Phone: 315-482-9971 Fax: 315-482-9973

Open PO #:
Vendor #:
Name of Vendor:
Address of Vendor:
Date Description Gross Amount Less Sales Tax Net Total
Office Use Only
Received
Checked By
Date
Approved By
Date

This is to certify that the work, labor, services, and supplies charged in the above account or claim and included in the same amount to

$__ have been actually performed for, furnished, and delivered to the Board of Education, Alexandria Bay NY; that said
claim is just, due and unpaid that there are no offsets against the same; that the items and specifications therein are correct, that the sums
charged are reasonable and just; that no payment has been made on account thereof, except as included or referred to in such account or

claim.

Claimant/Vendors Name Signature of Claimant or Corporation Officer Date
(Please Print)

Date Signature of Purchasing Agent



Home of the Purple Ghosts

34 Bolton Avenue, Alexandria Bay, New York 13607 Phone: 315-482-9971 Fax: 315-482-9973

To Be filled in by Claimant:

Official’s Name: Social Security#

Mailing Address:

Work Alone:  (Circle): Yes No

Sporting Event:
Opponent: Level (circle): MOD JV VARSITY
Game Date:
Circle: Active Probationary
Base Game Fee:
Mileage Region: = Mileage Total:
_ Syracuse 25 miles
_ Watertown 30 Miles Grand Total:
_ Utica 28 Miles
Athletic Director’s Signature
Office Use Only
Received
Checked By
Date
Approved By
Date

A28554

This is to certify that the work, labor, services, and supplies charged in the above account or claim and included in the same amount to §

have been actually performed for, furnished, and delivered to the Board of Education, Alexandria Bay NY; that said claim is just, due and unpaid that there
are no offsets against the same; that the items and specifications therein are correct, that the sums charged are reasonable and just; that no payment has
been made on account thereof, except as included or referred to in such account or claim.

X
Claimant/Vendor Name Signature of Claimant or Corporation Officer Date

( Please Print)

Date Signature of Purchasing Agent



Alexandria Central School

gﬁo-oto Home of the Purple Ghosts

34 Bolton Avenue, Alexandria Bay, New York 13607 Phone: 315-482-9971 Fax: 315-482-9973

Internal Violation of Purchasing Policy

This notice is to advise you that your Department is in Violation of the Alexandria Central School District
purchasing policy for the following:

Date:

Department:

Vendor:

P.O. #:

For Auditing purposes, a brief explanation is necessary. This information is required in order for
payment to be released. Thank you.

Reason for Violation:

Protocol put in place to prevent this from happening in the future:

Name: Date:

Date notice sent:

www.alexandriacentral.org



Alexandria Central School

_”_to' Home of the Purple Ghosts®

34 Boiton Avenue, Alexandria Bay, New York 13607 Phone: 315-482-9971 Fax: 315-482-9973

Date:

Vendor Name:

Address:

Re: Placing Orders for Goods or Services
From: Brianne Kirchoff, SDBL, CPA

School District Business Leader

This letter is being sent to advise you that providing services or orders to district employees without an
AUTHORIZED PURCHASE ORDER is in violation of the Alexandria Central School District’s purchasing

policy.

Please be aware that it is the District’s Policy that goods and services can only be ordered with an
AUTHORIZED PURCHASE ORDER issued by the District’s Business Office. Alexandria Central School
District will not be responsible for payment of any goods or services that do not have an Authorized Purchase
Order PRIOR to the commencement of services or the shipment of goods. Suppliers should not ship any
product or perform any services before they have received a signed copy of the Purchase Order. Faxed
Purchase Orders signed by the Purchasing Agent are acceptable. Thank you in advance for your cooperation in

this matter.

If you have any further questions, please contact the Business Office.

Signature:

Date:

www.alexandriacentral.org



Alexandria Central School

A
C’)ﬁ(mw Home of the Purple Ghosts
=1 L=

K

34 Bolton Avenue, Alexandria Bay, New York 13607 Phone: 315-482-9971 Fax: 315-482-9973

PURCHASE ORDER REQUEST

Date: Dept./Grade:

CODE Amount

Telephone Number

Fax Number () and/or email
QUANTITY Itemi# DESCRIPTION UNIT PRICE TOTAL
Subtotal $
Shipping if applicable $
Total $
Administrator Approval Date
Superintendent Approval Date

PO# Date
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