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Purchasing Staff 
 

Michelle Johnson 
Purchasing Director 
972-563-7504 x3323 

Michelle.johnson@terrellisd.org 
 
Website: www.terrellisd.org 
 

THE PURCHASING MANUAL 

 

This purchasing manual will: 

 Provide guidance to school district employees at the campus and department levels in 
requisitioning materials, equipment and services 

 Inform district staff of the appropriate purchasing laws for district purchases 
 Acquaint vendors with the school district’s purchasing policies and procedures 
 Promote consistency in purchasing applications throughout the school district 

 

All district personnel with purchasing authority should be familiar with the legal requirements for purchasing 

prescribed in Education Code Chapter 44.031 and Board of Education Policy CH’s. (**See the purchasing law section 

of this manual**) All Terrell ISD purchases and acquisitions must meet these legal requirements. In order to assure 

legal compliance with purchasing law, the district has elected under Texas Government Code 2155, Subchapter I to 

participate in cooperative purchasing programs. 

COMMUNICATION 

 

The information in this purchasing manual should be shared with all Terrell ISD personnel who are responsible for any 

procurement procedure for the district. 

This manual will be posted on the purchasing webpage: Notify all staff members with procurement authority of the 

location of the purchasing manual. Or, please make copies of this manual as needed for staff members. 

 

Contact the purchasing department with any procurement questions. 
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Terrell Independent School District 

Non-Discrimination Statement 
 

In its efforts to promote nondiscrimination and as required by law, Terrell ISD does not discriminate on the 
basis of race, religion, color, national origin, gender, sex, disability, age, or any other basis prohibited by law, in 
providing education services, activities, and programs, including CTE programs, and provides equal access to 
Boy Scouts and other designated youth groups. The following District representatives have been designated to 
coordinate compliance with these legal requirements. 

 
The District designates the following person to coordinate its efforts to comply Title IX of the Education 
Amendments of 1972, as amended: 
Stacey Ellis, Executive Director of Human Resources  
700 N. Catherine Street 
Terrell, TX 75160 
972-563-7504 

 
The District designates the following person to coordinate its efforts to comply with Title II of the Americans 
with Disabilities Act of 1990, as amended, which incorporates and expands upon the requirements of Section 
504 of the Rehabilitation Act of 1973, as amended: 
Debi Rogers, Executive Director of Special Education Services 
700 N. Catherine Street 
Terrell, TX 75160 
972-563-7580 
 

If you need the assistance of the Office for Civil Rights (OCR) of the Department of Education, the address of 
the OCR Regional Office that covers Texas is:  

Dallas Office for Civil Rights, U.S. Department of Education  
1999 Bryan Street, Suite 1620  
Dallas, TX 75201-6810  
Telephone: (214) 661-9600  
Facsimile: (214) 661-9587  
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Purchasing Overview 

A major management process supporting financial accountability in Texas public school is the purchasing 

function.  Purchasing has several links to overall accountability initiatives, which include the following: 

 Strategic Link:  The overall mission of purchasing is to use available fiscal resources to obtain the 
maximum product or service for the resources expended. 
 

 Operational Link:  Purchasing supports instructional delivery, administration and other services.  
Performance and goal achievement throughout the school district depend on its effectiveness. 
 

 Tactical Link:  The purchasing process influences day-to-day financial functions, including budget 
management, and accounting and accurate financial reporting. 

 

Purchasing in the public sector environment presents numerous challenges including: 

 The requirement to comply with numerous statues, policies, legal interpretations and procedures: The 
complexity of these requirements demands not only knowledge of purchasing laws and standards but 
compliance in implementing a purchasing system that also meets user needs. 

 The dynamic and diverse nature of the public education organization environment:  School districts are 
complex organizations with diverse functions.  Although instruction is the heart of the organization, 
numerous other services, ranging from custodial services to nutrition services, to tax collection, 
support the overall educational mission.  These district organizational units need a procurement 
process that is responsive to their needs. 

 The competition among vendors for school district business:  The strong competition among vendors 
for school district business may create pressure on school district personnel for product selection, bid 
awards, and dispute resolution.  Most school districts seek to foster both good vendor relations and 
strong competition but balance them with objective purchasing decisions. 

 The consistent oversight by interest groups:  Diverse groups including those from the public, the 
media, state and federal agencies, and auditors scrutinize school district purchasing.  Strict adherence 
to established guidelines and consistency in record keeping, documentation and execution of 
procedures assists the school district in withstanding this scrutiny. 

 The many “gray” areas relating to the purchasing methods and procedures:  Complex and diverse 
needs create challenges for districts to determine the appropriate purchasing methods. Ever changing 
legislative, executive and judicial decisions at both the state and federal levels further complicate the 
procurement process.  
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PURCHASING ETHICS 

The competitive nature of the public purchasing arena and the expenditure of significant amounts of public funds 

require that ethical standards be incorporated into the foundation of all purchasing functions.   

Numerous problems may be encountered, not limited to but including the following: 

 Employees:  In an effort to get the job done successfully and on time, are tempted to circumvent policies, 
procedures and laws, or make their own liberal “legal” interpretations of existing policies.  Such activity, 
although well intentioned, will cause ethical problems. 
 

 Sequential purchasing:  Purchasing the same items or similar types of items in the same category over the 
course of twelve months may exceed the school district and / or state competitive quotation and procurement 
requirements.  Although some sequential purchasing is intentional, it usually results from needs that could not 
be anticipated.  It may also result from lack of centralization and / or centralized control of the purchasing 
function. 
 

 Component purchasing:  An item (usually equipment) that is purchased in pieces is component purchasing and is 
an attempt to circumvent bid laws or other requirements by buying an item through the issuance of multiple 
purchase orders for the component parts of the item versus a single purchase order for the entire item.  
Repeated purchases of additional optional equipment or parts after an initial purchase may create the 
perception of component purchasing. 

 

Here is what the policy says: 

A Board Member, employee, or agent shall not, with criminal negligence, make or authorize separate, sequential, or 

component purchases to avoid the purchasing requirements set out in Education Code 44.031.  An officer or employee 

shall not knowingly violate Education Code 44.031 in any other manner. 

Component Purchases:  the purchase of component parts of an item that in normal purchasing practices would be made 

in one purchase.  Example:  Table tops, table bases purchased separately in two purchases that totaled under $50,000 

each, and then assembled to become one unit. 

Separate Purchases:  Purchases of items made separately that in normal purchasing practices would be made in one 

purchase.  Example:  One truckload of paper at $25, 000 in August and another order in January of $30,000.  Each 

individual purchase is under the legal threshold of $50,000 but altogether exceeds the legal limit of $50,000 for bidding. 

Sequential Purchases:  Purchases made over a period of time that consists of items that in normal purchasing 

practices would be made in one purchase.  Example:  The purchase of band instruments in the following 

manner; all brass instruments in one order totaling $23,900, all woodwinds in one order totaling $24,500, and 

all percussion in one order totaling $20, 999.  When purchased separately, no single purchase was over the 

District’s maximum threshold, but altogether the purchases exceed the threshold amount. 

 

Violation of this provision is a Class B misdemeanor and an offense involving moral turpitude, which conviction 

shall result in removal from office or dismissal from employment.  A Board Member who is convicted of a 

violation of this provision is considered to have committed official misconduct and for four years after the 

date of the final conviction, the removed person is ineligible to be appointed or elected to public office in 
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Texas, is ineligible to be employed by or act as an agent for the state or political subdivision, and is ineligible to 

receive any compensation through a contract with the state or political subdivision.  (See BBC LEGAL) 

Education Code 44.032 

Ethical standards relating to conflicts of interest, financial interest in firms conducting business with the school 

district, kickbacks and gratuities, and improper use of a position or confidential information should be clearly 

communicated throughout the school district. 

Additionally, school district personnel should be made aware of the penalties for violations of purchasing laws 

and ethics which may include criminal prosecution and loss of employment opportunities. 
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VENDOR GIFTS AND RELATIONS 

School district officials and employees cannot accept anything of value from a vendor, such as personal gifts or 

gratuities, which may be construed to have been given to influence the purchasing process.  Although such practices 

may be legitimate and generally accepted in the private sector, giving and receiving gifts in the public sector may 

constitute a violation of law. 

It is a good practice for school districts to consult with its attorney and / or other legal counsel at TEA or the Attorney 

General’s Office to develop policies regulating the acceptance of vendor gifts (Terrell ISD policies: CAA Local, DBD Local, 

and CB Local). These policies should not only conform to the applicable statues but should also reflect the district’s 

philosophy regarding regulation of the acceptance of the following from existing or prospective vendors: 

 Meals 

 Trips 

 Tickets for entertainment 

 Gifts of any value 

 Discount on personal purchases outside of the district 
 

NOTE: “Gift to a Public Servant” is a Class A misdemeanor offense if the recipient is a government employee who 

exercises some influence in the purchasing process of the governmental body.   

A government employee who exercises some influence in the purchasing process of the governmental body includes but 

is not limited to: 

 Purchasing personnel 

 Business Office personnel 

 Administrators at the campus level and Administration level 

 Board Members 

 Any employee participating in bid evaluations 
 

School districts should also be aware of the disclosure requirements regarding federal conflict of interest regulations 

that prohibit an employee (and members of the employee’s immediate family) who is involved in administering, 

directing or authorizing federally funded transactions. 
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COMPETITIVE PROCUREMENT OPTIONS 

Texas Education Code 44.031 (a) and (b), states that all contracts, except contracts for the purchase of 

produce or vehicle fuel valued at $50,000 or more for each 12-month period are to be made by the method or 

methods that provide the best value to the district.  The law enumerates several options for competitive 

procurement that are available to school districts.  These options include: 

1. Competitive bidding for services other than construction services 
2. Competitive sealed proposals for services other than construction services 
3. Request for proposals (for services other than construction services) 
4. Inter-local contracts 
5. A method provided by Chapter 2269, Government Code, for construction services 
6. Reverse auction procedure as defined by Section 2155.062 (d), Government Code 
7. The formation of a political subdivision corporation under Section 304.001, Local Government Code. 

Note: Users are encouraged to provide names of prospective bidders / vendors to Purchasing. 
 
COMPETITIVE BIDS 
 
Competitive bidding is a formal process that may also be referred to as competitive sealed bidding, sealed bidding or 

formal bidding.  It is an option available to school districts for the procurement of goods and services.  The purpose of 

competitive bidding is to stimulate competition and obtain the lowest practical price for the work, service and / or 

item(s) needed.  The competitive bidding process requires that bids be evaluated and awards made based solely upon 

bid specifications, terms and conditions contained in the request for bid document, and according to the bid prices 

offered by vendors and pertinent factors that may affect contract performance. 

State law requires that the purchase, lease or lease-purchase of a school bus be competitively bid when the contract is 

valued at $20,000 or more.  In addition, federally funded child nutrition program purchases of at least $25,000 must be 

competitively procured.  Under federal guidelines this means through a Competitive Bid or Request for Proposal 

process. 

The advertisement for bids, description in the request for bids of item(s), work and / or services and specific terms and 

conditions must be done in a manner that stimulates competition and obtains the lowest practical price.  A request for 

bids contains the following elements: 

 Purchase description or specifications covering the item(s) to be obtained 

 Work and / or services needed 

 Terms and conditions for the proposed bid contract 

 Time and place for opening bids and other provisions 
 

The bid process itself should be structured and incorporated into school district purchasing procedures.  The process 

should involve: 

 Development of clear specifications 

 Advertising for competitive bids 

 Responding to vendor questions 

 Procedures for opening and tabulating the bids 

 Analysis of the bids to ensure compliance with requirements 

 Recommending the vendor(s) for bid award 

 Award of the bid by the Board of Trustees 
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Competitive bidding is further defined and specifications for bid documents and newspaper advertisements as well as 
other terms and conditions pertinent to the competitive bid process are found in the Handbook on Purchasing for Texas 
Public Schools, Junior Colleges and Community Colleges. 
  
COMPETITIVE SEALED PROPOSALS / REQUEST FOR PROPOSALS 

The competitive sealed proposals process is an alternative to competitive bidding.  The terms and conditions of the 

competitive sealed proposals are identical to those for competitive bidding except that an important difference between 

competitive sealed proposals and competitive sealed bidding relates to the finality of initial offers.  Under competitive 

sealed proposals, changes in the nature of a proposal, and in price, may be negotiated after proposals are opened.  In 

contrast, changes in the price of goods and services are not negotiable in the competitive bidding process.  The 

competitive sealed proposal process provides for full competition among proposals and allows for negotiation with the 

proposer or proposers to obtain the best services or goods at the best price.  Competitive proposal procedures are 

recommended where other procurement procedures are not required according to state or federal rules, laws or 

regulations, in order to stimulate competitive prices for goods and services. 

Competitive bidding is prohibited for certain types of professional services, including engineering, architectural, 

accounting and certain other services (Chapter 2254 Government Code). However, Chapter 2254 of the Government 

Code does specify a two-step proposal process for obtaining services from architects and engineers. 

A Request for Competitive Sealed Proposals (CSP) is a part of the proposal process.  The CSP is the mechanism that 

generates the receipt of competitive sealed proposals and should contain several key elements: 

 Determination by Board of Trustees that this method will provide the best value for the district (Must be done 
first for construction contracts) 

 Newspaper advertisement 

 Notice to proposers 

 Standard terms and conditions 

 Special terms and conditions 

 Scope of work 
o Scope and intent 
o Definitions and applicable documents 
o Requirements 
o Quality assurance 

 Acknowledgement form or response sheet 

 Felony conviction notice 

 Contract clause 
A “Request for Proposals” may also be used as a procurement option to generate a non-sealed competitive proposal.  In 

the instance, a school district may open the proposals upon receipt and begin the negotiation process for the offered 

goods / services.   

INTERLOCAL CONTRACT 

A district can contract or agree with another local government, including a nonprofit corporation that is created and 

operated to provide one or more governmental functions and services, or with the state or a state agency, including the 

General Services Commission, to purchase goods and any services reasonably required for the installation, operation or 

maintenance of goods.  The purpose of an Inter-local contract may be to study the feasibility of using an Inter-local 

contract to perform a governmental function or service, or to provide a governmental function or service that each party 

to the contract is authorized to perform individually. 
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Local governments that are parties to an Inter-local contract for the performance of a service may, in performing the 

service, apply the law applicable to a party as agreed by the parties.  (Section 791.012, Governmental Code) 

Requirements for Inter-local contracts include: 

 Authorization by the governing body of each party to the contract 

 Statement of the purpose, terms, rights and duties of the contracting parties 

 Specifications that each party paying the performance of governmental functions or services must make those 

payments from current revenues available to the paying party. 

Inter-local contractual payments must fairly compensate the party who performs the services or functions under the 

contract.  In addition, the parties to an Inter-local contract may create an administrative agency or designate an existing 

local government to supervise the performance of the contract.  Consequently, the agency or designated local 

government can employ personnel, perform administrative activities and provide administrative services necessary to 

perform the Inter-local contract.  (Government Code 791.011-791-025) 

Terrell ISD currently has Interlocal Agreements with the following Purchasing Cooperatives: 

 Department of Information Resources (DIR) 

 Education Purchasing Cooperative of North Texas (EPCNT – Region 10 & 11 School Districts) 

 Choice Partners Purchasing Cooperative 

 Houston-Galveston Cooperative Purchasing (H-GAC) 

 Purchasing Association of Cooperative Entities (PACE) 

 Texas Multiple Award Schedule (TXMAS) 

 BuyBoard Cooperative Purchasing 

 MRPC – Region 10 

 Omnia Partners / Public Sector (Formerly National IPA / TCPN) 

 Region 19 – Allied States Cooperative 

 Region 7 Purchasing Cooperative 

 Sourcewell 

 Tarrant County Co-op 
 The Interlocal Purchasing System (TIPS) 

 TxSmartBuy State Purchasing 
 

SOLE SOURCE  

Selected purchases may be exempt from competitive procurement if they meet the established criteria for sole source 
purchase (Education Code 44.031(j)-(k)): 
 

 Identification and documentation that competition in providing the item or product to be purchased is 
precluded by the existence of a patent, copyright, secret process or monopoly. 

 A film, manuscript, or book 

 A utility service, including electricity, gas, or water 

 A captive replacement part or component for equipment 

 Sole source does not apply to mainframe data-processing equipment and peripheral attachments with a single 
item purchase price in excess of $15,000. 

 
It is incumbent upon the district to obtain and retain documentation (Sole Source Affidavit) from the vendor, which 
clearly delineates the reasons that qualify the purchase to be made on a sole source basis.  
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PRICE QUOTES 
 
To obtain the most competitive price, a district, at its option may obtain price quotes for items costing less than 
$10,000.  The district’s purchasing procedures should clearly define the lower figure for which quotes are required and 
obtained and retain written verification of the prices quoted.  Unlike the mandatory price quotation (three quotes 
needed) described for purchases over $10,000 and under $50,000, if an items costs less than $10,000 a district may 
utilize price quotations from currently contracted or competing vendors to stimulate competition and to attempt to 
receive the most favorable pricing.   
NOTE: Although districts may design purchasing structures with requirements more restrictive than those mandated by 
the state, the district requirements regarding competitive procurement procedures, purchasing policies must not be less 
restrictive. 
All purchase requests may require a quote from the District’s contracted vendor and non-contracted vendors.  The 
quotes should contain a breakdown of the items with description and model number, quantity, unit cost, extended cost 
and grand total. These quotes can be e-mail quotes or submitted on a vendor’s letterhead and should be attached to the 
purchase order request. 
Purchase requests in excess of $10,000 but less than $50,000 will require three quotes for requests from non-contracted 
vendors. District Contracted Vendors will still only require one quote in most cases. 
Any single item purchase from a District Contracted Vendor that is over $10,000 will require three quotes. 
 
Definition: District’s contracted vendor – a vendor awarded by the district for purchases covered by a bid contract.   
Definition: District non-contracted vendor – a vendor approved by the district for purchases not covered by a bid 
contract. 
 
Note:  Purchases from non-contracted vendors will be aggregated categorically in order to determine a time when a 
formal procurement process must be initiated, as required by TEC 44.031. 

 

APPROVAL LEVELS 

Purchase orders require approval at the District level.  The Purchasing Staff has the responsibility to ensure the 

purchases are documented with the appropriate annotation to document a current bid process, Board awarded 

contract, Cooperative purchase or other allowable procurement method available under TEC 44.031. 

Requisition requests will have various levels for approval.  A typical hierarchy for approval would be – secretary / 
campus principal or department head / purchasing. 
It is possible that requisitions could be routed to special departments such as technology, accounting or federal funds.  
The approval levels may differ depending on the types of purchases. 

 
COMPETITIVE PROCUREMENT CATEGORIES 

The following is a partial list of related categories to be used as a guide to determine requirements under the Texas 

Education Code District purchasing law.  Districts shall add to this list as aggregate dollars of contracts exceed the 

threshold amount.  This list is non-inclusive.  Note:  Items in the supplies and materials sub-categories or within each 

equipment / non-consumable category listed below must be considered as an aggregate purchase if available from a 

single vendor; however, contracts may be split into seasonal purchases. (Due to the large amounts of district wide 

purchasing in these categories, the majority of items may be part of a proposal, bid, quote, or purchasing cooperative.) 

Recommended procurement categories to be bid per TEA: 

  Athletics: athletic/trainer supplies, various sports supplies, uniforms, equipment and nonconsumables  

 Custodial: chemicals/janitorial supplies/paper products/can liners, contracted services, equipment and non-
consumables.  
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 Food Service: bread, dry goods, canned and frozen foods, fresh meat and poultry, milk, nonfood supplies, 
equipment and non-consumables.  

 Instructional/General – Capital Equipment: art equipment and supplies; audio visual equipment and supplies; 
band instruments; computers/hardware and software; copy machines; instructional equipment, supplies and furniture; 
library supplies and furniture; office supplies, equipment and furniture; playground equipment; science equipment; 
telephone equipment; dictionaries; duplicating paper; industrial gases; instructional teaching aids/supplies; library 
books, periodicals, filmstrips, videos, cassettes; maps and globes; nursing supplies; office supplies and equipment; 
physical education supplies; science supplies and equipment  

 Maintenance: electrical supplies and parts; ground maintenance supplies; Freon; HVAC supplies and parts; 
lumber and related building materials; paint; plumbing supplies and parts; roofing supplies; equipment and non-
consumables  

 Transportation: automotive parts and supplies; lubricants and oils; buses; capital equipment; storage tanks; 
vehicles, trucks and vans  

 Bank Depository  Nonprofessional Services: photocopy services, personal computer services and other 
equipment services contracts 

 Real Property: land and buildings  

 Insurance  

 

TEXAS EDUCATION CODE DISTRICT PURCHASING LAW LIMIT SUMMARY 

 $15,000 Mainframe Data Processing Equipment and Peripheral Attachments 
 $20,000 School Buses Lease / Lease Purchase / Purchase 
 $25,000 Federally Funded Child Nutrition Programs 
 $50,000 Public Works Contracts / Real Property 
 $50,000 Personal Property 
 $50,000 Nonprofessional Services 
 $50,000 Energy Management Systems 

 

TERRELL ISD BOARD POLICY CH(LEGAL) BID THRESHOLD 

 $50,000 Personal Property (Goods and Services) 

 
QUOTE SUMMARY FOR DISTICT CONTRACTED VENDORS: 
 
$1 - $10,000     Single quote needed 
$10,000 +     Single quote needed 
$10,000+ (single item purchase)   Three quotes needed 
 

QUOTE SUMMARY FOR DISTRICT NON-CONTRACTED VENDORS: 

$1 - $10,000     Single quote needed 
$10,000 - $49,999    Three quotes needed 
>$50,000     Formal Procurement 
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VENDOR AWARD CRITERIA 
 
Texas Education Code 44.031 states that in determining contracts to vendors, the district shall consider: 

 The purchase price; 

 The reputation of the vendor and of the vendor’s goods and services; 

 The quality of the vendor’s goods or services; 

 The extent to which goods or services meet the district’s needs; 

 The vendor’s past relationship with the district; 

 The impact on the ability of the district to comply with laws and rules relating to historically underutilized 

businesses (HUB); 

 The total long-term cost to the district to acquire the vendor’s goods or services; 

 For a contract for goods and services, other than goods and services related to telecommunications and 
information services, building construction and maintenance, or instructional materials, whether the vendor of 
the vendor’s ultimate parent company or majority owner: 

o Has its principal place of business in this state; or 
o Employs at least 500 persons in this state; and 

 Any other relevant factor specifically listed in the request for bids or proposals. 

 
 
NEW VENDOR REQUESTS 
 
Before a vendor is able to do business with the school district, the vendor must go through the bidding / proposal 

process or be a member of a purchasing cooperative, be a qualifying sole source vendor or provide services or products 

in a commodity / category that Terrell ISD does not meet the bid requirement.  All vendors must submit a current W9.  

 

 
VENDOR PERFORMANCE EVALUATION 

 
A system for the evaluation of vendors and their performance is important to support an effective 
purchasing function. Factors to consider for inclusion in the evaluation are: 

 Timeliness of deliveries 
 Service availability 
 Completeness and accuracy of order 
 Quality of products or services received 

Whenever problems are encountered with a bid vendor (i.e., a vendor fails to deliver certain items or 
delivery does not meet specifications), it is important to document the problem, noting the date and an 
accurate description of the problem. The vendor should be contacted by e-mail, telephone or fax to 
communicate specifically how the school district wants the problem corrected. The school district should 
keep a record of all phone calls and e-mail correspondence, including the dates and what was discussed. 
If the problem is not resolved or continues, written notification that states the problem, the corrective 
action required and that the vendor’s failure to correct the problem will be considered a breach of 
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contract and could result in the cancellation of the contract, should be given to the vendor.  This record 
of information about vendor performance is very important in the evaluation of the vendor.  

If significant problems are encountered with the vendor, the school district, via the Purchasing 
Department, should consult with legal counsel concerning the removal of the vendor from the approved 
vendor list and discontinuing any business with the vendor. 

Finally, the school district should try to develop and maintain an open and professional relationship with 
each vendor while still maintaining total independence and objectivity. 
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SECTION B 
METHODS OF PURCHASING 
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PURCHASE ORDERS 

Terrell ISD Board Policy CH (Local) Under Purchase Commitments states “All purchase commitments shall be 
made by the Superintendent in accordance with administrative procedures including the District’s purchasing 
procedures.” Within the Terrell ISD, a PURCHASE ORDER shall always be used unless an alternative method is 
necessary and/or more practical. Alternative methods must be pre-approved prior to making the purchase. 
 
Purchase orders are among the most commonly utilized methods for procuring goods and services within the 
Terrell ISD. As its name implies, this document serves as a formal order (contract offer) for goods, materials 
and/or services from a vendor. A PO, after the final approval process, is a binding commitment for a district to 
remit payment to the vendor after the district receives the goods or services listed. 
 
A PO is also an important accounting document. It should contain information on the expenditure to be made 
and the account code to be charged. Once issued, the PO encumbers funds, which serves as an expenditure 
control mechanism. Finally, the PO is utilized in the accounts payable process as it documents that an order 
has been placed and is acceptable by the user, and the user can make payment to the vendor upon verified 
receipt. The receiving process from the user is a very important process.  With current law, failure for the 
originator to show that the item(s) is/are received could delay payment. Payments beyond 46 days after 
receiving purchased item(s) require a late payment fee of 1.5% to the vendor without being invoiced by the 
vendor. 
 
Until a PO receives final authorization / approval, it is a purchase requisition. Only individuals having proper 
authority should initiate requisitions. The Budget Owner should approve requisitions, initiated by personnel 
with budget code access. The Budget Owner is the principal, Chief, Department Head, Division Administrator, 
or the Superintendent. The program administrator should approve requisitions that require expenditures from 
the Special Revenue Funds. 

 
Section §44.052 of the Texas Education Code states that a superintendent who approves any expenditure of 
school funds in excess of the amount appropriated for the item(s) in the adopted budget commits a Class C 
misdemeanor offense. Consequently, close supervision and monitoring of the availability of budget dollars and 
of the approval process for requisitions is an important element of a district’s purchasing process. 

 
The requisition should always include the following; 

 A description of the items to be purchased (the description should be complete enough for 
anyone to understand the item(s) being purchased); 

 The quantity needed/requested; 
 The Bid Number included on the PO in the space provided; 
 A suggested vendor (from the District’s approved vendor list of currently contracted 

vendors, making sure a bid vendor is used if applicable); 
 The appropriate code of the account to be charged; 
 Pricing / per unit, extended and in total; 
 Quote provided by vendor; 
 Any applicable payment terms; 
 Discounts if applicable; 
 Shipping arrangements if applicable; 
 Any other pertinent factors such as delivery destination, etc. 

 
The online requisition initiated by Terrell ISD staff is only a requisition until final approval by Purchasing 
Services. Phoning in to a vendor a PO number prior to final approval, or faxing a “print screen” of the entered 
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PO or any other unauthorized document(s) is a violation of these administrative regulations and subject to a 
number of disciplinary actions. 
 
Requisitions are processed every day and PO’s are printed at 3:00pm daily. 

 
BLANKET PURCHASE ORDERS 

A blanket purchase order is issued to an approved vendor authorizing purchases over a period of time. A 

Blanket PO is valuable because it allows the purchase of items quickly on an as-needed basis. A Blanket PO 

usually reduces both paperwork and related processing costs, however, Blanket PO’s must follow certain 

criteria: pre-qualifications of vendors, limitation on the maximum amount for purchases, a specific time frame 

for purchases covered and identification of authorized purchasers. 

Blanket PO’s are issued so that supplies, materials or services are available “as needed” by user departments. 

Blanket PO’s are requested by user departments and, if approved by Purchasing Services, issued to vendors. 

End users will take the blanket PO with them when making a purchase. 

Purchasing Services has the following responsibilities regarding a Blanket PO: 

 Ensure there is a “NOT TO EXCEED” dollar amount and a specific timeframe for purchases (Not to 
exceed one semester); 

 Some “Blanket PO’s” may be used once / One and done; 
 Ensure there is a list of authorized purchasers listed on the PO; 
 Ensure that the Bid Number is on the PO if  applicable; 
 Ensure all purchases comply with bid laws and District Policies. 

Financial Services has the following responsibilities regarding a Blanket PO: 

 Ensure the Blanket PO is used as described in the body of the PO; 
 Obtain approval from the Budget Manager (or agreed upon designee) via email or signature on 

the receipt for each receipt submitted to be paid from a Blanket PO; 
 Notify Purchasing Director to review with Budget Managers if improper/illegal purchases are made; 
 Notify Purchasing Director if receipts exceed the approved PO amount; 
 All blanket PO’s must be closed before end of fiscal year / Cannot cross fiscal years; 

The Budget Manager has the following responsibilities regarding Blanket Purchase Orders: 

 Ensure Blanket PO is submitted with proper documentation and notations including a list of 
authorized purchasers; 

 Ensure all purchases comply with bid law and District policy; 
 Responsible to maintain purchases under the “NOT TO EXCEED” amount. 

Additional responsibilities regarding Blanket PO’s to Bid Vendors: 

 Only used for products and services specified in the respective bid; 
 List of persons authorized to make purchases must be printed on the PO; 
 Must not be used to circumvent bids we have in place (i.e. purchase of tools from vendors other 

than approved TOOL SUPPLY BID VENDOR). 

Additional responsibilities regarding Blanket PO’s to Non-Bid Vendors: 

 Only used to purchase NON BID ITEMS for which a formal bid is not  required; 
 PO must specifically identify those items approved for purchase (i.e. candy, party supplies, food 

items, etc.); 
 Must include a “NOT TO EXCEED” amount; 
 Only valid for that purchase; 
 May not overlap budget years; 
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 List of persons authorized to make purchases must be printed on PO; 
 Must not be used to circumvent bids currently in place (i.e. purchase of art supplies from 

vendor other than approved ART SUPPLY VENDOR). 
 

PAYMENT AUTHORIZATIONS 
 
Payment Authorizations should only be used for the following: 

 Nutrition catering services 

 Ordering paper from warehouse 
 Meal advance for travel per diem 

 Officials for athletic events 

 Hotel Reservations 
 Stamps from the Post Office 

 Employee Extra Duty Pay 

 *Personal Reimbursements – must have prior approval before purchase is made 
 

All Payment authorizations must have appropriate documentation to be processed. Original invoices 
must be attached. 

*Personal Reimbursements for school materials is not allowed.  
Purchase Orders are required for all school district related purchases. 
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Section C 
Enforcement / TEA Penalties / Gifts 
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TEXAS EUDUCATION CODE – SUBCHAPTER B 

Sec. 44.032. 
 Enforcement of Purchasing Procedures: Criminal Penalties: 

Removal; Ineligibility.  
 

(a) In this section: 
 “Component purchases” means purchases of the component parts of an item that in 

normal purchasing practices would be purchased in one purchase. 
 “Separate purchases” means purchases made separately, of items that in normal 

purchasing practices would be purchased in one purchase. 
 “Sequential purchases” means purchases, made over a period; of items that in normal 

purchasing practices would be purchased in one purchase. 
(b) An officer, employee or agent of a school district commits an offense if the person with criminal 

negligence makes or authorizes separate, sequential, or component purchases to avoid the 
requirements of Section 44.031(a) or (b).  

 An offense under this subsection is a Class B misdemeanor and is an offense involving 
moral turpitude. 

(c) An officer, employee, or agent of a school district commits an offense if the person with criminal 
negligence violates Section 44.031(a) or (b) other than by conduct described by Subsection (b).  

 An offense under this subsection is a Class B misdemeanor and is an offense involving 
moral turpitude. 

(d) An officer or employee of a school district commits an offense if the officer or employee 
knowingly violates Section 44.031, other than by conduct described by Subsection (b) or (c).  

 An offense under this section is a Class C misdemeanor. 
(e) The final conviction of a person other than a trustee of a school district for an offense under 

Subsection (b) or (c) results in the immediate removal from office or employment of the person.  
 A trustee who is convicted of an offense under this section is considered to have 

committed official misconduct for purposes of Chapter 87, Local Government, and is 
subject to removal as provided by that chapter and Section 24, Article V, Texas 
constitution. For four years after the date of the final conviction, the removed person is 
ineligible to be a candidate for or to be appointed or elected to a public office in this 
state, is ineligible to be employed by or act as an agent for the state or a political 
subdivision of the state, and is ineligible to receive any compensation through a contract 
with the state or a political subdivision of the state. This subsection does not prohibit 
the payment of retirement benefits to the removed person or the payment of worker’s 
compensation benefits to the removed person for any injury that occurred before the 
commission of the offense for which the person was removed. This subsection does not 
make a person ineligible for an office for which the federal or state constitution 
prescribes exclusive eligibility requirements. 

(f) A court may enjoin performance of a contract made in violation of Section 44.031(a) or (b). A 
county attorney, a district attorney, a criminal attorney, or a citizen of the county in which the 
school district is located may bring an action of an injunction.  

 A citizen who prevails in an action brought under this subsection is entitled to reasonable 
attorney’s fees as approved by the court. 
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From The Texas Education Agency Financial Accountability Resource Guide; Purchasing 
Module, 3.2.2.4 Vendor Gifts and Relations 

 
School district officials and employees cannot accept anything of value from a vendor, such as personal gifts or 

gratuities, which may be construed to have been given to influence the purchasing process. Although such 

practices may be legitimate and generally accepted in the private sector, giving and receiving gifts in the public 

sector may constitute a violation of law. 

It is a good practice for school districts to consult with its attorney and/or other legal counsel at TEA or the 

Attorney General’s Office to develop policies regulating the acceptance of vendor gifts. These policies should 

not only conform to applicable statues but should also reflect the district’s philosophy regarding regulation of 

the acceptance of the following from existing or prospective vendors: 

 Meals 
 Trips 
 Tickets for Entertainment 
 Gifts of any value 

 

NOTE: “Gift to a Public Servant” is a Class A misdemeanor offense if the recipient is a government employee 

who exercises some influence in the purchasing process of the governmental body. This would certainly 

apply to anyone who helps establish specifications or is involved in product selection or directs a purchase. 

Another legal consideration is the disclosure of conflict of interest by board members. If a board member or 

member of their immediate family has a financial interest in a business entity(s), they are required to 

disclose this relationship through the execution of an affidavit. Board members should abstain from voting 

on award of contracts to businesses in which they or their immediate family members have a financial 

interest. 

School districts should also be aware of the disclosure requirements regarding federal conflict of interest 

regulations which prohibit an employee (and member of the employee’s immediate family) who is involved 

in administering, directing or authorizing federally funded transactions from having a financial interest in a 

vendor associated with federally funded transactions. 
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SECTION D 
Sales Tax 
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TAXABLE STATUS OF PURCHASES 

All items purchased by a public school for the school’s own use qualify for an exemption from sales tax if the 

items purchased relate to the educational process. The school, school district or an authorized agent should 

provide the seller a tax exemption certificate. To be valid, the certificate must state that the merchandise 

being purchased is for the organization’s own use in providing education, is being made in the name of the 

organization, and that payment shall be made from the organization’s own funds. The school district should 

not reimburse employees for sales tax they paid on purchases made on behalf of the school district (5.5.5) 

 

Purchases for their own use by individuals, even though connected with a school or school organization, are 

not exempt from the tax. As an example, cheerleaders purchasing their own uniforms, teachers purchasing 

computer equipment, band members purchasing their own instruments and athletic teams purchasing their 

own jackets are not tax exempt. (5.5.5) 

 

**For all other sales tax issues, please see the Business Services Manual 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


