
Purchasing Procedures

Procedure #P100   Purchase of Goods and Services

Contact Person:
Controller
Goal:


To purchase the highest quality goods and services at the lowest cost
Process:
· It shall be the requestor’s responsibility to locate a vendor to provide necessary and reasonable goods and services at the lowest price and highest quality [Goal]

· A Peoplesoft purchase order or a District Credit Card must be used for the procurement of goods and services. [Internal Control Requirement]

· The District shall not discriminate against any vendor based on race, creed, marital status, ancestry, sexual orientation, parental status, religion, color, age, disability, sex or national origin. 

· Competitive practices shall be adhered to in the procurement process. [Goal]

· Upon receipt of the goods or service, Accounts Payable is to be notified by Shipping & Receiving or a District employee approving payment before payment is made. [Internal Control Requirement]

Limits:
· Procurements for less than $10,000 should occur after the requestor has received price quotations from at least two sources, where practical.  The lowest price for the best quality should be used to determine the vendor.

· All procurements in the amount of $10,000 or greater, but less than $25,000, shall be accompanied by at least three vendor written quotations if not a sole source, resale purchase, or cooperative purchase.  If there are only two sources for quotes, the two quotes will be acceptable with written justification.  An attempt to obtain three quotes, with only one or two vendors responding may be acceptable with written justification.  The selected vendor must be the low cost quotation, except for procurements where evaluation of established criteria could be used to award the sale.  [Wisconsin Administrative Code TCS 6.05(2)(f)]

· Annually, the District Board shall take formal action on the procurement review of those vendors who total more than $25,000 to determine if a more competitive process should be used in the future.   [Wisconsin Administrative Code TCS 6.05(2)(h)]

· District Board approval is required for sole source procurements of $10,000 or more. A sole source is an item or service that is only available from a single source. [Wisconsin Administrative Code TCS 6.05(2)(d)]

· Purchases may be made from another governmental unit without intervention of bids per s. 66.299 (2) Wisconsin Statutes.  Purchases may be made from a current contract awarded by the UW System, State of Wisconsin, or other governmental unit, provided the vendor was selected through at least a comparable competitive process to that of WTCS districts.  Of course, lower prices are always acceptable. [Financial Accounting Manual]

· Procurements of $25,000 or more require competitive sealed bids/proposals if not a sole source, resale purchase, or cooperative purchase. [Financial Accounting Manual] [Wisconsin Statutes 38.18] [Wisconsin Administrative Code TCS 6.05 (2) (c)]
· Bids require at least two bidders meeting specifications.  If two bids are not received, written justification from the requestor and a signature by the supervisor is required to justify acceptance of the single bid.

· Specifications must be for actual needs of the goods or service.  A lack of meeting a specification would normally mean the bid would be unsatisfactory.

· Bidders are prohibited from developing features of the request for proposal.

· Solicitation of bids will be advertised in the official newspaper of the district as a Class 1 or Class 2 notice.

· All bids will be opened in public with at least two (2) district employees present.

· Resale items and real estate leases are not subject to competitive procurement requirements. [Financial Accounting Manual]

· Emergency procurements can be made when there exists a threat to the continued operation of the District or to the health, safety, or welfare of students, employees or residents of the District. [Wisconsin Administrative Code TCS 6.05 (2) (i)]

· Used equipment from a vendor who offers it for immediate sale may be through noncompetitive negotiation. [Financial Accounting Manual]

· Any employee involved in procurement is prohibited from having a financial interest in any procurement and any employee involved in procurement is prohibited from receiving any gratuity or other financial gain from any contractor.  [Wisconsin Administrative Code TCS 6.05 (2) (b)]

· Personal expenses are not allowed.   

· Food costs can only be paid for with district funds if: a) it is travel-related; b) it is done in conjunction with staff development; c) if it is a business-related meeting/event with non-MATC people; or d) meals that are purchased for guest speakers, consultants or other Non-MATC people. [IRS Publication 463]
· Expenditures for alcohol are not allowable, except for culinary related instruction.
· Gifts are allowable only for staff development activities or as recognition to non-employees for contributions to MATC.  In neither case can the value exceed $25 per person.
· Minority- and women-owned businesses must be given an equal chance to participate in the district’s procurement effort.
· All procurements for printing greater than $250 and less than $10,000 shall require at least two telephone quotations, since printing costs can vary substantially between vendors.

· Requests for quotations may include evaluation criteria and be evaluated the same as a Request for Proposal.  The evaluation criteria is to be outlined in the specifications.

· Annual membership fees for professional organizations will be reimbursed subject to approval by an employee's immediate supervisor.  If at all possible, the use of an organizational membership (MATC is the member and MATC employees can participate as members) should be used instead of individual memberships (the employee is the member).  The cost of an organizational membership vs. multiple individual memberships should be weighed and the lowest overall cost option selected.
· The following services are considered professional services or are specifically identified in board-approved collective bargaining contracts, and therefore are procured through non-competitive negotiations  

· Collectively bargained items

· Health Insurance

· Cafeteria Plan Benefits Administrator
· Water, Sewer, Electric, & Gas Utilities
· Telephone Service
· Contracted instruction for customized training where the contracted instruction is requested by customer.
· Subcontractors identified in grants

· A Contract Service Agreement is required for all contract services of $10,000 or more.

· All contracts for public construction where total costs are anticipated to exceed $25,000 must include the following clause;

“The contractor(s) and any subcontractors shall participate in a registered apprenticeship program, certified through the Department of Workforce Development, Bureau of Apprenticeship Standards, and/or the U. S. Department of Labor, Bureau of Apprenticeship and Training, and shall employ apprentices for each building trades craft anticipated to be involved in the project, if they are available and appropriate for the nature of the work being performed.  Such apprentices shall be properly indentured in a registered apprenticeship program.”

For construction projects where total costs are anticipated to be less than $25,000, the administration shall, whenever possible, give preference to contractors and subcontractors who certify that they participate in a registered apprenticeship program.
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