
6. PURCHASING  
The governance board believes the expenditure of funds on behalf of the district should be done 
with the best interest of students in mind. It is the intent of the governance board that only those 
goods and services be selected that exhibit the best in quality, serviceability, value, and 
educational efficacy. Accounting for the expense of public funds shall be maintained using the 
Oklahoma Cost Accounting System. 

The governance board shall authorize the superintendent to purchase and supervise the 
purchasing of goods and services for the district in accordance with state laws and standard 
purchasing practices. The purchasing authority of the superintendent will be restricted by the 
following guidelines: 

1. The superintendent has the authority to approve purchases or expenditures of $5,000.00 or 
less. The superintendent, in conjunction with the governance board, will establish a yearly 
budget for the operation of the district schools. It is the responsibility of the superintendent to 
verify the purchase is in compliance with the established budget for a specified expense 
category. 
2. The business manager will determine the format of the requisition request form and the 
specific details required. The governance board will approve the form and any subsequent 
revisions prior to its use. The minimum information will include the item, quantity, detailed 
product or service description, vendor sources, and the fund the purchase will be charged against. 
All purchases will be accounted for under the Oklahoma Cost Accounting System established by 
the State of Oklahoma Office of State Finance (OSF). 
3. Instructors and staff members will forward all purchase requests to the principal, with the 
appropriate supporting documentation on the purchase requisition request form. The principal 
will review the purchase and submit the request to the superintendent. If required, the 
superintendent will submit the request to the board for approval. 
It is recognized that because of emergencies and various market conditions, it is impossible to 
make hard and fast rules in terms of dollars governing the way in which all purchases will be 
made. However, the governance board shall utilize the following guidelines to administer the 
purchasing process: 
1. When purchasing goods or services with a value of more than $5,000.00 but less than or 
equal to $50,000.00, telephone or written quotations from at least one vendor is required prior to 
submitting the purchasing request to the board for approval.  
2. When purchasing goods or services of more than $50,000.00, written quotations from at least 
three vendors is required prior to submitting the purchasing request to the board for approval. In 
situations involving a single purchase source (sole provider), a detailed explanation of the 
provider's expertise within the scope of goods or services to be provided shall be submitted to the 
board with the purchase request. A waiver for the quote requirements may be provided to the 
superintendent from the governance board. 
3. It is the intent of the governance board to comply with the purchasing guidelines established 
by state statute in the use of state funds, and the competitive bid process. 



4. The governance board anticipates the utilization of varied and unique funding limited to the 
use of grants and awards obtained through state, federal, and private sources. The governance 
board is aware specific requirements may apply to each individual source of funds and 
establishes the following guidelines: When purchasing goods or services utilizing specially 
appropriated funds (i.e., federal, state or private grants, special appropriations, etc.) the business 
manager will establish a specific expenditure policy in accordance with the guidelines 
established by the fund grantor. These guidelines will be approved by the governance board and 
utilized in the approval of all purchases from the specified funds. 
5. Authorized purchases are those made pursuant to a purchase requisition and approved 
according to established policy by the superintendent or the governance board. Employees of 
HICD, or individuals or parents who make unauthorized purchases in the name of any district 
school, are subject to personal liability, disciplinary action, and/or criminal prosecution for such 
unauthorized purchases. 
 


