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APPENDIX 4
PURCHASING REQUIREMENTS SUMMARY (Updated 7/28/05)

The doliar amounts iisted below are for the total value of the purchase order which includes zll items related {o the purchase and
delivery of the products or services including freight and instaliation.
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LEGAL,
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500,01 -$2,499/09 .
$2,500.00 -$4,999.99

$100.00 -$2,499.99

$100,000.00 0r more

$100,000.00 or more
$100,000.00 or more
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$5,000.00 -$24,869.99
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$5,000,00 -$24,999.99
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REQU!REMEHTS

Use petty cash. No p. o. Is required. Limited to lws
than $100 per day per vendor. (See Treasurers s
Office Handbook which is not part of this document )i =
~jNctify the ocutreach coordinator. {An e-mail N
message detailing the project or expense may be
sent or the quote tracking system may be used.) e
dvertise in the Columbus Dispatch & selected local

newspapers & the CPS web site. B
ot cataiog pncmg or verbal c;uote from a vendor.
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mdact a competttive bid ms znvalmng 3 - g
iwritten quotes or have the budget administrator sign i !
a Request For Exemption FromPurchasing . = 850
.' squirements. _gj
‘Have vendors complete the "Bidder Documents i

DE Participation Form™ and “Letter of intent to %[
Subcontract to LEDE Firms®,
Develop a vendor short list.

~ -nteewiewvendors. S
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ank pme@ve vendms afmr mtemews

N egohate pricing.
Have the vendor complete an Agreementto Provide
Consultant Services. This form is approved by the

Legat Department and may be used in fieu of the

consultanfs contract.
Compiete an Authorization for Legal and Gonsuttant
Services Cover Sheet. This is only required for

board iegisiation.

Have the vendor compiete a Claim for Payment for
Consultant Services. This is not required but may
he used in lieu of the consultant's invoice.

ot the Budget Administrator's signature on a
orinted copy of the on-ine reqmsmon Keepthe
{signed requisifion on file for ten years.

Vrite fegisiation. Legislation is reqmred onalt
Ipurchases, regardiess of the dollar amount, after

CPS has encumbered $5,000 with 2 consultant in a
i cal year or $25 00{} wzih other vendors in aﬁscal

6-

Have the_ Outreach Coordinator sign the !egi’slaﬁan.
i Step 15 requires legislation because the vendor -
has exceedad the fiscal year threshold, the
tOutreach Coordinator's must sign the legisiation if it |-
s $5.000 or more. _ SERPICH SRR EAPORS) SN : Tttt i FE— S -
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ISecure board of education approval on ieg:siaﬂon. é! B
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