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Purchasing Rules

Guidelines for purchasing are set forth by:

Florida Statutes

State Board of Education, Administrative Rules

School Board Policies

We don’t make the rules, but we make sure the District 

follows them.



Purchasing Thresholds

 Less than $8,000:

 (single or multiple items) No quotes required (competition is 

encouraged) 

 $8,000.01 to $49,999:

 (single or multiple items) Formal Written Quotes required (unless on 

existing contract).

 $50,000.00: 

 (single or multiple items) Sealed Bid Process and Board Approval (unless 

under existing contract)

This is District wide and cumulative. (So, if 30 schools order $2,000 worth of 

Piano repairs, we can’t purchase without a competitive bid).



Requisitions – What is Important

 Include all contract numbers (and issuing agency) **USE DROP DOWN**

 Include Board approval dates

 Attach copies of quotes, competitor quotes

 Attach ANY pertinent information to the purchase

 Items must be listed (in detail) 

 Ask Purchasing for assistance with large lists (>30 items)

We may be able to import the list (from excel)

Requisitions missing the above information will be denied





Requisitions - NEW

 Please add the following line items to indicate shipping 

charges:

no shipping charge or 

includes estimated shipping @ $X

Requisition must include the above for all purchases 

of goods.



Fixed Asset Purchases

 IF you are purchasing an asset over $1,000, please remember to use the 

YDA layout. 



Fixed Assets

 The District is required to maintain an inventory of all assets with a 
value of $1000 or more.

 Includes purchased and donated assets.

 Purchased includes SBAA accounts

 If your site acquires an asset over $1000 (outside of the requisition 

process), please contact Jon or Kim.  

 You will be sent information so we can tag the asset and add to 
the data base.

We can also assist you with a donation receipt letter, if 

necessary.



Fixed Asset Inventory

Once a year, we will come to your site to inventory all 

assets over $1000.  

We will also come if there is a change in Leadership or 

an issue (i.e. missing instruments).

 Don’t forget, if you transfer an asset to another site, fill 

out asset transfer paperwork.



Responsible Spenders of 

Taxpayer Money

 Since we are funded thru taxes, we have a responsibility 

to buy goods and services as economically as possible.

 The Purchasing Department issues, and utilizes hundreds 

of competitively bid contracts.  The contracts often offer 

discounts of over 50% what a person could buy on their 

own.

We have Purchasing Power – meaning we buy  A LOT of 

specific items, so companies are willing to sell to us for a 

discount.



Sample of Contract Available to You

 Enterprise Rental Car – rates of $25.50/day (including 

insurance and roadside assistance).  

 Beverage Vending Services – ALL sales = Commissions

Charter Bus Services

 Painting (Hourly rates as low as $18/hr)

 Shredding/Document Storage – Pennies on the dollar as 

compared to other services) – Contact Kim or David 

Jasa for more info

 Two Way Radios & Service

 Instructional Materials!!



Instructional Materials Discounts

Coke’s Stationers – 44% discount on supplies

Tylander’s – 42% general discount

Sargent-Welch/VWR – 33% discount on science 

supply/equipment

samples of the many companies to choose from 

when purchasing instructional materials.  These 

items MUST be purchased on a competitive bid.



Open PO Report

 Click Financial Management/Purchasing.  Then click Reports under 

purchasing:



Open PO Report

 Now, Click PO/Requisition Listing – RP



Open PO Report

 Click Add



Open PO Report

 Name the Report – Open 

PO Report Report –

SCHOOL XYZ

 Record Types – select 

Batch and Open, 

uncheck everything else

 PO Group – You do not 

need to select a group.  

It will default to your 

center.



Open PO Report Results



Digging into the Info (PO REPORT)

 Click Purchasing, then click Purchasing Activity.  IF you don’t have this, 

select View My Purchase Orders. (and let me know)

 If you have more than one center, select the Req. Group from the View 

drop down.



Digging into 

the Info (PO 

REPORT)

 Bottom right hand 

corner, enter the PO 

number you found on 

your open PO Report



Digging into the Info (PO REPORT)

 Click the arrow on the left of the PO Number (to expand the information)

 The expanded view will provide the following areas

 Master PO Information (i.e. when last printed, emailed, last updated, etc)

 Line Items

 Accounts

 Approvals

 Receiving Records

 Invoices

 Balance (what is paid what is remaining)

 Notes

 Change history



Digging into the Info (PO REPORT)





Digging into the Info (PO REPORT)

 Once you review the info determine the following

 Should this PO remain open?

If Yes, leave alone.  If no, contact Pam or Donna

 Did we miss a shipment?

Great area to check when trying to close out Title I Purchases 

at year end

Was this in error?

If so, contact Purchasing to close/correct

 Should this have been paid?

Contact Accounts Payable to see why it hasn’t (keep in mind 

payment info is included in the drop down….check there 

first)



Why do you care?

When a PO is issued in Skyward, what one 

thing does it hold hostage?

BUDGET



Purchasing Website

 Why do I care?

 You want to use a vendor to provide a good or service

 Someone asks you to fill out a credit application ( you say NO, BTW)

 A vendor needs an application

 Someone wants to buy our old junk



Vendors

 Vendor 

Applications 

are fully 

electronic

 All 

information, 

forms, 

insurance 

can be 

uploaded 

on the site.

 Application 

is sent to 

Purchasing.

http://www.stlucie.k12.fl.us/departments/purchasing/vendor-application/


Credit 

Applications

 How many of you 

are asked to 

complete a credit 
application?

 Say NO!  We 

should not need 

to fill those out.  

 Instead, send them 

to the Credit Letter 

link on the 
Purchasing site.




