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The function of purchasing is to serve the educational program by providing the 
necessary supplies, equipment and related services. It shall be the goal of the Board of Education 
to focus on the educational welfare of the students, in conjunction with seeking maximum value 
for each dollar expended. In pursuit of this goal, the Board of Education shall purchase 
competitively, without prejudice, all goods and services necessary to support the educational and 
auxiliary departments of the School District. 

The Board of Education designates the Business Manager as the Purchasing Agent for 
the School District. The Business Manager, under the general supervision of the Superintendent 
of Schools, will be responsible for administering all purchasing activities and ensuring the 
quality and quantity of purchases made by the School District. 

All purchases shall be made through the Business Office by the Purchasing Agent or 
his/her designee, subject to the approval of the Superintendent of Schools. 

The Purchasing Agent is authorized to issue purchase orders without prior approval of 
the Board of Education when formal bidding procedures are not required by law and budget 
appropriations are adequate to cover such obligations. 

The Purchasing Agent, with the assistance of all staff members, shall develop and 
maintain a standard list of commonly needed school supplies and materials. 

The Purchasing Agent shall be responsible for preparing all bid specifications and a 
statement of general bidding conditions to be included in every notice or invitation to bid. If 
there are questions concerning specifications, the Purchasing Agent will consult with the 
requisitioner to clarify the matter so as to ensure that the appropriate goods or services are 
obtained. 

The Superintendent of Schools, with the assistance of the Business Manager shall be 
responsible for the establishment and implementation of the procedures and standard forms for 
use in all purchasing and related activities in the School District. Such procedures shall comply 
with all applicable laws and regulations of the State of New York and the Commissioner of 
Education. 

It is the goal of the Board of Education to purchase competitively, without prejudice or 
favoritism, and to seek the maximum education value for every dollar expended. Competitive 
bids or quotations shall be solicited in connection with purchases pursuant to law. 

No contracts for goods or services made by individuals or organizations in the School 
District independent of the involvement of the Business Manager or without Board of 
Education approval. 

The School District's purchasing activity will strive to meet the following objectives: 
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1. to effectively supply all administrative units in the school system with needed  
materials, supplies, and contracted services; 

2. to obtain materials, supplies and contracted services at the lowest prices possible 
consistent with the quality and standards needed, as determined by the 
Business Manager in cooperation with the requisitioning authority. The 
educational welfare of the pupils is the foremost consideration in making any 
purchase; 

3. to ensure that all purchases fall within the framework of budgetary limitations 
and that they are consistent with the educational goals and programs of the 

School District; 

4. to maintain an appropriate and comprehensive accounting and reporting system 
to record and document all purchasing transactions; and 

5. to ensure, through the use of proper internal controls, that loss and/or diversion 

of School District property is prevented. 

The General Municipal Law requires that purchase contracts for materials, equipment 
and supplies involving an estimated annual expenditure exceeding $20,000 and public work 
contracts involving an expenditure of more than $35,000 will be awarded only after responsible 
bids have been received in response to a public advertisement soliciting formal bids. In 
determining the necessity for competitive bidding, the aggregate (total combined District-wide) 

cost of a commodity estimated to be purchased in a fiscal year must be considered. Similar 
procurements to be made in a fiscal year will be grouped together for the purpose of 
determining whether a particular item must be bid. 

The Business Manager or his/her designee is authorized to conduct bid openings. 
All contracts which require public advertising and competitive bidding shall be awarded by 
resolution of the Board of Education. Written recommendations for the award of all such 
contracts shall be submitted to the Business Manager. When purchases or annual anticipated 
purchases for items or categories of items reach statute-specified amounts, bid specifications shall 
be developed and bids taken as required by statute. Purchases shall not be manipulated to avoid 
taking bids as required by statute. Small orders of similar commodities or significant 
underestimation of needs shall be considered an attempt to avoid the bid process. 

Goods and services which are not required by law to be procured by the School 
District through competitive bidding will be procured in a manner so as to ensure the prudent and 
economical use of public monies, in the best interests of the taxpayers, to facilitate the 
acquisition of goods and services of maximum quality at the lowest possible cost under the 
circumstances, and to guard against favoritism, improvidence, extravagance, fraud and 
corruption and shall be made in accordance with the Board of Education's purchasing 
regulation. 

The Board of Education shall have reported to it all bids taken for purchase 
or equipment, furniture, supplies and services and shall take action approving contracts to the 
lowest responsible bidder meeting specifications. When it is in the best interests of the School 
District, contracts for purchases of materials, supplies or equipment (except printed material), may 

be awarded to a responsive and responsible bidder on the basis of "best value" in 
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accordance with the requirements of General Municipal Law, section 103 and State Finance Law, 
section 163. When the School District determines to award a purchase contract on the basis of "best 
value," the bid specifications shall identify the criteria and rating system to be utilized in making a 
"best value" determination. The purchasing agent shall maintain documentation reflecting said 
criteria and rating system, as well as the evaluation of each bidder's bid in connection with same. 

Whenever it is feasible, in the best interests of the School District and permitted by applicable 
contract terms, purchases of materials, supplies or equipment (except printed material), shall be 
made through New York State and County Government contracts. Prior to making such purchases 
or contracts, the School District shall consider whether such contract will result in cost savings after 
all factors, including charges for service, material, and delivery, have been considered. The School 
District, may, when permitted by law and applicable contract terms, utilize contracts let by the 
United States of America, any agency thereof, any state or any other county or political subdivision 
or district therein if such contract was let in a manner consistent with New York State law and made 
available for use by the School District. 

Contracts and agreements for capital projects and professional services not governed by sections 
103 and 104 of General Municipal Law, between the School District and contractors shall be 
approved by resolution of the Board of Education and shall be signed by the Board of Education 
President and/or the Superintendent of Schools on behalf of the Board of Education. 

No Board of Education member, officer or employee of the School District shall have an 
interest in any contract entered into by the Board of Education or the School District, as 
provided in Article 18 of the General Municipal Law. 

All School District policies regarding the procurement processes will be reviewed by the Board 
of Education at least annually. Comments regarding the purchasing process shall be solicited 
from appropriate School District personnel involved in the procurement process as is deemed 
necessary. New regulations and procedures must then be adopted by Board of Education 
resolution. The unintentional failure to fully comply with the provisions of section 104-b of the 
General Municipal Law or the School District's policies regarding procurement will not be grounds to 
void action taken nor give rise to a cause of action against the School District or any officer or 
employee of the School District. 

Ref: Education Law §§305(14); 409-i; 1604(29-a); 1709(4-a)(9)(14)(22); 

General Municipal Law §§102; 103; 104-b; 109-a; 800 et seq. State 
Finance Law 163-b 
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