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PURCHASING GUIDELINES 

 
Purchasing Goals and Objectives 
As a public entity, Elgin ISD must make its purchases within relevant statutes and policies.  
Although bound by these constraints, the District’s objective is to purchase the best 
products, materials, and services at the lowest practical prices. 

 
The District’s policies and procedures pertaining to purchasing are derived from State law. 

Statute and District policy requirements outline how school districts procure goods and 

services, the types of competitive processes that must be used, and the exceptions to these 

requirements. 
 
The Elgin ISD Business Office facilitates the adherence to applicable statue and policy 

requirements and application of efficient and effective procurement processes by: 

 Monitoring purchases from a district-wide perspective to ensure adherence to Statute 

and District policy requirements. 

 Establishing bids and contracts to cover repetitive procurement of goods and services. 

 Processing purchase requests and issuing purchase orders to vendors in a timely manner. 

 Issuing  all  formal  bid  requests,  facilitating  the  selection  of  vendors,  and  

negotiating  and establishing bids and other contract terms, conditions and delivery. 

 
Purchasing Authority 
Elgin ISD board policy CH Local, delegates to the Superintendent or designee the authority 
to make budgeted purchases for goods or services. However, any single, budgeted purchase of 
goods or services that exceeds $50,000 shall require Board approval before a transaction may 
take place. 

 
Purchasing Responsibility 
Each year principals, department heads, site based committees, and program administrators 
assist in developing the budget, which is reviewed and approved by the Board of Trustees. 
Administrative Officers have the authority to approve and authorize requisitions of those 
items for which funds have been appropriated in the official budget. Principals and directors 

are accountable and responsible for operating within their approved budgets. One of 
the more important areas of responsibility in administration is the development and oversight 
of the budget. It is of utmost importance, in handling of budgeted funds, that all financial 
transactions be conducted within accepted procedures. 

 
How to Purchase Goods or Services in Elgin ISD 
The following guidelines are established based on State of Texas statutes, and District 
policies CH (Legal) and CH (Local). These requirements are to assist District personnel in 
making purchases using District funds. 

 
Legal Points to Remember: 
It is important to remember that individual schools and departments  are not separate 
legal entities. When determining what sort of competitive process will be required for 
the purchase of quantities of an item or a category of similar items, the entire 
District’s purchases must be considered. 
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Generally speaking, the aggregate purchases of a particular category of related items 

such as office supplies, athletic supplies or instructional supplies must be submitted to 

competitive bidding when the aggregate purchase will total $50,000 or more over a 

twelve month period. For example, if the total purchases of office supplies made by all 

departments and campuses in the district over a twelve month period will amount to 

$50,000 or more, those office supplies must be submitted to competition as required by 

the Texas Education Code. 

 
The Texas Education Code provides for criminal penalties for persons who intentionally 

circumvent the purchasing law by making split, separate, sequential, or component 

purchases to avoid the requirement of the law. 

 
The Elgin ISD Business Office can provide purchasing guidance – both legally and procedurally 

for assistance in bid preparation, quotes, RFP’s, help with specifications, assistance in the use 

of TXEIS or as your liaison with our vendor community. 

 
To make a purchase, the end user should follow the steps below until the item or service can 

be procured: 

 

Step 1: Is the item/service available through an EISD contract?  

The Business Office has established a variety of annual catalog bids covering the products 

and services required by campuses and departments. All relevant statute and policy 

requirements will have been met by the Elgin ISD Business Office in establishing these 

bids/contracts. Purchases can be made utilizing a purchase requisition. Three contract types 

are primarily used: 

 Discount from Catalog (e.g. Office Supplies) 

 Line Item Pricing (e.g. A/V Equipment, Toner, Plumbing parts, etc.) 

 Service Contracts 

 
Approved Vendors 
Through its bidding process and cooperative agreements, Elgin ISD will maintain lists 
of approved vendors on the District’s Purchasing Department website. Employees 
should review the vendor lists prior to entering requisitions in order to determine vendor 
eligibility. Vendors may be added to catalog bids outside of the standard quarterly bid 
openings (inter-term) as deemed necessary by the Elgin ISD Chief Financial Officer in 
order to support the needs of the District. Requests to add vendors inter-term should 
be made by submitting the “Inter-Term Vendor Approval Form” (see Appendix). 

 
Step 2: Is the item/service available from a vendor on one of Elgin ISD’s approved 

cooperatives? 
Purchasing Cooperatives bid out items according to the same statutes that school districts 
must follow. Cooperatives serve a function within school districts by providing a more 
convenient way of procuring items needed by school district staff. Caution should be used 
as pricing advertised on various cooperatives can be slightly higher than locally sourced items 
or sources. 
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Step 3:   Contact the Purchasing Director to see if the item/service is available through an 

interlocal agreement.  

The District has established interlocal agreements with entities that, as allowed by law, can 

provide items and services for school districts. If the interlocal entity has competitively bid the 

item or service following the same requirements the District must follow, the item or service 

may be available through this method. NOTE: The end user must receive approval from the 

Elgin ISD Business Office prior to any purchases being made via this method regardless of 

the purchase amount. 

 
Step 4: Contact the Purchasing Director to see if the item/service is only available through a 

sole source provider. 

For a purchase to meet the requirements of sole source, it must meet legal and policy 
requirements.  See exemptions from competitive procurement on the next page. 

 
 

Purchasing Thresholds 

Purchasing thresholds are based on the price of a single item or multiple units of the same item.  

Thresholds will differ for Federal purchases. 

 Up to $4,999:  
Encouraged to secure competition through quotes from a minimum of 3 EISD bid vendors 

or approved cooperative vendors (If quotes are secured, all documentation concerning 

choice of vendor is to be kept by end user) 

 

 $5,000-$49,999:  
Must secure a minimum of 3 quotes from EISD bid vendors or approved cooperative 

vendors (All quote documentation concerning choice of vendor is to be kept by end user & 

a copy of the Bid Quote Summary must be provided to the Business Office) 

 

 $50,000+:   

Business Office will work directly with campus/department to determine bid process 

 
Purchasing thresholds for Federal purchases are as follows: 

 The LEA does not utilize the micro-purchase threshold for federal purchases.  

 

 Between $3,500 - $50,000 (referred to as Small Purchases): 

Must secure a minimum of 3 quotes. (All quote documentation concerning choice of 

vendor is to be kept by end user & a copy of the Bid Quote Summary must be provided 

to the Business Office)  

 

 $50,000+: 

Business Office will work directly with campus/department to determine bid process 
 

Exemptions from Competitive Procurement  

Sole Source Purchases 
Elgin ISD maintains a sole source database which is established based on an “as needed” 
basis.  For a product to be considered for purchase under a sole source justification, 
the Elgin ISD Business Office must first review the request based on the requirements 
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set forth in Texas Education Code 44.031(j) and (k). The vendor must then be 
approved and added to the Sole Source Vendor List. Care must be taken to avoid making 
sole source purchases because there is a preference for a particular brand. To be 
considered, the product must be available from only one source (not provided through 
distributors or dealers) and meet one of the following descriptions: 
 an item for which competition is precluded due to the existence of a patent, 

copyright, secret process, or monopoly; 

 a film, manuscript, or book; 

 a utility service, including electricity, gas, or water; or 

 a captive replacement part or component for equipment. 

 
Potential Sole Source vendors must submit a “Confirmation of Sole Source 

Compliance by Vendor” form and receive approval from the Elgin ISD Business Office 

prior to doing any business with the District. 
 

Professional Services 
Professional Services are the services of members of disciplines requiring special 
knowledge or attainment and a high order of learning, skill, and intelligence as stated in 
the Texas Government Code 2254.002 and the Texas Education Code, 44.031(f). Law 
specifically includes the following service disciplines: 
 Accountant 

 Architect 

 Attorney (TEC) 

 Certified Public Accountant (TEC - added September 2011) 

 Engineer (TEC - added September 2011) 

 Fiscal Agent (TEC) 

 Financial Consultant (optional - TEC) 

 Landscape Architect 

 Land Surveyor 

 Medicine 

 Optometrist 

 Professional Engineer 

 Real Estate Appraiser 

 Professional Nurse 

 Technology Consultant (optional - TEC) 
 

State Law dictates the process of selecting the firm that will perform the professional 

services. The initial selection is based upon a person or firm's demonstrated competence 

and qualifications to perform the services. After the District makes its selection, it may 

then negotiate a contract at a fair and reasonable price. Professional Services should 

be provided under a formal contract supported by a Purchase Order. 

 
A governmental entity may not select a provider of professional services or award a 

contract for the services on the basis of pricing or competitive bids. The professional 

fees under the contract may not exceed any maximum provided by law. 

 
State Law prohibits competitive bidding in connection with obtaining professional 

http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2254.htm%232254.002
http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.44.htm%2344.031
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services. Chapter 2254, Government Code, outlines a specific solicitation process for 

selection of professional services using a two-step procurement process. 

 
Step 1: The first step involves issuance of a Request for Qualifications ("RFQ"). 

Once the RFQ is received and opened, selection is based upon an evaluation of 

the demonstrated competence and qualifications of the person or firm. 

 
Step 2: After the District determines the single, most qualified firm using an 

evaluation process in Step 1, the District is to negotiate a contract at a fair and 

reasonable price. 

 

Agreements for professional services are normally established for a year. 

Agreements can be renewed or contracted on a multi-year basis as long as the 

contract terms contain an annual funding-out clause for budgetary purposes. 

 

 

Consulting/Contracting Services Agreement Form 
A consulting/contracting services agreement form is needed for any services rendered that are 
not covered by a formal contract such as professional services. Examples such as band and 
dance consultants, speakers, and others will be required to complete the form. It includes 
payment details, scope of work, criminal background check information, a conflict of interest 
questionnaire and a W-9. All information must be completed and approved by the Business 
Office before vendor can be contracted with. 

 
Emergency Purchases 

If school equipment, a school facility, or a portion of a school facility is destroyed, severely 

damaged, or experiences a major unforeseen operational or structural failure, and the Board of 

Trustees determines that the delay posed by the contract methods required by statute would 

prevent or substantially impair the conduct of classes or other essential school activities, then 

contracts for the replacement or repair of the equipment, school facility, or portion of the school 

facility may be made by a method other than the methods required by TEC 44.031 or 

Government Code 2269. Emergency expenditures must be taken to the Board at the next 

scheduled Board meeting. 

 
Purchase Order Procedures 

Elgin ISD requires Purchase Orders for any good or service purchased with district funds. A 

purchase order is a binding commitment for the District to remit payment to the vendor after the 

items or services have been delivered. 

 
No goods or services are to be ordered or services rendered without an approved Purchase 
Order. Individuals who place an order without an approved Purchase Order may be personally 

responsible for payment of the invoice. 

 
 Requisition: A requisition is generated by the campus or department requesting the 

goods or services. Requisitions should include detailed information about the item 

or service being requested, the quantity needed, and the correct budget code. 
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 Requisition Budget Coding: Proper budget coding is essential to the financial 

management of the District. Care should be exercised in coding requisitions 

accurately, and if there is any question about proper coding, the Business Office 

should be contacted. Please see the appendix for the following budget code reference 

forms: 

o Accounting Code Overview 

o Budget Code Structure (a detailed breakdown of the 20 digit budget code 

structure) 
 Approval:  Once entered, the principal or department head must approve the requisition 

before it is electronically routed to the Business Office for final approval.  The following 
items should be present on the requisition before final approval will be completed: 

o Quantity of goods 

o Budget code/s 

o Price (per unit of measure and total) 

o Discounts 

o Freight terms 

o Delivery destination 
 Requisition routing:   Upon entry in TXEIS, requisitions are routed through an 

approval chain before becoming a purchase order. The approval chain is as follows: 
o Principal/Dept. Head 

o Student Activity Fund Specialist in Business Office 

o Technology Department if technology related 

o State Program Administrator if state program related 

o Accounting Coordinator 

o Purchasing Director 

o Chief Financial Officer ($5,000 and greater) 
 Use of Purchase Order:  After approval by the designated authority, a Purchase Order 

number is issued and can be sent to the vendor to process the order.  A requisition 
number cannot be used in place of a Purchase Order number. 

 Once approved, the Purchase Orders will be printed and distributed by the Business 

Office as follows: 

o White Copy ………………..Vendor 

o Green Copy ………………..Principal/Director 

o Pink Copy  ………………..Principal/Director (Receiving Copy) 

o Canary Copy ………………Business Office 

o Goldenrod Copy …………..Ordering Department 
 The school district is tax exempt and is not required to pay sales tax.  When placing 

any order, indicate to the vendor our tax status and tell them we will not pay invoices 
which show tax due. 

 Shipping should be designated as F.O.B. (free on board) destination. 

 When a Purchase Order has been open and unpaid for at least 45 days after the delivery 

date, the school or department should take action to determine the status of the order. 

 The business office can sometimes assist in dealing with vendors when problems arise. 

 Every effort should be made to promptly close out Purchase Orders and resolve issues. 

 Reorders are not to be placed on the existing Purchase Order. The Business Office 

should be notified immediately of shortages or damage. Claims against freight 

companies or vendors can only be pursued within a very short period of time. 
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 In the event it is necessary to cancel a Purchase Order, the principal/director should 

advise the Business Office in writing as soon as possible. 

 Change Orders:  The superintendent may authorize change orders on contracts of less 

than 25% of the bid as long as unencumbered budget appropriations are not exceeded. 
 

Accounts Payable Deadlines 
 Refer to the Accounts Payable Schedule for deadlines. 

 
 
Receiving 

 When an item is received, the recipient should inspect the order to verify the order is 

complete and damage-free. 

 The recipient will sign and date the pink copy of the Purchase Order and return it to the 

Business Office. 

 If required, the recipient will complete and return the Fixed Asset Inventory sheet to the 

Business Office. 

 

Budget Amendment Procedures 
 Budget amendments must be entered online in TXEIS. 
 Budget amendments between functions require Board approval and are strongly 

discouraged. 

 
Contract Execution Authority 
Contracts can only be executed by the Superintendent or his/her 
designee. 

 
Invoice Approval Procedures 
For  invoices  that  originate  from  Purchase  Orders  done  through  TXEIS,  it  is  unnecessary  
for  the administrator to sign the invoice because they are in the electronic approval chain. The 
exceptions to this are if the quantity or amount exceeds the original encumbrance by $100, or if 
a shipping charge has been added to the original purchase order. In these cases, the administrator 
must sign on the pink copy of the Purchase Order approving the increase. 
 


