
Preparing Requisitions
2009-2010

1.
Over $5,000 and not on State Bid.

· Include 3 written Quotes (Time-sensitive)
2.
Line Item Requisitions

· Not more than 10 lines for Home Depot and Graingers.
3.
Capital Purchases

· Purchase value (includes tax and shipping) is $1,000 or more to be tagged
· Determine if purchase is technology vs. non-technology item
· Include technology justification form for technology purchases
4
Food Purchases for Instructional Purpose

· Include food form
5. 
Registrations, Subscriptions and Memberships

· Include necessary backup or form.  (Include list of students if applicable)
6.
Independent Contractor/Consultant

· Include an independent contractor worksheet
· Cannot be a district employee
· Proof of fingerprinting and liability insurance
· Three written quotes (regardless of $ amount) if contractor’s services not covered by state, district or other type of contract.  
· Submit to Larry Cutrone (Purchasing/contracts) and get approved before submitting your requisition.
7.
Warranty/Maintenance Agreements with Capital Purchases

· Code separately as a single item on requisition unless it is included in price of item purchased
· No technical support included in the capital.
8.
Print Shop

· Requisitions are OK if for a blanket purchase order.
· Specific item/project to be done, should be on the Print Shop Request Form (since that is more detail and information about jobs)
9.
Cell Phones

· Make vendor requisition
· Fill out application.
10.
Blanket Purchase Orders

· Perkins – keep it low ($500 or less)
· Block Grant or JTED – $2,500 except for the following programs, could be up to $4,000
· Culinary
· Construction
11.
JTED Special Projects

· Notice to Proceed Form/TUSD PCJTED special Project Fund
· Requisition w/all applicable backup
· Include Engineering project number on face of requisition for construction projects
· Construction projects not through Engineering--reference project name on each requisition connected to the project.  Also, be sure to notify the CTE office when the project is completed and with the date it was put into use.
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