
 

 

6090 

Purchasing Authority 
 

The Board of Education shall annually appoint a Purchasing Agent for the school district. The 

Purchasing Agent will be responsible for administering all purchasing activities and ensuring the 

quality and quantity of purchases made by the district.  All purchases shall be made through the 

Purchasing Agent.  Only the Purchasing Agent may commit the District to a purchase. 

The Purchasing Agent is authorized to issue purchase orders without prior approval of the Board 

when competitive bidding procedures are not required by law and budget appropriations are 

adequate to cover such obligations.   

The Purchasing Agent is authorized to approve expenditures in excess of an initial purchase 

order, for good cause based upon contractual terms or those specified on the original purchase 

order, by an amount not to exceed $5,000 in the aggregate, except with respect to special 

education tuition or related services contracts, where actual costs of services may cause the 

expenditure of an additional amount to be required. Any increase over $5,000 requires Board 

approval. 

 

The amount of a purchase order shall not be exceeded when the purchase has been secured 

through competitive bidding pursuant to the provisions of General Municipal Law §103. All 

purchase order overrides shall be subject to the approval of the Purchasing Agent and at the 

request of the Building Principal, Director or Central Office Administrator where the goods have 

been received or the services have been performed.  

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 Board 

of Education shall approve the awarding of all purchases resulting from competitive bidding at a 

Board meeting. 

Where the District uses a Request for Proposals (RFP) for professional services and other 

purposes permitted by law, the Board of Education shall approve the awarding of the RFP at a 

Board meeting. 

Purchase Orders 

All purchasing must be done by the Purchasing Agent on an official purchase order.  A purchase 

order must be issued prior to placing an order or providing services, including sufficient detail.  

All purchase orders shall be issued for a given fiscal year or for a longer duration when it is 

anticipated that the duration of the work to be performed or the time for receiving goods may 

exceed the end of the fiscal year in which the initial purchase order is issued.  In July of each 



 

 

new fiscal year, the Purchasing Agent will provide a report to the Superintendent of Schools of 

all purchase orders that extended beyond the end of the previous fiscal year.  

In the event that the work to be performed will require performance of services in a subsequent 

fiscal year, the initial purchase order shall be renewed for the subsequent fiscal year with the 

amount adjusted for payments made during the preceding fiscal year 

In the event that the initial amount of the purchase order needs to be exceeded, the request for 

payment shall not be released to the Claims Auditor until they include a memo from the 

Purchasing Agent and a sign-off by the supervisor and/or Building Principal, Director, or 

Assistant Superintendent in which the services were performed and the goods received. The 

Claims Auditor shall initial the memo prior to authorizing payment to the contractor or vendor.  

The District will not exceed previously authorized expenditures by the Board of Education in 

excess of $5,000 in the aggregate without Board approval. 

No override of a purchase order shall be approved for payment without the authorization of the 

purchasing agent in writing and processing in accordance with the terms of Policy 6090. The 

District’s electronic accounting system shall be modified to prevent the unauthorized override of 

purchase orders. 

Cross-Ref:  Policy 6085 (Purchasing and Bidding) 

Ref: Education Law §1709(20-a) 

 General Municipal Law §104-b(2)(f) 
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