Purchasing: Step-by-Step

1. Request item(s) via E-mail to Ms. Domenech (include name/description of item, item number and/or link, quantity desired and price).
2. Ms. Domenech inputs item request(s) into Purchasing Spreadsheet in Google Drive.
3. Mr. Link reviews requests and makes adjustments as necessary (notes column for Quick & Activity Codes)
4. Ms. Domenech initiates the PO in FAMIS.  If the item is NOT in FAMIS, Ms. Domenech will E-mail appropriate vendor for quote on item.
5. Mr. Link approves/rejects initiated POs.
6. Upon delivery, Mr. Gonzalez signs off on it.  He makes a note of receiving the item on the packing slip with his signature and date.
7. Ms. Torres refers to Purchasing Spreadsheet in Google Drive to find appropriate recipient.
8. Recipient should be E-mailed to review and pick up his/her items themselves (to avoid any discrepancy).
9. If the items are books, they should be stamped and delivered to the appropriate storage room.  Note of this should be made by Ms. Torres in the Purchasing Spreadsheet in the Google Drive.
10. If the items are general office supplies, they should be added to the inventory log (Google Doc too)
11. Itemized packing slip should then be given to Ms. Domenech for certification in FAMIS.
12. Upon certifying, Ms. Domenech will print out PO form, staple to packing slip and file (by Object Code) in Purchasing File Drawer (currently located in the bottom, right-hand drawer of her desk).
13. In the Purchasing Spreadsheet, Ms. Domenech will make note of delivery and certification.
14. For items NOT in FAMIS, once Ms. Domenech has the quote, it must also be approved by Mr. Link.
15. [bookmark: _GoBack]If the item is over $250, 3 bids from 3 separate vendors must be obtained (payment CANNOT be split).  
	Thresholds
	Procurement Action
	Process

	$250.01 - $5,000.00
	Simplified Procurement / 3-Proposals
	School gets telephone quotes from 3 vendors, then enters PO in FAMIS. Principal approval is required.

	$5,000.01 - $15,000.00
	Simplified Procurement / 3-Proposals
	School gets written quotes from 3 vendors, then enters PO in FAMIS. Principal and CFN approval is required.

	Over $15,000.00
	Competitive Sealed Bid
	Request must be sent to DCP. For further information contact the Finance Service Center (FSC) at 718-935-4444. DCP.


16. Once the PO is initiated for the winning vendor, it must be approved by Mr. Link.
17. All three bids, along with the PO and an invoice (packing slip, as well, if the items are a commodity and not a service) must be filed away together (by Object Code).
18. If only one vendor sells a particular item/service, vendor must fax a Sole Source letter verifying this. 
19. Items/services being paid with SIPPS should have an Imprest Fund Expenditure form attached along with a receipt and a participant list if applicable (i.e. food for parent meetings).  SIPP checks are cut directly to the recipient.  There is no certification.  
20. SIPPs are signed by Mr. Link and faxed to the vendor for proof.  SIPPS, along with all supporting documentation, are filed in a SIPPs folder.  There will be a separate SIPPs folder for SIPPs paid to staff.
