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PURCHASING GUIDELINES

The following are guidelines that should be utilized by all Boston Public Schools personnel who are seeking to purchase materials.

1.
$1,000
Standard for selection "Sound Business Practices":  School or department solicits three telephone, written, or catalogue quotes.  Quotes remain on file at school or department.


Required documents


Requisition


Authorization



Purchase Order


Turnaround time*


1 Week

2.
$1,000 - $4,999

Standard for selection


3 Telephone quotes, or 3 written quotes, or







Sole Source Letter

Required documents
Requisition and  record of telephone solicitations, or summary of written vendor quotes, or sole source letter to the Business Manager


Authorization



Purchase Order


Turnaround time*


1 Week

3.
$5,000 - $9,999
Standard for selection
3 written quotes, or sole source letter

Required documents
Requisition, summary of written vendor quotes, and contract request form, or sole source letter to the City Auditor

Authorization
Purchase Order, written quote contract, signed by vendor and approved by the City Auditor


Turnaround time*


2 Weeks

4.
$10,000+

Standard for selection


Formal advertised bid

Required documents
Requisition and Contract Request Form


Authorization



Purchase Order and Executed Contract


Turnaround time*


8 Weeks

*Note:
These Guidelines do not apply to Personal Services.  Turnaround times are approximate.  Exceptions include 09/01 - 09/30 and 04/15 - 06/30.

Contracts for Personal Services

A "Contract For Personal Services" is any agreement between the City of Boston and an individual pursuant to which the individual is to provide services to the City, including

employment and professional services, not involving the furnishing of a specific end product other than reports or similar documents.

Procedures For Contracts For Personal Services:

1.
Under $2,000

Process in accordance with current service order procedures.

2.
Between $2,000 and $9,999
Process all such contracts in accordance with current guidelines for contracts between $2,000 and $9,999 (award letter, Form CM-10, etc.).

Note:  Public advertising is not legally required, but is strongly advised.

3.
$10,000 and Over

If exempt from Chapter 30B (e.g. employment agreements, agreements with


lawyers, designers, C.P.A.'s, etc.), process in accordance with either:

a. G.L. c.30B, s.5, and applicable City guidelines, OR;

b. As unadvertised contracts

If subject to Chapter 30B, process in accordance with current procedures for either:

a. Competitive Sealed Bid contracts (G.L. c. 30B, s.5 and City procedures), OR;

b. Competitive Sealed Proposal (RFP) contracts (G.L. c30B, s.6, and City procedures).

Notes on Personal Services:

· Individuals employed by the Boston Public Schools, in either a full-time or substitute capacity, are not eligible for payment under a personal service order or contract.  If employees are designated to provide "consulting" services, they are compensated through the Overtime/Stipend (PS-08/PS-09) payment process.  Funds for these payments are budgeted under account code 51202.

· Services cannot conflict with services provided by members of existing collective bargaining units.

· Request for compensation in excess of $250.00 per day must be approved prior to performance by the Superintendent.  This approval is requested by way of a memorandum to the Superintendent.

If requested vendor is a non-Boston resident, adequate justification must be provided detailing why requested service cannot be provided by a resident of the City of Boston.

Exemptions from Bid Process for Services:

· Direct Instructional Services to Students

· Job Related Training (Professional Development)

· Services such as Grant or Program evaluation are subject to the bid process detailed in steps 1-4

Chapter 30B allows exemptions from advertising and bidding requirements for specific categories of purchases including those listed here.  Please note that while this may allow greater flexibility in selecting vendors, it does not waive the requirement for executing a contract prior to securing services or goods.

Other Requirements/Resources:

	Category
	Contact
	Telephone Number

	Audio/Visual Equipment
	Media Services
	617-635-8291

	Computer Equipment
	G’tanya Small, OIIT
	617-635-8882

	Educational Applications
	G’tanya Small, OIIT
	617-635-8882

	Administrative Applications
	
	617-635-9199

	Furniture
	Louise Donner, Facilities
	617-635-9119

	Playground Equipment
	Andy Puleo, Facilities
	617-635-9127

	Grants
	Monica Roberts, Development
	617-635-7936

	Field Trips
	Office of the CFO*
	617-635-9247


*Out -of-State travel requires written approval of the Superintendent prior to Purchase Order being issued.

For more information about this circular, contact:

	Name:
	Edward Glora, Assistant Business Manager

	Department:
	Business Services

	Mailing Address:
	26 Court Street, Boston, MA  02108

	Phone:
	617-635-9478

	Fax:
	617-635-9479

	E-mail:
	eglora@boston.k12.ma.us


Carol R. Johnson, Superintendent








































