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PROCUREMENT



• Follow district policy on bidding.
• Expenditures are based on cumulative amounts by vendor throughout the fiscal 

year.
• Policy should have thresholds and describe the following types of procurements:

 Micro Purchases
 Small Purchases
 Sealed Bids
 Competitive Proposals
 Noncompetitive/Sole Source

• Must maintain bidding documentation.
• Can be more restrictive on amounts, but can’t be more than federal thresholds.

PROCUREMENT REQUIREMENTS



Districts/LEAs shall identify in the written procurement procedure, a micro purchase 
threshold of $10,000 or less. 
• No bids or quotations are required, but micro purchases must be distributed 

equitably among qualified vendors – “SHARE THE LOVE” (i.e. cannot order supplies 
from Staples only, unless Staples was selected through the bid process). 

MICRO PURCHASES



Districts/LEAs shall identify in the written procurement procedure, a small purchase 
threshold of $10,001 through $249,999, and the number of required quotes/bids 
(i.e. 3 bids) for each purchase. 
• Although the Uniform Grant Guidance indicates purchases in this range is a small 

purchase, DESE recommends setting a much lower threshold. 
• The district/LEA must maintain documentation of the quotes/bids even though the 

item is considered a small purchase. 

SMALL PURCHASES



Districts/LEAs shall identify in the written procurement procedure when bids will be publicly 
solicited through formal advertising.  Publicly solicited bids are appropriate when: 
• The purchase is equal to or greater than $250,000;
• A complete, adequate, and realistic specification or purchase description is available; 
• Two or more responsible bidders are willing and able to compete effectively for the project; 
• The procurement lends itself to a firm-fixed price contract (where the amount of payment is 

capped and does not depend on the amount of resources or time expended); and 
• The selection of the successful bidder can be made on the basis of lowest cost.  

SEALED BIDS



Districts/LEAs shall identify in the written procurement procedure when competitive 
proposals will be utilized. This method is used when: 
• The purchase is equal to or greater than $250,000;
• More than one contractor/vendor is submitting an offer; 
• Either a firm-fixed price (where the amount of payment is capped and does not depend on 

the amount of resources or time expended) or cost-reimbursement type contract (where 
the amount of payment is for all allowed expenses to a set limit plus additional funds to 
allow for profit) will be awarded;

• Conditions are not appropriate for the use of sealed bids; and 
• There are multiple evaluation factors other than just cost.  

COMPETITIVE PROPOSALS



Noncompetitive sole source proposals are occasionally permissible but only in 
limited circumstances.  
• This occurs when the item is only available from a single vendor; 
• There is an emergency situation; or 
• Competition is determined to be inadequate (after soliciting a number of sources).  
• Sole source purchases should be well documented as to why the district/LEA was 

unable to obtain competitive proposals. 

SOLE SOURCE



Federal funds may not be paid to contractors/vendors on Debarred/Suspended or 
Excluded Parties List.

• Verify status with federal government at http://oig.hhs.gov/. 
 Click on “Exclusions”
 Click on “Online Searchable Database”
 Select Search Method (Individual, Multiple Individuals, Single Entity, or Multiple Entity)
 Enter Search Criteria (Last Name, First Name, or Entity Name)
 Click on “Search”
 Print Results and Retain for Records

DEBARRED/SUSPENDED

http://oig.hhs.gov/


ACTIVITY 

PROCUREMENT

Determine which federal expenditures would have required the 
district/LEA to obtain 3 bids. 



PR
O

CU
RE

M
EN

T
AC

TI
VI

TY



PR
O

CU
RE

M
EN

T 
AC

TI
VI

TY
 -

AN
SW

ER
S



13

INTERNAL CONTROLS



• Internal controls safeguard the district/LEA and protect against fraud and abuse
• Written policies and procedures should at a minimum include the following 

elements: 
 Segregation of Duties or Second Approval Process 
 Approval of Expenditures
 Journal Entry Correction Approval
 Supervision/Monitoring of Operations
 Retention of Records
 Physical Safeguards
 IT Security
 System Controls
 System Reports

INTERNAL CONTROLS



• Segregation of Duties/Second Approval
 The duties of approving, processing (receipt/payment), and recordkeeping should be separated or a second 

approval process be implemented
 Second approval process entails review and approval by at least two different people (i.e.  the superintendent 

and/or school board)

• Approval of ALL Expenditures
 Review of all expenditures (and supporting documentation) by special education director prior to issuing 

payments
 Multiple signatures should be required on all payment documentation (i.e. different people should be approving 

vs. issuing payment)

• Journal Correction Entry Approval
 Second approval should be obtained prior to posting journal entry corrections 
 Approval documentation should be maintained

INTERNAL CONTROL ELEMENTS



• Supervision/Monitoring of Operations
 To maintain efficiency, effectiveness, and proper use of funds
 Staff responsible for monitoring operational activities should continually receive training on program 

changes/updates
 District/LEA evaluation of the process to ensure efficiency, effectiveness, and proper use of funds

• Retention of Records for 5 years to substantiate transactions
• Physical Safeguards in place (cameras, locks, etc.) 
• IT Security (passwords, access logs, etc.)
• System Controls within accounting and payroll systems
• System Reports

 Ability to query accounting and payroll system data reports for accountability and financial management 
purposes

INTERNAL CONTROL ELEMENTS
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SOURCE DOCUMENTATION



• All special education program expenditures must have supporting documentation, also 
called source documentation

• Source documentation may include:  
 Requisition
 Purchase Order
 Receiving Documentation
 Invoice
 Payment

• Without source documentation, districts/LEAs cannot prove compliance with IDEA Part B 
federal grant requirements

SOURCE DOCUMENTATION



REQUISITION
• The REQUISITION is the originating request for a purchase 
• Indicates:

 What is to be purchased
 Who is it for
 Why it is needed

• Must be in written format (electronic, email, standard form, handwritten 
request)

• Must have an indication of approval 
• Must be maintained as part of the source documentation



What is being 
purchased

Why it is 
being 
purchased Who it is being 

purchased for

Documented 
Approval

Maintain as part of Source Documentation 



PURCHASE ORDER
• The PURCHASE ORDER obligates funds for a purchase once created
• Must contain specifics: 

• Must be in written format with unique identifying numbers 
• Must be approved by individual other than the person who 

created, or have a second signature of approval
• Must be maintained as part of the source documentation

 Detail of items purchased
 Vendor purchased from
 Funding source being obligated

 Quantity purchased
 Purchase Price
 Approval signature and date



Items being 
purchased

Vendor
Unique 
Identifier

Funding 
Source

Separate 
Approval

Maintain as part of Source Documentation 



RECEIVING DOCUMENTATION
• The RECEIVING DOCUMENTATION indicates:  

 When the purchase was received or when the service was provided

• Examples of receiving documentation: 
 Packing slip
 Timesheet
 Attendance certificate
 Therapy notes/logs

• Must contain a signature with date to indicate verification of receipt of items or service 
provided 

• Must be maintained as part of the source documentation



Indication 
items were 

receivedSignature & Date

Maintain as part of Source Documentation 



INVOICE
• The INVOICE is the request for payment 
• Must indicate the funding source paying expenditure
• Must list accounting codes
• Must match the purchase order or explanation of difference (i.e. shipping)
• Must contain an approval signature with date 
• Must be maintained as part of the source documentation



Funding Source 

Accounting 
Codes

Approval Signature 
& Date

Matches
PO

Maintain as part of Source Documentation 



PAYMENT
• The PAYMENT is the documentation of the issued check or the electronic payment 

transmittal 
• Must be verified for accuracy against the invoice before mailing
• Must log expenditure in the general ledger at the time payment is issued

 Funding source and accounting codes must correlate with purchase order and invoice 
documentation

• Must contain an approval signature and date
• Must be maintained as part of the source documentation



Verified for 
Accuracy

Approval 
Signature & Date

Maintain as part of Source Documentation 

Funding Source & 
Accounting Codes



ACTIVITY

PURCHASE ORDER 
SOURCE DOCUMENTATION

See how many red flags you can find with the purchase order.
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PROCUREMENT RESOURCES:

Uniform Grant Guidance (UGG)
https://www2.ed.gov/policy/fund/guid/uniform-
guidance/index.html

Fiscal Monitoring Guide
https://dese.mo.gov/financial-admin-services/special-education-
finance/fiscal-monitoring

https://www2.ed.gov/policy/fund/guid/uniform-guidance/index.html
https://dese.mo.gov/financial-admin-services/special-education-finance/fiscal-monitoring


INTERNAL CONTROLS RESOURCES:

Uniform Grant Guidance (UGG)
https://www2.ed.gov/policy/fund/guid/uniform-
guidance/index.html

Fiscal Monitoring Guide
https://dese.mo.gov/financial-admin-services/special-education-
finance/fiscal-monitoring

https://www2.ed.gov/policy/fund/guid/uniform-guidance/index.html
https://dese.mo.gov/financial-admin-services/special-education-finance/fiscal-monitoring


SOURCE DOCUMENTATION RESOURCES:

Uniform Grant Guidance (UGG)
https://www2.ed.gov/policy/fund/guid/uniform-
guidance/index.html

Fiscal Monitoring Guide
https://dese.mo.gov/financial-admin-services/special-education-
finance/fiscal-monitoring

https://www2.ed.gov/policy/fund/guid/uniform-guidance/index.html
https://dese.mo.gov/financial-admin-services/special-education-finance/fiscal-monitoring
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