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  INTRODUCTION AND PURPOSE  

The purpose of this Purchasing Manual is to assist all school district employees with the proper purchasing practices to be in full compliance with:

· New Jersey Public School Contracts Law--N.J.S.A. 18A:18A-1 et seq.;
· New Jersey Administrative Code--N.J.A.C. 5:34-1 et seq.;
· Board of Education Purchasing Policies; 
· Federal Procurement Code--2 CFR 200.317 et seq., when applicable;
· NJQSAC Fiscal DPR Indicator #15; 
· Local Finance Notices – NJ Division of Local Government Services; and
· Other laws and administrative code when applicable.

The Purchasing Manual is designed to achieve three (3) goals:
														           	1.  Compliance with the law, code and board policy on purchasing;
               	2.  Promote efficiency in the purchasing practices; and
               	3.  Achieve savings of money through proper purchasing practices.

A. Proper Planning
We ask you, the user of the purchasing system, to help achieve these goals through proper planning.  Please allow yourself enough leeway between generating a purchase order and the actual date materials or services are needed.  Please think of purchasing in terms of a whole year.  What items and services do you need on an annual basis? Through proper planning, we can eliminate much of the frustration that is encountered with all public school purchasing procedures.

B. Who Should Review this Manual?
This manual should be reviewed with all administrators, department heads, teachers, secretaries, and others who are involved in the purchasing process.  It is imperative that everyone adhere to all purchasing laws and guidelines.


C. Deliberative Process—Purchases of Goods and Services Take Time!

· Compliance with Law; Code; Board Policy
Public school purchasing is a deliberative process, designed to ensure compliance with the Public School Contracts Law, appropriate New Jersey Administrative Code, board of education  policy and when applicable, Federal Procurement Code. 

· Limit Fraud
The deliberative process also encompasses checks and balances and internal controls designed to limit fraudulent activities.

Public school purchasing is indeed, a time consuming effort; please be patient!








D. Mandatory Training
All school personnel involved in the requisition and purchasing process shall attend mandatory training sessions concerning proper purchasing procedures. The training will be presented in two (2) sessions:

             Session I—Purchasing Procedures
All administrators, supervisors and principals, pursuant to N.J.A.C. 5:34-1.1 (b), shall attend this mandatory training session on purchasing procedures.

            Session II—Requisition and Purchase Order Process
All school personnel involved in the preparation of requisitions and purchase orders shall attend this mandatory training session.

E. Recommending Purchases; Educational/Operational Rationale
Administrators who recommend purchases should be able to explain and defend the need of the purchase and why the purchase is essential to the school district. Administrators who sign off on requisitions/purchase orders may have to provide an educational or operational rationale for the purchase based on the following:

· How students will learn or benefit from the purchase?
· What educational achievement or program may be linked to the purchase?
· How is the purchase of operational value to your school/office?
· Are the goods/services purchased useful for the long term rather than immediate need?
· Have inventories been checked to determine whether there is a real need for the purchase?

Administrators may have to justify the need for the purchase and if so required, explain the need at a Board of Education meeting.

F. QPA Certification
Any thresholds listed are based upon the assumption the School Business Administrator/Board Secretary possesses a Qualified Purchasing Agent (QPA) Certificate and the board of education has set the bid threshold at the current maximum of $44,000.




















 ETHICS AND CONDUCT IN PURCHASING; 
VENDOR RELATIONS 

All district employees are to practice exemplary ethical behavior in the purchasing process. Employees are to avoid any action that may be considered a conflict with their position with the district and those dealings with vendors who provide goods and services to the district.  All district employees should adhere to the following terms and conditions of the board’s policy on Ethics and Conduct in Purchasing; Vendor Relations.

Federal Code of Standards of Conduct
The board of education, pursuant to Federal Regulation 2 CFR 200.318 (c) (1), hereby acknowledges the Ethics and Conduct in Purchasing section to be applicable to the selection, award and administration of contracts using federal funds. The code of conduct also applies to all purchases, notwithstanding the source of funding.

A. Financial Interest in any Contract with the Board of Education--Prohibited
No employee or board member may have a direct interest in any contract or agreement for the sale of goods and services to the Board of Education, nor receive any benefit, compensation or reward from any contract for the sale of goods and services to the Board of Education.   Reference—N.J.S.A. 18A:6-8.

B. Solicitation/Receipt of Gifts from Vendors -- Prohibited
School board members, school officials and employees, or members of their immediate family are prohibited from soliciting, receiving or agreeing to receive any compensation, reward, employment, gift, meal, honorarium, travel, reimbursement, favor, loan, service, or other thing of value from any person, firm, corporation, partnership, or business that is a recipient of a purchase order from the district, or a potential bidder, or an applicant for any contract with the district, based upon an understanding that what is solicited or offered was for the purpose of influencing the board member or school employee in the discharge of their official duties.  This policy shall be consistent with the School Ethics Act—N.J.S.A. 18A:12-21 et seq.  

C. School District Responsibility – Favoritism; Family Members; Businesses
School officials and employees who recommend purchases shall not extend any favoritism to any vendor.  Each recommended purchase should be based upon quality of the items, service, price, delivery, and other applicable factors in full compliance with N.J.S.A. 18A:18A-1 et seq.

School officials and employees are to avoid recommending purchases from members of their families, businesses that employ members of their families and from businesses in which the official, employee or members of their immediate family have a direct financial interest.

School officials and employees who are authorized to sign off on purchase orders and/or to recommend purchases or business transactions by virtue of their signature on the purchase order certify that their actions are consistent with this policy and all applicable statutes.

D. Vendor Responsibility – Doing Business with the Board of Education
Any vendor doing business or proposing to do business with the Board of Education, shall neither pay, offer to pay, either directly or indirectly, any fee, commission, or compensation, nor offer any gift, gratuity, or other thing of value of any kind to any official or employee of the Board of Education or to any member of the official’s or employee’s immediate family.

No vendor shall cause to influence or attempt to cause to influence, any official or employee of the Board of Education, in any manner which might tend to impair the objectivity or independence of judgment of said official or employee.
E. Vendor Certification
Vendors will be asked to certify that no official or employee of the Board of Education or immediate family members are directly or indirectly interested in this request or have any interest in any portions of profits thereof.  The vendor participating in this request must be an independent vendor and not an official or employee of the Board of Education.

F. Disciplinary Actions for Violations of the Policy--Sanctions
In accordance with N.J.S.A. 18A:6-8, any school district employee who violates the terms of this policy may be subject to withholding of annual increments, suspension, demotion, school ethics complaint, termination and/or revocation of license to teach or to administer.

Conflict of Interests
No employee, officer, or agent of the Board of Education may participate in the selection, award, or administration of any contract, if he or she has a real or apparent conflict of interest. Such a conflict of interest would arise when the employee, officer, or agent, any member of his or her immediate family, his or her partner, or an organization which employs or is about to employ any of the parties indicated herein, has a financial or other interest in or a tangible personal benefit from a firm considered for a contract. Ref. 2 CFR 200.318 (c) (1)

School district employees who are part of an evaluation committee to review responses to Request for Proposals (RFP) and/or to Competitive Contracting proposals will be required to complete a Conflict of Interest certification in accordance with N.J.A.C. 5:34-4.3 (e) (f).

Possible Conflict of Interest—Contact the School Business Administrator
Any school employee, who feels there may be a potential conflict of interest with a recommendation of award with any vendor doing business with the district, is encouraged to contact the School Business Administrator for guidance.


CRIMINAL CODE CITATIONS 

 All school employees are reminded of the following New Jersey Criminal Code citations:

2C:27-9 Unlawful Official Business Transaction
“A public servant commits a crime of the fourth degree if, while performing his official functions on behalf of the government entity, the public servant knowingly transacts any business with himself, a member of his immediate family, or a business organization in which the public servant or an immediate family member has an interest.” (N.J.S.A. 2C:27-9)

2C:27-10 -- Acceptance or Receipt of Unlawful Benefit by Public Servant for Official Behavior
“A public servant commits a crime in the fourth degree…if the public servant directly or indirectly, knowingly solicits, accepts or agrees to accept any benefit, whether the benefit inures to the public servant on another person, to influence the performance of an official duty or to   commit a violation of an official duty.” (N.J.S.A. 2C:27-10)

 







       PUBLIC SCHOOL PURCHASING  
  LEGAL AUTHORITY  


Authority to Purchase—School Business Administrator/Board Secretary
The purchase of goods and/or services by a board of education is governed by state statutes, administrative code and board policy.  New Jersey State Law 18A:18A-2 (b) assigns the legal authority to the Purchasing Agent (School Business Administrator) to make purchases for the board of education.

The Purchasing Agent is the only individual in the school district that has the authority to make purchases for the board of education. The Board of Education has chosen Eric Burnside as the Purchasing Agent for GMRSD. The terms “Purchasing Agent” and “School Business Administrator will be used interchangeably throughout this manual.

Authorized Purchases
All requests for purchases of goods and/or services must be made through an approved purchase order signed by the Purchasing Agent, prior to the goods or services to be received.

Purchase Order--Defined
A purchase order, pursuant to N.J.S.A. 18A:18A-2 (v), is a document issued by the Purchasing Agent, authorizing goods or materials to be ordered for the school district or work/service to begin.  No goods or materials may be ordered or work/service be authorized to begin by any other individual in the school district other than the Purchasing Agent.

Unauthorized Purchases
Any school district employee who orders and/or receives any materials, supplies or services without first going through the approved purchase order process has made an unauthorized purchase. 

Unauthorized purchases are a violation of State Law and Board Policy.

Penalties and sanctions for unauthorized purchases may be assigned by the Superintendent of Schools, which may include for the employee to pay for the unauthorized purchase.

Corrective Action for Non-Compliance
1. Memo to Administrator
If the Purchasing Agent has determined that an unauthorized purchase has been made, a memo will be sent to the responsible administrator advising the administrator of the unauthorized purchase.

The Superintendent of Schools shall receive a copy of the memo.

2. Memo to Superintendent
The responsible administrator shall prepare a memo explaining the reasons why proper purchasing procedures were not followed.  The memo will be attached to the purchase order and a copy of the memo will be sent to the Superintendent of Schools. 

3. Letter to Vendor
The Purchasing Agent will also send a letter to the vendor who provided either unauthorized services or goods.  The letter will advise the vendor that payment may not be made for the unauthorized purchase.  The Board Attorney will be copied on the letter.


District Sanctions and Violations
All district employees are reminded the school district may receive sanctions because of unauthorized (confirming) purchases. Employees are to note the following consequences of such actions:

1. Withholding of State Aid—N.J.A.C. 6A:23A-5.4
The Commissioner of Education may withhold State funds from any school district that fails to obey the provisions of the Public School Contracts Law—N.J.S.A. 18A:18A-1 et seq.

2. NJQSAC Fiscal DPR Indicator #15
The school district is subject to a penalty of four (4) NJQSAC points by not being in compliance with the Fiscal District Performance Review Item #15, which prohibits confirming or unauthorized orders.

3. Audit Finding and Recommendations
All financial transactions are subject to audit review. The district may receive an audit finding and recommendation for unauthorized (confirming) purchases. Repeat audit findings may lead to sanctions against the school district.

4. Employee Sanctions
The Superintendent of Schools may recommend to the Board of Education the filing of sanctions against any employee who does not comply with federal and state purchasing laws and code, board policy and district purchasing procedures. The sanctions may include, but are not limited to, paying for any unauthorized purchase, withholding of increment, employee suspension or tenure charges.


Purchasing Prohibitions

1. Employees Prohibited from Signing Contracts--Prohibition
Board of Education employees are prohibited from signing any contract offered by a vendor.
The power to sign and execute vendor contracts after Board of Education approval lies with the Board President and the Board Secretary.

Personal Liability
Contracts signed by an employee shall be considered non-binding by the Board of Education with the employee accepting full responsibility for the costs of the contract.

2. Reimbursements; Employee--Prohibition
The Board of Education only recognizes an employee reimbursement purchase order when it pertains to tuition reimbursement, pre-approved travel, meals, and conferences.  The Board will not reimburse employees for items and goods personally purchased by the employee. 

3. Student Activity Accounts--Prohibition
Purchases made through Student Activity Accounts may not be reimbursed with Board funds.    
Purchase orders made payable to Student Activity Accounts for the aforementioned purpose will not be signed by the Purchasing Agent.

4.   Private Purchases -- Prohibited
Goods and services procured by the Board of Education are exclusively for the use of the board and if applicable, other public and non-public schools.  These goods and services are purchased through the signed purchase order process.

Employees of the Board of Education are prohibited from purchasing privately goods and/or services off the bid prices and quotation prices offered by the vendors to the board of education. 


Purchasing Guidance

Cancellation of Purchase Orders
All requests to cancel purchase orders must be made in writing to the Purchasing Agent.  Reasons explaining the need to cancel the purchase order must be outlined.  The Purchasing Agent maintains the sole right to cancel purchase orders.

Credit Cards Prohibited
Pursuant to the New Jersey Department of Education Audit Program page I-5.9, a school district is not permitted to use a credit card for the purchase of goods and services. All purchases are to be made through the purchase order process in compliance with the Public School Contracts Law.

Contracts; Purchase Order Required
The award of contract to a vendor approved by the Board of Education at a public meeting does not automatically authorize any employee to use the services of, or purchase materials from, the vendor.

All contract purchases require the issuance of a purchase order authorizing the purchase of services and/or goods and materials from the vendor. N.J.S.A. 18A:18A-2 (v).

Preview of Materials
All staff members must receive permission from administrators, supervisors, or principals to preview materials.  After the preview process has been completed, the item must be returned.  If there is a desire to purchase the previewed item, then a purchase order must be prepared for a new item.



























  METHODS OF PROCUREMENT  
					
A.   Advertise for Bids (Purchases that exceed the bid threshold--$44,000)
This method is used for procuring goods, materials, services and public work projects that exceed the board of education approved bid threshold of $44,000.

       Examples
      	Building Services; Facilities			 Technology
Plumbing, Electrical, HVACR work		 	Computer Supplies
     	Custodial Supplies			           	   	Printers / Computers
      	Public Works Projects			              	Interactive White Boards

     	Food Services                          			Athletics	 
Groceries and Canned Goods				Footwear		 
      	Kitchen Equipment					Athletic Supplies/Equipment
      			                                   
District 					  
           	Furniture					  	                                                                                                    
            	AV Equipment                                      
		
Award of Contract--Lowest Responsible Bidder
The common thread of all these bids is the district has to award the contract pursuant to N.J.S.A. 18A:18A-4 (a) to the lowest responsible bidder.

Bids and Purchasing:

1. Bid Limit -- $44,000
The Board of Education is restricted by New Jersey state law on how much money can be spent by the district for the entire year on materials, supplies, and services.

This restriction is called the bid threshold or bid limit.  The bid limit is $44,000.  This means that any specific item, class of items, and/or services of a similar nature, purchased by the school district totaling in the aggregate more than $44,000 for the entire year, must be competitively and advertised for bid. This restriction is for the entire district and not by location or schools.

School officials cannot circumvent the law by splitting purchases to be under the $44,000 bid limit. Administrators that have purchases that may exceed the $44,000 bid limit, are to contact the Purchasing Office to begin planning the bid process.

The formal bidding process takes about 6-8 weeks to complete as explained in the Appendix under Bid Process.









2. Annual Bids—N.J.S.A. 18A:18A-9
The Board of Education, to be in compliance with N.J.S.A. 18A:18A-9, requests administrators/supervisors and school principals start to plan and prepare for Annual Bids.  The proposed time lines are as follows:
	

	Feb.-March
	Administrators/Supervisors prepare technical specifications to be reviewed by Purchasing Agent.

	April
	
Purchasing Agent prepares final bid specifications to be drafted in a manner to encourage free, open, and competitive bidding. Bids are advertised pursuant to the Public School Contracts Law.


	May/June
	Annual bids are received, opened and tabulated by Purchasing Agent.

	May/June
	
Award of contract resolutions are prepared by Purchasing Agent for Board of Education review and approval.


	June
	Purchase orders are generated by Administrators/Supervisors and presented to the Purchasing Agent for services to begin on July 1st.

	June/July
	
Purchase orders are generated for goods and materials to be delivered to the schools for August delivery.




3. Bidding: Time Frame
As stated before, the formal bidding process usually takes about 6-8 weeks from start to finish.  Please plan appropriately.  An outline of the bidding process is located in the Appendix.

4. Exceptions to the Bid Limit
New Jersey State Law allows for some exceptions to the bid requirements.  There are approximately twenty (20) exceptions where a Board of Education does not have to advertise bids for goods and services. Some of them are:

a. Purchasing through New Jersey State Contract;
b. Professional services as outlined by New Jersey law;
c. Textbooks, kindergarten supplies, student produced publications, library and educational  goods;
d. Legal notices, food supplies, milk, utilities, insurance, election expenses, travel and conferences; and
e. Contracts with other government entities; county and state colleges.

These purchases may be subject to the quotation process pursuant to N.J.S.A. 18A:18A-37(a) if practicable.

The Purchasing Agent should be contacted concerning exceptions to bidding.


B.   Quotations (Purchases that fall between $6,600 and $43,999)
This method of procurement is used for contracts for goods, materials, services and public works projects that in the aggregate are between $6,600 and $43,999.

	Examples:
		Athletic Trainer Supplies			Athletic Wear
		Instrument Reeds				Fitness Equipment
		Payroll Checks					Dry Cleaning Services
        Award of Contract—Price and Other Factors
The board of education, is obligated to solicit at least two (2) competitive quotations and award the contract pursuant to N.J.S.A. 18A:18A-37 (a), to the vendor whose response is most advantageous, price and other factors included.

 Quotations and Purchasing

1. Quotation Limits--$6,600 through $43,999
The quotation limit (threshold) presently is $6,600.  This means that any specific item or group of items of a similar nature purchased by the school district, totaling more than $6,600 and less than $44,000 for the entire year, must be competitively quoted or advertised for bid at the discretion of the Purchasing Agent.

School officials cannot circumvent the law by splitting purchases to be under the quotation threshold.

2. Quotation Process
All quotations shall be in writing and will be coordinated by the Office of the Purchasing Agent.  When a quotation is deemed necessary, the administrator/supervisor or school principal is asked to contact the Purchasing Office.  The Purchasing Agent will review these quotation specifications to determine whether they are set up to provide open and competitive quotations.

Please note: The formal quotation process could take about 2-4 weeks from start to finish.

There will be no telephone quotations except in a case of extreme urgency.

3. Receipt of Two (2) Quotations
Pursuant to N.J.S.A 18A:18A-37(a) the school district shall solicit two (2) quotations, if practicable. Evidence of the quotation process shall be kept on file.  A copy of the quotation shall be attached to the purchase order. It is the responsibility of the Purchasing Agent to solicit formal quotations.

C.  Request for Proposal—RFP    --   This method is preferred for the following contracts: 

      Professional Services			Academic/Operational Services	
      Medical					(Contracts less than $44,000)
      Auditing; Accounting			Instructional Improvement
      Legal					Educational Consultants
      Engineering, Architectural            		Professional Development
	    Special Education Related Services




Award of Contract—Evaluative Criteria
The RFP method is designed to award the contract to the vendor based upon a list of criteria which include as recommended by the New Jersey State Comptroller’s Office with the

Best Practices in Awarding Service Contracts (2010)

· Technical 
· Submission of narrative how firm will provide services; planned approach; measurable results
· Understanding how services will be provided

·  Management 
· Business organization; staffing
· Experience; and
· Knowledge of district

·     Cost 
· Fee proposal submission; cost analysis

The contract for an RFP contract does not; I repeat does not have to be given to the respondent who submits the lowest price. The evaluative criteria process is designed to award the contract to the respondent whose response will provide the highest quality services at fair and competitive prices. 

D.  Competitive Contracting (Certain Contracts over $44,000)
This procurement method is used for certain contracts over $44,000.00.

The district can only use this method for contacts that are outlined in NJ State Law 18A:18A-4.1. Some of the examples that are permitted are

· Proprietary Computer Software for Board Use
1. Student Data Warehousing
2. Student Information System
3. Business Office; Human Resources Software
· Professional Development Services
· Educational Consultant Services
· Instructional Improvement Services

The award of contract is similar to the RFP award of contract.  It is based upon the same evaluative criteria which is designed to award the contract to the respondent whose response will provide the highest quality services at fair and competitive prices.

The administrative process of Competitive Contracting as outlined in N.J.S.A. 18A:18A-4.1 et seq. and N.J.A.C. 5:34-4.1 et seq. is a rather lengthy process and make take 6-8 weeks to complete.

E.  State Contract—NJ START--Purchasing 
Pursuant to N.J.S.A. 18A:18A-10 (a), a Board of Education may purchase goods and services through New Jersey START (NJ START) contract vendors.  If the purchase exceeds the bid threshold, the Board of Education must adopt a resolution awarding the contract.

It is the recommendation of the Purchasing Agent to procure the following equipment and supplies from New Jersey START contract vendors.









	   Office Supplies and School Supplies
The Purchasing Agent will distribute separate memos highlighting State Contract vendors who sell Office Supplies and School Supplies.  Please review these memos with your staff.
 
If you plan to purchase Office Supplies and School Supplies from the State Contract vendor, please follow the instructions on the memo.

	   Computers
If you plan to purchase computers, please adhere to the following process prior to completing purchase orders for computers.

· Contact the Computer Technician:
· Michael Hann: MHann@GMRSD.com

Please contact the Computer Technician, Michael Hann. He will be able to assist you with the technical aspects and the State Contract requirements of purchasing computers.  

  Copiers
- Approvals Needed:
- Superintendent
- SBA
- Board of Education
If you plan to purchase a copier, please contact the Purchasing Agent. All purchases of copiers must be pre-approved by the Purchasing Agent and the Superintendent of Schools. All purchase of copiers through the State Contract GSA pricing require board of education approval pursuant to the requirements of N.J.A.C. 5:34-9.7.

      Other State Contract NJ START Purchasing
The School Business Administrator is required to have board of education approval for all NJ START contract purchases that exceed the bid threshold. All NJ START contract purchases will be verified by the Purchasing Agent prior to processing.

	Purchase Order Requirements--State Contract 
	All purchase orders made through NJ START Contract vendors shall include the following:
1. State Contract Number;
2. State Contract System Identifier—1 NJCP;
3. Notification of Award attached to the purchase order;
4. Approved State Contract price list; and
5. Shipping and Handling included. 
		         











  OTHER PURCHASING PROCEDURES  

A. Cooperative Purchasing
The school district may use the services of an authorized cooperative purchasing entity to purchase goods and services. Recognized cooperative purchasing groups are, but not limited to:

· Boards of Education
· Educational Services Commissions
· Regional Services Commissions
· County Special Services Districts
· NJ Division of Purchase and Property (NJ START State Contract)
· National Cooperative Vendors

Cooperative Purchasing System Identifiers—Include on Purchase Orders
School districts are required by administrative code to identify the cooperative group and include the identification number on the purchase order. The following Cooperative Purchasing System Identifiers are provided for your use. This is not an all-inclusive list. The Business Office shall inform all school officials of other cooperative purchasing system entities during the course of the year.

1NJCP			New Jersey START Contract vendors
26EDCPS			Educational Data Services, Inc., vendors
65MCESCCPS		Educational Services Commission of New Jersey vendors
34HUNCCP			Hunterdon County Educational Services vendors

B. Emergency Contracts
Emergency contracts are strictly regulated by N.J.S.A. 18A:18A-7.  A situation must exist affecting the health or safety of the occupants of school property that requires the immediate delivery of articles or the performance of a service to alleviate the emergency.

The emergency contract process is reviewed in the Appendix.  Please note that the Superintendent of Schools must be notified first of all emergency purchase requests.
Only the Purchasing Agent may award an emergency contract.

C. EUS—Extraordinary Unspecifiable Services
The EUS procurement method is used for the procurement of insurance and insurance consultant services. The Purchasing Agent will coordinate all EUS activities pursuant to N.J.S.A. 18A:18A-5 (a) (10) and N.J.A.C. 5:34-2.1 et seq.

D. Federal Funds—Procuring Goods and Service When Using Federal Funds
All non-federal entities (school districts) are to follow NJ Public School Contracts Law when procuring goods and services using federal funds except where the federal standards detailed in 2 CFR Part 200.317 et seq. are in conflict or more restrictive.

School districts, when procuring goods and services using federal funds, are to comply with the    Federal Procurement Code 2 CFR 200.317 et seq.  A more detailed explanation of procuring goods and services when using federal funds is found in the Appendix Section of this manual.





E. Increasing a Purchase Order Amount
There may be times where a purchase order amount has to be increased to meet the needs of the district. The School Business Administrator, in accordance with N.J.A.C. 6A:23A-6.10 will identify and investigate the reason(s) for any increase to a purchase order. An appropriate form to request an increase has been prepared and is available from the Business Office.

F. Vendors Doing Business with the District

New Vendors
The Purchasing Agent must enter new vendor information in the Business Office financial system prior to using the services or goods of that new vendor. The Purchasing Agent also has to receive from vendors certain legal documents prior to issuing a purchase order. Depending on the amount of the purchase order in the aggregate the following documents must be in the possession of the Purchasing Agent:

· Affirmative Action Evidence—Certificate of Employee Information Report
· Business Registration Certificate from the State of New Jersey
· Chapter 271 Political Contribution Disclosure form
· Iran Financial Disclosure Form
· IRS W-9 Form
· Other documents required by Federal Procurement Code

Vendor Performance--Unsatisfactory
It is hoped that vendors used by the school district provide goods and services in accordance with the terms and conditions of the contract. If any school official does not receive goods or services in a satisfactory manner, it is important the Purchasing Agent be informed.

Vendor/Contractor Evaluation & Recommendation
The Public School Contracts Law permits the school district to renew the contract of a vendor or contractor who provides services to the district. School officials administering the contract for those vendors shall, pursuant to N.J.S.A. 18A:18A-42, complete Vendor/Contractor Evaluation and Recommendation form to determine if the vendor has provided services to the district in an “effective and efficient manner.

Debarment, Suspension or Disqualification– (N.J.A.C. 17:19-1.1 et seq.)
The Board of Education will not enter into a contract for work with any person, company or firm that is on the State Department of Labor and Workforce Development; Prevailing Wage Debarment List, or the State of New Jersey Consolidated Debarment Report https://www.state.nj.us/treasury/revenue/debarment/debarsearch.shtml 
or the Federal System for Award—SAM.gov.

G. Renewal of Contracts—Services
Any vendor contract for services other than professional services, may be extended or renewed by the board of education pursuant to the terms and conditions of N.J.S.A. 18A:18A-42 (o). The major conditions are as follows:

1. Renewal contract is awarded by board resolution;
2. No contract shall be extended so that it exceeds five (5) consecutive years;
3. Any price increase shall not exceed the quarterly Index Rate; and
4. Terms and conditions of the contract remain substantially the same.

The Purchasing Agent will notify all administrators in March of the preceding fiscal year of any vendor contracts that are eligible for renewals.
H. Student Activity Account Purchases
The purpose of having student activity funds should be to finance the normal legitimate co-curricular activities of the student body organization.  Only expenditures relating to student group activities, which benefit students, may be made from student activity accounts. Student activity funds are monies generated by students’ participation, authorized to be spent by students and expended on behalf of the students. 

· Signing of Contracts with Vendors--Prohibited
School officials are strictly prohibited of signing any contracts with vendors, unless expressly authorized by board resolution. All contracts with vendors shall be reviewed by the School Business Administrator, who if satisfied, will affix his signature to the vendor contract

· Purchases—Bids May Be Required—Discretion of School Business Administrator
The School Business Administrator is aware of the following exception to bidding 

Goods and services paid with funds that: are raised by or collected from students to support the purchase of student-oriented items or materials, such as yearbooks, class rings, and a class gift; and are deposited in school or student activity accounts; and require no budget appropriation from the board of education; N.J.S.A. 18A:18A-5 (a) (21)  

It will be the determination of the School Business Administrator, whether an advertisement for bid will be required for a Student Activities purchase, which in the aggregate exceeds the bid threshold of $44,000.

· Purchases—Quotations Required
Goods and services paid with student activity funds and require no budget appropriation from the board of education, are considered an exception to bidding under the New Jersey Public School Contracts Law. It is important to note however, that purchases less than the bid threshold may be subject to official quotations solicited by the School Business Administrator. Please alert the Business Office for any upcoming purchases that are more than $6,600.

· Purchases—Board Resolution Required Exceeding the Bid Threshold
All purchases exceeding the bid threshold, currently $44,000, require prior board of education approval at a regularly scheduled meeting.

· Board Resolution -- Pursuant to N.J.S.A. 18A:18A-5 (a) (21) all purchases from the student activity account that exceed the bid threshold must be approved by board resolution prior to the purchase being made.  

Purchases of yearbooks, school rings; catering hall for proms, may fall in this category.  Fund-raising contracts that exceed the bid threshold in the aggregate require a board resolution.









  SELECT PURCHASING TOPICS  

A. Field Trip Transportation
The district has secured through the competitive bid process, prices for various types of transportation vehicles needed for approved field trips. A special bulletin has been issued to all administrators and principals. All employees are reminded of the following guidance as it pertains to field trip transportation:

1. Purchase order must be prepared and processed prior to the date of the field trip.
2. Attached to the field trip transportation purchase order is a copy of the board of education resolution approving the destination of the field trip.
3. The approved list of bus companies and corresponding prices are to be used whether the field trip is paid through board of education funds (PO) or student activity funds.
4. All field trips using board of education funds (purchase order) shall be part of the instructional program, have an educational value and shall be reasonable in cost.  Field trips solely for student entertainment are prohibited when using public funds.  A board resolution approving the field trip must be attached to the purchase order.
5. The cost of field trips may be borne by the pupils’ parents with the exception of pupils in special education classes and pupils with financial hardship. Reference—N.J.S.A. 18A:36-21

B. Meals; Refreshments and Catering
The State of New Jersey Department of Education has provided guidance to school districts through Administrative Code N.J.A.C. 6A:23A-5.8 on board expenditures for meals and refreshments.

The expenditure of public funds for meals and refreshments may be used for the following:

Permitted Activities for Meals; Refreshments; Catering
· Student Activities
Reasonable costs for light meals and refreshments directly related to activities that benefit students and are part of the instructional program are permissible.  These activities must be part of the instructional program and not solely for student entertainment.

· Parent Activities
Reasonable costs* for light meals and refreshments for parent activities are permissible.  It is expected that expenditures for this purpose will be minimal and infrequent.

· Dignitaries
Reasonable costs* for light meals and refreshments for dignitaries as defined in State code, are permissible.

· Board Member Meetings -- N.J.A.C. 6A:23A-7.12(f)
Light meals and refreshments* are permitted for all board members and for employees who are required to attend a board of education meeting.

      *Please note that costs for light meals and refreshments are limited as follows:			
	Breakfast
	$   7.00 per person

	Lunch
	$  10.00 per person

	Dinner
	$  15.00 per person



(NJ OMB Circular 16-11-OMB Section XI—Letter J)



Documentation Required—Light Meals and Refreshments
Documentation must be provided to support expenditures for light meals and refreshments.  The following information is to be provided on the Purchase Order:

· Description of the activity;
· Purpose/justification of the activity; goal; objectives;
· Make-up of the group receiving the meals; and
· Names of employees and board members included in the group.


Prohibited Activities for Meals; Refreshments; Catering

· Athletic Activities—Feeding Guests
Light meals and refreshments served to guests at any athletic event, game or contest are not permitted.

· Staff and Employees of the School District
Light meals and refreshments are not permitted for employees and staff of a school district, unless the staff member or employee is essential to a student activity where light meals or refreshments are being served. N.J.A.C. 6A:23A-7.12 (d); 6A:23A-5.8 (b) (4)

· Honoring Employees
Receptions, dinners or other social functions held for or honoring any employee or group of employees are not permitted when public funds are being used.
Please note: the use of public funds (purchase order) for the purchase of employee recognition awards is permitted. For example—Retirement Plaques!

C. Textbooks; Approval and Purchase
1. Approval of Textbooks
In accordance with state law (N.J.S.A. 18A:34-1), all textbooks must be approved by the Board of Education prior to their use in the educational program.  Purchasing textbooks that have not been approved by the Board of Education is a violation of state law.  The Director of Curriculum, has set up procedures to have textbooks approved by the Board of Education.

2. Textbook Approval – Board of Education Resolution
The procedure for obtaining Board approval is:

a)  Complete the District Textbook Evaluation and Approval form

b)  Submit textbook and form to the Office of Curriculum and Staff Development, who will   prepare the Board resolution.

3. Purchase of Textbooks and Curriculum Department Review
New Jersey Administrative Code 6A:23A-9.3(c) (12) requires the purchase of textbooks to meet one of the following conditions:

a. The purchase is in accordance with a textbook replacement plan;
b. Textbooks have been identified as stolen or destroyed; or
c. A change in curriculum or new edition requires a new textbook.

It is important that all purchase orders for textbooks withstand any state or district audit review.  

Budget Accounts
As always, only textbooks may be purchased from the “640” object code.  All other books and reading material must be purchased from the “600” or “610” series accounts.


D. Books; Purchasing Procedures

1.   Purchase Orders Processed—Once a Month
The Purchasing Office, to ensure compliance with Public School Contracts Law and board policy, will now process all purchase orders for books and workbooks that require board of education approval, once a month.

The Purchasing Office will hold all purchase orders for books and workbooks to determine whether the total cost of the purchase orders exceed the bid threshold. If the total cost of the purchase orders exceeds the bid threshold then the Purchasing Office will prepare the appropriate board resolution. 

After the board of education adopts the resolution to purchase the books/workbooks, the purchase orders will be signed and processed if all the documents required are on file.
	
The Purchasing Office will use the Superintendent’s deadline for agenda items for this process. 
Purchase orders for books and workbooks received after the deadline will be held for the next board meeting.

2.   Purchases Must be Planned
All schools/offices buying books and workbooks must now plan appropriately. Administrators and supervisors are to direct teachers and staff members to have all purchase orders ready before the deadline or otherwise they will have to wait for the next board of education meeting.

3.   Online Pricing or Price Quotations		
School principals are to ensure that purchase orders for books and workbooks be presented to the Superintendent with pricing that was obtained through the book company representative or by using online pricing.

     4.    Purchase Order Review – Online Pricing or Price Quotations
Each purchase order for the purchase of books and workbooks will be reviewed by the Purchasing office.  It is expected that attached to the purchase order will be either:

1. Copies of the price quotation received from the sales representative; or
1. Copies of the online pricing obtained from the company’s website.
Shipping and handling costs must be confirmed by the sales representative or the customer service number.
Any book purchase order that does not have either the price quotation from the sales representative or copies of online pricing will be returned.

Use of Catalog Pricing – PROHIBITED
Using written paper catalogue pricing is prohibited.  All book prices must be obtained by contacting the sales representative or by obtaining the prices online.








F. Travel Reimbursement--Purchase Order—Conferences and Workshops

The State of New Jersey, pursuant to N.J.S.A. 18A:11-12, has adopted strict travel guidelines for school districts to follow. All school officials and employees seeking travel reimbursement must adhere to the law and travel administrative code—N.J.A.C. 6A:23A-7.1 et seq. At a minimum, reimbursement purchase orders for travel must meet the following requirements:

1. Written Approval of the Superintendent—prior to travel event
The travel shall be approved in writing by the Superintendent prior to the travel event. Documentation shall be provided with the purchase order for reimbursement.

1. Board of Education Approval—prior to travel event
The travel shall be approved by resolution at a public board of education meeting, again, prior to the travel event.  A copy of the board resolution shall be attached to the purchase order.


1. Reimbursement Procedures
Prior to being reimbursed for approved costs for the travel event, the following must be presented with the purchase order when applicable

1. Approvals in writing;
1. Travel Report;
1. Receipts for hotel and meals (when applicable);
1. Workshop/In-Service & Mileage Reimbursement Form;
1. Driver’s License; Vehicle Registration; Insurance Card; and
1. Other documents when requested.

All public school employees are to review all board policy and school administrative procedures with the School Business Administrator prior to planning for the travel event. Additional rules and procedures on travel are available by contacting the School Business Administrator.

Fixed Assets
Generally Accepted Accounting Principles (GAAP) reporting, requires the district to maintain physical accountability over district owned assets.  Fixed assets are property, plant or equipment, assets that are long-term and continued use, such as land, buildings, machinery, and equipment.  

Cost Determination of Fixed Asset
For the purpose of this purchasing manual and to be in compliance with law and code, a fixed asset is a single item cost of $2,000 or more.

Recording of Fixed Assets
School officials ordering and receiving a fixed asset item, shall properly record the item on the purchase order in accordance with Business Office procedures. The fixed asset item shall also be identified with the district’s bar coding system. 

Disposal of Fixed Assets
All school district property must be disposed in a manner prescribed by law as per the Records Retention Schedule prepared by the New Jersey Bureau of Records Management. The Business Office will assist all school officials in the disposal of all school property, especially those identified as fixed assets.







  PURCHASE OF FOOD SUPPLIES  

1. Purchase of Food Supplies – Supermarkets
New Jersey state law and code excludes the purchase of food supplies from the bidding process if the food supplies are for the school cafeteria or home economics classes.  Many schools and offices have prepared purchase orders to:

	Walmart

Food supplies purchased from the supermarkets shall be in compliance with state law and code and only for the approved list of situations.  All purchase orders, including student activity account purchases, are subject to review by Department of Education (DOE) officials and auditors.


2. Food Supplies
New Jersey Administrative Code 6A:23A-16.5(b) clearly notes that food supplies include those supplies that are “eaten or drunk.” Administrators are to ensure that purchases from the supermarkets have only items listed that follow the code. The Business Office will review the register receipts and highlight those items that do not follow the code.
















  CONTRACTED SERVICE PROVIDERS  
  PROTECTING OUR CHILDREN  


Regular Contact with Students
There may be times during the performance of a vendor contract, where a contracted service provider may come in contact with students of the school district. The district fully understands its obligation to provide to all students and staff members, a safe educational environment. To this end, the district will be requiring all contracted service vendors who come in regular contact with students to comply with the following requirements.


Anti-Bullying Reporting--Requirement
When applicable, the contracted service provider shall comply with all applicable provisions of the New Jersey Anti-Bullying Bill of Rights Act—N.J.S.A. 18A:37-13.1 et seq., all applicable code and regulations, and the Anti-Bullying Policy of the Board of Education. In accordance with N.J.A.C. 6A:16-7.7 (c), a contracted service provider, who has witnessed, or has reliable information that a student has been subject to harassment, intimidation, or bullying shall immediately report the incident to any school administrator or safe schools resource officer, or the School Business Administrator/Board Secretary.

Criminal History Background Checks—N.J.S.A. 18A:6-7.1--Requirement
When applicable, the contracted service provider, shall provide to the school district prior to commencement of contract, evidence or proof that each employee assigned to provide services and that comes in regular contact with students, has had a criminal history background check, and furthermore, that said background check indicates that no criminal history record information exists on file for that worker. Failure to provide a proof of criminal history background check for any employee coming in regular contact with students, prior to commencement of contact, may be cause for breach of contract. No employee of a contracted service provider shall commence work at a school facility without having first obtained an approval for employment from the Office of Student Protection. New Jersey DOE Broadcast 9/9/2019.


Pre-Employment Requirements
When applicable, all contracted service providers, whose employees have regular contact with students, shall comply with the Pre-Employment Requirements in accordance with New Jersey P.L. 2018 c.5, N.J.S.A. 18A:6-7.6 et seq. Contracted service providers are to review the following New Jersey Department of Education—Pre-Employment Resource P.L. 2018 c.5 link below for guidance and compliance procedures.

https://www.nj.gov/education/crimhist/preemployment/









 THE REQUISITION & PURCHASING ORDER PROCESS 


A. Responsibilities When Preparing a Requisition
The person who prepares the requisition has certain responsibilities before the order is sent to the administrator, supervisor, or principal for approval.  He/she is to ensure the following:

1. Requisitions are typed -- All requisitions are entered in the district requisition system. 
 
2. Completed Vendor Form:

a. Vendor’s Name--All Board checks are made payable to the vendor name (top line) listed on the purchase order/requisition.  Please ensure the proper vendor name is printed on the requisition.

b. Vendor’s Complete Address -- The purchase order must include the vendor’s complete address and phone number.  Post Office Box addresses by themselves are not acceptable unless they are of major well-known companies.  

c. All Required Documents – Follow table on Vendor Request Form to ensure you have provided all required documentation.

3. Current Budget Year Included -- The current budget year must be included in the body of the Purchase Order/Requisition.

4. Description of Items, Services, Costs and Catalogue Numbers -- Items and/or services requested are to be described clearly with correct and up-to-date catalogue numbers/ISBN and costs. Brand name, model numbers, colors, sizes and other descriptive items are required.

5. Shipping Costs--Shipping and handling costs are to be added to all purchase orders.  Please read the catalogue or contact the vendor to determine the actual shipping and handling costs.
 
      If you are unable to ascertain the actual charges, type:    
“10% Estimated Shipping and Handling”
      If there are no shipping and handling charges, type on requisition/purchase order:  
“Shipping and Handling Included”
7. Delivery Address--Attention of -- The delivery address should include a name of a person or a specific department.















8. Delivery, Types of --- The Board of Education recognizes two (2) types of delivery.
a.   INSIDE DELIVERY
Items are to be delivered to a Board of Education location and taken off the truck by transportation carrier personnel and brought to a designated area inside the school or office building.

b.   SPOTTED DELIVERY 
Items are to be delivered to a Board of Education location and taken off the truck by transportation carrier personnel and brought to a designated area inside the school or office building.  Transportation carrier personnel or specialized individuals are responsible to then uncrate, setup, assemble items to determine good working order and remove all debris to the satisfaction of the Board of Education within five (5) working days. Please ensure that all purchase orders have the correct delivery designation.

9. Total Cost -- Please include the words “Total Cost” on the purchase order with the actual amount of the order.     Minimum Order -- the minimum order amount for all purchase orders is 
$50.00.  Please try to plan and combine orders to exceed the $50.00 limit.

10. Budget Account Number -- Please be sure the correct Budget Account Number is typed on the requisition.

11. State Contract Orders -- When ordering through NJ START State Contract vendors (minimum order $100.00), please note the following:

a. State Contract Number must be included on the requisition;
b. 1NJCP must be included on all State Contract requisitions and purchase orders;
c.    Shipping and Handling Included; and
d.   Appropriate documentation when required.

            Special guidance will be issued as it pertains to State Contract purchases.
	A reminder, the minimum order amount for a State Contract purchase is $100.00

12. Quotations -- If quotations are obtained, please attach to the purchase order a copy of each written quotation received.  Please type the quotation date and the quotation number. 

13. Bids -- If bids are obtained, please include the following on the requisition: 

a.   Bid Date; and
b.   Bid Number.		

14. New Jersey State Sales Tax—School Districts Exempt
The Board of Education is exempt from paying New Jersey Sales Tax.
New Jersey local school districts are political subdivisions of the State of New Jersey. Their purchases, are exempt from New Jersey sales and use taxes. The board is not exempt from paying out of state sales and use taxes.

ST-5 Form Not Required
An exempt organization ST-5 certificate or number is not required for the local school district, public school or board of education to make tax exempt purchases. ST-5 Exempt Organization Certificates are never issued to New Jersey government entities, including public schools. Their official letterhead or official purchase order, signed by a school official, is sufficient proof to the vendor that they are exempt from paying sales taxes. Payment must be made by a school check, including a student activity fund check, or a school voucher. 
Reference—NJ Division of Taxation Tax Bulletin TB-49



B. Responsibilities of Administrator/Supervisor or Principal
The person authorized to approve requisitions must ensure the following is reviewed before the requisition is sent to the Assistant Superintendent/Superintendent:

1. Funds Available
They must check to determine if funds are available in their budget to cover the amount of the purchase order.

2. Requisition Completion 
They must check to determine that items 1-14 previously noted (Responsibilities of the Originator) have been properly completed.

3. Operational or Educational Need of Purchase
Administrators who approve requisitions should be able to explain why the purchase is   essential to the school district. They should be able to support the purchase as an educational or operational need for the district. Of most importance they should be able to answer the following:

a. How students will learn or benefit from the purchase?
b. What educational achievement or program may be linked to the purchase?
c. How is the purchase of operational value to your school/office?

4. Requisitions are to be approved online by the appropriate administrator.

5. Approval of Principal
Central office administrators and supervisors have been notified that whenever they order equipment for the instructional staff of the various schools, the purchase order must be approved by the school principal.  The principal must co-sign the purchase order for equipment purchases.  
    
	It is the responsibility of the central office administrator/supervisor to obtain the signature of the principal.

6. Originator Copy 
The originator copy of the purchase order remains in the office of the administrator/ supervisor/principal.  When preparing a requisition, please retain a copy for your files.

7. Receiving Copy 
Once the purchase order has been posted and mailed to the vendor, the Business Office will send the Receiving Copy of the purchase order back to the school or office.  If you do not receive the Receiving Copy within two (2) weeks of signing the purchase order, please contact the Business Office.

C.  Responsibilities of the Superintendent of Schools
The Superintendent reviews and determines the educational or operational value of each purchase order.  If satisfied, the requisition is approved and forwarded to the Purchasing Agent.                           








D.  Responsibilities of Business Office
The Purchasing Agent reviews each purchase order.  Special attention is given to the following:

1. Available Funds—The Requisition system will not permit a requisition to be finalized if there are insufficient funds in the account.  If preparing a PO, be sure to check for funds availability.

2. What is being ordered and the cost--The Purchasing Agent reviews the technical aspects of the purchase order to ensure compliance with Federal and State Law and Board Policy.

The Business Office checks the cost of each item and determines if it can be purchased from another source at a savings. The Business Office also reviews whether the purchase exceeds: 

	The Quotation Limit	       		$ 6,600.00
	The Bid Limit                  		$44,000.00

A determination will be made by the Purchasing Agent whether the district has to solicit quotations or advertise for bid.
3. Document Check
Pursuant to various State Laws, the Purchasing Agent must ensure the following documents are on file in the Business Office before the purchase order is signed and processed:
· Affirmative Action Evidence – Contracts $44,000.00 and over (cumulative)
· Business Registration Certificate (BRC) – Purchases $6,600.00 and over
· Chapter 271 – Political Contribution Disclosure Form (PCD) 
                       	 Purchases over $17,500.00 (cumulative)
· Iran Financial Disclosure Form
· IRS W-9 Form 
· Other Federal Procurement Documents.

4. Technical Review of Purchase Order -- The purchase order is also reviewed for technical aspects such as:
a. Account number missing or incorrect;
b. Shipping charges added;
c. Signatures missing;
d. State contract numbers incorrect/missing;
e. Vendor address incomplete; and
f. Other items as listed in Section A.

Incomplete or improper purchase orders/requisitions will be returned with a memo explaining deficiencies.  See copy of memo in Appendix.

If the Purchasing Agent is satisfied, he signs the purchase order and/or approves the requisition.  The Business Office will then:

· Issue a purchase order number;
· Enter the purchase order in the computer; and
· Mail the purchase order to the vendor.

Purchase Order Process--Deliberative Process—Five to Ten Days
The purchase order process, as explained, may take 5 – 10 days to complete. Public school purchasing takes time, as it is a deliberative process, designed to be in compliance with law and also to limit fraudulent activities.  Please plan accordingly.


5.  Transfer of Funds--The Business Office processes purchase orders only if there are appropriate   funds to cover the purchase.  Purchase orders lacking sufficient funds are sent back to the originator for a request to transfer funds. All letters requesting a transfer of funds are to be sent to the School Business Administrator/Board Secretary.

All transfers of funds have to be approved by the Board of Education at a public meeting.

In certain cases some transfer of funds requests must be sent to the State Department of Education for review.  Substantive transfers of money (more than 10% of the budget line item) must be approved by the State.  Purchase orders that require a transfer of funds will be mailed to the vendors the day after the State Department of Education approves the transfers.



E.  Responsibility of the Vendor
The Business Office sends to the vendor the purchase order and the voucher.  The vendor is to sign the voucher and return it to the Business Office with an invoice.  If you receive a signed voucher, return it to the Business Office.  A check is prepared for the vendor once the Business Office has a 

	· Signed Voucher
	· Invoice

	· All Packing Slips
	· Receiving Copy Signed



The award of contract to a vendor approved by the Board of Education at a public meeting does not automatically authorize any employee to use the services of, or purchase materials from, the vendor.

All contract purchases require the issuance of a purchase order authorizing the purchase of services and/or goods and materials from the vendor.
























  ACCOUNTS PAYABLE SECTION  

A.  Processing the Requisition/Purchase Order--Design of Purchase Order 
The purchase order is made of six (6) sheets.   Listed below are the names and the purpose of each sheet.  (A Requisition becomes a purchase order after all required administrators have approved the requisition in the Business Office Software System).

	Copy
	Disposition

	Vendor Copy
	Sent to vendor to order items/provide services

	Voucher Copy
	Sent to vendor for signature

	Receiving Copy
	Sent to school/office; returned to Business Office upon receipt of goods/services

	File Copy
	Remains on file in Business Office

	Authorization Copy
	Signatures authorizing purchase remains on file in the Business Office 

	Originator Copy
	Remains with office of administrator or supervisor.



B.  Receipt of Goods and Services
The originator of the purchase order should follow the following process when receiving materials, goods, and services.

1. Receipt of Items Ordered
	 It is important that all items received be immediately checked.  Please note the following:
a. Obtain receiving copy of purchase order and packing slip of items ordered.
b. Open boxes and check off items received on the receiving copy and the packing slip.
c. If all items are enclosed, then sign and attach packing slip to the receiving copy of the   
       purchase order.
d. The school principal/office supervisor should sign the receiving copy and send it with   
       the packing slip to:
			Ms. Jessica DeNicola
                            	Accounts Payable, c/o Business Office

  Receipt of Goods and Services—Responsibilities of Administrators; Supervisors
Administrators and supervisors are to ensure that all goods received have been checked in for accuracy. If the goods received match the purchase order and the packing slip then the person who received the goods should do the following:

· Sign the packing slip to confirm receipt of delivery of goods;
· Sign the Receiving Copy of the purchase order;
· Sign any invoices that may have been submitted with the order; and

Send all items to the Business Office c/o Jessica DeNicola: Accounts Payable within seven (7) days of the receipt of goods.









     Accounts Payable Procedures—Notification Process—Unreturned Paperwork
There will be instances where the Business Office Accounts Payable Office will send a courtesy reminder to any school or office that has not returned the paperwork in a timely fashion. The following procedures have been approved by my office:

· Thirty (30) Day Notice—Original
The Accounts Payable Office will send a reminder notice to all schools and offices that have not submitted their paperwork after 30 days of receipt of the invoice.

· Second Notice—Seven (7) Days
The Accounts Payable Office will send a second reminder notice seven (7) days later if no paperwork is received from the school or office.

· Final Notice—Seven (7) Days
The Accounts Payable Office will send a Final Notice reminder seven (7) days later if no paperwork is received from the school or office

· Superintendent’s Office Contacted—Three (3) Days
The School Business Administrator will contact the Superintendent of Schools after three (3) days if the paperwork is not received from the school or office.

All receiving copies of purchase orders and packing slips should be signed and sent to the Business Office within seven (7) days of receipt of items.
	
The Board of Education has an excellent reputation for paying its bills in a timely fashion.  We ask that all employees assist in maintaining this fine reputation. Paying Bills in a Timely Fashion—within 30-60 days and Paying Bills Pursuant to State Law—within 90 days N.J.S.A. 18A:18A-10.1

 2.   Problems Encountered with Receipt of Goods
· Problem:  Back Orders
	Sometimes items ordered will not be received in the first shipment.  This is known as a back order.  The packing slip will have back order written on those particular items.

Process to Follow:  Back Orders
If the order is incomplete because there is a back order, do not wait for the next shipment.  Please do the following:
· Mark on your receiving copy of the purchase order those items you did not receive.
· Make and keep a copy of your receiving copy and the packing slip.
· Send the original receiving copy and packing slip to the Business Office.  
· Upon receipt of the back order in the next shipment, check off your copies of the 
       receiving copy and the packing slip and send both copies to the Business Office. 










· Problem:   Items Missing from Order
	Sometimes items are marked on the packing slip they were delivered but are missing from your shipment.  

	Process to Follow:  Items Missing
· Call the company and tell them what was missing.
· Mark on the receiving copy and packing slip what items were missing.
· Make and keep a copy of your receiving copy and the packing slip.
· Send the original receiving copy and packing slip to the Business Office.
· Upon receipt of the missing item in the next shipment, check off your copies of the 
       receiving copy and the packing slip and send both copies to the Business Office.
      
· Problem:   Items Damaged;  Wrong Item
Sometimes you will receive items that are damaged or the wrong item.
                   Process to Follow:  Items Damaged; Wrong Item
· Call the company and ask them what the procedure is for returning damaged or wrong items.

· Return the item(s) to the company.
· On the receiving copy and the packing slip, mark what items were returned and the                 
       reasons for being returned.  Please note how the items were returned (UPS/PO/Vendor Pick Up).

· Send the receiving copy and packing slip to the Business Office.
· Upon receipt of the missing/wrong item in the next shipment, check off your copies of the receiving copy and return to Business Office.

· Problem:  Discontinued Item
	Sometimes the items you requested have been discontinued.
	      Process to Follow: Discontinued Item
· Mark on the receiving copy of the purchase order “discontinued.”
· Do not call the company for a replacement item.  You must complete a new 
       purchase order.










  VENDOR PAYMENT PROCESS  


Role of School District

Purchase Order Contract Amount—Not To Be Exceeded
The contracted services vendor/provider (vendor) receives a purchase order from the Purchasing Agent notifying the vendor that services may begin.

The purchase order has a total contract amount.  This contract amount may not be exceeded unless authorized by the Board of Education in writing.

Monitoring Contract Amount—District Administrator Responsibility
The School Business Administrator asks all district administrators to monitor all vendor bills and invoices to ensure they do not exceed the total contract amount.  Administrators are asked to contact the Purchasing Agent, forty-five (45) days in advance, if the total contract amount is close to being exceeded. The Purchasing Agent then can begin a process to exceed the purchase order amount pursuant to administrative code.

Exceeding Contract Amount—Unauthorized Service
If any administrator permits a vendor to exceed the contract amount, the administrator has permitted an unauthorized service, which is similar to an unauthorized purchase.  Administrators are asked to monitor the dollar amount of services being provided to the district.

Monitoring Contract Amount—Vendor Responsibility
The district asks all vendors to also monitor all bills and invoices to ensure they do not exceed the total contract amount.  Vendors are asked to contact the respective administrator, forty-five (45) days in advance, if the total contract amount is close to being exceeded.

Exceeding Contract Amount –- Written Authorization
Contracted vendors may only exceed the amount on the purchase order when authorized by the School Business Administrator in writing.  The authorization will be in the form of a new purchase order being issued to the contractor signed by the Purchasing Agent.

Submission Deadlines -- Fifteenth (15th) of Each Month
The Board of Education traditionally meets on the fourth Tuesday of every month.  The Business Office asks that all bills and invoices for payment be submitted prior to the 15th of each month.

All bills and invoices submitted to the Business Office by the vendor will be sent to the appropriate school district administrator/supervisor for review and approval.  The Business Office cannot begin the payment process until it receives the invoices signed and approved by the appropriate administrator.

End of Year Billing/Cancellation of Purchase Orders
Administrators are to work with contracted services vendors so that end of the year invoices are submitted to the Business Office in a timely fashion. This is imperative.  In order to comply with State of New Jersey, Department of Education requirements, the district has adopted a policy of canceling open purchase orders at the end of the fiscal year.  All invoices must be billed within thirty (30) days of services to meet the State Department of Education deadline.  If we are not in receipt of your invoice within the thirty (30) day deadline, we will not be able to process payment in a timely fashion and the corresponding purchase order may be cancelled, thereby causing a delay in payment.



  APPENDIX  
	


A.  Formal Bid Process

B.  Emergency Purchases/Contracts

C.  Memorandum--Return of Purchase Order

D. Chart—Purchase Order Requirements
E. Workshop/In-Service & Mileage Reimbursement Form
F. New Vendor Request Form
G. Blank W9 Form
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2. Compliance with 2 CFR 200.317 et seq.
3. Federal Funds Procurement Methods
4. Debarment and Suspension for Federal Contacts
5. Stevens Amendment

J. Federal Procurement Chart of Thresholds
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  FORMAL BID PROCESS  


	Process
	Time Line

	Initial request to bid made by Administrator/Supervisor.  
Certification that funds exist.
	One Day

	Review of specifications, fully outlining items, materials or services to be bid 
by the Purchasing Agent.
	One Week

	Return of reviewed specifications to Administrator/Supervisor for final approval.  Administrator/Supervisor signs off final approval.
	One Week

	Bid package prepared by the Purchasing Agent.
	One Week

	Copies of bids run off by Print Shop.
	One Day

	Legal advertisement sent to newspaper.
	Three Day
Advance Notice

	Bid Date/Time -- must be at least 10 days after Legal Ad appears in newspaper.  Bids are opened and read publicly.
	10-20 Days

	Bid results are reviewed by:       a.  Administrator/Supervisor
                                                          b.  Purchasing Agent
	One Week

	Administrator/Supervisor prepares spreadsheet showing lowest bidders and recommends award of bid.  Purchasing Agent reviews bids.  Resolution is prepared.
	One-Two Weeks

	Bids are reviewed at Board Agenda, Committee of the Whole, and Regular Public Meetings.
	One Week

	Purchase orders are prepared by Administrator/Supervisor.
	One Week




The formal bidding process takes about 6-8 weeks from start to finish.


Please Note:    
Bids for Public Works/Construction Projects take longer as a request for wage determination must be formally made to the State of New Jersey.
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  EMERGENCY CONTRACTS (18A:18A-7)  

A.   Background
An actual emergency must exist.  An “emergency” is not to be created as a result of inadequate planning, delay, failure to take into account construction season or administrative convenience.

B.   Definition of Emergency
An emergency is a situation affecting the health or safety of occupants of school property that requires the immediate delivery of the articles or performance of a service to alleviate the emergency. Federal and State of New Jersey Declarations of Emergencies may also apply. The school business administrator will contact the board attorney for guidance on such declarations.

C.   Process in Declaring an Emergency
1. Superintendent of Schools Notified
	The Superintendent of Schools is notified by the employee/supervisor/administrator requesting a declaration of emergency.

2. School Business Administrator/Purchasing Agent Notified
The official in charge of the building or facility, wherein the emergency occurred shall notify the Business Administrator/Purchasing Agent of the following:

	a. Nature of the emergency;
	b. Time of the occurrence; and
	c. The need for the performance of a contract.

Such notification shall be prepared in writing and filed with the Purchasing Agent as soon as 
             possible.

3. Awarding of Contract by School Business Administrator/Purchasing Agent
	If the School Business Administrator/Purchasing Agent is satisfied the emergency exists, the Business Administrator/Purchasing Agent by State Law is authorized to award the contract.

4. Filing of Documents with State and County by Board Secretary/School Business Administrator
	In accordance with N.J.A.C. 5:34-6.1, the following documents must be filed with the County Superintendent within three (3) days after awarding the contract or agreement:

a. A copy of the contract or agreement; and
b. A copy of the written requisition.

5. Acknowledgement by Board of Education
	The Board of Education, at its next regular Board of Education Public Meeting, shall review and acknowledge said emergency purchase. This may be done by board resolution.
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M E M O R A N D U M
	To:
	____________________________________________________________

	From:
	_________________, School Business Administrator/Board Secretary 

	Date:
	_____________________________________

	Re:
	Return of Purchase Order(s)



 I am returning the attached requisition/purchase order(s) for the reason(s) checked below:

	____
	Account Number Incorrect; Missing--Please use Account Code #			____

	____
	Bid Number, Quotation Number--Not Included 

	____
	Board Resolution Needed--Attach to Requisition/Purchase Order

	____
	Conference Request Form--Not Attached; Not Approved

	____
	Description of Item(s), Service Needed

	____
	Funds; Federal/State – Title of Grant Program – Type on Purchase Order/Requisition

	____
	Minimum Order $50.00        Minimum State Contract Order  $100.00

	____
	Proposal/Contract Missing -- Attach to Purchase Order

	____
	Quotation Needed--Please contact me to discuss process

	____
	Rationale Form Missing; Unsigned

	____
	Shipping Charges Not Added

	____
	Shipping Charges Not Needed. Type on P.O. “Shipping and Handling Included” 

	____
	Signature Missing--Administrator, Supervisor, Principal

	____
	State Contract Number Incorrect, Missing--State Contract Documentation Missing          

	____
	Textbook Documentation Missing
         _____ Website Documentation / Board Resolution

	____
	Unauthorized Order--Please contact me to discuss procedures

	____
	Vendor Address Incomplete--Post Office Box Number Only

	____
	Vendor Check Needed?

	____
	As Per Attached Memo

	____
	Other________________________________________________________
____________________________________________________________



Please make the adjustments needed and return the requisition/purchase order with this form to my office.
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PURCHASE ORDER REQUIREMENTS

	CONTRACT/PURCHASE
ORDER THRESHOLDS

(AGGREGATE)
	AFFIRMATIVE
ACTION
EVIDENCE
(AA)
	BUSINESS
REGISTRATION
CERTIFICATE
(BRC)
	CHAPTER 271 PCD
(PAY TO PLAY)

(271)

	Up to          $ 6,600
	No
	No
	No

	$  6,600  -  $17,499
	No
	YES
	No

	$17,500  -  $43,999
	No
	YES
	YES

	$44,000 – and over
	YES
	YES
	YES




	Affirmative Action
Evidence
Exemptions
	Business Registration
Certificate
Exemptions
	Chapter 271 (PCD)

Exemptions

	· Contracting Units Subject 
       to Title 40A:11

· State of New Jersey  
      Contract Purchases

· Boards of Education
       including Educational 
       Services Commissions

· Other contracting units,
          e.g.  County and State 
            Colleges and local 
            authorities, boards, etc.
	· Contracting Units Subject 
       to Title 40A:11

· State of New Jersey  
      Contract Purchases

· Boards of Education
       including Educational 
       Services Commissions

· Other contracting units,
          e.g.  County and State 
            Colleges and local 
            authorities, boards, etc.

· Non-profit Organizations

Exempt Situations
· Emergency Purchases – No payment 
        unless BRC is on file.

· Employee settlements paid to 
   attorneys;

· Establishments that are out of state 
       & business being conducted takes
       place out of state, e.g. hotels, band
       camps, seminars, theatres, etc.

· Purchase made entirely through 
        School Student Activity Funds.
	· Contracting Units Subject 
       to Title 40A:11

· State of New Jersey  
      Contract Purchases

· Boards of Education
       including Educational 
       Services Commissions

· Other contracting units,
          e.g.  County and State 
            Colleges and local 
            authorities, boards, etc.

· Non-profit Organizations
	
· New Jersey School 
          Boards Association

·  Contract Renewals

· Public Utilities, e.g. PSE&G

Exempt Situations
· Emergency purchases;
· Litigation payments to parties 
    through court order.



(a) It is suggested that Affirmative Action evidence be on file from vendors and contractors.	
 It is suggested that school districts request from all vendors the Iran Disclosure Form!  


(Appendix D)
[image: ]
(Appendix E)
[image: ](Appendix F)

[image: ](Appendix G)
[bookmark: OLE_LINK1][bookmark: OLE_LINK2][image: ][image: ][image: ][image: ][image: ]
C. 271 POLITICAL CONTRIBUTION DISCLOSURE FORM
Contractor Instructions

Business entities (contractors) receiving contracts from a public agency that are NOT awarded pursuant to a “fair and open” process (defined at N.J.S.A. 19:44A-20.7) are subject to the provisions of P.L. 2005, c. 271, s.2 (N.J.S.A. 19:44A-20.26).  This law provides that 10 days prior to the award of such a contract, the contractor shall disclose contributions to: 
· [bookmark: OLE_LINK3][bookmark: OLE_LINK4]any State, county, or municipal committee of a political party
· any legislative leadership committee*
· any continuing political committee (a.k.a., political action committee)
· any candidate committee of a candidate for, or holder of, an elective office:
· of the public entity awarding the contract
· of that county in which that public entity is located
· of another public entity within that county
· or of a legislative district in which that public entity is located or, when the public entity is a county, of any legislative district which includes all or part of the county
The disclosure must list reportable contributions to any of the committees that exceed $300 per election cycle that were made during the 12 months prior to award of the contract.  See N.J.S.A. 19:44A-8 and 19:44A-16 for more details on reportable contributions.

N.J.S.A. 19:44A-20.26 itemizes the parties from whom contributions must be disclosed when a business entity is not a natural person.  This includes the following:
· individuals with an “interest” ownership or control of more than 10% of the profits or assets of a business entity or 10% of the stock in the case of a business entity that is a corporation for profit
· all principals, partners, officers, or directors of the business entity or their spouses
· any subsidiaries directly or indirectly controlled by the business entity
· IRS Code Section 527 New Jersey based organizations, directly or indirectly controlled by the business entity and filing as continuing political committees, (PACs).
When the business entity is a natural person, “a contribution by that person’s spouse or child, residing therewith, shall be deemed to be a contribution by the business entity.” [N.J.S.A. 19:44A-20.26(b)]  The contributor must be listed on the disclosure.
Any business entity that fails to comply with the disclosure provisions shall be subject to a fine imposed by ELEC in an amount to be determined by the Commission which may be based upon the amount that the business entity failed to report.
The enclosed list of agencies is provided to assist the contractor in identifying those public agencies whose elected official and/or candidate campaign committees are affected by the disclosure requirement.  It is the contractor’s responsibility to identify the specific committees to which contributions may have been made and need to be disclosed.  The disclosed information may exceed the minimum requirement.
The enclosed form, a content-consistent facsimile, or an electronic data file containing the required details (along with a signed cover sheet) may be used as the contractor’s submission and is disclosable to the public under the Open Public Records Act.
The contractor must also complete the attached Stockholder Disclosure Certification.  This will assist the agency in meeting its obligations under the law. NOTE:  This section does not apply to Board of Education contracts.
[bookmark: FolioHit6][bookmark: FolioHit7] N.J.S.A. 19:44A-3(s):  “The term "legislative leadership committee" means a committee established, authorized to be established, or designated by the President of the Senate, the Minority Leader of the Senate, the Speaker of the General Assembly or the Minority Leader of the General Assembly pursuant to section 16 of P.L.1993, c.65 (C.19:44A-10.1) for the purpose of receiving contributions and making expenditures.”
Great Meadows Regional School District                                         Purchasing Manual
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C. 271 POLITICAL CONTRIBUTION DISCLOSURE FORM 	
Required Pursuant To N.J.S.A. 19:44A-20.26

This form or its permitted facsimile must be submitted to the local unit 
no later than 10 days prior to the award of the contract.
Part I – Vendor Information
	Vendor Name:
	

	Address:
	

	City:
	
	State:
	Zip:



The undersigned being authorized to certify, hereby certifies that the submission provided herein represents compliance with the provisions of N.J.S.A. 19:44A-20.26 and as represented by the Instructions accompanying this form.


_________________________     	____________________________	_________________________
Signature				Printed Name				Title
Part II – Contribution Disclosure

Disclosure requirement: Pursuant to N.J.S.A. 19:44A-20.26 this disclosure must include all reportable political contributions (more than $300 per election cycle) over the 12 months prior to submission to the committees of the government entities listed on the form provided by the local unit.

· Check here if disclosure is provided in electronic form.

	Contributor Name
	Recipient Name
	Date
	Dollar Amount

	
	
	
	$

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


· Check here if the information is continued on subsequent page(s)

Continuation Page
C. 271 POLITICAL CONTRIBUTION DISCLOSURE FORM 	
Required Pursuant To N.J.S.A. 19:44A-20.26

Page ___ of ______

Vendor Name: 

	Contributor Name
	Recipient Name
	Date
	Dollar Amount

	
	
	
	$

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


· Check here if the information is continued on subsequent page(s)
List of Agencies with Elected Officials Required for Political Contribution Disclosure (N.J.S.A. 19:44A-20.26) [as of January 30, 2018] 
State of New Jersey:
GOVERNOR:	Phil Murphy						Lieutenant Governor:	Sheila Oliver

LEGISLATIVE LEADERSHIP COMMITTEES:
SENATE LEADERSHIP:

	Senate Democratic Leadership

	 
	

	
	

	     Senate President:
	Stephen M. Sweeney (District 3)

	     Majority Leader:
	Loretta Weinberg (District 37)

	     President Pro Tempore:
	M. Teresa Ruiz (District 29)

	     Deputy Majority Leaders:
	Sandra B. Cunningham (District 31)

	     
	Paul A. Sarlo (District 36)

	     Assistant Majority Leaders:
	James Beach (District 6)

	 
	Linda Greenstein (District 14)

	     Democratic Conference Chair:
	Robert M. Gordon (District 38)

	 
	 

	
	

	
	

	
	

	
	

	 Senate Republican Leadership

	 
	 

	     Republican Leader:
	Thomas H. Kean Jr. (District 21)

	     Deputy Minority Leader:
	Robert W. Singer (District 30)

	     Conference Leader:
	Steven V. Oroho (District 24)

	     Deputy Conference Leader:
	Chris A. Brown (District 2)

	     Republican Whip:
	Joseph Pennacchio (District 26)

	     Deputy Whip:
	Dawn Marie Addiego (District 8)

	     Republican Budget Officer:
	Anthony R. Bucco (District 25)

	 
	 

	 
	 

	 
	 

	
	

	
	

	
	

	
	

	
	

	
	

	     Secretary of the Senate:
	Jennifer A. McQuaid

	 
	 

	
	

	
	

	
	

	

	GENERAL ASSEMBLY

	 

	
	

	 Assembly Democratic Leadership

	 
	

	
	

	     Assembly Speaker:
	Craig J. Coughlin (District 19)

	     Majority Leader:
	Louis D. Greenwald (District 6)

	     Speaker Pro Tempore:
	Jerry Green (District 22)

	     Majority Conference Leader:
	Shavonda E. Sumter (District 35)

	     Deputy Speakers:
	John J. Burzichelli (District 3)

	 
	Wayne P. DeAngelo (District 14)

	 
	Mila M. Jasey (District 27)

	 
	Gordon M. Johnson (District 37)

	 
	Pamela R. Lampitt (District 6)

	 
	Gary S. Schaer (District 36)

	 
	Valerie Vainieri Huttle (District 37)

	 
	Benjie E. Wimberly (District 35)

	     Deputy Majority Leaders:
	Joseph V. Egan (District 17)

	 
	Thomas P. Giblin (District 34)

	 
	Reed Gusciora (District 15)

	 
	Eric Houghtaling (District 11)

	 
	Annette Quijano (District 20)

	 
	Adam J. Taliaferro (District 3)

	     Deputy Speaker Pro Tempore:
	Nancy J. Pinkin (District 18)

	     Deputy Conference Leader:
	Tim Eustace (District 38)

	     Parliamentarian:
	Joann Downey (District 11)

	     Deputy Parliamentarian:
	Nicholas Chiaravalloti (District 31)

	     Majority Whip:
	Raj Mukherji (District 33)

	     Deputy Whips:
	Arthur Barclay (District 5)

	 
	Robert J. Karabinchak (District 18)

	     Appropriations Chair:
	John J. Burzichelli (District 3)

	     Budget Chair:
	Eliana Pintor Marin (District 29)

	     Speaker Emeritus:
	Vincent Prieto (District 32)

	 
	 

	 Assembly Republican Leadership

	
	

	 
	 

	     Republican Leader:
	Jon M. Bramnick (District 21)

	     Conference Leader:
	Anthony M. Bucco (District 25)

	     Republican Whip:
	Nancy F. Munoz (District 21)

	     Deputy Republican Leaders:
	Ronald S. Dancer (District 12)                                                            (continued on next page)
List of Agencies with Elected Officials Required for Political 

	 
	Amy H. Handlin (District 13)

	 
	David W. Wolfe (District 10)

	     Assistant Republican Leaders:
	BettyLou DeCroce (District 26)

	 
	Holly T. Schepisi (District 39)

	     Assistant Republican Whip:
	Erik Peterson (District 23)

	     Budget Officer:
	John DiMaio (District 23)

	     Appropriations Officer:
	Jay Webber (District 26)

	     Parliamentarian:
	Michael Patrick Carroll (District 25)

	     Policy Co-Chairs:
	DiAnne C. Gove (District 9)

	 
	Brian E. Rumpf (District 9)

	 
	 

	

	 
	 

	     Assembly Clerk:
	Dana M. Burley



											
State of New Jersey:

Legislative District #31 : 

Senator:		Sandra B. Cunningham					Assembly:		Nicholas Chiaravalloti
Angela V. McKnight
County of Warren: 

Freeholders:
Richard D. Gardner		
James R. Ker, III
Jason J. Sarnoski	 	

Other Elected Officials:
County Clerk:		Holly Mackey				Prosecutor:	James L. Pfeiffer	
Sheriff:			James McDonald Sr.				Surrogate:		Kevin O’Neill


Independence :
Robert Giordano		Mayor
Glenn Cougle		Committee Member
Bonnie Kelsey		Committee Member
Mike Pennington		Committee Member

Liberty :
John Inscho		Mayor
Dan Grover		Deputy Mayor
Michael Beyer		Committee Member
Peter Karcher		Committee Member
David Rodgers		Committee Member



Great Meadows Board of Education Trustees:
Courtney Wenthen		President
Heather Wulf		Vice-President
Susan Deeney
Adam DeSimone
Daria Hill
Allyson Morgan
Shannon Schaaf
Amber Gratacos
Lisa Green










  FEDERAL CONTRACTS  

Examples of Federal Funding Sources—Every Student Succeeds Act (ESSA)
· Title I, Part A – Improving Basic Programs Operated by LEA’s
· Title II, Part A – Teacher and Principal Training and Recruiting
· Title III– English Language Acquisition and Language Enhancement
· Title III—Immigrant Education Program
· Title IV, Part A – Student Support and Academic Enrichment Program

Other Examples of Federal Funding Sources
· I.D.E.A. Part B Handicapped
· Perkins Vocational Education
· National School Lunch Program
· National School Breakfast Program
· ESSER Act—Elementary and Secondary School Emergency Relief Act 2020
· CARES Act—Coronavirus Aid, Relief and Economic Security Act 2020

Federal Procurement Guidelines—Federal Regulations 2 CFR Part 200.318 et seq.
School districts, when procuring goods and services using federal funds, shall comply with Federal Regulations Procurement Standards 2 CFR 200.318 et seq., and the New Jersey Public School Contracts Law.

Methods of Procurement—When Using Federal Funds
All procurement transactions must be conducted in a manner providing full and open competition. (2 CFR 200.319). Examples of procurement methods to be used:

· Micro-purchases—Purchases less than $3,500.00
The Purchasing Agent shall use sound business practices for purchases in the aggregate that do not exceed $3,500.00. Reference--2 CFR 200.320 (a) and 2 CFR 200.67

· Small Purchase Procedures—$3,500 through $43,999
The Purchasing Agent shall use the competitive quotation process as outlined in N.J.S.A. 18A:18A-37 (a) or the Request for Proposal process, when applicable, in procuring goods and services in the aggregate of more than $3,500.00 and less than $43,999.  Reference--2 CFR 200.320 (b) and 2 CFR 200.88
                  
· Sealed Bids—$44,000 or more
The Purchasing Agent shall use the competitive bid process to procure those contracts which in the aggregate exceed the $44,000 bid threshold. The contract shall be awarded to the vendor who submits the lowest responsible bid for a firm fixed contract price—lump sum or unit cost.
Reference--2 CFR 200.320 (c), 
				
· Competitive Proposals—$44,000 or more
The Purchasing Agent shall use the Request for Proposal (RFP) or competitive contracting process when procuring certain contracts which in the aggregate exceed the $44,000 bid threshold, which are to be awarded by an evaluative process, rather than a firm fixed contract price. Reference--2 CFR 200.320 (d) and N.J.S.A. 18A:18A-4.1 et seq.

(Appendix (I)
Non-competitive Proposals (Sole Source)
Although the Federal government recognizes contracts may be awarded to sole source vendors through non-competitive proposals, the Purchasing Agent shall use the competitive proprietary bid process or the competitive contracting process for sole or single source contracts. 
Reference 2 CFR 200.320 (f) and N.J.S.A. 18A:18A-15. The amounts listed are subject to change.

New Jersey Department of Education Guidance on Federal Spending
All grant administrators and Purchasing Agents of school districts are to comply with federal regulations and the Public School Contracts Law and should adhere to the guidance as provided by the New Jersey Department of Education in the publication entitled Navigating the Uniform Grant Guidance.

Food Services Directors
The USDA and the New Jersey Department of Agriculture—Food and Nutrition, have announced through various documents and forms, new procedures for the procurement of goods and services for the Food Services program in every school district.

Debarment and Suspension for Federal Contracts
Debarment and Suspension (E.O. 12549 and E.O. 12689) – A contract award (see 2 CFR 180.220) must not be made to parties listed on the government wide exclusions in the System for Award Management (SAM), in accordance with the OMB guidelines at 2 CFR 180 that implement Executive Orders 12549 (3 CFR part 1986 Comp., p. 189) and 12689 (3 CFR part 1989 Comp., p 235). Debarment and Suspension. SAM Exclusions contains the names of parties debarred, suspended or otherwise excluded by agencies, as well as parties declared ineligible under statutory or regulatory authority other than Executive Order 12549. (Ref. 2 CFR 200.212)  

Federal Programs/Targeted Students—Include on Requisitions/Purchase Orders
Purchase orders using Federal Funds shall include on the document:

· Name of Federal Program
· Targeted Group of Students

Stevens Amendment—Statement on Bid Advertisement
The Board of Education recognizes its obligation as it pertains to the Stevens Amendment, Section 8136 of the Department of Defense Appropriations Act (P.L. 104-134, Sec.507) which requires the board of education to state clearly the percent  (    %) of the total cost of this project will be financed  through Name of Federal Grant.














  FEDERAL CONTRACTS – CHART OF THRESHOLDS  


	Description of Goods/Services
	Amount
	Procurement Method

	Goods and Services
	Less than $3,500
	Sound Business Practice

	Goods and Services
	$3,500-$43,999
	Quotation or Bid

	Goods and Services
	$44,000 or more
	Bid

	
	
	

	Professional Services
	Less than $3,500
	Simple Proposal

	Professional Services
	$3,500-$43,999
	Request for Proposals (RFP)*

	Professional Services
	$44,000 or more
	Competitive Contracting

	
	
	

	Educational Consultant Services
	Less than $3,500
	Simple Proposal

	Educational Consultant Services
	$3,500 - $43,999
	Request for Proposals (RFP)*

	Educational Consultant Services
	$44,000 or more
	Competitive Contracting

	
	
	

	Instructional Improvement Services
	Less than $3,500
	Simple Proposal

	Instructional Improvement Services
	$3,500 - $43,999
	Request for Proposals (RFP)*

	Instructional Improvement Services
	$44,000 or more
	Competitive Contracting

	
	
	

	Professional Development Services
	Less than $3,500
	Simple Proposal

	Professional Development Services
	$3,500 - $43,999
	Request for Proposals (RFP)*

	Professional Development Services
	$44,000 or more
	Competitive Contracting

	
	
	

	Sole Source (Proprietary) (a)
	Less than $3,500
	Simple Proposal

	Sole Source (Proprietary) (a)
	$3,500 - $43,999
	Proprietary Quotation

	Sole Source (Proprietary) (a)
	$44,000 or more
	Proprietary Bid

	
	
	

	Services Provided by Government Units/Schools
	Less than $3,500
	Simple Proposal

	Services Provided by Government Units/Schools
	$3,500 - $43,999
	Request for Proposals (RFP)*

	Services Provided by Government Units/Schools
	$44,000 or more
	Competitive Contracting



The amounts on the chart are subject to change.

     *RFP’s must be publicized when federal funds are being used.
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              PURCHASING & INVOICING CALENDAR  

	DATE
	DUE

	Wed., September 10th, 2023
	All September Invoices & Receiving Copies

	Friday, October 10th, 2023
	All October Invoices & Receiving Copies

	Friday, November 9th, 2023
	All November Invoices & Receiving Copies

	Wed., December 10th, 2023
	All December Invoices & Receiving Copies

	Friday, January 9th, 2024
	All January Invoices & Receiving Copies

	Tuesday, February 10th, 2024
	All February Invoices & Receiving Copies

	Tuesday, March 10th, 2024
	All March Invoices & Receiving Copies 

	Friday, April 10th, 2024
	All April Invoices & Receiving Copies

	Friday, May 9th, 2024
	All May Invoices & Receiving Copies

	Wednesday, June 10th, 2024
	All June Invoices & Receiving Copies
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GREAT MEADOWS REGIONAL SCHOOL DISTRICT

Workshop/In-Service & Mileage K

eimbursement Form

LMust be completed & returned to the Building Principal or yor

supervisor the day following your workshop

EMPLOYEE NAME: POSITION:.

TITLE OF WORKSHOP: ATE OF WORKSHOP:

Does this workshop meet the criteria for Professional Developmer\( Credit? D YES D NO
H “YES”, # of credit hours:

*For this workshop or conference to count towards Professional Developrent credit, please attach a copy of the issued

certificate along with this form and return it to the bullding Principal.
*Please keep copies for your Professional Development file.

*Complete this section only if requesting mileage reimbursement: Mileage (total both ways):
*Workshop rating: excellent Goot Fair oor

***INFORMATION GAINED: {please write a brief

overview of what you learned)**

Signature of Staff Member:

Date:,

Signarure of Building Principal:
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GREAT MEADOWS REGIONAL SCHOOL DISCTRICT BOARD OF EDUCATION
NEW VENDOR REQUEST FORM
Forward Completed Form and Documents to Amanda Kinney, Accounts Payable

Please make every effort to use an already approved vendor in our accounting system.

Name of Requester:
School/Department:
‘Why this vendor and what, are you buying?

Anticipated yearly expenditure with this vendor: $

Vendor Name and PO Mailing Address:
Name:
Street:
City, State/Zip:

Vendor Remit Address if Different from Mailing Address:
Name:
Street:
City, State/Zip:

Vendor Contact Information:
Name: Email:
Telephone: Fax:

Please attached required documents, depending on the aggregate threshold based on the entire year of
anticipated spending:

NJ Business Registration Certificate (if available),

Under $6,000 Threshold W-9, and quote

NJ Business Registration Certificate, W-9

$6,000 - $17,499 Threshold and 27 quote

NJ Business Registration Certificate, W-9, C271
$17,500 - $39,999 Threshold Political Contribution Disclosure Form,
Affirmative Action Certificate and 214 quote.

Any individual vendor that will be working with students will need to be vetted by our Human Resources
Department.

In addition to the above, all Construction vendors will also need DPCM Classification, Public Works
Contractor’s Registration Certificate, and Disclosure of Investment Activities in Iran Form. Please verify
expiration dates of the documents to make sure the dates will cover the timeframe of the project or
service.

Please indicate, if applicable, any type of NJ State Contract or Cooperative Purchasing Consortium. Print
and attach a copy of the actual bid information sheet found on their corresponding website:

NJ State Contract Title and #
Cooperative Purchasing Consortinms Bid #
Ed Data Time and Material Vendors Bid #

FOR ACCOUNTS PAYABLE USE ONLY

VENDOR # ___ DATE ENTERED ___ APPROVED BY.
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Request for Taxpayer
Identification Number and Certification

» Go to www.irs.gov/FormW3 for instructions and the latest information.

Give Form to the
requester. Do not
send to the IRS.

~n W=9

(Rev. November 2017)

Department of the Treasury
Internal Revenue Service

T Name (as Shown On your INCome tax retum). Name 15 required on this ine; do not leave this e blank.

2 Business name/disregarded entity name, i different from above

3 Check appropriate box for federal tax dlassification of the person whose name is entered on line 1. Check only one of the | 4 Exemptions (codes apply only o
following seven boxes. certain entities, not individuals; see

instructions on page 3):

[ s corporation [ Partnership [ Trusvestate

[ individualisole propristoror [ C Corporation

single-member LLC Exempt payee code (if any)

[ Limited liability company. Enter the tax classification (G=C corporation, S=S corporation, P=Partnership) b

Note: Check the appropriate box in the line above for the tax classffcation of the single-member owner. Do not check | Exemption from FATGA reporting
LLG i the LLG s classied as a single-member LLG that is disregarded fom the owner unless the owner of the LLG s | "'

another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that| °°d€ ifany)

is disregarded from the owner should check the appropriate box for the tax classification of ts owner.

[ Other see instructions) >
5 Address (number, street, and apt. or suite no.) See instructions.

Print or type.
See Specific Instructions on page 3.

(Apples 1o accourts mainiained outsice the US)

Requester's name and address (optional)

© City, state, and ZIP code,

7 List account number(s) here (optional)

Part | Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social security number (SSN). However, for a
resident alien, sole proprietor, or disregarded entity, see the instructions for Part |, later. For other - -
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a
TIN, later. or
Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and [ Employer identification number
Number To Give the Requester for guidelines on whose number to enter.

[[Social security number

Part Il Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me); and

2.1 am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Sevice (IRS) that | am subject to backup withholding as a resuit of a failure to report all interest or dividends, or (c) the IRS has notified me that | am
no longer subject to backup withholding; and

3.1am a U.S. citizen or other U.S. person (defined below); and

4. The FATCA codefs) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because

you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid,

acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments.
other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructions for Part I, later.

Sign Signature of

Here U.S. person» Date >
i * Form 1099-DIV (dividends, including those from stocks or mutual
General Instructions » A
Eoe::etzjon references are to the Intemal Revenue Code unless otherwise « Form 1099-MISC (various types of income, prizes, awards, or gross
. proceeds)

Future developments. For the latest information about developments
related to Form W-9 and its instructions, such as legislation enacted
after they were published, go to www.irs.gov/FormWg.

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an

« Form 1099-B (stock or mutual fund sales and certain other
transactions by brokers)

« Form 1099-S (proceeds from real estate transactions)

« Form 1099-K (merchant card and third party network transactions)
« Form 1098 (home mortgage interest), 1098-E (student loan interest),

information retun with the IRS must obtain your correct taxpayer
identification number (TIN) which may be your social security number
(SSN), individual taxpayer identification number (ITIN), adoption
taxpayer identification number (ATIN), or employer identification number
(EIN), to report on an information return the amount paid to you, or other
amount reportable on an information retum. Examples of information
returns include, but are not limited to, the following.

« Form 1099-INT (interest eamed or paid)

1098-T (tuition)

« Form 1099-C (canceled debt)

« Form 1099-A (acquisition or abandonment of secured property)
Use Form W-9 only if you are a U.S. person (including a resident

alien), to provide your correct TIN.

Ifyou do not retum Form W-9 to the requester with a TIN, you might
be subject to backup withholding. See What is backup withholding,
later.

Cat. No. 10231

Form W-9 (Rev. 11-2017)
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By signing the filled-out form, you:

1. Certify that the TIN you are giving is correct (or you are waiting for a
number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt
payee. If applicable, you are also certifying that as a U.S. person, your
allocable share of any partnership income from a U.S. trade or business
is not subject to the withholding tax on foreign partners' share of
effectively connected income, and

4. Certify that FATCA code(s) entered on this form (i any) indicating
that you are exempt from the FATCA reporting, is correct. See What is
FATCA reporting, later, for further information.

Note: If you are a U.S. person and a requester gives you a form other
than Form W-9 to request your TIN, you must use the requester’s form if
it is substantially similar to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are:

* An individual who is a U.S. citizen or U.S. resident alien;

« A partnership, corporation, company, or association created or
organized in the United States or under the laws of the United States;

« An estate (other than a foreign estate); or
« A domestic trust (as defined in Regulations section 301.7701-7).

Special rules for partnerships. Partnerships that conduct a trade or
business in the United States are generally required to pay a withholding
tax under section 1446 on any foreign partners’ share of effectively
connected taxable income from such business. Further, in certain cases
where a Form W-9 has not been received, the rules under section 1446
require a partnership to presume that a partner is a foreign person, and
pay the section 1446 withholding tax. Therefore, if you are a U.
that is a partner in a partnership conducting a trade or business in the
United States, provide Form W-9 to the partnership to establish your
U.S. status and avoid section 1446 withholding on your share of
partnership income.

In the cases below, the following person must give Form W-9 to the
partnership for purposes of establishing its U.S. status and avoiding
withholding on its allocable share of net income from the partnership
conducting a trade or business in the United States.

« In the case of a disregarded entity with a U.S. owner, the U.S. owner
of the disregarded entity and not the entity:

« In the case of a grantor trust with a U.S. grantor or other U.S. owner,
generally, the U.S. grantor or other U.S. owner of the grantor trust and
not the trust; and

« In the case of a U.S. trust (other than a grantor trust), the U.S. trust
(other than a grantor trust) and not the beneficiaries of the trust.

Foreign person. If you are a foreign person or the U.S. branch of a
foreign bank that has elected to be treated as a U.S. person, do not use
Form W-9. Instead, use the appropriate Form W-8 or Form 8233 (see
Pub. 515, Withholding of Tax on Nonresident Aliens and Foreign
Entities).

Nonresident alien who becomes a resident alien. Generally, only a
nonresident alien individual may use the terms of a tax treaty to reduce
or eliminate U.S. tax on certain types of income. However, most tax
treaties contain a provision known as a “saving clause.” Exceptions
specified in the saving clause may permit an exemption from tax to
continue for certain types of income even after the payee has otherwise
become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception
contained in the saving clause of a tax treaty to claim an exemption
from U.S. tax on certain types of income, you must attach a statement
to Form W-9 that specifies the following five items.

1. The treaty country. Generally, this must be the same treaty under
which you claimed exemption from tax as a nonresident alien.

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that contains the
saving clause and its exceptions.

4. The type and amount of income that qualifies for the exemption
from tax.

5. Sufficient facts to justify the exemption from tax under the terms of
the treaty article.

Example. Article 20 of the U.S.-China income tax treaty allows an
exemption from tax for scholarship income received by a Chinese
student temporarily present in the United States. Under U.S. law, this
student will become a resident alien for tax purposes if his or her stay in
the United States exceeds 5 calendar years. However, paragraph 2 of
the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows
the provisions of Article 20 to continue to apply even after the Chinese
student becomes a resident alien of the United States. A Chinese
student who qualifies for this exception (under paragraph 2 of the first
protocol) and is relying on this exception to claim an exemption from tax
onhis or her scholarship or fellowship income would attach to Form
W-9 a statement that includes the information described above to
support that exemption.

If you are a nonresident alien or a foreign entity, give the requester the
appropriate completed Form W-8 or Form 8233.

Backup Withholding

What is backup withholding? Persons making certain payments to you
must under certain conditions withhold and pay to the IRS 28% of such
payments. This is called “backup withholding.” Payments that may be
subject to backup withholding include interest, tax-exempt interest,
dividends, broker and barter exchange transactions, rents, royalties,
nonemployee pay, payments made in settlement of payment card and
third party network transactions, and certain payments from fishing boat
operators. Real estate transactions are not subject to backup
withholding.

You will not be subject to backup withholding on payments you
receive if you give the requester your correct TIN, make the proper
certifications, and report all your taxable interest and dividends on your
tax retumn.

Payments you receive will be subject to backup withholding if:
1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the instructions for
Part Il for details),

3. The IRS tells the requester that you furnished an incorrect TIN,
4.The IRS tells you that you are subject to backup withholding

because you did not report all your interest and dividends on your tax
return (for reportable interest and dividends only), or

5. You do not certify to the requester that you are not subject to
backup withholding under 4 above (for reportable interest and dividend
accounts opened after 1983 only).

Certain payees and payments are exempt from backup withholding.
See Exempt payee code, later, and the separate Instructions for the
Requester of Form W-9 for more information.

Also see Special rules for partnerships, earlier.

What is FATCA Reporting?

The Foreign Account Tax Compliance Act (FATCA) requires a
participating foreign financial institution to report all United States
account holders that are specified United States persons. Certain
payees are exempt from FATCA reporting. See Exemption from FATCA
reporting code, later, and the Instructions for the Requester of Form
W-9 for more information.

Updating Your Information

You must provide updated information to any person to whom you
claimed to be an exempt payee if you are no longer an exempt payee
and anticipate receiving reportable payments in the future from this
person. For example, you may need to provide updated information if
you are a C corporation that elects to be an S corporation, or if you no
ionger are tax exempt. In addition, you must furnish a new Form W-9 if
the name or TIN changes for the account; for example, if the grantor of a
grantor trust dies.

Penalties

Failure to furnish TIN. If you fail to fumish your correct TIN to a
requester, you are subject to a penalty of $50 for each such failure
unless your failure is due to reasonable cause and not to willful neglect.
Civil penalty for false information with respect to withholding. If you
make a false statement with no reasonable basis that results in no
backup withholding, you are subject to a $500 penalty.
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Criminal penalty for falsifying information. Willully falsifying
certifications or affirmations may subject you to criminal penalties
including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TIN in violation of
federal law, the requester may be subject to civil and criminal penalties.

Specific Instructions

Line 1

‘You must enter one of the following on this line; do not leave this line
blank. The name should match the name on your tax return.

If this Form W-9 is for a joint account (other than an account
maintained by a foreign financial institution (FF1), list first, and then
circle, the name of the person or entity whose number you entered in
Part | of Form W-9. If you are providing Form W-9 to an FFI to document
a joint account, each holder of the account that is a U.S. person must
provide a Form W-9.

a. Individual. Generally, enter the name shown on your tax return. If
you have changed your last name without informing the Social Security
Administration (SSA) of the name change, enter your first name, the last
name as shown on your social security card, and your new last name.

Note: ITIN applicant: Enter your individual name as it was entered on
your Form W-7 application, line 1a. This should also be the same as the
name you entered on the Form 1040/1040A/1 040EZ you filed with your
application.

b. Sole proprietor or single-member LLC. Enter your individual
name as shown on your 1040/1040A/1040EZ on line 1. You may enter
your business, trade, or “doing business as” (DBA) name on line 2.

c. Partnership, LLC that is not a single-member LLC, C
corporation, or § corporation. Enter the entity's name as shown on the
entity's tax retum on line 1 and any business, trade, or DBA name on
line 2.

d. Other entities. Enter your name as shown on required U.S. federal
tax documents on line 1. This name should match the name shown on the
charter or other legal document creating the entity. You may enter any
business, trade, or DBA name on line 2.

e. Disregarded entity. For U.S. federal tax purposes, an entity that is
disregarded as an entity separate from its owner is treated as a
“disregarded entity.” See Regulations section 301.7701-2(c))(i). Enter
the owner's name on line 1. The name of the entity entered on line 1
should never be a disregarded entity. The name on line 1 should be the
name shown on the income tax return on which the income should be
reported. For example, if a foreign LLC that is treated as a disregarded
entity for U.S. federal tax purposes has a single owner that is a U.S.
person, the U.S. owner's name is required to be provided on line 1. If
the direct owner of the entity is also a disregarded entity, enter the first
owner that is not disregarded for federal tax purposes. Enter the
disregarded entity's name on line 2, “Business name/disregarded entity
name.” If the owner of the disregarded entity is a foreign person, the
owner must complete an appropriate Form W-8 instead of a Form W-9.
This is the case even if the foreign person has a U.S. TIN.

Line 2

If you have a business name, trade name, DBA name, or disregarded
entity name, you may enter it on line 2.

Line 3

Check the appropriate box on line 3 for the U.S. federal tax
classification of the person whose name is entered on line 1. Check only
one box on line 3.

IF the entity/person on line 1is | THEN check the box for.. .

aM)...
« Corporation Corporation
« Individual Individual/sole proprietor or single-
« Sole proprietorship, or member LLC

« Single-member limited liability
company (LLC) owned by an
individual and disregarded for U.S.
federal tax purposes.

« LLC treated as a partnership for [ Limited liability company and enter|
U.S. federal tax purposes, the appropriate tax classification.

o LLC that has filed Form 8832 or | (P= Partnership; C= C corporation;
2553 to be taxed as a corporation, S corporation)

or

o LLC that is disregarded as an
entity separate from its owner but
the owner is another LLC that is
not disregarded for U.S. federal tax|

purposes.
« Partnership Partnership
o Trust/estate Trust/estate

Line 4, Exemptions

If you are exempt from backup withholding and/or FATCA reporting,
enter in the appropriate space on line 4 any code(s) that may apply to
you.

Exempt payee code.

« Generally, individuals (including sole proprietors) are not exempt from
backup withholding.

« Except as provided below, corporations are exempt from backup
withholding for certain payments, including interest and dividends.

« Corporations are not exempt from backup withholding for payments
made in settlement of payment card or third party network transactions.

* Corporations are not exempt from backup withholding with respect to
attorneys’ fees or gross proceeds paid to attorneys, and corporations
that provide medical or health care services are not exempt with respect
to payments reportable on Form 1099-MISC.

The following codes identify payees that are exempt from backup
withholding. Enter the appropriate code in the space in line 4.

1—An organization exempt from tax under section 501(a), any IRA, or
a custodial account under section 403(b)(7) if the account satisfies the
requirements of section 401()(2)

2—The United States or any of its agencies or instrumentalities

3—A state, the District of Columbia, a U.S. commonwealth or
possession, or any of their political subdivisions or instrumentalities

4—A foreign government or any of its political subdivisions, agencies,
or instrumentaiities

5—A corporation

6—A dealer in securities or commodities required to register in the
United States, the District of Columbia, or a U.S. commonwealth or
possession

7—A futures commission merchant registered with the Commodity
Futures Trading Commission

8—A real estate investment trust

9—An entity registered at all times during the tax year under the
Investment Company Act of 1940

10—A common trust fund operated by a bank under section 584(a)
11—A financial institution

12—A middleman known in the investment community as a nominee or
custodian

13 —A trust exempt from tax under section 664 or described in section
4947
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The following chart shows types of payments that may be exempt
from backup withholding. The chart applies to the exempt payees listed
above, 1 through 13.

THEN the payment is exempt
for...

IF the payment is for .. .

Interest and dividend payments | All exempt payees except

for 7

Broker transactions Exempt payees 1 through 4 and 6
through 11 and all C corporations.
S corporations must not enter an
exempt payee code because they
are exempt only for sales of
noncovered securities acquired
prior to 2012.

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 4

Payments over $600 required to be | Generally, exempt payees
reported and direct sales over 1 through 52

$5,000"

Payments made in settlement of
payment card o third party network
transactions

Exempt payees 1 through 4

" See Form 1099-MISC, Miscellaneous Income, and its instructions.

2 However, the following payments made to a corporation and
reportablé on Form 1099-MISC are not exempt from backup
withholding: medical and health care payments, attorneys’ fees, gross
proceeds paid to an attorney reportable under section 6045(f), and
payments for services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codes identify

payees that are exempt from reporting under FATCA. These codes

apply to persons submitting this form for accounts maintained outside
of the United States by certain foreign financial institutions. Therefore, if
you are only submitting this form for an account you hold in the United

States, you may leave this field blank. Consult with the person

requesting this form if you are uncertain f the financial institution is

subject to these requirements. A requester may indicate that a code is
not required by providing you with a Form W-9 with “Not Applicable” (or
any similar indication) written or printed on the line for a FATCA
exemption code.

A—An organization exempt from tax under section 501(a) or any

individual retirement plan as defined in section 7701(a)(37)

B—The United States or any of its agencies or instrumentalities

C—Astate, the District of Columbia, a U.S. commonwealth or
possession, or any of their political subdivisions or instrumentalities

D—A corporation the stock of which s regularly traded on one or
more established securities markets, as described in Regulations
section 1.1472-1(c)(1)()

E—A corporation that is a member of the same expanded affiliated
group as a corporation described in Regulations section 1.1472-1(c)(1)()

F—A dealer in securities, commodities, or derivative financial
instruments (including notional principal contracts, futures, forwards,
and options) that is registered as such under the laws of the United
States or any state

G—Areal estate investment trust

H—A regulated investment company as defined in section 851 or an
entity registered at all times during the tax year under the Investment
Company Act of 1940

I—A common trust fund as defined in section 584(a)
J—A bank as defined in section 581
K—A broker

L —A trust exempt from tax under section 664 or described in section
4947(a)(1)

M—A tax exempt trust under a section 403(b) plan or section 457(g)
plan

Note: You may wish to consult with the financial institution requesting
this form to determine whether the FATCA code and/or exempt payee
code should be completed.

Line 5

Enter your address (number, street, and apartment or suite number).
This is where the requester of this Form W-9 will mail your information
retums. If this address differs from the one the requester already has on
file, write NEW at the top. If a new address is provided, there is still a
chance the old address will be used until the payor changes your
address in their records.

Line 6
Enter your city, state, and ZIP code.

Part . Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. If you are a resident alien and
you do not have and are not eligible to get an SSN, your TIN is your IRS
individual taxpayer identification number (ITIN). Enter it in the social
security number box. If you do not have an ITIN, see How to get a TIN
below.

If you are a sole proprietor and you have an EIN, you may enter either
your SSN or EIN.

If you are a single-member LLC that is disregarded as an entity
separate from its owner, enter the owner’s SSN (or EIN, if the owner has
one). Do ot enter the disregarded entity’s EIN. If the LLC is classified as
acorporation or partnership, enter the entity’s EIN.

Note: See What Name and Number To Give the Requester, later, for
further clarification of name and TIN combinations.

How to geta TIN. If you do not have a TIN, apply for one immediately.
To apply for an SSN, get Form SS-5, Application for a Social Security
Card, from your local SSA office or get this form online at
www.SSA.gov. You may also get this form by calling 1-800-772-1213.
Use Form W-7, Application for IRS Individual Taxpayer Identification
Number, to apply for an ITIN, or Form SS-4, Application for Employer
Identification Number, to apply for an EIN. You can apply for an EIN
online by accessing the IRS website at www.irs.gov/Businesses and
clicking on Employer Identification Number (EIN) under Starting a
Business. Go to wwiw.irs.gov/Forms to view, download, or print Form
W-7 and/or Form SS-4. Or, you can go to www.irs.gov/OrderForms to
place an order and have Form W-7 and/or SS-4 mailed to you within 10
business days.

If you are asked to complete Form W-9 but do not have a TIN, apply
for a TIN and write “Applied For” in the space for the TIN, sign and date
the form, and give it to the requester. For interest and dividend
payments, and certain payments made with respect to readily tradable
instruments, generally you will have 60 days to get a TIN and give it to
the requester before you are subject to backup withholding on
payments. The 60-day rule does not apply to other types of payments.
You will be subject to backup withholding on all such payments until
you provide your TIN to the requester.

Note: Entering “Applied For” means that you have already applied for a
TIN or that you intend to apply for one soon.

Caution: A disregarded U.S. entity that has a foreign owner must use
the appropriate Form W-8.

Part Il. Certification

To establish to the withholding agent that you are a U.S. person, or
resident alien, sign Form W-9. You may be requested to sign by the
withholding agent even if item 1, 4, or 5 below indicates otherwise.

For ajoint account, only the person whose TIN is shown in Part |
should sign (when required). In the case of a disregarded entity, the
person identified on line 1 must sign. Exempt payees, see Exempt payee
code, earlier.

Signature requirements. Complete the certification as indicated in
items 1 through 5 below.
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1. Interest, dividend, and barter exchange accounts opened
before 1984 and broker accounts considered active during 1983.
You must give your correct TIN, but you do not have to sign the
certification.

2. Interest, dividend, broker, and barter exchange accounts.
opened after 1983 and broker accounts considered inactive during
1983, You must sign the certification or backup withholding will apply. If
you are subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross out item 2 in the
certification before signing the form.

3. Real estate transactions. You must sign the certification. You may
cross out item 2 of the certification.

4. Other payments. You must give your correct TIN, but you do not
have to sign the certification unless you have been notified that you
have previously given an incorrect TIN. “Other payments” include
payments made in the course of the requester's trade or business for
rents, royalties, goods (other than bills for merchandise), medical and
health care services (including payments to corporations), payments to
a nonemployee for services, payments made in settlement of payment
card and third party network transactions, payments to certain fishing
boat crew members and fishermen, and gross proceeds paid to
attorneys (including payments to corporations).

5. Mortgage interest paid by you, acquisition or abandonment of
secured property, cancellation of debt, qualified tuition program
payments (under section 529), ABLE accounts (under section 5294),
IRA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give your correct
TIN, but you do ot have to sign the certification.

What Name and Number To Give the Requester

For this type of account: Give name and EIN of:

T4 Account with the Department of
Agriculture in the name of a public
entity (such as astate or local
government, school district, or
prison) that receives agricultural
program payments

The public entity

15. Grantor trust filing under the Form The trust
1041 Filing Method or the Optional
Form 1099 Filing Method 2 (see

Regulations section 1.671-4(0)2)()B)

For this type of account:

Give name and SSN of:

1. Individual

2. Two or more individuals (joint
account) other than an account
maintained by an FFI

©

. Two or more U.S. persons
(oint account maintained by an FF)

#

Custodial account of a minor
(Uniform Gift to Minors Act)

.2 The usual revocable savings trust
(grantor is also trustee)

b. So-called trust account that is not
alegal or valid trust under state law

o

°

. Sole proprietorship or disregarded
entity owned by an individual

. Grantor trust filing under Optional
Form 1099 Filing Method 1 (see
Regulations section 1.671-4()(2)i)
A)

The individual

The actual owner of the account or, if
combined funds, the first individual on

the account’
Each holder of the account

The minor”
The grantor-trustee’

1
The actual owner

The owner

The grantor*

For this type of account:

Give name and EIN of:

-

Disregarded entity not owned by an
individual

©

. Avalid trust, estate, or pension trust

=

. Gorporation or LLG electing
corporate status on Form 8832 or
Form 2553

11. Association, club, religious,
charitable, educational, or other tax-
exempt organization

12. Partnership or multi-member LLG
13. A broker or registered nominee

The owner

Legal entity*

The corporation

The organization

The partnership
The broker or nominee

" Listfirst and circle the name of the person whose number you furish.
If only one person on a joint account has an SSN, that person’s number
must be furnished.

2 Circle the minor's name and furnish the minor's SSN.

2 You must show your individual name and you may also enter your
business or DBA name on the “Business name/disregarded entity”
name line. You may use either your SSN or EIN (if you have one), but the
IRS encourages you to use your SSN.

“Listfirst and circle the name of the trust, estate, or pension trust. (Do
not fumish the TIN of the personal representative or trustee unless the
legal entity itself is not designated in the account title.) Also see Special
rules for partnerships, earlier.

*Note: The grantor also must provide a Form W-9 to trustee of trust.

Note: If no name is circled when more than one name is listed, the
number will be considered to be that of the first name listed.

Secure Your Tax Records From Identity Theft

Identity theft occurs when someone uses your personal information
such as your name, SSN, or other identifying information, without your
permission, to commit fraud or other crimes. An identity thief may use
your SSN to get a job or may file a tax retum using your SSN to receive
arefund.

To reduce your risk:
« Protect your SSN,
« Ensure your employer is protecting your SSN, and
« Be careful when choosing a tax preparer.
If your tax records are affected by identity theft and you receive a

notice from the IRS, respond right away to the name and phone number
printed on the IRS notice or letter.

If your tax records are not currently affected by identity theft but you
think you are at risk due to a lost or stolen purse or wallet, questionable
credit card activity or credit report, contact the IRS Identity Theft Hotiine
at 1-800-908-4490 or submit Form 14039.

For more information, see Pub. 5027, Identity Theft Information for
Taxpayers.

Victims of identity theft who are experiencing economic harm or a
systemic problem, or are seeking help in resolving tax problems that
have not been resolved through normal channels, may be eligible for
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD
1-800-829-4059.

Protect yourself from suspicious emails or phishing schemes.
Phishing is the creation and use of email and websites designed to
mimic legitimate business emails and websites. The most common act
is sending an email to a user falsely claiming to be an established
legitimate enterprise in an attempt to scam the user into surrendering
private information that will be used for identity theft.
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The IRS does not initiate contacts with taxpayers via emails. Also, the
IRS does not request personal detailed information through email o ask
taxpayers for the PIN numbers, passwords, or similar secret access
information for their credit card, bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS,
forward this message to phishing@irs.gov. You may also report misuse
of the IRS name, logo, or other IRS property to the Treasury Inspector
General for Tax Administration (TIGTA) at 1-800-366-4484. You can
forward suspicious emails to the Federal Trade Commission at
spam@uce.gov or report them at www.ftc.gov/complaint. You can

contact the FTC at www.ftc.gov/idtheft or 877-IDTHEFT (877-438-4338).

If you have been the victim of identity theft, see www.IdentityTheft.gov
and Pub. 5027.

Visit www.irs.gov/IdentityTheft to learn more about identity theft and
how to reduce your risk.

Privacy Act Notice

Section 6109 of the Intemal Revenue Code requires you to provide your
correct TIN to persons (including federal agencies) who are required to
file information retums with the IRS to report interest, dividends, or
certain other income paid to you; mortgage interest you paid; the
acquisition or abandonment of secured property; the cancellation of
debt; or contributions you made to an IRA, Archer MSA, or HSA. The
person collecting this form uses the information on the form to file
information returns with the IRS, reporting the above information.
Routine uses of this information include giving it to the Department of
Justice for civil and criminal litigation and to cities, states, the District of
Columbia, and U.S. commonwealths and possessions for use in
administering their laws. The information also may be disclosed to other
countries under a treaty, to federal and state agencies to enforce civil
and criminal laws, or to federal law enforcement and intelligence
agencies to combat terrorism. You must provide your TIN whether or
not you are required to file a tax return. Under section 3406, payers
must generally withhold a percentage of taxable interest, dividend, and
certain other payments to a payee who does not give a TIN to the payer.
Certain penalties may also apply for providing false or fraudulent
information.




