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Day-to-Day Purchasing Expectations 

Generally Accepted Purchasing Principle: the purchasing guidelines, policies, and 
procedures are in place so that individuals in the district can actively and 

effectively purchase necessary supplies, materials, services, and equipment. 

Requisitioner Responsibilities/Expectations 
1. All purchasing guidelines, policies, and procedures are to be adhered to prior to requests

being entered into Wincap and sent to the Business Office. It is a professional responsibility
to follow these purchasing guidelines, policies, and procedures as established by the district.

2. Requisitions will come to the business office fully completed.  This means:
a. All vendor information must be filled out.
b. Requisitions must be signed by requisitioner and approver.
c. Budget code should be listed (if uncertain, see supervisor).
d. “See Attached” is ONLY used for School Specialty. **In Wincap, you must list the item

part and description.**
e. Appropriate shipping estimates. Requisitioners must determine how products will be

shipped delivered and estimate costs (this does not always equal 10%).
3. Requisitioner must follow up with vendors if products have not arrived.
4. Complete new vendor form and obtain W-9’s. New vendors must “work with schools” and

accept purchase orders. There are FEW exceptions to this policy.
5. Issues with orders are the responsibility of the requisitioner.

Business Office Responsibilities/Expectations 
The Business Office (approval and paying office) will:  

1. Act as a source of information (this does NOT mean that the Business Office will do the
work).

2. Act on requests in a timely manner.
3. Print and send out Purchase Orders.
4. Provide the requisitioner with yellow copy and additional necessary information.
5. Provide the requisitioning office with a copy of the purchase order and additional necessary

information.
6. Reject requisitions that are not appropriately completed.
7. Perform the functions of the Accounts Payable.

Important Purchasing Documents 
• Purchasing Policies
• Purchasing Guidelines & Instructions
• New Vendor Approval Form
• W -9 Form (for new vendors)
• Requisition Form

**FOR OFFICE STAFF ONLY **



General Purchasing Guidance
For Use By All Staff

Purchasing Overview 

The process by which the budget is developed is governed by law and policy.  The 
requisition form is developed and formatted to comply with these requirements as well as 
for your convenience.  

When looking to purchase goods or services, the following steps should be followed: 

1. Determine if NYS Contract pricing is applicable.  If NO…
2. Determine if BOCES bid will be used for goods.  If NO…
3. Determine if the Vendor being recommended is a sole source proprietary provider

(this will be a rare occurrence).  If NO…
4. Obtain competitive pricing for goods/services as required by law and set forth in

Board policy.  This must be documented.

When evaluating competitive pricing for goods and services, NYS law requires aggregate 
purchases of supplies, services, and equipment exceeding a $20,000 threshold to be 
purchased through a formal sealed bid process.  

Additionally, specific brand or manufacturer’s items cannot be guaranteed due to pricing 
considerations. 

General Notes 

● Board Purchasing Policies 5320, 5321, 5410, 5411, and 5570 are posted on the
NCS Staff Only Requisition site. 

● Spending outside of the approved purchasing process will likely not be reimbursed
(without prior approval of the Purchasing Agent).

● The only individual with the authority to commit school funds for spending is the
Purchasing Agent as per BOE policy.

● Please be mindful of minimum order requirements, especially with regards to
provisions for free shipping.

● Please be sure to use current catalog pricing (when using state contract, this price
is not the same as what might be on the website).

● Please use state contracts and BOCES bids as your primary source for purchasing.
Purchasing by other means is only permitted if state and BOCES options are not
available.
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● For state contracts and BOCES bids, it is extremely important that the contract 
number and/or bid number be listed on the requisition and purchase order. It is the 
responsibility of the person entering the requisition in Wincap to list this in the 
system.  

● Vendors must - unless approved by the Purchasing Agent -  accept purchase orders 
(this is a given when using NYS contracts and BOCES bids). 

● Copies of Purchase Orders will be sent to the requisitioner’s supervisor’s office.  

AND REMEMBER… 

● Please be sure to follow the requisition guidelines and instructions regarding 
obtaining additional pricing and/or formal quotation documentation.  This 
information should be noted on the forms and/or attached. 

● A separate sheet for each vendor/company. 
● Provide a detailed description of your requested goods or service so we can order 

exactly what you want. 
● Don’t guess at prices; use a catalog, price list or obtain a verbal or written pricing 

quote from your vendor. 
● School Specialty and Staples Advantage provide the District with a significant 

discount off of retail prices.  
● If there are any changes to any request you have submitted, please notify the business 

office immediately. 

Shipping Charges 

● Please be sure to include the correct shipping charges on requisitions, where 
applicable. 

● A requisition submitted that should have shipping charges, but does not, will be 
returned to the requisitioner to include the appropriate charges. 

● If an invoice is received with shipping charges, and the Purchase Order did not 
include shipping, the Purchase Order will be increased with funds from the original 
budget code with payment.  If enough funds are not available, a budget transfer will 
be required from the same building or department placing the original order.  

Common Reasons for Delaying in the Purchasing Process 

The following are some of the more common items that cause delays in processing 
requisitions: 

● Not complying with bid specifications or state, BOCES or other bid provisions. 
● Using outdated and/or non-approved catalogs and prices. 
● Item(s) requested are not actually covered under the cited bid. 
● Requisition lacking reference to the appropriate bid and bid number, if applicable. 
● Minimum number of quotes (verbal or written) for purchases are not included. 

2 



  

 

● Shipping charges, if applicable, have not been included. 
● When an item can be purchased from a NYS contract, BOCES or other formal bid 

and it isn’t. 

Fiduciary Responsibility 

All budget administrators have a fiduciary responsibility to: 

● Follow state laws 
● Spend taxpayer money efficiently 

 

After Orders Have Been Received:  

● Be sure to date and sign (no initials, in pen) the packing slip that accompanies ​each 
and ​every order​.  If the packing slip consists of more than one page, please sign 
each page.  ​In the event of any shortages or missing items from your order, make a note 
on the slip as to those missing items, who you spoke to regarding those items, and any 
other pertinent information.​   If there is no packing slip, then use a copy of the 
purchase order.  

● Send (via interschool mail) the dated and signed packing slip to Chris Brautigam at 
District Office.  The date must be the date the package(s) arrived.  These packing 
slips tell Chris that you have received your order and if the order is complete. 
Payment cannot be processed without the signed packing slips (or alternate copy 
of purchase order if there is no packing slip), so timeliness is important too. 

● Keep a copy for your records, along with your copy of the purchase order.  This may 
prove to be helpful in future orders or resolving ordering issues. 
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Requisition Guidelines & Instructions     
Updated 11/07/18 

 
General Purchasing Guidelines: All requisitions must be approved by an administrator/director/supervisor 

(A.D.S.) prior to being sent to the Purchasing Agent for approval. The following criteria must be met for the 

price ranges listed below:  

$0‐$999.99: Approval of A.D.S. 

$1,000.00 ‐ $4,999.99: Two (2) quotes from different catalogs and approval of A.D.S. 

$5,000.00 ‐ $9,999.99: Two (2) written quotes and approval of A.D.S. 

$10,000.00 ‐ $19,999.99: Three (3) written quotes and approval of A.D.S. 

Back‐up documentation should accompany your request. This documentation could come in the form of a 

quote, bid, e‐mail, or a prior approved agreement. There are certain cases where no back‐up documentation 

can be provided. These items will be reviewed on a case by case basis.  

PND: This box is for administrative use only. “PND” stands for “pending number”. Once the requisition is 

approved, it is entered into our purchasing software system called Wincap. Wincap creates a pending number 

that we use to track the requisition.  

Requisition Coding: These boxes are used during budgeting season to match up the budgeting summary sheet 

to actual budgeting requisitions.  

General Information: The following general information must be completed for every requisition.

 Supplier/Vendor  

 Address 

 Phone Number  

 Fax Number  

 Date 

 Requestor 

 Subject/Grade Level/Department 

 Budget Code (Admin Use Only)  

 

Exception: For School Specialty and Staples requisitions, only Supplier/Vendor, Date, Requestor, 

and Subject/Grade Level/Department must be completed. 

State Contract/BOCES Bid requests: If you are purchasing an item off of state contract or 

BOCES bid, please indicate the state contract or BOCES bid number in the description box along 

with the general description of the item being purchased. 

Expenditure Necessity Level:  

 Need: This box is checked when something is absolutely needed to support instruction and the 

learning environment.  
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 Want: This box is checked for items that are not absolutely needed, but will help to 

supplement/bolster instruction and the learning environment.   

Expenditure Type: 

 Computer Equipment/Software/Supplies: These requests should be turned into the Director of 

Instructional Technology. It is important that you include item numbers, copies of the 

catalog/online pages with the selection highlighted, current cost, and shipping/handling fees.  

 General Supplies: This box is checked for any supplies or material purchases that are not School 

Specialty or Staples. Supplies and materials are generally considered to be items that are 

consumable like markers, paper, and paint. Inclusion of shipping and handling is required.  

 School Specialty: Please use this box for purchases from School Specialty. When looking to 

order from School Specialty, please go to their website at: http://www.schoolspecialty.com. 

Please log on using your account information. From there, add items to your cart and save the 

cart. Once complete, please print a copy of the cart. DO NOT order the items at this time. Please 

attach a copy of the cart to the completed requisition. Please indicate “See Attached” (include 

the cart number in your description) in the description box of the requisition.  Please note that 

there is NO SHIPPING cost for School Specialty except when the description indicates that it is a 

heavy freight item. In that case, please add $99.00 for shipping.  Please limit each cart 

/requisition to 20 items. 

 Staples: This is used for purchases from the Staples website at: www.staplesadvantage.com.  

Please log on using your account information.  From there, add items to your cart and when 

finished, submit your cart.  Please print a copy of the cart and attach that to the completed 

requisition.  Do not list individual items, instead indicate “See Attached Cart”.  There are no 

shipping costs for StaplesAdvantage. 

 Textbooks: This box is checked for sets of books that are used for classroom instruction. It is also 

used for sheet music. Many textbook companies have various derivations of their name with 

different addresses.  Therefore, it is very important that the complete name and address of the 

publisher be listed on these requisitions.  

 Contractual: This box is checked for expenditures such as, conferences/mileage, service/repair 

of equipment, textbook rebinding, piano tuning, music festival fees, sports officials, etc. Please 

note that there must be a contract on file before an individual is hired for service; excluding 

sports officials.  

 Newspaper/Magazine: This box is checked for newspaper and magazine requests. It is 

important that you provide the complete name and address of the publisher.  

 Equipment: Please check this box for items that have a cost of at least $500, are serviceable, 

and are designed to last in terms of “years”. Examples may include desks and chairs, a television, 

or a wheelchair.  

 



PURCHASING OPTIONS 
Updated: 11/7/18 

Valid Through: 1/31/19 
The District has various options for purchasing goods. Ideally and per Board Policy, purchases should be 

made in the most cost effective manner. The below list outlines some options for the most competitive 

pricing available. The use of other vendors is only permitted if items are not available through BOCES, 

NYS, or other cooperative contract options.  

WFL BOCES BIDS: https://www.wflboces.org/operations‐and‐management/business‐office/purchasing 

1. COPY PAPER BID # WFL 2019‐06B ‐Full cases only, prices current to 1/31/19 

2. CALCULATORS BID #WFL 2018‐27R ‐Minimum order of $75.00, FOB delivery, prices current to 3/31/19  

3. BATTERIES BID #WFL 2018‐28‐Minimum order of $50.00, FOB delivery, prices current to 10/31/19  

4. FIRST AID BID #WFL 2018‐10‐Minimum order of $75.00, FOB delivery, prices current to 1/31/19  

5. ATHLETICS & PE SUPPLIES BID #WFL 2018‐09 ‐ Minimum order of $100.00, FOB delivery, prices 

current to 4/30/19   

NYS CONTRACT PRICING:  

● Art Supplies ‐ School Specialty Sax Art Education, NYS Contract # PC67566, 35.5% off catalog list price, 

effective to 6/8/2021. Free shipping over $49 (see requisition guidelines for additional details on 

shipping). Sign into your school specialty account for discounted pricing.  

● Art Supplies ‐ Blick Art Material, NYS Contract # PC67551, 20% off catalog list price, effective to 

6/8/2021. Create account, place items on wish list (20 items per wish list) and email wish lists to Chris.  

Ex‐ Neubauer HS Wish List #1, Neubauer HS Wish List #2, etc 

● School Supplies ‐ School Specialty, NYS Contract # PC67566, 35.5% off catalog list price, effective to 

6/8/2021. Free shipping over $49 (see requisition for additional details on shipping). Sign into your 

school specialty account, build your cart and save. 

● School Supplies ‐ Really Good Stuff, NYS Contract # PC67632, FOB delivery, 7.5% off catalog list price 

effective to 6/8/2021 http://www.ogs.ny.gov/purchase/spg/pdfdocs/2310023006PL_RGS.pdf  

● General School & Office Supplies ‐ Staples Advantage, NYS Contract # PC67296, free delivery. Website: 

www.staplesadvantage.com   Sign into your StaplesAdvantage account, build your cart and submit. 

 

 

 



● Books ‐ see NYS contract for specifics, pricing good until 5/31/2020 

http://www.ogs.ny.gov/purchase/spg/pdfdocs/2006022868ra.pdf  

These are just a few of the previously used book vendors.  

○ Barnes & Noble, NYS Contract #PC66998, contact  crm27902@bn.com for quote. 

○ FolleƩ School SoluƟons, NYS Contract #PC66961, contact fssbidadmin@follett.com for quote. 

○ Pearson EducaƟon, NYS Contract #PC67163, contact customerservice@pearson.com for quote. 

○ ScholasƟc, Inc, NYS Contract #PC66966, contact bwoodworth@scholastic.com for quote. 

○ ScholasƟc Library Publishing, NYS Contract #PC67166, contact slpservice@scholastic.com for quote. 

ADDITIONAL NYS CONTRACTS: http://ogs.ny.gov/purchase/spg/lists/commodty.asp  

ADDITIONAL WFL BOCES BIDS: https://www.wflboces.org/operations‐and‐management/business‐

office/purchasing 

 

 



Vendor Information

Naples Central School District
136 N. Main St

Naples , NY
USA

14512
Phone: 585-374-7900

Fax: 585-374-8797
www.naplescsd.org

Enclosed with this document is a W-9 Form. IRS Regulations require that a valid and 
current W-9 Form be on file for all vendors that do business with Naples Central School 

District. The instructions to  complete the W-9 Form, if needed, may be found on the 
internet at the following  http://www.irs.gov/pub/irs-pdf/fw9.pdf

NEW VENDOR APPROVAL FORM

Date:

Contact Name:

Address:

City:

State:

Zip Code:

Phone Number:

Fax Number:

Sole Source:

Tax ID#:

Vendor Name:

Vendor Email:

Vendor Website:

Remit Name:

Remit Address:

Remit City:

Remit State:

Remit Zip:

Is the vendor the only provider of the goods/services being purchased?   Y/N

If not a sole source vendor, rationale for vendor selection:

Vendor Accept Purchase Orders?

Requestor Name:

Purchasing Agent Action: 
 
 
 
 
 
 
__________________________________________________________________                                ___________________________ 
                                          Purchasing Agent                                                                                                                                 Date 
 
If denied, reason for denial: 

New Vendor Approved New Vendor Addition Denied







































Naples​ ​CSD’s​ ​Purchasing​ ​Purchase​ ​Order​ ​Policy 
IMPORTANT​ ​MESSAGE​ ​TO​ ​VENDORS​ ​-​ ​PLEASE​ ​READ 

 
The letter is to inform our valued suppliers about Naples CSD’s Purchasing Policy and              
Procedures​ ​regarding​ ​Purchase​ ​Orders. 
 
Naples CSD’s Purchasing Policy requires that all orders have a purchase order number before              
shipment​ ​of​ ​the​ ​product​ ​and​ ​or​ ​before​ ​rendering​ ​any​ ​services. 
 
A packing slip is required with each shipment. Supplier packing slips and invoices must              
reference​ ​the​ ​purchase​ ​order​ ​number. 
 
Invoices that are received without Purchase Order information or with words “VERBAL” may             
NOT be paid by Naples CSD and the invoice will be returned to the supplier. Also, requisition                 
numbers are not a valid authorization to purchase or order goods and services. The process for                
obtaining​ ​a​ ​Purchase​ ​Order​ ​is​ ​as​ ​follows: 
 

1. Naples CSD employees who are authorized to order goods and services must first             
obtain​ ​a​ ​quote​ ​from​ ​approved/awarded​ ​vendors 

2. Naples​ ​CSD​ ​employee​ ​enters​ ​a​ ​Requisition​ ​based​ ​on​ ​the​ ​quote 
3. Purchasing​ ​Department​ ​issues​ ​a​ ​Purchase​ ​Order​ ​based​ ​on​ ​the​ ​Quote​ ​and​ ​Requisition 
4. Purchase​ ​Order​ ​is​ ​sent​ ​to​ ​vendor​ ​(fax) 
5. Vendor delivers product or perform services - limited to scope and quantities on the              

Purchase Order. Prior approval required for change orders to scope and quantities. Do             
not​ ​deliver​ ​or​ ​perform​ ​above​ ​the​ ​PO​ ​unless​ ​you​ ​receive​ ​an​ ​updated​ ​Purchase​ ​Order 

6. Vendor​ ​submits​ ​Invoice,​ ​with​ ​the​ ​Purchase​ ​Order​ ​number​ ​printed​ ​on​ ​the​ ​Invoice 
7. District pays the invoice (normal NET 30) if it conforms with the PO and any approved                

updates​ ​issued 
 
All orders must be delivered to the Accounts Payable office and not to any other personnel or                 
department. 
 
If you have any questions regarding this policy, please contact the Purchasing Department at              
585-374-7931. 
 
Sincerely, 
 
Chris​ ​Brautigam,​ ​Accounts​ ​Payable 
Naples​ ​Central​ ​School​ ​District 
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