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NEBRASKA DEPARTMENT OF EDUCATION


ADMINISTRATIVE MEMORANDUM #102

ISSUED: JULY, 2007
TO:

Nebraska Department of Education Staff

FROM:

Douglas D. Christensen, Commissioner of Education

SUBJECT:
PURCHASE PROCEDURES

FOR ASSISTANCE: 
Contact Central Accounting at 471-3563/471-3978

PURPOSE

Per Neb Rev Stat §81-161.03, the Department of Administrative Services (DAS) Materiel Division authorizes State agencies to direct purchase certain supplies, materials, and equipment.   Related services should be procured using the contract procedures in Administrative Memo #110.  All other items must be purchased through DAS using NIS Procurement processes. In addition, certain direct purchases must also be processed through NIS Procurement. This Administrative Memorandum provides policies and procedures for these purchases.  

POLICIES
1. These policies and procedures apply when making a purchase of supplies, materials, or equipment, except for purchases for individual consumers served by the Division of Rehabilitation Services consisting of items that do not become part of the state inventory and are accounted for in their case services management system.

2.
All purchases of more than $2,000 must be made in NIS procurement, except for purchases from another state agency that NDE will pay by Intrastate Billing Transaction (IBT).

3.
A Leadership Council Member (LCM) or their designee must approve, in advance, all purchases 
that are not processed through NIS Procurement. The approval may be granted by e-mail or in 
writing. A Direct Purchase Authorization form (DPA) may be used for the approval to purchase  
at the discretion of the LCM or designee. See Appendix A.

4.
By approving a purchase, the LCM or designee certifies compliance with the following 
requirements.

a) If Federal funds are used for the purchase, all applicable Federal regulations regarding procurement that pertain to the Federal Fund source (grant, contract, etc.) have been complied with, including prior purchase approval of the funding authority when required.  Where prior purchase approval of the funding authority is required, the LCM or designee attaches the funding authority's notification of approval to Central Accounting's copy of payment documentation.

b) The State Board of Education has approved any purchase of $25,000 and above and the purchase complies with any other State purchasing requirements.

5. Appendix B specifies the direct purchase authority delegated to the agency by the DAS-Materiel Division.  Please note the corresponding requirements and limitations.

6.
Leadership Council members (LCM) or designees may modify the flow of the procedures to 
accommodate the team paperwork flow and office location.  For audit documentation, LCM’s or 
designees must provide written notification to Central Accounting of any modifications they 
make in the flow of the procedures.

7.
Purchases of certain restricted items (see Appendix B) for any dollar amount must be made using applicable NIS Procurement processes, except for purchases from another state agency that NDE will pay by IBT.

8.
Teams that average one or more purchases per month, which must be entered in NIS Procurement are required to enter their own orders/requisitions. Teams that order less often may have their orders processed by NDE Administrative Services at the team’s discretion.  If processed by Administrative Services, orders must have advance approval of the LCM or designee.  An order of $10,000 or more must have the approval of the Commissioner or Deputy Commissioner.  If both will be gone more than 3 consecutive days, the Administrator in the Office of the Commissioner may approve such order.  A DPA form can be used to document approvals.
9.  To ensure that the correct account object and procurement document type are used, all NIS Procurement approval routes will include Administrative Services section staff.  Contact the Financial Services Accountant at 471-4340 or the Accounting Systems Coordinator at 471-3978 to set up approval routes in NIS.
10.
Direct purchases of non-restricted items of $2,000 or less may be made by use of one of the following procurement/payment methods

a. Direct purchase, and NIS Voucher Entry without PO process
b. NIS Procurement and NIS Voucher Entry with PO, processes
c. Purchasing Card (P-card), primarily for vendors unwilling to bill NDE (limit for the P-card is $1,500/transaction and $5,000 total per month.  If higher limits are required, please contact Central Accounting).

11. 
Contact applicable NDE network staff to determine the procedure for ordering computer hardware, software, or services.  NDE network staff has access to approved manufacturers’ price lists and/or order systems.

12.  A staff member making a purchase over $2,000 must obtain three (3) phone bids to ensure that competition is secured whenever possible. To document phone bids, record the vendor and address, the price quoted, the date of the quote, and the name of the vendor's employee who made the quote for each phone bid.  The Direct Purchase Bidders form (Appendix D) can be used for this purpose. The requirement to obtain 3 phone bids does not apply to items available 

only from a sole source vendor. Sole source is defined as an item that is available from only one source; you can’t get more than one bid. This should be documented and be included in the payment documentation.

13.
The DAS Materiel Division requires agencies to ensure that vendors purchased from support a Drug-free Workplace Environment. This can be done when soliciting bids and may also be documented on the Direct Purchase Bidders form. This requirement is also met if a NDE DPA form is sent to the vendor to order items.

14.  Neb Rev Stat §51-413 requires copies be provided to the Nebraska Publications Clearinghouse upon the release of a state publication.  This includes publications posted on the Internet.  Therefore, four (4) copies of all printed or posted items must be submitted to NDE Administrative Services.
PROCEDURES FOR DIRECT PURCHASE PAID BY NIS VOUCHER ENTRY WITHOUT PO PROCESS

1.
APPROVAL – Obtain approval to make a purchase from the LCM or designee.

2.
PURCHASE - Purchase the item(s). Provide the vendor with a Direct Purchase number, requesting that the number be placed on all vendor generated invoices and correspondence concerning the order.

3.
INVOICE - Purchased items and an invoice are received. Enter the payment voucher in NIS. Have the payment batch approved and forward appropriate documentation, including a listing of unsuccessful bidders if necessary, to Central Accounting for pre-audit and posting.
PROCEDURES FOR PURCHASING CARD PROCESS (See Appendix E, P-Card Directions)

1.
APPROVAL – Obtain approval to make a purchase from the LCM or designee.

2.
PURCHASE - Purchase the item(s), supply the P-Card number to the vendor.

3.
STATEMENT – Purchased items and an invoice or confirmation notice are received. When the Monthly Reconciliation Statement is received a) review it for accuracy, b) have documentation coded and approved, and c) forward Statement and detail documentation, including a listing of unsuccessful bidders if necessary, to Central Accounting. This must be done within one week of receiving the Statement.

PROCEDURES FOR NIS PROCUREMENT PROCESS
1.    General Information about NIS Procurement procedures can be found at:


http://www.das.state.ne.us/materiel/purchasing/nis_procurement/nisprocurement.htm
2.
To use NIS Procurement for ordering, an employee must be set up with a NIS Procurement matrix code greater than PT10 and be included in Procurement approval routing. In addition, an employee must be set up with a General Ledger matrix code of GL10 or higher and be included in Batch management to enter the receipt of an order. Contact the Financial Services Accountant at 471-4340 or the Accounting Systems Coordinator at 471-3978 with questions regarding using NIS Procurement.

3. 
Purchases in NIS are made from the Procurement>Purchasing-Agencies menus:

4.
Unsuccessful bidder information should be documented on a Purchase Order’s text attachment number 2. (Text attachment number 1 is used if the vendor needs specific delivery instructions.)

5.
When items are received, receipt of the item is entered in NIS using the procedure at:


http://www.das.state.ne.us/materiel/purchasing/nis_procurement/entering_receipts_by_po.doc


NDE Central Accounting will post receipts daily. If a receipt batch is not posted within one day after entry, contact Central Accounting.

6. 
When receipting an order for a fixed asset (items costing $1,500 or more coded to objects 580300-586999), the inventory tag number (se Administrative Memo #303) must be entered in the grid. When multiple items are included on one order, this will require either a separate line for each item on the purchase order, or receipting the order without a tag number then preparing a Journal Entry to distribute the amount for each fixed asset included in the order.

7.
Upon receipt of an invoice, payment is made using the Entering Vouchers using Three-Way Match procedure that can be found under Other Voucher Processing at:


http://www.das.state.ne.us/nis/trainingmanuals/AP/

8.
Have the payment batch approved and forward appropriate documentation to NDE Central Accounting for pre-audit and posting.
