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A. Governing Regulations 

 
1. Due to the dynamic nature of these rules, they are not included in their entirety, but 

rather referenced only by number.  Click on the link to view the rules. 
 

School Board Policies 
• School Board Policy 2-17 - Purchasing Procedures 
• School Board Policy 2-11 - School Internal Funds 
• School Board Policy 11-05 - Selecting Professional Services (CCNA) 
• School Board Policy 2-21 – Anti-Fraud Policy 
 
State Board of Education Rules 
• State Board of Education Rule 6A-1.012 – Purchasing Policies 
• State Board of Education Rule 6A-1.013 – Pool Purchases 
 
State Requirements for Educational Facilities (SREF) 
• State Requirements for Educational Facilities (SREF) & The Florida Building Code 
 
Florida Statutes 
• §112.313 - Standards of Conduct for Public Officers & Employees 
• §119.071 – Inspection, Examination & Duplication of Public Records 
• §120.57(3) – Procedures for Resolution of Bid Protests 
• §218.70 - Local Government Prompt Pay Act 
• §286.11 – Public Meetings & Records; Public Inspection 
• §287.084 – Preference to Florida Businesses 
• §287.087 – Preference to Businesses with Drug-Free Workplace Programs (Tie 

Bids) 
• §287.133 - Public Entity Crime 
• §1010-04 – Purchasing 
 
Federal Grant Guidelines 
• The School Board delayed the implementation of the new Uniform Guidance 

Procurement Rules detailed in 2 CFR 200.317 through 200.326 until July 1, 
2018 as provided by the waiver of the procurement rules stated in Federal 
Register 82 FR 22609 published May 17, 2017. The District used existing 
policies and procedures and the OMB circulars prior to the implementation of 
the procurement standards in 2 CFR 200.318 through 200.327 effective on July 
1, 2018.  In addition, all contracts made by the non-Federal entity under a 
Federal award must contain Appendix II to Part 200 – Contract Provisions listed 
under 2 CFR 200.327 Contract Provisions, as applicable.   

 
 
B. Standards of Ethical Conduct 

  
1. All employees of the School District, regardless of their position are bound by the same 

ethics as outlined in School Board Policy 2-17(A)(3) and Section §112, Part III, Florida 
Statutes, Code of Ethics for Public Officers and Employees regarding conflicts of 
interest.  Also see School Board Policy 2-21 Anti-Fraud Policy regarding the certain 
principles and expectations for the School District in order to prevent fraud. 

 
2. Compliance with all School Board Policies, Florida Statutes related to standards for 

ethical conduct and maintaining a moral personal code of ethics is imperative for any 
and all School District personnel who performs or are in any way associated with 

https://go.boarddocs.com/fl/okaloosa/Board.nsf/public?open&id=policies
https://go.boarddocs.com/fl/okaloosa/Board.nsf/public?open&id=policies
https://go.boarddocs.com/fl/okaloosa/Board.nsf/public?open&id=policies
https://go.boarddocs.com/fl/okaloosa/Board.nsf/public?open&id=policies
https://go.boarddocs.com/fl/okaloosa/Board.nsf/public?open&id=policies
https://www.flrules.org/gateway/Division.asp?DivID=195
https://www.flrules.org/gateway/RuleNo.asp?title=FINANCE%20AND%20ADMINISTRATION&ID=6A-1.012
https://www.flrules.org/gateway/RuleNo.asp?title=FINANCE%20AND%20ADMINISTRATION&ID=6A-1.013
http://www.fldoe.org/finance/edual-facilities/sref/
http://www.fldoe.org/finance/edual-facilities/sref/
http://www.leg.state.fl.us/statutes/index.cfm?StatuteYear=2020&Tab=statutes&Submenu=1&NewSelection=Go
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0112/Sections/0112.313.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0119/Sections/0119.071.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0120/Sections/0120.57.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0218/Sections/0218.70.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0286/Sections/0286.011.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0287/Sections/0287.084.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0287/Sections/0287.087.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0287/Sections/0287.087.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0287/Sections/0287.133.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1010/Sections/1010.04.html
https://www.ecfr.gov/cgi-bin/text-idx?SID=aa09f3dd1e4691d8e6f1a2bc02cc4d17&mc=true&node=pt2.1.200&rgn=div5
https://www.federalregister.gov/documents/2017/05/17/2017-09909/uniform-administrative-requirements-cost-principles-and-audit-requirements-for-federal-awards
https://www.federalregister.gov/documents/2017/05/17/2017-09909/uniform-administrative-requirements-cost-principles-and-audit-requirements-for-federal-awards
https://www.ecfr.gov/cgi-bin/text-idx?SID=aa09f3dd1e4691d8e6f1a2bc02cc4d17&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1317
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/appendix-Appendix%20II%20to%20Part%20200
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0112/0112PARTIIIContentsIndex.html
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purchasing functions.  Personnel involved in purchases of goods and services for the 
School District reflect their own reputation and the reputation of the School District 
through dealings and contacts with customers and vendors.  All have a responsibility to 
maintain a high ethical standard of conduct and a reputation for courtesy and fair 
dealings.  As a representative of the School District, in a purchasing capacity, a 
reputation of fairness and honesty is key to establishing a professional atmosphere in 
which decisions and evaluations are based on sound business judgement. Each 
transaction shall be handled objectively, without favoritism or discrimination, and 
without seeking or dispensing personal favors. 
 

3. FDACS Code of Conduct: 
This written Code of Conduct shall govern the performance and actions of the Okaloosa 
County School District officers, board members, employees, directors, volunteers, or 
agents who are engaged in any aspect of procurement, contracts, grants or the 
administration and supervision of contracts supported entirely or in part by federal 
entitlement funds disbursed by USDA. These regulations are found in 2 CFR 
200.318(c), and Chapter 5P-2.003(4), Florida Administrative Code. 

 
 

C. Purchasing Authority 
  
1. The Superintendent or designee shall be responsible for all purchases of materials, 

equipment, and services.  The Program Director of Purchasing shall be authorized to 
sign purchase orders for the Superintendent or designee. 

 
2. Each purchase shall be based upon a purchase order originating from the responsible 

principal, district department head, project director, or other authorized designee.  
Each purchase order shall be properly budgeted.  No purchase or obligation to buy is to 
be made without first securing such a purchase order. 
 

3. Purchase Order Exceptions:  The following types of purchases do not require purchase 
orders. 

 
a. Utilities 

 
b. Authorized petty cash purchases 

 
c. Authorized purchasing card purchases 

 
d. Emergency repairs (shall be followed immediately with an emergency requisition) 

 
e. Surplus sales from other governmental agencies 

 
f. Reimbursement of authorized travel expenses 

 
g. Payment of salaries and benefits; including worker’s compensation and 

unemployment benefits 
 

h. Insurance claims or settlements approved by the Risk Management Program 
Director. 
 

i. Reimbursements when the district is acting as fiscal agent 
 

j. Required legal notices 
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k. Special circumstances where the District may accrue a financial benefit and if 

approved by the Superintendent 
 

4. All other expenditures shall be approved by the School Board. No employee shall 
obligate the School Board without following this policy.  Failure to comply may render 
the purchaser liable for payment. 

 
5. Multi-year Purchase Agreements: No obligation shall be created by contract, purchase 

order, maintenance agreement, or other instrument which exceeds a period of twelve 
(12) months unless such agreement contains a statement permitting the School Board 
to unconditionally terminate the obligation at the end of any fiscal year. All multi-year 
obligations shall require initial School Board approval. 

 
6. Purchasing Cards: The Superintendent shall develop procedures to provide 

authorization and internal control of all purchases made on purchasing cards or open 
purchase orders. See the District Purchasing Card Manual on the Purchasing web site 
for additional information on purchasing cards.   
 

7. Open (Blanket) Purchase Orders:  An open purchase order is an open-ended contract to 
procure an indefinite quantity of commodities or services over an identified time period, 
as and when needed. Open purchase orders are not intended for large purchases but 
rather for commodities or services that the school/department anticipates they will 
purchase repetitively throughout the fiscal year.  Commodities or services purchased 
against an open purchase order should not exceed $10,000 per year unless the open 
purchase order is based on an approved contract. Open purchase orders shall be closed 
at the end of the fiscal year, the end of the funding source or specified expiration date of 
an approved contract. 

 
 

D. Insurance and Fingerprinting Requirements 
 
1. Insurance Requirements: The following insurance liability requirements apply to certain 

vendors: 
 

a. Vendors performing contracted services with regard to facilities shall maintain 
insurance coverage as established by the Risk Management Office and approved by 
the Board annually. 
 

b. Contracted services as defined in this section shall include but not be limited to the 
following:  painting, roofing, lawn care, custodial, plumbing, electrical, construction, 
carpentry, house movers, carpet cleaners, pest control, and insulation. 
 

c. No purchase order requiring insurance will be issued unless the vendor has received 
an approval from Risk Management. 
 

d. The School Board may define additional insurance requirements for individual 
contracts or other types of contracted services as deemed necessary. 

 
2. Fingerprinting Requirements: All vendors must obtain a Florida Statewide Contractor 

Badge and Okaloosa County School District credentials for access to School District 
property in a work capacity.  Click on this link for additional information concerning 
contractor/vendor requirements for background screenings.    
 

http://www.okaloosa.k12.fl.us/finance/Publications/Purchasing/Purchasing%20Card%20Manual%20-%20Effective%207-1-17.pdf
https://www.okaloosaschools.com/o/ocsd/page/vendor-fingerprinting
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E. Competition Requirements & Thresholds 

  
1. The District will comply with Florida State Board of Education Administrative Rule 6A-

1.012, Purchasing Policies.  
 

a. Purchases Exceeding $50,000.00 - Formal Sealed Solicitations  
Formal Invitations to Bid (ITB), Request for Proposals (RFP), or Request for 
Qualifications (RFQU) shall be requested from three (3) or more sources for any 
authorized purchase of any item or group of similar items or contract for services 
exceeding fifty thousand dollars ($50,000.00) unless otherwise exempted in Rule 
6A-1.012. All ITB, RFP, and RFQU awards require School Board approval when the 
amount exceeds $50,000.00. All purchases exempt from the bid process by Rule 6A-
1.012 require School Board approval when the amount exceeds $50,000.00. 
Purchases under the Department of Management Services state term contracts and 
state and district approved textbooks do not require School Board approval prior to 
purchase. All formal solicitations must be initiated and released by the Purchasing 
Department. 
 

b. Purchases $10,000.00 to $50,000.00 – Request for Quotations 
Request for Quotations (RFQ) shall be requested in writing from three (3) or more 
sources for any authorized purchase of any item or group of similar items or 
contract for services from $10,000.00 to $50,000.00 unless otherwise exempted 
under Rule 6A-1.012. 
 

c. Purchases less than $10,000.00  
All purchases less than $10,000.00 are subject to the Purchasing Program 
Director’s discretion as to whether additional quotes are needed. 

 
d. Professional Services with an Independent Contractor  

When contracting for professional services with an Independent Contractor over 
$1,000.00, a service agreement contract is required.  A professional service as 
defined in this section shall include but not be limited to the following: staff 
development, program evaluation services, curriculum development, direct student 
services, artistic performances and services, educational program services, and 
related consulting services. All such professional service agreements will be 
reviewed by the School Board Attorney, CFO, Risk Management and the District 
Purchasing Department. All professional service agreements exceeding $10,000.00 
require School Board approval. The Superintendent will provide a listing quarterly 
on a Board agenda of all such professional service agreements so approved under 
the threshold. Procedures for contracting for legal services are set forth in School 
Board Policy 01-04. 
 

e. Short-Term Facility Use Contracts/Leases  
The Superintendent or designee shall be responsible to approve and execute facility 
use contracts/leases for the use of non-school district property for periods of time 
less than twelve months with fees not exceeding $10,000.00. All such 
contracts/leases will be reviewed by the School Board Attorney and the District 
Purchasing Department. The Superintendent will provide a listing quarterly on a 
Board agenda of all such Short-Term Facility Use Contracts/Leases so approved 
under the threshold. 
 

f. No purchase orders shall be split in order to avoid compliance with the above 
policies. 

http://www.okaloosa.k12.fl.us/finance/Publications/Purchasing/Purchasing%20Procedures%20-%20Fl%20State%20BOE%20Admin%20Rule%206A-1.012.pdf
http://www.okaloosa.k12.fl.us/finance/Publications/Purchasing/Purchasing%20Procedures%20-%20Fl%20State%20BOE%20Admin%20Rule%206A-1.012.pdf
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2. Food Service Solicitations & Purchases: School Food Service solicitations and purchases 
will comply with the requirements of the State Department of Agriculture and 
Consumer Services, Division of Food, Nutrition, and Wellness Administrative Rule 5P-
2.003. When procuring property or services under a federal award, the District will use 
its own documented procurement procedures which reflect applicable state and local 
laws and regulations, provided that the procurements conform to applicable Federal law 
and standards found in C.F.R. 200.318 general procurement standards through C.F.R. 
200.327 contract provisions (effective July 1, 2018). In addition, all contracts made by 
the non-Federal entity under a Federal award must contain Appendix II to Part 200 – 
Contract Provisions listed under 2 CFR 200.327 Contract Provisions, as applicable and 
language to support the Buy American regulations [7 CFR 210.21(d), USDA Policy 
Memo SP 38-2017]. 

 
3. Contracting for Professional Services – Consultants Competitive Negotiations Act 

(CCNA): The Consultants Competitive Negotiations Act (CCNA) (Section 287.055, Florida 
Statutes) sets forth requirements for procuring and contracting for architectural, 
professional engineering, landscape architectural, registered surveying, and mapping 
services. Procedures for contracting for CCNA professional services are further defined 
in Chapter 11 of School Board Policy.  
 

4. Contracting for Professional Services (NON-CCNA): Procedures for contracting for non-
CCNA professional services are further defined in Section H – Contracts/Agreements 
(Service Agreements).  
 

5. Procurement Involving Federal Funds – General Procurement Standards:  When 
procuring property or services under a federal award, the District will use its own 
documented procurement procedures which reflect applicable federal, state and local 
laws and regulations, provided that the procurements conform to applicable Federal law 
and standards found in C.F.R. 200.318 general procurement standards through C.F.R. 
200.327 contract provisions (effective July 1, 2018). In addition, all contracts made by 
the non-Federal entity under a Federal award must contain Appendix II to Part 200 – 
Contract Provisions listed under 2 CFR 200.327 Contract Provisions, as applicable. 
 

6. Procurement Involving Federal Funds – CFR 200-318(d):  When procuring property or 
services under a federal award, the District will avoid acquisition of unnecessary or 
duplicative items.  Consideration will be given to consolidating or breaking out 
procurements to obtain a more economical purchase. Where appropriate, an analysis 
will be made of lease versus purchase alternatives, and any other appropriate analysis 
to determine the most economical approach.  

 
7. Food Purchases from Federal Funds:  When federal guidelines permit such, federal 

funds may be used to purchase food items when used to support parent training and 
meetings. 
 

 
F. Exceptions to Competition/Competitive Solicitations 

  
1. Board approval is required for all purchases exempt from the bid process when the 

amount exceeds $50,000.00 with the exception of purchases under DMS state term 
contracts or state/district approved textbooks. 
 

2. Bids Waived Purchases (Non-Federal): State Board of Education Rule 6A-1.012(11)(a) 
waves the requirement for requesting competitive solicitations for the purchase by 
district school boards of professional services which shall include, without limitation, 

https://www.flrules.org/gateway/ruleno.asp?id=5P-2.003#:%7E:text=This%20chapter%20provides%20rules%20governing,and%20adopts%20applicable%20federal%20regulations.&text=School%20Nutrition%20Program%20requirements.
https://www.flrules.org/gateway/ruleno.asp?id=5P-2.003#:%7E:text=This%20chapter%20provides%20rules%20governing,and%20adopts%20applicable%20federal%20regulations.&text=School%20Nutrition%20Program%20requirements.
https://www.ecfr.gov/cgi-bin/text-idx?SID=aa09f3dd1e4691d8e6f1a2bc02cc4d17&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1317
https://www.ecfr.gov/cgi-bin/text-idx?SID=aa09f3dd1e4691d8e6f1a2bc02cc4d17&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1317
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/appendix-Appendix%20II%20to%20Part%20200
http://www.okaloosa.k12.fl.us/finance/Publications/Purchasing/Purchasing%20Procedures%20-%20Selecting%20Professional%20Services%20CCNA%20-%20SB%20Policy%2011-05.pdf
https://www.ecfr.gov/cgi-bin/text-idx?SID=aa09f3dd1e4691d8e6f1a2bc02cc4d17&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1317
https://www.ecfr.gov/cgi-bin/text-idx?SID=aa09f3dd1e4691d8e6f1a2bc02cc4d17&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1317
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/appendix-Appendix%20II%20to%20Part%20200
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artistic services; academic program reviews; lectures by individuals; auditing services 
not subject to Section 218.391, F.S.; legal services, including attorney, paralegal, expert 
witness, court reporting, appraisal or mediator services; and health services involving 
examination, diagnosis, treatment, prevention, medical consultation or administration; 
and Rule 6A-1.012(11)(b) waives the requirement for requesting competitive solicitations 
for the purchase by district school boards of educational services and any type of 
copyrighted materials including, without limitation, educational tests, textbooks, 
printed instructional materials, computer software, film, filmstrips, videotapes, dvds, 
disc or tape recordings, digital recordings, or similar audio-visual materials, and for 
library and reference books, and printed library cards where such materials are 
purchased directly from the producer or publisher, the owner of the copyright, an 
exclusive agent within the state, a governmental agency or a recognized educational 
institution. 
 

3. Cooperative Bids:  A group of governmental agencies may be combined to maximize 
purchasing power or reduce redundancy. A joint bid is developed, reviewed and 
approved by the agencies participating in the bid.  The names of the agencies are listed 
in the bid and the vendors must agree to supply all agencies listed without exception.  
One agency is selected as the lead agency to solicit and administer the bid solicitation, 
evaluation and award process.  Participating agencies adopt the recommendation of the 
lead agency and commit to purchase from the contract after obtaining their agency’s 
approval. 
 

4. Direct Negotiation: State Board of Education Rules 6A-1.012(14), (15) list types of 
purchases which may be made through the Direct Negotiation process in lieu of seeking 
competitive solicitations.  According to these rules, purchases such as Information 
Technology (as defined in §282.0041, F.S.), Insurance, entering risk management 
programs, or contracting with third party administrators may be exempt from the 
competitive solicitation process except as otherwise required by statute. 
 

5. Emergency Purchases: State Board of Education Rule 6A-1.012(12)(e) and School Board 
Policy 2-17(A)(12) provide guidelines for emergency purchase situations. Emergency as 
used herein means a situation when the superintendent determines in writing that an 
immediate danger to the public health, safety or welfare or other substantial loss to the 
school district requires emergency action. See Section G of this procedure manual for 
details on the emergency bid process. 
 

6. Grant Funded/State/Federal Contracts: State Board of Education Rule 6A-1.012(12)(f) 
allows a contract for commodities or contractual services to be awarded without 
competitive solicitations if state or federal law, a grant or a state or federal agency 
contract prescribes with whom the district school board must contract or if the rate of 
payment is established during the appropriations process. 
 

7. Cooperative (Piggybacking) Procurement: State Board of Education Rule 6A-1.012(6) 
allows district school boards to make purchases at or below the specified prices from 
contracts awarded by other city or county governmental agencies, other district school 
boards, community colleges, federal agencies, the public or governmental agencies of 
any state, or from state university system cooperative bid agreements, when the 
proposer awarded a contract by another entity defined herein will permit purchases by 
a district school board at the same terms, conditions, and prices (or below such prices) 
awarded in such contract, and such purchases are to the economic advantage of the 
district school board. Contact the Purchasing Department to determine if a proposed 
contract/solicitation is eligible to piggyback.  
 



PURCHASING PROCEDURES MANUAL  Rev 5/7/24 

Okaloosa County School District (OCSD)   
                                                        

Guidance & Requirements for Cooperative (Piggybacking) Procurement: 
Piggybacking a contract is a procurement tool that is available for use, but still requires 
due diligence and application of judgement. In conducting that review, be mindful that 
the piggybacking procurement contracting method may not always be the best choice 
for a particular purchase. If federal or grant funds are being used, the cooperative 
contracting process must conform to those applicable laws and requirements. Carefully 
review the terms and conditions of the cooperative contract and consult legal counsel to 
determine if an addendum needs to be created or certain terms negotiated that are 
important to the OCSD. Double check with the lead entity to ensure there are no 
supplier performance or contract compliance issues. In the end, procurement 
professionals need to be able to justify their decision in choosing a cooperative contract 
rather than issuing its own solicitation. When you intend to piggyback on a contract, 
the following steps are taken:  
 
• Review the contract currently in place to determine if it meets all required federal, 

state, and local procurement policies and includes a provision allowing 
piggybacking.  Such a provision must include specific applicable limitations of the 
extension (e.g., dollar value or the number of additional parties that may be added). 
 

• Obtain written permission to piggyback from all parties of the contract. Place this 
written authorization in the contract file. 

 
• Obtain a complete executed copy of the contract that you wish to piggyback on from 

the entity that originated the agreement. Also obtain a copy of the original 
solicitation including addendum(s), advertisement documents, evaluation process 
documents, and award documents. 

 
• If the piggyback contract will be funded using federal funds as part of the Food 

Service program, submit the original contract, proposed piggyback agreement, and 
written permission to piggyback from all parties of the contract to FDACS for review 
and approval at least seven (7) calendar days prior to execution.  If it is determined 
that a material change to the contract results from the piggyback, a separate 
procurement will be conducted.  
  

• If the original contract has a renewal clause, make sure to maintain a copy of each 
renewal document in the contract file.  Should the original contract be modified or 
terminated for any reason, these conditions will also apply to our contract and the 
ability to purchase under it. 

 
• The designated Buyer/Contract Manager shall provide vendor oversight for the 

contract and will maintain the contract file in the Purchasing Department office with 
all of the required documents for reference and audit purposes.  

 
8. Pooled Purchases: See State Board of Education Rule 6A-1.013.  

 
9. Pride/Respect Purchases: See §287.042(2)(a), Florida Statutes & §413.036 Florida 

Statutes. 
 

10. Regulated Utilities or Government Franchised Services: State Board of Education Rule 
6A-1.012(12)(g) states that a contract for regulated utilities or government franchised 
services may be awarded without competitive solicitations. 
 

11. Single/Sole Source Purchases: State Board of Education Rule 6A-1.012(12)(d) states 
that commodities or contractual services available only from a single source may be 
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exempted from the competitive solicitation requirements.  When a district school board 
believes that commodities or contractual services are available only from a single 
source, the district school board shall electronically or otherwise publicly post a 
description of the commodities or contractual services sought for a period of at least 7 
business days. The description must include a request that prospective vendors provide 
information regarding their ability to supply the commodities or contractual services 
described.  If it is determined in writing by the district school board, after reviewing any 
information received from prospective vendors, that the commodities or contractual 
services are available only from a single source, the district school board shall provide 
notice of its intended decision to enter a single source contract in the manner specified 
in §120.57(3), F.S. and may negotiate on the best terms and conditions with the single 
source vendor.  
 

12.  State Contracts/State Purchasing Agreements: State Board of Education Rules 6A-
1.012(2) and 6A-1.012(5) afford school districts the right to purchase from State Term 
Contracts/Agreements issued by the Florida Department of Management Services, 
Division of Purchasing (DMS), without seeking our own competitive bids. Contact the 
Purchasing Department for assistance with state term contract/agreement purchases.   
 

13. On-Line Procurement: The district shall receive and give consideration to the prices 
available to it through the on-line procurement system as referenced in  §287.057(23), 
Florida Statutes, for the purchase of commodities and contractual services provided 
that a determination is made by the district’s Purchasing Department that the school 
district will receive potential benefits, including but not limited to savings from strategic 
sourcing and process efficiencies, as a result of using the on-line procurement system. 
 
 

G. Competitive Solicitations & Related Processes  
 
1. Bid and Proposal Process 
 

a. Solicitation of formal Invitations to Bid (ITB), Request for Proposals (RFP), or 
Request for Qualifications (RFQU) shall be prepared by the school district and shall 
be publicly posted.  Solicitation shall be issued at least fourteen (14) days prior to 
the opening date. 
 

b. The following notice shall be included in all solicitations for bids or proposals: 
“Failure to file a protest within the time prescribed in §120.57(3), Florida Statutes, 
shall constitute a waiver of proceedings under Chapter 120, Florida Statutes.” 
 

c. All bids or proposals shall be opened publicly in the presence of at least three (3) 
School Board employees.  The Program Director of Purchasing or designee shall 
acknowledge receipt of the bids or proposals by reading aloud the names of the 
bidders, unless the bid is a competitive solicitation for construction or repairs on a 
building, then the name of each bidder and price submitted shall be read at a public 
bid opening per §255.0518, Florida Statutes. The Program Director of Purchasing 
shall request further evaluation of the bids or proposals, if necessary, and after 
such evaluation make a recommendation of award to the School Board. Those 
employees preparing evaluations or tabulations shall sign them for future reference. 
Bids or proposals received after the designated time shall not be considered. 
 

d. In acceptance of responses to invitations to bid (ITB), the Board may award 
contracts on the basis of the lowest and best bid from a responsive and responsible 
bidder which meets specifications with consideration being given to the specific 
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quality of the product, conformity to the specifications, suitability to school needs, 
delivery terms, and service and past performance of the vendor. For identical, 
qualified bids, the recommendation shall be made for a local vendor or, if there is 
none, by casting lots.  Samples of products may be requested when practical.  The 
School Board shall reserve the right to reject any or all bids and may waive any 
minor irregularity or technicality in bids received that in its judgment will be in the 
best interest of the School Board. 
 

e. In acceptance of responses to requests for proposals (RFP), the Board may award 
contracts to one or more responsive, responsible proposers in accordance with the 
selection criteria published in the request for proposal and reserves the right to 
further negotiate contract terms with selected vendor(s). The School Board shall 
reserve the right to reject any or all proposals and may waive any minor irregularity 
or technicality in proposals received that in its judgment will be in the best interest 
of the School Board.  
 

f. Prior to the receipt of proposals an evaluation committee will be established.  The 
goal of the evaluation committee is to determine the relative merits of all proposals 
received in response to the RFP in a fair and consistent manner.  Once the 
proposals have been received and it is clear which companies are involved in the 
RFP, each member of the evaluation committee must sign a “Non-Conflict of Interest 
& Confidentiality” form.  The Purchasing Department will provide the form to the 
committee.  These forms must be signed before any committee members begin their 
initial evaluation of the RFPs.  The Purchasing Department will collect the signed 
forms for inclusion in the official procurement file. The evaluation committee will 
convene, review and evaluate all proposals submitted based on the proposal 
evaluation criteria set forth in the RFP.  The Purchasing Department will provide 
each evaluation committee member with a copy of the RFP Evaluation Process 
Committee Instructions document prior to beginning the evaluation process. The 
RFP issuing officer (Purchasing) will be the sole intermediary between the committee 
and vendors.  Purchasing will be able to answer procedural questions but shall be 
neutral in the evaluation process.  The evaluation committee will be responsible for 
making a recommendation ranking the proposals for contract negotiation to the 
School Board.   
 

g. In acceptance of responses to requests for qualifications (RFQU), the Board may 
award contracts to one or more responsive, responsible respondents in accordance 
with the selection criteria published in the request for qualifications and reserves 
the right to further negotiate contract terms with selected vendor(s). The School 
Board shall reserve the right to reject any or all responses and may waive any minor 
irregularity or technicality in responses received that in its judgment will be in the 
best interest of the School Board.  
 

h. Prior to the receipt of responses an evaluation committee will be established.  The 
goal of the evaluation committee is to determine the relative merits of all responses 
received in response to the RFQU in a fair and consistent manner.  Once the 
responses have been received and it is clear which companies are involved in the 
RFQU, each member of the evaluation committee must sign a “Non Conflict of 
Interest & Confidentiality” form.  The Purchasing Department will provide the form 
to the committee.  These forms must be signed before any committee members 
begin their initial evaluation of the RFQUs.  The Purchasing Department will collect 
the signed forms for inclusion in the official procurement file. The evaluation 
committee will convene, review and evaluate all responses submitted based on the 
evaluation criteria set forth in the RFQU. The Purchasing Department will provide 
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each evaluation committee member with a copy of the RFQU Evaluation Process 
Committee Instructions document prior to beginning the evaluation process. The 
RFQU issuing officer (Purchasing) will be the sole intermediary between the 
committee and vendors.  Purchasing will be able to answer procedural questions but 
shall be neutral in the evaluation process.  The evaluation committee will be 
responsible for making a recommendation ranking the responses for contract 
negotiation to the School Board.   
 

i. Bid and proposal tabulations with recommendations for awards will be posted for 
review by interested parties in the Purchasing Department of the school district, 
indicating the date of posting and will remain posted for a period of three (3) 
business days. Tabulations and recommendations for awards are also posted to the 
District’s Purchasing website and Florida Purchasing Group Bid System.  This 
notice will include “Failure to file a protest within the time prescribed in §120.57(3), 
Florida Statutes, shall constitute a waiver of proceedings under Chapter 120, 
Florida Statutes.”   
 

j. Any ITB recommendation other than the lowest bid shall be accompanied by a 
written statement signed by the Superintendent or designee giving the reasons and 
justification for such action as provided in subsection H.4. herein. 
 

k. Public Advertising Requirements for Formal Solicitations: 
 

(1) ITBs, RFPs, RFQUs (Non-Construction) – Minimum 14 Calendar Days (School 
Board Policy 2-17(A)(12) 
 

(2) Single/Sole Source Posting – 7 Business Days Florida Administrative Code 6A-
1.012(12)(d) 

 
2. Bid Lists 

 
a. The Purchasing Department shall maintain a master bid list of all potential bidders 

by category of commodity or service through the Florida Purchasing Group Bid 
System. 

 
b. At the beginning of each fiscal year, the Purchasing Department shall publish notice 

of an invitation to vendors to be added to the Florida Purchasing Group Bid System 
bid list. 

 
c. The School Board or Superintendent may remove the name of any unqualified or 

unreliable person or firm from the list.  The firm may apply for reinstatement to the 
list after being removed for one year after provision of evidence satisfactory to the 
Superintendent or School Board that causes have been remedied. 

 
3. Emergency Bid Process 

 
a. Emergency bids, if approved by the Superintendent, may be requested by telephone 

or in writing. 
 

b. Competitive price quotations shall be sought from three (3) or more potential 
sources.  Telephone quotations shall be filed in the purchasing office in writing no 
later than five (5) working days after receipt of verbal quotations. 
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c. All emergency bids shall be tabulated and presented to the Superintendent who may 
approve the award of the bid to the lowest and best bidder. 
 

d. The Superintendent shall submit the bid tabulation and bid award to the School 
Board at its next regularly scheduled meeting for action.  The official minutes of the 
Board shall show the nature of the emergency and why the regular bid procedure, 
as prescribed, would have caused a delay which could have been contrary to the 
public interest. 
 

e. If the Superintendent determines in writing that the time required to obtain pricing 
information will increase the immediate danger to the public health, safety, or 
welfare or other substantial loss to the school district, the emergency purchase may 
be made without competitive price quotations. 

 
4. Resolution of Bid Protests 

 
a. These policies shall govern the resolution of protests on invitations to bid (ITB), 

requests for proposal (RFP), or requests for qualifications (RFQU).  Protests shall be 
filed in accordance with §120.57(3), Florida Statutes.  
 

b. A person or entity shall have submitted a bid in order to be qualified as “adversely 
affected” in the bid process.  Any person or entity affected adversely by the School 
District’s decision or recommendations for the awarding of a bid by an evaluation 
committee shall file with the School District a notice of protest in writing within 
seventy-two (72) hours after the posting of the notice of the school district’s decision 
or intended decision.  A formal written protest must be filed within ten (10) days 
after the date the notice of protest is filed.  The formal written protest shall state the 
facts and law upon which the protest is based.  Saturdays, Sundays, and state 
holidays shall be excluded in the computation of the seventy-two (72) hour time 
period provided by this paragraph.  Failure to file within these timelines shall 
constitute a waiver of the proceedings under Chapter 120, Florida Statutes. 
 

c. Upon receipt of the formal written protest which has been timely filed, the 
Superintendent shall stop the bid solicitation process or bid award process until the 
subject protest is resolved unless the Superintendent sets forth, in writing, 
particular facts and circumstances which require the continuation of the bid 
solicitation or the bid award process without delay in order to avoid an immediate 
and serious danger to the public health, safety, or welfare. 
 

d. The Superintendent shall provide an opportunity to resolve the protest by mutual 
agreement between the parties within seven (7) days, excluding Saturdays, 
Sundays, and state holidays after receipt of a formal written protest. 
 

e. If the protest is not resolved by mutual agreement and there is no disputed issue of 
material fact, the Superintendent will present the matter to the School Board for 
referral to a qualified hearing officer for settling through informal proceedings as 
prescribed in §120.57(2), Florida Statutes.  If there is a disputed issue of material 
fact, the Superintendent will present the matter to the School Board for referral to a 
qualified hearing officer for settling through formal proceedings as set forth in 
§120.57(1), Florida Statutes. 
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5. Formal Procurement Procedures for Food Service Solicitations (FDACS): 
When formal procurement procedures, in the form of an Invitation to Bid (ITB) or a 
Request for Proposal (RFP), are required, the District takes the following steps: 
 

1) Determine if an ITB or an RFP will be conducted; 
a. An ITB is selected if the needs are clearly defined and understood,  
b. An RFP is selected for projects that have many technical requirements, or 

if the methods or specifications aren’t readily available; 
2) Perform a cost or price analysis; 
3) Develop written specifications as they are available and draft the scope of work, 

considering: 
a. Dates, times, and locations for bids or proposals to the submitted; 
b. Dates and times for public bid openings, if applicable; 
c. Evaluation criteria, if applicable; 
d. Dates and times for final award determinations; 
e. Bid protest procedures, if applicable; 
f. Contract and renewal periods; 
g. Delivery expectations, if applicable; 
h. Termination clauses;  
i. Records retention requirements, and 
j. All federally required contract provisions. 

4) Submit the draft solicitation to FDACS for a pre-issuance review and approval. 
5) Publicly announce and advertise the ITB or RFP at least 14 calendar days prior 

to the submission deadline; 
a. Announcements will include the date and time of the submission 

deadline; 
b. The location where submissions will be sent; 
c. If the entire ITB or RFP is not included in the announcement, the 

Sponsor will include the location where the complete ITB or RFP may be 
obtained. 

6) Evaluate the proposals or tabulate the bids and select the most responsible 
vendor whose submission is responsive to the solicitation and is most 
advantageous to the Sponsor with price and other factors considered as 
represented in the solicitation. All bids or proposals may be rejected in 
accordance with law, if necessary.  

7) Submit the proposed contract and all documents related to the procurement to 
FDACS for review and approval. 

8) Award the contract to the selected vendor. 
9) Ensure the goods or services received are the same as the goods or services 

contracted and at the contracted prices. 
 
 
H. Contracts and Agreements 

 
1. A contract is any legally enforceable agreement whether or not it is titled “contract”.  

Contracts include, but are not limited to, letters of agreement, proposals, lecture 
agreements, license agreements, memoranda of understanding, and terms and 
conditions related to all types of transactions.  All Board contracts must be in writing. 
The correct legal name which should appear on all contracts is “The School Board of 
Okaloosa County, Florida”. All contracts shall be reviewed and approved by the Program 
Director, Purchasing and/or the School Board attorney to insure legality, compliance 
with Board policy, and to insure the School Board interests are protected before the 
authorized signatory may execute the contract. All approved contracts having a value 
exceeding $50,000 shall be authorized by the School Board at a regular or special 
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meeting and signed by the Board Chairman and Superintendent unless otherwise 
exempted. 
 

2. Delegated Authority: 
 

a. When contracting for professional services with an Independent Contractor over 
$1,000.00, a service agreement contract is required.  A professional service as 
defined in this section shall include but not be limited to the following: staff 
development, program evaluation services, curriculum development, direct student 
services, artistic performances and services, educational program services, and 
related consulting services. All such professional service agreements will be 
reviewed by the School Board Attorney, CFO, Risk Management and the District 
Purchasing Department. All professional service agreements exceeding $10,000.00 
require School Board approval. The Superintendent will provide a listing quarterly 
on a Board agenda of all such professional service agreements so approved under 
the threshold. Procedures for contracting for legal services are set forth in School 
Board Policy 01-04. 
 

b. The Superintendent or designee shall be responsible to approve and execute facility 
use contracts/leases for the use of non-school district property for periods of time 
less than twelve months with fees not exceeding $10,000.00.  All such 
contracts/leases will be reviewed by the School Board Attorney and the District 
Purchasing Department. The Superintendent will provide a listing quarterly on a 
Board agenda of all such Short-Term Facility Use Contracts/Leases so approved 
under the threshold. 

 
c. All multi-year contracts, purchase orders, maintenance agreements or other 

instruments which exceeds a period of twelve (12) months must contain a statement 
permitting the School Board to unconditionally terminate the obligation at the end 
of any fiscal year.  All multi-year obligations shall require initial School Board 
approval at a regular or special meeting and signed by the Board Chairman and 
Superintendent. 

 
d. All other approved contracts having a value of $50,000 or less shall be signed by the 

Superintendent or designee. 
 
e. Within the scope of the School Board’s authority and responsibility to write policies 

on Internal Accounts, authority shall be delegated to school principals to enter into 
contractual agreements as follows: 
 
(1) Athletic events regarding division of gate receipts with participating schools and 

bands. 
(2) School pictures. 
(3) Printing of newspapers and other publications. 
(4) School annuals or yearbooks. 
(5) Traveling minstrels. 
(6) Purchase of class jewelry. 
(7) Graduation invitations. 
(8) Caps and gowns. 

 
These contracts are generally related to revenue producing events and, in most 
cases, provide a profit to the School Organization sponsoring the contracted activity. 
Contracts which (a) are not related to extracurricular student activities, (b) are to be 
entered into the name of the School Board of Okaloosa County, Florida, or (c) 
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involve purchases subject to bid requirements, must have prior School Board 
approval. For any contracts of a proprietary nature with outside organizations 
involving the public on school grounds, evidence of appropriate insurance coverage 
in amounts provided by state statutes shall be required.  (Examples of this type of 
contract would be donkey basketball and carnivals) 

 
3. Service Agreements:  
 

1. Service Agreements must be used when contracting for professional services with 
independent contractors. 
 

2. Definition 
 
(1) A Professional Service is work performed by a person(s) engaged in “a calling 

requiring specialized knowledge and often long and intensive academic 
preparation.” You would use a Service Agreement contract when contracting 
with an Independent Contractor for services such as:  Staff Development, 
Program Evaluation Services, Curriculum Development, Direct Student Services 
(e.g. Psychological and other related services), Artistic Performances and 
Services, Educational Program Service, and related Consulting Services. 

 
3. Types of Service Agreements 
 

(1) There are three School Board approved Service Agreement contracts for use by 
our schools and departments.  You can download these service agreement 
contracts by visiting the Purchasing website under Department/Area Quick 
Links: Purchasing Information for Schools & Departments/ Service Agreements. 
Using the form from the Purchasing website insures that you are using the most 
current version.  The three types of Services Agreement contracts are listed 
below: 

 
(a) MIS 2124 – Independent Contractor Service Agreement 

 
(b) MIS 2125 – Independent Contractor Service Agreement for Law Enforcement 

 
(c) MIS 2127 – Independent Contractor Business Manager Service Agreement 

 
4. Dollar Thresholds for Service Agreements 
 

(1) When contracting for professional services with an Independent Contractor over 
$1,000.00, a service agreement contract is required.  A professional service as 
defined in this section shall include but not be limited to the following: staff 
development, program evaluation services, curriculum development, direct 
student services, artistic performances and services, educational program 
services, and related consulting services. All such professional service 
agreements will be reviewed by the School Board Attorney, CFO, Risk 
Management and the District Purchasing Department. All professional service 
agreements exceeding $10,000.00 require School Board approval. The 
Superintendent will provide a listing quarterly on a Board agenda of all such 
professional service agreements so approved under the threshold. Procedures for 
contracting for legal services are set forth in School Board Policy 01-04. 
 

(2) Law Enforcement Security Services require a Service Agreement contract for any 
contract amount.  Use this agreement when contracting for on-site security 
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services for school-sponsored athletic events and other programs and activities if 
contracting with a law enforcement agency other than the Okaloosa County 
Sheriff’s Department.  The District has a District wide agreement in place for 
contracting with the Okaloosa County Sheriff’s Department for security services. 

 
5. Who Can Receive a Service Agreement? 
 

(1) Service Agreements are required when contracting for professional services with 
independent contractors per the threshold requirements above. Service 
Agreements are always required when contracting with individuals or sole 
proprietors. Service Agreement contracts are not required when contracting for 
professional services with corporations but may be used if needed.  In many 
cases, professional services with corporations may involve a contract from the 
vendor or may be contracted through purchase order only if the scope of 
services is easily defined. Current district employees are not eligible for Service 
Agreements as one may not be an independent contractor and an employee of 
the district at the same time. 

 
6. Procedures for completing Service Agreements 

 
(1) Service agreements should be completed and emailed as an attachment to the 

Purchasing Department. Make sure that your Principal or Department Head is 
aware of the service agreement before submitting to Purchasing. 
 

(2) Service agreements that do not require School Board approval should be emailed 
at least three (3) weeks prior to the beginning date of service to allow for the 
review, processing and approval of the service agreement.  
 

(3) Service agreements that require School Board approval should be submitted at 
least three (3) weeks prior to the “Deadline for Submitting Items Date” included 
on the School Board Meeting Schedule.  The School Board meeting schedule can 
be found on the Okaloosa County School District Home page.  If you are unsure 
if a service agreement will require School Board approval, please contact the 
Purchasing Department at 833-5845 or 833-7668. 
 

(4) Complete all of the grey areas of the service agreement.  Be sure and give a 
broad detailed scope of work as to what type of services the company or 
individual is providing. 
 

(5) The Purchasing Department will review the service agreement.  If there are any 
changes or clarifications needed you will be contacted. 
 

(6) Once the service agreement is correct it will be assigned a number and protected 
so no further changes can be made.  The Purchasing Department will then 
proceed with getting the required approvals from the School Board Attorney, 
Chief Financial Officer, Risk Management Program Director, Purchasing 
Program Director and the School Board (if required) before proceeding with the 
contract. 
 

(7) After all of the required approvals are received the service agreement will be 
emailed back to the end user, School/Department bookkeeper and Principal.  
The School/Department will then be instructed to have the provider sign the 
agreement. Make sure that the witness signatures are also completed.  Once the 
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agreement has been signed, the signed service agreement should be sent 
immediately to the Purchasing Department. 
 

(8) When the Purchasing Department receives the agreement signed by the provider 
the approval signatures will be collected.  The fully signed executed copy of the 
service agreement will be sent to the School/Department bookkeeper with a 
memo stating the Service Agreement has been approved. 
 

(9) It is the responsibility of the School or Department submitting the service 
agreement to make sure that the Independent Contractor (Provider) complies 
with all insurance, fingerprinting and badging requirements. 

 
(10) If using budgetary funds – the individual responsible for putting requisitions 

online does not have to wait until the fully signed copy of the Service Agreement 
comes back to you.  The requisition can be entered immediately and will be 
approved in Purchasing when the Service Agreement has gone through the 
proper procedures and has been approved.  After the description on the 
requisition the following statement should be added “All terms and conditions 
apply to S.A. #___ (provide #) and if it was School Board approved “School Board 
Approved __/__/__ (provide date)”. 

 
4. Contract Management: 

 
Purchases are checked or verified by designated staff to assure that all goods and 
services are received, and prices verified.  All invoices and receipts are signed, dated, 
and maintained in the documentation file.  The designated Buyer/Contract Manager 
shall provide vendor oversight for the contract and will maintain the contract file in the 
Purchasing Department office with all of the required documents for reference and audit 
purposes. 
 

I. Self-Help Construction Projects 
 
a. A Self-Help Project is a capital construction, renovation, or repair project that is 

undertaken by a school or any organization of a school.  Examples include but are not 
limited to Band Parents, Parent Teacher Organizations, and Booster Clubs.  These 
projects are funded outside of the Okaloosa County School District Budget and 
approved by the School Board.  Contact the Facilities Planning Department for 
assistance with processing your Self-Help Construction Project. 

 
J. Purchase Requests/Orders 
 

1. From Requisition to Purchase Order 
 
See FOCUS University Instructional Guide – Finance, Page #24 Purchase 
Request/Orders for step by step instructions on creating Purchase Requests/Orders. 

 
2. Request to Change or Trace Purchase Order 
 

a. When the recipient of a purchase order needs to delete, add, cancel, or trace items 
on the purchase order, a "Request to Change or Trace Purchase Order" Form (MIS 
2006) should be initiated. 
 

b. This form should be completed and submitted by email to the Purchasing 
Department for the required action requested. The Purchasing Department will 

https://www.okaloosaschools.com/depts/facilities/self-help
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review the request. Purchasing will contact you if there are questions concerning the 
request.  Once the request is approved Purchasing will send you a copy of the 
approved change order including the stamped approval and signature of the 
Purchasing Program Director.  
 

c. It should be noted that it takes a minimum of ten (10) days for the Purchasing 
Department to contact the vendor in question and receive a reply to the request to 
trace.  Do not take any further action on the purchase order until the Purchasing 
Department answers your request to change or trace the purchase order involved. 

 
3. Procedure for Purchase Order Cancellation 

 
a. When it has been determined that a purchase order needs to be canceled, a 

cancellation request should be forwarded to the Purchasing Department, using the 
"Request to Change or Trace Purchase Order" form (MIS 2006). 
 

b. Upon notification from Purchasing that a Purchase Order has been canceled, the 
school or department should immediately mark the Receiving Report "canceled" and 
forward it to the Accounts Payable Office. 
 

c. In the case where a purchase order is stamped "No Back Orders" and complete 
shipment is not made, the receiving report should be so noted and forwarded to 
Accounts Payable.  No cancellation request on the outstanding items will be 
necessary.  Any remaining balance on the purchase order will be automatically 
canceled. 

 
4. Outstanding Purchase Orders 

 
a. The policy of Accounts Payable is to review outstanding Purchase Orders on a 

ninety-day cycle to determine if payment for the items ordered is delayed due to the 
lack of invoices or the need of a receiving copy from the school or department.   
 

b. Any purchase orders requiring action for payment that are older than ninety days 
will be pulled and a notice will be sent to the school, department or vendor, 
whichever is applicable.  This process is used to speed up payment and prevent old 
accounts from becoming long overdue. 
 

c. Upon receipt of these messages, they should be reviewed and every effort taken to 
make a prompt response.  This will enable Accounts Payable to clear up any 
problem areas prior to their becoming major areas of concern. 
 

5. Procedures for Petty Cash Funds for Schools 
 

a. These procedures are based on School Board Policy 02-16 Petty Cash Funds. 
 

b. The School Board authorizes the use of petty cash funds to make expenditures for 
operating central administrative offices and school centers.  These funds shall be 
accounted for separately from other funds.  An itemized receipt shall be kept for 
each petty cash expenditure and all expenditures shall be recorded in the school 
year in which they were incurred. 
 

c. Petty cash funds shall be established for the District office in the amount not to 
exceed three hundred dollars ($300.00) each. 
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d. The principal may establish a petty cash fund not to exceed one thousand dollars 
($1,000.00) for the purpose of small expenditures to operate the school.  No 
purchase of a single item costing five hundred dollars ($500.00) or more shall be 
made from petty cash. The schools are limited to the following petty cash funds: 

 
(1) Petty Cash – Budget funds (deposited in internal account) 

 
(2) Petty Cash – Day Care programs (deposited in internal account) 

 
(3) Petty Cash – School Food Service (change fund) 
 

e. Each school may establish a petty cash imprest fund from the School Internal 
Account subject to the following limitations: 
 
(1) Elementary Schools – one hundred dollars ($100.00) 

 
(2) Middle Schools – three hundred dollars ($300.00) 

 
(3) High Schools – five hundred dollars ($500.00) 

 
f. Initially, funds shall be taken from the specified account.  All schools and district 

departments must replenish their petty cash funds prior to the end of the fiscal 
year. The Superintendent shall establish procedures for control of petty cash funds.  
 

g. The following procedures shall be used in the operation of all Petty Cash Funds: 
 

(1) A Requisition/Purchase Order form shall be used when establishing or 
replenishing Petty Cash Funds. 

 
(2) The Finance Department is responsible for determining if funds are available for 

each school before issuing a School Board Warrant for Petty Cash Funds. 
 
(3) The School Board Warrant shall be deposited into the school's Internal Account 

and this fund will be accounted for separately from all other Internal Account 
Funds. 

 
(4) Petty Cash Funds may be replenished by submitting a requisition and 

supporting invoices for the total amount expended. 
 

(5) Do not request reimbursement for taxes paid.  This is an unauthorized 
expenditure. 
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1. Request to Change or Trace Purchase Order (MIS 2006) 
 

a. This form is used to make changes, cancel or trace a purchase order.  When 
completing the form, choose one of the following actions: 

 
(1) “Change as Follows” – Changes include such actions as deleting items, adding 

items, cancelling items, and changing funding.  
 

(2) “Cancel Entire Order” 
 

(3) “Trace Delivery” – An order may be traced if it has not been delivered within 30 
days. 

 
b. Fax or email the completed form to the Purchasing Department for processing.  All 

copies of correspondence, packing slips, etc., must be attached. 
 

c. It takes a minimum of ten (10) days for the Purchasing Department to contact the 
vendor in question and receive a reply to the request to change or trace.  Do not 
take any further action on the purchase order until the Purchasing Department has 
finished processing the request. 
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2. Vendor Complaint Form (MIS 2055) 
 

a. This form is used to file a formal complaint against a vendor. When completing the 
form, please include the following information. 

 
(1) “Type of Problem” – Select Purchase Order, Contracted Service, or Other.  

 
(2) “Reference Numbers” – Include the Purchase order number and Bid number (if 

applicable) 
 

(3) “Describe Problem Below” – Include all information related to the problem that 
you are having with this vendor. Include attachments if needed. 

 
b. Fax or email the completed form along with any attachments to the Purchasing 

Department for processing.   
 

c. The Purchasing Department will contact the vendor in question and attempt to 
resolve the issue with the vendor. The Purchasing Department will follow up with 
the school/department with a solution. Repeated vendor complaints concerning the 
same vendor may result in the Purchasing Department taking action to remove the 
name of any unqualified or unreliable vendor from the District bid list. 
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3. Vendor Application Form (MIS 2079) 
 

a. Any vendor wishing to do business with the School District must complete MIS 
2079 Vendor Application Form. 
 

b. Fax or email the completed form to the Purchasing Department for processing.  
Once the vendor is entered into the vendor system you will be able to enter a 
requisition to that vendor. 

 

 
 
 
 



PURCHASING PROCEDURES MANUAL  Rev 5/7/24 

Okaloosa County School District (OCSD)   
                                                        

4. Petty Cash Invoice Transmittal Form (MIS 2122) 
 

a. Please refer to Requisitions/Purchase Order Cycle Section J (Item #5). Procedures 
for Petty Cash Funds for Schools for petty cash rules and regulations. 
 

b. When a school is ready to reimburse its petty cash fund, MIS 2122 Petty Cash 
Invoice Transmittal Form must be completed.  This form is submitted to Purchasing 
in conjunction with a petty cash requisition/purchase order. 
 

c. The requisition number must be included on the form, and recurring budget codes 
may be consolidated onto one line. 
 

d. The original receipts or invoices must be attached to the form, and the total of the 
form must equal the total of the requisition. 
 

e. The form must be signed by the Principal. 
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5. Service Agreement Contract for Professional Services (MIS 2124) 
 

a. Please refer to Contracts and Agreements Section H (Item #3) Service Agreements 
for Service Agreement rules and regulations. 
 

b. Service Agreements must be completed and e-mailed as an attachment to the 
Purchasing Buyer assigned to Service Agreement Administration.  The Principal or 
Department Head must be aware of the Service Agreement prior to submitting the 
form to Purchasing. 
 

c. Service Agreements that do not require School Board approval should be e-mailed at 
least three (3) weeks prior to the beginning date of service to allow for the review, 
processing, and approval of the service agreement. 
 

d. Service Agreements that require School Board approval should be e-mailed at least 
three (3) weeks prior to the “Deadline for Submitting Items Date” included on the 
School Board Meeting Calendar.  The School Board Meeting Calendar may be found 
on the Okaloosa County School District’s home page.  If unsure as to whether or not 
a Service Agreement will require School Board approval, please contact Purchasing. 
 

e. All grey areas of the Service Agreement must be completed.  Be sure to include a 
broad detailed scope of work as to what types of services the company or individual 
is providing. 
 

f. Purchasing will review the Service Agreement.  If there are any changes or 
clarifications needed, Purchasing will contact the school or department. 
 

g. Once the Service Agreement is correct, it will be assigned a number and protected 
so that no further changes may be made.  Purchasing will then proceed with getting 
the required approvals from the Purchasing Program Director, School Board 
Attorney, Chief Financial Officer, and the School Board (if required) before the 
school or department may proceed with the contract. 
 

h. After all of the required approvals are received, the Service Agreement will be e-
mailed back to the end user, School Bookkeeper, and Principal or Department Head.  
The school/department will then be instructed to print two copies of the Service 
Agreement and have the Provider sign both.  Two (2) signed original Service 
Agreements are required.  Make sure that the witness signatures are also 
completed.  Once signed, the two original Service Agreements must be sent 
immediately to Purchasing by courier. 
 

i. When Purchasing receives the two signed original Service Agreements, the approval 
signature(s) will be collected.  One (1) fully signed executed copy of the service 
agreement will be sent to the school or department with a memo stating the Service 
Agreement has been approved. 
 

j. It is the responsibility of the school or department submitting the Service Agreement 
to make sure that the Independent Contract (Provider) complies with all 
fingerprinting and badging requirements. 
 

k. If using district budgetary funds, the individual responsible for entering requisitions 
online does not have to wait until the fully signed copy of the Service Agreement is 
returned.  The requisition may be entered as soon as the school/department has 
submitted the two (2) signed copies of the Service Agreement to Purchasing.  The 
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requisition will be approved by Purchasing once the Service Agreement has gone 
through the proper procedures and has been approved.  After the description on the 
requisition, the following statement must be added: “All terms and conditions apply 
to the S.A.#____ (provide the S.A.# assigned).  If the Service Agreement was School 
Board approved, also add: “School Board Approved __/__/__ (provide the date). 
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6. Service Agreement Contract for Law Enforcement (MIS 2125) 
 

a. See Section L.5 for further information. 
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7. Service Agreement Contract for Business Manager (MIS 2127) 
 

a. See Section L.5 for further information. 
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8. Purchasing Card Application (MIS 2135) 
a. To apply for an Okaloosa County School District Purchasing Card (Visa), complete 

this form in its entirety and scan/email or fax to the Purchasing Department.  
Complete one form for each type of account requested. 

 
 
 
 

 
 
 


