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Purchasing Authority
The Board delegates to the Superintendent the authority to make budgeted purchases for goods or services. However, any single, budgeted purchase of goods or services that costs $50,000 or more, regardless of whether the goods or services are competitively purchased, shall require Board approval before a transaction may take place.
Purchasing Procedures
The Superintendent shall develop purchasing procedures to implement the requirements of state and federal law. [See also CB, CBB, CH(LEGAL), and COA]
Purchasing Method
The Board delegates to the Superintendent the authority to determine the method of purchasing in accordance with CH(LEGAL) or CBB(LEGAL), as appropriate.
[bookmark: _GoBack]Competitive Bidding
If competitive bidding is chosen as the purchasing method, the Superintendent shall prepare bid specifications. All bids shall be in accordance with administrative regulations, and the submission of any electronic bids shall also be in accordance with Board-adopted rules. All bidders shall be invited to attend the bid opening. Any bid may be withdrawn prior to the scheduled time for opening. Bids received after the specified time shall not be considered.
The District may reject any and all bids in accordance with state or federal law, as applicable.
Competitive Sealed Proposals
If competitive sealed proposals are chosen as the purchasing method, the Superintendent shall prepare the request for proposals and/or specifications for items to be purchased. All proposals shall be in accordance with administrative regulations, and the submission of any electronic proposals shall also be in accordance with Board-adopted rules. Proposals received after the specified time shall not be considered. Proposals shall be opened at the time specified, and all proposers shall be invited to attend the proposal opening. Proposals may be withdrawn prior to the scheduled time of opening. Changes in the content of a proposal, and in prices, may be negotiated after proposals are opened.
The District may reject any and all proposals in accordance with state or federal law, as applicable.
Electronic Bids or Proposals
Bids or proposals that the District has chosen to accept through electronic transmission shall be administered in accordance with Board-adopted rules. Such rules shall safeguard the integrity of the competitive procurement process; ensure the identification, security, and confidentiality of electronic bids or proposals; and ensure that the electronic bids or proposals remain effectively unopened until the proper time.
Procedures
To ensure the security and confidentiality of electronic bids or proposals, the following procedures shall be followed by District staff:
Both District users and vendors shall be required to access the system through a unique user account and password.
Individual user passwords shall be stored in a manner that cannot be accessed by any other user, and the District system administrator shall only have the ability to reset the password through a system-generated program based on a user request to reset a password.
All data transmitted between the District and vendors shall be encrypted using standard security technology.
The system shall limit inactivity by expiring a session based on a preset period of time.
All actions within the system can be audited for actions taken by any user.
All formal solicitations shall be electronically sealed in an electronic lockbox and not accessible to any user other than the initiating vendor.
The solicitation document includes, at a minimum, the date and time the bid was received by the system.
The system shall not allow for any late bids after the closing date and time.
The system shall only allow for bids to be electronically unsealed by authorized District staff.
The system shall retain electronic copies of the vendors’ responses for the minimum period of time required by the state of Texas records retention schedule or for an extended period of time if required by the District.
Responsibility for Debts
The Board shall assume responsibility for debts incurred in the name of the District so long as those debts are for purchases made in accordance with the adopted budget, state law, Board policy, and the District’s purchasing procedures. [See CE] The Board shall not be responsible for debts incurred by persons or organizations not directly under Board control. Persons making unauthorized purchases shall assume full responsibility for all such debts.
Purchase Commitments
All purchase commitments shall be made by the Superintendent in accordance with administrative procedures, including the District’s purchasing procedures.
Personal Purchases
District employees shall not be permitted to make purchases for personal use through the District’s business office.
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