
PROCUREMENT GUIDELINES 

 
PREFACE 

Anderson School District Five has adopted operating procedures consistent with the 
policies of the Board of Trustees in managing the commitment of funds entrusted to the 
School District. 
 
PROCUREMENT 

The purchase of supplies, equipment, and services necessary for the operation of the 
School District is the responsibility of the Purchasing Department of the Division of Financial 
Services. The Purchasing Department is authorized to make commitments against District 
accounts for these purposes upon receipt of a duly completed purchase requisition. It is not 
the responsibility of the Purchasing Department to ascertain that funds are available for 
purchases or to justify the need for such purchases. These responsibilities are vested with 
the school principals/department heads. 
 

The Purchasing Department shall conduct the purchasing function in such a manner as 
to achieve the greatest benefit for the School District in accordance with ethical practices of 
the purchasing profession and will ensure that all awards are made without favoritism. 
 

The Purchasing Department cannot make commitments that are inconsistent with the 
Procurement Code of Anderson School District Five or the State of South Carolina statutes 
and policies. The Purchasing Department will maintain a high standard of public relations 
within the District, as well as with the District suppliers and the public. 
 
HOW TO USE THIS GUIDE 

This guide is provided as a tool to assist you in working with the Purchasing Department. 
It is suggested that you read through the information to understand how it is organized. The 
guide may then be used as a reference to answer specific questions. It will be updated 
periodically to reflect changes in rules, regulations, or operating policies and procedures. 
Suggestions for procedural changes or for additional information to be contained in the guide 
should be sent to the Purchasing Department. 
 
PURCHASING DEPARTMENT 

The Purchasing Department of Anderson School District Five was established to serve 
and support the entire School District by procuring the goods and services necessary to the 
District's operation in the most economical and accountable manner. The Purchasing 
Department staff is dedicated to serving the District by coordinating its knowledge of markets 
and procurement techniques with its knowledge of the District's requirements. As a public 
school system, Anderson School District Five must comply not only with Board policy and 
District operating procedures, but also with the State of South Carolina statutes, regulations, 
rules and other required guidelines. See the Appendix for an Organizational Chart of the 
Purchasing Department. 
 
AUTHORIZATION AND RESPONSIBILITIES 

The Director of Purchasing is Anderson School District Five's agent for the purpose of 
entering into contracts for the procurement of goods and services. The Director of 
Purchasing, his/her designee or Buyers, are the only individuals authorized to sign purchase 
orders on behalf of the School District. It is the responsibility of the Purchasing Department to 
assure the Administration and the Board of Trustees that purchases are made in a legal, 
ethical, and professional manner, and that they are made in compliance with the various 
policies, rules, statutes, and regulations governing these actions. 
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The responsibility and authority to sign for rental and maintenance agreements, or other 
related contract documents, is delegated to the Director of Purchasing, Buyers, the Assistant 
Superintendent for Financial Services and the Director of Buildings and Grounds. 
Unauthorized personnel who sign contracts which commit the School District may be 
assuming personal liability for the commitment. 
 

The Director of Purchasing, Buyers, the Assistant Superintendent for Financial Services 
and the Director of Buildings and Grounds are authorized by the District to enter into and 
administer contracts and make written determinations and findings of those contracts. The 
Director of Purchasing is responsible for ensuring compliance with all Federal, State and 
District regulations in this area. 
 
ETHICS 
The Purchasing Department of Anderson School District Five adheres to the Code of Ethics 
as: 
 
(1 ) To give first consideration to the objectives and policies of the District; 
 
(2) To strive to obtain the maximum value of each dollar of expenditure; 
 
(3) To cooperate with trade and industrial associations, governmental and private agencies 

engaged in the promotion and development of sound business methods; 
 
(4) To demand honesty in sales representation whether offered through the medium of a 

verbal or written statement, an advertisement, or a sample of the product; 
 
(5) To decline personal gifts or gratuities; 
 
(6) To grant all competitive bidders equal consideration, to regard each transaction on its 

own merit, to foster and promote fair, ethical and legal trade practices; 
 
(7) To use only by consent, original ideas and designs devised by one vendor for competitive 

purchasing purposes; 
 
(8) To be willing to submit to arbitration any major controversies; 
 
(9) To accord a prompt and courteous reception, insofar as conditions permit, to all who call 

on legitimate business missions; 
 
(10) To counsel and cooperate with all organizations and individuals engaged in procurement 

activities and to promote a spirit of unity among them. 
 
PUBLIC ACCESS TO PROCUREMENT INFORMATION 

Procurement information is public record to the extent required by Chapter 4 of Title 30 
(The Freedom of Information Act) with the exception that commercial or financial information 
obtained in response to a "Request for Proposals" which is privileged and confidential need 
not be disclosed. 
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RETENTION OF RECORDS 
All procurement records of the District shall be retained on an active basis for a period of 

one (1) year and then placed in storage for a minimum retention period of four (4) years. 
 

Procurement records for all federally funded projects must be maintained for the year of 
funding, plus any carry-over year, plus five (5)-additional years. If any litigation, claim, audit, 
or other action involving the records has not been completed or resolved by the end of the 
five (5) years, the records shall be retained until completion of the action or resolution of all 
issues. Federally funded project records are maintained by the Federal Projects Office 
located at the District Office. 
 
PERSONAL PURCHASES 

The Purchasing Department will not enter into any negotiations or become involved in 
any transactions for the purchase of anything for the personal use of School District 
employees. 
 
WAREHOUSE CATALOG 

The Warehouse Catalog is available electronically on the District’s Web-site under the 
Intranet.  Schools and departments are able to print multiple copies of the Warehouse 
Catalog from this site.  The electronic posting of the Warehouse Catalog allows for frequent 
updates to prices and descriptions.  In addition, product additions and deletions can be 
readily made.    
 
CONFLICT OF INTEREST 

It is the responsibility of each employee of Anderson School District Five and the 
Purchasing Department to take all appropriate steps to assure that the School District does 
not knowingly enter into any purchase commitment which could result in a conflict of interest. 
The Purchasing Department will bring any questionable situations to the attention of the 
proper authorities. 
 
ADVISORY GROUPS 

The Director of Purchasing or Buyers may appoint advisory groups such as user 
committees to assist with respect to specifications and procurement in specific areas and 
with respect to any other matters within the authority of the Director or Buyers. They shall 
develop methods for obtaining necessary and relevant information, whether through user 
committees or by surveys and other methods. They shall make every reasonable effort to 
ensure that such contracts are developed as will best suit the interest of the District, giving 
due emphasis to user needs, total costs and open competitive methods of public purchasing. 

 
INVENTORY OF THE WAREHOUSE 

Audit of the warehouse inventory shall be made by District auditors on an annual basis. 
The Purchasing Department will cease the processing of requisitions at the end of the day on 
or around the Friday before the last full week of June. Only emergency requisitions will be 
processed after this date. Copies of emergency requisitions shall be given to the auditors for 
adjustments at the end of the physical count. Any new shipments received after this date will 
be set aside and entered into inventory when normal operations are resumed. The 
Warehouse will strive resume regular operations by July 5th.   
 
AUDITING OF THE PURCHASING DEPARTMENT 
(a) An annual audit of the Purchasing Department shall be made in conjunction with the 

District's annual general audit by an auditing firm hired by the Board of Trustees of the 
School District. 
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(b) The Purchasing Department shall be audited by the South Carolina Office of General Ser-
vices or an accounting firm approved by the Office of General Services, at minimum, 
once every three (3) years, or at the discretion of the Office of General Services. 

 
APPROVALS FOR GOODS/SERVICES 

Employees of the Purchasing Department will not approve invoices for goods and 
services except in instances in which the goods/services have been procured by the 
Purchasing Department or on orders over $2,500.00 when the invoice amount doesn’t 
correspond with the PO amount.  However, when the invoice and purchase order don’t 
match, approval from Purchasing will be necessary for orders $2,500.00 and above. 
 
COMPETITION AND PRICE REASONABLENESS 
(1)   Small purchases not exceeding $2,500.00 may be accomplished without securing 
competitive quotations if the prices are considered to be reasonable.  Attempts shall be 
made to equitably distribute such purchases among qualified suppliers.  These purchases 
can be process at department/school level as they do not require Purchasing’s approval. 
 
(2)  For purchases $2,500.01 to $10,000.00, solicitation of written quotations from three  
 
(3) qualified sources of supply shall be made and documented. Such documentation shall be 
attached to the purchase requisition/order. Prices can be received via email, fax or U.S. Mail.  
These purchases shall require the signature of the Director of Purchasing. 
 
(4) Purchases of $10,000.01 to $50,000.00 may be accomplished if written solicitation of 
written quotes, bids or proposals is made.  The procurement shall be advertised at least 
once in a publication of general circulation and in addition, can be posted electronically on 
the District’s website.  A copy of the solicitation shall be attached to the purchase requisition. 
When prices are solicited by telephone, the vendors shall be requested to furnish written 
confirmation of such quotation.  These purchases shall require the signature of the Director 
of Purchasing. 
 
(5) Purchases from $50,000.01 and above (per unit) are to be awarded on the basis of 
guidelines outlined in the Procurement Code.  The procedures for the procurement 
methodologies require advance planning, advertising, public opening of bids/proposals and 
analysis prior to the award of the contract. These purchases shall require the signature of the 
Director of Purchasing. 
 
REQUISITIONS FOR OUTSIDE ORDERS 

Needs for supplies should be anticipated sufficiently in advance to allow for at least two 
weeks order and delivery time. Normally, requisitions can be processed in less than two 
weeks, however, larger dollar purchases require more processing time.  In addition, 
emergencies and periods of peak activity can cause delays in processing requisitions. 

 
Purchases for materials, supplies and/or equipment $2,500.00 and under are entered 

electronically in the CSI Financial Software.  Purchases in excess of $2,500.00 should be 
submitted on an “Outside Purchase Requisition” Form #262.  Information submitted must 
show model number, nomenclature, current price per item, vendor, and budget account 
number and must have an authorized signature.   
NOTE:  See District’s Website ~ INTRANET - ADMINISTRATIVE DOCUMENTS~ for a copy of this form 
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REQUISITIONS FOR WAREHOUSE ITEMS 
All orders for Warehouse stock items are entered electronically in the CSI Financial 

Software.  Receiving personnel at schools and other District locations must check supplies 
when delivered by Warehouse personnel and indicate the receipt of goods and the date 
received by a signature on the original requisition form. 
 
Requests to return items to the Warehouse must be submitted on “Warehouse Stock 
Return Form” Form #265”.   
NOTE:  See District’s Website ~ INTRANET - ADMINISTRATIVE DOCUMENTS~ for a copy of this form  

 
PURCHASE ORDERS 

A “Purchase Order” is the official contract document of Anderson School District Five to 
acquire supplies, services, equipment, or construction.  This document can only be signed by 
the Director of Purchasing, his/her designee or Buyers. 
 
CHANGE ORDERS 

The District, without invalidating a purchase order/contract, may order changes 
consisting of additions, deletions, or modifications to an original purchase order and adjust 
delivery dates or purchase order/contract time as appropriate.  Requests to amend purchase 
orders where the dollar value is $2,500.00 or less should be made in writing to Accounts 
Payable.  Requests to amend purchase orders in excess of $2,500.00 must be made in 
writing to the Purchasing Department.  Request to amend Purchase Orders must be in 
writing or made using the “Request To Amend Purchase Order Voucher Form”. A copy of 
the change order or purchase order, so amended, will then be made part of the Purchase 
Order file. 
NOTE:  See District’s Website ~ INTRANET - ADMINISTRATIVE DOCUMENTS~ for a copy of this form  

 
PROCUREMENT PROCEDURES 

Purchase Orders may show a delivery date which will be binding upon the vendor. 
Failure to meet the delivery date may result in cancellation of the contract and/or a Breach 
of Contract. 
 
MAINTENANCE DEPT. PURCHASE ORDERS & MAINTENANCE DEPT. INTERNAL 
CONTROLS OVER PURCHASING 

The Maintenance Department is approved to order items/supplies costing $2,500 or 
less with a maintenance purchase order.  If an item is needed that costs more than $2,500, a 
purchase requisition must be completed and submitted to the Director of Purchasing for 
processing.  The purchase orders used by the Maintenance Department are different from 
the ones used for by the District for departmental and school purchase.  
 

When the maintenance department handles the solicitation of small bids, $50,000.00 
and under, they must adhere to all regulations as indicated in the Procurement Code.  They 
must work in conjunction with the Purchasing Department.  After the bid process is complete, 
all bid documentation should be submitted to the Purchasing Department who in turn will 
review the information for completeness after which a Purchase Order will be issued. 
 
S.C. FUEL CARD: 
S.C. Fuel Cards are issued by Mansfield Old Company, a state contract vendor.  These 
cards are used to fuel District-owned vehicles.  Fuel Cards are assigned to District owned 
vehicles, not District employees.  However, employees are issued individual pin numbers 
that are used when purchasing gas.  It is the responsibility of each department to reconcile 
invoices and this must be done monthly.  Reconciliation should be done timely, within the 
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first 5 days of each month.  In order to reconcile, EACH receipt/ticket MUST be turned in.  
Please make sure ALL users are aware of this requirement.  
 
THE PURCHASING CARD 

The Purchasing Card, issued by Bank of America, is to be used only to make 
purchases at the request of and for the legitimate business benefit of Anderson School 
District Five.  The Purchasing Card issued is non-transferable between schoosl/departments 
and shall not be used by unauthorized employees. 
 

The Purchasing Card must be used in accordance with established guidelines and 
the Procurement Code and Regulations of Anderson School District Five. 
 

Violations of these requirements may result in revocation of use privileges and/or 
disciplinary action up to and including termination of employment.  Employees who are found 
to have inappropriately used the Purchasing Card will be required to reimburse the District 
for all costs associated with such improper use. 
 
THE WALMART CARD 

The Wal-mart Card, is to be used only to make purchases at the request of and for 
the legitimate business benefit of Anderson School District Five.  The Wal-mart Card issued 
is non-transferable between schoosl/departments and shall not be used by unauthorized 
employees. 
 

The Wal-mart Card must be used in accordance with established guidelines and the 
Procurement Code and Regulations of Anderson School District Five. 
 

Violations of these requirements may result in revocation of use privileges and/or 
disciplinary action up to and including termination of employment.  Employees who are found 
to have inappropriately used the Wal-mart Card will be required to reimburse the District for 
all costs associated with such improper use. 
 
SOLE SOURCE PROCUREMENT/STANDARDIZED ITEMS 

A requisition/Purchase Order may be awarded for a supply, service, equipment or 
construction item without competition when the Director of Purchasing or Buyers and the 
Assistant Superintendent for Financial Services and Operations determine in writing that 
there is only one source for the required supply, service, equipment, or construction item. 
 
Sole Source purchases will be identified based on the following criteria: 
 
(1) There is a lack of competition for a product or service; 
(2) It is a unique, one-of-a-kind service or offer; 
(3) The product has patented or proprietary rights that provide superior capabilities that are 

not obtainable from similar products and this product is not marketed through other 
wholesalers, jobbers, or distributors whose competition could be encouraged; 

(4) The product is an exempt item; 
(5) The product is a standardized item. 
 

In all cases, requisitions or Purchase Orders for Sole Source purchases must be 
accompanied by written justification with sound reasons to support the request. All such 
requests must be approved by the Director of Purchasing and the Assistant Superintendent 
for Financial Services and Operations or designee above the level of the Director of 
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Purchasing.  A “Sole Source Procurement Form” must be completed and filed in the 
Purchasing Department.   (SEE APPENDIX FOR A SAMPLE OF THIS FORM.) 
 

      Sole Source purchases require thorough documentation and file retention. 
 

EXEMPTIONS 
The Board of Trustees may exempt specific items or supplies from the purchasing 

procedures herein required or withdraw any exemptions provided for in this section.  For a 
list of exemptions, see Section IV.A.4 of the Procurement Code. 
 
EMERGENCY PROCUREMENTS 

Emergencies exist when there is a threat to health, welfare or safety of people and 
property. The officials who determine that an emergency exists are therefore limited to the 
Director of Purchasing or a designee, the Director of Buildings and Grounds, the Assistant 
Superintendent for Financial Services and Operations, the Assistant Superintendents and the 
Superintendent.  Emergency purchases can be made or authorized by the Director of 
Purchasing or a designee, the Superintendent, the Assistant Superintendent for Financial 
Services and Operations, and the Director of Buildings and Grounds.   

The User Department is required to forward a complete record of the Emergency 
purchase to the Purchasing Department.  An “Emergency Procurement Form” must be 
completed and filed in the Purchasing Department. (SEE APPENDIX FOR A SAMPLE OF THIS 

FORM.) 
 
       Emergency purchases require thorough documentation and file retention. 
 
CONFIRMATION PURCHASE ORDERS AND REQUISITIONS 

Confirmation Purchase Orders and requisitions are those which are issued after the 
purchases have been made.  Confirmation of orders in excess of $2,500.00 are considered 
unauthorized purchases unless prior approval and a Purchase Order number have been 
obtained in advance from Purchasing. Confirming orders will not be honored unless they 
have complete documentation. 
 

Personnel must not assume that a confirmation requisition will be honored simply 
because the funds are requested from an account allocated to their school or department. 
 

Under no circumstances will any member of the Purchasing Department assume any 
responsibility for the availability of adequate funds while issuing a confirmation purchase 
order. 
 
INFORMATION TECHNOLOGY PROCUREMENTS 
      For the procurement of goods and/or services in the area of Information Technology, the 
following guidelines shall apply: 
 
1. The department desiring goods and/or services shall prepare a requisition in the normal 

manner  and forward it to the Purchasing Department.  At least one source for procuring 
the item(s) and the current price should be shown on the requisition. To ensure accurate 
identification of the item desired, one or more of the following should accompany the 
requisition: (a) A sample (b) A data sheet (c) A brand name and model number (d) Other 
positive identification 

2. Departments desiring to handle their own bids (under $10,000.00) must follow the 
procedures found in this guide. Complete documentation of the bidding process must be 
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submitted to the Director of Purchasing before a requisition will be processed for a 
Purchase Order. 

 
BLANKET PURCHASE AGREEMENT 

A blanket purchase agreement is a simplified method of filling anticipated repetitive 
needs for small quantities of supplies or services with qualified sources of supply. This will 
reduce costs in accomplishing small purchases by eliminating the need for individual 
Purchase Orders. The authority to issue blanket purchase agreements is vested only in the 
Purchasing Department. 
 
QUALIFIED PRODUCTS LIST 

The Q.P.L. is an approved list of supplies, services, equipment or construction items 
which the District has determined, through testing or examination, will meet applicable 
specification requirements. The Q.P.L. is maintained by the Director of Purchasing or Buyers. 
 
COOPERATIVE PROCUREMENTS 

The Purchasing Department may either participate in, sponsor, conduct or administer 
cooperative purchasing agreements for the procurement of supplies, services, equipment or 
construction with one or more Public Agencies for the purpose of combining requirements to 
increase efficiency or to reduce administrative expenses. 
 
LEASE OR LEASE PURCHASE 

Lease or lease purchase agreements are subject to the same procedure as a normal 
purchase, including the solicitation of bids. All such agreements must be coordinated through 
the Purchasing Department. Authorization to obligate the District in such a contract is vested 
in the Director of Purchasing or the Assistant Superintendent for Financial Services and 
Operations. 
 
LEASING AND NOTIFICATION OF LEASING OF REAL PROPERTY FOR THE DISTRICT 

The Superintendent will submit all requests for leasing property to the Board for approval. 
In the event a lease must be negotiated between Board meetings, the Assistant 
Superintendent for Financial Services and Operations will approve the action, and with the 
concurrence of the Superintendent, will enter into the lease. Such actions will be reported at 
the next regular Board meeting. 

 
INDEPENDENT CONTRACTUAL SERVICES (PROFESSIONAL/CONSULTANT 
SERVICES) 

The soliciting of bids for professional consultants for workshops, seminars and the like is 
exempt from Anderson School District Five's bidding requirements if the following procedures 
are followed. If they are not followed, the District's bidding procedures will be used. 
 

A school or department seeking to procure such consultant services, which are not 
provided for elsewhere and which are customarily procured on a fee basis rather than 
through competitive bidding, shall have the authority to do so up to the dollar limit indicated in 
the fee schedule below: 
 
         HOURS              FEE 
 
  Up to two hours  Up to $   300.00 
  Up to four hours  Up to $1,000.00 
  Over four hours  Up to $2,000.00 
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For procurement of such professional/consultant services on a fee basis which exceeds 
the fee schedule, the school or department shall secure prior approval in writing from the 
Assistant Superintendent for Financial Services and Operations, the Assistant 
Superintendents or the  Superintendent. All such consultant services which exceed 
$2,000.00 must have prior written approval of the Superintendent and those that exceed 
$2,500.00 must be submitted to the Purchasing Department for processing and issuance of a 
Purchase Order. 
 

Expenses incurred by such consultant will be reimbursed for lodging, meals and mileage 
at the prevailing District rate, or for actual expenses on a common carrier (tourist rate). 
 

The school or department which secures such consultant services will be responsible for 
preparing and submitting a “Request For Payment For Professional/Consultant 
Services” Form along with complete documentation.  
NOTE:  See District’s Website ~ INTRANET - ADMINISTRATIVE DOCUMENTS~ for a copy of this form 

 
The completed forms should be sent to Financial Services for processing. Payment will 

be mailed to the address indicated on the reimbursement form. 
The Board encourages the use of consultants as a means of providing District personnel 

with invaluable specialized services. However, the use of consultants, who promote a 
particular commercial product is discouraged. When such consultants are used, it should be 
made clear to them that they are to perform as consultants and not as salespersons. 
 
ADVANCES FOR OUT-OF-DISTRICT TRAVEL 
1. Requisitions for advances for out-of-district travel must be approved by the employee's  

supervisor and forwarded to appropriate Assistant Superintendent for approval. 
2. Advances will not be issued earlier than two weeks prior to the trip. Airline tickets, 

registration fees, hotel reservations, etc., may be requisitioned separately as early as 
required. 

3. Reconciliation, using the District's standard "Reimbursement Request" form, must be 
completed and approved by the employee's supervisor and submitted to Financial 
Services within one week following the trip. A check or cash for any reimbursement due 
to the District must accompany the reconciliation. 

4. “Request For Permission to Attend Professional Meetings/Reimbursement 
Request” Form #TCR should be submitted.   

NOTE:  See District’s Website ~ INTRANET - ADMINISTRATIVE DOCUMENTS~ for a copy of this form  

       
VENDOR RELATIONS 

Schools shall not extend favoritism to any vendor. Each order shall be placed on the 
basis of quality, price and delivery, with past service being a factor if all other considerations 
are equal. 
 

No purchase will be made from a member of the Board of Trustees nor from a 
member of his/her immediate household nor from any enterprise in which he holds a 
substantial interest, except for public utilities. 
 
       No employee shall endorse any product of any type or kind in a manner that will identify 
him/her in any way as an employee of the District. 
 
VENDOR GRIEVANCES 

Any bidder or offeror may protest the solicitation or decision to award a District 
bid/contract, by submitting a protest in writing to the Director of Purchasing within fifteen (15) 
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days of the date of issuance of the solicitation or within ten (10) days of the date notification 
of award is posted.  All protests must be carried out as outlined in Section XIV of the Code. 
 
VENDOR DEBARMENT 

Vendors may be removed from the bidders' list for unsatisfactory performance, failure to 
perform in accordance with contract provisions, failure to respond to three (3) successive 
invitations to bid or at the vendor's request. Vendors will be notified in writing that they are 
being removed from the list. Such notification will provide the reason for removal. 
 
BIDDERS' LIST 

The Purchasing Department maintains names and addresses of firms which have been 
approved to bid on various classes of commodities. Firms wishing to be added to this file 
may do so by submitting a written request to the Director of Purchasing. 
 
SALES CALLS AND DEMONSTRATIONS 

An official letter of authorization from the Director of Purchasing or his/her designee must 
be presented to the principal before solicitors, salesmen or representatives of any concern 
will be allowed to enter the schools during school hours. Appointments will be scheduled for 
demonstrations on needed equipment/supply items. 
 
RELATIONSHIP WITH END USERS 

The Director of Purchasing and the Purchasing Staff shall maintain a close and 
cooperative relationship with the End User. The Director of Purchasing and the Purchasing 
Staff shall offer the End User reasonable opportunity to participate in and make 
recommendations with respect to procurement matters affecting the District. 
 
VENDOR PERFORMANCE 
1.  Delivery. 
All deliveries shall be made to points specified in the Invitation to Bid and on the Purchase 
Order. The vendor will pay all charges for delivery to the location of the using school or 
department except when the Invitation to Bid or the Purchase Order expressly provides 
otherwise. Even if the contract document specifies "prices F.O.B., some point" (such as 
manufacturer's plant), the vendor must repay all transportation charges to the location as 
requested. 
 
A vendor who fails to make deliveries within the time specified in the contract, or who 
delivers material that does not conform to samples or specifications and which is not 
promptly replaced, or who delivers goods or materials which are repeatedly rejected, is in 
default. A vendor is also in default if he/she mislabels or misrepresents material which he/she 
is asked to deliver. 
 
In the event of default by a vendor, the District will take such action against the vendor as is 
required by law. If the vendor does not deliver all the items described in the Purchase Order, 
or if he/she delivers only a portion of one item, the invoice should be marked "partial 
delivery." Accounts Payable will make payment(s) when the order is complete or the balance 
cancelled. 
 
2. Inspection 
Inspection is the close and critical examination of commodities delivered to the Warehouse, a 
School or Department. 
 
The following checks should be made during an inspection: 
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(a) The proper quantity has been delivered; 
(b) Unless otherwise specifically ordered, the delivery must consists of new and unused                              
     merchandise;  
(c) Commodities of the quality, grade, or standard specified on the Purchase Order or  
     contract have been delivered; 
(d) The design, construction, ingredients, size, kind, type, make, color, and style of the 
     commodities conform to the requirements of the purchase order or contract; 
(e) The packaging and labeling, marking, or other means of identification meet specifi- 
     cations or, if not specified, conform to the commercial practices for handling and 
     distribution; 
(f) Unless otherwise specifically ordered, the delivery contains no materials classified    as 

seconds, factory rejects, mill ends, distressed merchandise, surplus, or materials having 
other characteristics; 

(g) The commodities comply with specification requirements in all essential aspects, are in 
good condition, and delivery has been made in accordance with the terms and conditions 
of the purchase order or contract. 

 
The purpose of inspection is to make certain that vendors furnish the precise commodities 
ordered. 
 
3. Rejection 
If any item is rejected after inspection, notice should be given by the Receiving Department 
to the Purchasing Department so that the vendor can be notified within a reasonable time 
after delivery. Notice of latent deficiencies which eventually render the item unsatisfactory 
may be given by the department at any time after acceptance. 
 
The vendor must remove at his/her expense any item rejected by Anderson School District 
Five. If the vendor fails either to remove such commodity or to forward shipping instructions 
to the department concerned, the Director of Purchasing may sell the commodity following 
procedures outlined in the Procurement Code and Regulations. 
 
4. Complaints 

A complaint against a vendor is initiated by the End User.  The "Vendor Complaint 
Form" should be used to register any grievance against a supplier. It is important to be 
specific in making a complaint. The form is sent to the Purchasing Department to be filed and 
used as a follow up. 
NOTE:  See District’s Website ~ INTRANET - ADMINISTRATIVE DOCUMENTS~ for a copy of this form  

 
5. Cancellation of Contract 
      In any of the following situations, Purchasing personnel shall have the right to cancel a 
contract:  
(a) The vendor fails to make delivery within the time specified in the contract; 
(b) The vendor fails to provide service when service is a part of the contract; 
(c) Any commodities or equipment delivered under the contract are rejected and are not 
      promptly replaced by the vendor. If there are repeated rejections, the contract may 
      be cancelled even though the vendor offers to replace the items promptly; 
(d) The vendor agrees to cancellation; 
(e) The contract is obtained by fraud, collusion, conspiracy, or by the method which is in 

conflict with statutory or constitutional provisions of the State of South Carolina. 
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DISPOSAL OF DISTRICT SURPLUS AND UNSERVICEABLE PROPERTY 
School District property may be declared surplus by the Assistant Superintendent for 

Financial Services and Operations, the Director of Buildings and Grounds, or the Director of 
Purchasing when it is deemed unusable for school purposes, is obsolete, or the cost of 
maintenance is excessive. Surplus property may be land, buildings, equipment, materials, or 
supplies. The District may sell any supplies owned by it after the supplies have become 
entirely unserviceable and can properly be classified as “junk”, in accordance with 
procedures established by the Board.  No item of school property shall be given to, leased, 
or sold to an employee of the District without there first having been a public announcement 
of the intended disposal of that property. All sales of unserviceable supplies by the District 
must be made in public to the highest bidder, after advertising for fifteen days.  No employee 
of the District shall receive any special or private consideration in the disposal of school 
property. Employees may acquire such property only as members of the general public.  
 
“Junk” is defined as District-owned supplies and equipment having no remaining useful life in 
public service or cost to repair or to refurbish the property in order to return it to public use 
would exceed the value of like used equipment with remaining useful life. 

 
When District property is declared surplus and/or unserviceable, and is being released for 
auction, the school or department to which the property belongs must submit a 
“Delete/Discard Equipment” Form #FA004.  
NOTE:  See District’s Website ~ INTRANET - ADMINISTRATIVE DOCUMENTS~ for a copy of this form  

 
Surplus property may be disposed of by public auction or competitive sealed bidding. 

Surplus goods not disposed of by these methods will be sold by the Director of Purchasing 
after setting a price for the lot.  Lots not sold will be discarded. 
 

The Assistant Superintendent for Financial Services and Operations shall deposit the 
proceeds of such sales, less the expense of sales, in the general fund or building fund of the 
District. 
 
DISPOSAL OF SCHOOL PROPERTIES 

The disposal of all school properties shall be carried out by the Assistant Superintendent 
for Financial Services and Operations or his/her designee. No other persons (teachers, 
principals, supervisors, directors, any other school personnel) shall have the right to exercise 
this prerogative. 
 

Items of school property include everything owned by the School District other than lands 
and permanent buildings. Some of the more common of such items are furniture, 
refrigerators, freezers, stoves, typewriters, adding machines, calculators, duplicating 
machines, sewing machines, automotive vehicles, tractors, shop machinery, portable 
classrooms and the like. 
 

Personnel having in their charge such properties as mentioned above, which they 
consider either as surplus or in need of replacement, should notify the Fixed Assets 
Coordinator in Financial Services by submitting a Delete/Discard Equipment” Form FA004 
to have properties removed from inventory records. The replacement of properties disposed 
of will be the school’s or department’s responsibility.  All items declared surplus will be 
screened into one of two classifications:  
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1) Of No Value:  Items of no value are those for which it is deemed to be not cost effective 
to process for public sale.  These items will be disposed of in the most cost effective 
manner and in compliance with all applicable state and federal requirements.  

 

2) Of Value:  Items of value will be inventoried, securely stored and will be sold to the 
highest bidder through competitive sealed bids or public auction after public notice has 
been given. 

 
� Items that are considered to have No Value are to be screened by a representative of 

the Buildings & Grounds Department. When computers and related technology 
equipment are considered surplus, a representative of the Technology Department  
will be included in the screening process.  The Assistant Superintendent for Financial 
Services and Operations or his or her designee must authorize the disposal of 
screened surplus that has no value. 
 

� Schools/Departments will submit a work order to the Buildings & Grounds Department 
for the removal and proper disposition of surplus properties. 

 
Disposal:   
� Disposal of District property shall be the responsibility of the Assistant 

Superintendent for Financial Services and Operations after it is determined that 
said property is no longer of any use to the District.  The Board of Trustees must 
authorize disposal of items of value. 

 
� Items left over from sales/auctions are to be offered without cost to civic and 

charitable organizations and/or will be disposed of in the most efficient manner 
and in compliance with all applicable State and Federal requirements. 

 

USED EQUIPMENT 
The purchase of used or reconditioned machines or equipment, including demonstrator 

models, is not encouraged. However, such requests will be considered and the bidding 
procedure followed whenever feasible. The requesting department should give a detailed 
description of the item to be purchased, such as name, model and/or serial number, 
manufacturer's name, year, and whether used, reconditioned, or a demonstrator. The 
approximate price, if purchased new, and the price for the equipment requested must be 
shown as well as any guarantees and warranties offered by the vendor. 
 
TRADE-IN SALES 

The Director of Purchasing has the authority to approve trade-ins when the original unit 
price of the item being offered for trade is less than $5,000.00.   When the original unit price 
of the item being offered for trade exceeds $5,000.00, prior approval of the Assistant 
Superintendent for Financial Services and Operations is required.  The trade-in of any item 
when the original unit price exceeds $100,000.00 will be referred to Superintendent for 
approval.  Approval is not required when the original unit price of the item being traded is 
less than $2,500.00 however approval is needed when the original unit purchase price falls 
between $2,500.00 and $4,999.99. 

 
DEMOLITION. MOVING OR SALE OF BUILDINGS 
(1 ) Demolition 
Demolition of small buildings such as sheds and storage buildings may be authorized by the 
Assistant Superintendent for Financial Services and Operations or the Executive Director of 
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Operations.  Demolition of major structures such as schoolhouses must be authorized by 
the Board of Trustees. 
 
(2)  Moving 
Moving of existing buildings from one location to another must be approved by the Assistant 
Superintendent for Financial Services and Operations or the Executive Director of 
Operations. Due consideration shall be given to the cost of moving and renovation versus the 
cost of new construction . 
 
(3) Sale 
The Assistant Superintendent for Financial Services and Operations, the Executive Director 
of Operations, or the Director of Purchasing may declare a building surplus. This action shall 
follow the procedure described in the Procurement Code and Regulations. 
 
DISPOSITION OF OBSOLETE AUDIO-VISUAL EQUIPMENT 

Obsolete audio-visual and other equipment may be disposed of when one or more of the 
following conditions exist: 
 
1.    Available software is no longer compatible with the equipment; 
 
2.   The frequency or cost of repair becomes excessive; 
3.    Repair time is excessive because parts are not available; 
4. The performance of the equipment cannot be improved to a satisfactory level; 
 

When this determination is made by the principal of a school, or department head, the 
Fixed Assets Coordinator in Financial Services will be notified in writing using the 
“Delete/Discard Equipment” Form #FA004 so the item can be removed from inventory. If 
the item cannot be used as a trade-in, or cannot be of further use to the District, notification 
will be sent to the maintenance shop for pick-up. The replacement of equipment disposed of, 
as a result of this procedure, will be the school's or department’s responsibility and, if 
replaced, usual purchasing procedures will be followed. 
 
BUILDING PROGRAM 

The Superintendent has the responsibility for assessing building needs, both current and 
future, and for developing and conducting a building program to meet those needs within the 
limits of the resources of the School District. Included are all the ancillary tasks required for 
successful accomplishment of each project, to include site selection and purchase, furniture 
and equipment selection and so forth. 
 
FIXED ASSETS 
      The Fixed Assets records are located in the Office of Financial Services.  The Accounting 
Department is responsible for the development and maintenance of a Fixed Assets System 
to record and exercise reasonable control over all fixed assets owned by the District. 
 
INSURANCE 

This service is located in the Office of Personnel Services. Specifications for all insurance 
coverage to be purchased by the District are developed in collaboration with the Assistant 
Superintendent for Human Resources and solicitations for proposals are submitted to all 
appropriate insurance companies. Documentation is filed in the Purchasing Department. 
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AUTHORITY FOR NEGOTIATING WITH DISTRICT AND STATE MINORITY FIRMS 
Contracts for supplies, services, equipment, or construction may be negotiated with 

certified South Carolina based minority firms in accordance with the provisions of the 
District's Procurement Code and Regulations. 
 
REQUESTS FOR CHECKS 

Requisitions requesting that a check be written to a firm, organization or individual in 
advance of receiving goods must have complete and proper documentation attached to the 
requisition.  Once Purchasing prepares the Purchase Order, all documentation will be 
forwarded to Accounts Payable. Requisitions submitted without following the above 
procedure will be returned. 
 

All personnel are expected to follow the District's requisition, Purchase Order and 
invoice procedures. Confirmation requisitions may or may not be approved. 
 
FOOD SERVICE 

(1) All Food Service commodity requests are reported to the Office of Food Service.  
 
(2) Procurements for food items that are not on the list of Exemptions (Code IV.A.4) are 

competitively bid by the Purchasing Department according to the Procurement 
Code and Regulations. 

 
PAYMENT PROCEDURES 
(1) Payment for goods or services will be withheld pending receipt of an approved invoice.  

Invoices should contain the following information: 
 

A. Vendor's name and business location; 
B. Date of invoice; 
C. The District purchase order number if applicable; 
 
D. Description of merchandise; 
E. Quantity; 
F. Unit Price: 
G. Total cost; and 
H. School and department for which purchased. 

 
All invoices will be paid by check. 
 
(3) Invoices cannot be processed for payment until the signed receiving copy of the 

purchase order has been received by Accounts Payable.  A delay in forwarding the 
proper document may result in a past due invoice, which causes a conflict with the 
vendor and future orders. 
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