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1.
PURPOSE

The purposes of the Procurement Policies & Procedures are to provide for the fair and equitable treatment of all persons involved in public procurement, to maximize the purchasing value of public funds and to provide safeguards for maintaining a procurement system of accountability, quality, and integrity.

2.
ADOPTION 

The NMSBVI Board of Regents adopts the procurement statutes and regulations as outlined in the New Mexico Annotated Statues, 1978, Chapter 13, Public Purchases and Property and the State of New Mexico Procurement Code Regulations as outlined in 1.4.1. NMAC (11/15/01).  


All procurement activity at NMSBVI will comply with regulations outlined in the two publications noted above as well as internal policies adopted by the NMSBVI Board of Regents.  

3.
INTERNAL ADOPTION OF POLICY  


In additional to procurement guidelines as established by the State of New Mexico, the following internal policies are also adopted by the NMSBVI Board of Regents and made a part of this policy.  


A.
Purchases will be made only through approved Purchase Requisitions (PR), Activity Request Forms, or Petty Cash Request Forms as outlined in Section H, Routine Procurement Procedures, of this policy.  


B.
No purchases will be made from an employee or supplier in which the employee making the request has a financial interest.


C.
No purchases shall be made by any school employee without prior written approval in accordance with procurement methods outlined in Section H, Routine Procurement Procedures.  When applicable, the purchase order number should appear on vendor invoices.  Should an employee make an unauthorized purchase without written approval prior to the purchase, the employee could be liable for payment of such purchase.


D.
In purchasing tangible personal property including, but not limited to, equipment, materials, or computer software and hardware, specifications or evaluation criteria shall include, when appropriate, requests for availability of assistive technology designed to address accessibility or use by individuals with visual impairments.  This must also be addressed in requests for pricing quotes if formal specifications or evaluation criteria are not required for a particular purchase.  Considerations of accessibility, instructions or use of facilities by individuals with visual impairments will be included in the design or planning process for facilities construction or renovation.


E.
PURCHASING LIMITS



(1)
PURCHASES OF $10,000 OR LESS
The Procurement Specialist may procure items of tangible personal property, nonprofessional contracted services or construction services having a value not exceeding ten thousand ($10,000) by issuing a direct purchase order. 
In procuring construction or contracted services, a Scope of Work may be developed by the requester and a Request for Quotes (RFQ) may be prepared through the Procurement Office at the discretion of the department director.



(2)
PURCHASES OVER $10,000 (Tangible Personal Property)
In addition to the above, all purchases for items of tangible  personal property over ten thousand dollars ($10,000) must be approved by the Superintendent up to thirty thousand dollars ($30,000). 
Purchases of tangible personal property over ten thousand dollars ($10,000) and up to $30,000 must also be accompanied with three valid, written quotes from no less than three businesses.  Such notations as “does not carry” or “did not return phone call” do not qualify as valid quotes.  When unable to obtain three quotes, a good faith effort must be proven and documented of such search.  The Procurement Specialist may grant an exception to the requirement of three written quotes if the requestor submits a letter setting forth the reason or reasons why the requestor was unable to obtain three valid quotes from three businesses.  

For the procurement of items of tangible personal property having a value exceeding thirty thousand dollars ($30,000), the Procurement Specialist shall initiate a competitive sealed process (Invitation to Bid) or may procure through the Cooperative Educational Services (CES).  The methods of procurement set forth provide alternatives to the competitive sealed bid and competitive sealed proposal methods of procurement.   Purchases under the competitive sealed process must be approved by the NMSBVI Board of Regents.
(3)
PURCHASES OVER $10,000 and up to $30,000 (Nonprofessional Contracted Services and Construction Services) and up to $60,000 (Professional Services)
The Procurement Specialist may procure nonprofessional contracted services or construction services having a value not exceeding thirty  thousand ($30,000) by issuing a direct purchase order and/or contract agreement to a vendor based upon the best value of the service as identified by the Procurement Specialist, the department director and the end user of the services.

Purchases over ten thousand dollars ($10,000) must be approved by the Superintendent up to thirty thousand dollars ($30,000) for nonprofessional contracted services and construction services and up to sixty thousand dollars ($60,000) for professional contracted services.  
In procuring contracted services or construction services, a Scope of Work may be developed by the requester and a Request for Quotes (RFQ) may be prepared through the Procurement Office at the discretion of the department director.

(4)
PURCHASES OVER $30,000  (Nonprofessional Contracted Services and Construction Services) and OVER $60,000 (Professional Services)

For the procurement of nonprofessional contracted services, construction services having a value exceeding  thirty thousand dollars ($30,000), and the procurement of professional services having a value exceeding sixty thousand dollars ($60,000), the Procurement Specialist shall initiate a competitive sealed process (Request for Proposals) or may procure through the Cooperative Educational Services (CES).   The methods of procurement set forth provide alternatives to the competitive sealed bid and competitive sealed proposal methods of procurement.   

Purchases under the competitive sealed process must be approved by the NMSBVI Board of Regents.


F.
STATE MANDATED EXPENSES
For incurred expenses, as mandated by State of New Mexico Agencies (i.e., Medicaid, Risk Management, etc.), Section E requirements shall be waived and the Superintendent, or designee, may approve such expenses for payment without the approval of the NMSBVI Board of Regents.  

G.  
CONSTRUCTION PROJECTS 
(1) 
CONSTRUCTION PROJECTS - $50,000 and OVER



In addition to the above noted purchasing limits, a qualified design professional must be consulted for any facility modification or construction projects over $50,000.  This should be accomplished prior to submitting the project to the Board of Regents for approval.  At the discretion of the Superintendent, consulting a qualified design professional for construction projects may be waived if it is deemed unnecessary to have design professional consultation for the project. 
In addition to the above requirements, when applicable, a capital construction project request must be submitted to other State governing authorities for additional approvals as described in Paragraph 2.  
Given the lead times for additional approval by other State governing authorities, and the significant resource commitment involved, such items should enter into the long-range planning process.  Processing of such requirements should not be deferred pending the next planning and/or budget preparation cycle if the Superintendent determines the need precludes additional delay.
(2)       CONSTRUCTION PROJECTS – ADDITIONAL APPROVALS BY
OTHER STATE GOVERNING AGENCIES
NEW MEXICO HIGHER EDUCATION DEPARTMENT (HED):  In addition to the requirements in Paragraph 1, all projects which fall under the funding jurisdiction of the New Mexico Higher Education Department must also be submitted for review by the following HED authorities and, when applicable, the New Mexico Board of Finance (NMBOF):

a) Projects Over $50,000 – HED Staff Approval;

b) Projects Over $300,000 – HED Capital Outlay Committee Approval;

c) Projects Over $500,000 – HED Capital Outlay Committee Approval and NMBOF Approval.

NEW MEXICO PUBLIC SCHOOL CAPITAL OUTLAY COUNCIL (PSCOC):  In addition to the requirements in Paragraph 1, all projects which fall under the funding jurisdiction of the PSCOC will also be subject to submittal of a Request for Approval of School Construction (RASC), compliance with all Public School Facilities Authority (PSFA) requirements and final approval by the PSCOC.   


H.
ROUTINE PROCUREMENT PROCEDURES
With the exception of a bona fide emergency procurement (refer to Section I, Emergency Procurement), and State mandated expenses (refer to Section F, State Mandated Expenses), procurement transactions will normally flow through the Procurement Specialist and the Business & Finance Department using a Purchase Requisition, Activity Request Form, or Petty Cash Request Form.  
(1)
PURCHASE REQUISITION (PR) 

A Purchase Requisition (PR) must be prepared by the requestor outlining item(s) to be purchased.  The Purchase Requisition will be forwarded to the designated Department Director, or other authorized signature, for department approval. 
Once all departmental level approvals have been met, the Procurement Specialist will review the Purchase Requisition for procurement compliance, create the purchase order, and forward it to the purchase order clerk for processing.


The Business & Finance Department will receive all materials purchased and verify the items received. The Business & Finance Department  is responsible for tagging all capital outlay items per Fixed Assets Policy #346, Policies & Procedures Manual.  
Upon completion of local purchases made by individuals, evidence of the purchase (including detailed/itemized receipts, copy of the purchase order approving purchase and the purchase order close-out document) must be submitted to the Business & Finance Department within seven (7) calendar days from  the actual date of purchase.


(2)
ACTIVITY REQUEST FORM


Approval for purchases made for travel and training purposes must be requested utilizing an Activity Request Form.  Approval for these purchases will be through the designated Department Director, or other authorized signature, and the Superintendent, or designee. Approval of purchases pertaining to travel and training on an Activity Request Form will consist of the following:
· Transportation expenses (air/bus fare, shuttle service, car rental);
· Airport parking;
· Registration fees or stipends; 
· Meals;
· Lodging;

Activity requests may also include a request for incidental expenses associated with sponsoring a school activity.   Department Director or other authorized signature and Superintendent, or designee, approval of such requests authorizes the Business & Finance Department to advance the amount of funds requested.   Detailed/itemized receipts and any excess funds shall be returned to the Business & Finance Department within seven (7) calendar days following the activity.


(3)
PROCUREMENT CARDS


Procurement cards may be used for approved purchases as stated in the NMSBVI Procurement Card Program Procedural Manual.   


All cardholders will be required to sign a Cardholder’s Agreement prior to using a Procurement Card. 


(4)
PETTY CASH


Petty cash is a fund set up to take care of small amounts (emergency items, supplies, postage, etc), and is not intended to take the place of the usual purchasing procedures as outlined in Sections H. (1), (2), and (3). 

Only emergency purchases under fifty dollars ($50) may be paid from petty cash upon prior Department Director or other authorized signature approval.  For complete guidelines, refer to Petty Cash Policy #325, Policies & Procedures Manual.

I.
SOLE SOURCE PROCUREMENT
A purchase order or contract may be awarded without competitive sealed bids or competitive sealed proposals regardless of the estimated cost when the Procurement Specialist makes a determination, after conducting a good-faith review of available sources and consulting with the Superintendent, that there is only one source for the required service, construction or item of tangible personal property.   
The Procurement Specialist shall conduct negotiations, as appropriate, as to price, delivery and quantity in order to obtain the price most advantageous.  Although a competitive sealed process is not required, sole source procurements must still meet the approval requirements as outlined in Section E, (1-5).

A copy of the justification for sole source procurements shall be attached to the purchase order.  

J.
EMERGENCY PROCUREMENT 

The school may make emergency procurements when there exists a threat to public health, welfare, safety or property requiring procurement under emergency conditions; provided that emergency procurement shall be made with competition as is practicable under the circumstances. A written determination of the basis for the emergency procurement, and for the selection of the particular contractor or vendor, shall be included in the procurement file.  Emergency procurements shall not include the purchase or lease purchase of heavy road equipment.


An emergency condition is a situation which creates a threat to public health, welfare or safety such as may arise by reason of floods, fires, epidemics, riots, acts of terrorism, equipment failures or similar events and includes the planning and preparing for an emergency response.  The existence of the emergency condition creates an immediate and serious need for services, construction or items of tangible personal property that cannot be met through normal procurement methods and the lack of which would seriously threaten: 


1) the functioning of operations; 


2) the preservation or protection of property; or 


3) the health or safety of any person.  
Emergency procurement procedures will not be used to inappropriately circumvent procurement policies and procedures as identified in this policy. 

K.
REPETITIVE PROCUREMENT

For encumbered funds purposes, open purchase orders may be issued for routine, repetitive type purchases for the fiscal year.  Examples of routine, repetitive purchases are: service agreement contracts, newspaper publications, utilities, routine vehicle services (outreach), etc.    All procurement guidelines must be followed as outlined in Section H, Routine Procurement Procedures.
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