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Purchasing 
 

 
BACKGROUND 
 
When making purchasing decisions, paramount consideration shall be given to obtaining the 
best value for the taxpayers’ dollar.  Local suppliers will be given an opportunity to provide 
materials and services to the school district and all purchasing must comply with applicable 
Public Sector Purchasing Guidelines. 
 

PROCEDURES 
 
1. Purchasing Guidelines 

a. Purchase of goods valued at less than $5,000: 
i. All purchases of goods in excess of $1,000 require the creation of a purchase 

order prior to the purchase being made.  This includes on-line purchases.  The 
use of purchase orders supports the requirement that supervisors approve the 
expenditure of funds prior to the order being made.  Note that purchase 
orders can remain at the district office and are not required to be sent to the 
supplier. 

ii. Purchases under $1000 may use a district purchase card. 
b. Purchase of goods valued over $5,000 and less than $75,000 must use a district 

purchase order with evidence of invited competitive bids from (2-3) suppliers. 
c. Purchase of goods and services valued at over $75,000 require a public tender call.  

Refer any purchase(s) over $75,000 to the Secretary Treasurer. 
 

2. Petty Cash 
a. Purchases for goods less than $500 may be made through the use of “Petty Cash”. 
b. Petty cash funds must be kept separate from other funds (separate bank account). 
c. Purchases from petty cash funds can only be authorized by the designated 

“Administrator” of the petty cash fund. 
d. Purchases must have appropriate evidence (cash receipt). 

 

3. Payment of Invoices 
a. Upon receipt of goods or services (other than those purchased through petty cash) it is 

the responsibility of the purchaser to:  
i. ensure that goods received are in accordance with the purchase order; and  
ii. sign the copy of the invoice acknowledging receipt. 
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4. Purchase Card Guidelines 
a. Purchase cards may be used for single item purchases up to $1000 excluding taxes.  
b. Purchase cards have a maximum limit per month per card.   
c. Principals/supervisors are responsible for:  

i. ensuring purchase cards are cancelled when staff are transferred or leave the 
employ of the school district; and  

ii. requesting replacements or additional cards through the Finance Manager. 
 

5. Purchase Card Requirements 
a. Principals/supervisors must provide a written request to the Secretary Treasurer or 

designate to obtain a purchase card. 
b. Schools using a purchase card are responsible for all charges and fees related to the use 

of the card, including late payment charges incurred as a result of late processing by the 
school or department. 

c. Only the person whose name appears on the card may use it for authorized purchases. 
d. Purchase cards are not authorized for any of the following purchases: 

i. travel expenses, meals, entertainment, or alcohol; 
ii. automotive repairs; 
iii. cash advances; 
iv. services normally provided through maintenance department work orders; 
v. single items valued over $1000; 
vi. splitting purchases to avoid the $1000 single item value; 
vii. hazardous materials; or 
viii. extended rentals or leasing of equipment. 

e. Cardholders agree to the responsibilities and authorized use of the purchase cards. 
f. Records of purchases made with a purchase card must be kept for audit purposes and 

to facilitate reconciliation and account verification (eg; packing slips, card voucher, 
transaction log, card statement).  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

REFERENCE 
Public Sector Purchasing Guidelines 

https://www2.gov.bc.ca/gov/content/governments/policies-for-government/core-policy

