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POLICY TITLE:	Purchasing
POLICY NUMBER:	2135


2135.1	To purchase small items — such as office supplies, auto parts, fire equipment, and other miscellaneous items costing less than $1,000 — vendors will be asked to submit pricing will be obtained information by telephone or written quotation. District accounts are then awarded to those firms that provide the best price, discount, service, etc. Refer to policy 2125.1 for authorized expense limits. Acquisitions are processed on purchase order forms that list instructions to vendors.

2135.2	To purchase items costing more than $1,000 and up to $520,0000 [or other appropriate amount], quotations will be solicited by the requestor from vendors and received in writingby telephone or written quotation. Quotations will be solicited from at least two sources before the requestor recommendsselecting a supplier. and processing a purchase order. Before placing the order the requestor shall submit the quotes obtained to tThe General Manager and the Office Admin/Treasurer[position title] for  must approveal of  the purchase orders. Refer to policy 2125.1 for authorized expense limits.

2135.3	For items over $5,00020,000 [or other appropriate amount] or orders of large quantities, the District will provide suppliers with a list of items to be purchased. Suppliers will provide written quotes f, quotations will be solicited by the requestor from vendors in writing. Quotations will be solicited from at least two sources before the requestor recommends a supplier to the General Manager and the Office Admin/Treasurer. or consideration and recommendation. District staff will thenA item will be added to the agenda to present written quotes to the Board of Directors/Trustees for consideration of award of contract. Generally, the Board of Directors should award theItems on the list will be purchased tofrom the supplier quoting the lowest prices, with an acceptable delivery date, and necessary experience.

2135.4	(not applicable)Vehicles will be purchased through the State's Contract for Fleet Vehicles, unless they can be acquired at the same cost or less expensively from local sources by competitive quotation bids in accordance with section 2135.2.

2135.5	This policy covers the purchase of goods, not services and not public works construction services. Those matters are addressed in other policies of the District.: [identify the policies.]
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The California Special Districts Association does not provide legal advice and nothing in this handbook
should be construed as legal advice. Please contact your legal counsel if you have a legal question

regarding information in this handbook, and to ensure your district is in compliance with applicable laws.
Revised 2023.
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