
SPENDING

Think:  What do I need to buy (goods or services)
Procure:  How to buy- pursue & obtain – to acquire by seeking
Contract/PO: Permission to buy
Order & Pay: Order, receive and pay

Procure VS Purchase
Procure is the strategic process of finding the product – research, negotiate and plan

Purchase is a transactional function focuses on “how” such as creating purch orders & paying



Checklist to SPEND

q Confirm spending with your supervisor?  You need approval. 
q Did you get quotes or research the price?  
q Make sure your accounts in Munis have enough money for all of the contracts/purchase orders to go 

through after procurement and contracts.  If you don’t have enough money in your accounts, we need to 
move money at the same meeting as the PTE is approved.   If you don’t have enough money in your 
accounts, please work with Dina Muldoon to transfer the funds.  It takes several weeks to complete a 
transfer with City Hall!!

q If services over $5,000, you must submit a Permission to Enter form to Business Office by Thursday at noon 
for SC to approve

q If new vendor, need to create vendor by sending w9 to CPO
q If over $10k (service), work with Karen Laganas on a contract request form
q After contract is executed, enter a purchase order
q Suggestion – keep a list of all of your purchase orders and contract throughout the year. In May, begin the 

process of bidding with CPO so that contracts will be ready by July. In July, encumber all funds by entering 
purchase orders for all known expenses.



Spending Involves Procurement, Contracting and Purchasing 
(Goods and services only; construction has different thresholds)

When you decide to spend, you must ensure the following steps are followed since you are using public money:

• Research the estimated cost of the goods or service
• You must complete a form with the Business Office if over $5k to get School Committee permission to spend.  This will be 

placed on the SC agenda as a Permission to Enter so you might have to wait until the next SC meeting (services only).
• Understand and follow the different rules for procuring different cost thresholds (Understand that the City has different (stricter) 

rules than Ch30B.  We must follow the strictest of local, state and federal rules.)

1. Under $10k- use sound business practice (research)
2. If over $10k but under $50k, you can seek three quotes to ensure that you are getting the best price.  You must submit your quotes with your 

requisition/purchase order request.
3. If over $50k, you must go out to bid.  This involves preparing a Scope of Services that includes time frame, specific requirements, services to be provided, 

etc.  It will be shared with the City Procurement Officer who will advertise for two weeks until bid open date.  You can either get bids and choose the 
lowest bidder or you can use a Request for Proposal that allows you to choose the one that matches your criteria the best.  With this, you don’t have to 
choose the lowest bidder. However, you must have clearly stated criteria and evaluate the bids to show how your decision was made.

• You must work with the Business Office to start the contract process.  If the vendor is on a state contract for the specific 
service you seek, then you can use this since the state has already vetted the vendor and price. (You may still require three
quotes based on the state contract language.)  If not, City Law will prepare the contract.  This takes several weeks which will 
be displayed later in the presentation.

• After the contract is complete and signed by all parties, you can enter a requisition/purchase order and begin work with the 
vendor.

Tip:  You should keep track of your annual contracts and purchase orders to ensure that you start the process early.  Submit to 
CPO all bids for contracts needed for the following year in May.  



1. PROCUREMENT 



Specific dollar thresholds trigger the procedure you need to use





A list would imply CASUAL INCLUSION.  Those vendors on these contracts have gone through 
a competitive bid process and those who meet or exceed the selected criteria have been 
selected.  Those proposals and current contracts are listed in COMMBUYS

Each state contract has terms for eligible entities to use







The contracting procedures in Chapter 30B are based on three premises:

1.Uniform contracting procedures promote competition and fairness. 
Chapter 30B clarified and demystified local contracting for vendors 
competing for contracts and for citizens observing the process.
2.Fair, robust competition for larger procurements saves money and 
promotes integrity and public confidence in government.
3.Scaled procedures reflect that larger contracts merit more attention 
than smaller contracts and enable local governmental bodies to devote 
more attention to larger contracts.



Exceptions to Chapter 30B Rules:

• If vendor is specifically listed in grant
•Technology purchases (clarify)
•Software
•Special Education services
•New Textbooks
•Doctors, mental health







2. CONTRACT PROCESS

CREATES CONTRACT



3. PURCHASING – ENTER REQUISITION
1) Enter requisition and attach quotes (if over $10k), specs, prevailing wages or include the 

approved contract so it can be uploaded with requisition. EMPHASIZE: the invoice should 
have the PO number and the PO date should precede the invoice date. 

2) Business Office approves and it is submitted to City Hall for approval
3) City Hall mails or emails the purchase order to vendor
4) School Clerks must send purchase orders to Kelly Ryan otherwise she doesn’t know if 

invoices are valid or not.
5) You should monitor your open purchase orders to ensure that bills are being submitted by 

the vendor in a timely manner.  The Business Office has no way of knowing when services 
have been provided and/or when there are missing invoices.  

6) You should also cancel any purchase order that has a balance that you wont use since it 
will free up the money for you to spend on other items or services.  



DELAYS
1) Wait for grant approval before spending
2) Once grants are approved, you have to wait for accounts to be created by City Hall before purchase orders can be 

entered
3) Often the scopes of work prepared by dept heads are sent back for correction or further information from the Law 

Office to ensure that we are legally covered (eg. Double check your math and itemize the costs)
4) Law will not begin the contract process until the SC votes to proceed through the Permission to Enter process
5) Since signatures are required throughout the contract process, we have to wait many times even after Law approves 

the contract since we have to mail it  back to vendor and wait for their next scheduled board meetings before getting 
their signature and then it goes back to City Hall for numerous signatures.  We then have to wait until the next SC 
meeting to get signatures and then it goes back to City Hall for the final signatures and execution. 

6) If the contract is signed by unauthorized person at the vendors office, Law will send back and require signature from 
the authorized person or have the Board authorize a signator.  Law goes to the Mass Sec of State corp div to see who 
is authorized to sign for each comp

7) Other delays include when vendors change their name, address or other information but have not updated such 
information on the Secretary of States website.  

8) Contracts often require insurance that covers abuse and molestation, add the City of Lowell as an additional insured, 
workman’s compensation, meet required bond thresholds, etc.  If these are not met as per the contract, Law will send 
it back.  



978-674-4110  

CALL MIKE VAUGHN FOR 
CLARIFICATION


