EDGAR Procurement Training







O Education Department General Administrative Regulations

O Can be found at:
O Title 2 Code of Federal Regulations (CFR) Part 200



O Prove the price competitiveness of purchases

O Reduce fraud, waste & abuse
O Strengthen oversight
O Simplicity & consistency

O Increase efficiency



O Who does this apply to¢e

O All purchases made with Federal and State Pass-Thru Grant Funds

O What happens if we are not compliante
O Temporarily withhold cash payment pending correction
O Disallow all or part of the costs
O Wholly or partly suspend or terminate the Federal award
O Withhold further Federal awards for the program

O Take other remedies that may be legally available






O Requires 3 official quotes from the vendor

O No shopping carts unless retail/e-procurement vendors

O Kroger, Walmart, Amazon (E-Procurement), Staples (E-Procurement), Sam’s Club, etc.
O You must attach the EDGAR Form and all 3 quotes to your requisition

O If you are not choosing the lowest priced vendor you must complete the Evaluation Matrix
& list your reasoning why on the EDGAR form

O All guotes must be obtained from reasonable vendors



O Regardless of price, all 3 quotes will be done using approved vendors when available.

O If there are not approved vendors for the commodity, quotes from non-approved vendors are
acceptable.

O If the vendor stipulates that they do not carry the product/service requested and subbomits
a “No Bid", this will still count as one of the three quotes needed.

O The requisition will not be approved until the quotes are received and evaluated by
Purchasing.

***Quotes that have terms & conditions or contracts must go through the contract approval
process before entering the requisition.
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Current EDGAR Form

BISD EDGAR QUOTE FORM

g federal funds, three formal quotes must be obtained. The only exception would be for local retail where a quote cannot be provided
7almart, Hobby Lobby, and Kroger. Approved vendors should be utilized if possible.

ertfite the requested vendor in the space provided. The vendor offering the lowest cost will have a green total. If vendor recommended does
not offer the lowest cost, utilize the matrix on the second page as well as provide an explanation in the space provided. Attach both EDGAR

form and Matrix to requisition.
PRINT CLEAR
Explanation of items to be purchased:

Funding Source:

All information requested must be completed. If vendor is not in the system, you must complete the necessary vendor paperwork.
Attach additional sheets if necessary.

[ Vedws1____ [ Vewdwr#2 | Vewor# |
1 I S B
1 I B
|———

tem Description
(Include catalog/item #)

..____.__.__._J



Current EDGAR Form

Freight

(Total shipping & handling charges)
 Click Here to Remove Empty Rows | Click Here to Unhide Empty Rows | |

Indicate the vendor recommended. Provide an explanation and matrix score if not selecting lowest price quote

Teacher Course: I (<
_

Totals will quto.-
Calculate for you.
Make sure these
fotals match your
quote.

The green totq|
will be the one
with the lowest

pricing.




Current Evaluation Matrix

EDGAR
Evaluation Matrix

Good/Services Meet District Needs
Timeframe/Delivery
Past Experience with the District

Price = lowest cost divided by vendor cost multipled by percentage points
All other Evaluation Factors = indicate score (not to exceed total number of points listed) based on the
gualitative evaluation of the end user for the products or services to be purchased




Sneak Peek: New Mairix

EDGAR Evaluation Matrix
**Required if not choosing the lowest priced vendor**

Vendor #1 Name

Provide a detailed explanation for not picking the lowest price quote.







O After the requisition is converted to a PO

O The delivery reference will be contacted to pick up the card.
O Receiving the approved PO is a nofification to pick the card up.
O The card must be signed out & rules must be signed each time the card is picked up.

O The card must be returned on or before the date given (typically 2 business days)

O Only the purchase of items listed on the EDGAR document are approved. The total and
itfems should match up exactly.

***Failure to follow any of these rules may result in revoked privileges of the shopper card
program.
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