DISTRICT DEPARTMENTS & CAMPUS STAFF

Do | need a contract for a service or product |
need to purchase for my department or campus?

Product

or
Service?

l IMPORTANT

. . Purchases over
Did the vendor provide $50K require

Is the service being performed

you with a Board approval. by a company or an individual?
contract/agreement No service or
requiring a GPISD product should
. be obtained until
SIg nature? Vendor status is

cleared through
Purchasing Dept.
and a contract (if
required) has
been approved.

\ v

Did the individual provide you
with a contract/agreement
requiring a GPISD signature?

Did the company provide you
with a contract/agreement
requiring a GPISD signature?

b Lo

You do not need a
contract. Obtain a
quote for the product
or service from the

Submit the contract

Submit the contract
or agreement you
received and the

quote for the
product to your Dept.
or Campus Secretary
to begin Contract
Approval Worflow in
Laserfiche.

company before
purchasing and
attach the quote as

backup to your P.O.
Requisition. If
creating a Check
Request, attach the
invoice as backup.

or agreement you
received and the
completed
Independent
Contractor Quote
Form to your Dept. or
Campus Secretary to
begin Contract
Approval Worflow in
Laserfiche.

Submit completed
Independent
Contractor Quote
Form to your Dept. or
Campus Secretary.
She will begin
Contract Approval
Worflow in Laserfiche.




