


 

 Due to the structural deficit, a Purchasing Review Committee has been formed to review and 

approve all service agreements over $5,000 including contracts and MOUs.  

 

 All SA requisitions are approved on-line by funding approvers. SA requisitions over $20,000 

typically require written contracts which the Contracts Office prepares. The Superintendent 

or the Chief Business Officer must approve/sign these contracts before a purchase order is 

printed and payment is issued. No other signature is authorized. 

 

 As of January 1, 2019, SA requisitions that exceed $92,600 require Board approval. The 

threshold for Board approval changes every January 1st.  

 

 Any requisition that involves the use of services or products requiring access to district data 

must include a Data Sharing Agreement. This document serves to ensure that data security 

and privacy requirements will be met by outside agencies with access to district information. 

Please contact the Technology Services department at support@scusd.edu to request the 

initiation of a Data Sharing Agreement. 

 

In addition, all purchases of technology resources will be reviewed in detail to maintain 

conformance to district standards and to ensure fit to purpose.  Requisitions may be adjusted 

to maximize the value of specific items being purchased.  

 

 If the services of an independent contractor are being considered, please reference the 

Independent Contractor Guidelines posted on the Contracts Office webpage at 

www.scusd.edu/contracts-department. This document will help you determine whether the 

individual providing services is truly an independent contractor or should be treated as an 

employee.  

 

 Contracts over $5,000 paid from Associated Student Body funds must also be reviewed by 

the Contracts Office. 
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Site is in contact with 
third party regarding 
contracting for services 
and wishes to move 
forward with a contract. 
Site obtains a detailed 
quote, estimate or 
scope of work from the 
proposed contractor 
that includes, at a 
minimum, what work is 
to be done, period of 
services and the cost. 

 
If services affect central 
office functions, 
approval is obtained. 
For example, if the 
agreement is for 
academic/instructional, 
communications, 
operations/facilities, or 
technology related 
services, those 
departments must 
approve before the 
contract can move 
forward. Contact the 
Contracts Office to help 
determine affected 
departments if needed. 

 
Site submits a Services 
Agreement requisition 
in ESCAPE. The 
detailed quote,  
estimate, scope of work 
or unsigned written 
agreement is attached 
to the requisition with 
evidence of the 
functional departments’ 
approval included. 

 
SA requisition is 
reviewed and approved 
by the Budget team 
and is submitted for 
approval to the 
Purchasing Review 
Committee (PRC) by 
the Contracts Office.  

 
SA requisition has been 
approved both in 
ESCAPE and by the 
PRC. If the contract is 
>$20,000 a written 
agreement will be 
drafted by the 
Contracts Office. If the 
contract is >$92,600 
the Contracts Office will 
submit for approval on 
the next available 
Board agenda. If data 
sharing is involved a 
Data Sharing 
Addendum will be 
required. 
 

 
The contract is 
executed by both 
parties. Contracts 
Office prints purchase 
order and transmits it to 
the contractor along 
with the executed 
agreement. Services 
begin. 

 

Parties Involved: 
Site 
Contractor/Vendor 

 

Parties Involved: 
Site 
As Needed: 
Academic Office 
Communications 
Operations/Facilities 
Technology Services 
Other Depts as Needed 
 

 

Parties Involved: 
Site 

 

Parties Involved: 
Budget 
Contracts Office 
Purchasing Review 
Committee 

 

Parties Involved: 
Contracts Office 
Contractor/Vendor 
As Needed: 
Board of Education 

 

Parties Involved: 
Site 
Contracts Office 
Contractor/Vendor 
District Signer (CBO, 
Purchasing Manager or 
Superintendent) 
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