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6480 PURCHASE OF FOOD SUPPLIES

The Board of Education authorizes the purchase of certain food supplies without resert
te advertising for bids.

For the purpose of this policy, “food supplies” means only those supplies that are to be
eaten or drunk and those substances that may enter into the composition of a food in
the operation of a school cafeteria or in a home economics class.

The Board of Education authorizes the School Business Administrator/Board Secretary

or designee to purchase all food supplies without advertising for bids in accordance
with N.J.S.A. 18A:18A:5 and N.J.A.C. 6A:23A-16.5 et seq.

The School Business Administrator/Board Secretary or designee shall obtain price
quotations for all food supplies purchased without advertising for bids in accordance
with N.J.A.C. 6A:23A-16.5 et seq.

Vendors interested in providing food supplies to the school district shall submit a
written request to the School Business Administrator/Board Secretary or designee to
receive specifications for food supplies to be purchased by the school district. The
School Business Administrator/Board Secretary or designee will maintain a list of
interested vendors and will mail specifications for food supplies to those venders who
requested such specifications.

Each time a purchase of food supplies is to be made, the School Business
Administrator/Board Secretary or designee shall solicit quotations from interested,
eligible vendors. Quotations for fresh or frozen fruits, vegetables, and meats need not
be solicited more than once in any two week period.

The School Business Administrator/Board Secretary or designee shall provide definite
and uniform specifications governing standards of quality to each eligible vendor from
whom quotations are solicited. Specifications for food supplies will indicate a time in
which all quotations must be submitted to the school district for consideration.



POLICY

BOARD OF EDUCATION NO. 6480
HIGH POINT REGIONAL
FINANCES
Purchase of Food Supplies
Page 2 of 2

All quotations from interested, eligible vendors will be evaluated by the School
Business Administrator/Board Secretary or designee. Food supplies shall be purchased
from the vendor who submits the lowest quotation, except that food supplies may be
purchased from another vendor who submitted a quotation when the School Business
Administrator/Board Secretary or designee can justify the purchase. Any such
justification, together with all quotations received, shall be kept in permanent record
form, attached to the purchase order and available to school officials, the Board, and the
State Department of Education for a minimum of three years following the purchase.

The School Business Administrator/Board Secretary or designee may purchase food
supplies for any school cafeteria or home economics class to the extent of not more than
$500.00 any month without soliciting quotations provided the School Business
Administrator/Board Secretary provides a written signed statement filed with the
invoice indicating the reason why quotations could not be obtained. The signed
statement filed with the invoice shall be retained for review and audit.

Nothing in this Policy shall prevent the Board from purchasing food supplies by
advertising for bids and awarding contracts in accordance with N.J.S.A. 18 A:18A-4.

N.J.S.A. 18A:18A-4 et seq.; 18A:18A-5a.(6); 18A:18A-6
N.J.A.C. 6A:23A-16.5

Cross Reference Policy Guide Nos. 6640, 8500

Date Adopted 12/16/2002

Date Revised 12/17/13
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Payroll Authorization

6510 PAYROLL AUTHORIZATION

The most substantial allocation of public funds for the operation of the school
district is that made to the employees of the Board of Education for their services.
Compensation will be tendered only to persons duly employed by this Board and only
for services rendered.

Each Board resolution to employ or reemploy a person will include the person’s
name, position, and tenure status; the salary or rate of pay the person is to receive, the
method of payment, the wage guide from which wages are derived, and the budget
category to which the wages are to be charged; the period of time for which employment
is authorized; and the school, grade, class or special assignment, as appropriate.

No person may be assigned duties as a substitute employee whose employment
has not been approved by the Board. The list to be approved by the Board will include
the names of recommended substitutes, the duties to which each may be assigned, and
the rate of pay. Substitute authorization will ordinarily be valid for one school year.

The minutes of Board meetings will record personnel actions of the Board, to
include, but not limited to, the appointment, promotion, resignation, retirement, death,
discharge, compensation, or leave of absence for each employee. The minutes will also
include effective dates for personnel action.

Certain categories of staff members designated by the Superintendent of Schools,
shall be required to use a time clock or sign in and out of work daily in order to verify
days and hours worked. The service of extra-duty personnel must be certified by the
appropriate supervisor before payment can be made.

The Superintendent is authorized to withhold salary or wages for services not
rendered, in accordance with Board policy.

Staff members shall be paid in accordance with the provisions in their collective
bargaining agreement and/or in accordance with a schedule provided to all employees
prior to the beginning of the contract or school year.

In accordance with N.J.A.C. 6A:23A-5.7, beginning with the 2008-2009 school year, at
least once every three years, between the months of September through May, the
Superintendent of Schools shall require each district employee to report to a central
location(s) and produce picture identification and sign for release of his or her paycheck
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