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CHAPTER 1 - OVERVIEW 
 
The Procurement Services Division (hereinafter, “PSD”) is committed to assisting schools, 
instructional offices, and non-instructional support offices, in procuring the highest quality 
goods and services at competitive prices for the support of student achievement.  We are focused 
on securing goods and services from reputable and responsible vendors  in compliance with 
applicable laws of the State of California, the federal government, the Board Rules set by the 
Board of the Education (hereinafter, “Board”), and policies and procedures of the Los Angeles 
Unified School District (hereinafter, “District”).  
 
We will ensure that our business practices are carried out with the highest degree of professional 
ethics, integrity and competency.  We value:  
 
• A commitment to excellence  
• Unquestionable integrity  
• Prudent expenditure of funds  
• Satisfied customers  
• Inspired and proactive leadership  
• Initiative and innovative ideas  
• The use of business technological advances  
 
We developed this manual as a tool to provide guidance and assistance in the procurement 
process, to schools, offices, and to contractors (we use the term, “contractor”, interchangeably 
with “supplier” and “vendor”).   
 
Do’s and Don’ts 
Included is a “Do’s and Don’ts” chapter at the end of this manual, to provide guidance in certain 
situations.  The Do’s and Don’ts are also included in areas of the manual to reinforce their 
importance to particular situations.  The notations, DD-1, DD-2, etc., which appear on section 
headers throughout the manual refer to the Do’s and Don’ts section at the end of this 
Procurement Manual. 
 
MISSION STATEMENT 

 
“To provide schools and administrative offices with goods and services they need – when they 
need them.  In doing this, we must ensure procurement laws are followed and the District 
achieves the most cost-effective prices for goods and services.”   
 
The Procurement Services and Contract Administration Branch manages the acquisition of 
various supplies, equipment, professional services and general services through a variety of 
competitive, fair, and ethical bidding methods. Efforts are centered on leveraging the District's 
aggregate buying power to reduce acquisition costs, maintain quality and ensure timeliness of 
delivery or service.  The PSCAB also oversees the District’s credit card, conference and travel, 
rental of non-district facilities and vendor services.   
 
Materiel Management Branch (MMB) assists District schools and offices by providing supplies, 
materials, and equipment through the District’s General Stores Distribution Center.  MMB will 
be a partner and a resource to assist schools in the relief of the operational burden of multiple 
sourcing, ordering/receiving, and payment, by providing a “one-stop” shopping source to 
acquire thousands of classroom and office items in a cost savings manner.      
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The Facilities Contracts Branch consists of the Professional Services Contracts Unit (PSCU) and 
Facilities Construction Contracts Unit (FCCU).  The PSCU is responsible for the acquisition of 
professional services provided by consultants, contractors, and other private firms.  Acquisitions 
are achieved through the use of requests for qualifications (RFQs) and requests for proposals 
(RFPs) which are developed, issued, evaluated and awarded through this unit.  The FCCU 
administers the advertising, bidding and awarding of all formal, competitively bid school 
construction projects, including the prequalification of contractors and all post-award contract 
activities. 
 
A. PURPOSE   
 
This manual contains the official policies and procedures for procuring supplies, equipment, 
and general and professional services.  By adhering to the manual, we ensure that supplies, 
equipment, general and professional services necessary for the operation of school sites and 
central operation are obtained at competitive prices in a manner that guarantees fairness in the 
selection of contractors and minimizes opportunities for fraud, waste and abuse.   
 
These policies and procedures are consistent with applicable state and federal law.  
 
These policies and procedures are not intended to address the procurement activities related 
specifically to school construction and modernization projects sponsored by the Facilities 
Services Division.  Please visit the following site for that information: 
http://www.laschools.org/index-00. 
 
B. OBJECTIVE  
 
The decision to purchase or to provide internally is sometimes called the “make-or-buy” 
decision.  With professional services especially, the make or buy decision must be made with 
consideration given to Human Resources and/or Personnel Commission policies. 
 
”Buy and Use LAUSD First” Board Resolution 

On November 13, 2012, the Board of Education approved the “Buy and Use LAUSD First” 
Resolution.  It was resolved that the Superintendent strongly encourage every school and office 
to use and/or buy District products and services whenever possible.  It was further resolved that 
schools and offices will take full advantage of better value master contracts providing the same 
goods and services. 

On the PSD website (http://achieve.lausd.net/procurement), PSD will post the “Buy and Use 
LAUSD First” resolution and provide further information on how you can take advantage of 
PSD’s ability to maximize your budget and time by purchasing at General Stores Distribution 
and utilizing Master Agreements. 
 
No purchases shall be made except as provided by applicable California Law, Federal Law, 
Board policies and these procedures for procurement of supplies, equipment, general and 
professional services.  Only persons expressly authorized by Board policy or the Superintendent, 
via sub-delegation of authority, shall make any purchase or enter into any contract for the 
purchase of supplies, equipment, general and professional services on behalf of the District. 
School Principals, office administrators, Heads of Organizations and/or senior staff do not have 
delegated authority to sign contracts.  Any purchase made or contract entered into in violation 
of the policies and procedures contained herein are void and not binding on the District. Those 

http://www.laschools.org/index-00
http://achieve.lausd.net/procurement
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individuals who violate these policies and procedures and engage in malfeasance shall be 
personally liable for such actions.  
 
It is your responsibility to follow the policies and procedures of the District.  PSD is available to 
assist you in following good business practices during the procurement process.   
 
If you have questions regarding procurement, please contact (562) 654-9009 or visit the website 
at http://achieve.lausd.net/procurement.  
 
C.   DELEGATED AUTHORITY  
 
On June 10, 2014 the Board approved delegations of authority to the Superintendent that have 
been designated or sub-delegated to the Chief Procurement Officer.  No procurement shall be 
valid or constitute an enforceable obligation against the District if the policy and procedures in 
this manual are not followed or if the contract action is not approved or ratified by the Board.  
(Education Code §17604, Public Contract Code §20111, and §20118 et. seq.)   
 
School Principals, office administrators, Heads of Organizations and/or senior staff do not have 
delegated authority to sign contracts. 
 
D.   FORMAL COMPETITIVE BID LIMIT  
 
The California Department of Education annually adjusts the dollar threshold that triggers 
procurements that shall be competitively bid.  The threshold is applicable to supplies, 
equipment and general services (Public Contract Code §20111.d).  Historically, effective January 
1st of each year, the State Superintendent of Public Instruction will publish the annual increases 
for the bid threshold.   
 
Subsequently, the Superintendent is delegated the authority to adopt the adjusted dollar 
threshold for the procurement of supplies, equipment, and general and professional services.  
Although professional services are not subject to Public Contract Code §20111.d which require 
the competitive process, the Board has adopted a parallel threshold for competitive negotiation 
of professional services. 
 
The California Department of Education issues a letter annually which states the current 
competitive bid limit.  A web link to the letter is available on the PSD website 
(http://achieve.lausd.net/Page/5326). 
 

http://achieve.lausd.net/procurement
http://achieve.lausd.net/Page/5326
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