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5C 

DESCRIPTION 

Develop a consolidated Purchasing Department with two 
or more staff members available and trained in each 
area to maintain service. 
Develop procedures so that travel card changes are paid 
before the due date each month. 
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9 

10 

PRIORITY FUNCTION 

···········FINANCE 

1 

STATUS 

100% 

100% 

PERSON 

Lori Tudor 

Mark Youngsl 
Kent Morrison 

BUDGET 

$0.00 

$0.00 

START ' COMPLETE 

Fri12/14i07· Fri 12/14/07 

Fri 12/14107 Fri 12/14/07 

Comments 

I·· 

4 

.. 
5 

6 

12A 

12A 
cont 
12B 

Identify the best combination of price and discount for 
high quanbty and high cost items for the award of the 
contract(s) to only one or a few primary vendors, in 
addition to the contract awards to secondary vendors, if 
needed, for items that are not 

available from the primary vendor(s). 

Consider a line-item contract award as another option for 
a multiple-vendor award. 

11 

11 

11 

1 

1 

1 

100% 

100% 

100% 

Lori Tudor 

Lori Tudor 

$0.00 

$0.00 

$0.00 

Fri 12/14/07 

Fri 12/14/07 

Fri 12/14/07 

Fri 12/14/07 

Fri 12/14/07 

Fri 12/14/07 

8 

9 

26 

3A 

3B 

Examine all practices to develop user-friendly materials 
and methods of operation. Be open to vendors and 
staff. 
Modify CH Local Policy. 

Establish a local policy for emergency purchases. 

13 

10 

10 

1 

2 

2 

100% 

100% 

100% 

Lori Tudor 

Lori Tudorl 
Mark Youngs 

Lori Tudor 

$0.00 

$0.00 

$000 

Fri 12/14/07 

Fri 5/30108 

Fri 5/30108 

Fri 12/14/07 

Fri 5/30108 

Fri 5/30108 

10 3C Establish criteria for payments not requiring a purchase 
order. This should include a CH Regulation rather than 
board adopted policy for administrative flexibility. 

10 2 100% Lori Tudorl 
Mark Youngs 

$0.00 Fri 5/30108 Fri 5/30108 

11 

12 

··14 

4 

5A 

5B 

6 

Develop clear administrative regulations and procedures 
regarding travel and communicate to staff so they can 
clearly identify the process to be followed and the 
options available 
In developing the District's administrative regulations and 
procedures, the process for submitting all required travel 
documentation and the timeline for such must be clearly 
stated. 
Develop and implement a travel folio. 

Develop Administrative Regulations for all areas of 
purchasing to supplement Board policy. 

10 

10 

10 

10 

2 

2 

2 

2 

100% 

100% 

100% 

100% 

Lori Tudor 

Lori Tudorl 
Mark Youngs 

Lori Tudor 

Lori Tudor 

$0.00 

$0.00 

$0.00 

$0.00 

Fri 5/30108 

Fri 5/30108 

Fri 5/30108 

Fri 5/30108 

Fri 5/30108 

Fri 5/30108 

Fri 5/30108 

Fri 5/30108 

15 

16 

lOA 

lOB 

Assess opportunities for cost reductions by competitive 
procurement prior to the end of the contract term when 
the original contract was awarded to the only offer, 
proposal or bid. 
Develop procedures to ensure that bids and proposals 
are not written in a way that limits competition. 

10 

11 

2 

2 

100% 

100% 

Lori Tudor 

Lori Tudor 

$000 

$0.00 

Fri 5/30108 

Fri 5/30108 

Fri 5/30108 

Fri 5/30108 

17 11 Review with legal counsel the use of the clause "Keller 
Independent School District reserves the right to add 
vendors at any time during the contract term on an 'as 
needed' basis for a one-step procurement process (for 
non-construction contracts) under 

11 2 100% Lori Tudorl 
Mark Youngs 

$0.00 Fri 5/30108 Fri 5/30108 
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ID# : DESCRIPTION PAGE PRIORITY: FUNCTION STATUS i PERSON BUDGET ' START COMPLETE Comments : 

7 

8 

9 

". 

Change nomenclature in Purchasing to reflect a list of 
vendors identified as District contractors. 
Organize procurement records consistently in multiple 
partition file folders. 
Aggressively negotiate the deletion of certain contractual 
terms that do not fit the relatively low-risk environment of 
business arrangements with a public school system. 

10 

10 

10 

:3 

3 

3 

100% 

100% 

100% 

Lori Tudor 

Lori Tudor 

Lori Tudor 

$0.00 

$0.00 

$000 

Fri8/29/08 

Fri 8/29/08 

Fri 8/29/08 

Fri 8/29/08 

Fri 8/29/08 

Fri 8/29/08 

17 

18 

Develop and implement a commodity coding system 
using Pentamation. 
Activate the financial accounting software options 
controlling these functions to benefit greater efficiencies 
in Warehouse and Purchasing processes. 

11 

12 

3 

3 

100% 

100% 

Lori Tudor 

Lori Tudor 

$0.00 

$0.00 

Fri 8/29/08 

Fri 8/29/08 

Fri 8/29/08 

Fri 8/29/08 

No 

No 

21 Consider the following two options for streamlining the 
use of department store cards. 1. Consider 
implementing a procedure similar to Kroger's and Sam's 
Club for Wal-Mart. 2. Consider implementing a 
procurement card for this function. These cards 

12 3 100% Lori Tudor $000 Fri 8/29/08 Fri 8/29/08 No 

21 cont could be limited for use only at specified retailers. Card 
programs allow for either limited transation amounts or 
declining balance cards. This would allow for 
reconciliation of one vendor account rather than 
separate accounts for Sam's Wal-Mart, and 

12 3 100% $0.00 Fri 8/29/08 Fri 8/29/08 No 

21 cont	 Kroger's. The new Procurement Card programs allow 12 3 100% $0.00 Fri 8/29/08 Fri 8/29/08 No 
interface with a school district's finance system to allow 
for immediate encumbering of expenditures. 

22	 Consider allowing campuses to transfer funds between 12 3 0% Mark Youngs! $0.00 Fri 8/29/08 Mon 12/1/08 Roll to 
object codes through the Pentamation system rather Kent Morrison 2008-2009 
than using paper forms. school year 

27	 Establish basic in-service training for secretaries and 13 3 100% Lori Tudor $0.00 Fri 8/29/08 Fri 8/29/08 Lori Tudor 
bookkeepers prior to the start of school in addition to on Secretary 
training covering changes in internal operating Meeting 

. procedures for purchasing and warehousing. Additionaly Planning 
all principals and their bookkeepers/ Committee 

27 cont	 secretaries should receive two hours of training every 13 3 100% $0.00 Fri 8/29/08 Fri 8/29/08 
other year on purchasing law and policy and two hours of 
training in general accounting principles used by school 
districts. Bookkeepers/secretaries should receive an 
annual update on proper 

27 cont procedures for activity fund accounting and fixed asset 13 3 100% $0.00 Fri 8/29/08 Fri 8/29/08 
accounting on the website. 

1 The District should consider having the Director of 9 1 FINANCE 100% Mark Youngs $0.00 Fri 12/14/07 Fri 12/14/07 
Purchasing report to the Deputy Superintendent. 
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