Policy: 4.12
Oak Brook Park District
Administrative Policies and Procedures

4.12 Purchasing Policy

Purpose:
This policy and procedure will define guidelines for the purchase of necessary goods and services for the
Park District.

GENERAL GUIDELINES

A.

Purchases totaling $999.99 or less will not require the issuance of a purchase order, with the
exception of any purchases to be carried-out with a District issued procurement card (“P-Card”),
where a purchase order must be created regardless of purchase amount, yet the purchase order
need not be created until after the monthly statement is received.” For further information
specific to the District’s P-Card program, refer to Section 4.11 Procurement Card Policy, which is
incorporated into this Purchasing Policy, by reference.

Purchases of $1,000.00 or more will require the creation of a purchase requisition and
subsequent issuance of a purchase order prior to the procurement of the goods and/or services.
Purchases $2, 000 or greater will require three quotes. A purchase requisition is a written request
to purchase goods and services and requires the appropriate approvals before a corresponding
purchase order can be issued. A purchase order authorizes the actual purchase of goods and/or
services on behalf of the district.

Purchases in excess of $30,000 are subject to additional procedures which are set forth in Section
4.4 Contracts — Policy for the Review, Approval and Execution of Contracts, which is incorporated
into this Purchasing Policy, by reference.

Purchases that are identified as “emergency” by the Executive Director are subject to additional
procedures which are set forth in Section 4.6 Emergency Expenditures Policy, which is
incorporated into this Purchasing Policy, by reference.

The appropriate vendor(s) may need to be contacted to obtain pricing and other pertinent
information so the employee (“requester”) may create the corresponding purchase requisition
using the District’s purchase order software module (“P.0. module”).

Employee access to the P.O. module may only be granted by the Chief Financial Officer or Finance
Manager in response to a written request from the appropriate supervisor.

Intentionally dividing a larger purchase into a series of smaller charges in an attempt to avoid
obtaining the required authorizations may result in disciplinary action or termination of
employment.

PROCEDURES FOR THE CREATION OF A PURCHASE REQUISITION/ORDER

A.

Once a requester has been granted access to the District’s P.O. module, he/she may create a
purchase requisition as follows:
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a. Requester shall log into the P.O. module and select “add” located in the Data Entry-
Purchase Order Entry menu;

b. A purchase requisition form will appear on the computer screen, containing numerous
fields that will need to be populated with information such as vendor number, name of
approving department, posting date, quantities, pricing, descriptions of the goods and
services being requested, as well as the appropriate general ledger accounts. The P.O.
module will automatically alert the requester if the requested purchase will result in an
“over budget” state to any of the general ledger accounts being used. Once the purchase
requisition has been finalized and saved, the corresponding supervisor will receive an
electronic notice that the requisition is awaiting his/her review and approval.

B. The supervisor shall review the purchase requisition for accuracy and completeness and may
approve it without further modifications, modify it before approving it, permanently cancel it, or
deny it and return it to the requester for additional modifications. If approved by the supervisor,
the Chief Financial Officer (C.F.O.) will receive an electronic notice that the requisition is awaiting
his/her review and approval.

C. The C.F.O. shall review the purchase requisition for accuracy and completeness and may approve
it without further modifications, modify it before approving it, permanently cancel it, or deny it
and return it to either the supervisor or requester for additional modifications. If the requisition
is approved by the C.F.O, the P.O. module will record the appropriate encumbrances and convert
the purchase requisition into a purchase order. An email notice will subsequently be sent to the
requester alerting him/her that a purchase order has been created, which provides confirmation
that the requested purchase of goods and/or services has been approved.

D. When warranted, the requester shall provide the vendor or service provider with a copy of the
purchase order document which contains the details of the approved purchase, as well as
language concerning the district’s terms and conditions and the lllinois Prevailing Wage Act. See
Exhibit “A” for a sample of a completed purchase order.

Approved by Board of Commissioners October 18, 2010, June 20, 2022
Revisions approved August 15, 2016, January 17, 2016, April 19, 2021, and June 20, 2022.
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