


TAX 
 
The District is exempt from federal excise 
tax, but pays sales and use taxes when 
applicable. 

 
GIFTS AND GRATUITIES 

 
Livermore Unified School District maintains 
a strict policy prohibiting the acceptance by 
its employees of gifts and/or gratuities from 
any supplier or potential supplier. 

 
METHODS OF PROCUREMENT 

 
The following methods of purchasing are 
available: 

 
OPEN PURCHASE ORDERS 

 
An open purchase order allows a vendor to 
sell goods to the District on an as-needed 
basis at specific prices or under a specific 
pricing arrangement, for a specified period of 
time. 

 
PURCHASES FOR SUPPLIES & EQUIPMENT 

 
Purchase of like supplies & equipment 
totaling over ($10,000 for Maintenance Dept; 
may require competitive quotations). 
Quotations may be submitted to the 
Purchasing Dept. in person, by mail, or by 
facsimile transmission. 

 
PURCHASES $114,500 AND OVER 

 
For purchases of any item  or  group  of  like 
items totaling  $114,500  or  over, formal bids 
are  required.  Formal  bids must be sealed 
and may be submitted in person or by mail.  
Formal  bids  cannot   be submitted via 
telephone, E-mail or facsimile. 

ACTING WITHOUT A PURCHASE 
ORDER NUMBER 

 
All purchases charged to the District require 
a purchase order. If an individual calls you 
and attempts to place an order without a 
District purchase order number, you are 
cautioned to request an authorized purchase 
order number and obtain the name and 
department of the  individual. The purchase 
order number is vital to doing business with 
the District. It is your insurance that you will 
be paid. 

 
EXCEPTION: There may be times during an 
emergency when an order must be placed 
after hours or on weekends. Be assured that 
true emergency purchases at such times 
without purchase order numbers will be 
approved. Be sure to obtain the individual’s 
name and department and request 
identification if the order is placed in person. 
Department personnel are instructed to 
obtain a purchase order the following 
workday. The employee who placed the 
order will contact you with an authorized 
purchase order number. 
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