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DATE: 

TO: 

FROM: 

RE: 

BUSINESS SERVICES 

5735 47th Avenue• Sacramento, CA 95824

Lisa Allen, Interim Superintendent 
Janea Marking, Chief Business and Operations Officer 

2024-25 NO. BS 28 

February 22, 2024

All Principals, Administrators, Admin Assistants, and Office Managers

Janea Marking, Chief Business and Operations Offic�

Contract Procedure Update

The purpose of this bulletin is to provide an update and clarification on the procedures 
and requirements for the authorization of contracts and agreements with third parties for
services. Please note that the responsibility to manage a contract, to ensure its compliant
processing, to communicate with the vendor, to transmit invoices, to ensure all 
documentation is on file, and to oversee that procedures are met - all rests with the 
department or site. 

At the December 14, 2023 Board Meeting, Business Services provided information on
the Contract Procedures Audit conducted by Dannis Woliver Kelly (DWK). DWK 
reviewed the district's purchasing procedures to ensure compliance and success using 
best practices and policies to implement adequate controls. The Purchasing Team has 
imple�ented procedures as recommended by DWK. 

To avoid any interruption in service and ensure payment(s) are processed in a timely
manner, below are a few important reminders: 

1. Cease all services that are not operating with an approved Purchase Order (PO)
and do not allow services to begin without a PO 

2. Vendors may not perform work that is assigned to a bargaining unit without 
approval from HR first 

3. When providing approved services, vendors must document evidence of meeting
all district minimum thresholds for the work to be performed 

• This includes insurance, fingerprinting, and background checks 
4. Only the Business Services department may legally endorse and approve such

contracts and agreements, which are subject to additional review by internal 
departments and the Board of Education. 

5. Approval is not guaranteed; services may not be rendered prior to obtaining
approval, executing a contract, and receiving a purchase order. 

6. All Service Agreement (SA) requisitions are approved online, in Escape, by
assigned approvers. 
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           Friendly reminder from Business Services regarding Approval of Consultants & Other Contracted Services 

To our Staff,  

      The purpose of this communication is to remind Principals and Department Administrators 

/pod/contracts-process
mailto:support@scusd.edu
http://www.scusd.edu/contracts-department



