
The School District of Palm Beach County 

Best Practices for Contract and Purchase Order Management 

 

The School District of Palm Beach County is the 10th largest K-12 school 

district in the US and the 5th largest in Florida. It encompasses 180 schools, 

serving over 189,000 students who collectively speak 150 languages and 

dialects. The District also offers 335 Career Academies and Choice Programs, 

as well as 28 adult and community education school sites to meet the needs 

of a district of this scale.  

 

With a workforce of 22,801 employees, including more than 13,003 teachers, 

the District operates with an annual budget of $2.9 billion.  

 

School Board Policy 6.14 governs the purchase of commodities and 

contractual services for the School Board through competitive solicitation and 

aims to protect the integrity of the contract award and procurement process, 

promote fair competition, inspire public confidence in the acquisition process 

and obtain the maximum value and quality when expending public dollars for 

a public purpose.  

Oversight of acquisitions is achieved through delegated authority relating to 

the purchase of commodities and 119 contractual services for the School 

District in compliance with applicable federal and state laws, Florida State 

Board of Education Rules, School Board Policies, and administrative rules, 

procedures, and guidelines. 

Currently the Purchasing Department manages 1,664 active contracts and 

processes a yearly average of 78,000 purchase orders. To ensure that 

contractual amounts do not exceed the approved limits, the Purchasing 

Department in collaboration with ERP, developed the following process to 

ensure Contract spend compliance.   

 

Step 1: Tabulation Approval 

 

• The process begins when a tabulation (or summary of bids) is 

prepared. Depending on the dollar threshold, the tabulation is either 

signed directly by the Director of Purchasing, the Chief Financial 

Officer, the Superintendent or Board approval depending on the 

threshold amount.   
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Step 2: Data Entry into PeopleSoft Workbook 

• Once the tabulation is approved, the Purchasing Agent enters the necessary 

details including SBE information into the PeopleSoft (integrated ERP 

System) workbook to initiate the procurement process for tracking contract 

spend.   

 

  



Step 3: Workbook Verification and Upload 

• A designated Purchasing Department staff member conducts a review of the 

PeopleSoft workbook to ensure accuracy. Upon verification, the workbook is 

entered into PeopleSoft. 

 

  



Step 4: Requisition to Purchase Order (PO) Conversion 

• When requisitions are received, the Purchasing agent creates a purchase 

order (PO) in the PeopleSoft system. During this process, the appropriate 

contract reference for each line item on the PO is added, linking it directly to 

the corresponding PeopleSoft contract as shown in Step 3. 

 

The following information is included on the face of the Purchase Order and is 

provided as information as it routes through the approval process.   

Subject to Terms and Conditions of Bid 25C-11C  

The not to exceed amount of this purchase order is $80,000 

Orders placed prior to Purchase Order expiration date may be completed but 

initiation of new work or purchase of additional goods or services after Purchase 

Order expiration date will not be honored.   

All invoices are subject to audit upon receipt. 

Invoices must be itemized. 

Term of Contract January 1, 2025 through December 31, 2025  



Step 5: Contract Deduction 

• Each time a purchase order is processed, the system automatically deducts 

the corresponding amount from the PeopleSoft contract, tracking the 

remaining funds in real time. 

 

  



Step 6: Monitoring Contract Balance 

• Purchasing Agents are equipped with work centers that enables them to 

monitor the status of their contracts. If a contract balance drops below 40%, 

an alert is triggered and emailed to the Purchasing agent with the following 

information. 

Alerts - PB_CONTRACT_40_PERCENT_ALERT 

Explanation: 
Contract 25C-11C.A-1 for GOMEZ AND SON FENCE is under 40 

percent with an Exp. Date 2025-12-31. 

When this prompt is delivered, the information automatically integrates the 

information into the Buyers work center, prompting the Purchasing agent to assess 

whether approval of additional funds is needed.  

•  



Furthermore, if a Purchasing Agent attempts to process a purchase order that 

exceeds the approved contract amount, a notification will alert them that the 

purchase order amount surpasses the contract limit, preventing the purchase order 

from proceeding.  

Benefits: 

• Ensures smooth integration between requisitions, purchase orders, and 

contracts. 

• Eliminates the risk of over-expenditure by proactively monitoring contract 

balances.  

• Ensures accuracy and compliance with organizational procurement policies. 

This process reflects the organization's commitment to effective contract 

management and transparent procurement, promoting optimal resource utilization 

and timely funding adjustments.  

 


