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Memorandum No. 004-2008-09

To: Superintendents, School Business Officials

From: Superintendent of Public Instruction Susan Castillo

Re: Delegation of Approval Authority

The Deputy Superintendent has authority to sign for me for all official functions excluding expenditure authority.  In accordance with Oregon Revised Statute 279A.075, and Oregon Administrative Rule 125-246-0170 (2), I name and appoint:

Lillie Gray
as the Agency Designated Procurement Officer, as defined in Oregon Administrative Rule 125-246-0100 (42).  

The Designated Procurement Officer has the overall duties and responsibilities for Procurement activities as described in OAR 125-246-0170 (5):

(a) Serve as the exclusive supervisor and manager of the Authorized Agency's Procurement system;

(b) Conduct, supervise and manage Procurement for the Authorized Agency in accordance with the Code and these Rules, except for those Procurements conducted by a delegate to whom the Designated Procurement Officer has delegated procurement authority;

(c) Prepare or monitor the use of Specifications for all Procurements of the Authorized Agency;

(d) Issue Solicitations and implement other non-Solicitation methods, only as authorized pursuant to this Rule, for all Procurements of the Authorized Agency; 

(e) Award and execute Contracts only as authorized pursuant to this Rule; 

(f) Comply with the reporting requirements of the Code, these Rules, and Department policies. 

(g) Monitor sourcing decisions, Procurements, development of Contracts, awarded Contracts, Contract compliance, spend, delegations, Special Procurements and exemptions. Monitoring Contract development, awards, and compliance applies to all delegations and sub delegations; 

(h) Based upon the monitoring described in Subsection (5)(g), determine opportunities, establish targets, and utilize methods pursuant to ORS 279A.200 through 279A.220 and 279B.055 through 279B.085 to optimize savings consistent with strategic sourcing. 

I expect all approval officials to understand the responsibility of accepting approval authority (see Meaning of Approval).  Delegation of signing authority must be in writing and must be posted in readily visible location within the workspace of each designee.  The delegated signing authority must include the amount and type of authorization.  

Meaning of Approval

· The signature of the approving official means that the official has confirmed that adequate funds are available within existing budgetary authority (appropriation/limitation),

· this is an appropriate and authorized expenditure of Department resources,

· personal financial liability could be assessed if later determined to be an inappropriate expenditure and,

· the person authorizing the expenditure or obligation for funds is authorized to do so per this delegation memorandum.

Accepting responsibility for expenditure approval means:

· The Department’s priorities have been taken into consideration in making this expenditure.

· I am fully responsible for the expenditures or encumbrances for which I sign.

· This is a legal obligation for the State to incur and complies with statute and policy.

· This obligation is a responsible and appropriate use of these funds for the Department and State as a whole. 

· The goods or services have been received at full value and were as requested.

· There are adequate budget resources available now to incur this obligation.

Delegation of Contract Authority

1.   ODE receives certain authority to enter in to contracts from DAS as specified in ORS 279 and OAR 125.  

2. The authority to approve a request for a contract shall be in accordance with the Contract Request Authority Table below, as referred to in this memorandum.   

	Type of Contract
	Requesting Officials

	Trade or Personal Services Contracts (PSK)
	<$75,000
	<$250,000
	>$250,000

	
	Director or other Management Service staff as delegated in writing by Asst. Supt.
	Assistant Superintendent
	Deputy Superintendent, and
Designated Procurement Officer

	Interagency or Intergovernmental Contracts (IGA)
	<$100,000
	<$1,000,000
	>$1,000,000

	
	Director or other Management Service staff as delegated in writing by Asst. Supt.
	Assistant Superintendent
	Deputy Superintendent, and
Designated Procurement Officer


3. Specific Delegations by Contract Activity:

	Contract Activity
	Description
	Authority

	Solicitation/Addenda 
	
	Released according to the Contract Request Authority Table

	Ratification & Reinstatements
	
	Designated Procurement Officer or Designee

	Award/Amendment Contract Award (signing)
	
	Designated Procurement Officer or Designee

	Contract Administration
	Contract Administrator to maintain contract file, work with Contractor, verify performance of work or deliverables and certify invoice payments.  Not specific to any classification, and may be duties of any level of staff, Classified, Management or Executive.
	Program Manager must appoint Contract Administrator.

Program Manager must be: 

1.  Executive or Management Service; 

2.  Responsible for the funds authorized in the contract.

	Selection Panel Contract Award
	Authority will select a panel of at least 3 members. 

(For Contracts above $100,000 there will be one member on the Panel from the Procurement Services.)


	According to the Contract Request Authority Table

	Negotiation of Statement of Work/Price Contract Award 
	Authority must personally negotiate with Contractor for Statement of Work and Price. 


	According to the Contract Request Authority Table

(Contracts over $75,000 must be negotiated with assistance and approval of Procurement Services.)



	Termination
	All communications/activities related to termination of contracts or agreements.
	Designated Procurement Officer or Designee

	Certification of contract services and deliverables
	Certify receipt of contract services and deliverables
	Contract Administrator

	Contract Invoice Approval
	Signing and approving contract invoices for payment
	Contract Administrator and Procurement Officer

	Sole Source Approval


	As required by

OAR 125-247-0275 (4)(d)
	Designated Procurement Officer or DAS State Procurement Office

	Declaration of Procurement Emergency
	As defined in 

OAR 125-246-0110 (56)
	Designated Procurement Officer


