BUYQ  |  SCHOOL PROCUREMENT HEALTH CHECK
School Procurement Health Check
A 10-question checklist for Finance and Operations leaders
Use this checklist with Finance, Operations, purchasing, and campus leaders to identify what is clear, what needs follow-up, and where a closer look may help.
	CLEAR  We can answer confidently and locate supporting information.
	PARTLY CLEAR  We have an answer, but it takes effort to verify or depends on one person.
	UNCLEAR  We do not have a consistent answer.



	#
	Question
	Clear
	Partly
Clear
	Unclear
	Notes / evidence

	1
	Do we know where our money is going?
	□
	□
	□
	

	2
	Are we paying the right price for routine purchases?
	□
	□
	□
	

	3
	Is the purchasing process consistent across campuses?
	□
	□
	□
	

	4
	Do we have more vendors than we need?
	□
	□
	□
	

	5
	Could we explain the process to a new board member?
	□
	□
	□
	

	6
	Do we know which contracts are renewing?
	□
	□
	□
	

	7
	Is procurement ownership clear?
	□
	□
	□
	

	8
	Would the process work if a key employee left?
	□
	□
	□
	

	9
	Could we explain how a vendor was selected?
	□
	□
	□
	

	10
	Does the process support where the school is going?
	□
	□
	□
	


Keep in mind: spending by category and campus; vendor and contract records; renewal dates; approval requirements; vendor-selection documentation; ownership; and written processes that do not depend on one employee.


Turn the Review Into Action
Use the prompts below to agree on one practical next step.
	What is working well?
___________________________________________
___________________________________________
___________________________________________
	Where do we need greater clarity?
___________________________________________
___________________________________________
___________________________________________

	What information do we need to find?
___________________________________________
___________________________________________
___________________________________________
	Who should join the next conversation?
___________________________________________
___________________________________________
___________________________________________



	Choose the First Priority
The first area we will address is:
_______________________________
Why this matters now:
_______________________________



	Next step
	Owner
	Target date

	

	

	



Follow-up date: ____________________________
	A note about the results
Several Partly Clear or Unclear answers do not automatically mean the school needs a new system, policy, or vendor. The answers simply show where more visibility, documentation, or discussion may help.
	Need help taking a closer look?
BuyQ can help your team review the results and identify practical next steps.

TALK TO OUR TEAM


A practical worksheet for charter and private school leaders




