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Introduction  

This guide provides a general overview of using cooperative contracts at Portland 
Public Schools. 

A cooperative contract is a contract resulting from a formal solicitation process by 
another government agency or cooperative procurement group that we are able 
to use. 

Cooperative Contract Benefits 

Cooperative contracts save time and reduce administrative burden.  Instead of 
doing our own solicitation, which may take approximately three months to 
complete, we are able to tap into solicitation and contract negotiation work done 
by others. 

Cooperative contracts cover a wide variety of common goods and services.  When 
utilizing a cooperative contract, you are able to “shop” contract options available 
to find goods or services at the best value to the District.  School supplies, 
furniture, and repair services are just a few examples of goods and services we 
purchasing using cooperative contracts. 

Considerations When Using a Cooperative Contract 

Suitability.  Carefully read the solicitation, the vendor's response to the 
solicitation, and the resulting contract to ensure it meets your needs in terms of 
price and scope of services required.  Typically, no material changes can be made 
to a cooperative contract.  Failure to read contract documents may result in use 
of an inadequate contract that does not fully meet your needs. 

Term.   You will want to be aware of the end date of the cooperative contract and 
consider if this meets your needs. For instance, if your contracting needs span five 
years and the cooperative contract is only valid for one year, it is likely  not a good 
fit. 
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Board Approval.  Like other contracts at Portland Public Schools, if the 
anticipated spend of a cooperative contract exceeds $150,000, Board approval is 
required. 

Public Notices.  Depending on the cooperative contract type and the anticipated 
spend, a public notice with a seven day public comment period may be required. 

Cooperative Contract Drawbacks (and how to mitigate them) 

Terms and Conditions. When using a cooperative contract, the contract’s terms 
and conditions take precedence over our own and often completely replace them.  
This leaves you with limited ability to negotiate contract details such as price or 
services. 

Mitigation tactic:  Perform a complete review of the solicitation and contract to 
ensure it is a good fit for your needs. 

Failed Contracting Relationships. We are at the mercy of the government agency 
or cooperative procurement group and the supplier’s relationship.  During the 
course of the contract, the parties’ relationship may falter.  A cooperative 
contract’s abrupt cancellation leaves us without a contract in place for needed 
goods or services. 

Mitigation tactic:  Maintain contact with both the supplier and the government 
agency or cooperative procurement group during your use of a cooperative 
contract.  It is also wise to have a backup plan in place. 

Requesting Approval to Use a Cooperative Contract  

PPS Public Contracting Rules require that any cooperative contract we use must 
be the result of a solicitation process substantially similar to our own.  In order to 
address this requirement, we have developed a cooperative contract review 
process. 
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To initiate the review process, download and complete the Cooperative Contract 
Approval Form (here:  https://www.pps.net/Page/1397), obtain the required 
documentation, and e-mail it to Purchasing at purchasing@pps.net. 

How to Purchase Off Of Cooperative Contracts 
Purchase Orders 

Purchase orders are recommended when using cooperative contracts.  A standard 
purchase order is used where specificity and line item detail is required (e.g., for 
the purchase of furniture which includes a variety of options including color and 
style).  A blanket purchase order is used when purchases are being made for a 
variety of standard materials such as tools or parts.  When using a blanket 
purchase order, the Accounts Payable department will require you to authorize 
each invoice. 

Specific language is required on purchase orders when using a cooperative 
contract.  This language notifies the vendor that our purchases are pursuant to 
the terms and prices in the cooperative contract we’re using.  Please see our 
instructions on Documenting Competition in PeopleSoft Purchase Orders (here:  
https://www.pps.net/Page/1888). 

 
Other Methods 

Cooperative contracts may allow Portland Public Schools and the vendor to enter 
into our own contract.  This typically occurs when scope of services or specificity 
for services is required, as in the cases of consultant or leasing services.  If you 
think a separate agreement is in the District’s best interest due to the complexity 
of goods or services provided, please let us know when submitting your 
Cooperative Contract Approval Form. 

Additional Resources 

Purchasing & Contracting’s Cooperative Contracts website (including Cooperative 
Procurement Groups the District has worked with in the past):  
https://www.pps.net/Page/1873 

https://www.pps.net/Page/1397
mailto:purchasing@pps.net
https://www.pps.net/Page/1888
https://www.pps.net/Page/1873
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Cooperative Contracts Approved for PPS Use (Note: Please reach out to 
Purchasing & Contracting if you wish to use a contract you see here):  
https://www.pps.net/Page/2191  

Contact Us 

Our hope is that you will find many answers to cooperative contracting questions 
in this guide.  If you need additional guidance, feel free to contact us. 

Department Address 

Portland Public Schools 
Purchasing & Contracting 
501 N Dixon Street, Suite 264 
Portland, OR  97227 

Department Contact Information 

Purchasing:  503.916.3441 
Email:  purchasing@pps.net 

 

https://www.pps.net/Page/2191
http://www.pps.k12.or.us/departments/purchasing-contracting/4170.htm
mailto:purchasing@pps.net

