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6320 - PURCHASING 

Procurement of all supplies, materials, equipment, and services paid for from District funds shall be made in accordance 
with all applicable Federal and State statutes, Board policies, and administrative procedures. Standards of conduct 
covering conflicts of interest and governing the actions of its employees engaged in the selection, award, and 
administration of contracts are established in Policy 1130, Policy 3110, and Policy 4110 – Conflict of Interest. 

All procurement transactions shall be conducted in a manner that encourages full and open competition and in 
accordance with good administrative practice and sound business judgement. 

The purchasing objective of the Board of Education shall be to provide services, materials, and supplies which offer 
District personnel the most effective means to perform their tasks. The policy of the Board will be to acquire these at a 
minimum possible cost, but taking into consideration the best interests of the School District. The Superintendent or 
his/her designee shall serve as the purchasing agent for the school system. 

It is recognized that the Board does rely upon the Superintendent and his/her staff to administer the business operations 
of the schools. Because the Board cannot relinquish its responsibility and accountability as an agent of the State and the 
citizenry of the District, the following guidelines are established with regard to purchasing procedures: 

General Guidelines 

  

A.  In awarding purchases or contracts for services, the Superintendent of his/her designee shall consider the 
following: (1) price; (2) quality of product; (3) service, delivery, and maintenance of product; (4) suitability of 
product; (5) conformance to specifications; (6) past 
performance to the School District; and (7) vendor reliability. 

     

The Board is committed to fostering competition in an effort to retain the best-qualified contractors and 
ensuring that members of the general public are made aware of the District’s need to retain a party to perform 
services on its behalf. Therefore, prior to awarding a contract for services, the Superintendent or his/her 
designee, shall post a public notice of the need to contract on the District website for a minimum of five (5) 
working days unless the Superintendent determines that there is only a single source for the provider of said 
services. 

  
B.  The Board directs that all purchases from all funds under its control and responsibility be made after proper 

written documentation is secured to support such purchases, excluding purchases of a minor or emergency 
nature. 

  C.  The Board will have a fully operative purchase order system as a means of budgetary control. 

  D.  Vendor competition in purchasing shall be practiced whenever practical. 

  E.  All expenditures from the building and site fund shall be presented to the Board for approval before a 
commitment is made, except in emergency situations. 



  
F.  Sufficient amounts must have been budgeted in appropriate accounts and sufficient funds be available in said 

accounts, or line item transfer approval given by the Superintendent or Board according to transfer authority 
provided in the General Appropriations Act (budget) approved by the Board. 

  
G.  The Superintendent shall make available to the Board, upon request, the price quotations or competitive bids 

obtained from vendors for goods or services. These copies are to be retained by the Superintendent until the 
audit for a fiscal year has been formally accepted by the Board. 

  
H.  The lowest responsible bidder submitting a competitive price quotation or bid ordinarily shall be awarded the 

contract. However, the Board reserves the right to accept or reject any bid which it feels is in the best interest 
of the District and delegates this authority to those responsible for purchase not coming before the Board. 

Non-negotiatory Purchases 

Non-negotiatory purchases can be made when there is only one (1) practical supply source, provided the amount does 
not exceed bidding requirement limitations. 

Informal Quotations 

Informal quotation (verbal information of price on equal products or services), secured in person or by telephone, may be 
used in obtaining the many small purchases for routine supplies used by the School District. Purchases of goods costing 
$4,000 to more than the amount stipulated by statute utilizing informal or formal quotations will be subject to Board 
approval. 

Competitive Bids 

No purchases shall be made for goods in a single transaction costing more than the amount stipulated by statute or more 
unless competitive bids for those goods and services are obtained and the purchase is approved by the Board. 

Such bids shall be opened at a specific time and place as stated in the bid advertisement or in the invitation to bid. Bids 
may be opened by the Superintendent and/or his/her designee at the time and place as stated, and analyzed and brought 
to the Board at a regular or special meeting with recommendations. 

The Board shall have discretion in determining the responsibility of the bidders and generally shall award the contract to 
the lowest responsible bidder, provided specifications are fully met. The Board may also consider available services and 
delivery in determining the successful bidder. The Board may reject any or all bids. 

All bids received after the date and time specified shall be returned to the bidder unopened. Changes in the amount or 
condition of the bid will not be allowed once the bid has been received. 

Bid Protest 

A bidder who wishes to file a bid protest must file such notice and follow procedures prescribed by the Request For 
Proposals (RFP) or the individual bid specifications package, for resolution. Bid protests must be filed in writing with the 
Office of the Superintendent within seventy-two (72) hours of the opening of the bids in protest. 

Within five (5) days of receipt of a protest, the Superintendent shall review the protest as submitted and render a decision 
regarding the merits of the protest and any impact on the acceptance and rejection of bids submitted. Notice of the filing of 
a bid protest shall be communicated to the Board and shall be so noted in any subsequent recommendation for the 
acceptance of bids and awarding of contracts. 

Failure to file a notice of intent to protest, or failure to file a formal written protest within the time prescribed, shall 
constitute a waiver of proceedings 

 



Competitive Bids on Building Construction, Renovation, and Repairs 

Prior to commencing construction of a new building, or additions to or repair or renovation of an existing building costing 
more than the amount stipulated by statute or more, the Board shall obtain competitive bids on all material and labor to be 
required to complete the proposed construction, addition, repair or renovation. Repair work normally done by School 
District employees is expected from this bidding requirement. 

The Board shall advertise for bids once each week for two (2) successive weeks in a newspaper of general circulation in 
the area where the building or addition is to be constructed, or where the repair or renovation of the building is to take 
place. 

Bids shall be opened and examined by the Board at a public meeting. The Board may reject any or all bids, and shall 
readvertise in the event all bids are rejected, in the manner provided by law and this policy. 

Voluntary alternates submitted by bidders shall not be considered in determining low bids. However, such alternates may 
be negotiated after the successful bidder has been determined. 

Each bidder shall be required to file security with the Board, in the amount of five percent (5%) of the bid, conditioned to 
secure the School District from loss or damage by reason of the withdrawal of the bid or by failure of the bidder to enter a 
contract for performance if the bid is accepted by the Board. 

Emergency Purchases 

Emergency purchases may be made without using the quotations or bidding process. Such emergencies may arise as a 
result of an accident or other unforeseen occurrence which could affect the life, health, welfare, or safety of the School 
District's children or employees. 

The Board of Education authorizes the Superintendent and the Director of Finance to approve (and make) emergency 
purchases in the amount of $4,000 or more prior to approval by the Board. In this event, the Board will be notified as soon 
as possible. 

Purchasing Rules and Regulations 

The Superintendent shall develop the necessary rules and regulations to implement this policy, including requisition and 
approval procedures, verification of purchases, and verification that goods have been received in an acceptable condition 
and services performed in an acceptable manner. 

Purchasing Authority 

The Board of Education authorizes the Superintendent and the Director of Finance to approve (and make) expenditures in 
the amount of less than $4,000 to cover any single purchase order against a Board-approved budget. 

Local Purchasing 

It shall be the policy of this School District to purchase locally, provided goods and services of equal quality are available 
at competitive prices. 

Procurement – Federal Grants 

The Superintendent shall maintain a procurement and contract administration system in accordance with the U.S. 
Department of Education requirements for the administration and management of Federal grants and federally-funded 
programs. The District shall maintain a compliance system that requires contractors to perform in accordance with the 
terms, conditions, and specifications of their contracts or purchase orders. Except as otherwise noted, procurement 
transactions shall conform to the provisions of this policy and related administrative guidelines. 

M.C.L. 380.623a, 380.1267, 380.1274 et seq. 
34 C.F.R. 80.36 



Revised 11/8/95 
Revised 9/16/09 
Revised 2/17/16 

© Neola 2016 


