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PURCHASING – BIDDING

The board supports economic development in Iowa, particularly in the school district community. As
permitted by law, purchasing preference will be given to Iowa goods and services from locally-owned
businesses located within the school district or Iowa based companies if the cost and other considerations
are relatively equal and meet the required specifications. However, when spending federal Child Nutrition
Funds, geographical preference is allowed only for unprocessed agricultural food items as a part of
response evaluation. Other statutory purchasing preferences will be applied as provided by law, including
goals with regard to procurement from certified targeted small businesses, minority-owned businesses,
and female-owned businesses.

Prior to August 15 of each year and after analyzing the school district's anticipated procurement level
for the current fiscal year, the school board will set a goal of ten percent of the anticipated procurement
level to be purchased from certified targeted small businesses. In determining the procurement level, the
cost of utilities (heat, electricity, telephone and natural gas) and employees' costs will not be included.
After the goal has been established, the superintendent will file the required Targeted Small Business
Procurement form with the Department of Education by August 15.

By July 31 of each year, the superintendent will file a report with the Department of Education outlining
purchases of goods and services from targeted small businesses for the previous fiscal year.

The school board and superintendent will encourage targeted small businesses which are not certified
with the Department of Inspections and Appeals to become certified targeted small businesses.

Goods and Services

The board shall enter into goods and services contract(s) as the board deems to be in the best interest of
the school district. It shall be the responsibility of the superintendent to approve purchases, except those
requiring board approval as described below or as provided by in law. The superintendent may coordinate
and combine purchases with other governmental bodies to take advantage of volume price breaks. Joint
purchases with other political subdivisions will be considered in the purchase of equipment, accessories,
or attachments with an estimated cost of $50,000 or more.

Purchases for goods and services shall conform to the following:
● The superintendent shall have the authority to authorize purchases without prior board approval

and without a competitive request for proposals, quotations, or bids for goods and services up to
$25,000.

● For goods and services costing at least $25,000 and up to $55,000, the superintendent shall
receive proposals, quotations, or bids for the goods and services to be purchased prior to board
approval. The quotation process may be informal, and include written or unwritten quotations.

● For goods and services exceeding $55,000, the competitive request for proposal (RFP) or
competitive bid process shall be used and received prior to board approval. RFPs and bids are
formal, written submissions via sealed process.

● Sealed bid process for goods and services exceeding $135,000.

In the event that only one quotation or bid is submitted, the board may proceed if the quotation or bid
meets the contract award specifications.



The contract award may be based on several cost considerations including, but not limited to the
following:

● The cost of the goods and services being purchased;
● Availability of service and/or repair;
● The targeted small business procurement goal and other statutory purchasing preferences;

and
● Other factors deemed relevant by the board.

The board may elect to exempt certain professional services contracts from the thresholds and
procedures outlined above.

The thresholds and procedures related to purchases of goods and services do not apply to public
improvement projects.

Public Improvements

The board shall enter into public improvement contract(s) as the board deems to be in the best
interest of the school district. ‘Public improvement’ means “a building or construction work which
is constructed under the control of a governmental entity and for which either of the following
applies: (1) has been paid for in whole or in part with funds of the governmental entity; (2) a
commitment has been made prior to construction by the governmental entity to pay for the building
or construction work in whole or in part with funds of the governmental entity. This includes a
building or improvement constructed or operated jointly with any public or private agency.”

The district shall follow all requirements, timelines, and processes detailed in Iowa law related to
public improvement projects. The thresholds regarding when competitive bidding or competitive
quotations is required will be followed. Competitive bidding is required for public improvement
contracts exceeding the minimum threshold stated in law. Competitive quotations are required for
public improvement projects that exceed the minimum threshold amount stated in law, but do not
exceed the minimum set for competitive bidding. The board shall approve competitive bids and
competitive quotes. If the total cost of the public improvement does not warrant either competitive
bidding or competitive quotations, the district may nevertheless proceed with either of these
processes, if it so chooses.

The award of all contracts for the public improvement shall be awarded to the lowest responsive,
responsible bidder. In the event of an emergency requiring repairs to a school district facility that
exceed bidding and quotation thresholds, please refer  to IASB sample policy 802.3 – Emergency
Repairs.

The district shall comply with all federal and state laws and regulations required for procurement,
including the selection and evaluation of contractors.  The superintendent or designee is responsible
for developing an administrative process to implement this policy, including, but not limited to,
procedures related to suspension and debarment for transactions subject to those requirements.



Legal Reference: Iowa Code §§ 26; 28E; 72.3; 73; 73A; 285; 297; 301.
261 I.A.C. 54.
281 I.A.C. 43.25.

Cross Reference: 705 Expenditures
801.4 Site Acquisition
802 Maintenance, Operation and Management
802.3 Emergency Repairs
803 Selling and Leasing

Approved June 17, 2020                   Reviewed                   Revised
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SUSPENSION AND DEBARMENT OF VENDORS AND CONTRACTORS PROCEDURE

In connection with transactions subject to federal suspension and debarment requirements, the district is generally
prohibited from entering into transactions with parties that are debarred, suspended, or otherwise excluded from or
ineligible for participation in federal assistance programs or activities.

When soliciting bids or otherwise preparing to enter into such a transaction, the superintendent or designee shall use at
least one of the following verification methods to ensure that any parties to the transaction are not suspended or
debarred prior to committing to any sub-award, purchase, or contract:

(1) Obtaining a certification of a party’s compliance with the federal suspension and debarment requirements in
connection with any application, bid, or proposal;

(2) Requiring compliance with the federal suspension and debarment requirements as an express condition of any
sub-award, purchase, or contract in question; or

(3) Prior to committing to any sub-award, purchase, or contract, check the online Federal System for Award
Management at https://sam.gov/portal/SAM/##11 to determine whether the relevant party is subject to any
suspension or debarment restrictions.

Approved June 17, 2020      _________ Reviewed   __________ Revised    ___________

https://sam.gov/portal/SAM/##11
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PAYMENT FOR GOODS AND SERVICES

The board authorizes the issuance payment of claims against the school district for goods and services.  The board
will allow the payment after the goods and services have been received and accepted in compliance with board
policy.
The board will approve payment for the bills at the board’s regular board meeting.

The secretary will determine to the secretary's satisfaction that the claims presented to the board are in order and are
legitimate expenses of the school district.  It is the responsibility of the secretary to bring claims to the board.

The board president and board secretary may sign warrants by use of a signature plate or rubber stamp.  If the board
president is unavailable to personally sign warrants, the vice president may sign warrants on behalf of the president.

It is the responsibility of the superintendent to develop the administrative regulations regarding this policy.

NOTE:  The board may delegate payment of verified bills to the board secretary who can then pay upon approval
of the superintendent.  Should the board delegate this responsibility, the board must still approve the payment at
the board’s next regular board meeting.  Or, the board can maintain the responsibility for reviewing the bills
before payment.    For more detailed discussion of this issue, see IASB's Policy Primer, Vol. 19 #5- May 24, 2006.

Legal Reference: Love v. City of Des Moines, 210 Iowa 90, 230 N.W. 373 (1930).
Iowa Code §§ 279.8, .29, .30, .36; 291.12; 721.2(5).
281 I.A.C. 12.3(1).

Cross Reference: 705 Expenditures

Approved June 17, 2020                   Reviewed                 Revised                   
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EXPENDITURES FOR A PUBLIC PURPOSE

The board recognizes that school district funds are public funds, and as such, should be used to further a public
purpose and the overall educational mission of the school community.  The district is committed to managing and
spending public funds in a transparent and responsible manner.  Prior to making a purchase with public funds, an
individual should be comfortable defending the purchase/reimbursement to the taxpayers in the district.  If the
individual is uncomfortable doing so, the purchase may not fulfill a public purpose and additional guidance should be
sought before the purchase is made.

Individuals who have concerns about the public purpose of a purchase or reimbursement should utilize the district’s
Internal Controls policy and regulation as a resource for questioning a purchase.  Concerns should be reported to the
superintendent and/or the board president.

The superintendent shall develop a process for approving expenditures of public funds.  The board will review
expenditures and applicable reports as necessary to ensure proper oversight of the use of public funds.  To the extent
possible, expenditures shall be pre-Approved June 17, 2020 by the district prior to expending the funds.  Purchases of
food and refreshment for district staff, even within the district, should comply with the district’s Employee Travel
Compensation policy, and all other applicable policies. All purchases/reimbursements shall comply with applicable
laws, board policies and district accounting requirements.

Additional guidance regarding appropriate expenditures of school funds is provided in the regulation accompanying
this policy

NOTE:  All use of public funds should directly serve a public purpose in a clear and transparent manner.
Districts should consider what purchasing and reimbursement flexibility is needed for their district and apply all
restrictions equally.

Legal References: Iowa Constitution Art. III, sec. 31;
Iowa Code §§ 68A.505;

279.8; 721.2.
281 I.A.C. 98.70

Cross References: 401.7 Employee Travel Compensation
704.1 Local-State-Federal-Miscellaneous Revenue
704.5 Student Activities Fund
705.1 Purchasing-Bidding
705.2 Purchasing on Behalf of Employees
705.3 Payment for Goods and Services
707.5    Internal Controls
905.1 Community Use of School District Facilities & Equipment

Approved June 17, 2020                   Reviewed                  Revised                   
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USE OF PUBLIC FUNDS REGULATION

The following is a list of examples organized by activity for what is allowable, or not allowable as a
purchase/reimbursement using public funds.  This regulation is intended as guidance and there may be situations that
are not listed here.  Any questions regarding the appropriateness of an expenditure should be submitted to
administration prior to expending funds.

Reimbursements to an Individual

● Use of Credit/Procurement Card:  All purchases through a district-owned credit or procurement card shall be
pre-Approved June 17, 2020 and comply with the district’s policy 401.10 – Credit and Procurement Cards.

● Mileage: Individuals who are required to travel (other than to and from work) as part of fulfilling their job
duties to the district shall be reimbursed for mileage costs in accordance with the requirements stated in the
district’s Employee Travel Compensation policy.

● Travel accommodations:  Employees who are required to travel and stay overnight as part of fulfilling their job
duties to the district shall be reimbursed for costs in accordance with the requirements stated in the district’s
Employee Travel Compensation policy.

● Alcohol:  Alcohol is a personal expense and is never allowable for purchase or reimbursement using public
funds.

● Food/Refreshments:  Food and refreshments are typically a personal expense.  Meetings spanning meal times
should be avoided when possible.  When a district meeting is required to take place spanning a customary meal
time, the superintendent or designee shall determine whether food and/or refreshment will be provided to
employees whose presence is required during the meeting.  The cost of food and refreshment for employees
shall be reasonable, and when possible, a separate itemized receipt for each employee is required.  If an
itemized receipt is not available, approval is required by the school business official prior to reimbursement.
In all cases, the names and number of employees shall be noted on the receipt.

● Apparel/Personal Items:  Apparel and personal items including, but not limited to items such as t-shirts, hats,
mugs, etc. provide personal benefit to individuals and are a personal expense.  These items shall not be
purchased or reimbursed with public funds.

● Gifts:  Gift cards or gifts given to individuals are personal expenses and public funds should not be used
(except for recognition/staff retirement, listed below) for these purposes.  Voluntary collections from staff
would be an acceptable way of purchasing gifts.

● Retirement and Recognition Gifts:  Recognizing an employee or volunteer’s years of dedication to educating
the community and commitment to the district serves a public purpose by honoring individuals with a token
gift, or honorarium, in recognition of their service.  The same is true for individual awards, mementos, or items
purchased in recognition of employee service to the district.  These purchases may use public funds, provided
the expenditures are modest and Approved June 17, 2020 by the superintendent.

● Honoraria:  District employees may at times receive an honorarium from an outside source as compensation
for the employee’s time devoted to preparing and delivering a presentation within the scope of their
professional field.  Honorariums may only be accepted by employees when the employee has used their
personal time outside of their work for the district to prepare and deliver the presentation.  If the employee
uses district time or resources to prepare or deliver a presentation, any honorarium shall be given to the
district.

● Break Room Supplies:  The purchase of perishable or disposable supplies for employee break rooms is
primarily designed for individual consumption and is a personal expense.  This includes items such as coffee,
coffee filters, plates, cups, spoons, napkins, etc.
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Supplies for Public Areas

● Limited refreshments such as water and coffee may be available in public reception areas of the district
including, but not limited to the central office, the building administrator’s office, etc.  These refreshments
may be purchased with the use of public funds, as they provide light refreshment to members of the
community.

Staff Parties/Receptions

● Parties and receptions to benefit individual staff members are considered a personal expense and should not be
purchased or reimbursed with public funds.  This includes but is not limited to holiday parties.

● Hosting a group reception to honor all employees retiring from the district in a given school year is allowable
as a public expense. Hosting a retirement reception provides a direct benefit to the community as an
opportunity for the community to attend and honor the retiring employees’ years of dedication and service to
the district.

School/ Student Activity Banquets

● School/student activity banquets are typically a personal expense and will not be purchased or reimbursed with
public funds unless the public purpose is submitted for review and pre-Approved June 17, 2020 by the
superintendent.

Memorial Gifts

● Memorial flowers to convey sympathy or congratulations are allowable as a public expense if they have been
Approved June 17, 2020 by the superintendent.  Memorial cards are always appropriate.

● Memorial gifts of any sort other than flowers and a card are a personal expense.

Student Incentives

● It is within the discretion of the building principal to authorize the purchase of awards holding a nominal value
to commemorate the achievements of a student or group of students.  These awards should be designed to
reward behavior and values that exemplify the educational and community mission of the district.  Awards
should not be gift cards or other monetary awards.

● Flowers and decorations for school dances held as part of the district’s student activity program are an
allowable expense paid out of the student activity fund, provided the purchases are Approved June 17, 2020 by
the building principal.

Meetings

● To the extent possible, meetings which span normal meal times should be avoided.

● Meetings of the district’s board of directors and board committees are made up of individuals who volunteer a
large amount of their personal time to serve the needs of the school community.  These meetings are also
scheduled at time most convenient for the public, and often span normal meal hours.  Food and refreshment
purchased for board members is an acceptable use of public funds.  The service of these unpaid volunteers
directly benefits the entire school community.  The superintendent has discretion to purchase/reimburse
reasonable expenses for providing food and refreshment to these unpaid volunteers during these meetings.

Some expenditures will be considered personal expenses regardless of the context.  These include purchase or
reimbursement of alcohol, and personal items not included as retirement or memorial gifts listed above.


