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PROCUREMENT PROCEDURES 

 
VALUE:  Up to $24,800 (Considered Small Orders/Micro-Purchasing) 
METHOD:  Purchase Order/Approval 
 
VALUE: $24,800 TO $75,000 (Competitive Bids (Quote Bids) 
Method:  Purchase Order/Approval Competitive Bids (Quote Bids) At least two 
(2) quotes to be obtained giving vendors interested adequate notification 
 
VALUE:  Over $75,000 (Any purchase of $75,000 or over must have Board 
Approval according to Procurement Policy. 
Method:   Competitive Sealed Bids/Proposal required 
 
PROJECTS FOR MAJOR REPAIRS/ALTERATIONS/NEW BUILDING/STRUCTURES 
WITH AN ESTIMATE COST OF $50,000 OR MORE MUST FOLLOW COMPETITIVE 
SEALED BIDS. THESE PROJECTS WILL BE INITIATED BY SUPERINTENDENT 
 
SOLE SOURCE VENDOR- MAKE SURE YOU READ THE DEFINITION AND FOLLOW 
GUDELINES. 
 
 

FEDERAL PROCUREMENT PROCEDURES 
Must Be Allocable and Reasonable 

(Definitions below) 
 

VALUE: Up to $10,000 (Considered Micro-Purchasing)  Food Service is $3,500- 
$10,000 METHOD:  Purchase Order/Approval 
 
VALUE: $10,000 TO $75,000 (Competitive Bids (Quote Bids)   Food Service above 
$10,000  Method:  Purchase Order/Approval Competitive Bids (Quote Bids) At 
lease (2) quotes to be obtained giving vendors interested adequate notification   
 
VALUE:  Over $75,000  
Method:  Purchase Order/Approval Competitive Sealed Bids/Proposal required 
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PROJECTS FOR MAJOR REPAIRS/ALTERATIONS/NEW BUILDING/STRUCTURES 
WITH AN ESTIMATE COST OF $50,000 OR MORE MUST FOLLOW COMPETITIVE 
SEALED BIDS. THESE PROJECTS WILL BE INITIATED BY SUPERINTENDENT 
 
ALL FEDERAL EXPENDITURES $25,000 OR ABOVE MUST BE ON SAM.GOV AND 
NOT BE ON THE EXCULSION LIST.  (CONTACT BUSINESS MANAGER OR ASST. 
BOOKKEEPER TO MAKE SURE THEY ARE ON SAM.GOV) OBTAIN A DUNS# FROM 
VENDOR AND WRITE ON PURCHASE ORDER 
 
 
ARP/ESSER lll-   
 
VALUE: $ UP TO $5000:   Purchase Order/Approval before purchase. It would be 
a good idea to get quotes if at all possible. 
 
VALUE: $5000 to $10,000 (Considered Micro-Purchasing)  
METHOD:  Purchase Order/Prior approval from DESE. (Unit Cost)  Must send an 
email to them to get approval before purchase.  $5000 to $10000 get 3 Quotes 
of at if possible. 
 
VALUE: $10,000 TO $75,000 (Competitive Bids (Quote Bids)  
Method:  Purchase Order/Approval  Competitive Bids (Quote Bids)  At least 
three(3) quotes to be obtained giving vendors interested adequate notification   
 
VALUE:  Over $75,000  
Method: Purchase Order/Approval Competitive Sealed Bids/Proposal required 
 
 
PROJECTS FOR MAJOR REPAIRS/ALTERATIONS/NEW BUILDING/STRUCTURES 
WITH AN ESTIMATE COST OF $50.000 OR MORE MUST FOLLOW COMPETITIVE 
SEALED BIDS.  THESE PROJECTS WILL BE INITIATED BY SUPERINTENDENT 
 
MUST FILL OUT JUSTIFICATION FORM (GREEN) AND ATTACH TO PURCHASE 
ORDER 
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DEFINITIONS: 
 
Federal Award:  Federal monies awarded to Entity(School) 
 
Allocable (Allowed): 
 
Allowed to be purchased from Federal Award (Title I, REAP, Title VIB, SpEd, 
Food Service and ARP/ESSERIII) 
 
 *Be necessary for the performance of the Federal program goals 
 *Conform to regulation of Federal Award 
 *Be consistent with policies and procedures that apply to the Federal Award                
and Entity(School) 
 *Be determined in accordance generally accepted accounting practices 
 *Be adequately documented 
 
Reasonable: 
 
*Price if in its nature and amount does not exceed that which would be incurred 
by a prudent person under the circumstances prevailing at the time the decision 
was made to incur the cost. 
*Cost is generally recognized as ordinary and necessary for operation 
*Market prices for comparable goods in the area 
*Acted with prudence for their responsibly to the entity(school) 
*Did not deviate from its established practice 
 
 
Sole Source:  Purchases are rarely sole source.  Sole Source purchases may only 
be purchased after approval from Office of State Purchasing.  There is a 
procedure that would be followed for this. 
 
 
Micro-Purchasing:  A purchase of supplies or service using simplified acquisition 
procedures, which doesn’t exceed the micro-purchase threshold. 
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EXCEPTIONS TO ABOVE BIDDING PROCEDURES 
 
   
The following commodities may be purchased with State funds without soliciting bids provided that the 
purchasing official determines in writing that it is not practicable to use other than the required or 
designated commodity or service, and a copy of the written determination is attached to the purchase 
order: 
1. Commodities in instances of an unforeseen and unavoidable emergency; 
2. Commodities available only from the federal government; 
3. Utility services; 
4. Used equipment and machinery; and 
5. Commodities available only from a single source. 

 
Commodity purchases with Federal funds may be purchased without soliciting bids only when one or 
more of the following circumstances apply: 
 
1. The item is available only from a single source; 
2. The public exigency or emergency for the requirement will not permit a delay resulting from 

competitive solicitation; 
3. The Federal awarding agency or appropriate unit of the Division of Elementary and Secondary 

Education expressly authorizes the noncompetitive purchase in response to a written request from 
the District; or 

4. After solicitation of a number of sources, competition is determined inadequate. 
 
Except when prohibited by law, the District reserves the right to extend or renew a contract that was 
previously awarded under the process governed by this policy and law, provided the extension or renewal 
meet the following criteria: 
 
1. The equipment and services provided under the extended or renewed contract meets or exceeds the 

specifications of the original bid. 
2. The extended or renewed contract agreement complies with the state of Arkansas’s documentation 

requirements. 
 
3. The cost of the extended or renewed contract is the same or less than the original contract. 
4. The extension or renewal is approved by the local school board. 
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Professional Services 
 
The District does not use a bidding process when procuring professional services. Instead, when the 
District needs to procure professional services, the District shall: 
 
1. Select three (3) qualified firms; 
2. Determine the most qualified firm by considering, at a minimum, the: 

• Specialized experience and technical competence of the firm with respect to the type of 
professional services required; 

• Capacity and capability of the firm to perform the work in question, including specialized 
services, within the time limitations fixed for the completion of the project; 

• Past record of performance of the firm with respect to such factors as control of costs, quality of 
work, and ability to meet schedules and deadlines; and 

• Firm's proximity to and familiarity with the area in which the project is located; 
3. Negotiate a contract for the project with the most qualified firm. 
 
When negotiating a contract, the District and the selected firm shall jointly prepare a detailed, written 
description of the scope of the proposed services. If the District is unable to negotiate a satisfactory 
contract with the firm selected, negotiations with that firm shall be terminated and the District shall 
negotiate a contract with the next most qualified firm. In the event the District is unable to negotiate a 
contract with any of the original selected firms, the District shall reevaluate the necessary professional 
services, including the scope and reasonable fee requirements, and return to step one. 
 
 


