ACCOUNTING PROCEDURES PROCUREMENT

Written Quote Guidelines—A.R.S. §15-271 and A.A.C. R7-2-
1002(C)(3)
These guidelines are the minimum requirements that districts must follow for purchases

below the $100,000 threshold. For purchases costing at least $15,000 and less than $100.000,
districts should obtain written price quotes from at least 3 vendors.

Requests for written quotes should be issued in sufficient time and with adequate detail to allow
vendors to effectively respond. Based on the type of purchase being requested, quotes should
include the following information, as applicable:

o Offer submission requirements, including offer due date and time, where offers will be
received, and offer acceptance period.

e Any purchase description, specifications, delivery or performance schedule, and inspection
and acceptance requirements.

¢ The minimum information that the offer must contain.

e Whether negotiations may be held.

* Any contract options, including renewal or extension.

¢ Uniform contract terms and conditions by text or reference.

e Any other terms, conditions, or instructions specific to the purchase.

Districts should consider issuing the original request for quotes to more than 3 vendors and should
continue to seek out additional vendors until at least 3 quotes are obtained. If a district has
exhausted all known vendor options that provide the required good or service, it should retain
documentation supporting the vendors contacted that did not respond. Districts should retain the
following in a district procurement file or with the related requisition form or purchase order:

e The written quotes received from all vendors contacted.

e Documents to support all vendors contacted, including the vendor name, person(s)
contacted, email address or telephone number, and the specifications provided in the
request for quotes. This should include vendors that did not provide a quote, including the
reason no quote was provided, if known,

Districts can consider obtaining written quotes through information available on vendor websites.
However, districts must ensure the products or services provided by the different vendors are
comparable and the pricing listed is current, and maintain documentation to support the pricing that
was available from all considered vendors at the time of purchase. Districts should still consider
contacting vendors directly to inquire about discounted pricing that may be available for school
districts, particularly for bulk purchases.

Districts should award the purchase to the vendor that meets the specifications included in the
request for quotes determined to be most advantageous to the district and document the rationale
for the determination if a vendor is selected based on factors other than the lowest price. After a
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BIDDING / PURCHASING PROCEDURES

The Superintendent shall be responsible for all purchasing, contracting, competitive bidding, and receiving and
processing of all bid protests, in accordance with the Arizona school district procurement rules, including A.A.C. R7-
2-1141 et seq. A contract shall not be awarded to an entity that does not verify employment eligibility of each
employee through the E-verify program in compliance with A.R.S. 23-214 subsection A. Each contract shall contain
the warranties required by A.R.S. 41-4401 relative to the E-verify requirements. District purchases shall also be in
accordance with 2 C.F.R. 200 (Code of Federal Regulations Title 2).

The Superintendent shall ensure that all aspects of bidding and purchasing procedures conform to federal and state
laws, rules and  regulations, including A.R.S.  38-503(C). The  Superintendent  shall
establish administrative regulations to ensure the Districtis in full compliance, including contracting with small and
minority businesses, women's business enterprises, veteran-owned businesses, and labor surplus area firms. (2
C.F.R. 200.321).

Bidding

The District is not required to engage in competitive bidding in order to place a student in a private school that
provides special education services if such placement is prescribed in the student's individualized education
program and the private school has been approved by the Department of Education Division of Special Education
pursuant to A.R.S. 15-765. The placement is not subject to rules adopted by the State Board of Education before
November 24, 2009 pursuant to A.R.S. 15-213.

The District may, without competitive bidding, purchase or contract for any products, materials and services directly
from Arizona Industries for the Blind, certified nonprofit agencies that serve individuals with disabilities and Arizona
Correctional Industries if the delivery and quality of the goods, materials or services meet the District's reasonable
requirements.

Intergovernmental agreements and contracts between school districts or between the District and other governing
bodies as provided in AR.S. 11-952 are exempt from competitive bidding under the procurement rules adopted by
the State Board of Education pursuant to A.R.S. 15-213.

The District is not required to engage in competitive bidding to make a decision to participate in insurance programs
authorized by A.R.S. 15-382.

The District is not required to obtain bid security for the construction-manager-at-risk method of project delivery.
Online Bidding

Until such time as the State Board of Education adopts rules for the procurement of goods and information services
by school districts and charter schools using electronic, online bidding, the District may procure goods and
information services pursuant to A.R.S. 41-2671 through 2673 using the rules adopted by the Department of
Administration in implementing 41-2671 through 2673.

Except as otherwise provided below, only purchases of ten thousand dollars ($10,000) or more are subject to
competitive bidding requirements.

Purchasing
Purchases from District Employees

Districts are required to follow the School District Procurement Rules for all purchases of goods or services from
District employees regardless of dollar amount. A.R.S. 38-503(C) prohibits public employees from providing their
employers with any equipment, material, supplies, or services unless provided under an award or contract let after
public competitive bidding. Districts must follow the School District Procurement Rules, regardless of the
expenditure amount, when purchasing goods or services from District employees. This applies to any purchase
using District monies, including extracurricular activities fees tax credit contributions and monies held in trust by the
District, such as student activities monies. Although the School District Procurement Rules exempt expenditures of
student activities monies from the Rules, that exemption does not apply to purchases in which a District employee
acts as a vendor.

Purchases from District Board Members

Districts are required to follow the School District Procurement Rules for all purchases of services from District
Board members regardless of dollar amount. A.R.S. 38-503(C) prohibits governing board members from providing
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their district with any services, unless provided under an award or contract let after public competitive bidding.
However, for purchases of supplies, materials, and equipment from district board members, districts are required to
follow the School District Procurement Rules only if the purchase exceeds one hundred thousand dollars
($100,000). Purchases below the one hundred thousand dollar ($100,000) threshold must comply with the
guidelines for written quotes. For districts with three thousand (3,000) or more students, statutes limit purchases of
supplies, materials, and equipment from board members to three hundred dollars ($300) per transaction and one
thousand dollars ($1,000) total within any twelve (12)-month period and require that the govemning board adopt a
policy authorizing such purchases within the preceding twelve (12) months. Districts with fewer than three
thousand (3,000) students may purchase supplies, materials, and equipment from governing board members in any
amount, provided each purchase is approved by the governing board and the amount of the purchase is included in
the board’s meeting minutes.

Purchases Requiring Bidding

For transactions of at least ten thousand ($10,000) dollars and less than one hundred thousand ($100,000) dollars,
written price quotations will be requested from at least three (3) vendors. If three (3) written price quotations cannot
be obtained, documentation showing the vendors contacted that did not offer written price quotations, or explaining
why written price quotations were not obtained, shall be maintained on file in the District office.

For transactions to purchase construction, materials, or services costing more than one hundred thousand
($100,000) dollars, sealed bids and proposals shall be requested.

All transactions must comply with the applicable requirements of the Arizona Revised Statutes, the Arizona
Administrative Code and the Uniform System of Financial Records.

Purchases Not Requiring Bidding

Except as otherwise provided above, purchases of less than ten thousand ($10,000) dollars may be made at the
discretion of the Superintendent. Such procurements are not subject to competitive purchasing requirements;
however, reasonable judgment should be used to ensure the purchases are advantageous to the District.

Contract Requirements

Contract Duration .

Unless otherwise provided by law, contracts for materials or services and contracts for job-order-contracting
construction services may be entered into if the duration of the contract and the conditions of renewal or extension,
if any, are included in the invitation for bids or the request for proposals and if monies are available for the first fiscal
period at the time the contract is executed. The duration of contracts for materials or services and contracts for job-
order-contracting construction services shall be limited to no more than five (5) years unless the Board determines
that a contract of longer duration would be advantageous to the District. Once determined, the decision should be
memorialized in meeting minutes and in the contract/bid file. Payment and performance obligations for succeeding
fiscal periods are subject to the availability and appropriation of monies. The maximum dollar amount of an
individual job order for a job-order-contracting construction service shall be one million dollars ($1,000,000) or as
determined by the Board.

Public Inspection and Rationale
for Awarding a Contract

The Governing Board shall make available, for public inspection, all information, all bids, proposais and
qualifications submitted, and all findings and other information considered in determining whose bid conforms to the
District's invitation for bids. The documentation provided will include information regarding the most advantageous,
with respect to price, conformity to the specifications, and other factors, or whose proposal for qualifications are to
be used to select and award the bid. Included in this information will be the rationale for awarding a contract for any
specified professional services, construction, construction service or materials to an entity selected from a qualified
select bidders list or through a school purchasing cooperative. The invitation for bids, request for proposals or
request for qualifications shall include a notice that all information and bids, proposals and qualifications submitted
will be made available for public inspection.

Requirement: Registered Sex
Offender Prohibition

All purchase orders, agreements to purchase, and contracts for services to be provided by personnel other than
District employees must include the following statement on the document:
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Registered Sex Offender Restriction. Pursuant to this order, the named vendor agrees by acceptance of
this order that no employee or subcontractor of the vendor, who is required to register as a sex offender,
pursuant to A.R.S. 13-3821, will perform work on District premises or equipment at any time when District
students are, or are reasonably expected to be, present. The vendor further agrees by acceptance of this
order that a violation of this condition shall be considered a material breach and may result in a cancellation of
the order at the District's discretion.

Adopted: Thursday, February 12, 2026

34-101 et seq.
35-391 et seq.
35-393 et seq.

R7-2-1001 ef seq.

R7-2-1023

R7-2-1029

A.G.O.

183-136

187-035

106-002

Uniform System of Financial Records: VI-G-8 et seq.
2 C.F.R. 200

2 C.F.R. 200.321

CROSS REF.:

BCB - Board Member Conflict of Interest

DJ - Purchasing Ethics

DJG - Vendor/Contractor Relations and Sales Calls Requirements
GBEAA - Staff Conflict of Interest

JLIF - Sex Offender Notification
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