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Bid Procedures

When bids are for District-wide use, the following procedures shall be used:

Whenever it is necessary to seek bids on a purchase the following procedures shall be used.

Step 1
 Bid is written and sent to vendors.

Step 2
 Prepare a bid folder containing the following:



 1.  copy of bid


      
 2.  vendor list/bid list


      
 3.  any material pertaining to the bid

Step 3
The bid folder which contains bids are kept in the district office files.

Step 4
Unsuccessful bidders are notified by letter, successful bidder is contacted by the 

superintendent or his/her designee for appropriate arrangements.  Copies of

all correspondence are placed in the bid folder.

When a staff member requisitions an item, the following procedures shall be used: 

Step 1
The staff member will identify the item that they wish to include in the requistion.
Step 2
Staff member will solicit at least two separate bids for the item they wish to include in their budget.

Step 3
The staff member will then decide which vendor they wish to include in their budget. The decision may or may not be based on price only.  Other factors may include vendor service, vendor reputation, turn around time, etc. 

Step 4
The recommended vendor will be part of the budget that will be presented to the board of education.
Approved:  December 14, 1982

Revised:  January 25, 1999

                 June 24, 2002    
Reviewed by Board:  January 24, 2005           

