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Book Policies

Section Section D - Fiscal Management

Title PROCUREMENT POLICY AND PROCEDURES
Code DM

Status First Reading

Adopted July 19, 2017

Last Revised June 14, 2017

Last Reviewed March 26, 2019

Purchase and Supply,

The District’s purchasing program shall serve the interests of the School District and its educational programs by providing the
necessary supplies, equipment, and services. The purchasing procedures employed by the District shall comply with all

will be purchased by bid whenever it is advantageous to the District. In cases where direct negotiation is in the best interest of
the District, it will not be necessary to secure bids unless required by law. Purchasing, receiving, storing, and distributing
supplies and equipment are responsibilities of the Business Manager.

No debt or financial obligation against any School District fund shall be incurred except through properly authorized and
processed purchase order signed by the Superintendent of Schools or the Business Manager.

The Business Manager will establish procedures in accordance with Wyoming statutes, regulations and accepted business
practices to implement this purchasing policy.

In accordance with Wyoming Statue Section 21-3-110(a)(viii), the District shall obtain competitive bids when any school
building is to be built or any repairs, additions, or improvements costing more than ten thousand dollars ($10,000.00)_and less

purchase of more than ten thousand dollars ($10,000.00)_and less than twenty-five thousand dollars ($25,000.00)_is
contemplated. When such amounts exceed twenty-five thousand dollars ($25,000.00), a call for bids shall be published at least
once in a newspaper of general circulation in the District. The District shall reserve the right to reject any or all bids and to
waive irregularities and informalities in the bidding. No contract shall be divided for the purpose of avoiding this provision.

Orders of $10,000.00 or less may be purchased from local suppliers or others after the Business Manager is satisfied that the
price is just and fair.
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In accordance with Wyoming Statute Section 16-6-102, whenever a contract is let by the District for erection, construction,
alteration or repair of any school building, or for making any addition thereto, the contract shall be let, if advertisement for bids
is not required, to a resident of the state. If advertisement for bids is required, the contract shall be let to the responsible resident
making the lowest bid if the resident bid is not more than five percent (5%) higher than that of the lowest responsible non-
resident bidder.

Before a preference will be granted to a Wyoming resident contractor, the resident contractor shall provide the District with a
valid Certificate of Residence issued by the Wyoming Commissioner of Labor and Statistics, in accordance with Wyoming
Statue Section 16-6-101)a).

Emergency Purchases

An emergency is defined as the need to procure materials, equipment, and/or services in order to protect the life, safety, or
welfare of District employees, students, or the community or to preserve the assets of the District.

Emergency procurement will only be granted if the situation or activity clearly meets the parameters stipulated by the Board of
Trustees as defined above.

Poor planning or unanticipated circumstances which do not threaten life or assets will not constitute an emergency.

An emergency situation will not universally waive the competitive bid requirements. Based on the required time line for a
response, as defined by the customer, the Superintendent or designee has the right to seek competitive quotes through an
abbreviated bid process.

The Board of Trustees shall retroactively approve emergency purchases where the total value of the equipment or service
exceeds $25,000.
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