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DA Goals and Objectives 

 It shall be the policy of the board to adhere to strict fiscal accountability procedures as 

outlined in subsequent policies and rules.  The board shall make every effort to secure goods and 

services from responsible merchants and vendors at a price and quality which the district can 

afford while, at the same time, making sure that the children of the district are not denied 

reasonable access to supplies, equipment and services deemed essential to fulfill the educational 

goals of the district. 

 

Approved: 12/05/2011 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Budget Planning DB 

 (See DC and KBA) 

 A planned, systematically prepared budget is essential in the management of the district.  The 

board delegates to the superintendent the authority to develop a budget for the board's consideration. 

 In planning the budget, sufficient moneys shall be allocated in a manner reasonably calculated 

such that all students may achieve the capacities set forth in K.S.A. 72-3218(c). 

 Needs Assessment 

 Each year, the board shall conduct an assessment of the educational needs of each attendance 

center in the district.  Such assessment shall be published on the school district’s website.  Information 

obtained from the needs assessment shall be used by the board when approving the budget of the school 

district to ensure improvement in student academic performance.   

 The board shall annually review state assessment results and, as part of such review, shall 

document the following: 

 The barriers that must be overcome to have all students achieve proficiency above level 2 for 

grade level academic expectations on such assessments;  

 Any budget actions, including, but not limited to, recommendations on reallocation of 

resources that should be taken to address and remove such barriers; and  

 The amount of time the board estimates it will take for all students to achieve proficiency 

above level 2 for grade level academic expectations on the state assessments if such budget 

actions are implemented. 

 The board shall also prepare a summary of the budget.  The budget, the summary of the proposed 

budget, the needs assessment, and the state assessment documentation shall be on file at the 

administrative offices of the school district and available on the school district’s website.  Notice of the 

hearing on the budget shall include a statement that the budget(s), the summary of the proposed budget, 

the needs assessment, and state assessment documentation is on file at the administrative offices of the 

district and available on the school district’s website. 

 

Approved:  07/11/2022 

 

 

 



DC     Annual Operating Budget  DC 

 (See DB and KBA) 

 The district budget shall be prepared by the superintendent in cooperation with selected district 

employees and shall reflect the district’s educational goals, including improvement in student academic 

performance as described in board policy DB and state law.   

 The superintendent shall follow the adopted budget.   

 The district shall fund the operating budget according to approved fiscal and budgetary 

procedures required by the State of Kansas. 

Budget Forms 

 Budget forms used shall be those prepared and recommended by the Kansas State Department of 

Education.  Budget summary documents shall be prepared on forms provided by the Kansas State 

Department of Education. 

Priorities 

 The board will establish priorities for the district on a short-term, intermediate, and long-range 

basis, taking into consideration the requirements for budgeting. 

Deadlines and Schedules 

 Deadlines and time schedules shall be established by the board, unless otherwise provided by 

state law. 

Encumbrances 

 An encumbrance shall be made when a purchase is made or when an approved purchase order is 

processed.  All encumbrances shall be charged to a specific fund.  All necessary encumbrances shall be 

made by the superintendent. 

Recommendations 

 Recommendations of the superintendent and professional staff concerning the district’s budget 

allocations will be presented to the board prior to submission of the tentative draft budget.   

Preliminary Adoption Procedures 

 The superintendent will be responsible for developing the budget cover letter.  It is recommended 

that the letter include a restatement of the goals and objectives of the district and a list of budget 

priorities.  An explanation of line-item expenditures will be included in the letter.  Fund expenditures and 

line categories will also be explained in terms of how the budget meets the goals and objectives of the 

district and enhances completion of priority programs.  A preliminary draft of the district’s budget will be 



submitted by the superintendent within a timeframe that allows the district to comply with all statutory 

deadlines. 

Hearings and Reviews 

 The board shall conduct budget hearings according to state law. The minutes of the meeting at 

which the board approves its annual budget shall state a needs assessment was provided to the board in 

accordance with board policy DB and state law, the board evaluated such assessment, and the manner in 

which the board used such assessment in the approval of the district's budget.   

 District budgets, the summary of the proposed budget, the needs assessment, and the state 

assessment documentation described in board policy DB shall be on file at the administrative offices of 

the district and available on the district's website. 

Budget Transparency 

 The district shall comply with the requirements of the Kansas Uniform Financial Accounting and 

Reporting Act and rules and regulations promulgated by the Kansas State Board of Education thereunder 

in maintaining, reporting, publishing on the district’s website, and making available to the public 

specified budgetary records, forms, and information. 

Management of District Assets/Accounts 

 The superintendent shall establish and maintain accurate, financial management systems to meet 

the district’s fiscal obligations, produce useful information for financial reports, and safeguard district 

resources.  The superintendent shall ensure the district’s accounting system provides ongoing internal 

controls. The superintendent shall review the accounting system with the board.  

 

Approved:  07/11/2022 



 

 

D E  F r au d P r ev ent io n  an d  I nv es t i ga t io n  D E  

 A l l  e mp lo yee s ,  b oa r d  me mb e r s ,  co nsu l t a n t s ,  ven dor s ,  c on t r a c t o r s ,  an d  

o th e r  pa r t i e s  ma i n t a in in g  a  b us i ne s s  r e l a t i ons h i p  wi t h  t he  d i s t r i c t  sha l l  a c t  wi th  

d ue  d i l i gen ce  i n  d u t i e s  i n vo l v in g  t h e  d i s t r i c t ’ s  f i s c a l  r e s ou rce s .   T he  

s up e r i n t e nde n t  sh a l l  de ve l op  i n t e rn a l  co n t r o l s  t h a t  a id  i n  t he  p r e ve n t i on  an d  

d e t e c t i o n  o f  f r au d ,  f i n an c i a l  i mp ro pr i e t y ,  o r  i r r e gu l a r i t y .    

 Re por t i n g  Fra ud  

 An  e mpl o yee  wh o  s us pec t s  f r a ud ,  imp r o pr i e t y ,  o r  i r r egu l a r i t y  sh a l l  

p ro mp t l y  r e por t  t ho se  su sp i c io ns  t o  t he  i mme d i a t e  su pe r v i s o r  a nd / o r  t he  

s up e r i n t e nde n t .   I f  t h e  su pe r i n t e nd en t  i s  t he  s ub j ec t  o f  t he  c o mpl a in t ,  r e por t s  

s ha l l  b e  ma de  t o  t h e  boa rd  p re s id en t  o r  t he  bo a rd ' s  l ega l  co uns e l .   T he  

s up e r i n t e nde n t  s ha l l  gen e ra l l y  ha ve  p r i ma r y  r e s po ns i b i l i t y  fo r  a n y  

i n ves t i ga t i on s ,  i n  coo rd i na t i on  wi th  l e ga l  co uns e l  a nd  o t he r  i n t e r na l  o r  ex t e rn a l  

d ep a r t me n t s  a nd  a gen c i e s  a s  ap pro pr i a t e .   I f  t h e  s up e r in t en den t  i s  t he  su b j ec t  o f  

t he  r ep or t  o f  f r a ud ,  i mp ro pr i e t y ,  o r  i r r e gu l a r i t y ,  t h e  boa rd  sha l l  r e t a i n  c on t r o l  

o ve r  t he  i n ve s t i ga t i on  o r  ma y  des i gna t e  i t s  l e ga l  co un se l  o r  an o t he r  i n ve s t i ga t o r  

t o  ac t  o n  be ha l f  o f  t h e  bo a rd  i n  i n ves t i ga t i n g  t he  ma t t e r  a nd  r ep or t i n g  a n y 

f i nd i n gs  ba c k  t o  t he  b oa rd .  

 W hi s t l eb l o wer s  

 T h e  d i s t r i c t  e nco ura ge s  c o mpla in t s ,  r ep or t s ,  o r  i nq u i r i e s  a bo u t  i l l e ga l  

p r ac t i ce s  o r  v io l a t i on s  o f  d i s t r i c t  p o l i c i e s ,  i n c lu d i n g  i l l e ga l  o r  i mp ro pe r  c o nd uc t  

b y  t h e  d i s t r i c t ,  i t s  l ea de r sh i p ,  o r  b y  o t he r s  on  i t s  b eha l f .   Rep or t s  ma y  in c lu de ,  

b u t  n o t  be  l i mi t e d  t o ,  f i n an c i a l  i mp ro pr i e t i e s ,  ac co un t i n g ,  o r  a ud i t  ma t t e r s ,  

e t h i c a l  v i o l a t i o ns ,  o r  o t he r  s i mi l a r  i l l e ga l  o r  i mp r op e r  p r ac t i ces  o r  p o l i c i e s .   T he  

d i s t r i c t  p r oh i b i t s  r e t a l i a t i on  b y  o r  o n  be ha l f  o f  t h e  d i s t r i c t  a ga i ns t  s t a f f  me mb er s   

 



 

 

D E  F r au d P r ev ent io n  an d  I nv es t i ga t io n  D E -2  

wh o  ma ke  goo d  f a i t h  c o mpl a in t s ,  r e po r t s ,  o r  i n qu i r i e s  u nd e r  t h i s  p o l i c y  o r  fo r  

p a r t i c ip a t i o ns  i n  a  r e v i e w  o r  i n ves t i ga t i o n  u nd e r  t h i s  po l i c y .   T h i s  p r o t ec t i o n  

e x t e nd s  t o  t h ose  wh os e  a l l e ga t i o ns  a r e  ma de  i n  go od  f a i t h  b u t  p ro ve  t o  b e  

mi s t a ken .   T he  d i s t r i c t  r e s e r ves  t h e  r i gh t  t o  d i s c ip l i ne  pe r son s  who  ma ke  bad  

f a i t h ,  kno wi n gl y  f a l s e ,  o r  ve xa t io us  c omp l a i n t s ,  r e por t s ,  o r  i nq u i r i e s  o r  who  

o th e r wi se  a bu se  t h i s  p o l i c y .  

 Co mp la i n t s ,  r ep or t s ,  o r  i nq u i r i e s  ma y  b e  ma de  u nde r  t h i s  po l i c y  o n  a  

c on f id en t i a l  o r  an onymo u s  bas i s .   T he y sh ou l d  de sc r i be  i n  d e t a i l  t he  sp ec i f i c  

f ac t s  de mo ns t r a t i n g  t he  b ase s  fo r  t he  c omp l a i n t s ,  r e por t s ,  o r  i n qu i r i e s .   T he y 

s ho u ld  be  d i r ec t e d  t o  t he  s up e r in t en de n t  un l e s s  o t he r wi se  p ro v i de d  ab o ve .   I f  t h e  

s up e r i n t e nde n t  i s  i mp l i ca t ed  i n  t h e  co mp la i n t ,  r ep or t ,  o r  i nq u i r y ,  i t  sh ou l d  be  

d i r e c t e d  t o  t h e  bo a rd  o r  i t s  l e ga l  co un se l .   T h e  d i s t r i c t  wi l l  c on du c t  a  p r o mp t ,  

r e v i ew  o r  i n ves t i ga t i o n .   T he  d i s t r i c t  ma y  be  u na b le  t o  fu l l y  eva l ua t e  a  va gue  o r  

ge n e ra l  c o mpl a in t ,  r ep or t ,  o r  i n qu i r y  t ha t  i s  ma de  a no n ymo u s l y .  

 

 

Ap pr o ve d :    J u l y  9 ,  20 1 8  

 

 

 

DF AA Gr an ts  a nd  o th er  Ou ts i de  F in a nc i a l  Re so u rce s  

 Th i s  p o l i c y  i s  m i s s in g  

 

 

 



 

 

DFAB     Standard of Conduct for Federally Funded Contracts DFAB 

 The following standard of conduct shall be followed by board members, district employees, 

officers, and their agents in an effort to eliminate conflicts of interest and to govern actions while engaged 

in the selection, award, and administration of contracts on behalf of the district. 

 No board member, employee, officer, or agent may participate in the selection, award, or 

administration of a contract supported by Federal funds if he or she has a real or apparent conflict of 

interest concerning the contract. 

 For the purposes of this policy, a conflict of interest would include any instance when a board 

member, employee, officer, or agent; any member of his or her immediate family; his or her partner; or an 

organization which employs or is about to employ any of the parties indicated herein has a financial or 

other interest in or receives or would receive a tangible personal benefit from a firm considered for a 

contract. 

 Unless otherwise provided herein, no board member, employee, officer, or agent of the district 

may solicit or accept gratuities, favors, or anything of monetary value from vendors, contractors, or 

parties to subcontracts.  Therefore, these individuals would be prohibited from accepting offers for free 

entertainment which would otherwise cost the individual, lodging, transportation, gifts, or meals.  

However, accepting meals offered by a sponsor and consumed by such individual at school, a school 

sponsored activity, or a related event and/or accepting free product samples having a retail value no 

greater than $100.00 will not be a violation of this policy or standard of conduct. 

 Employees, officers, and agents of the district found to be in violation of this policy and standard 

of conduct shall be subject to disciplinary action, up to and including suspension or termination for 

employees and denial of access to district property and activities and/or the severing of the officer or 

agency relationship with the district, as appropriate. 

 

Approved: 07/11/2022 

 

 

 

 

 

 



 

 

DFAC         Federal Fiscal Compliance DFAC 

 (See CN, DFAA, and DFAB) 

 The board shall ensure federal funds received by the district are administered in accordance with 

federal requirements, including but not limited to the federal Uniform Grant Guidance. This policy 

outlines the district’s responsibilities when federal funding is considered.  The board designates the 

_________ as the federal programs coordinator and district contact for all federal programs and funding. 

 The ___________ shall establish and maintain a sound fiscal management system to include 

internal controls and federal grant management standards covering the receipt of both direct and state-

administered federal grants and to track costs and expenditures of funds associated with grant awards. The 

superintendent, to assist in the proper administration of federal funds and implementation of this policy, 

may recommend additional procedures and regulations be adopted to supplement this policy. 

 The district’s fiscal management system shall be designed with strong internal controls, a high 

level of transparency and accountability, and documented procedures to ensure that all fiscal management 

system requirements are met. Fiscal management standards and procedures shall assure that the following 

responsibilities are fulfilled: 

 Identification – The district must identify, in its accounts, all federal awards received and 

expended and the federal programs under which they were received.  

 Financial Reporting – Accurate, current, and complete disclosure of the financial results of 

each federal award or program must be made in accordance with the financial reporting 

requirements of the Education Department General Administrative Regulations (EDGAR). 

 Accounting Records – The district must maintain records which adequately identify the 

source and application of funds provided for federally-assisted activities.  

 Internal Controls – Effective control and accountability must be maintained for all federal 

funds, real and personal property purchased therewith, and other assets acquired with federal 

funding. The district must adequately safeguard all such property and must assure that it is 

used solely for authorized purposes. 

 Budget Control – Actual expenditures or outlays must be compared with budgeted amounts 

for each federal award. Procedures shall be developed to establish determination for 

allowability of costs for federal funds. 

 Cash Management – The district shall maintain written procedures to implement the cash 

management requirements found in EDGAR. 

 Allowability of Costs – The district shall ensure that allowability of all costs charged to each 

federal award is accurately determined and documented.  



 

 

DFAC  Federal Fiscal Compliance DFAC-2 

Time and Effort Reporting by Employees 

 All district employees paid with federal funds shall document the time they expend in work 

performed in support of each federal program, in accordance with law. Time and effort reporting 

requirements do not apply to contracted individuals.  

Recordkeeping 

 The district shall develop and maintain a records management plan and related board policy, 

administrative regulations, and/or procedures for the retention, retrieval, and disposition of print and 

electronic records, including emails.  

 The district shall ensure the proper maintenance of federal fiscal records documenting:  

 Amount of federal funds, 

 How funds are used, 

 Total cost of each project, 

 Share of total cost of each project provided from other sources, 

 Other records to facilitate an effective audit, 

 Other records to show compliance with federal program requirements, and 

 Significant project experiences and results.   

All records must be retrievable and available for programmatic or financial audit. 

 The district shall provide the federal awarding agency, Inspectors General, the Comptroller 

General of the United States, and the pass-through entity, or any of their authorized representatives, the 

right of access to any documents, papers, or other district records which are pertinent to the federal award. 

The district shall also permit timely and reasonable access to the district’s personnel for interview and 

discussion related to such documents. 

 Records shall be retained for a minimum of three (3) years from the date on which the final 

Financial Status Report is submitted, or as otherwise specified in federal law or in the requirements of the 

federal award, unless a written extension is provided by the awarding agency, cognizant agency for audit, 

oversight agency for audit, or cognizant agency for indirect costs. If any litigation, claim or audit is 

started before the expiration of the standard record retention period, the records shall be retained until all 

litigation, claims or audits have been resolved and final action has been taken. 

 The district shall ensure that all personally identifiable data protected by statute or regulation is 

handled in accordance with the requirements of applicable law, regulations, board policy, administrative 

regulations, and procedures.  



 

 

DFAC   Federal Fiscal Compliance DFAC-3 

Subrecipient Monitoring 

 If the district awards subgrants, the district shall establish procedures to: 

 Assess the risk of noncompliance. 

 Monitor grant subrecipients to ensure compliance with federal, state, and local laws and 

board policy, regulations, and procedures. 

 Ensure the district’s records are adjusted to cure recordkeeping issues discovered through the 

subrecipient’s audits, on-site reviews, or other monitoring.  

Compliance Violations 

 Employees and contractors involved in federally funded programs and subrecipients shall be 

made aware that failure to comply with federal law, regulations, or terms and conditions of a federal 

award may result in the federal awarding agency or pass-through entity imposing additional conditions or 

terminating the award in whole or in part.  

 

Approved: 07/11/2022 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

DFAC Procurement – Federal Program 

(Sample Procedure) 

 

Procurement – Federal Programs 
This document is intended to integrate standard district purchasing procedures with additional requirements 

applicable to procurements that are subject to the federal Uniform Grant Guidance regulations concerning the use of 

federal funds and/or U.S. Department of Agriculture (USDA) regulations governing school food service programs. 

The district maintains the following purchasing procedures, in accordance with federal and state laws, regulations, 

and board policy to aid in making purchases with federal funds. (2 CFR 200.318-200.325; 7 CFR 210.16, 210.19, 

210.21, 215.14a, 220.16; K.S.A. 72-1151; board policies DFAB, DFAC, DJE, DJEB, DJED, DJEE, DJEF, DJEG, 

DJEJ, DJFA, and DJFAB) 

2017 Procurement Thresholds 

 

  

Kansas Bid Threshold $20,000 For construction, reconstruction or remodeling or for 

the purchase of materials, goods or wares 

Federal Micro-Purchase Threshold $10,000 Adjusted periodically and published in Federal 

Register (48 CFR Subpart 2.1) 

 

Federal Simplified Acquisition Threshold $250,000 Adjusted periodically and published in Federal 

Register (48 CFR Subpart 2.1) 

*Please review this Procurement attachment annually and update amounts accordingly 

Responsibility for Purchasing 

The board has outlined standard district purchasing responsibility, methods of purchasing, price quotations and bid, 

requirements in the following board policies and their accompanying administrative regulations and/or procedures:  

DFAB: Standard of Conduct for Federally Funded Contracts 

DFAC: Federal Fiscal Compliance 

DJE: Purchasing 

DJEB: Quality Control 

DJED:  Bids and Quotations Requirements 

DJEE: Local Purchasing  

DJEF: Requisitions 

DJEG: Purchase Orders and Contracts  

DJEJ: Payment Procedures  

DJFA: Purchasing Authority  

DJFAB: Administrative Leeway 

Purchase Methods 

When a request for expenses for construction, reconstruction, or remodeling or for the purchase of materials, goods, 

or wares has been submitted and approved as outlined below, the procurement method to be used will be determined 

based on the type of purchase and the total cost of the purchase as further outlined below. This procedure outlines 

how the cost thresholds for determining when the quote or formal bidding procedures that are required by state law 

as reflected in Policy DJED must be modified when making purchases for federally funded purposes to which the 

Uniform Grant Guidance or USDA regulations apply to comply with both state and federal requirements. At each 

point where requirements for food service-related procurement under USDA regulations differ, a note will refer to 

the Food Service Program Notes at the end of this procedure. Final determination of which purchasing procedures 

are to be applied is delegated to the {   } Purchasing Agent  {   } Superintendent  {   } Business Manager under the 

authority of the Board. 

Standard Procurement Documents and Purchase Request Process 

The district shall use {   } purchase orders  {   } requisitions for purchase requests in accordance with the applicable 

purchase method. 

The district shall use {   } paper  {   } electronic purchasing records, which are pre-numbered and are accessible to 

designated purchasing staff in {   } the district office  {   } the business office {   }  Purchasing Agent’s office  {   } 

Other _____________________. 



 

 

Purchase requests by an employee must be submitted to the building administrator or immediate 
supervisor. Purchase of all budgeted items or items approved by an administrator or supervisor must be 
initiated by use of a purchase order or requisition submitted to the purchasing agent. 
Purchase orders and requisitions shall contain information including, but not necessarily limited to: 

1. Description of the services to be performed or goods to be purchased; 

 

2. Location of where services will be performed or goods will be delivered; 

 

3. Appropriate dates of service or delivery; 

 

4. {   } Other (describe)  __________________________________________________. 

 

Documentation on purchase orders and requisitions shall be maintained in accordance with the district’s Public 

Records policy (CN) and Federal Fiscal Compliance policy (DFAC).  

 

Contracts shall be reviewed by the {   } Board Clerk  {   } Business Manager {   } Superintendent  {   } Board’s 

Attorney prior to submission to the board for approval. 

Contracts to which the Uniform Grant Guidance apply shall contain the clauses specified in Appendix II to 2 CFR 

Part 200 (Contract Provisions for Non-Federal Entity Contracts Under Federal Awards), when applicable. 

[See Food Service Program Notes below for specific clauses required by USDA regulations to be included in 

cost reimbursable procurement contracts.] 

Micro-Purchases Not Requiring Quotes or Bidding   

For purposes of this procedure, micro-purchase means a purchase of supplies or services for use in federally funded 

programs using simplified acquisition procedures, the aggregate amount of which does not exceed a base amount of 

$10,000. The micro-purchase dollar threshold is adjusted periodically by the federal government, and the threshold 

most recently established and published in the Federal Register shall apply if other than $10,000.(48 CFR Subpart 

2.1) 

Note:  The micro-purchase maximum for federal purposes is lower than the amount below which the Policy 

DJED allows purchase for nonfederal purposes to be made without using formal competitive bidding.  

The micro-purchase method is used to expedite the completion of its lowest dollar small purchase transactions and 

minimize the associated administrative burden and cost. Procurement by micro-purchase is the acquisition of 

supplies or services, the aggregate dollar amount of which does not exceed the micro-purchase threshold.   

To the extent practicable, the district distributes micro-purchases equitably among qualified suppliers when the same 

or materially interchangeable products are identified and such suppliers offer effectively equivalent rates, prices, and 

other terms. The {   } Superintendent  {   } Business Manager  {   } Purchasing Agent  {   } Board Clerk  {   }  Board 

Treasurer will be responsible to determine the equitable distribution of micro-purchases.  

Micro-purchases may be awarded without soliciting competitive quotations if the district considers the price to be 

reasonable. The district will maintain evidence of this reasonableness in the records of all micro-purchases. 

Reasonable means that sound business practices were followed, and the purchase is comparable to market prices for 

the geographic area. Such determinations of reasonableness may include comparison of the price to previous 

purchases of the same item or comparison of the price of items similar to the item being purchased. 

Even if the cost of a purchase qualifies it as a micro-purchase, bidding or small purchase procedures may be used 

optionally when those procedures may result in cost savings. 

 

Small Purchase Procedures 

For purposes of this procedure, small purchase procedures are those relatively simple and informal procurement 

methods for securing materials, goods, or wares or for completing construction, reconstruction, or remodeling that 

cost more than the amount qualifying as a micro-purchase and do not cost $20,000 or more, or in the case of services 

other than construction, reconstruction or remodeling, where the total cost does not exceed the $250,000 federal 

Simplified Acquisition Threshold at which formal competitive bidding or competitive proposals are required. Small 

purchase procedures cannot be used for construction, reconstruction or remodeling costing $20,000 or more or for 

the purchase of materials, goods or wares costing $20,000 or more because the board policy and Kansas law requires 

formal competitive bidding at that level of cost.  

The base amount at which bidding is required under state law for construction, reconstruction or remodeling or for 

the purchase of materials, goods or wares is $20,000. (K.S.A. 72-1151) 



 

 

The federal Simplified Acquisition Threshold at which competitive bidding or competitive proposals are 

required is adjusted periodically by the federal government, and the threshold most recently established and 

published in the Federal Register shall apply if other than $250,000. (48 CFR Subpart 2.1) 

Because state law does not require competitive bidding for the purchase of services other than for construction, 

reconstruction or remodeling with a cost in excess of $20.000, small purchase procedures, including a request for 

proposal (RFP) procedure, may be used for procurement of such other services except when the estimated total cost 

will be at or over the federal threshold at which formal competitive bidding or competitive proposals are required 

($250,000). 

[See Food Service Program Notes below for exemption from bidding for purchases of perishable food items 

costing less than $250,000.] 

Formal Competitive Bidding 

Publicly Solicited Sealed Competitive Bids:  
For construction, reconstruction, or remodeling or for the purchase of materials, goods or wares, sealed competitive 

bids are publicly solicited and awarded to the lowest responsible bidder as provided in Policy DJED when the total 

cost is estimated to be $20,000 or more.  

Note:  The amount at which formal competitive bidding or competitive proposals are required by federal 

regulations is much higher than the base amount at which the policy and state law requires competitive 

bidding. Therefore, the lower base amount specified by Policy DJED will be used for purchases of equipment 

or supplies, or for obtaining services for construction, reconstruction or remodeling costing $20,000 or more.  
State law does not require bidding for the purchase of services other than for construction, reconstruction or 

remodeling regardless of total cost. For procurement of such other services for federally funded purposes to which 

the Uniform Grant Guidance applies, formal competitive bidding or competitive proposals will be used when the 

estimated total cost will be at or over the federal threshold of $250,000.   

The federal Simplified Acquisition Threshold at which competitive bidding or competitive proposals are required is 

adjusted periodically by the federal government, and the threshold most recently established and published in the 

Federal Register shall apply if other than$250,000. (48 CFR Subpart 2.1) 

For procurement of services costing at or over the $250,000 federal threshold other than for construction, 

reconstruction or remodeling, the use of competitive sealed bidding is considered feasible and appropriate when: 

1. A complete, adequate, and realistic specification or purchase description is available; 
 

2. Two (2) or more responsible bidders are willing and able to compete effectively for the business; 
and 
 

3. The procurement lends itself to a firm fixed-price contract, and the selection of the successful 
bidder can be made principally on the basis of price. 

Where specified in bidding documents, factors such as discounts, transportation cost, and life cycle costs must be 

considered in determining which bid is lowest. Payment discounts will only be used to determine the low bid when 

prior experience indicates that such discounts are usually taken advantage of. Any or all bids may be rejected if there 

is a sound documented reason. 

[See Food Service Program Notes below for reference to state requirements regarding contracts with food 

service management companies and contractors of pre-plated meals.] 

Competitive Proposals  

State law does not require public school entities to solicit competitive bids for services other than for construction, 

reconstruction or remodeling, for which competitive bidding is required if the cost will be a base amount of $20,000 

or more.  

Federal regulations allow the use of competitive proposals as an alternative to formal competitive bidding when 

conditions are not appropriate for the use of sealed bids.  

In the case of services other than for construction, reconstruction or remodeling costing less than that threshold, the 

district may use small purchase procedures or micro-purchase procedures as applicable based on total cost. A 

request for proposal (RFP) process can also meet or exceed the small purchase competition requirements under state 

law and Policy DJED for the acquisition of services other than for construction, reconstruction or remodeling, and 

can be used if the total cost will be less than $250,000. 



 

 

When permitted, the technique of competitive proposals is normally conducted with more than one (1) source 

submitting an offer, and either a fixed price or cost-reimbursement type contract is awarded. Competitors' 

qualifications are evaluated, and the most qualified competitor is selected, subject to negotiation of fair and 

reasonable compensation. The district shall comply with other applicable state and federal law and regulations, 

board policy and administrative regulations or procedures regarding purchasing; the district may consult with the 

school solicitor or other qualified counsel in determining the required process for purchasing through competitive 

proposals when necessary. 

If this method is used, the following requirements apply: 

1. Requests for proposals must be publicized and identify all evaluation factors and their relative importance. 

Any response to publicized requests for proposals must be considered to the maximum extent practical. 

2. Proposals must be solicited from an adequate number of qualified sources. 

3. There must be a written method for conducting technical evaluations of the proposals received and for 

selecting recipients. 

4. Contracts must be awarded to the responsible firm whose proposal is most advantageous to the program, 

with price and other factors considered.  

5. Competitive proposal procedures for qualifications-based procurement of architectural/engineering (A/E) 

professional services whereby competitors’ qualifications are evaluated and the most qualified is selected, 

subject to negotiation of fair and reasonable compensation, are allowed.  The method where price is not 

used as a selection factor can only be used in procurement of A/E professional services and cannot be used 

to purchase other services through A/E firms. 

 

Competitive proposals shall be evaluated by the {   } Superintendent  {   } Business Manager {   } Federal Programs 

Coordinator based on factors including but not limited to: 

1. Cost. 

{   }  Experience of contractor. 

{   }  Availability. 

{   }  Personnel qualifications. 

{   }  Financial stability. 

{   }  Minority business, women’s business enterprise, or labor surplus area firm status. 

{   }  Project management expertise. 

{   }  Understanding of district needs. 

{   }  Other ______________________. 

Evaluations shall be completed in a timely manner, documented and shall be reviewed by the {   }  Board  {   } 

Superintendent  {   } Business Manager  {   } Federal Programs Coordinator {   }  school solicitor. 

 

Contract/Price Analysis   

The district performs a cost or price analysis in connection with every procurement action in excess of $250,000, 

including contract modifications. (2 CFR Sec. 200.323(a)). 

A cost analysis generally means evaluating the separate cost elements that make up the total price, while a price 

analysis means evaluating the total price, without looking at the individual cost elements.    

The method and degree of analysis is dependent on the facts surrounding the particular procurement situation; 

however, the {   } Superintendent  {   } Business Manager  {   } Federal Programs Coordinator must come to an 

independent estimate prior to receiving bids or proposals. (2 CFR Sec. 200.323(a)). As part of the analysis, the 

______________________ will enact established business practices which may include evaluation of similar prior 

procurements and a review process. 

Negotiated Profit 

In any procurement in which there has been no price competition, or in which a cost-analysis is performed, 

profit must be negotiated separately as an element of price. Accordingly, solicitations of bids, proposals or 

quotes shall require that bids, proposals or quotes be limited to costs other than profit, and exclude profit.  

To establish a fair and reasonable profit, consideration is given to the complexity of the work to be performed, the 

risk borne by the contractor, the contractor’s investment, the amount of subcontracting, the quality of its record of 

past performance, and industry profit rates in the surrounding geographical area for similar work.  (2 CFR Sec. 

200.323(b)).   

When profit must be negotiated as a separate element of the total price, it shall be negotiated by the {   } 

Superintendent  {   } Business Manager  {   } Federal Programs Coordinator. 

Noncompetitive Proposals (Sole Sourcing) 



 

 

Procurement by noncompetitive proposals means procurement through solicitation of a proposal from only one 

(1) source and may be used 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. An emergency exists whenever the time required for the board to act in accordance with 

regular procedures would endanger life or property or threaten continuance of existing school classes. 

3. The federal awarding agency or pass-through entity expressly authorizes noncompetitive proposals in 

response to a written request from the district. 

4. After solicitation of a number of sources, the district determines the competition is inadequate. 

 

In addition to standard procurement policy and procedures, the district will document the grounds for using the 

noncompetitive method in lieu of an otherwise required competitive method of procurement, which may include 

written confirmation from the contractor as the sole source of the item. Documentation must be submitted to and 

maintained by the district office.   

All noncompetitive proposals will ultimately be approved by the board. The district may utilize legal advice 

regarding noncompetitive proposals. 

Profit must be negotiated separately for noncompetitive proposals, and a cost or price analysis will also be 

performed for noncompetitive proposals when the price exceeds $250,000.  

Purchase Cards 

The district approves the use of procurement cards for permissible purchases by designated employees to improve 

the efficiency of purchasing activities, reduce processing expenses, improve controls for small-dollar purchases, and 

streamline contractor payment.  

Procurement cards may be used for purchases under federal programs.  

Full and Open Competition  

All procurement transactions must be conducted in a manner providing full and open competition consistent with 2 

CFR Sec. 200.319. In order to ensure objective contractor performance and eliminate unfair competitive advantage, 

contractors that develop or draft specifications, requirements, statements of work, or invitations for bids or requests 

for proposals must be excluded from competing for such procurements. Some of the situations considered to be 

restrictive of competition include but are not limited to: 

1. Placing unreasonable requirements on firms in order for them to qualify to do business. 

2. Requiring unnecessary experience and excessive bonding. 

3. Noncompetitive pricing practices between firms or between affiliated companies. 

4. Noncompetitive contracts to consultants that are on retainer contracts. 

5. Organizational conflicts of interest. 

6. Specifying only a “brand name” product instead of allowing “an equal” product to be offered and 

describing the performance or other relevant requirements of the procurement. 

7. Any arbitrary action in the procurement process. 

 

Minority Businesses, Women’s Business Enterprises, Labor Surplus Area Firms 

The district must take necessary affirmative steps to assure that minority businesses, women’s business enterprises, 

and labor surplus area firms are used when possible. Affirmative steps must include: (2 CFR Sec. 200.321) 

1. Placing qualified small and minority business and women’s business enterprises on solicitation lists. 

2. Assuring that small and minority businesses, and women’s business enterprises are solicited whenever they 

are potential sources. 

3. Dividing total purchasing requirements, when economically feasible, into smaller tasks or quantities to 

permit maximum participation by small and minority business and women’s business enterprises. 

4. Establishing delivery schedules, where the requirement permits, which encourage participation by small 

and minority businesses and women’s business enterprises. 

5. Using the services and assistance, as appropriate, of such organizations as the Small Business 

Administration and the Minority Business Development Agency of the Department of Commerce. 

6. Requiring the prime contractor, if subcontracts are let, to take the affirmative steps listed above. 

 

Geographical Preferences Prohibited 

The district must conduct procurements in a manner that prohibits the use of statutorily or administratively imposed 

state, local, or tribal geographical preferences in the evaluation of bids or proposals for purchases made with federal 

funds, except in those cases where applicable federal statutes expressly mandate or encourage geographic 



 

 

preference. When contracting for architectural and engineering (A/E) services, geographic location may be a 

selection criterion provided its application leaves an appropriate number of qualified firms, given the nature and size 

of the project, to compete for the contract.   

[See Food Service Program Notes below for permissibility of geographic preferences and “Buy American” 

practices in purchasing certain food products] 

Prequalified Lists 

The district must ensure that all prequalified lists of persons, firms, or products which are used in acquiring goods 

and services are current and include enough qualified sources to ensure maximum open and free competition. Also, 

the district must not preclude potential bidders from qualifying during the solicitation period.   

[See Food Service Program Notes below for reference to state requirements regarding contracts with food 

service management companies and contractors of pre-plated meals.] 

Solicitation Language 

The district must ensure that all solicitations incorporate a clear and accurate description of the technical 

requirements for the material, product, or service to be procured. Such description must not, in competitive 

procurements, contain features which unduly restrict competition. The description may include a statement of the 

qualitative nature of the material, product or service to be procured and, when necessary, must set forth those 

minimum essential characteristics and standards to which it must conform if it is to satisfy its intended use. Detailed 

product specifications should be avoided if possible.  

When it is impractical or uneconomical to make a clear and accurate description of the technical requirements, a 

“brand name or equivalent” description may be used to define the performance or other salient requirements of 

procurement. The specific features of the named brand which must be met by offers must be clearly stated; and 

identify all requirements which the offerors must fulfill and all other factors to be used in evaluating bids or 

proposals.  

Avoiding Acquisition of Unnecessary or Duplicative Items  

The district must avoid the acquisition of unnecessary or duplicative items. Additionally, consideration must be 

given to consolidating or breaking out procurements to obtain a more economical purchase; and, where appropriate, 

an analysis must be made of leases versus purchase alternatives, and any other appropriate analysis to determine the 

most economical approach. 

 These considerations are given as part of the process to determine the allowability of each purchase made with 

federal funds. Such considerations are accessible in the procedure to Policy DFAC:  Allowability of Costs – Federal 

Programs.   

Use of Intergovernmental Agreements and Cooperative Purchasing 

To foster greater economy and efficiency, the district enters into state and local intergovernmental agreements where 

appropriate for cooperative purchasing or use of common or shared goods and services, as permitted by the 

Intergovernmental Cooperation Act. 

When procuring supplies or services for federally funded purposes to which the Uniform Grant Guidance applies, 

the district shall verify that the organization conducting the procurement pursuant to such agreements complies with 

the applicable procurement methods, requirements, and standards of the Uniform Grant Guidance as outlined in this 

procedure. 

Use of Federal Excess and Surplus Property 

The district considers the use of federal excess and surplus property in lieu of purchasing new equipment and 

property whenever such use is feasible and reduces project costs.  

Debarment and Suspension 

The district awards contracts only to responsible contractors possessing the ability to perform successfully under the 

terms and conditions of a proposed procurement. Consideration will be given to such matters as contractor integrity, 

compliance with public policy, record of past performance, and financial and technical resources.  

[See Food Service Program Notes below for reference to state requirements regarding contracts with food 

service management companies and contractors of pre-plated meals.] 

The district may not subcontract with or award subgrants to any person or company who is debarred or suspended. 

For all contracts over $25,000 the district verifies that the contractor with whom the district intends to do business is 

not excluded or disqualified. (2 CFR Part 200, Appendix II, and 2 CFR Sec. 180.220 and 180.300).   

All successful contractors must provide written certification that they have not been suspended or debarred from 

federal projects. The {   } Business Manager  {   } Federal Programs Coordinator will be responsible for 

verification. Such verification may include accessing the online federal System for Award Management (SAM) to 

determine whether any relevant party is subject to any suspension or debarment restrictions. 

Maintenance of Procurement Records  



 

 

The district must maintain records sufficient to detail the history of all procurements. These records will include, but 

are not necessarily limited to the following: rationale for the method of procurement, selection of contract type, 

contractor selection or rejection, the basis for the contract price (including a cost or price analysis), and verification 

that the contractor is not suspended or debarred.   

Maintenance of records of procurement will be governed by board Policies CN and DFAC.  

Time and Materials Contracts 

The district may use a time and materials type contract only: (1) after a determination that no other contract is 

suitable; and (2) if the contract includes a ceiling price that the contractor exceeds at its own risk. Time and 

materials type contract means a contract whose cost to the district is the sum of: the actual costs of materials, and 

direct labor hours charged at fixed hourly rates that reflect wages, general and administrative expenses, and profit.  

Since this formula generates an open-ended contract price, a time-and-materials contract provides no positive profit 

incentive to the contractor for cost control or labor efficiency. Therefore, each contract must set a ceiling price that 

the contractor exceeds at its own risk. Further, the district must assert a high degree of oversight to obtain reasonable 

assurance that the contractor is using efficient methods and effective cost controls.  

Settlements of Issues Arising Out of Procurements 

The district alone is responsible, in accordance with good administrative practice and sound business judgment, for 

the settlement of all contractual and administrative issues arising out of procurements. These issues include, but are 

not limited to, source evaluation, protests, disputes, and claims. These standards do not relieve the district of any 

contractual responsibilities under its contracts. Violations of law will be referred to the local, state, or federal 

authority having proper jurisdiction.  

Protest Procedures to Resolve Dispute 

The district maintains protest procedures to handle and resolve disputes relating to procurements and, 
in all instances, discloses information regarding the protest to the awarding agency. Protest procedures 
will be acted on in accordance with current state law and regulations, board policy and administrative 
regulations and procedures, and the advice of the board’s legal counsel. 
 

Food Service Program Notes: 
 
Exemption from Bidding for Perishable Food Items - 

Kansas law exempts purchases of food and foodstuffs necessary for the implementation or operation of any child 

nutrition program from bidding requirements. Bidding for such items is required only if the cost would be at or over 

the federal threshold at which formal competitive bidding is required ($250,000). Small purchase procedures may be 

used for purchases below $250,000, or micro-purchase procedures for purchases below $10,000. Use of bidding 

should be considered as an option if it is feasible and likely to result in cost savings. 

Geographic Preferences - 

The district is permitted to apply a geographic preference when procuring unprocessed, locally grown or 
locally raised agricultural products. When a geographic preference is applied, the district has discretion 
to determine the local area to which the geographic preference option will be applied. 
 
Unprocessed locally grown or locally raised agricultural products means only those agricultural 
products that retain their inherent character. The effects of the following food handling and 
preservation techniques shall not be considered as changing an agricultural product into a product of a 
different kind or character: cooling; refrigerating; freezing; size adjustment made by peeling, slicing, 
dicing, cutting, chopping, shucking, and grinding; forming ground products into patties without any 
additives or fillers; drying/dehydration; washing; packaging (such as placing eggs in cartons), vacuum 
packing and bagging (such as placing vegetables in bags or combining two (2) or more types of 
vegetables or fruits in a single package); the addition of ascorbic acid or other preservatives to prevent 
oxidation of produce; butchering livestock and poultry; cleaning fish; and the pasteurization of milk. (7 
CFR Sec. 210.21, 215.14a, 220.16) 
 
Buy American - 
 



 

 

The district shall purchase, to the maximum extent practicable, domestic commodities or products for 
food service purposes. The term domestic commodity or product means: (7 CFR Sec. 210.21, 220.16) 
 

1. An agricultural commodity that is produced in the United States; and 
2. A food product that is processed in the United States substantially using agricultural 

commodities that are produced in the United States. 
 

Mandatory Contract Clauses - 

 
The following provisions shall be included in all cost reimbursable contracts for food services purchases, including 

contracts with cost reimbursable provisions, and in solicitation documents prepared to obtain offers for such 

contracts: (7 CFR Sec. 210.21, 215.14a, 220.16) 

 
1. Allowable costs will be paid from the nonprofit school food service account to the contractor 

net of all discounts, rebates and other applicable credits accruing to or received by the 
contractor or any assignee under the contract, to the extent those credits are allocable to the 
allowable portion of the costs billed to the school food authority; 

2. (a) The contractor must separately identify for each cost submitted for payment to the school 
food authority the amount of that cost that is allowable (can be paid from the nonprofit school 
food service account) and the amount that is unallowable (cannot be paid from the nonprofit 
school food service account); or  
(b) The contractor must exclude all unallowable costs from its billing documents and certify that 
only allowable costs are submitted for payment and records have been established that 
maintain the visibility of unallowable costs, including directly associated costs in a manner 
suitable for contract cost determination and verification; 

3. The contractor's determination of its allowable costs must be made in compliance with the 
applicable departmental and program regulations and Office of Management and Budget cost 
circulars;  

4. The contractor must identify the amount of each discount, rebate and other applicable credit on 
bills and invoices presented to the school food authority for payment and individually identify 
the amount as a discount, rebate, or in the case of other applicable credits, the nature of the 
credit. If approved by the state agency, the school food authority may permit the contractor to 
report this information on a less frequent basis than monthly, but no less frequently than 
annually; 

5. The contractor must identify the method by which it will report discounts, rebates and other 
applicable credits allocable to the contract that are not reported prior to conclusion of the 
contract; and 

6. The contractor must maintain documentation of costs and discounts, rebates and other 
applicable credits, and must furnish such documentation upon request to the school food 
authority, the state agency, or the department. 

 
Contracts with Food Service Management Companies - 

Procedures for selecting and contracting with a food service management company (FSMC) shall comply with 

guidance provided by the Kansas State Department of Education, Division of Child Nutrition and Wellness, 

including standard forms, procedures and timelines for solicitation, selection and approval of proposals and 

contracts. (7 CFR Sec. 210.16, 210.19, 210.21, 215.14a, 220.16) 

Pre-Plated Meals - 

Procedures for selecting and contracting with contractors of pre-plated meals shall comply with guidance provided 

by the Kansas State Department of Education, Division of Child Nutrition and Wellness, including standard forms, 



 

 

procedures and timelines for solicitation, selection and approval of proposals and contracts. (7 CFR Sec. 210.16, 

210.19, 210.21, 220.16) 

 

Approved: 07/12/2021 



 

 

DF E I nv es tm en t  o f  F un ds  DF E 

 T h e  i n ve s t me n t  o f  s c ho o l  d i s t r i c t  mo n ies  s ha l l  be  t he  r e s pon s ib i l i t y  o f  

t he  su pe r in t en den t ,  bu s in es s  ma na ge r ,  an d / o r  t he  d i s t r i c t  t r e a su re r .  

 An y  mo n ie s  no t  i mme d ia t e l y  r eq u i r ed  f o r  t h e  p u rp ose s  fo r  wh ich  t he  

mo n ie s  were  co l l ec t e d  o r  r ec e i ved  ma y  b e  i n ves t ed  a s  p ro v i de d  b y  cu r r en t  

s t a tu t e .  

 P os t i n g  Se cur i t i e s  

 A l l  i n ve s t me n t s  o f  d i s t r i c t  mo n ies  sha l l  be  s ec ure d  t o  1 0 0% of  t he  

a mo u n t  o f  d i s t r i c t  mo n ie s  b y  F . D. I . C .  c o ve ra ge ,  a  p l ed ge  o f  d i r ec t  f e de r a l  

o b l i ga t i on s ,  o r  d i r ec t  gu a ra n t e ed  f ed e ra l  a gen c y  dep os i t s  i n  ac cor da nc e  w i th  

r eq u i r e me n t s  o f  s t a t e  l a w .   Exc ep t io ns  t o  t he  r eq u i r e d  p os t i n g  o f  s e cur i t i e s  sh a l l  

b e  on l y  a s  p ro v id ed  b y  l a w  an d  wi th  a ppro va l  o f  t he  b oa rd .  

 A l l  o f f e r in gs  o f  mo n i es  fo r  i n ves t men t  s ha l l  s t a t e  t h e  amo u n t  t o  be  

i n ves t e d  an d  the  ma tu r i t y  da t e  o f  eac h  i nve s t me n t .   

 A l l  b an ks  an d  sa v i n gs  a nd  l oa n  a s so c i a t i o ns  (h e re a f t e r  “ f i na nc i a l  

i n s t i t u t i on ( s ) ” )  wi t h  ma i n  o r  b r an ch  o f f i c es  l o ca t ed  wi th i n  t h e  d i s t r i c t  a nd  t he  

c ou n t y  o r  co un t i e s  i n  wh ich  p a r t  o f  t he  d i s t r i c t  i s  l oca t ed  s ha l l  be  g i ven  a n  

o p por t un i t y  t o  r e s po n d  to  r e qu es t s  fo r  p r op osa l s  on  mo n ies  o f f e r e d  f o r  

i n ves t me n t .   Al l  r e sp o ns e s  sh a l l  b e  d i r ec t ed  t o  t h e  su pe r in t en de n t  a nd  s ha l l  be  

s pe c i f i e d  on  t he  b as i s  o f  s i mpl e  i n t e r e s t .  

 D i s t r i b u t i on  o f  mo n ie s  f o r  i n ve s t me n t  sha l l  b e  a s  fo l l o ws :  

 T h e  t r e asu re r  o r  o the r  pe r so n  des i gn a t e d  b y  t he  bo a rd  sha l l  i n fo r m e ach  

e l i g i b l e  f i n an c i a l  i n s t i t u t i o n  o f  t h e  t o t a l  a mo un t  o f  mo ne y  to  b e  i n ve s t e d  on  a  

s pe c i f i e d  da t e  an d  t he  ma t u r i t y  da t e  o f  t he  i n ve s t me n t .  Eac h  f i n an c i a l  i n s t i t u t i on  

r e sp on d i n g  sh a l l  su bmi t  a  s i n g l e  p r op os a l  o f  t he  r a t e  o f  i n t e r e s t  i t  wou l d  pa y  on  

a l l  o r  p a r t  o f  t he  f un ds  t o  be  i n ve s t e d .



 

 

DF E I nv es tm en t  o f  F un ds  DF E -2  

 M oni es  s ha l l  be  i n ve s t e d  wi th  t he  f i nan c i a l  i n s t i t u t i on  o f f e r in g  t he  

h i ghes t  i n t e r e s t  r a t e  i n  s uc h  a mo u n t  a s  t he  f i nan c i a l  i n s t i t u t i on  wi l l  ac cep t ,  an d  

a n y  r e ma i n in g  a mo u n t s  sh a l l  b e  i n ves t ed  wi t h  t h e  f i n an c i a l  i n s t i t u t i o n ( s )  

o f f e r in g  t he  ne x t  h i gh es t  i n t e r e s t  r a t e s  i n  su ch  a mo u n t s  a s  i t  w i l l  a cce p t  un t i l  a l l  

f un ds  o f f e r ed  f o r  i nve s t me n t  a r e  i n ves t e d .   No  f i n an c i a l  i n s t i t u t i on  s ha l l  be  

e l i g i b l e  t o  r ec e i ve  a n y  f un ds  i n  t he  same  o f f e r in g  a t  a  r a t e  l o wer  t han  i t s  

p ro po sa l  r a t e .  

 No  p ro pos a l  l e s s  t han  t he  mo s t  r e ce n t l y  d e t e r min ed  in ves t me n t  r a t e  a s  

d e f i ne d  i n  K . S . A .  12 -1 6 7 5a  sh a l l  be  acc ep t ed  u n l e s s  o the rw i s e  a u t hor i ze d  b y  

K . S . A.  1 2 -1 6 75 .   No  f un ds  wi l l  b e  i n ve s t e d  fo r  ma t u r i t i e s  o f  mo re  t h an  t wo 

ye a r s .  

 An y  mo ni es  no t  o t he rw i se  i n ves t ed  i n  e l i g i b l e  f i n an c i a l  i n s t i t u t i o ns  

l oca t ed  i n  t h e  d i s t r i c t  du e  t o  t he i r  i na b i l i t y ,  f o r  wh a te ve r  r ea so n ,  t o  ac ce p t  t h e  

f un ds ,  s ha l l  b e  i n ve s t e d  i n  s ec ure d  de pos i t s  i n  f i na nc i a l  i n s t i t u t i o ns  wh ic h  ha ve  

o f f i c es  l o ca t ed  i n  c ou n t i e s  i n  wh i ch  a  p a r t  o f  t he  s c ho o l  d i s t r i c t  i s  l oca t ed .  

 An y  mo ni es  n o t  i n ve s t e d  i n  f i na nc i a l  i n s t i t u t i ons  i n  t he  d i s t r i c t  o r  

l oca t ed  i n  c ou n t i e s  i n  wh ich  a  p a r t  o f  t he  s c ho o l  d i s t r i c t  i s  l o ca t ed  ma y  b e  

i n ves t e d  a s  a u th or i zed  b y  Kan sas  l aw .  

 M oni es  a va i l a b l e  fo r  r e in ve s t me n t  a s  a  r e s u l t  o f  ma t u r i t i e s  ma y  b e  

r e in ves t ed  wi t h  t h e  f i na nc i a l  i n s t i t u t i on  ho ld i n g  s uc h  mon ies  p ro v i ded  t he  

f i na nc i a l  i n s t i t u t i o n  a g re es  t o  p a y  t he  same  o r  h i ghe r  r a t e  a s  t ha t  o f f e r ed  b y  t he  

h i ghes t  p ro po sa l  a t  t h e  t i me  th e  r eq ues t s  f o r  p r op osa l s  were  ac ce p t e d .  

 In  t h e  e ven t  o f  i d en t i ca l  h i gh  p r op osa l s ,  t h e  a l l oc a t i o n  o f  mo n i es  t o  be  

i n ves t e d  b e t we en  t he  f i na nc i a l  i n s t i t u t i ons  o f f e r i n g  t he  h i gh  p ro po sa l s  sh a l l  be  

a t  t he  d i sc r e t i o n  o f  t h e  su pe r i n t e nd en t .  



 

 

DF E I nv es tm en t  o f  F un ds  DF E -3  

 T h e  t r ea su r e r  sh a l l  r e co rd  t h e  fo l l o win g  in f o r ma t io n :   t he  da t e  o f  ea ch  

r eq ues t  f o r  p ro p osa l ;  t he  na me  o f  e ach  f i na nc i a l  i n s t i t u t i o n  no t i f i ed ;  t he  na me  o f  

t he  o f f i c e r  no t i f i e d ;  t he  p ro po sa l ;  t he  a mo u n t  o f  mo n ies  t he  f i n an c i a l  i n s t i t u t i o n  

i s  wi l l i n g  t o  acc ep t  a t  t h e  r a t e  p ro pos e d .  

 T o  be  e l i g i b l e  t o  r ece i ve  i n ves t ed  f un ds  o r  de po s i t s  f ro m t he  d i s t r i c t ,  an y  

o th e r wi se  e l i g ib l e  f i n an c i a l  i n s t i t u t i o n  sh a l l  ha ve  on  f i l e  i n  t he  o f f i ce  o f  t he  

d i s t r i c t  t r e a s u re r  a  l e t t e r  r e que s t i n g  i t s  i nc l us i on  i n  an y  r e ques t  f o r  p r op os a l  an d  

p ro v id i n g  p ro pe r  a s su ra nce  o f  co mp l i a nce  wi t h  r eq u i r e me n t s  o f  ap p l i c ab l e  l a ws  

a nd  boa rd  p o l i c y  r e l a t i n g  t o  ma i n t e na nce  o f  p ro pe r  s ec ur i t y  an d  a s su r an ce  o f  i t s  

me mb e r sh i p  i n  go od  s t a nd i n g  c ons i s t e n t  wi th  cu r r e n t  f ede ra l  r e gu l a t i o ns .   T he  

s up e r i n t e nde n t  sh a l l  r ep or t  m o n th l y  t o  t h e  b oa r d  on  t h e  d i s t r i c t ' s  i n ves t me n t s .  

 

Ap pr o ve d :  0 7 /1 3 /2 020   

 

 

 

 

 

 

 

 

 

 

 



 

 

DFG Fees, Payments and Rentals  (Cf. EBH, ECE, KG) 

 Proceeds for fees for building or equipment use or rental will be credited to a fund 

specified by the clerk of the board. 

 

Approved: 12/05/2011 

 

 

 

DFK Gifts and Bequests 

 Income derived from gifts and bequests will be credited, if possible, to the fund requested 

by the donor.  If the request of the donor cannot be fulfilled, said gift or bequest will be 

deposited in the capital outlay funds of the district or any other fund specified by the board. 

 

Approved: 12/05/2011 

 

 

 

 

 

 

 

 

 



 

 

DFM Equipment and Supplies Sales 

 Excess or unusable district-owned equipment and supplies will be disposed of by bid or 

auction at the discretion of the board. 

 

Approved: 12/05/2011 

 

 

 

DH Bonded Employees 

 The board shall purchase a blanket or surety bond for school employees.  The board shall 

prescribe the amount of the bond. 

 

Approved: 12/05/2011 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

DI C I nv e nto r i e s  DI C 

 An  a cco u n t in g  wi l l  be  ma de  a nn ua l l y  fo r  a l l  d i s t r i c t -o wn ed  p e r s on al  

p ro pe r t y .  

 An  in ve n to r y  r ec o rd  s ys t e m s ha l l  b e  d e ve l o ped  b y  t h e  s up e r in t e nde n t .   

A l l  i n ve n to r y  r e co r ds  s ha l l  be  a nn ua l l y  up da t ed  s ho wi n g  de l e t i ons  an d  ad d i t i o ns ,  

t he  e s t i ma te d  va l ue ,  o r i g in a l  co s t  ( where  a va i l ab l e ) ,  d a t e  o f  p u rc has e ,  s e r i a l  

n u mb er s  ( wher e  a va i l a b l e )  an d  l oc a t i on  an d  c on d i t i on  o f  eac h  p i ece  o f  d i s t r i c t -

o wne d  pe r so na l  p ro pe r t y .  

 E ac h  bu i ld i n g  p r inc i pa l  sh a l l  t a ke  an  a nn ua l  i n ve n to r y  o f  d i s t r i c t -

o wne d  p e r s ona l  p r ope r t y  un de r  t he  d i r e c t i on  o f  t h e  s upe r in t e nd en t .   In ve n to r y  

f o r ms  s ha l l  be  de ve l op ed  b y  t h e  su pe r in t e nde n t .   One  c op y  o f  eac h  i n ve n to ry  

t a ke n  i n  an  a t t en danc e  c en t e r  sh a l l  be  f i l e d  i n  t ha t  b u i l d in g ,  a nd  o ne  co p y  s ha l l  

b e  f i l e d  i n  t h e  cen t r a l  o f f i ce  wi t h  t he  c l e rk .  

 

 

Ap pr o ve d :  J u l y  9 ,  201 8  

 

 

 

 

 

 

 

 

 

 



 

 

DJB  P et t y  Cas h  Acc ou nts  DJB  

 T h e  b oa r d  ma y  e s t ab l i s h  p e t t y  ca sh  ac co u n t s  b y  r e s o l u t i o n .   Al l  p e t t y  

c as h  fu nd s  wi l l  be  au d i t ed  an nu a l l y  a t  t he  s a me  t i me  a s  t h e  ge ne r a l  f un d  bu d ge t .   

T h e  bo a rd  sha l l  a l so  r ec e i ve  mo n t h l y  r ep or t s  o f  t h e  ex pen d i t u r e s  f ro m a n d  

r e i mb ur s e men t s  t o  eac h  pe t t y  ca sh  a cco un t .  

 

Ap pr o ve d :   J u l y  9 ,  20 1 8  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

DJB PETTY CASH ACCOUNTS 

 

[RESOLUTION TO ESTABLISH PETTY CASH FUND] 

 

RESOLUTION 

 

 WHEREAS, the Board of Education of Unified School District No. ____, ________________ 

County, Kansas, has determined that the creation of a petty cash fund is an efficient method to pay 

expenses for school district purposes in emergencies. 

 WHEREAS, Kansas law authorizes the establishment of petty cash funds; 

 NOW THEREFORE, BE IT RESOLVED, by the Board of Education of Unified School District 

No. ____, _______________ County, Kansas that a petty cash fund designated as the _____________ 

Building Petty Cash Fund is created for the purpose of receiving and expending funds for needed district 

expenditures in an emergency.  The fund shall be in the amount of $______________.* 

 The fund shall be administered by ______________________.  The _________________ shall 

keep a record of all receipts and expenditures of the fund and shall prepare and file with the Board a 

statement showing all receipts, expenditures and balance at the end of each ___________________ and at 

the end of each school year.  An itemized receipt shall be maintained for each expenditure.  Any person 

authorized to administer a petty cash fund shall be bonded by the school district. 

 Upon proper report to the board, the petty cash fund shall be replenished by payment from the 

appropriate fund of the school district. 

 The petty cash fund shall not be loaned or advanced against the salary of any employee. 

 Funds in the petty cash fund shall remain district funds but shall not be considered school money 

for purposes of K.S.A.  72-1136 and the provisions of K.S.A. 12-105b shall not apply. 

 ADOPTED by the Board of Education of Unified School District ____, _________________ 

County, Kansas, the _____ day of ____________, 20 ___. 

[NOTE:  A separate resolution must be adopted for each petty cash fund.] 

*   No t  t o  Ex cee d  $1 50 0 .0 0  



 

 

 

DJ E P u rc ha s in g  DJ E 

 T h e  p urc has in g ,  r e ce i v in g ,  s t o r in g  a nd  d i s t r i b u t i on  o f  su pp l i e s ,  

e qu ip me n t  a nd  s e r v i c es  f o r  us e  i n  t he  d i s t r i c t  s ha l l  be  ma nage d  e f f i c i en t l y  a nd  

e co no mi ca l l y .  Sc ho o l  e mp lo ye es  a r e  no t  a l l o we d  t o  p u rc hase  pe r s o na l  i t e ms  

f r o m ve nd or s  u s in g  d i s t r i c t  a cc ou n t s .  

 P u r ch as i n g  A ut hor i t y  

 T h e  boa rd  s ha l l  a pp o i n t  a  pu rch as i n g  a gen t  f o r  t h e  d i s t r i c t .  

 

Ap pr o ve d :   01 / 10 /2 02 2  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

DJE-R  Purchasing of Goods and Services  (Cf.  DJF) 

 Guidelines for making purchases are as follows: 

 School personnel desiring to make a purchase from district funds shall obtain permission 

from the building principal who shall then fill out a requisition and submit it to the assistant 

superintendent for his/her approval. 

 To expedite the purchase, if approved, the company name and address, the catalog 

number, the name of the article and price should be included with the request to the principal.  

 In case “shipment on approval’ is desired, a requisition must be completed and the 

purchase order marked “HOLD” until the transaction is completed.  When the transaction is 

completed, a corrected purchase order will be made before payment; however, such purchases 

are discouraged. 

 Employees will be asked to plan orders in such a way that materials, supplies, and 

equipment for fall term shall be requisitioned early in the spring.  The assistant superintendent  

will review all requisitions and make purchase orders for materials for summer delivery on the 

basis of the annual budget. 

 Exceptions to the above procedure will be recognized when custodians, bus drivers, or 

other employees find it necessary to purchase emergency supplies.  In such cases signed tickets 

or invoices may be attached to the requisition before approval is given. 

 An activity fund is authorized for each attendance center.  The building principal will be 

the purchasing authority for each activity fund.  It will be his/her duty to approve all activity fund 

requisitions and purchase orders.  No purchases may be made from the activity fund without a 

requisition and purchase order signed by the principal. 

 

Approved: 

 



 

 

 

DJE-R-1 Credit Card Guidelines 

 

GUIDELINES 

PRAIRIE HILLS USD #113 

 CREDIT CARDS 

 
 

BOARD OF EDUCATION APPROVED PROCEDURES 

 

 Credit cards are to be checked out to school employees that have signed a contract stating 

that they agree to abide by the policies. 

 

 Receipts and logs by school employees are to be to the business office by the 25th of each 

month. 

 

 Have all credit card purchases made by the superintendent reviewed (by the board 

president or a designated school board member) prior to submission to the local board of 

education for payment. 

 

 Provide a contract that explicitly state penalties/consequences for violation of board rules 

and policies concerning unauthorized purchases.  (Attachment C)  

 

BUSINESS OFFICE RESPONSIBLITIES 

 

 Prepare a system of reporting all credit card purchases made during a fiscal year.  

(Attachment A)  

 

 Maintain a log showing names of cardholders, account numbers, credit card purchases, 

etc., that are submitted and approved by the board. (Attachment B)  

 

 Verify credit card limits on a monthly basis.  A written request should be submitted to the 

board stating rationale for any changes in the limit. 

 

 Audit all original credit card receipts, invoices, electronic tickets, and logs submitted by 

cardholders monthly to ensure the purchases are in compliance with board policy and 

used for school district purposes.  Verify that all products purchased with a credit card 

have been received.  Provide a system to account for returned merchandise. 

 

 Identify the merchants or type of merchants where the credit card may be used.   

 

 Make sure that purchases can be tied to a specific cardholder through a checkout system. 

 

 Provide a method of notifying merchants of the sales tax exemption status (K.S.A. 79-

3606) when purchasing merchandise with credit cards. 

 

 Provide training and monitor credit cardholders (school employees) to ensure the rules 

are being followed. 



 

 

 

 

 

SUPERINTENDENT RESPONSIBILITIES 

 

 Review credit card expenditures, following review by the district fiscal officer, prior to 

submission to the local board of education. 

 
SCHOOL EMPLOYEE RESPONSIBILITIES 

 The cardholder must officially sign all credit card purchases.  Make it clear that no one 

may use the credit card except authorized individuals.  All purchases must be school 

related (no personal purchases). 

 

 Submit credit card receipts, invoices, and logs to the school district business office by the 

25th of each month. 

 

 Report all lost or stolen credit cards immediately to the school district business office. 

 

 Never accept cash for credit card returns.  Request that merchant credit the credit card 

account. 

 

 Make sure merchants are aware of the sales tax exemption status of school districts 

(K.S.A. 79-3606) when purchasing merchandise with credit cards. 

 

 Sign contract upon checkout of credit card. 

 

Refer to CEF also. 

 

 

 

Approved: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Attachment A 

Prairie Hills USD #113 

 

CREDIT CARD AUTHORIZATION LIMITS 
 

Total Dollar Limit (Per Period) $ 

Max Number of Daily Transactions  

Maximum Dollars per Transaction $ 

 
Account Number  

 

Name of Cardholder 

 

 

Department 

 

 

Social Security Number 

 

 

Position 

 

 

Statement Address 

 

 

City/State/Zip 

 

 

Telephone Number 

 

 

Authorization Strategy Number 

 

 

Organization Number/Object Code 

 

 

Special Instructions 

 

 

 

  

             Date of Request     Departmental Approval 
 

  

     Date Authorized   Signature of Business Procurement 

      Card Coordinator



 

 

Attachment C 

USER AGREEMENT FOR DISTRICT-ISSUED CREDIT CARD 

The following user agreement must be signed by all authorized employees of Prairie Hills 

USD #113 with access to a credit card. 
 

I understand that Prairie Hills USD #113 has authorized my use of a district credit card for 

authorized business expenditures on its behalf.  In accepting and/or using the card, I agree to 

be bound by the terms and conditions that follow. 
 

 I will use the card issued to me only for the payment of authorized expenses 

consistent with my organizational responsibilities and to satisfy by 

building/department needs. 

 I understand the purchases are limited to approved expenditures listed on an approved 

requisition.  

 I will not use the card to obtain cash advances. 

 I understand that I am the only authorized card user. 

 I will not use the card for personal use or for any other non-district purposes. 

 I understand the card shall be used for only the types of merchants approved by the 

school district. 

 I understand that all purchases shall be made in accordance with applicable 

purchasing and credit card procedures adopted by the board of education. 

 I understand that I am responsible to provide appropriate documentation for credit 

card transactions charged to my card or be held responsible for those expenditures. 

 I will surrender the card to the district office upon returning. 

 I understand that any charges against the credit card that are not properly identified or 

not allowed by the district shall be paid by me by check, United States currency or 

salary deduction.  I further understand that any employee who has been issued a card 

shall not use the card if any disallowed charges are outstanding and shall surrender 

the card upon demand of the administrator/business department or designee. 

 I will immediately report any stolen or lost card to the business office at (785) 284-

2175. 

 I will immediately report a stolen or lost card to Cardmember Services at the 

following number; 1-800-442-4757 
 

I understand that any variance and/or violation of the above conditions will result in 

cancellation of my credit card use.  Misuse of the card could result in disciplinary action 

and/or personal liability for unapproved charges. 
 

All district credit cards are subject to examination by external auditors. 
 

The district shall have unlimited authority to revoke use of any credit card issued and 

upon such revocation shall not be liable for any cost subsequently charged to the credit 

card. 

I HAVE READ AND I UNDERSTAND THE ABOVE CONDITIONS. 

 
Name_____________________________ Building/Department___________________ 

 

SSN______________________________ CreditCard#_________________________ 

Signature__________________________ Date_______________________ 



 

 

DJ EB  Q ual i ty  Co ntr o l  DJ EB  

 T h e  bo a rd  r e se r ve s  t h e  r i gh t  t o  e s t a b l i s h  t h e  sp ec i f i ca t i on s  fo r  an d  

q ua l i t y  o f  go od s  o r  s e r v i ces  p u rc ha sed  b y  t h e  d i s t r i c t .  

 S p ec i f i ca t i on s  

 I t  i s  t he  r e sp ons ib i l i t y  o f  t h e  o r i g in a to r  o f  a  pu r ch ase  r eq ues t  t o  s ee  

t ha t  a l l  s pec i f i c a t i o ns  r e qu es t ed  a r e  co mp le t e .  

 S t a nd a rd i za t i on  

 W he ne ve r  po ss i b l e ,  s t a n da r d  l i s t s  o f  s up p l i e s  an d  e qu i p me n t  sh a l l  be  

d e ve lo pe d  i n  a l l  b udge t  a r e as .  

 Qu an t i t y  P urc ha s in g  

 Qu an t i t y  p u rc has in g  i s  e nc our a ged .  

 

Ap pr o ve d :   J u l y  9 ,  20 1 8  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

DJ ED Bi ds  a nd  Q uot at i on s  Req ui reme nt s  DJ ED 

 A l l  p u rc has es  r e qu i r i n g  co mp e t i t i ve  b i ds  sh a l l  be  ma d e  in  

a cc ord anc e  wi th  c u r r e n t  s t a tu t e s .  

 T h e  p urc has i n g  a gen t  s ha l l  de ve l op  an d  ma i n t a in  l i s t s  o f  p o t e n t i a l  

s up p l i e r s .   B id  l i s t s  s ha l l  be  us ed  t o  no t i fy  p o t en t i a l  b i dde r s .  

 An y  s up p l i e r  ma y  be  i nc l ud ed  in  t he  l i s t  u p on  r eq ues t .   A l l  b id  l i s t s  

s ha l l  be  r e v i e we d  ann ua l l y  b y  t he  p u rc has i n g  a ge n t .  

 A  co p y  o f  t h i s  p o l i c y  sh a l l  b e  g i ven  t o  a l l  b i dd e r s  u po n  r eq ue s t .  

 A l l  b i ds  an d  s up por t i n g  d oc u me nta t i on  sh a l l  be  r e t a i ne d  i n  t he  

d i s t r i c t  o f f i ce  wi t h  t h e  c l e r k  f o r  a  p e r io d  o f  t h r e e  yea r s  a f t e r  b ids  h a ve  b een  

o pe ne d .  

 B id  Sp ec i f i ca t i on s  

 A l l  b i d  sp ec i f i ca t i on s  sh a l l  b e  wr i t t e n  b y  t h e  d i s t r i c t ’ s  p u rc ha s in g  

a ge n t  a nd  s ha l l  i nc l u de  r e qu i r e d  ch a r ac t e r i s t i c s  a nd  qua l i t y  s t a nda rds .  

S p ec i f i ca t i on s  s ha l l  i nc l ude ,  when  ne ces s a r y :   r e qu i r e d  pe r fo r ma nc e ,  su r e t y ,  

b id ,  an d  s t a t u t o r y  bo n d  i n f o r ma t i on ;  comp l i a nce  wi t h  p r e f e r en t i a l  b i d  l a w;  

f i na nc i a l  s t a t e me n t s ;  t he  b oa r d ’ s  r i gh t  t o  r e j ec t  an y  o r  a l l  b id s ;  co mp l i a nc e  

w i t h  a l l  f e de r a l ,  s t a t e ,  a nd  l oca l  l a ws ,  o rd in anc es ,  an d  r e gu l a t i on s ;  t h e  da t e ,  

t i me ,  a nd  p l ace  f o r  t h e  op en i n g  o f  b id s ;  an d  o t he r  i t e ms  a s  t h e  b oa r d  d i r e c t s .  

 T h e  b oa r d  s ha l l  a vo i d  n e go t i a t i o n  o f  b id  sp ec i f i ca t i o ns  a f t e r  b id s  

h a ve  be e n  ac cep t ed  a nd  s ha l l  c o r r ec t  spe c i f i ca t i on s  i f  t he y  a r e  i na de qu a t e l y  

wr i t t en  an d  r eq ue s t  n e w b i ds .   I f  an  e r ro r  i s  d i s co ve r ed  i n  t h e  b i d  

s pe c i f i c a t i ons ,  a l l  b id s  s ha l l  be  r e tu rne d  u n ope ne d ,  an d  t h e  p ro j ec t  sha l l  b e  

r eb i d  us i n g  c o r r e c t e d  an d / o r  a me nde d  sp e c i f i c a t i o ns .  

 P ro ce dur e  

 A l l  b id s  mus t  be  su bmi t t ed  t o  t h e  c l e r k  i n  s e a l e d  en ve l op es  w i t h  t h e  

n a me  o f  t he  b i d de r  a nd  t he  da t e  o f  t he  b id  ope n i n g  p l a i n ly  ma r ke d  in  t he  

l o wer  l e f t -h a n d  c o r ne r  o f  t he  e n ve lo pe .   A l l  b i ds  s ha l l  b e  op en ed  p ub l i c l y  on   



 

 

DJ ED Bi ds  a nd  Q uot at i on s  Req ui reme nt s  DJ ED- 2  

t he  s t a t ed  da t e  a nd  t i me .   Al l  b id de r s  an d  o th e r  i n t e r e s t ed  p e r s on s  ma y  be  

p re s en t  wh en  th e  b i ds  a r e  op en ed .  

 B id s  ma y  b e  o pene d  b y  t he  p u r cha s in g  a gen t  o r  o t he r  p e r s on  

d es i gn a t e d  b y  t h e  bo a r d ,  an d  su ch  o pe n i n g  sh a l l  be  w i t nes se d  b y  o ne  o t her  

d i s t r i c t  e mp l o ye e .   T h e  b ids  sh a l l  t he n  b e  a r r a n ged  i n  o rde r  f ro m l o w  t o  h i gh  

b e f o re  t h e y  a r e  p r e sen t e d  t o  t he  b oa r d  fo r  ac t i o n .  

 Re sp ons ib l e  Bi dde r  

 A l l  b id s  s ha l l  be  awar de d  t o  t h e  l o wes t  r e sp ons i b l e  b i dd e r .   T he  

b oa rd  r e ma i ns  t h e  s o l e  j ud ge  o f  whe the r  a  b id de r  i s  “ r e sp ons i b l e . ”   Cr i t e r i a  

t ha t  ma y  b e  us ed  t o  j u d ge  whe t he r  t he  b id de r  i s  r e sp on s i b l e  b y  wa y  o f  

i l l u s t r a t i on  a nd  no t  l i mi t a t i on ,  a r e :   f i n an c i a l  s t an d in g ,  r ep u t a t i o n ,  

e xp e r i e nc e ,  p r i o r  wor k in g  r e l a t i on sh i p  wi t h  t h e  d i s t r i c t ,  r e so ur ces ,  f ac i l i t i e s ,  

j ud gme n t ,  a nd  e f f i c i e nc y .  

 T h e  bo a rd  ma y  i n ve s t i ga t e  whe t he r  t he  b id de r  i s  r e s po ns i b l e  b y  

u s in g  i n fo r ma t io n  a t  h an d  t o  fo r m an  i n t e l l i gen t  j ud gme n t ,  su ch  a s ,  bu t  no t  

n ec es s a r i l y  l i mi t e d  t o ,  t he  d i s t r i c t ’ s  a r c h i t ec t ,  p r e vi ou s  c l i en t s  o f  t h e  b i dd e r ,  

t he i r  o wn  in ves t i ga t i o n ,  o r  an  o u t s ide  i n ve s t i ga t i on  a gen c y .  

 Wi t hd ra wa l  o f  Bi ds  

 An y  b i d  ma y  be  wi t hd ra wn  a nd /o r  c o r r e c t e d  p r i o r  t o  t h e  s c hedu le d  

t i me  f o r  o pe n in g  o f  b ids  a nd  no  l a t e r  t han  t wo  da ys  a f t e r  t he  b ids  ha ve  be en  

o pe ne d  i f  a  no n -j ud gme n ta l  e r ro r  has  b een  ma de .    

 An y  b i d  r e ce i ve d  a f t e r  t h e  pu b l i c i ze d  da t e  a nd  t i me  sh a l l  n o t  be  

c on s id e re d  b y  t he  b oa rd .  

 Re j ec t i on  o f  Bi ds  

 T h e  bo a r d  r e s e r ves  t h e  r i gh t  t o  r e j ec t  any  a n d  a l l  b id s  a nd  t o  a s k  f or  

n e w  b i ds .   T h i s  r e se r va t i on  sh a l l  b e  s pe c i f i e d  i n  t h e  p u b l i ca t i o n  o r  

n o t i f i ca t i o n  o f  b i d  l e t t i n g .  



 

 

DJ ED Bi ds  a nd  Q uot at i on s  Req ui reme nt s  DJ ED- 2  

 T h e  bo a rd  r e s e r ves  t h e  r i gh t  t o  wa i ve  a ny  i n f o r ma l i t i e s  i n  o r  r e j ec t  

a n y  p a r t s  o f  a  b id .  

 M ul t i -S t a t e  P urc has in g  P oo l s  

 T h e  boa rd  ma y  pa r t i c i pa t e  i n  mu l t i - s t a t e  pu rc has i n g  p oo l s .  

 

Ap pr o ve d :  J u l y  9 ,  201 8   

 

 

 

 

 

 

 

 

DJEE  Local Purchasing 

 The board will purchase goods and services on a local basis when possible and when 

costs, quality and servicing of goods meet board specifications and the needs of the district. 

 

Approved: 12/05/2011 

 

 

 

 

 

 



 

 

DJ EF  Re q ui s i t i o ns  DJ EF  

 T h e  p urc has i n g  a gen t  sha l l  d e ve lo p  a  r eq u i s i t i o n  f o r m t o  be  u se d  b y  

s t a f f  me mb er s  r eq ues t i n g  t ha t  ce r t a i n  go od s  be  p urc ha sed  f o r  t h e  d i s t r i c t .  

 A l l  r e qu i s i t i o ns  sh a l l  be  s ub mi t t ed  t o  t he  pu r ch as i n g  a gen t  b y  t h e  

d es i gn a t e d  dea d l i ne .   Af t e r  a  p u rc has e  o r de r  h as  bee n  i s s ue d ,  t he  nu mb er  o f  

t he  p u rc has e  o r de r  sh a l l  b e  r ec o rd ed  o n  t he  r e qu i s i t i on ,  an d  t he  n u mb er  o f  

t he  r e qu i s i t i on  s ha l l  b e  r e co r de d  o n  t he  pu rc has e  o r de r .   A f t e r  p roc es s in g ,  t he  

o r i g i na l  co p y  o f  t he  r eq u i s i t i on  sh a l l  be  f i l ed  i n  t he  o f f i ce  o f  t he  pu r ch as i n g  

a ge n t  i n  n u mer i ca l  s e qu en ce .  

 T h e  s ch oo l  o r  d i s t r i c t  e n t i t y  s ha l l  n o t  b e  use d  t o  o rd e r  o r  pu rch ase  

s up p l i e s ,  goo ds ,  o r  war es  fo r  t h e  pe r s on a l  us e  o f  e mp lo ye es .   Use  o f  t h e  

“ sc ho o l  en t i t y”  i n  t h i s  ma nn er  wou ld  i n c l ud e ,  b u t  ma y  n o t  be  l i mi t e d  t o ,  t he  

u se  o f  t he  s ch oo l  o r  d i s t r i c t ’ s  n a me ,  l e t t e rhe ad ,  p u r cha se  o rde r ,  f un d ,  c r ed i t  

c a rd ,  an d / o r  ch ec k .  

 

Ap pr o ve d :   J u l y  9 ,  20 1 8  

 

 

 

 

 

 

 

 

 

 

 



 

 

DJEG  Purchase Orders and Contracts 

 The purchasing agent shall develop a form consistent with the requisition form to be 

used in purchasing goods for the school district. 

 

Approved: 12/05/2011 

 

 

 

 

DJEJ  Payment Procedures 

 Payment of bills shall be authorized by the board at a regular board meeting upon the 

recommendation of the superintendent or his/her designated representative. 

 

Approved: 12/05/2011 

 

 

 

 

 

 

 

 

 

 

 



 

 

DJFA  Capital Equipment Purchasing Authority  (Cf. DJED) 

 The board of education may grant approval to purchase capital equipment, when said 

cost is less than $20,000.00, upon proper request and recommendation of the superintendent.  

 

Approved: 12/05/2011 

 

 

 

 

 

DJFAB   Administrative Leeway  DJFAB 

 (See DJEG and DJEJ) 

 In an emergency, the superintendent shall have the authority to make expenditures necessary 

to prevent additional damage to district property, to keep the schools open or to reopen schools.  

Emergency purchases shall be ratified by the board at the next regular or special board meeting. 

 

Approved:   07/11/2022 

 

 

 

 

 

 

 

 

 

 



 

 

DJFC Cost Control 

 The board reserves the right to maintain cost control authority over any goods or 

services purchased by the school district. 

 

Approved: 12/05/2011 

 

 

DJFF Requisitions 

 Purchases from local vendors will be by approved methods and procedures outlined 

in the board’s rules. 

 

Approved: 12/05/2011 

 

 

 

DJH Note and Bond Payments 

 Note and bond payments shall be made promptly according to a schedule established 

by the board for such payments. 

 

Approved: 12/05/2011 

 

 

 

 

DK Student Activity Fund Management  (See JH) 



 

 

 Any activity, which involves the expenditure of activity funds, shall be subject to 

prior approval of the principal. 

 Activity Fund Management 

 The building principal shall maintain an accurate record of all student activity funds 

in the respective attendance centers.  No funds shall be expended from these accounts except 

in support of the student activity program.  No activity account shall have a negative balance. 

 The board shall receive a monthly report on all activity accounts. 

 All student activity funds will be audited annually at the same time as the general 

fund budget. 

 The board will assume control of all inactive activity organization funds and disburse 

those funds to other activity accounts or expend the funds as directed by the board. 

 

Approved: 12/05/2011 

 

 

 

 

 

 

 

 

 

 

 

DK STUDENT ACTIVITY FUND MANAGEMENT 

[RESOLUTION TO ESTABLISH ACTIVITY FUND] 



 

 

RESOLUTION 

 WHEREAS, the Board of Education of Unified School District No. ____, 

__________________ County, Kansas, has determined that the creation of an activity fund is an 

efficient method to pay expenses for student activities; and 

 WHEREAS, Kansas law authorizes the establishment of school activity funds; 

 NOW THEREFORE, BE IT RESOLVED, by the Board of Education of Unified School 

District No. ____, _________________ County, Kansas, that an activity fund designated as the 

_______________ fund is created for the purpose of receiving and expending funds for student 

activities, including athletics, music, forensics, dramatics and other board approved student extra-

curricular activities. 

 The fund shall be administered by _____________________.  The 

______________________ shall keep a record of all receipts and expenditures of the fund and shall 

prepare and file with the Board a statement showing all receipts, expenditures and balance at the end 

of each _____________________ and at the end of each school year.  Any person authorized to 

administer an activity fund shall be bonded by the school district. 

 Funds in the activity fund shall remain district funds but shall not be considered school 

money for purposes of K.S.A.  72-1132 and the provisions of K.S.A. 12-105b shall not apply. 

 ADOPTED by the Board of Education of Unified School District ____, 

_____________________ County, Kansas, the ____ day of _________________, 20___. 

 

[NOTE:  A separate resolution must be adopted for each activity fund.] 

 

 

 

 

 

DK-R Student Activity Fund Management  (See JH) 



 

 

 Each student activity fund shall have an employee in charge of the funds.  The 

employee shall be responsible for making a monthly report to the superintendent and the 

board. 

 The monthly student activity report shall show opening and closing balances of each 

fund.  The report shall also show the total amount of deposits and an itemized list of 

expenditures. 

 Activity Fund Management 

 All payments from student activity funds shall be made from purchase orders signed 

by the employee responsible for the fund.   

 Receipts shall be kept for all revenue deposited into the activity fund of each 

attendance center.  All payments from the activity fund shall be by checks provided for that 

purpose. 

 

Approved: 12/05/2011 

 

 

  

 

 

 

  

 

 

 
D P  Co l l ec t io n  P r oc ed ure s   ( See  EE  a nd  J S)  D P  

 Un pa i d  Fe es  a nd  Ne ga t i ve  Ac co un t  Ba l ance s  



 

 

 Un pa i d  o r  o ve r du e  a cc ou n t s  d i s r up t  acc ou n t i n g  p ra c t i c es  w i t h in  t he  

d i s t r i c t .   Al l  pe r son s  wh o  o we  o ve r du e  f e es  o r  ha ve  ne ga t i ve  acc ou n t  

b a l a nc es  wi th  t h e  d i s t r i c t  s ha l l  b e  no t i f i e d  o f  t h e  de l i n que nc y  up  t o  t h r e e  

t i me s  i n  no t  l e s s  t ha n  t en  da y  i nc r e men t s  b y  t he  s up e r i n t e nd en t  or  

s up e r i n t e nde n t ’ s  des i gn ee  v i a  l e t t e r  s e n t  b y  U. S .  F i r s t  C la s s  Mai l  p r o v id i n g  

t ha t  t he  i n d i v i du a l  o wes  t he  d i s t r i c t  f ee s  o r  t h a t  a  s pec i f i e d  a cc ou n t  h as  

i n su f f i c i en t  f u nd s  o r  a  ne ga t i ve  ba l a nce  an d  t he  r ea so n  fo r  t he  f ees  o r  

a cc ou n t  wi t hd ra wa l s .    

 I f ,  wi th i n  t en  d a ys  a f t e r  t he  s eco nd  n o t i c e  wa s  ma i l e d ,  t h e  de b t  i s  no t  

p a i d  i n  fu l l  o r  a r r a nge me n t s  h a ve  no t  b ee n  ma d e  wi t h  t h e  sup e r i n t e nd en t  o r  

s up e r i n t e nde n t ’ s  de s i gn ee  t o  pa y  i t ,  a  t h i r d  a nd  f i na l  no t i ce  s ha l l  be  s en t  t o  

t he  d eb t o r  b y  ma i l .    Po s t a ge  a nd  s t a t i on a r y  c os t s  ma y  be  a dd ed  t o  t he  

o r i g i na l  b i l l .  

 I f  f u l l  pa yme nt  i s  n o t  r ec e i ved  b y  t he  c l e r k  wi t h in  t e n  da ys  a f t e r  

ma i l i n g  o f  t he  f i na l  n o t i c e ,  au t hor i za t i on  fo r  t he  e n fo rce me n t  o f  c o l l ec t i on  

ma y  b e  o b t a i ne d  t h ro u gh  the  l oca l  s ma l l  c l a i ms  co ur t  i n  co mp l i anc e  wi t h  

Ka nsa s  s t a tu t e s ,  t he  s up e r i n t e nde n t  o r  sup e r i n t e nd en t ’ s  de s i gn ee  ma y  tu r n  t h e  

ma t t e r  o ve r  t o  l e ga l  c ou ns e l  t o  co mme n c e  d eb t  co l l ec t i on  p r oce ed i n gs  o n  

b eh a l f  o f  t he  d i s t r i c t ,  o r  t he  ma t t e r  ma y  be  ha nd l ed  t h r ou gh  th e  K a ns as  

S e t Of f  P ro gra m.  

 In s u f f i c i en t  Fu nd s  Ch ec ks  

 Op t io n  1 :  

 T h e  su pe r i n t e nd en t  o r  t h e  su pe r in t en den t ’ s  des i gn ee  i s  au th or i ze d  t o  

r eq ues t  c ha r ges  t o  be  f i l ed  a ga in s t  a  pe r s on  o r  p e r s on s  g i v i ng  wo r th l e s s  o r  

i n su f f i c i en t  f un d  ch ec ks  t o  t he  sc ho o l  d i s t r i c t .   In  a dd i t i o n ,  t he  b oa r d  ad op t s   

D P  Co l l ec t io n  P r oc ed ure s    D P -2  

t h e  f o l l o wi n g  p r o c e d u r e s  f o r  d e a l i n g  wi t h  r e t u r n e d  c h e c k s  i n  t h e  s c h o o l  s e t t i n g .  



 

 

 O n c e  t h e  p e r s o n  i s  n o t i f i e d  o f  t h e  f i r s t  r e t u r n e d  c h e c k  v i a  U . S .  F i r s t  C l a s s  

M a i l ,  i f  r e s t i t u t i o n  i s  ma d e  wi t h i n  f i v e  wo r k i n g  d a y s  f r o m t h e  n o t i f i c a t i o n  b e i n g  

ma i l e d ,  t h e r e  wi l l  b e  n o  c h a r g e  f o r  a  r e t u r n e d  c h e c k .   I f  a f t e r  a  s e c o n d  n o t i f i c a t i o n  

i s  s e n t ,  r e s t i t u t i o n  i s  n o t  ma d e  wi t h i n  a n  a d d i t i o n a l  f i v e  wo r k i n g  d a y s ,  a  f e e  o f  

$ 1 0 . 0 0  wi l l  b e  c h a r g e d .  

  I f  a  p e r s o n  h a s  a  s e c o n d  r e t u r n e d  c h e c k ,  h e / s h e  wi l l  b e  n o t i f i e d  a n d  

a s s e s s e d  a  $ 1 5 . 0 0  f e e ,  p r o v i d i n g  r e s t i t u t i o n  i s  ma d e  wi t h i n  f i v e  w o r k i n g  

d a y s .   A f t e r  t h e  s e c o n d  n o t i f i c a t i o n  i s  m a i l e d  c o n c e r n i n g  t h e  s e c o n d  

r e t u r n e d  c h e c k ,  a  f e e  o f  $ 2 0 . 0 0  wi l l  b e  a s s e s s e d .  

  F o r  a  t h i r d  r e t u r n e d  c h e c k ,  t h e  p e r s o n  wi l l  b e  n o t i f i e d ,  a s s e s s e d  a  $ 3 0 . 0 0  

f e e ,  a n d  i n f o r me d  t h a t  t h e  d i s t r i c t  a n d  i t s  s c h o o l s  w i l l  n o t  a c c e p t  a n y  

f u t u r e  c h e c k s  f r o m s u c h  p e r s o n .   A l l  f u t u r e  p a y me n t s  t o  t h e  d i s t r i c t  o r  

i n d i v i d u a l  s c h o o l s  wo u l d  t h e n  n e e d  t o  b e  i n  t h e  f o r m  o f  c a s h ,  c a s h i e r ' s  

c h e c k ,  o r  c r e d i t / d e b i t  c a r d  p a y me n t .  

  I f  r e s t i t u t i o n  o f  t h e  t h i r d  c h e c k  i s  n o t  ma d e  wi t h i n  f i v e  wo r k i n g  d a y s  

f r o m ma i l i n g  t h e  f i n a l  n o t i f i c a t i o n ,  t h e  s u p e r i n t e n d e n t  o r  

s u p e r i n t e n d e n t ’ s  d e s i g n e e  wi l l  b e  n o t i f i e d ,  a n d  t h e  s u p e r i n t e n d e n t  o r  

s u p e r i n t e n d e n t ’ s  d e s i g n e e  ma y  t u r n  t h e  ma t t e r  o v e r  t o  t h e  c o u n t y  

a t t o r n e y  f o r  l e g a l  a c t i o n .  

 O p t i o n  2 :  

 T h e  s u p e r i n t e n d e n t  o r  t h e  s u p e r i n t e n d e n t ’ s  d e s i g n e e  i s  a u t h o r i z e d  t o  r e t a i n  

t h e  s e r v i c e s  o f  a  b a d  c h e c k  c o l l e c t i o n  a g e n c y  t o  c o l l e c t  f u n d s  d u e  t o  t h e  d i s t r i c t  

u p o n  r e c e i p t  o f  i n s u f f i c i e n t  f u n d s  c h e c k s .  

 

A p p r o v e d :  J u l y  9 ,  2 0 1 8  

 


