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PURCHASING POLICY

Purpose

This policy outlines and defines the process for purchasing supplies, equipment,
materials, and services that will be used to meet the needs and purpose of
Waconia Public Schools Independent School District 110. The policy is to assist
Waconia Public Schools' purchases and adhere to all applicable state and federal
regulations and guidelines.

General Statement of Policy

Waconia Public Schools' purchasing process will adhere to state and federal
guidelines as well as statutes with the Minnesota Department of Education in
partnership with Waconia Public Schools' best practices. This process will be
subject to Waconia Public Schools' annual financial audit.

Requisition and Purchase Order Process

Any orders that are of material value will follow the Waconia Public Schools'
requisition and purchase order process established by the Director of Finance and
Operations. In the event there is an emergency and time is of the essence, this
process may be modified with a pre-approval by the Director of Finance and
Operations. Payments to vendors are to follow the process of creating a purchase
order with the approval workflow. In the event a request for payment is not
followed by the receivable process in no such terms will payment be approved.
Every purchase order must be signed and dated including an indication of receipt
of merchandise and forwarded to the Waconia Public School District Finance
office for payment.

Orders, Quotations, Bids, and Request for Proposal (RFP) Requirements

All products, equipment, and services purchases must conform to Waconia Public
Schools guidelines and protocol established by the Director of Finance and
Operations including purchases of $25,000 and/or less must be completed through
quotations in the open market. Departments are required to request quotes at a
minimum from two vendors, three or more when funding is from Federal Grants
that exceed $3,000. When contracts reach a $25,000 cumulative total, SAM.gov
(https://www.sam.gov/portal/SAM/#11) will be utilized to confirm that vendors
have not been debarred or suspended.

For purchases that are $25,000 to $175,000 two quotes at the minimum must be
obtained. NO exception to this rule. Quotes will be awarded based on the needs
of Waconia Public Schools. Consideration will be given to qualified vendors
based on experience, price, and responsibility for quality products or services that
will perform to the needs of Waconia Public Schools.


https://www.sam.gov/portal/SAM/#11

Purchases over $175,000 within a year require one of the following actions:

1. Awarded via sealed bid process in accordance with state and federal
procurement statutes

2. Purchased with the use of a current, valid Joint-Powers-eligible
cooperative agreement held by the selected vendor or service provider

Waconia Public School will make every effort to utilize a formal procurement
process for items over $175,000. Exceptions to the procurement process could be
granted in writing by both the Director of Finance and Operations, and the
Superintendent in such rare cases for conditions set forth below.

1. Purchase of copyrighted materials
2. Awarding of professional services agreements
3. Technology-related purchases in which proprietary technology is required

for purposes of continuity and/or integration

Any requests for proposals of services must include a document detailing the
rationale of services being sought, criteria for the selection process, and the
application. In the spirit of best practice, Waconia Public School holds the right
every three to five years to seek RFPs for services such as administrative service,
waste management, legal services, and insurance carriers.

Legal References:

Minn. Stat. § 471.345 (Uniform Municipal Contracting Law)

Minn. Stat. 471.345 Subd. 3 (Contracts Over $175,000)

Minn. Stat. 471.345 Subd. 4 (Contracts Exceeding $25,000 But Not $175,000)
Minn. Stat. 471.345 Subd. 5 (Contracts $25,000 Or Less)

Minn. Stat. 471.345 Subd. 15 (Cooperative Purchasing)

Cross References:
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