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I.   OVERVIEW 

  

 A.  INTRODUCTION 

  

The Procurement Services Department of District Five Schools, as charged by the 

Superintendent and the Board of Trustees, will be responsible for the acquisition of all 

equipment, supplies, materials, and/or services required for the successful operation of 

the schools, offices, and grounds in the District.  This department will assist staff 

members in obtaining the proper product, at the best price, in the proper quantity and 

quality, in a timely manner, while remaining in compliance with all legal requirements, 

administrative policies, and ethical practices.  In addition, the Procurement Services 

Department will assist as necessary with the proper disposal of any surplus District 

owned property. 

 

 B.  BACKGROUND 

  

In a letter dated July 1, 2008, the Audit and Certification Manager of the Materials 

Management Office (MMO) informed District Five Schools of Spartanburg County that 

expenditures had exceeded $75,000,000.  Upon reaching that threshold, District Five 

Schools became subject to the regulations and procedures of Section 11-35-70 of the 

South Carolina Consolidated Procurement Code.  This code embraces a fundamental 

obligation to the citizens of South Carolina to ensure that procurements are accomplished 

in accordance with the intent of the laws and all applicable administrative policies.  In 

every possible instance, competition will be sought for the best price and quality of 

product.   

 

 C.  PURPOSE 

 

 The purpose of this manual is: 

 

 1.  To inform all District Five personnel of the District’s procurement policies,  

  procedures, and objectives. 

 

  2.  To outline practices, principles and procedures to be followed in the   

  performance of the procurement function. 

 

 3.  To acquaint personnel of District Five with the purpose and functions of the  

  Procurement Services Department. 

 

 4.  To ensure standardization in procurement practices and procedures. 
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 D.  SCOPE 

  

The District Five Procurement Services Department will be responsible for analyzing the 

accuracy and clarity of all specifications, letters, memos, quotations, requisitions, and 

purchase orders pertaining to the acquisition of materials and services used by the 

District.  In almost all cases, specifications will be written so as to allow for competition 

among vendors.  When conducted fairly and honestly, competitive procurement does not 

guarantee a preferred brand or vendor will be selected.  The intent is to identify the most 

favorable prices that can be obtained for the quality level that is specified.  

 

 E.  GOALS 

 

To procure the highest quality goods and services at the best cost available. 

 

To provide assistance to departments and schools of District Five while enforcing the 

District Five Schools Procurement Code and the District’s rules, policies and 

procedures concerning procurement. 

 

To conduct all procurement actions in a fair and impartial manner with no impropriety or 

appearance thereof. 

 

To provide assistance to administrators, departments, and schools with selection of 

vendors, research, and resolution of order problem issues as needed. 

 

To assist departments and schools in the preparation of specifications as necessary. 

 

To provide administrators, departments, and schools with the procurement tools, policies, 

procedures, and standards needed to accomplish their missions. 

 

To hold staff development sessions for personnel in the performance of their duties which 

relate to the purchase of goods and services. 
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II.   PROCUREMENT POLICIES 

 

A.  PURCHASING AUTHORITY AND RESPONSIBILITY 

 

1.  DIRECTOR OF PROCUREMENT 

  

The District Five Board of Trustees and the Superintendent have delegated to the 

Director of Procurement, under the direction of the Assistant Superintendent for 

Operations, the authority and responsibilities as follows: 

  

a. Enter into contracts for the procurement of goods and services as the Director of 

Procurement for District Five Schools of Spartanburg County. 

 

b. Issue, receive, evaluate, and award competitive bids of less than $50,000.00.  All 

formal competitive bids in excess of $50,000 are issued, received, and awarded by 

the Director of Procurement, in accordance with the District Five Schools 

Procurement Code. 

 

c. Assist the Director of Finance with all aspects of the District’s Procurement Card 

program.  

 

d. The Director of Procurement is authorized to delegate procurement authority, or 

authorize exceptions from its procedures, to departments/schools for the 

procurement of specific goods and/or services.  Authority to approve requisitions, 

contracts and agreements are delegated as follows: 

 

2. DEPARTMENTS/SCHOOLS 

 

a. The authority is delegated to all departments/schools for small purchases up to 

$2,500.00 for the acquisition of goods and services, in accordance with approved 

District Five procurement procedures.  At this purchasing level, the purchase 

order must be approved/signed by the appropriate administrator or school 

principal, or their designee (in their absence), or the Director of Procurement. 

 

b. The authority is delegated to all departments and schools for obtaining three (3) 

written quotes for solicitations between $2,500.01 and $10,000.00.  All 

requisitions greater than $2,500.00 must be approved by the Director of 

Procurement, or designee.  Once approved, departments and schools may print 

approved POs between $2,500.01 and $10,000.00, and they may be signed by the 

appropriate administrator or school principal.   

 

c. All solicitations anticipated to range between $10,000.01 and $50,000.00 must be 

completed using the Written Quote Request Form.  All requisitions greater than 

$10,000.00 must be advertised on the District Five website and must be approved 

by the Director of Procurement, or designee, and signed by the Director of 

Procurement, Director of Finance, Superintendent, or an Assistant Superintendent. 
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d. Any procurements exceeding $50,000.00 must be handled using sealed 

competitive bids or proposals.  All procurements in this category must be 

completed by the Procurement Services Department. 

 

NOTE:  PURCHASES CANNOT BE DIVIDED TO CIRCUMVENT 

PROCUREMENT PROCEDURES. 

 

3. COOPERATIVE PURCHASING  

 

The Director of Procurement shall have the authority to join with other South Carolina 

School Districts, or other public procurement units, in cooperative purchasing plans when 

such purchasing is in the best interest of the District. 

 

B.  PROHIBITED CONDUCT 

 

 No District Five Schools employee having official responsibility for a procurement 

 transaction will participate in that transaction on behalf of the District when the employee 

 knows any or all of the following: 

 

1. The employee is contemporaneously employed by a bidder, offeror, or contractor 

involved in the procurement transaction. 

 

2. The employee, the employee’s partner, or any member of the employee’s immediate 

family holds a position with a bidder, offeror, or contractor such as an officer, 

director, trustee, partner or the like, or is employed in a capacity involving personal 

and substantial participation in the procurement transaction. 

 

3. The employee, the employee’s partner, or any member of the employee’s immediate 

family is negotiating or has an arrangement concerning prospective employment with 

a bidder, offeror, or contractor. 

 

4. No District Five employee or former District Five employee having official 

responsibility for procurement transactions shall accept employment with any bidder, 

offeror, or contractor with whom the employee or former employee dealt with in an 

official capacity concerning procurement transactions for a period of one (1) year 

from the cessation of employment with District Five unless the employee, or former 

employee, provides written notification to District Five prior to commencement of 

employment by that bidder, offeror, or contractor. 

 

5. No District Five employee having official responsibility for a procurement transaction 

shall knowingly falsify, conceal, or misrepresent a material fact, knowingly make any 

false, fictitious, or fraudulent statement or representations; or make or use any false 

writing or document knowing the same to contain any false, fictitious, or fraudulent 

statement or entry. 
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The penalty for violations of any of the above provisions is provided in the Ethics 

Government Accountability and Campaign Reform Act of the South Carolina Code of 

Laws.  Violations of these provisions shall be grounds for loss of or reduction in authority 

delegated by the Board. 

 

Procurement staff will not enter into any negotiations or become involved in any 

transactions for the purchase of anything for the personal use of District Five employees.  

Also, the purchasing power of the District (i.e., District contracts, State contracts, etc.) 

shall not be used to obtain goods and/or services for the private use of any employee. 

 

It is the responsibility of each employee of District Five Schools and the Procurement 

Services Department to take all appropriate steps to assure that the District does not 

knowingly enter into any purchase commitment, which could result in a conflict of 

interest.  Procurement Services will bring any questionable situations to the attention of 

the proper authorities. 

 

 C.  RETENTION OF RECORDS 

 

All procurement records of District Five Schools shall be retained on an active basis for a 

period of three (3) years then placed in storage for a retention period of three (3) years, 

then destroyed. 

 

Procurement records for all federally funded projects must be maintained for the year of 

funding, plus any carryover year, plus five (5) additional years.  If any litigation claim, 

audit, or other action involving the records has not completed or resolved by the end of 

the five (5) years, the records shall be retained until completion of the action or resolution 

of all issues. 

 

D. AUDITING 

 

The Procurement Services Department shall be audited by the South Carolina Office of 

General Services or an independent audit firm every three (3) years, minimum.   
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III. REQUISITION AND PURCHASE ORDER PROCEDURES  

 

A. PURCHASE REQUISITIONS 

 Purchase requisitions are used to begin the process of buying goods and services using 

appropriated and non-appropriated funds.  The requisition serves to inform the 

Procurement Services Department of the needs of the department or school and to fully 

define the material or services requested.   

B. PURCHASE ORDERS 

Purchase orders provide written authorization for vendors to provide the goods and/or 

services described on the order.  The product or service description, delivery conditions 

(if applicable), quantity, and price are all specifically listed on the order.  The PO also 

confirms to vendors that funds have been encumbered to ensure payment after the goods 

or services have been received.  Orders should not be placed with a vendor until a PO 

number has been issued.  Failure to adhere to this process will result in an Unauthorized 

Procurement.  

Any edit(s) to an existing (already approved) purchase order require the approval of the 

appropriate administrator.  Edited purchase orders may not cross into a higher purchasing 

threshold. 

 

C. PURCHASING THRESHOLDS 

 

 Purchases where the estimated total cost of the materials, equipment, supplies, 

 and/or professional services is less than $50,000.00 shall be handled as follows: 

 

1. PURCHASES LESS THAN $2,500.00   

 (excluding SC sales tax, but including all other charges)  

 

 Check budget status to be sure sufficient funds are available. 

 Quotations are not required if prices are considered to be fair and reasonable.  

 Enter complete requisition and have the appropriate administrator approve.  Once 

approved, the purchase requisition is assigned a purchase order number. 

 Have the appropriate administrator sign the printed purchase order. 

 All purchase orders at this level must state “Price is fair and reasonable.”  

 Mail, email, or fax the signed purchase order to the vendor and retain a copy for 

your files.  (Note:  if purchase order is faxed to the vendor, do not duplicate the 

order by mailing a copy also.)  

 Retain a copy of the signed PO for your files along with any applicable quotes 

and documentation for audit. 

 Small purchases should be distributed equitably among qualified vendors.   
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2. PURCHASES FROM $2,500.01 TO $10,000.00   

 (excluding SC sales tax, but including all other charges)  

 

 Check budget status to be sure sufficient funds are available. 

 Solicitation (verbal or written) of written quotations/bids from a minimum of 

three (3) qualified sources is required at this purchasing level.  Award will be 

made to the lowest responsible and responsive bidder unless there is written 

justification explaining why the lowest bid is not acceptable.  

 When prices are solicited by telephone or Internet, the suppliers must be 

requested to furnish written evidence of their quotations. 

 Quotes are not required for items that are exempt, under district contract, or under 

state contract.  

 Enter complete requisition. 

 Notify Procurement Services of the requisition number and forward a copy of the 

written quotes.  

 The requisition will be reviewed for accuracy by Procurement Services.  Upon 

approval of the requisition, Procurement Services will notify the buying 

department/school of the approved purchase order number.  The purchase order 

will be printed at the department/school level and signed by the 

department/school administrator or his/her designee, in their absence. 

 Mail, email, or fax the signed purchase order to the vendor.  Retain a copy of the 

signed PO for your files along with all applicable quotes and documentation for 

audit.   

 

3. PURCHASES FROM $10,000.01 TO $50,000.00   

 (excluding SC sales tax, but including all other charges)  

 

 Check budget status to be sure sufficient funds are available. 

 Contact Procurement Services for assistance in completing the purchase.  

 Written solicitation of written quotations/bids from a minimum of three (3) 

qualified sources is required at this purchasing level.  Complete a Written Quote 

Request Form and send to vendors to obtain the written quotes.  Award will be 

made to the lowest responsible and responsive bidder, or highest ranking proposer 

(when a Request for Proposal process is used) unless there is written justification 

explaining why the lowest bid is not acceptable.  

 Quotes are not required for items that are exempt, under district contract, or under 

state contract.  

 Procurements in this price range must be advertised at least once in a newspaper 

of general circulation, South Carolina Business Opportunities, or on the District 

Five Schools website.  Contact Procurement Services for assistance, before 

requesting quotes from vendors. 

 Enter complete requisition and notify Procurement Services.  

 The requisition will be reviewed for accuracy by Procurement Services.  Upon 

approval of the requisition, Procurement Services will print the purchase order 

and have it signed by the Director of Procurement, Director of Finance, Assistant 
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Superintendent, or Superintendent.  The purchase order will then be sent to the 

department/school for distribution to the appropriate vendor.  

 Mail, email, or fax the signed purchase order to the vendor.  Retain a copy of the 

signed PO for your files along with all applicable quotes and documentation for 

audit.   

 

 D.   COMPETITIVE SEALED BIDDING (must be completed by Procurement Services) 

 

$50,000.00 and up: (excluding SC sales tax, but including freight, installation, 

delivery, etc.)  

 Requires formal sealed bidding and public advertisement in South Carolina 

Business Opportunities and/or a paper of general circulation, and/or a means of 

central electronic advertising approved by the Board (District Five Schools 

website).   

 

 E.  BLANKET PURCHASE AGREEMENTS 

A blanket purchase agreement is a simplified method of filling anticipated 

repetitive needs for small quantities of supplies or services.  Blanket agreements are 

not to be used to purchase equipment items.  The agreement will cover a stipulated 

time period up to an aggregate amount.  This method of procurement reduces costs 

in accomplishing small purchases by eliminating the need for individual purchase 

orders.  Blanket purchase agreements may be opened by any authorized purchaser 

and must be reported to the Procurement Services Department and shall include the 

following information: 

 1.  Name of vendor/contractor 

 2.  Aggregate amount of order 

 3.  Not to exceed total amount per order 

 4.  Person(s) authorized to request supplies/services against the agreement  
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 F.  SOLE SOURCE PROCUREMENTS (Greater than $2,500.00) 

 

A purchase order may be issued for a supply, service, equipment or construction item 

without competition if/when the Superintendent, Assistant Superintendent for Operations, 

or Director of Finance determines in writing that there is only one source for the required 

item or service.  

 

1. CONDITIONS THAT COULD NECESSITATE A SOLE SOURCE 

PROCUREMENT: 

 

a. where the compatibility of equipment, accessories, or replacement parts is of 

paramount consideration; 

 

b. a unique item is needed for trial use, or testing; 

 

c. where the item is one of a kind; 

 

d. the product is an exempt item. 

  

   All Sole Source procurements will be annually reviewed by the Board of Trustees. 

 

2.  PROCEDURES 

 

 a. Complete a Sole Source Procurement Request Form with a written   

  justification for the procurement, enter the purchase requisition and send Sole  

  Source Procurement Request Form along with the purchase requisition number  

  and any supporting documentation to the Director of Procurement. 

 

 b. The Sole Source request will be reviewed by the Director of Procurement.  Upon  

  approval, the request will be forwarded to the Assistant Superintendent for  

  Operations, Superintendent, or Director of Finance for approval/disapproval. 

 

 c. Once approved, the Procurement Services Department will approve and print the  

  purchase order.  The purchase order will be signed either by the Director of  

  Finance, Assistant Superintendent for Operations, or Superintendent and sent to  

  the appropriate vendor. 

 

  



10 

 

 

 G. EMERGENCY PROCUREMENTS (Greater than $2,500.00) 

 

 1.   EMERGENCY PROCUREMENTS EXIST WHEN THERE IS:  

 

 a. an immediate threat to public health or welfare; 

 

 b. an immediate threat to the safety of people or property; 

 

 c. an adverse affect on normal day-to-day operations. 

 

Emergency Procurements shall be made with as much competition as is practicable 

under the circumstances. 

 

Emergency Procurements are restricted to the immediate need.  A purchase order is 

required for all Emergency Procurements.  Emergency Procurements must be 

declared by the Superintendent, Assistant Superintendent for Operations, Director of 

Finance, or their designee. 

 

  2. PROCEDURES 

 

 a. Upon declaration of an emergency, the Procurement Services Department must be 

notified as soon as possible.  When feasible, three (3) written quotes must be 

solicited.  The responsive and responsible bidder can be given Notice to Proceed. 

 

 b.  Complete an Emergency Procurement Request Form within twenty-four (24) 

hours of the determination of the emergency, or by close of the next business day, 

or as soon as possible, with a written determination/justification for the 

procurement. Enter the purchase requisition and send Emergency Procurement 

Request Form along with the purchase requisition number and any supporting 

documentation to the Director of Procurement.   

 

 c. The Emergency Procurement request will be reviewed by the Director of 

Procurement.  Upon approval, the request will be forwarded to the 

Superintendent, Assistant Superintendent for Operations, Director of Finance, or 

their designee, for approval.   

 

 d. Once the request is approved, the Procurement Services Department will approve 

and print the purchase order.  The purchase order will be signed either by the 

Superintendent, Assistant Superintendent for Operations, Director of Finance, or 

their designee and sent to the appropriate vendor. 
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 H.  REQUISITION DO’S AND DON’TS 

DO: 

 Provide as much information as possible. 

 Provide a description of function, performance, or technical 

characteristics, as appropriate. 

 Obtain appropriate approval before submitting request, if necessary. 

 Contact the appropriate department for assistance/advice on purchases. 

 Contact Procurement Services for assistance when necessary. 

 Ensure that administrators approve order requests/requisitions prior to 

issuing a PO. 

 Communicate the importance of your request  

 Include all necessary information (exempt, district contract, state 

contract, etc.) in the Notes section 

DON’T: 

 Divide requirements to fall under the competitive threshold ($2,500.00). 

 Copy specifications verbatim from a vendor’s publication. 

 Provide any information to any potential vendor during the bidding 

process. 

 Authorize any vendor(s) to proceed without a valid purchase order. 

 Obtain goods or services without a valid purchase order. 
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I. EXEMPTIONS 

 

The District Five Board of Trustees may exempt specific supplies or services from the 

Procurement procedures herein required or withdraw any exemptions provided for in this 

section.  Purchases in excess of $2,500.00 that are exempt from the Quote/Bid/RFP 

process are as follows: 

 

 1.   COPYRIGHTED EDUCATIONAL MATERIALS include, but not limited to:   

  a.   Books, dictionaries, textbooks, newspapers, sheet music, diplomas 

  b. Professional journals, technical pamphlets, periodicals, subscriptions 

     c. Educational films, filmstrips, slides and transparencies 

  d. Video tapes, cassettes, DVDs 

  e. Standardized tests, testing materials, and services to score the tests  

 

 2.   COPYRIGHTED TECHNOLOGY MATERIALS include, but not limited to: 

  a. Computer assisted instructional materials, software, interactive video programs  

   and other related materials made available by information technology that can  

   only be obtained from the company providing the information or service 

  b. CD-ROM documents, data bases 

            c. District adopted instructional software, including site licenses, or other support  

   services or related information/materials only available or provided by the   

   software provider 

            d. License agreements/renewals for computer software after such software has been  

   competitively bid as required by the Code and additional software    

   features/options that are only available by the software provider 

 

 3.   MEDICAL AND RELATED SERVICES include, but not limited to: 

  a. Licensed/certified medical doctors, physicians, nurses, psychiatrists,   

   psychologists, behaviorists, counselors, dentists, optometrists, etc. 

  b. Hospital and clinical services, occupational and physical therapy 

  c. Mental health organizations and services 

  d. Long-term care medical or educational organizations and treatment programs 

  e. Speech, language and related services, audiologist 

  f. Vaccines 

  

 4.   GOVERNMENTAL SERVICES include, but not limited to: 

  a. Services and supplies provided by the Federal government, State agencies,  

   county, city or special purpose districts    

  b. Payments of taxes, social security, annuities, etc. 

  c. School Resource Officer services 

 

 5.   EDUCATIONAL SERVICES include, but not limited to: 

  a. Contractual and cooperative agreements for provision of services to students  

  b. Tuitions paid to institutions of higher learning 

  c. Evaluation services and expenses of visiting committees such as Southern   

   Association of Colleges and Schools 
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  d. Consultants for evaluation of academic programs 

  e. Professional artist services, including dancers, writers, poets, theatre groups,  

   craftsmen, folk artists, or other such services 

  

 6.   POLICY AND LEGAL SERVICES include, but not limited to: 

  a. Attorney services, court recorders, expert witness services, bond rating services  

   and costs associated with issuance or refinancing of  bonds 

  b. Certified Public Accountants  

  c. Legislative consultant  

  d. Financial advisors, investment management, brokerage services   

  e. Insurance coverage, both primary and reinsurance 

  f. Other professional services obtained on a fee basis  

 

 7.  STAFF DEVELOPMENT includes, but not limited to: 

  a. Training provided by consultants, certified teachers/trainers or District personnel 

  b. Training materials secured or prepared for instructional purposes 

  c. Workshop, conference, and seminar registration 

  d. Instructional training seminars or staff development offered by the District to  

   district employees and those contractual services necessary to provide the services 

   for the seminar. 

 

 8.   STUDENT SERVICES include, but not limited to: 

  a. Electronic and printed exams, tests, testing materials, including scoring services  

   and materials 

  b. Canine drug and/or weapon detection services and related support services 

  c. Homebound services and home visits 

  d. Instruction provided by certified teachers 

  e. Interpreters, interpreter services, tutors 

  f. Tuition 

 

 9.   UTILITIES AND ENERGY EXPENSES include, but not limited to: 

  a. Fuel, propane, natural gas 

  b. Oil company credit card purchases of gas, oil or fluids 

  c. Electric/power services 

  d. Water/sewer, gas, cable TV, and related services and costs 

 

 10.  COMMUNICATION EXPENSES include, but not limited to: 

  a. Local and long distance telecommunication services 

  b. Telecommunication equipment, upgrades, maintenance and repair contracts 

  c. Lease of imbedded telephone systems 

 

 11.  REFUNDS include, but not limited to: 

  a. Refunds of health insurance, earnest monies, bid securities, or other funds   

   temporarily entrusted to the District 
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 12.  ONE-OF-A-KIND ITEMS include, but not limited to: 

  a. Paintings, sculptures, antiques, art reproductions, historical artifacts, other rare  

   items 

  b. Scientific specimens, skeletal and taxidermy mounts, models, fossils, minerals,  

   rocks, etc. 

  

 13.  CRITICAL REPAIRS to include, but not be limited to: 

 a. Repairs to life safety, fire, security systems, and public address systems  

 b. Repairs to buses or other fleet vehicles used for the transportation of students 

and/or staff  

 

 14.  ITEMS PURCHASED FOR RESALE. 

 

 15.  MAIL AND DELIVERY SERVICES, POSTAGE AND POST OFFICE BOXES 

 

 16.  PERISHABLE FOODS. 

 

 17.  TRAVEL EXPENSES FOR STAFF & STUDENTS includes, but not limited to: 

  a. Airline, car rental, bus, train, parking, taxis, etc. 

  b. Hotel accommodations 

  c.  Meals/allowances 

  d. Conference/seminar and other registrations/fees 

  e. Admission costs/fees 

 

 18.  PROFESSIONAL DUES & MEMBERSHIPS. 

 

 19.  PROPERTY SERVICES include, but not limited to: 

  a. Appraisals and related services 

  b. Leasing of public parking lots, lecture halls, theaters, arenas, athletic facilities,  

   recreational areas, etc. for District sponsored events 

 

 20.  ADVERTISING 

  a. Local newspapers, professional journals, publications, radio, television, etc. 

 

 21.  PUPIL ACTIVITY FUNDS. 

  

 22.  PROFESSIONAL ARTISTS. 

 

 23.  CLERGY SERVICES. 

 

 24.  GRANT SPECIFIED EQUIPMENT AND SERVICES: 

  a. Purchase of grant specified and approved equipment, subcontracts and consultants 

   required for the successful completion of the grant project and where competitive  

   bidding is not required or practical (subject to Director of Procurement   

   approval) 
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 25. CONFIDENTIAL GOODS AND SERVICES: 

  a. Goods and services of a confidential/sensitive nature that would cause injury to  

   students, staff and/or the District if procured through public solicitation (subject to 

   Superintendent approval) 

 

 26. COOPERATIVE PURCHASE WITH PUBLIC PROCUREMENT UNITS: 

  a. Procurements by the District through a cooperative purchase where the public  

   procurement unit or external procurement activity administering the cooperative  

   purchase complied with the requirements Office of General Services of the State  

   Budget and Control Board. 

 

 27. BUDGET AND CONTROL BOARD EXEMPTIONS: 

  a. The District also adopts the exemptions granted by the State Budget and Control  

   Board, both present and future. 

 

Note:  Exempt supplies and services are subject to all other sections of the District 

Procurement Code and these procedures (including Purchase Orders, if required). 
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IV.  CONTRACTS 

 

A contract is a mutually binding legal relationship obligating the seller to furnish the 

supplies or services and the buyer to pay for them. 

 

A. DISTRICT CONTRACTS 

 

Procurement Services specifically procures these contracts either for District-wide 

purposes or for a specific department and/or school. The District contract number (bid 

solicitation number) must be entered in the Note field of the purchase requisition. (This 

number must be printed on the face of the PO.)  Other Contracts classified as District 

Contracts are Cooperative Contracts that are established by two or more public entities, 

combining their requirements in order to realize a volume cost advantage.  Whenever the 

Procurement Services Department has assigned a contract for a particular commodity or 

service, departments and schools are encouraged to order from the contracts. 

 

 B. STATE TERM CONTRACTS 

  

The District has access to contracts established by the State of South Carolina. 

(Procurement processes/procedures have already been performed.  No bidding required) 

These should be utilized when possible.  The State contract number must be entered in 

the Note field of the purchase requisition.  (This number must be printed on the face of 

the purchase order.) 

 A listing of State Contracts can be found at http://www.procurement.sc.gov 

  

10% Rule:  If another vendor can provide the same product for 10% less than the 

contracted vendor and, after notification, if the contracted vendor will not agree to 

reduce his price by 10%, the department/school may purchase from the non-contracted 

vendor.  The 10% Rule must be referenced on the PO and any applicable documentation 

included in the bid file.  

 

C. CONTRACTS/AGREEMENTS 

 

Only the Superintendent, Assistant Superintendent for Operations, Director of Finance 

and/or the Director of Procurement are authorized to sign contracts that bind the District 

for the purchase of goods, services, insurance or construction, unless Board Policy or the 

Superintendent makes a specific delegation or exemption. 

 

D. CONTRACT ADMINISTRATION 

 

It is necessary that contracts be administered to ensure that vendors are complying with 

the terms and conditions of the contract.  The Procurement Services Department is 

responsible for administration of contracts involving appropriated funds.  Problems with 

vendor performance should be reported to the Procurement Services Department. 

http://www.procurement.sc.gov/
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V. SPECIFICATIONS 

 

The term “specification” refers to that portion of a solicitation that describes the 

characteristics of a commodity or service required by the end-user.  It is used interchangeably 

with the terms, “purchase description”, “purchase specifications”, “purchase requirements”, 

“scope of work”, and “statement of work”.  A specification may include requirements for 

samples, prototypes, inspection, testing, warranty and packaging.  The Procurement Services 

Department will assist departments/schools in describing goods and services in a manner that 

will not only meet the customer’s needs, but that will also encourage competition.   

 

The preferred types of specifications are as follows: 

 

A. PERFORMANCE SPECIFICATIONS 

 

Performance specifications are preferred since they communicate what a product is to do, 

rather than how it is to be built.  Performance specifications should include the following: 

 

 A general description; 

 Required performance characteristics (minimum/maximum) to include speed, 

storage, production capacity, usage, ability to perform a specific function; 

 Operational requirements such as limitations on environment, water, or air 

cooling, electrical requirements; 

 Site preparation requirements for which the contractor will be responsible, such as 

electricity, plumbing, or, for which District Five Schools will be responsible; 

 Compatibility requirements with existing equipment or programs; 

 Conversion requirements for maintaining current equipment or system until 

switching to the new equipment or system; 

 Installation requirements; 

 Maintenance requirements; 

 Supplies and parts requirements; 

 Quantity and method of pricing; 

 Warranty; and, 

 Service location and response time. 

 

B. DESIGN SPECIFICATIONS 

 

Design specifications involve dimensional and other physical requirements and 

concentrate on how a product is to be built rather than on what it should do.  Architects 

and engineers typically prepare design specifications for construction or custom 

manufactured products.  A design specification includes the following:   

 

 Dimensions, tolerances, and specific manufacturing or construction processes; 

 References to a manufacturer’s brand name or model number 

 Use of drawings and other detailed instructions to describe the product. 
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C. BRAND NAME OR EQUAL 

 

Brand name or approved equal or alternate is the most commonly used type of 

specification.  A brand name may be used to convey the general style, type, character, 

and quality of the goods desired.  Any good determined to be the equal of that specified 

by the District, considering quality, workmanship, economy of operation and suitability 

for the purpose intended, shall be accepted.  A brand name cannot be considered 

restrictive to exclude other manufacturer’s products from consideration. 

 

The most important part of preparing brand name bid specifications is the use of the 

product’s salient features.  Salient features are the inherent qualities of the product that 

are required for the product to perform its intended application.  These characteristics 

should be stated in the specification, and the alternate product must meet these 

requirements in order to be acceptable.  Not all characteristics of a product typically can 

be categorized as salient features so it is important to identify those that truly are critical 

to the product’s acceptability. 

 

Bidders must indicate brand name, model, model number, size, type, weight, color, etc. 

of the item bid if not exactly the same as the item specified.  Vendor’s stock number or 

catalog number is not sufficient to meet this requirement. If any bidder desires to furnish 

an item different from that specifically mentioned in the specifications, he/she shall 

submit with his bid the information, data, pictures, cuts, designs, etc., of the material 

he/she plans to furnish so as to enable the District to compare the material specified; and, 

such material will be given due consideration.  The District reserves the right to insist 

upon and receive the items as specified, if submitted items do not meet the District’s 

standards for acceptance.  The District reserves the exclusive right to determine approved 

alternates and such determination shall be final and binding upon all bidders. 

 

An alternate product can be defined as being similar in form, fit, and function and may be 

substituted for the required items, with no advantages or disadvantages. 

 

 

D. SCOPE OF WORK FOR SERVICES 

 

The following is a list of the types of information that should be included in a scope of 

work for professional or other services. 

 

1. General Requirements:  Describe the contractor’s responsibility to provide a service 

or produce a specific study, design, or report. 

 

2. Specific Requirements:  Address the specific tasks, subtasks, parameters and 

limitations that must be considered in producing the service or final project.  The 

following factors should be included: 

 Details of work environment 

 Minimum or desired qualifications 

 Amount of service needed 
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 Location of service 

 Definition of service unit 

 Time limitations 

 Travel regulations or restrictions 

 Special equipment required 

 Other factors affecting working environment 

 

3. Provided Materials or Services:  List any plans, reports, statistics, space, personnel, or 

other District Five provided items that must be used by the contractor. 

 

4. Deliverables, Reports, and Delivery Dates:  Identify the specific delivery dates for all 

documentation or other products the contractor must furnish.  Be clear about the 

expectations for the contractor’s performance. 

 

E. SPECIFICATIONS DO’S AND DONT’S 

 

DO: 

 Use the word “shall” or “must” to describe a command or mandatory requirement; 

 Use the words “should” or “may” to describe an advisory or optional requirement; 

and 

 Be specific and detailed in presenting mandatory requirements. 

 

DON’T: 

 Present something as mandatory if it is really optional; and 

 Write specifications or scope of work that restrict response to a single 

bidder/offeror. 

 

Departments/schools are responsible for coordinating with the Procurement Services 

Department to develop specifications (for bids in excess of $10,000.00). Following 

any necessary changes/additions, and Procurement Services writes the special and 

standard terms and conditions, the department/school will be forwarded a draft for 

review prior to posting the solicitation. 
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VI. COMPETITIVE SEALED BIDS 

Competitive sealed bidding is the preferred method of acquisition due to its non-subjective 

nature.  This method of procurement is used to establish annual contracts. 

Competitive sealed bidding is required by District Five Schools Procurement Code for 

purchases of goods and services estimated to cost in excess of $50,000.00.  Award is 

made to the lowest responsible and responsive bidder whose bid complies with the 

specifications contained in the Invitation for Bid (IFB). 

A. PROCEDURES 

1. A written Invitation for Bid (IFB) must be issued. 

2. Provide public notice of the bid by advertising for a minimum of seven (7) days in the 

 South Carolina Business Opportunities (SCBO), or a newspaper of general

 circulation, and posting on the District Five Schools website. 

3.   Bid opening must be public and held at the location, date and time as advertised and 

published in the IFB.  Public announcement of all bids received must be made. 

4. Contract to be awarded to the lowest responsive and responsible bidder meeting the 

terms and specifications. 

B. RESPONSIBILITIES 

1. Departments/schools are responsible for the following during the competitive sealed 

bid process: 

a.  Submit a written request with details and specifications describing the design or 

performance characteristics of the goods and services required; 

b.  Review bids, along with the Procurement Services Department, to ensure that the 

offered products meet the specifications of the solicitation; 

c.  Document reasons, based on specifications, why a bidder should not be 

considered for award, if necessary; and, 

d.  Recommend award to the lowest responsive and responsible bidder meeting the 

specifications. 

2. The Procurement Services Department is responsible for the following during the 

competitive sealed bid process: 

a. Prepare bid solicitation document based on the written request and specifications 

 submitted by the using department/school to assure that the process is open, 

 equitable and fair to all potential vendors; 

b. Issue the solicitation and advertise according to District Five Schools 

 Procurement Code requirements; 

c. Receive and secure bids prior to bid opening; 

d.  Open bids at the location, date and time specified in the solicitation; 
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e. Conduct evaluation of the bids to determine the apparent lowest responsive and 

 responsible bidder; 

f. Provide copies of the apparent lowest responsive and responsible bid to the using 

 department/school for review; and, 

g. Recommend award to the lowest responsive and responsible bidder meeting the 

 specifications. 

C. DETERMINATION OF NON-RESPONSIVENESS 

Any bid which fails to conform to the delivery schedule or other material requirements of 

the solicitation (i.e., failing to sign the bid, incomplete required forms, change in delivery 

terms, offer for goods/services that did not comply with the bid specifications) may be 

determined as non-responsive.  When a bid is declared non-responsive, a written 

determination must be made part of the bid file. 

D. DETERMINATION OF NON-RESPONSIBILITY 

A bid may be declared non-responsible under the following example situations: 

 Bidder is not a regular supplier of the goods or services offered. 

 Bidder cannot comply with the required delivery or performance schedule. 

 Bidder does not have a satisfactory record of performance as documented prior to 

receipt of bids. 

 Bidder does not have satisfactory record of integrity, or bidder is currently 

debarred or suspended by the District or the State of South Carolina. 

 Bidder does not have the necessary facilities, organization, experience, technical 

skills, or financial resources to fulfill the terms of the PO or the contract. 

 When a bidder is declared non-responsible, a written determination must be made 

part of the bid file. 

E. CONFIDENTIALITY 

Once bids are publicly opened and reviewed by persons present at the bid opening, they 

become confidential and are not releasable to the public until the contract is awarded.  

Only the information disclosed by the Director of Procurement or designee at the bid 

opening is considered to be public information under the Freedom of Information Act, 

Chapter 4 of Title 30, until the notice of intent to award is issued.  Should an award not 

be made, bid/proposal documents are not available for public review under FOIA.   
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VII. REQUEST FOR PROPOSAL 

Requests for Proposals are issued when the District determines that competitive sealed 

bidding is neither practicable nor advantageous to the District.  The RFP or competitive 

negotiation process is typically used when factors other than lowest price are either 

equally as important, or more important than costs; or, when there is a lack of 

information about what is required.   

Competitive sealed proposals are a source selection method for procurements with an 

estimated cost of $50,000.00 or greater.  Award is based on an evaluation of specified 

criteria, including price, and is made to the offeror whose proposal is determined to be 

the most advantageous to the District. 

 A. PROCEDURES 

 1. A written Request for Proposals (RFP) must be issued. 

 2.   Provide public notice of the bid by advertising for a minimum of seven (7) days in the 

  South Carolina Business Opportunities (SCBO), or a newspaper of general  

  circulation, and posting on the District Five Schools website. 

 3.   Receipt of proposals must be open to the public and held at the location, date and 

 time as advertised and published in the RFP.  Public announcement of names of 

 vendors from which proposals are received must be made.  No other information is to 

 be disclosed at the opening. 

 4.   Contract to be awarded to the highest ranked responsive and responsible proposer  

  meeting the terms and specifications of the solicitation. 

B. RESPONSIBILITIES 

1. Departments/Schools are responsible for the following during the competitive sealed 

proposal process: 

 

a. Submit a written request with details, requirements and any required 

 specifications describing the characteristics of the goods and services requested; 

b. Prior to the closing date of the RFP, the Director of Procurement and the 

 Administrator or designee submitting the request must develop a Selection 

 Advisory Committee (SAC) to perform evaluations of proposals received.  The 

 committee should consist of both technical and administrative personnel, and if 

 appropriate, should include user department staff and persons from other 

 departments.  Members of this committee shall not have any financial interest in 

 or any personal relationship with any of the proposing firms. 

2. The Procurement Services Department is responsible for the following during the 

 competitive sealed proposal process: 

 a. Prepare the RFP solicitation document based on the written request and   

  information submitted by the using department/school to assure that the process is 

  open, equitable and fair to all potential vendors with the technical requirements  

  being prepared separately from the costs; 
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b. Issue the solicitation and advertise for proposals according to District Five 

 Schools Procurement Code requirements; 

c. Receive and secure proposals prior to date and time in the solicitation; 

d. Announce names of proposers only at the location, date and time specified in the 

 solicitation; 

e. Review the proposals for responsiveness and responsibility then distribute copies 

 to members of the SAC following a briefing and instructions on the evaluation 

 process. 

f. The Director of Procurement, and/or designee, shall act as an advisor to the 

 Selection Advisory Committee.   

3. Selection Advisory Committee (SAC) is responsible for the following during the RFP 

process: 

a. Individually reviews and evaluates the technical proposals according to the 

 evaluation criteria specified in the RFP.  No other criteria can be used or 

 considered.   

b. The SAC meets as a group and reaches a consensus on the technical ranking of 

 the proposals.  The costs rankings will be provided to the SAC by the 

 procurement official upon completion of the technical ranking.  Proposals are then 

 re-evaluated and ranked based on the technical and costs proposals. 

c. Negotiations may be conducted with the highest ranked offeror.   

d. Assuming negotiations are successful, a recommendation for award is made to the 

 Director of Procurement for action. 

C. CONFIDENTIALITY 

Once proposals are publicly received, they become confidential and are not releasable to 

the public until a contract is awarded.  Only the information disclosed by the Director of 

Procurement or designee at the public opening is considered to be public information 

under the Freedom of Information Act, Chapter 4 of Title 30, until the notice of intent to 

award is issued.  Should an award not be made, bid/proposal documents are not available 

for public review under FOIA.   
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VIII. VENDORS 

 

 A.  NEW VENDOR REQUESTS 

Prior to purchase orders being issued or payments being issued to a vendor in the 

District’s accounting system, the vendor must be entered into the vendor database. 

B. PROCEDURES 

 Perform vendor inquiry in accounting software database. 

 If vendor is already in database, enter requisition into system. 

 If vendor is not in system, request a completed New Vendor Application Form from 

vendor seeking to conduct business with.  Be certain that the following information is 

provided: 

 Vendor Name 

 Phone Number (toll-free if available) 

 Fax Number 

 Tax Identification Number 

 Address 

 Email contact address 

 Website Address 

 Are they a SC Certified Minority Business?  If yes, what is their certification 

 number? 

 Completed forms should be sent to Accounts Payable in the District Five Finance 

Office for entry into the accounting software database.  Notification will be sent to 

the client once vendor has been entered into database. 
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IX.  ACCEPTANCE OF GOODS AND SERVICES 

The Uniform Commercial Code states, “The Buyer has the right before payment or 

acceptance to inspect goods at any reasonable place or time.” 

Departments/schools of the District are delegated the authority and responsibility to 

inspect and accept goods and services on behalf of the District.  It is imperative that the 

individuals exercising this responsibility assure that the quality and quantity received are 

the same as called for in the contract or purchase order.  Goods and services must be 

delivered on time, as specified and in the proper quantity and quality.   

A.  RECEIVING AND INSPECTION OF GOODS 

1. Verify quantity of packages delivered against PO.  Inspect all containers and 

packages for external damage.  Any unusual discrepancies, “rattles” or signs of 

leakage should be noted prior to signing the freight bill. 

2. Do not accept overage of a shipment unless the PO allows acceptance of a 

specified overage. 

3. If external damage is noted, the package should be opened immediately and the 

driver/deliverer along with the receiver should make a joint examination of the 

contents. 

4. A full, detailed report of the examination should be endorsed on the carrier’s 

delivery ticket as well as the department/school copy.  Carrier should sign the 

department/school copy. 

5. Once merchandise is signed for, the carrier’s liability has technically ended, 

unless concealed damage is discovered within a reasonable time (usually within 

10 days of delivery). 

6. Inspect the labels to ensure the merchandise is being delivered to the proper 

location. 

7. Within three (3) days, inspect the contents for concealed damage. 

8. Verify the packing slip with the delivery.  Note date the supplies/services were 

received and sign the packing slip. 

9. Inspect the goods for compliance with the PO.  Note any changes in quantity 

received and/or any information relating to damage or rejection on a valid copy of 

the PO.   

10. Move shipment to proper location from the receiving area as soon as possible and 

protect packages from weather and improper storage and handling procedures. 

11. Identify goods with labels to ensure against misplacement. 

12. Notify bookkeeper of receiving of goods, as well as any damages or 

discrepancies, and submit all delivery/receiving documents.   
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13. Complete Delivery/Shipment: 

An administrator or bookkeeper shall sign and notate “COMPLETE” on valid 

copy of the purchase order to verify completion of order and send to Accounts 

Payable. 

14. Partial Delivery/Shipment: 

Upon receipt of the first shipment, note on a valid copy of the purchase order the 

items received, notate “PARTIAL”, and send a copy of the purchase order to 

Accounts Payable.   

Once all goods/services are received, an administrator or bookkeeper shall sign a 

valid copy of the PO to verify completeness and send to Accounts Payable. 

B.  CLAIMS 

If damage is such that the value of the goods is destroyed, the goods may be refused. 

If goods are accepted, steps should be taken to minimize damage and a claim filed 

with the vendor.  While vendor is awaiting the carrier’s investigation of the claims, 

the goods should be left in the original container and moved only if absolutely 

necessary. 

File Claims Immediately:   If the vendor is responsible for filing claims, it is 

imperative that the receiving department/school notify the vendor immediately and 

provide evidence to be used in the claim process.  Digital pictures of the damaged 

goods are great documentation to support claims. 

NOTE:  Most District deliveries are made FOB Destination, which means the seller is 

responsible for filing claims for damaged goods.  The seller must be notified 

immediately of the necessity for a claim and provided documentation and evidence to 

support the claim. 

When the District is responsible for filing a claim:  complete the claim form, 

supported by the original bill of lading, evidence of the freight charges and original 

invoice.  Keep copies of all documentation for department/school records.   
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X. PAYMENT METHODS 

 A. PURCHASE ORDERS 

The Accounts Payable Department is responsible for processing payments.  This task 

is accomplished by matching purchase orders, vendor invoices, and any other 

necessary documentation.  If all documents match within established tolerances, 

payment is made.  If mismatches occur, Accounts Payable must research and resolve 

the mismatch before processing the payment.  If any of the documents are missing, 

they must be obtained prior to payment being processed.  A signature on the purchase 

order to verify the receipt of all goods and services will be sufficient. 

B. PROCUREMENT CARDS 

Procurement Cards are provided for schools, departments, and some individuals for 

the purpose of simplifying the purchasing process, particularly for the numerous 

online purchases required for many departments. Procurement Card procedures are 

covered in a separate document.  

C. REQUESTS FOR PAYMENT  

A Request for Payment Form should be used for payment of procurements that are 

exempt from the District Procurement Code, the District’s Procurement Policies and 

Procedures, and are exempt from a purchase order. A Request for Payment Form 

shall be used for allowable and approved personal reimbursements or payments to 

vendors.  Approval from the department/school administrator shall be required prior 

to procurements being made. Reimbursements will be made upon receipt of an 

itemized invoice, along with any other appropriate documentation, and a properly 

completed and signed Request for Payment Form.  Forms shall be submitted to 

Accounts Payable to process for payment.   

D. TRAVEL REIMBURSEMENTS 

Individuals may be reimbursed by appropriated funds for authorized travel expenses 

incurred during the function of their job.   

E.  CREDIT CARDS 

 Copies of a signed purchase order and/or a signed Request to Travel form (including 

the name of the hotel/motel) must be provided to the Accounts Payable Department 

before a District credit card will be issued to an individual.  District credit cards, 

along with all receipts, must be returned to Accounts Payable immediately after use.  

Failure to return the card immediately will result in the individual not being allowed 

to use District credit cards for future transactions.  
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XI.  VENDOR PERFORMANCE 

All contracts and purchase orders contain vendor performance requirements.  These 

requirements typically include price, quantity, quality, delivery location, and delivery 

date.  An important part of the procurement cycle is to ensure that the vendor’s 

performance is consistent with the requirements. 

Assuring proper performance by vendors requires open communication and cooperation 

between departments/schools and Procurement Services.  Timely action on the part of the 

department/school and Procurement Services is a prerequisite for enforcing the terms of a 

purchase order and contracts. 

A.  VENDOR RELATIONS 

Departments/Schools shall not extend favoritism to any vendor.  Each order shall be 

placed on the basis of quality, price, and delivery, with past service being a factor if 

all other considerations are equal. 

No employee shall endorse any product of any type or kind in a manner that will 

identify him in any way as an employee of the District. 

B. VENDOR GRIEVANCES 

Any bidder or offeror may protest the award or decision to award a District 

bid/contract, by submitting a letter of protest in accordance with Article 17, Section 

4210 of the District Five Schools Procurement Code. 

C. VENDOR DISBARMENT 

Vendors may be debarred or suspended from submitting bids to the District in 

accordance with Article 17, Section 4220 of the District’s Procurement Code. 

D. NON-COMPLIANCE 

Failures by vendors to deliver on time, in the proper quantities, or to meet 

specifications are serious discrepancies that must be handled in a prompt, uniform 

and fair manner. 

When a non-compliant circumstance becomes apparent, the department/school should 

promptly contact the vendor to request correction to the situation.  A complete record 

should be made of the contact to include the name, title and telephone number of the 

person contacted and any promises made.  

If vendor continues to be non-compliant after the initial contact, Procurement 

Services shall be notified and provided complete background information and details 

surrounding the non-compliance issue.  Upon receipt of the information, Procurement 

Services will take the appropriate steps to ensure the problem is cured and maintain 

vendor concerns on file. 
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XII.  COOPERATIVE PURCHASING 

Cooperative Purchasing is a process by which two or more jurisdictions cooperate to 

purchase items from the same vendor, under one contract.  This form of procurement has 

the benefits of reducing administrative costs, eliminating duplication of effort, lowering 

prices, sharing information and taking advantage of expertise and information that may 

be available in only one of the jurisdictions. 

The Director of Procurement shall have the authority to join with other School Districts, 

the State of South Carolina, or other governmental entities in cooperative purchasing 

efforts when it is in the best interest of the District.   

The District has the right to procure goods and services from the Office of General 

Services, Materials Management Office and Information Technology Office State 

Contracts when such procurements will serve the best interest of the District.  

Competitive sealed bids or sealed proposals received by another governmental agency or 

School District shall be the equivalent of bids or proposals received by this District and 

will be the basis for contract utilization by this District. 

 

XIII.  PROCUREMENT FUNDS MANAGEMENT 

Public procurement by school districts is complicated due to the different procurement 

mechanisms and the numerous funding sources.  There are public (appropriated) funds, 

pupil activity funds (non-public) generated from various fund raising and income 

generated activities at the school level, and grants (both federal and state funded).   

Department/School Administrators are given the authority to conduct their procurement 

activities when expending public and non-public funds, in accordance with District Five 

guidelines and regulations. 

A.  NON-PUBLIC FUNDS 

Procurements for equipment, construction, architect-engineer services, construction 

management, and land surveying services using non-public funds must follow the 

same methods and procedures of procurement required of appropriated funds.  All 

other procurements using non-public funds are exempt from the solicitation 

requirements of the District Five Schools Procurement Code. 

B. GRANTS 

The procurement of goods, services, construction, and equipment, which is acquired 

in whole or in part, through Federal and State Grant dollars is governed by the Office 

of Management and Budget (OMB) Circular A-102, Section 80.36 Procurement, 

which states, “States:  When procuring property and services under a grant, a State 

will follow the same policies and procedures it uses for procurements from its non-

Federal funds.”   
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XIV.  DISPOSITION OF SURPLUS PROPERTY 

The final step in the procurement cycle is the disposition of surplus property.  Surplus 

property is all District-owned supplies and equipment, not in actual public use, with 

remaining useful life and available for disposal.   

A. PROCEDURES 

District property may be declared surplus by the Director of Procurement, in 

consultation with other District Five Administrators, when it is deemed unusable for 

District purposes, is obsolete, or the costs to repair or to refurbish the property in 

order to return it to public use would exceed the value of like used equipment with 

remaining useful life.  Surplus property may be disposed of by public auction, 

competitive sealed bidding, or public sale.  When an attempt is made to dispose of 

surplus goods through one or more of these methods and the goods are not sold, the 

goods will be discarded in a means of disposal most advantageous to the District. 

B.  SALES TO EMPLOYEES 

To ensure that there are no improprieties or appearances of impropriety, no item of 

District property shall be given to, leased, or sold to an employee of the District 

without there first having been a public announcement of the intended disposal of that 

property.  No employee of the District shall receive any special or private 

consideration in the disposal of school property.  Employees may acquire such 

property only as members of the general public. 

C. TRADE-IN 

The Director of Procurement, in conjunction with the department/school may 

determine it is advantageous to see bids on replacement items with a trade-in 

allowance.  The Director of Procurement has authority to approve trade-ins for items 

whose original unit purchase price did not exceed $5,000.00.  The trade-in value must 

be applied to the purchase or lease of new like items.  When the original unit 

purchase price exceeds $5,000.00, the Director of Procurement shall refer the matter 

to the Assistant Superintendent for Operations for disposition.  The Assistant 

Superintendent for Operations shall have the authority to determine whether the 

property shall be traded in and the value applied to the purchase of new like items or 

classified as surplus and sold in accordance with the requirements of the Code for the 

disposal of surplus property.  When the original purchase price exceeds $100,000.00, 

the Superintendent or his/her designee shall make a written determination as to its 

reasonableness and document such trade-in transaction. 

D. HAZARDOUS MATERIALS 

There are strict State and Federal requirements for the disposal of hazardous 

materials.  Departments/schools which generate hazardous materials shall follow 

District guidelines established by Operational Services. 
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E. SECURITY OF PROPERTY 

Departments/schools are responsible for the reasonable care and security of items 

declared surplus until the item(s) are either sold, or are transferred to another location 

within the District.   

F. ALLOCATION OF PROCEEDS 

The Director of Finance shall deposit the proceeds of surplus sales in an expense 

account of the general fund or capital fund budget of the District 

 

XV.  MINORITY BUSINESS 

 Contracts for supplies, services, equipment and construction may be negotiated with 

certified South Carolina minority firms in accordance with the provisions of the 

District’s Procurement Code and Regulations. 

A. MINORITY BUSINESS ENTERPRISE UTILIZATION PLAN 

The South Carolina Consolidated Procurement Code contained in Sections 11-35-

5210 et seq. of the Code of Laws of South Carolina (1976), as amended, requires that 

all State agencies that have adopted a procurement code that is substantially similar to 

the State code formulate a Minority Business Enterprise Utilization Plan (“MBE 

Plan”).  The MBE Plan is designed to ensure that minority businesses are offered the 

opportunity to fully participate in the overall procurement process of the District. 

B. DEFINITION 

The term “minority business” means a business holding a Certificate of Eligibility 

issued by the South Carolina Office of Small and Minority Business Assistance 

(OSMBA) 

C. MBE LIAISON OFFICER 

The District’s Director of Procurement shall be the Liaison Officer for the District.  

All matters pertaining to the use of minority contractors and subcontractors shall be 

directed to the Liaison Officer.   

D. FISCAL YEAR REPORTING 

Records shall be maintained to indicate the number and dollar value of purchases 

made from certified minority firms and reported in writing, to the Board annually by 

the Superintendent. 

 

 


