Section D

FISCAL MANAGEMENT
New ;
Heading Old Code Notes
code
Fiscal Management % g

Bl Goals/Priority Objectives Dt This is medel.
This is your updated policy from 10/06.

DB Annual Budget DB, DCB Added a legal reference.
This is model with different options

DBJ Budget Transfers DCI (you had most of option 5).

. . DE, DFA, | This is model; your information is
DC Taxing and Borrowing DFD, FFA | outdated.
DD Funding Proposals, Grants and DF’C (you This is model.
Special Projects don’t have)

DFA Revenues from Investments DFL This is your information.

DPEAB

potiey : .
First paragraph is sample statement; rest
is yours. This may be a duplicate of

BEAL Reserve Fund b information already in DFAB -
eliminate?

DFG Tuition Income DFH Same information.

DGA Authorized Signatures DIAA This is your information; any changes?

DID, R Inventories/Fixed Assets DIC, -R _This is model with option. Rule is your
information.

DI/DIE, - . . . This is model; combines accounting and

R Fiscal Accounting/Audits DLDID | 4 fseryliodis modEL
This is model policy (same as yours.)

. DIJE, -R, | The actual purchasing code (DJ-R) is

0kt Purchasing DIJEAB | our model. I believe the language in
DJEAB is implied in DJ already.

DIGA Sales Calls and Demonstrations DJEIA This is yoursnformation.
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New code Heading 0Old Code Notes
DK Payment Procedures DI This is model. Last paragraph is yours.
DKA Payroll Procedures/Schedules DICA This is your information. Still current?
, This is model (similar information); note
DKB Salary Deductions DICB new language in bullets.
This is your information. The statement
DKC Expense DID about the superintendent approving
Authorization/Reimbursement employee travel and the last paragraph
are from the model.
. 1 This is your language except for last
DM Cash in School Buildings DL paragraph which is model.
This is model. There is a temporary
proviso passed each year by the general
_ _ N DFM/DFN assembly that suspends the county
DN School Properties Disposition DO > | council portion. We leave it in, however,

since it is our practice not to revise
permanent policy language based on a
temporary proviso.

Left over (old code)

DFK - will be in new KCD
DH - Recommend deleting; most districts rely on other insurance sources for this (such as P&C, etc.)
rather than obtaining bonds.

DK, -R - will be in new IJF, -R
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Policy

FISCAL MANAGEMENT GOALS/PRIORITY OBJECTIVES
cote DA 155ea DRAFT/12

Purpose: To establish the board's vision for the sound fiscal management of the district.

The quantity and quality of learning programs are directly dependent on the funding provided and
the effective, efficient management of those funds. Therefore, achievement of the district's
purposes can best be made through excellent fiscal management.

As trustee of local, state and federal funds allocated for use in public education, the board will be
vigilant in fulfilling its responsibility to see that these funds are used wisely.

Resource limitations and fiscal concerns should not overshadow the educational program. It is
essential that the district take specific action to make sure education remains cenfral. Fiscal
matters are ancillary and contribute to the educational program. The district will incorporate this
conceplt into board operations and all aspects of district management and operation.

To achieve this vision for the management of fiscal resources, the board will do the following.
¢ Lngage in thorough advance planning in order to develop budgets and to guide expenditures
in ways that achieve the greatest educational returns for students as well as the greatest

contributions to the educational program.

» [Establish levels of funding which will provide high quality education for the students of the
district.

e Use the best available techniques and processes for budget development and management.

e Provide timely and appropriate information to the board and all staff with fiscal management
responsibilities.

e [stablish and implement efficient procedures for accounting, reporting, investing, purchasing
and delivery, payroll, payment of vendors and contractors and all other areas of fiscal
management.,

Adopted 3/22/93; Revised »
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Policy

ANNUAL BUDGET
Code DB Issied DRAFTI12

Purpose: To establish the board's vision for the annual budget.

The annual budget is the financial plan for the operation of the school system. The annual
operating budget should express and implement programs and activities of the school district.
Planning the budget document is a continuous process. Planning involves long-term thought,
study and deliberation by the superintendent, board, administrative staff, faculty and citizens of
the district.

The budget provides the framework for both expenditures and revenues for the year. It translates
into financial terms the educational programs and priorities for the system.

The board will establish budget priorities for each fiscal year (July 1 - June 30). These priotities
will be based upon the needs identified by the superintendent during the budget planning process
as determined by the following.

¢ needs of the district so that all segments of the district programs are treated equitably within
the available resources

state and/or federal legal requirements for funding of programs

requirements and regulations of the regional accrediting agency

availability of fiscal and other non-economic resources

maintenance of one month’s operating expenses in the general fund balance from one fiscal
year to the next

The superintendent will have overall responsibility for budget preparation and will submit an
annual budget to the board. Based on the superintendent’s recommendation, the board will
approve an annual budget.

In case the budget does not receive approval by June 30, the board will adopt a continuing
resolution based on last year’s operating budget until the budget can be approved.

Notice of budget adoption

Before adopting this budget for the next fiscal year, the district will advertise the public hearing
on the budget in at least one South Carolina newspaper of general circulation in the area. The
notice must appear not less than 15 days in advance of the public hearing. The notice must be a
minimum of two columns wide with a bold heading. '

The notice must include the following.

* governing entity’s name
time, date and location of the public hearing on the budget

e total revenues and expenditures from the current operating fiscal year’s budget of the
governing entity

e proposed total projected revenue and operating expenditures for the next fiscal year as
estimated in the next year’s budget for the governing entity

s proposed or estimated percentage change in estimated operating budgets between the current
fiscal year and the proposed budget
millage for the current fiscal year
estimated millage in dollars as necessary for the next fiscal year’s proposed budget

District Five Schools of Spartanburg County (see next page)
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Limitations on millage increases

In Spartanburg County School District Five, the board of trustees is authorized by South Carolina
law to levy school taxes. The board can only increase millage above the rate imposed for the
prior tax year by the percentage increase in the consumer price index over the previous calendar
year plus the percentage increase in the previous year in the population of the district as
determined by the state budget and control board.

The millage rate limitation may be suspended and the millage rate may be increased upon a two-
thirds vote of the membership of the board for any of the following statutory purposes.

e deficiency of the preceding year

e any catastrophic event outside the control of the governing body such as a natural disaster,
severe weather event, act of God, or act of terrorism, fire, war or riot

¢ compliance with a court order or decree

e taxpayer closure due to circumstances outside the control of the governing body that
decreases by 10 percent or more the amount of revenue payable to the taxing jurisdiction in
the preceding year

e compliance with a regulation promulgated or statute enacted by the federal or state
government after June 7, 2006, for which an appropriation or a method for obtaining an
appropriation is not provided by the federal or state government

A millage rate increase imposed under any of the above reasons will appear separately on the tax
bill as a separate surcharge with an explanation and not included in the millage subject to the CPI
plus population growth factor. The surcharge will only continue for the years necessary to pay for
the reason imposed.

In addition, the millage limitation does not apply to millage levied to pay bonded indebtedness or
real property lease-purchase payments.

Adopted 3/22/93; Revised 9/22/97, 10/23/06, »

Legal references:

A. S.C. Code of Laws, 1976, as amended:
1. Section 6-1-80 - Budget adoption,
2. Section 6-1-300, et seq.- Authority of local governments to assess taxes and fees.

B. Acts and Joints Resolutions:
1. 1952 (47) 2113 - Spartanburg County school district budgets and tax levies thereoore.
2. 1963 p.217 - Budgets.
3. 1995 Act 189 (Section 1) - Boards of trustees vested with fiscal autonomy.,
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Policy

BUDGET TRANSFERS
Code DBJ Issued DRAFTI12

Purpose: To establish the basic structure for budget transfers.

Periodically, during the fiscal year, the superintendent will examine budget categories and
estimate the year-end status of each. Based on these estimates, the superintendent may make
budget transfers within the major categories. The board allows principals the discretion of budget
transfers at the individual school level.

The superintendent or his/her designee and-assistant-superintendentfor-business-management can

transfer within functions. Cress-funetiontransfersrequire-approval-of the-beard;but Salaries can
be transferred as long as they don't exceed budget.

Adopted 1974; Revised 3/22/93, »
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Legal references:

A. S.C. Code of laws, 1976, as amended:
1. Section 11-9-20 - Disbursing officers exceeding or transferring appropriations.
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Policy

TAXING AND BORROWING

Code DC Issuwed DRA FTI1 2

Purpose: To establish the basic structure for the board's authority to tax and borrow funds for the
maintenance and operation of the school district.

Annual tax levy

Each school district's taxing authority is established by state law. In Spartanburg County School
District Five that authority is vested in the board of trustees within statutory limitations.

Borrowing

The board is permitted, by law, to borrow money in anticipation of collection of taxes. The
purpose of such borrowing is to secure funds for district operations. The board must approve the
issuance of tax anticipation notes.

Sale of bonds

In order to obtain funds for capital improvements, the board may, from time to time, issue bonds.
The limit of district bonded indebtedness is subject to the provisions of Article X of the South

Carolina Constitution.

In order for the district to sell bonds in excess of the limitation, the community must vote fer a
referendum allowing such sale.

Adopted 1974; Revised 3/22/93,*

Legal references:

A. S. C. Constitution:
1. Article X, Section 15(6) - Provides for maximum debt limit of eight percent.
2. Article X, Section 15(7) - Provides for borrowing in anticipation of collection of ad valorem
taxes,

B. S.C. Code, 1976, as amended:

1. Sections 11-27-10 through 11-27-100 - Effect of Article X of S.C. Constitution (see above) on
statutes prior to its ratification. See especially Section 11-27-50 regarding the effect of Article X
on school district bonds.

2. Sections 59-71-10 through 59-71-190 - (The School Bond Act) - Statutes regulating the issuance
of general obligation bonds by school districts. In effect prior to the ratification of Article X of
S. C. Constitution.

3. Section 59-13-70 - Superintendent will keep record of school district bonds.

C. Acts and Joint Resolutions:
1. 1995 Act 189 (Section I) - Boards of trustees vested with fiscal autonomy.
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Policy

FUNDING PROPOSALS, GRANTS AND
SPECIAL PROJECTS

Code DD Issued DRAFT’12

Purpose: To establish the basic structure for the seeking of additional sources of revenue for the
district.

In order to offer the best educational opportunities possible for students of the district, the board
will seek as many sources of revenue as possible to supplement the funds provided through local
taxation and the basic aid offered by the state.

The superintendent will notify the board of all funding proposals that are accepted.

Donations from private sources

The district will accept donations of money, securities, property, etc. from private sources for
scholarships, staff development and other educational improvement purposes.

The superintendent will notify the board of any gift over $10.000 and the terms of the gift or

bequest.

The board will not accept bequests, endowments or other gifts if the conditions of the gift
remove any portion of the public schools from control of the board.

School and district grant awards

The district will request and accept grants from state, federal, corporate and private sources. All

grants sought by the district will be coordinated through finserttitle-here)—reviewed-by-the-chief
eperations-otficer-and-approved-by the superintendent or his/her designee.

Adopted »

Legal references:

A. S.C.Code 1976, as amended:
1. Section 59-19-170 - Acceptance and holding of property by trustees.
2. Section 59-19-180 - Purchase of land by trustees.
3. Section 59-69-30 - Investment of such fund.

B. S.C. Attorney General's Opinion:
1. 1968-69-Opinion No. 2655, p. 71.
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Policy

REVENUES FROM INVESTMENTS

Code DFA Issued DRA FTI1 2

Purpose: To establish the basic structure for managing revenues from investments in the district.

The board of trustees may authorize the county treasurer or the superintendent or his/her designee
to invest any funds received from bond issues or otherwise to construct permanent
improvements, pending the use of such funds. The board further grants the treasurer authority to
convert such investments into cash and to make the proceeds available for the purpose for which
they were originally received.

Adopted 3/22/93; Revised 1/7/02, *

Legal references:

A. S.C. Acts and Joint Resolutions:
[, 1942 [42] 1596 - Temporary investment of funds received for permanent improvements.
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Policy

FUND BALANCE
cate DFAC see DRAFT/2

Purpose: To establish the basic dstructure for the maintenance of a fund balance by the district.

This policy will ensure that the district maintains an adequate fund balance and reserve in order
to achieve the following.

e Provide sufficient cash flow for daily financial needs.

s Secure and maintain investment grade bond ratings.

e Offset significant economic downturns or revenue shortfalls,

¢ Provide funds for unforeseen expenditures related to emergencies.

Fund balance will be reported in governmental funds under the following categories using the
definitions provided by GASB Statement No. 54.

o Nonspendable fund balance - Amounts that cannot be spent because they are either (a) not in
spendable form or (b) legally or contractually required to be maintained intact.

o Resiricted fund balance - Amounts that can be spent only for the specific purposes stipulated
by the Constitution, external resource providers or through enabling legislation.

o Committed fund balance - Amounts that will only be used for specific purposes determined
by a formal action of the board.

o Assigned fund balance - Amounts intended to be used by the district for specific purposes but
do not meet the criteria to be classified as restricted or committed. The board delegates to the
superintendent or his‘her designee the authority to assign amounts to be used for specific
purposes. Such assignments cannot exceed the available (spendable, unrestricted,
uncommitted) fund balance in any particular fund.

o Unassigned fund balance - Includes the residual classification for the district’s general fund
and includes all spendable amounts not contained in other classifications.

Operational guidelines

Classifying fund balance amounts

Fund balance classifications depict the nature of the net resources that are reported in a
government fund. An individual governmental fund may include nonspendable resources and
amounts that are restricted, committed or assigned, or any combination of those classifications.
The general fund may also include an unassigned amount.

Minimum unassigned fund balance

The district will maintain an unassigned fund balance in its general fund ranging from 15 percent
to 20 percent of the budgeted expenditures and outgoing transfers. Any excess over the minirnum

reserve may be transferred to the district building fund for facility needs or the debt service fund
for payment of debt.

District Five Schools of Spartanburg County (see next page)
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However, when unexpected obligations such as major funding reductions, capital outlay items,
natural disasters, etc. occur, the reserve may fall below the desired minimum. When the tund
balance falls below the minimum, the district will implement budget strategies to replenish the
deficiency through reduction of recurring expenditures or pursue increases in revenue or funding
SOUrces.

Adopted 8/22/11; Revised *
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Policy

TUITION INCOME
Code DFG Issued DRAFTI12

Purpose: To establish the basic structure for collection of tuition from nonresident students.

The board may collect tuition from nonresident students enrolled in the district's schools. The
board may set or reconfirm the fee on an annual basis. The fee is based on the per pupil cost of
district funds (see also JFAB - Admission of Nonresident Students).

The district will collect tuition in advance of enrollment. The district deposits such funds to the
general fund account.

Adopted 3/22/93; Revised »

Legal references:

A. S.C.Code, 1976, as amended:
1. Section 59-19-90(10) - Power of board to transfer and assign students.
2. Section 59-63-30 - Qualifications for attendance.
3. Section 59-63-45 - Procedures for reimbursement for districts for cost of educating non-resident
students, .
4. Section 59-63-480 & 490 - Attendance at schools in adjacent county.
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Policy

AUTHORIZED SIGNATURES
Code DGA Issued DRAFT’12

Purpose: To establish the basic structure for the signing of checks drawn on district and school
accounts,

Funds held for the district by the county treasurer may be withdrawn upon presentation to the
county treasurer of a voucher(s) signed by the superintendent or the financial director.

The signature of the superintendent or his/her designee is required on all payroll and expense
checks. The principals of each respective school or their designee will sign checks drawn on the
school's account.

Adopted 3/22/93; Revised 9/28/98, 1/7/02, »
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Policy

FISCAL ACCOUNTING/AUDITS

cote DIIDIE 1s.c DRAFT/M2

Purpose: To establish the basic structure for accounting for and reporting of the district's
financial resources.

The district accounting system will provide an accurate record of financial transactions. The
superintendent will maintain accounting procedures adequate to properly record all financial
transactions in accordance with the Financial Accounting Handbook developed by the South
Carolina State Department of Education.

The superintendent is ultimately responsible for receiving and properly accounting for all funds
of the district.

The superintendent will present the board with menthly quarterly financial statements of revenue
and expenditures including budgeted amounts which reflect the financial operations of the
district.

In accordance with state law and regulation, all financial records and program funds of the
district will be audited following the close of each fiscal year.

The board will contract with an independent certified public accountant to conduct the annual
audit. The district will forward the required copies of appropriate audited financial statements to
the state department of education and other state or federal agencies as required by applicable
state law or regulations.

The funds of every school in the district will also be audited annually.

Adopted prior to 1974; Revised 3/22/93, 1/7/02,

Legal references:

A. S.C. Code, 1976, as amended:

1. Section 59-17-100 - Districts to provide state department of education with copies of audit
reports.
Section 59-20-60 - Spending priority; audits; reports; Education Finance Review Committee.
Section 59-20-80 - School budgets will be made public; itemization of salaries.

W

B. State Board of Education Regulations:
1. R-43-172 - Accounting and reporting.
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Administrative Rule

FISCAL ACCOUNTING/AUDITS
Code DIIDIE'R Issued DRAFTI12

At the close of each fiscal year, a certified public accounting firm will conduct an audit of all
funds of the district and all accounts of each school. The firm selected will provide a

management letter to the dlstrlct upon completlon of the audlt %ﬂ&mﬂﬁsﬁa%mw#weaeh

sessie&

Criteria for selecting auditor

The selection of an auditor is a difficult process inasmuch as there are a number of accounting
firms who are not only interested but who are also capable of providing competent services.
Consequently, the board has developed the following criteria for consideration in the selection of
an auditor.

availability of staff to provide assistance throughout the school year
experience in auditing school districts in South Carolina

cost of providing auditing services

quality of work

methods of operation

professional reputation

adequacy of staff and facilities

references

Procedures for selection of auditor

The superintendent or his/her designee will invite proposals from any interested certified public
accounting firms.

The proposals must include the following information.

e name and address of firm, responsible administrative officer, phone number, and specific data
for the firm's liaison or contact person

brief history of the firm, including date established and work experience

list of principals and key staff, including the professional background of each

list of school districts previously audited

proposed costs

statement relative to the method of operation

references

Based upon the previously discussed selection criteria and after a study of the documentary
materials presented by the certified public accounting firms, the superintendent or his/her

designee will recommend three firms se&eets%im}s—teppefseﬂalﬁmew}ews for consideration of

the Finance Committee.

The Finance Committee 4 i ~desi will recommend to the board the
certified public accounting firm qualified to conduct the annual audit. The board formally
chooses the auditor in an official meeting;-eitherregularly-seheduled-orspeeial. All firms invited
to submit documentary material will be notified in writing of the board's decision. The auditing
firm selected serves as the district's external auditor for a period of up to five three fiscal years.
The board may wil annually review the appointment.

District Five Schools of Spartanburg County (see next page)
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Required services by auditor selected

Audit all financial accounts of the district and each individual school.

Provide the audit in a timely manner so as to meet certain agency reporting deadlines.

Provide the board a detailed management letter.

Provide accounting advice to district administration, including assistance with inservice
training for staft, when requested.

Issued #
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Policy

INVENTORIES/FIXED ASSETS
Code DID Issued DRAFTI12

Purpose: To establish a basic structure for the accurate inventory of district property.

The superintendent is responsible for setting up a system to maintain an accurate inventory of
materials, equipment and real estate in the school system.

Each year prior to the closing of school, the principal of each school will arrange for an inventory of
textbooks and equipment including career and technology education equipment. The inventory will
include the serial numbers of all equipment.

The principal will keep the inventory on file in his/her office. The principal will forward a copy of
the furniture and equipment inventory to the district's property accounting agent for district
accounting purposes.

Depreciation GASB 34
The district will establish and maintain on a current basis an inventory system to include a formal

fixed assets system. Capitalization for fixed assets purposes and recording in the fixed assets
accounts is set at the prevailing federal rate.

Adopted 3/22/93; Revised

Legal references:

A. State Board of Education Regulations:
1. R43-172 - Accounting and reporting.
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Administrative Rule

INVENTORIES/FIXED ASSETS
cote DID-R 15500« DRAFT/12

Each principal will be responsible for maintaining a current inventory of fixed assets. Fixed
assets include land, land improvements, buildings, vehicles and equipment. For purposes of this
rule, equipment is defined as material, tools and moveable furniture which are not consumed or
used up in operation and have a normal life of more than one year. Equipment costing as much
as the state capitalization rate, band and orchestra instruments or technology equipment
regardless of cost must be maintained in the fixed assets inventory. Technology equipment to be
inventoried includes CPUs, monitors, network and laser printers, file servers and network
infrastructure components. Smaller items considered part of a complete system, such as
keyboards, mice, speakers and cables, are not required to be inventoried separately,

Equipment other than band/orchestra instruments and technology equipment costing less than the
state capitalization rate will be considered "supplies" not subject to inventory. All materials
which have a life of less than one year and are consumed in operation are termed supplies not
subject to inventory.

Depreciation will be calculated using the straight-line method. The estimated useful lives will be
as follows,

land - n/a
land improvements - 40 years (480 months)
buildings - 40 years ( 480 months)
furniture - 10 years (120 months)
equipment
- technology - 3 years {36 months)
copiers - 5 years (60 months)
lunchroom - 10 years (120 months)
maintenance - 10 years (120 months)

- all other equipment 10 years (120 months)
e vchicles
- buses - 10 years (120 months)
- all other vehicles - 5 years (60 months)

Issued 9/23/91; Revised 1/7/02, »
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Palicy

PURCHASING
Code DJ Isswed DRAFTI12

Purpose: To establish the basic structure for the expenditure of district funds,

It is the policy of the district to conduct all matters involving purchasing in accordance with the
district's procurement code as developed by the district administration. A copy of this code can
be found in the district administrative offices and on the district website.

Adopted prior to 1974, Revised 6/85, 3/22/93, 1/7/02, 6/29/09, »

Legal references:

A. S. C, Code of Laws 1976, as amended:
1. Section 11-35-25, ¢t. seq., - State procurement code.
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Administrative Rule

[DRAFT]

PURCHASING

Code DJ"'R Issued DRAFTI1 2

DISTRICT FIVE SCHOOLS OF SPARTANBURG COUNTY
PROCUREMENT CODE

Adopted prior to 1974; Revised 6/85, 3/22/93, 1/7/02, 6/29/09, ~
TABLE OF CONTENTS

ARTICLE 1 - GENERAL PROVISIONS

Part A - Purpose and application

1-101
1-102
1-103
1-104
1-105

Purpose
Application
Exemptions
Specitic repealer
Effective date

Part B - Definitions of terms used in this policy

1-201

Definitions

Part C - Compliance with state and federal requirements

1-301
1-302
1-303

Public access to procurement information
Compliance with federal requirements
Standards of conduct

ARTICLE 2 - SOURCE SELECTION AND CONTRACT INFORMATION

Part A - Methods of source selection

2-101
2-102
2-103
2-104
2-105
2-106
2-107

Methods of source selection
Competitive sealed bidding
Competitive sealed proposals
Small purchases

Sole source procurement
Emergency procurement
Rejection of responses

Part B - Vendor qualifications and duties

2-201
2-202

Responsibility of vendors
Cost or price data
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Part C - Types of contracts

2-301 Types of contracts
2-302  Multi-year contracts
2-303  Blanket purchase agreements

Part D - Audit of records

2-401 Right to audit records

Part E - Reports and records

2-501 Reporting of anti-competitive practices
2-502 Procurement records

ARTICLE 3 - SPECIFICATIONS

Part A - Specifications

3-101 Importance of specifications

ARTICLE 4 - PROCUREMENT OF CONSTRUCTION,
ARCHITECT - ENGINEER AND LAND SURVEYING SERVICE

Part A - Management of construction contracting

4-101 Selection of method of construction contract
4-102 Contract administration

Part B - Construction contract clauses and fiscal responsibility

4-201 Standard clauses
4207 Modifications

Part C - Architect-engineer and land surveying services

4-301 Public announcement and selection process
ARTICLE § - PROPERTY MANAGEMENT

Part A - Disposition of surplus property

5-101 Sale

Part B - Proceeds

5-201 General fund
ARTICLE 6 - LEGAL AND CONTRACTUAL REMEDIES

Part A - Exclusive remedies

6-101 Waiver and exhaustion
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Part B - Resolution of protests

6-201 Authority to resolve protested solicitations and awards
6-202  Authority to debar or suspend
6-203  Authority to resolve contract and breach of contract controversies

Part C - Administrative appeals

6-301 School district superintendent
6-302  Procedures

Part D - Solicitation of awards in violation of law

6-401 Applicability of this part
6-402  Remedies prior to an award
6-403  Remedies after an award
ARTICLE 7 - INTERGOVERNMENTAL RELATIONS

Part A - Cooperative purchasing

7-101 Cooperative purchasing authorized
7-102 Sale, acquisition or use of supplies
7-103  Cooperative use of supplies and services
7-104  Joint use of facilities

ARTICLE 8§ - MINORITY BUSINESSES

Part A - Minority businesses

8-101 Minority businesses
ARTICLE 1 - GENERAL PROVISIONS

Part A - Purposes and application

1-101 Purpose

The purpose of this policy is to provide for the fair and equitable treatment of all persons
involved in public purchasing by this school district, to maximize the purchasing value of public
funds in procurement, and to provide safeguards for maintaining a procurement system of quality
and integrity.

1-102 Application

This policy applies to all procurements not presently being solicited and to all contracts and
contract renewals for the private sector procurement of supplies, services and construction
entered into, unless the parties also agree to its application to contracts entered into prior to the
effective date. The school district maintains, at its sole discretion, the prerogative to provide such
items internally or, alternatively, by and through arrangements with other public entities as herein
elsewhere provided. It shall apply to public expenditures of funds irrespective of their source.
Nothing in this policy shall prevent any school district department or division from complying
with the terms and conditions of any grant, gift or bequest which are otherwise consistent with
law.

District Five Schools of Spartanburg County (see next page)



PAGE 4 - DJ-R - PURCHASING

1-103 Exemptions

The school board may exempt specific supplies or services from this policy. The followmg
supplies and services are exempted from this policy: :

(1) Books, periodicals, newspapers, technical pamphlets, standardized tests and
testing materials, copyrighted educational materials including software, CD
ROMs, videos, filmstrips, slides, and transparencies;

(2) Public utilities;

(3) Travel;

(4)y Workshops, seminars, conferences;

(5) Professional journals,

(6) Taxes, Social Security, annuities, credit union;

(7) Life insurance or supplemental insurance;

(8) Oil company credit cards: purchases for gas and oil and emergency repairs;

(9) Professional services normally obtained on a fee basis, such as attorneys,
accountants, physicians, or dentists, provided that no such services may be
awarded without approval of the school district board of trustees;

(10) Clergy;

(11) Court reporters;

(12) Professional dues, registration and membership fees;

(13) 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;

(14) Diplomas;

(15) U.S. postage stamps and post office boxes;

(16) Art reproductions;

(17) Expert witness services,

(18) Furniture refurbishing services of the Department of Corrections;

(19) Services and/or supplies provided by the Division of General Services to public
procurement units;

(20) Livestock, feed and veterinary supplies and services; and

{21) Local school funds (not allocated funds),
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1-104

Specific repealer

This policy repeals all previously issued policies, rules or regulations pertaining to procurement
for this school district, except those dealing with the procurement of items exempted from this

policy.
1-105

Effective date

This policy shall become effective at 12:01 a.m. on July 1.

Part B - Definitions of terms used in this policy

1-201
(D

2)

(3

(4)

&)

(6)

(7

(8)

(9)
(10)

Definitions

Business: Any corporation, partnership, individual, sole proprietorship, joint stock
company, joint venture, or any other private legal entity.

Catalogue price: The price, including any applicable discount available, included in a
catalogue price list, schedule or other form that:

(a) is regularly maintained by a manufacturer or contractor;
(b) is either published or otherwise available for inspection by customers; and

(c) states prices at which sales are currently or were last made to a significant
number, or any category of buyer or buyers constituting the general buying public
for the supplies or services involved.

Construction: The process of building, altering, repairing, improving, or demolishing
any structure or building owned by the school district. It does not include operation,
routine repair or routine maintenance of existing structures, buildings or real property.

Contract: All types of agreements, regardless of what they may be called, for the
procurement or disposal of supplies, services, or construction.

Contract modification: Any written alteration in specifications, delivery point, date of
delivery, period of performance, price, quantity, or other provisions of any contract
accomplished by mutual action of the parties to the contract.

Contractor: Any person having a contract with the school district.

Cooperative purchasing: Procurement conducted by, or on behalf of, more than one
"Public Procurement Unit."

Cost reimbursement contract: A contract under which a contractor is reimbursed for
costs which are allowable and allocable in accordance with the contract terms and the
provisions of this policy, and a fee, if any.

Data: Recorded information, regardless of form or characteristics.

Days: Calendar days. In computing any time prescribed by this code , the day of the
event from which the designated period of time begins to run is not included. If the
final day of the designated period falls on a Saturday, Sunday, or a legal government
holiday, then the period must run to the end of the next business day.
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amn

(12)

(13)

(14)

(15)

(16)

(17)

(18)

(19)

(20)

(21)

(22)

(23)

(24)

(25)

Debarment: The disqualification of a person to receive invitations for bids, or requests
for proposals, or the award of a contract, for a specified period of time commenstrate
with the seriousness of the offense or the failure or inadequacy of performance.

Emergency procurement: A method of procurement used only when there exists an
immediate threat to public health, welfare, critical economy and efficiency, or safety
under emergency conditions.

Employee: An individual drawing a salary from this school district, whether elected or
not, and any volunteer.

Invitation for bids: All documents, whether attached or incorporated by reference,
utilized for soliciting bids.

Non-expendable supplies: All tangible supplies having an original acquisition cost of
over $100 per unit and a probable useful life of more than one (1) year. :

Person: Any business, individual, committee, club, other organization, or group of
individuals.

Procurement: Buying, purchasing, renting, leasing, or otherwise acquiring any
supplies, services, or construction. It also includes all functions that pertain te the
obtaining of any supply, service, or construction, including description . of
requirements, selection and solicitation of sources, preparation and award of contract,
and all phases of contract administration. '

Public procurement unit: Any state, county, municipality, school district, and any
other subdivision of the state or subdivision thereof, public authority, educational,
health, or other institution, any other entity which expends public funds for
procurement of supplies, services, or construction.

Purchase description: The words used in a solicitation to describe the supplies,
services or construction to be purchased, and includes specifications attached to, or
made a part of, a "solicitation.”

Qubtation: A statement of the market price of securities, goods, or services; or the
price specified to the correspondent, Often shortened to "quote."

Request for proposals (RFP): All documents whether attached or incorporated by
reference, utilized for soliciting proposals.

Request for qualifications (RFQ): A request for qualifications from prospective offers
issued prior to soliciting proposals. The RFQ must contain a description of the goods
and services to be solicited by the request for proposals, the general scope of the work,
the deadline for submission of information, and how prospective offerors may apply
for consideration.

Response: Any bid, offer or proposal, without regard to the source selection method,
which is submitted in reply to a "solicitation."

Responsible "vendor": A person who has the capability in all respects to perform fully
the contract requirements, and the integrity and reliability which will assure good faith
performance.

Responsive "vendor": A person who has submitted a response which conforms to, in
all material respects, an invitation for bids or a request for proposals.
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(26) School district: As herein used, school district is intended to include the board of
trustces or their authorized agent, such as, but not limited to, the superintendent,
director of finance or, where applicable, director of procurement or other official
responsible for procurement activity.

(27) Service: The furnishing of labor, time or effort by a contractor. This term includes
consultant services other than architectural, engineering, land surveying, construction
management, and related services. This term does not include employment agreements
or the providing of consultant assistance for any aspect of information technotogy,
systems and networks.

(28) Sole source: A method of procurement used where the district's needs can only be met
by one method, means or item. Price is not an operative factor, inasmuch as the cost in
nol pertinent where the needs are unique and can only be satisfied through a unique
one-of-a-kind acquisition.

(29) Solicitation: Any effort, without regard to the source selection method, to obtain
supplies, services or construction by the school district.

(30) Solicitation document: The document(s) used in connection with a particular
solicitation.

(31) Supplies: All personal property including, but not limited to, equipment, materials,
printing, insurance, information technology equipment and software packages.

(32) Surplus supplies: Any supplies other than expendable supplies no longer having any
use to the school district. This includes obsolete supplies, scrap materials and non-
expendable supplies that have completed their useful life cycle.

(33) Term contract: A contract established for a specific product or service for a specified
time and for which it is mandatory that all governmental bodies procure their
requirements for the goods and services during its term,

(34) Vendor: Any person submitting a response to a solicitation.

Part C - Compliance with state and federal regulations

1-301 Public access to procurement information

Procurement information shall be a public record to the extent required by Chapter 4 of Title 30
(The Freedom of Information Act), South Carolina Code of Laws, 1976, with the exception that
proprietary commercial or financial information supplied in response to a solicitation which is
marked privileged and confidential is not to be disclosed.

1-302  Compliance with federal requirements

Where procurement involves the expenditure of federal assistance or contract funds, the school
district must also comply with such federal law and authorized regulations which are mandatory
and which are not otherwise contained therein.

1-303  Standards of conduct

In all procurement actions for this school district, the provisions of Chapter 13, Title 8 (Siate
Ethics Law), South Carolina Code of Laws, 1976, must be complied with.
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ARTICLE 2 - SOURCE SELECTION AND CONTRACT FORMATION

Part A - Methods of source selection

2-101 Methods of source selection

Unless otherwise required by law or this policy, all school district contracts must be awarded by
competitive sealed bidding, pursuant to Section 2-102, except as provided herein:

(1)

(3)

Section 2-103 (Competitive sealed proposals);
Section 2-104(Small purchases);

Section 2-105(Sole procurement);

Section 2-106(Emergency procurement);

Section 4-301 (Architect-engineer or land surveying services).

2-102  Competitive sealed bidding

(1

(2)

(3)

(4)

Conditions_for use: The preferred procurement technique, competitive sealed
bidding, should not be used in all instances. This is a price determinate method
of procurement and is best applied where the needs of the district are precise and
certain and may be secured from any number of potential suppliers. Contracts of
$50,000 or more must be awarded by competitive sealed bidding.

Invitation for bids: The invitation for bids must be the document used to initiate
a competitive sealed bid procurement and must include the following:

(a) instructions and information to bidders concerning the bid submission
requirements, including the time and date set for receipt of bids, the
individual to whom the bid is to be submitted, the address of the office to
which bids are to be delivered, and any other special information;

(b)  the purchase description, specifications, delivery and performance
schedule, and such inspection and acceptance requirements as are not
included in the purchase descriptions;

() all contract terms and conditions, including warranty and bonding or other
security requirements as applicable;

(d)  instructions to bidders to visibly mark as confidential each part of their bid
which they consider to be proprietary information; and

(e)  astatement of a bidder’s right to protest under 6-201.

Public notice: Public notice of the invitation for bids must be given. Such notice
may include publication in a newspaper of general circulation a reasonable time
prior to bid opening. Bidding time will be set to provide bidders a reasonable
time to prepare their bids. A minimum of seven (7) days shall be provided unless
a shorter time is deemed necessary for a particular procurement, as determined by
the school district.

Bid opening: Bids must be opened publicly in the presence of one or more
witnesses at the time and place designated in the invitation for bids. The dollar
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amount of each bid and such other relevant information, together with the name
of each bidder, must be recorded; the record and each bid must be open to piiblic
inspection at that time. Only the information disclosed at the bid opening is
considered to be public information until an award is actually made. An
amendment postponing bid openings may be issued only when emergency or
unanticipated events beyond the control of bidders interrupt normal government
operations. The date and location for the posting of the notice of an intended
award must be announced at bid opening.

(5} Bid acceptance and bid evaluation: Bids must be accepted without alteration or
correction, except as authorized in this policy. When necessary for the best
interest of the school district, the invitation for bids may include criteria to
determine acceptability, such as inspection, testing, quality, workmanship,
delivery, and suitability for a particular purpose. Those criteria that will affect the
bid price and be considered in evaluation for award must be measurable, such as
discounts, transportation costs and total or life cycle costs. The invitation for bids
must set forth the cost criteria to be used. No cost criteria may be used in bid
evaluation that are not set forth in the invitation for bids.

(6) Correction_or_withdrawal of bids; cancellation of awards: Corrections or
withdrawal of inadvertently erroneous bids before or after award, or cancellation
of awards or contracts based on such bid mistakes, may be permitted where
appropriate. After bid openings, no change in bid prices or other provisions of
bids prejudicial to the interest of the school district or fair competition must be
permitted. A bidder must submit a written request to either correct or withdraw a
bid to the school district. Each written request must document the fact that the
bidder's mistake is clearly an error that will cause him substantial loss. In order
to maintain the integrity of the competitive sealed bidding process, a bidder must
not be permitted to correct a bid mistake after bid opening that would cause such
bidder to have the low bid, unless the mistake, in the judgment of the school
district, is clearly evident from examining the bid document; for example,
extension of unit prices or errors in addition. All decisions to permit the
correction or withdrawal of bids, or to cancel awards or contracts based on bld
mistakes, must be supported by a written determination.

(7y Award: Notice of an award or an intended award to the lowest responsive.and
responsible bidders must be given by posting the notice at a location specified in
the invitation for bids. Prior to the posting of the award, the school district may
negotiate an adjustment in the bid price, with the lowest responsive and
responsible bidder to bring the bid within the scope of the invitation for bids.
The notice shall contain a statement of a bidder’s right to protest under 6-20%. If
a contract exceeds $50,000, but is less than $100,000, notice of award must also
be sent to all bidders responding to the solicitation on the same day that the notice
is posted in accordance with this section. For contracts of $100,000 or greater, the
school district may contract with the bidder named in the notice 10 days after
notice is posted and sent to responsive bidders. The posting date must appear on
the face of all these notices. The notice of intent to award and the 10-day delay of
award may be waived when only one response is received.

(8) Request for Qualification: The district may follow the process set forth under 2-
103(4).

2-103 Competitive sealed proposals

(1) Conditions for use: When the school district determines in writing that the use of
competitive sealed bidding is either not practicable or not advantageous to the
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(2)

(3)

4

(3)

(6)

)

school district, a contract may be awarded by competitive sealed proposals,
Competitive sealed proposals should be used when both the needs of the school
district and the costs to satisfy those needs are important, and the methods or items
to satisfy those needs are not clear and precise. While price is an important factor, it
is considered less significant than fully meeting the district's needs. The ultimate
purpose of this method of procurement is to provide flexibility to the district, while
taking into consideration various options and the costs of each. Proposals must be
solicited through a request for proposals. '

Public notice: Public notice of the request for proposals must be given in the same
manner, as provided in Section 2-102(3). '

Proposal opening: Proposals must be publicly opened, but only the names of the
offerors disclosed at the proposal opening. Contents of competing proposals raust
not be disclosed during the process of opening or negotiation. All proposals shall be
recorded at the time of opening and must be opened for public inspection after
contract award, Proprietary or confidential information marked as such in each
proposal must not be disclosed without written consent of the offeror.

Request for qualifications: Prior to soliciting proposals, and after giving adequate
public notice, the district may issue a request for qualifications, experience and
ability to perform the requirements of the contract from prospective offerors. At a
minimum, the request must contain a description of the goods or services 1o be
solicited by the invitation for bids and the general scope of the work. The request
must also contain the deadline for submission of information and how prospective
offerors may apply for consideration.

After the district receives the responses, it will rank prospective offerors from inost
qualified to least qualified on the basis of the information provided. The district
must then invite bids from at least the fop two prospective offerors in accordance
with section (2) above.

Negotiations with responsible offerors and revisions to_proposals: As provided in
the request for proposals, negotiations may be conducted with any offeror
submitting a proposal appearing to be eligible for contract award pursuant to the
selection criteria set forth in the request for proposals. All apparently eligible
offerors must be afforded the opportunity to submit best and final proposals, if
negotiations with any other offeror result in a material alteration to the request for
proposals and such an alteration has a cost consequence that may alter the order of
offerors' price quotations contained in their initial proposals. In conducting
negotiations, there must be no disclosure of information derived from proposals
submitted by any competing offerors.

Evaluation factors: The request for proposals shall state the evaluation factors in
relative order of importance. Price may but need not be an initial evaluation factor.
Each responsive and responsible offeror's proposal must be evaluated. The proposal
must then be ranked in accordance with the results of such evaluation. )

Award: The award must be made to the responsible offeror whose proposal is
determined in writing to be most advantageous to the school district, taking.into
consideration the evaluation factors set forth in the request for proposals. No other
factors or criteria must be used in the evaluation. The contract file shall contain the
basis on which the award is made. '
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2-104 Small purchases

Any single procurement not exceeding $50,000 may be made by the school district in accordance
with this paragraph; provided, however, that such procurements shall not be artificially divided
so0 as to constitute a small purchase. Related items (such as small hardware items or spare parts
for vehicles) may be included in one solicitation and the award made on an "all or none" basis.
In such cases, suppliers must be advised of this award procedure at the time quotations are

requested.

2-105

(h

(2)

3)

Small purchases not exceeding $2,5000 may be accomplished without competitive
quotations, if the prices are considered to be reasonable. The district shall
annotate the purchase requisition as follows: "Price is fair and reasonable” and
sign such purchase requisition. Such purchases must be distributed equitably
among qualified suppliers. When practical, a quotation will be solicited from
other than the previous supplier prior to placing a repeat order. :

Small purchases from $2,500.01 to $10,000 may be accomplished, if verbal or
written quotes from a minimum of three qualified sources of supply are made and
it is documented that the procurement is to the advantage of the school district,
price and other factors considered, including the administrative costs of the
purchase. Such documentation must be attached to the purchase requisition.

Small purchases from $10,000.01 to $50,000 may be accomplished, if written
solicitation of written bids, proposals or quotes from five qualified sources of
supply are obtained and it is documented that the procurement is to the advantage
of the school district, price and other factors considered, including the
administrative costs of the purchase. Such documentation shall be attached to the
purchase requisition. When prices are solicited by telephone, the vendors must be
requested to furnish written evidence of such quotation. '

Sole source procurement

(1)

(2)

Conditions for use: This method of procurement is the least competitive and,
therefore, should have limited use. In those instances, however, where the
district's needs can only be met by one method, means or item, sole source is an
appropriate and necessary method of procurement. Price is not an operative
factor, inasmuch as the cost is not pertinent where the needs are unique and can
only be satisfied through a unique one-of-a-kind acquisition. Such determination
as to whether a procurement must be made as a sole source must be made by the
school district. Such determination and the basis thereof must be in writing and
must include an explanation as to why no other source will be suitable or
acceptable to meet the need.

Award: A contract may be awarded for a supply, service or construction item
without competition when the school district determines in writing that there is
only one source for the required supply, service or construction item. The
following are examples of circumstances which could necessitate sole source
procurements: ‘

(a) where the compatibility of equipment, accessories or replacement parts is
the paramount consideration;

(b) where a unique item is needed for trial use or testing;

(¢) where a unique item is to be procured for resale;

District Five Schools of Spartanburg County (see next page)



PAGE 12 - DJ-R - PURCHASING

(d) where the item is one of a kind; and
(e) printed forms, pamphlets, and brochures, exclusive of printing equipment.
2-106  Emergency procurement

Notwithstanding any other provision of this policy, the school district may make or authorize
others to make emergency procurements when there exists a threat to public health, welfare or
safety under emergency conditions, or where normal daily operations are affected; provided that
such emergency procurements must be made with such competition as is practicable under the
circumstances. If emergency considerations exist after an unsuccessful attempt to use competitive
sealed bidding, an emergency procurement may also be made. A written determination must be
made stating the basis for an emergency procurement and for the selection of the particular
vendor. Emergency procurements shall be limited to that of supplies, services or construction
items necessary to meet the emergency.

2-107  Rejection of responses

(1} Rejection of all responses: A compelling reason should exist to reject all
responses. Every effort must be made to anticipate changes in a requirement prior
to the date of opening and to notify all prospective vendors of any resulting
modifications or cancellation, thereby permitting vendors to change their
responses and preventing the unnecessary exposure of responses. As a general
rule, a solicitation should not be canceled and readvertised after opening, due
solely to increased requirements for the items being procured; an award should be
made on the initial solicitation, and the additional quantity required should be
treated as a new procurement. When it is determined prior to an award, but after
opening, that the requirements relating to the availability and identification of
specifications have not been met, the solicitation must be canceled. The
solicitation may be canceled after opening, but prior to an award, when it is
determined in writing that:

(a) inadequate or ambiguous specifications were cited in the solicitation;
(b) specifications have been revised,
(c) supplies or services being procured are no longer required;

(d) the specification did not provide for consideration of all factors of costs to
the school district, such as cost of transportation;

(e) responses received indicate that the needs of the school district can be
satisfied by a less expensive article differing from that on which the
responses were invited;

(f) all otherwise acceptable responses received are at unreasonable prices;

(g) the responses were not independently arrived at in open competition, were
collusive or were submitted in bad faith; or

(h) for other reasons, cancellation is clearly in the best interest of the school
district.

(2) Rejection of individual responses: Any response which fails to conform to the
essential requirements of the specification, such as bid security, must be rejected.
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Any bid which does not conform to the specifications contained or referenced in
the invitation for bids may be rejected, unless the invitation for bids authorized
the submission of alternate bids and said alternates meet the requirements
specified in the invitation for bids. Any response which fails to conform to the
delivery schedule or permissible alternates thereto stated in the solicitation may
be rejected as non-responsive. Ordinarily, a response should be rejected when the
vendor attempts to impose conditions which would limit his liability to the school
district, since to allow the vendor to impose such conditions would be prejudicial
to other vendors. For example, responses should be rejected in which the vendor:

(a) attempts to protect against future changes in conditions, such as increased
costs, if total possible cost to the school district cannot be determined;

(b) fails to state a price or states a price but qualifies such price and states that
the price shall be subject to the "price in effect at time of deliveries";

(c) when not authorized by the solicitation, conditions or qualifies a response by
stipulating that the response is to be considered only if, prior to the date of
award, the vendor receives (or does not receive) an award under a separate
procurement;

(d) requires the school district to determine that the vendor's product meets the
school district's specifications; or

(e} limits the rights of the school district under any contract clause.

(3) Any response received after the school district has declared that the time set for
opening has arrived shall be rejected unless the response was in the possession of
the school district and was misplaced. In such an event, the misplaced response
shall be considered along with other previously received responses.

(4) Minor informalities or irregularities in bids or offers: A minor informality or
irregularity is one which is merely a matter or form or is some immaterial
variation from the exact requirements of the solicitation, having no affect or
merely a trivial or negligible effect on price, quality, quantity, or delivery of the
supplies or performance of the services being procured, and the correction or
waiver of which would not affect the relative standing of, or be otherwise
prejudicial to, other vendors. The school district must either give the vendor an
opportunity to cure any deficiency resulting from a minor informality or
irregularity in a response, or waive any such deficiency where it is to the
advantage of the school district. Such communication or determination must be
in writing. Examples of minor informalities or irregularities include, but are not
limited to:

(a) failure of a vendor to return the number of copies of signed responses
required by the solicitation;

(b) failure to furnish the required information concerning the number of the
vendor's employees or failure to make a representation concerning his size
status;

(¢} failure of a vendor to sign his response, but only if (i) the firm submitting
the response has formally adopted or authorized the execution of documents
by typewritten, printed or rubber-stamped signature and submits evidence of
such authorization and the response carries such a signature; or (ii} the
unsigned response is accompanied by other material indicating the vendor's
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intention to be bound by the unsigned response, such as the submission oi' a
price guarantee with the response, or a letter signed by the vendor with the
response referring to and clearly identifying the response itself.

(d) failure of a vendor to acknowledge receipt of an amendment to a
solicitation, but only if (i) the response received clearly indicates that the
vendor received the amendments, such as where the amendment added
another item to the solicitation and the vendor submitted a response thercon,
or (ii) the amendment clearly would have no affect or merely a trivial or
negligible affect on price, quality, quantity, delivery or the relative standing
of vendors, such as an amendment correcting a typographical mistake in the
name of the school district, or (iii) there is a failure to furnish an affidavit
concerning affiliates, if required.

Part B - Vendor qualifications and duties

2-201  Responsibility of vendors

A written determination of non-responsibility of a vendor must be made. The unreasonable
failure of a vendor to promptly supply information in connection with an inquiry with respect to
responsibility may be grounds for a determination of non-responsibility with respect to such
vendor. Factors to be considered in determining the responsibility of a vendor include whether
the prospective contractor has: _

(D

2)
(3)
(4)
&)

the appropriate financial, material, equipment, facilities, personnel resources, and
expertise available, or the ability to attain them, necessary to indicate its capability
to meet all contractual requirements;

a satisfactory record of past performance;

a satisfactory record of integrity;

qualified legally to contract with the school district; and
supplied all necessary information in connection with an inquiry concerning
responsibility. A copy of the written determination of non-responsibility shall be

sent promptly to the non-responsible bidder or offeror. The final determination
must be made a part of the procurement file,

2-202 Cost or price data

(1

(2)

Required submission relative to the award of contracts: A prospective contractor
shall submit cost or pricing data when the contract is expected to exceed
$100,000. The submission of such cost or pricing data relating to the award cf a
contract is not required where:

(a) the confract price is based on adequate price competition;

(b} the contract price is set by law or regulation; or

(¢} it is determined in writing that such requirement may be waived and the
determination states the reasons for such waiver.

Required submissions relating to change orders or contract modifications: A
contractor must submit cost or pricing data prior to the pricing of any change
order or contract modification, including adjustments to contracts awarded by
competitive sealed bidding. The submission of such cost or pricing data relating
to the pricing of a change order or contract modification is not required where:
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(a) unrelated and separately priced adjustments for which cost or pricing data
would not be required are consolidated for administrative convenience; or

(b) it is determined in writing that such requirement may be waived and the
determination states the reason for such waiver.

(3) Certificate required: A contractor, actual or prospective, required to submit cost
or pricing data in accordance with this section, must certify that, to the best of its
knowledge and belief, the cost or pricing data submitted was accurate, complete
and current as of a mutually specified date prior to the award of the contract or
the pricing of the change order or contract modification.

(4) Price adjustment provision required: Any contract awarded, change order or
contract modification under which submission and certification of cost or pricing
data are required must contain a provision stating the price to the school district,
including profit or fee, must be adjusted to exclude any significant sums by which
the school district finds that such price was increased because the contractor-
furnished cost or pricing data was inaccurate, incomplete or not current as of the
date agreed upon between the school district and the contractor.

Part C - Types of contracts

2-301 Types of contracts

Subject to the limitations of this section, any type of contract which will promote the best interest
of the school district may be used; provided that the use of cost-reimbursement or a cost-plus-
percentage-ot-cost contract may not be used unless the school district makes a determination in
writing approved by the board that such contract is likely to be less costly to the schoo! district
than any other type, or that it is impracticable to obtain the supplies, services or construction
required except under such a contract.

2-302 Multi-year contracts

(1) Specified period: A contract for supplies or services may be entered into for a
period of time not to exceed five (5) years, provided the term of the contract and
the conditions of renewal or extension, if any, are included in the solicitation, and
funds are available for the first fiscal period at the time of contracting. Payment
and performance obligations for succeeding fiscal periods must be subject to the
availability of funds therefore.

(2) Determination prior to use: Prior to the utilization of a multi-year contract, it
must be determined in writing:

(a} that established requirements cover the period of the contract and are
reasonably firm and continuing; and

(by that such a contract will serve the best interests of the school district by
encouraging effective competition or otherwise promoting savings in
school district procurement.

'The following factors are among those relevant to such a determination:

(a)  vendors are not willing or able to compete because of high start-up costs or
capital investment;
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(3)

(b)  lower production costs because of larger quantity or service requirements
and substantial continuity of production or performance over a longer
period of time can be expected to result in lower unit prices;

(c) stabilization of the contractor's workforce over a longer period of time may
promote economy and consistent qualities; and

(d)  the cost and burden of contract solicitation, award and administration of the
procurement may be reduced.

Evaluation: Care should be taken when evaluating multi-year against prices for
the first fiscal period that a determination on the basis of prices for the first period
does not permit the successful bidder or offeror to "buy in" so as fo give such
bidder or offeror an undue competitive advantage in subsequent procurements.

{4) Solicitation document: The solicitation document must state the following:

()

(a) the estimated amount of supplies or services required for the proposed
contract;

(b)  that a unit price must be given for each supply or service, and that such unit
prices shall be the same throughout the contract term (except to the extent
price adjustments are authorized in the solicitation or the resulting
contract);

(c) that the multi-year contract will be terminated if funds are not appropriated
ot otherwise made available to support continuation of performance in any
fiscal period succeeding the first fiscal year; provided, however, this does
not affect either the school district's rights or the contractor's rights under
any other termination clause in the contract;

(d) that the school district must notify the contractor on a timely basis that the
funds are not available for the continuation of the contract for a subsequent
fiscal year;

(¢) whether vendors may submit prices for the first fiscal period only, the
entire time of performance only, or both the first fiscal period and the entire
time of performance; and

(f)  that a multi-year contract may be awarded and how such an award will be
determined, including, if prices for the first fiscal period and the entire time
of performance are submitted, how such prices will be compared.

Termination due to unavailability of funds in succeeding fiscal period: All multi-
year contracts must contain a clause stating that when funds are not appropriated
or otherwise made available to support continuation of performance in a
subsequent fiscal period, the contract shall be terminated.

2-303 Blanket purchase agreements

(M

Conditions for use: A blanket purchase agreement is a simplified method of
filling anticipated repetitive needs for supplies or services by establishing "charge
accounts” with qualified sources of supply. Blanket purchase agreements are
designed to reduce administrative costs in accomplishing small purchases by
climinating the need for issuing individual solicitation documents. To the extent
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practicable, blanket purchase agreements for items of the same type should be
awarded concurrently with more than one supplier.

(2) Contract terms: Blanket purchase agreements must contain the following
provisions:

(a) terms and conditions of the agreement, including a statement that the
supplier must furnish supplies or services commonly described in general
terms, if and when requested by the school district during a specified
period and within a stipulated aggregate amount, if any. Blanket purchase
agreements may encompass all items that the contractor is in a position to
furnish.

(b)  the extent of the obligation, including a statement that the school district is
obligated only to the extent of authorized costs actually placed against the
blanket purchase agreement, i.e., there are no minimum volume
requirements.

(c) a list of names of individuals authorized to place orders under the blanket
purchase agreement, identified by organizational component, and the dollar
limitation per order for each individual to be furnished by the school
district.

(d) the statement that all shipments under the blanket purchase agreement,
except subscriptions and other charges for newspapers, magazines and
other periodicals, must be accompanied by delivery tickets or sales slips
which must contain the following minimum information:

(i} name of contractor;

(i)  blanket purchase agreement number;
(iii)  date of order;

(iv)  order number;

(v)  itemized list of supplies or services furnished;

(vi)  quantity, unit price and extension of each item less applicable
discounts; and

(vii)  date of delivery or shipment.

(e) an itemized and a summary invoice must be submitted at least monthly or
upon expiration of the blanket purchase agreement, whichever occurs first,
for all deliveries made during a delivery period, identifying the delivery
tickets covered therein, stating their total dollar value and supported by
receipted copies of the delivery tickets.

Part D - Audits of records

2-401 Right to audit records

(1) Audit of cost or pricing data: The school district may, at reasonable times and
places, audit the books and records of any person who has submitted cost or
pricing data pursuant to Section 2-202 to the extent that such books and records
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relate to such cost or pricing data. Any person who receives a confract, change
order or contract modification for which the cost or pricing data is required, must
maintain such books and records that relate to such cost or pricing data for three
(3) years from the date of the final payment under the contract, unless a shorter
period is otherwise authorized in writing.

(2) Contract audit: The school district must be entitled to audit the books. and
records of a contractor or subcontractor under any confract or subcontract other
than a firm fixed-price contract, to the extent that such books and records relate to
the performance of such contract or subcontract. Such books and records must be
maintained by the contractor for a period of three (3) years from the date of final
payment under the prime contract and by the subcontractor for a period of three
(3) years under the subcontract, unless a shorter period is otherwise authorized in
writing.

Part E - Reports and records

2-501 Reporting of anti-competitive practices

When for any reason collusion or other anti-competitive practices are suspected among any
bidders or offerors, the relevant facts must be transmitted to the school district attorney and the
superintendent.

2-502 Procurement records

(1} Contract file: All determinations and other written records pertaining to the
solicitation, award or performance of a contract must be maintained in a contract
file.

(2) Retention of procurement records: All procurement records must be retained and
disposed of in accordance with records retention guidelines and schedules
recommended by the South Carolina Department of Archives and History. It a
contract is being funded in whole or in part by assistance from a federal agency,
then all procurement records pertaining to that contract must be maintained for
three (3) years from the close-out date of the assistance agreement or the final
disposition of any controversy arising out of the assistance agreement, or for a
longer period if required by such federal agency.

ARTICLE 3 - SPECIFICATIONS

Part A - Specifications

3-101 Importance of specifications

The school district must prepare and issue specifications for supplies, services and construction
required by the school district. Specifications must, to the extent practicable, emphasize
functional or performance criteria, while limiting design or other detailed physical descriptions to
meet the needs of the school district. All specifications must be drafted so as to promote overall
economy for the purpose of satisfying the school district's needs, and to encourage maximum free
and open competition in satisfying the school district's needs, and may not be unduly restrictive.
It is recognized, however, that the preference for use of functional or performance specifications
is primarily applicable to the procurement of supplies and services. Such preference is not often
practicable in construction, apart from the procurement of supply type items for a construction
project. Specifications for construction may be prepared on a project-by-project basis by the
architect and/or engineer retained by the school district.
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ARTICLE 4 - PROCUREMENT OF CONSTRUCTION,
ARCHITECT/ENGINEER AND LAND SURVEYING SERVICES

Part A - Management of construction contracting

4-101 Selection of method of construction contract

The school district will utilize the South Carolina School Facilities Planning and Construction
Guide prepared by the South Carolina Department of Education for new construction, additions
or renovations of structures used in connection with public education. The school district must
have discretion to select the appropriate construction contracting method for a particular project.
In determining which method to use, the school district must consider its requirements, resources
and potential contractor capabilities. The school district must include in the contract file a written
statement setting forth the facts which led to the selection of a particular method of construction
contracting for each project. In selecting the construction contracting method, the school district
should consider the results achieved on similar projects in the past and the methods used.

4-102  Contract administration
The school district must maintain a contract administration system designed to insure that a
contractor is performing in accordance with the solicitation under which the contract was

awarded, and the terms and conditions in the contract.

Part B - Construction contract clauses and fiscal responsibility

4-201 Standard clauses

The school district may establish standard contract clauses for use in its contracts. Such coniract
clauses and additional clauses or variations must be stated in the invitation for bids or request for
proposals. ‘

4-202 Modifications

Every contract modification, change order or contract price adjustment under a construction
contract with the school board in excess of $5,000 must be subject to prior approval by the
school board after receiving a report from the fiscal officer of the school district as to the eftect
of the contract modification, change order or contract price adjustment on the total project budget
or the total contract budget.

Part C - Architect/Engineer and surveying services

4-301 Public announcement and selection process

(1) Public announcement: It is the policy of the school district to publicly announce
all requirements for architect/engineer and land surveying services and to negotiate
such contracts on the basis of demonstrated competence and qualification of fair
and reasonable prices. In the procurement of architect/engineer and land surveying
services, the school district must submit a statement of qualifications and
performance data.

(2) Selection process: The school district must conduct discussions with no less than
three firms regarding the contract and must select the firm deemed most qualified
to provide the required services. The selection must be made in order of
preference, based on criteria established and published by the school district,
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(3) Negotiation: The school district must negotiate a contract with the highest
qualified firm for architect/engineer and land surveying services at a compensation
which is considered to be fair and reasonable to the school district. In making this
decision, the school district must take into account the established value, scope,
complexity, and professional nature of the services to be rendered. Should the
school district be unable to negotiate a satisfactory contract with the firm
considered to be most qualified, negotiations with that firm must be terminated,
and the school district must then undertake negotiations with the second most
qualified firm. Failing accord with the second most qualified firm, the school
district must terminate negotiations. The school district must then undertake
negotiations with the third most qualified firm. Should the school district be
unable to negotiate a contract with any of the selected firms, the school district
must select additional firms in order of their competence and qualifications, and
the school district must continue negotiations in accordance with this section until
an agreement is reached. ‘

ARTICLE 5 - PROPERTY MANAGEMENT

Part A - Disposition of surplus property

5-101 Sale

(1) Surplus supplies and property must be disposed of through competitive sealed
bids or public auction. In the event some types and classes of items can be sold
or disposed of more readily and advantageously by other means, the school
district may employ such other means including, but not limited to, barter or
appraisal.

(2)  When making sales by competitive sealed bidding, notice of the sale should be
given by at least 15 days before the date set for opening bids. Newspaper
advertisement or notice in other publications may also be used. Bids must be
publicly opened. The notice of sale must include the provisions upon which the
award must be made to the highest responsive and responsible bidder, provided
that the price offered by such bidder is acceptable to the school district. Where
such price is not acceptable, the school district may reject the bids in whole or in
part and negotiate the sale provided that the negotiated sale price is higher than
the highest responsive and responsible bidder. ’

NOTE: SC Code Annotated Section 59-19-250 provides that school trustees may sell or lease
school property after first obtaining the consent of the county board of education or, in those
counties which do not have a county board of education, the governing body of the county. SC
Code Annotated Section 59-19-190 requires that a board obtain prior written approval of the state
board of education prior to the reassignment or disposal of land purchased after 1952 with any
state funds.

Part B - Proceeds

5-201 General fund

Proceeds from the sale, lease or disposal of surplus supplies and property must be deposited in
the school district general {und.
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ARTICLE 6 - LEGAL AND CONTRACTUAL REMEDIES

Part A - Exclusive remedies

6-101

Waiver and exhaustion

The remedies provided in this article to actual or prospective bidders, offerors and contractors
shall be exclusive and must be exhausted prior to the commencement of an action at law or in
equity against the school district, its officers or employees. Nothing herein should be construed
as a waiver of sovereign, or other, immunity, either partially or fully, if otherwise available and
applicable,

Part B - Resolution of protests

6-201

6-202

(1)

(2)

(3)

(4)

(5)

Authority to resolve protested solicitations and awards

Right to protest: Any actual or prospective bidder, offeror or contractor who is
aggrieved in connection with the solicitation or award of a contract may protest,
The protest must be submitted in writing to the superintendent, setting forth the
grounds and facts applicable thereto for the protest, and the relief requested,
within 10 days of the date notification of the award is posted in accordance with
this policy. The filing of a protest must not stay solicitation or award of a contract
unless fraudulent.

Authority to resolve protests: The superintendent shall have authority to scttle
and resolve a protest of an aggrieved bidder, offeror or contractor, actual or
prospective, concerning the solicitation or award of a contract. The remedies, if
any, must be in accordance with part D of this article.

Decision: If the protest is not resolved by mutual agreement, the superintendent
must conduct a review and issue a decision in writing within 10 days. The
decision must:

(a)  state the reasons for the action taken; and

(b) inform the protestant of its appeal rights, as provided in part C of this
article.

Notice of decision: A copy of the decision under subsection (3) of this seciion
must be mailed or otherwise furnished immediately to the protestant and any
other party intervening. A copy must be posted at a date and place communicated
to all parties in the administrative review. This copy will have on it the daie of
posting and statement of the right to appeal.

Finality of decision: A decision under subsection (3) of this section shall be [inal
and conclusive, as to administrative review, unless any adversely affected person
appeals administratively, as provided in part C of this article.

Authority to debar or suspend

(D

Authority.  After reasonable notice to the person involved and reasonable
opportunity for that person to be heard, the school district, after consultation with
the school district attorney, shall have authority to debar a person for cause from
consideration for award of contracts or subcontracts. The debarment must not be
for a period of more than three (3) years. The school district, after consultation
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2)

3)

with the school district attorney, shall have authority to suspend a person from
consideration for award of contracts if there is probable cause for debarment.
The suspension must not be for a period exceeding three (3) months.

Causes for debarment or suspension: The causes for debarment or suspension
include the following:

(a)  conviction for commission of a criminal offense as an incident to
obtaining or attempting to obtain a public or private contract: or
subcontract, or in the performance of such contract or subcontract;

(b)  conviction under State or Federal statutes of embezzlement, theft, forgery,
bribery, falsification or destruction of records, receiving stolen property,
or any other offense indicating a lack of business integrity or professional
business honesty which currently, seriously, and directly affects
responsibility as a school district contractor or subcontractor;

() conviction under State or Federal antitrust laws arising out of the
submission of bids or proposals;

(d) violation of contract provisions, as set forth below, of a character which is
s0 serious as to justify debarment or suspension action;

(i)  deliberate failure without good cause to perform in accordance with
the specifications or within the time limit provided in the contract;
or

(ii) a recent record of failure to perform or of unsatisfactory
performance in accordance with the terms of one or more contracts;
provided that failure to perform or unsatisfactory performance
caused by acts beyond the control of the contractor must not be
considered to be a basis for debarment or suspension.

(e) any other cause which is so serious and compelling as to affect
responsibility as a school district contractor or subcontractor, including
debarment or suspension by another governmental entity for cause.

H for violation of the ethical standards set forth in South Carolina State
Ethics Act.

Decision: The superintendent must issue a written decision within ten (10) days
to debar or suspend. The decision must:

(a)  state the reasons for the action taken; and

(b  inform the debarred or suspended person involved of his rights to
administrative review as provided in Part C of this article.

Notice of decision: A copy of the decision under subsection (3) of this section
must be mailed or otherwise furnished immediately to the debarred or suspended
person and any other party intervening.

Finality of decision: A decision under subsection (3) of this section shall be final
and conclusive unless the debarred or suspended person appeals administratively
as provided in Part C of this article.
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6-203  Authority to resolve contract and breach of contract controversies

(1)

(2)

()

(4)

(5)

(6)

Applicability: This section applies to controversies between the school district
and a contractor and which arises under, or by virtue of, a contract between
them. This includes without limitation controversies based upon breach of
contract, mistake, misrepresentation, or other cause for contract modification or
rescission.

Authority: The superintendent is authorized to settle and resolve a controversy
described in subsection (1) of this section.

Decision: If such a controversy is not resolved by mutual agreement, the
superintendent must promptly conduct an administrative review and issue a
decision in writing within ten (10) days. The decision must:

(a) state the reason for the action taken; and

(b)  inform the contractor of its rights to review, as provided in part C of this
article.

Notice of decision: A copy of the decision under subsection (3) of this section
must be mailed or otherwise furnished immediately to all parties participating in
the administrative review proceedings.

Finality of decision: The decision under subsection (3) of this section shall be
final and conclusive, unless the contractor appeals administratively, as provided
in this article.

Failure to render timely decision: If the written decision required under
subsection (3) of this section is not entered within ten (10} days after written
request for a said decision, or within such longer period as may be agreed upon,
then the contractor must proceed as if an adverse decision had been received.

Part C - Administrative appeals

6-301 School district superintendent

Prior to commencing any other action at law or in equity, a party aggrieved from a determination
by the superintendent which is authorized in Section 6-201, 6-202, or 6-203 of this article must
seek review of such determination to the school district board of trustees.

6-302 Procedures

(1

(2)

Time limit for filing an appeal: A determination by the superintendent shal! be
final and conclusive unless any person adversely affected by the decision
requests a review by the school district board of trustees, in writing, setfing
forth the reasons for such review, to the school district superintendent within
10 (ten) days of its receipt of the decision. :

Upon receipt of an appeal from an aggrieved party, the school district
superintendent must schedule a review of the appeal. The protestant may also
request an appearance before the school district board of trustees. The board of
trustees, within 10 days of completion of its review, must, in writing, affirm,
alter or deny the decision. Such decision must include findings of fact ‘and
conclusions of law, including a statement of the underlying facts supporting
such findings. The decision must also state whether the:
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(a) solicitation or award being contested was in accordance with this policy
and the terms and conditions of the solicitation documents;

{b) debarment or suspension being contested was in accordance with this
" policy and in the best interest of the school district; and

(¢) contract and breach of contract determination being contested was in
accordance with this policy and in the best interest of the school distriet.

(3) The administrative review by the school district board of trustees must not be
limited to any prior determination. Any prior staff determination must not be
conclusive as to any findings and conclusions. Any person who is aggrieved by
a final decision must have exhausted all administrative remedies available
within this article prior to seeking judicial review. The decision of the board of
trustees must be presumed final and conclusive unless such proceedings for
review are instituted by filing a petition in the Circuit Court within 30 days
after such final decision.

Part D - Solicitations or awards in violation of law

6-401 Applicability of this part

The provisions of this part apply where it is determined administratively or upon administrative
review, that a solicitation or award of a contract is in violation of this policy.

6-402 Remedies prior to an award

If prior to award it is determined that a solicitation or proposed award of a contract is in viclation
of this policy, then the solicitation or proposed award must be:

(1) canceled;

(2) revised to comply with this policy and rebid; or

(3) awarded in a manner that complies with the provisions of this policy.
6-403  Remedies after an award

If after an award it is determined that a solicitation or award of a contract is in violation of this
policy, then:

(1) if the person awarded the contract has not acted fraudulently or in bad faith:

(a) the contract may be ratified and aftirmed, provided it is determined that
doing so is in the best interest of the school district; and

(b) the person who should have been awarded the contract may be reimbursed
for the actual expenses reasonably incurred in connection with the
solicitation, including reparation, not to exceed $5,000.

(2) if the person awarded the contract has acted fraudulently or in bad faith:

(a) the contract may be declared null and void; or
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(b)  the contract may be ratified and affirmed, if such action is in the best interest
of the school district, without prejudice to the school district's right to such
damages as may be appropriate.

ARTICLE 7 - INTERGOVERNMENTAL RELATIONS

Part A - Cooperative purchasing

7-101 Cooperative purchasing authorized

The school district may either participate in, sponsor, conduct, or administer a cooperative
purchasing program for the procurement of supplies, services or construction with one or more
public procurement units in accordance with an agreement entered into between the participants.
Such cooperative purchasing may include, but is not limited to, joint or multi-party contracts
between public procurement units, including use of state contracts.

The school district must, prior to conducting procurement activities hereunder, explore the
availability of satisfying its needs through utilization of pre-existing contracts between the state’s
Division of General Services and private vendors, and must use such arrangements, if cost
effective and otherwise advantageous to the school district. The school district may procure
services, supplies or construction items through the contracts established by the General Services
Division of the state of South Carolina, as provided in Chapter 35 of Title 11 (State Consolidated
Procurement Code), South Carolina Code of Laws, 1976, independent of the requirements of this

policy.
7-102 Sale, acquisition, or use of supplies

The school district may sell to, acquire from, or use any supplies belonging to another public
procurement unit independent of the requirements of this policy.

7-103  Cooperative use of supplies and services
The school district may enter into an agreement with any public procurement unit for the
cooperative use of supplies or services under the terms agreed upon between the parties,
independent of the requirements of this policy.
7-104  Joint use of {acilities
The school district may enter into agreements for the common use or lease of warehousing
facilities, capital equipment and other facilities with another public procurement unit under the
terms agreed upon between the parties,

ARTICLE 8 - MINORITY BUSINESSES
Part A - Minority businesses
8-101 Minority businesses
The school district will maintain the list of minority businesses compiled by the Governor's
Office of Small and Minority Business Assistance and where appropriate will solicit those

businesses on such list for each procurement for which they are qualified.

[ssued
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SALES CALLS AND DEMONSTRATIONS
code DJGA ss0ea DRAFT/M 2

Purpose: To establish the basic structure for sales calls on district staff.

The board does not permit sales representatives to call on teachers or other school staff members
without authorization from the superintendent. All salemen must check in at the administration
office for authorization.

The superintendent may give permission to sales representatives to see members of the school
staff at times that will not interfere with the educational program. These representatives must be
from companies offering educational products or from programs previously approved for payroll
deduction.

Adopted 1974; Revised 3/22/93, *

District Five Schools of Spartanburg County



Policy

PAYMENT PROCEDURES
Code DK Issued DRAFTI12

Purpose: To establish the basic structure for payment of district obligations.

The superintendent will receive, hold in custody and expend all funds as directed by the board of
trustees.

The district will make all payment for goods and services only under these conditions.

e against invoices, properly supported by authorized purchase orders

¢ against properly submitted vouchers covering authorized expenses

¢ in accordance with salary schedules or salaries set by the board

The district will give first priority of expending funds provided by the South Carolina Education
Finance Act of 1977 to the full implementation of the defined program. The district will make

every effort to assure that each school meets the prescribed standards of the defined program.

Adopted 3/22/93; Revised »

Legal references:

A, S.C. Code, 1976, as amended:
1. Section 11-1-40 - Unlawful to contract in excess of appropriate amount and to divert current
funds for payment of prior obligations.
2. Section 59-19-80 - All employment and purchase contracts require board approval.
3. Section 59-19-290 - All contracts in excess of apportioned funds are void.
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PAYROLL PROCEDURES/SCHEDULES
code DKA 1se¢ DRAFT/M2

Purpose: To establish the basic structure for payment ot salary to district employees.

The business office issues all paychecks for regular staff members and substitute or part-time
workers.

The district issues checks on the 25th of the month for salaried employees. If the 25th falls on a
Saturday, the district will issue checks on the preceding Friday. If the 25th falls on a Sunday, the
district will issue checks on the following Monday. For nine and one-half month employees, the
last two checks due for a school year will be issued June 14th and June 15th each year.

School lunch personnel, bus drivers and temporary cleaning employees will be paid every other
Friday.

Adopted prior to 1974; Revised 3/22/93, 7/94, 3/22/99, 1/7/02, »
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SALARY DEDUCTIONS
Code DKB ssued DRAFTI1 2

Purpose: To establish the basic structure for deductions from salaries of employees.

All deductions from salary, except for deductions required by law, are subject to board approval
and are voluntary on the part of the individual employee. The district requires that voluntary
deductions be authorized in writing by the employee on a form supplied by the district.

The following payroll deductions are required by law.

Social Security

state and federal income tax

state retirement

government or court-ordered deductions

The following additional payroll deductions are allowed by law and are approved by the school
board.

extended family benefits for health insurance

401(k) and 457 tax sheltered annuity plans which meet board established criteria

employee credit unions

deductions for state-authorized group survivor monthly income insurance programs and term
life insurance

e 403(b) tax sheltered annuity plans

* o @ @

The district will maintain and operate any 403(b) programs pursuant to a written plan. The
written plan will contain all the material terms and conditions for eligibility, benefits, applicable
limitations, the contracts available under the plan, the time and form under which distributions
may be made, and other optional features as appropriate. The district will generally open these
programs to atl employees and provide notification on an annual basis.

Part-time teachers working 15-30 hours per week qualify for state health and dental insurance.
The district will consider deductions for approved charitable organizations only after each
organization submits evidence that it has a current 501(c)(3) classification with the Internal

Revenue Service.

The district will not make deductions for any organization which is chartered by Section
501{c)(4)(5)or(6} of Title 26 U.S. Code.

The district will not make deductions for any organization that has a parent or subsidiary
organization which fails to meet the requirements herein.

The district will not make any deductions if the proceeds of the deduction would be for the
benefit of a labor organization.

Adopted 3/22/93; Revised 1/7/02, 11/24/08, »
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Legal references:

A. Federal regulations:
1. 26 CFR 601.201 - Rulings and determination letters.
B. S.C. Code, 1976, as amended:
1. Section 8-11-83 - Payroll deduction for dues of State Employees’ Association.
2. Section 8-11-91 - Deductions for charitable contributions.
3. Section 8-11-92 - Qualifying criteria for charitable organizations.
4. Section 8-11-93 - Minimum level of employee participation required (lesser of 10 percent or 200
employees).
Section 8-11-98 - Deductions for payment to credit union,
6. Section 59-25-45 - Health and dental insurance.

wh
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Policy

EXPENSE AUTHORIZATION/REIMBURSEMENT
cote DKC 1.0 DRAFT/12

Purpose: To establish the basic structure for authorizing and reimbursing expenses for district
employees and board members.

The district will reimburse board members and employees for expenses incurred in approved
travel for the district, such as approved attendance at conferences and other authorized expenses
necessary in performing their duties. The superintendent must approve employee travel.
Reimbursement for using a personal vehicle for official district business will be on a per mile
basis equal to the rate allowed by the Internal Revenue Service for business use of an automobile
as of July 1 of that fiscal year.

Board members and employees must submit their expenses on official vouchers.

The district will provide advanced funding only under special circumstances. If advanced funds
are received, the recipient must submit a second voucher (documenting expenditures and
advanced revenue) and refund the difference or request additional funds.

If cancellations are necessary, due to avoidable circumstances by the board member or employee,
the employee or board member may be responsible for reimbursing the district for monies not
refundable.

Adopted 3/22/93; Revised 7/1/00, *
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CASH IN SCHOOL BUILDINGS
Code DM Issued DRAFTI12

Purpose: To establish the basic structure for dealing with cash in school buildings.

All principals are responsible for having school monies deposited on a daily basis and at the end
of each school day or to make arrangements with local banks for night depository privileges and
use these facilities when necessary.

In rare circumstances when it becomes necessary for money to be in a school, it must be secured
in a locked vault until the next banking day. Persons making deposits after banking hours must
be accompanied by a police officer.

Specific procedures for handling money can also be found in JJF-R.

Principals who do not abide by this polic : tble-for incurred-as
br-fathur i i may be subject to further disciplinary action.

Adopted 3/22/93; Revised 1/02, *
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Policy

SCHOOL PROPERTIES DISPOSITION
Code DN Issued DRAFTI12

Purpose: To establish the basic structure for disposal of property that is no longer needed.

The superintendent will advise the board that certain property is no longer needed for public
school purposes. The board may sell or lease school property, real or personal, whenever such
property is no longer needed for school purposes. The district will apply proceeds of any such
sale or lease to the general fund of the district.

The state board of education must approve, in advance and in writing, the reassignment or
disposal of parcels of land purchased after 1952 with any state funds.

The district must follow any other South Carolina State Department of Education Office of
District Facilities Management regulations regarding disposal of property.

(Cf. DID)
Adopted 3/22/93; Revised 1/02, 2/02, »

Legal references:

A. S.C. Code, 1976, as amended:
1. Section 59-19-125 - Leasing school property for particular purposes.
2. Section 59-19-190 - Purchase of land by trustees; reassignment or disposal of land purchased
with state funds.
3. Section 59-19-250 - Sale or lease of school property by trustees.
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