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Policy Type: Required  
Policy Title: Procurement  
Effective: November 12, 2015 

 
Procurement – Goods and Services   
Lakeview Academy will follow all provisions of the state’s procurement code (UCA 63G-6a) and 
will procure only those items and services that are required to perform the mission of the 
school and/or fill a bona fide need.  Procurements are made using best value contracting, which 
includes assessing the best value considering quality, performance, timing, and price.  Written 
records will be kept for all purchases, including completive competitive bids when applicable.  
Competitive bids will be filed in the winning bidder’s vendor file.   
 
The school will use a competitive procurement process, which requires sound business practices 
for a non-recurring purchase less than $1,000, which is defined as a “Small Purchase” under 
UCA 63G-6a-408.  The school will select the best value by obtaining two written, telephone, or 
electronic quotes for single items greater than $1,000 and less than $50,000.  Records shall be 
kept of vendors contacted for goods and an explanation justifying the selection shall be 
provided in all cases where a vendor other than the lowest priced vendor is selected.  
 
The “single procurement aggregate threshold” is $5,000. This is the maximum amount that the 
school can expend to obtain multiple procurement items/services from one vendor at one time. 
This includes any combination of individual procurement items costing less than $1,001 
purchased from one vendor at one time, not to exceed in total $5,000 in total.   
 
If purchases from the same vendor are ongoing, continuous, and regularly scheduled, and 
exceed the annual cumulative threshold of $50,000 during the fiscal year, a contract shall be 
utilized, if feasible [Utah Code 63G-6a-408(6)]. 
 
For single items, projects, or annual services greater than $50,000, or when a school officer or 
the board determines that it will provide the best value for the school, an RFP, RFQ, or other 
solicitation method as determined by the state’s procurement code, a formal bid process (RFP, 
RFQ or other solicitation method as determined by the state’s procurement code) will be used 
in which multiple bids will be received and evaluated using a formal evaluation process. The 
school adheres to the following objectives and rules, according to the Utah Procurement Code: 

1. Requests For Proposals (RFP) will be public, as required in UCA 63G-6a-703. 
2. Procurements will be completely impartial; based strictly on the merits of the supplier 

and contractor proposals and applicable related considerations such as delivery, 
quantity, experience, past performance, etc. 

3. An evaluation committee will review each proposal.  The evaluation committee will: 
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a. Include at least three individuals, at least one of which is from the school; 
b. Contain no members that have any conflict of interest; 
c. Develop criteria and a rubric by which to judge the proposals, including scoring 

values for each criterion, in advance of viewing any proposal, and score each 
proposal using only said criteria; 

d. Not know the costs of a proposal until they have submitted their report on all 
other criteria, unless the board chair signs a public written statement waiving this 
requirement with an explanation about why this requirement was waived; and 

e. Meet all other applicable requirements under UCA 63G-6a-707. 
4. Makes all purchases in the best interests of the school and its funding sources. 
5. Obtains quality supplies/services needed for delivery at the time and place required. 
6. Buys from responsible and dependable sources of supply. 
7. Obtains maximum value for all expenditures. 
8. Selects the proposal that provides the greatest overall value and that is from a responsive 

and responsible bidder, unless that bidder is disqualified or otherwise ineligible, or if the 
Board Chair provides a written statement that describes the advantages to the school from 
accepting the proposal of the bidder other than the greatest-overall-value bidder, as 
described in UCA 63G-6a-708. 

9. Prepares a cost/benefit analysis of the selected proposal explaining the reasons it was 
selected that is kept with the winning proposal and other proposals. 

 
Small Construction Projects 
Construction projects must be awarded based on the following guidelines:  

1. Projects costing with total costs less than $25,001 may be procured by direct award 
without seeking competitive bids or quotes, after documenting that all applicable 
building code approvals, licensing requirements, permitting and other construction 
related requirements are met. The signature of the requestor, immediate supervisor (or 
authorized business officer for the department), business administrator, and Board of 
Trustees President are required for final approval. 

2. Projects costing with total costs between $25,001 and $80,000 may be procured by 
obtaining a minimum of two (2) competitive bids or quotes that include minimum 
specifications and be awarded to the contractor with the lowest bid or quote that meets 
the specification after documenting that all applicable building code approvals, licensing 
requirements, permitting and other construction related that the requirements are met 
from (1). The signature of the business administrator and Board of Trustees President are 
required for final approval. 

3. Projects costing with total costs more than $80,000 are not considered small 
construction projects and must follow the requirements outlined in Utah Code 53A-20, 
and the board shall advertise for bids at least 10 days before the bid due date. The 
signature of the business administrator, Board of Trustees President, and the Lakeview 
Academy’s Board of Trustees are required for final approval.  
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4. Professional Services 

For professional services in an amount greater than $100,000, the Board of Trustees will 
enter into a competitive bid or RFP process in compliance with Utah Code 63G-6a sections 
601-612 and 701-711.  The bid or RFP process will be managed by the Board of Trustees. If a 
bid process is utilized, the school will select the lowest responsive and responsible bidder 
that meets the objective criteria described in the invitation to bid.  If an RFP process is 
utilized, the school will select the responsive and responsible offeror with the highest total 
score.  Supporting documents must be retained and maintained as part of the LEA’sLakeview 
Academy's records. The signature of the business administrator, Board of Trustees President, 
and Lakeview Academy’s Board of Trustees are required for the invitation to bid or RFP.  All 
lease agreements will be evidenced by a lease or sublease agreement approved by the 
Board of Trustees and signed by the Board President.  The agreement will identify all the 
terms and conditions of the lease. 

 

Requisitions  

Requisitions for a purchase order will be signed by the Director or Assistant Director prior to 
placing an order or purchasing items. The Board Treasurer may assume authority to approve 
requisitions for purchase orders at any time. Requisitions should also follow the below 
guidelines:  

1. Requisitions for a check request shall will be signed by two authorized signers. 
2. The Board Treasurer may elect to delegate authority to other approved board 

members, or staff.   He willThey must notify the Board of Trustees in writing when 
delegation has occurred. 

3. A requisition for a check must have two approved signatures prior to releasing 
payment for any expenditure. 

4. If possible, It is encouraged that a check made payable to a board member or staff 
member should not be signed by the same board or staff member. 

 
Emergency Purchases 
An “emergency purchase” is the purchase of goods or services that are so badly needed that 
the school will suffer financial or operational damage if they are not secured immediately.  A 
decision to purchase may be declared in an emergency at the school’s discretion and “best 
value” procurement guidelines must be followed.  In addition, the purchase must be authorized 
by the Board Treasurer or designee.  Sound business practices will be used and documented in 
all cases. 
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Sales Tax 
Lakeview Academy is exempt from sales tax as both a governmental entity and as a charitable 
or religious organization.  The school administration will keep and monitor the use of the 
school’s tax exempt status and forms.  Only school employees or volunteers may use the 
school’s tax exempt number and only for legitimate school purchases. 
 
The school administration shall follow vendor policies regarding sales tax exemption. If sales tax 
is paid by school employees or volunteers at the point of sale, the school shall seek 
reimbursement of sales tax consistent with applicable rules. 
 
Other Policies 
Bank and credit card statements shall be reviewed and accounts reconciled in a timely manner. 
Activity accounts should be reviewed quarterly by the custodian of the activity. 
 

All checks or check stock, credit/purchase cards, access to bank accounts and statements, etc. 
will be secured and controlled by the school administration, with limited access.   All 
expenditures made using cash, checks, credit/purchase cards, electronic fund transfers, etc. 
must be recorded in the school’s accounting records.  Checks should be made payable to 
specified payees and never to “cash” or “bearer.”   
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Prohibited Activities 
School administration will not intentionally divide a procurement purchase into one or more 
smaller purchases, divide an invoice or purchase order into two or more invoices or purchase 
orders, or to make smaller purchases over a period of time in order to circumvent any aspect of 
this policy or state law. 
 
Administration or any agent of the school may not accept hospitality gifts, gratuities, kickbacks, 
or any other unlawful consideration under 63G-6a-2304.5, except as noted below: 

1. A “hospitality gift” means a promotional or hospitality item, including, a pen, pencil, 
stationery, toy, pin, trinket, snack, nonalcoholic beverage, or appetizer. This does not 
include money, a meal, a ticket, admittance to an event, entertainment for which a 
charge is normally made, travel, or lodging (Utah Code 63G-6a-2304.5).  The total value 
of all hospitality gifts given, offered, promised to, received or accepted by a school 
agent in relation to a particular procurement or contract must be less than $10; the 
total value of all hospitality gifts given, offered, promised to, received or accepted from 
any one person, vendor, bidder, responder, or contractor in a fiscal year must be less 
than $50. 

2. “Gratuity” means anything of value given without anything provided in exchange or in 
excess of the market value of that which is provided in exchange, including a gift or 
favor;  money; a loan at an interest rate below the market value or with terms that are 
more advantageous to the person receiving the loan than terms offered generally on 
the market; anything of value provided with an award other than a certificate, plaque or 
trophy; employment; admission to an event; a meal, lodging, or travel; or entertainment 
for which a charge is normally made; and a raffle, drawing for a prize, or lottery. 

3. “Kickback” means a gratuity given in exchange for favorable treatment in a pending 
procurement or the administration of a contract means a negotiated bribe in connection 
with a procurement or the administration of a contract or grant. 

 
  
 
Certification 
The undersigned officers and/or directors of Lakeview Academy certify that this Procurement policy was duly 
adopted as of November 12, 2015 and replaces all previous Procurement policies. 

 
 
Signature: _ ___________________________  
 
Print Name: ___ ________________________ 
 
Title: ____ __________________________ 
 
 
Signature: __ ______________________ 
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Print Name: _____ _________________ 
 
Title: _______ ______________________ 

 
 
 

 


