Hawthorn Academy

Policy: Procurement Policy
Adopted: October 11, 2017
Amended:June 15, 2022

Policy

Hawthorn Academy (the “School”) will follow applicable state and federal laws in
connection with the procurement of services, supplies and equipment, including but not
limited to the provisions of the Utah Procurement Code at Utah Code § 63G-6a-101, et
seq. and the administrative rules in Title R33 of the Utah Administrative Code.
Procurement Processes

The School will follow the procurement processes below unless an exception applies.

Quotes or Bids Not Required

No procurement process is required for purchases of items up to $5,000. The School
may make such purchases from any vendor without obtaining competitive bids or
quotes. However, the School may only purchase up to $10,000 worth of items each
costing $5,000 or less from one vendor at one time without obtaining competitive bids or
quotes. The School may also only purchase up to $50,000 worth of items each costing
$5,000 or less from one vendor during one year without obtaining competitive bids or
quotes.

Quotes or Bids Required

For small purchases as defined in R33-5-107, which will typically include purchases of
items between $5,000.01 and $50,000 other than professional services or construction
projects, the School will obtain at least two competitive bids or quotes that include
minimum specifications and purchase from the responsible vendor offering the lowest
bid or quote meeting the specifications. The School will also record and maintain as a
governmental record the names of the vendors offering bids or quotes and the date and
amount of each bid or quote.

Formal Procurement Process Necessary

For purchases of items over $50,000 other than professional services or construction
projects, the School will conduct a formal procurement process, such as an Invitation for
Bids or a Request for Proposals.

Professional Services

For small purchases of professional service providers and consultants as defined in
R33-5-108, which will typically include purchases of such services up to $100,000 per
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project, the School will first review the qualifications of at least three companies, firms,
providers, and/or individuals and then select one through direct negotiation. Obtaining
competitive bids or quotes for the above-described small purchases is not required.

For small purchases of design professional services as defined in R33-5-105, which will
typically include purchases of such services up to $100,000 per project, the School will
first review the qualifications of at least three design professional firms and then select
one through direct negotiation. The School will also include minimum specifications
when doing a small purchase of design professional services as defined in R33-5-105.
Obtaining competitive bids or quotes for the above-described small purchases is not
required.

However, if the cost of a professional service provider’s, consultant’s, or design
professional’s services exceeds $100,000, the School will conduct a formal
procurement process for such services, such as an Invitation for Bids or a Request for
Proposals.

Construction Projects

For small purchases of construction projects as defined in R33-5-106, the School may
procure a small construction project up to $25,000 from a contractor without obtaining
competitive bids or quotes after documenting that all building code approvals, licensing
requirements, permitting, and other construction related requirements are met. When
procuring a small construction project costing between $25,000.01 and $100,000, the
School will obtain at least two competitive bids or quotes that include minimum
specifications and will award the project to the contractor with the lowest bid or quote
that meets the specifications after documenting that all applicable building code
approvals, licensing requirements, permitting, and other construction related
requirements are met.

The School will include minimum specifications when doing a small purchase of a
construction project as defined in R33-5-106. Contractors selected by the School to do
a small construction project must certify that they are capable of meeting the minimum
specifications of the project.

If the cost of a construction project exceeds $100,000, the School will conduct a formal
procurement process, such as an Invitation for Bids or a Request for Proposals.

Other Requirements

The School will not artificially divide purchases or otherwise take steps in order to avoid
the requirement to obtain competitive bids or quotes or conduct a formal procurement
process.

School personnel will comply with the provisions of the Procurement Code prohibiting
the acceptance of gratuities or kickbacks from vendors during the procurement process.
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The School’'s contracts with vendors, including any renewal or extension periods, will
not have a term that is longer than five years unless an exception applies or the School
complies with the requirements of the Procurement Code governing any contract with a
term that is longer than five years.

The School will comply with the requirements of the Procurement Code in connection
with any construction or real property improvements undertaken by the School.

When entering into a contract, the School will ensure that the contract includes
appropriate language regarding the scope of work to be performed, adequately
addresses any applicable federal requirements, and includes language regarding data
privacy and use, where appropriate. The School will ensure that the appropriate legal
review of contract language is performed prior to entering into the contract.

Any alleged violations of this policy or applicable law shall be reported in writing to the
School’'s Lead Director or Board of Directors.

Review

The School shall review this policy annually.
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