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I. BACKGROUND

A. Contracts are legal documents that commit Dixon Unified School District (DUSD) and the

contractor to certain conditions or performance.  Below is the California Association of

School Business Officials (CASBO) definition of a contract:

A contract is an agreement between at least two parties to either do something or refrain from

doing something. To form a contract, three things must happen:  (1) one party must make an

offer; (2) the other party must accept the offer; and (3) consideration must support the

accepted bargain.  If any of these are missing, the “agreement” will not be a contract and it
will not be enforceable in court.

B. DUSD maintains a centralized file in the Business Operations and Site Support (BOSS) office

of all contracts issued each year to ensure that contract information can easily be retrieved for

audit and other inquiries.

II. DUSD PROCEDURES

A. Sites and departments must ensure sufficient amounts are budgeted to pay the entire cost of a

contract.

B. All contracts must have Board approval and be signed by the Superintendent, Assistant

Superintendent of Educational Services, or Chief Business Official. Sites/departments must

submit the Board cover sheet and proposed contract with the vendor and site/department

personnel signatures (if applicable) to the Executive Secretary to the Superintendent for

placement on the Board Agenda 10 days prior to the Board meeting.

C. Board cover sheets must include the vendor name, contract start and end date, and the dollar
amount of the contract.

D. BOSS will provide a copy of the fully executed contract to the site/department.

Sites/departments are responsible for sending the Board-approved contact to the vendor.

E. A purchase requisition for the entire amount of the contract must be encumbered upon Board

approval.  The requisitioner must attach a copy of the fully executed contract to the purchase

requisition prior to approval.

F. Purchase requisitions for contracts will not be processed unless the above steps A through E
have been performed.

G. Once the purchase requisition is processed and a purchase order number is assigned, BOSS

will send one copy of the purchase order to the originating department.

H. DUSD staff are not authorized to make any commitments on behalf of the district until they

receive a signed purchase order.




