3300(a)

Business/Non-Instructional Operations

Purchasing

The purchasing of goods and services for the New Milford Public Schools shall be conducted in
keeping with the following requirements:

1.

As used in this section, “purchasing authority” shall mean the Superintendent of Schools,
or his/her designee.

Whenever any officer or employee of the Board of Education is authorized to make
purchases in the name of the Board or the school system of any equipment, materials,
services or property which is expected to exceed the sum of twenty-five thousand dollars
($25,000), such officer or employee shall submit the particulars and specifications of
such purchase in writing to the purchasing authority for the purpose of inviting
competitive bids. The purchasing authority shall solicit competitive bids for the item(s) to
be purchased. Suppliers may be invited to have their names placed on mailing lists to
receive invitations to bid. When specifications are prepared, they will be mailed or
emailed to all merchants and firms who have indicated an interest in bidding on the items
or services being bid. All invitations to bid shall include detailed particulars and
specifications or shall indicate where such particulars and specifications may be obtained;
shall specify the time and place where the bids shall be filed and the time and place
where the bids will be opened. If the item(s) to be purchased had been bid upon by any
department or agency of the State of Connecticut and such bid price is also applicable to
the town, the state bid price shall be considered a valid bid and shall properly be posted at
the public opening. All bids must be sealed or otherwise submitted in a confidential
manner. Bids shall be opened at the time specified and all bidders and other interested
persons may be invited to be present. The purchasing authority shall evaluate all bids
received and, within a reasonable time after the opening of the bids, shall recommend the
awarding of the bid to a particular vendor or provider to the Board of Education or shall
reject such bids in accordance with the provisions of subsection five.

Responsibility for approving award of all bids shall rest with the Board of Education.

Subject to the bankruptcy laws of the United States and any other state or federal law or
court order, any bidder which is found by the purchasing authority to be delinquent in the
payment of taxes and/or sewer use charge due the Town of New Milford, for either
personal or real property, shall not be deemed a qualified bidder unless such bidder first
submits a plan acceptable to the Tax Collector to cure such tax delinquency. Such a plan
may include a schedule of payments sufficient to make such bidder current in the
payment of taxes within a time period deemed acceptable to the Tax Collector.
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5.

The Board of Education reserves the right to reject any or all bids and to accept that bid
which appears to be in the best interest of the school district. The school district reserves
the right to waive any informalities in, or reject, any or all bids or any part of any bid and
to negotiate with any successful bidder to the extent allowed by law. Any bid received
after the time and date specified shall not be considered. If the purchasing authority
determines that the bids submitted are inadequate in number in relation to the scope or
character of the subject matter of the bid, that the bids submitted are excessive in price, or
that any, or all of the bids submitted are unacceptable for any other good and substantial
reason, the purchasing authority, in its discretion, may reject such bid or bids within a
reasonable time after the opening of bids. Whenever the purchasing authority rejects any
bid or bids, or whenever it decides to recommend award of a purchase to other than the
lowest qualified bidder, s/he shall state the reasons for such action in a written report to
the Board of Education.

All bids and awards shall be kept on file by said purchasing authority for five (5) years
thereafter, or longer to the extent required by any state or federal record retention laws,
and shall be available for public inspection during business hours.

Whenever any officer or employee of the Board of Education is authorized to make
purchases in the name of the Board or the school system of any equipment, materials,
services or property the cost of which is expected to be greater than fifteen thousand
dollars ($15,000) but less than twenty-five thousand dollars ($25,000), such officer or
employee shall obtain a minimum of three (3) quotations from various providers or
vendors. The quotations or evidence of the lack of providers or vendors shall be listed in
a written attachment to the purchase order or contract, pertaining to said goods or
services prior to its being submitted to the Superintendent and the Board of Education for
approval. Whenever the officer or employee recommends the purchase of such goods or
services from other than the provider quoting the lowest price, the reasons for such
recommendation shall be set forth in writing along with the list of quotations. The
district shall annually post a notification to potential vendors/providers on its website of
the types of items or services for which the district anticipates seeking quotations.

The notification shall inform vendors/providers that they may submit a letter of interest to
be kept on file for at least one year for the district to consider when seeking quotations.

When, in an emergency, sufficient time shall be unavailable for the solicitation of
competitive bids for a particular purchase, the Superintendent may elect to waive the
competitive bidding requirements set forth in this policy. All competitive bid waivers
shall be reported to the Board of Education within one month of their occurrence.
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9.

10.

11.

All purchases in excess of fifteen thousand dollars ($15,000) shall be made only upon
prior approval of the Board of Education. This requirement shall apply for all purchases
regardless of whether competitive bidding requirements have been waived by the
Superintendent in accordance with the preceding section.

The Superintendent or his or her designee shall be authorized to make all purchases
below fifteen thousand dollars ($15,000) in value without prior approval of the Board of
Education. Purchases valued at fifteen thousand dollars ($15,000) or less may be made in
the ordinary course of District operations without the need for prior Board approval or post-
purchase reporting to the Board so long as such purchase is made for goods or services
specified in an identified line-item in the District’s adopted budget for the fiscal year.
Purchases valued in excess of fifteen thousand dollars ($15,000) in value may be made in
emergency situations by the Superintendent or his or her designee without the need for prior
Board approval but must be reported to the Board by the Superintendent at the Board’s next
scheduled meeting.

Notwithstanding all other sections contained herein, the purchasing authority may elect to
procure in the name of the Board of Education or the New Milford Public Schools and
equipment, materials, services or property via the State of Connecticut — Department of
Administrative Services (DAS) purchase contracts (RFP’s), where advantageous, in lieu of
conducting a formal bid.

Notwithstanding any provision of this policy, the Board of Education reserves the right to waive the
requirement of competitive bidding when it concludes that such a waiver would be in the best
interests of the district. Further, this policy shall not apply to the purchase or acquisition of
textbooks and other educational literature or items of a unique nature.

(cf. 3312 — Standardization of Supplies and Equipment)
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