Mission: Lifelong learners will be inspired and developed through effective teaching in a

safe and caring environment.

Vision: Respect - Pride - Excellence for All

AGENDA
BOARD OF EDUCATION - REGULAR MEETING
Instructional Planning Center/Huron Arena
September 11, 2023
5:30 p.m.

Call to Order
Roll Call

Pledge of Allegiance
Adoption of the Agenda
Dates to Remember

September 15 Homecoming - Early Release

September 16 Huron School District Foundation Golf Tournament
September 25 Board of Education Meeting 5:30p.m. - IPC

September 25 High School Parent/Teacher Conferences 5:30-8:30p.m.
October 4 Early Release

October 9 Native American Day - No School

October 10 Board of Education Meeting (Tuesday) - 5:30p.m. - IPC
October 23 Board of Education Meeting - 5:30p.m. - IPC

Community Input on Items Not on the Agenda

o See Policy BFB - Public Participation at Board Meetings - for more information

Conflict Disclosure and Consideration of Waivers - The School Board will review the

disclosures and determine if the transactions or the terms of the contracts are fair,
reasonable, and not contrary to the public interest.

a)
NSENT AGEND

The superintendent recommends approval of the following:
a) Approval and/or Corrections of Minutes of Previous Meetings
b) Approval and/or Corrections of the Financial Report
c) ideration and Approval of the Bills
d) New Hires to the District
Classified personnel and substitute teachers must be approved in order to be
covered by our workmen'’s compensation plan.
1) Ruth Park/Substitute Teacher - $160 per day/Substitute
Para-Educator - $19.16 per hour
2) Deb Carroll/Food Service, Concessions - $14.76 per hour
3) Liliana Ramirez/Substitute Teacher - $160 per day/Substitute
Para-Educator - $19.16 per hour
4) Patricia Shoemaker/Substitute Teacher - $160 per day/Substitute
Para-Educator - $19.16 per hour
5) Abby Vaillancourt/Substitute Teacher - $160 per day/Substitute
Para-Educator - $19.16 per hour
6) Claire Gilbert/Technical Theater Director/$2,028 per play (3 plays) per year
7) Krysti Reilly/Food Service, HS Lunch Cashier - $20.04 per hour
8) Kirsten Wiese/Volunteer - Buchanan




Agenda / Board Meeting, September 11, 2023

9) Lu Doh Bwe/Migrant Para-Professional - $20.89 per hour
e) Resignations for Board Approval
1)
f) ntracts for Board Approval
1) Kyle Johnson/Revised Contract, Master’s Correction/$70,251 per year
2) Teresa Smith/HS Choral Director (.5067 contract) - $29,337 per year

g) Request Approval of Surplus Property of Band Curriculum to be sold to Larry

Peterson, Marshall High School

h) Advertising Agreement Renewal - Huron Arena & Tiger Stadium:

Slumberland Furniture - 2023, 2024

(The consent agenda may be approved with one motion. However, if a board
member wishes to separate an item for discussion, he/she may do so.)

CELEBRATE SUCCESSES IN THE DISTRICT
Congratulations to:
» Our Students and Staff for the completion of the first month of school
» QOur School Board for earning an ALL Award which is the ASBSD’s School Board
Recognition for their dedicated service to the students of our district during the
2022-2023 school year. Thank you for your continued time, effort, commitment,
and leadership which benefits our students, staff and community!

» Homecoming Court: Tatum Peterson, Jaelyn Hamilton, Hamtyn Heinz, Dajai
Claggett, Kelsey Schuchhardt, Ireland Hennrich, Antony Sorto, Kaiden

C 1, Ulises Ministro, Cashton Caudell, Diego Aldrich, Pevton Bischoff

Thank You to:
» Arts in Education Week September 10-16

» IT Professionals Day September 19
» Key-Club Members & HS Students for taking time out of their holiday weekend

to volunteer at the Kiwanis Pancake House at the State Fair

REPORTS TO THE BOARD

a) Facility Planning Report - RSP Enrollment Trend Study
b) Business Manager’s Report

c) Superintendent’s Report
OLD BUSINESS

a) Procurement Plan for Child Nutrition Programs - 27 reading
b) Federal Grants Manual - 2" reading

c) Policy DL Purchasing Procedures - 2"d reading
NEW BUSINESS

a) Policy CDB Organizational Chart - introduction
b) Delegate Selection for ASBSD Delegate Assembly

(2023 Delegate Assembly Friday, November 17 in Pierre)

6:00p.m. - Board Goals Work Session
AD MENT
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EMPLOYMENT CONTRACT

Huron School District No. 2-2, Huron, South Dakota

09/06/2023

Claire Gilbert

YOU ARE HEREBY OFFICIALLY NOTIFIED, that you have been elected as a Teacher in the Huron School
District No. 2-2, whose address is City of Huron on the annual salary basis of $60,376 for the school
term, or the remaining part thereof, of the designated number of teaching days, inclusive of days
arranged for pre-school planning, beginning 08/14/2023 and subject to the calendar, or modifications of
the same, as adopted by the Board of Education. The salary is to be paid the twentieth day of each of
the twelve calendar months.

Your election is subject to the school laws of the State of South Dakota and to the salary schedule and
contractual elements rules and regulations of the Board of Education of the Huron School District No. 2-
2, which are hereby by reference, incorporated in and made a part of this contract as though set forth
herein at length, subject to the right of said Board to terminate the contract for cause, to be determined
upon by the Board, and subject to your right to resign upon giving thirty (30) days notice thereof, in
writing to said Board within 15 days of issuance of contract.

Itis further contracted and agreed that your failure to complete the term of employment prescribed
herein for any cause, including but not limited to dismissal or resignation, constitutes a financial
damage to the Huron School District No. 2-2 and that from the nature of the case it might be impractical
or difficult to fix the actual damage. THEREFORE, it is understood and agreed that your failure to
complete the term provided herein shall result in the following liquidated damages: failures occurring
May 15 through May 31 for the ensuing year, damages shall be assessed at $250.00. For breaking a
contract June 1 through June 10, damages shall be assessed at $500.00, for breaking of a contract June
11 through June 20, $750.00 and for breaking of a contract June 21 through June 30, $1000.00. For
breaking a contract July 1 through July 31, damages shall be assessed at $2,000.00 and breaking of
contract August 1 and for the duration of the first semester, damages shall be assessed at $3,000.00.
Damages will be assessed at $1,500.00 for breaking of a contract anytime during the 2nd semester. The
Board reserves the right to request the Department of Education to suspend the employee's
certification for one year in lieu of monetary damages in accordance with SDCL 13-42-9. Employees who
are not full-time employees of the district shall be assessed damages at a percentage which matches
their percent of employment.

Itis further understood and agreed that resignations shall not become effective until approved by the
Board of Education at the next meeting following receipt of said resignation. Further, it is hereby agreed
that you will pay to the Huron School District No. 2-2, or the Huron School District No. 2-2 will withhold



or appropriate from any monies owed by them to you, and you hereby authorize such withholding or
apprepriation, the appropriate sum herein above set forth as liquidated damages due to your failure to
complete said term,

This agreement becomes a binding contract when signed by the employee and the Board of Education,

The above salary includes the following: Fall Play $2028 {ES-0), One Act Play $2028 (ES-0), and Spring
Play $2028 (ES-0).

BS

Base Contract; $54,292

Fall Play $2,028 Step 0
One Act Play $2,028 Step O
Spring Play $2,028 Step 0

*HEECONTRACT MUST BE SIGNED AND RETURNED TO THE SUPERINTENDENT'S OFFICE BY 09/08/2023

TO THE BOARD QF EDUCATION QF THE HURON SCHOOQL. DISTRICT NQ, 2-2
CITY OF HURON, BEADLE COUNTY, SOUTH DAKOTA

| hereby accept the position mentioned in the foregoing contract of hiring in the Public Schools of
Huron, South Dakota, at the salary and upon and under the terms and conditions of the above and
foregoing contract and have carefully read said contract and am fully informed as to the contents. |
agree to attend such pre-school planning days as are scheduled exclusive of the designated number of
contract days. “I clearly unclerstand that it is my responsibility to be fully certified with the State of South
Dakota for the duration of this contract. I accept that my pay will cease on October 1, and my
employment may be terminated or suspended without pay until such time that | meet the certification
requirements of the job.”

Employee Signature Date
| Cleine filbort . 09/06/202307:19 pm
Chairman of School District Beard Signature Date

Garveel Bischod) - 09/06/2023 01:52 pm
Business Manager of School District Signature Date

| Kl Cliristiphenoon © 09/06/2023 02:11 prn
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EMPLOYMENT CONTRACT

Huron School District No. 2-2, Huron, South Dakota

09/01/2023

Kyle Johnson

YOU ARE HEREBY OFFICIALLY NOTIFIED, that you have been elected as a Teacher in the Huron School
District No. 2-2, whose address is City of Huron on the annual salary basis of $70,251 for the school
term, or the remaining part thereof, of the designated number of teaching days, inclusive of days
arranged for pre-school planning, beginning 08/14/2023 and subject to the calendar, or modifications of
the same, as adopted by the Board of Education. The salary is to be paid the twentieth day of each of
the twelve calendar months.

Your election is subject to the school laws of the State of South Dakota and to the salary schedule and
contractual elements rules and regulations of the Board of Education of the Huron School District No. 2-
2, which are hereby by reference, incorporated in and made a part of this contract as though set forth
herein at length, subject to the right of said Board to terminate the contract for cause, to be determined
upon by the Board, and subject to your right to resign upon giving thirty (30) days notice thereof, in
writing to said Board within 15 days of issuance of contract,

Itis further contracted and agreed that your failure to complete the term of employment prescribed
herein for any cause, including but not limited to dismissal or resignation, constitutes a financial
damage to the Huron School District No. 2-2 and that from the nature of the case it might be impractical
or difficult to fix the actual damage. THEREFORE, it is understood and agreed that your failure to
complete the term provided herein shall result in the following liquidated damages: failures occurring
May 15 through May 31 for the ensuing year, damages shall be assessed at $250.00. For breaking a
contract June 1 through June 10, damages shall be assessed at $500.00, for breaking of a contract June
11 through June 20, $750.00 and for breaking of a contract June 21 through June 30, $1000.00. For
breaking a contract July 1 through July 31, damages shall be assessed at $2,000.00 and breaking of
contract August 1 and for the duration of the first semester, damages shall be assessed at $3,000.00.
Damages will be assessed at $1,500.00 for breaking of a contract anytime during the 2nd semester. The
Board reserves the right to request the Department of Education to suspend the employee's
certification for one year in lieu of monetary damages in accordance with SDCL 13-42-9. Employees who
are not full-time employees of the district shall be assessed damages at a percentage which matches
their percent of employment.

Itis further understood and agreed that resignations shall not become effective until approved by the
Board of Education at the next meeting following receipt of said resignation. Further, it is hereby agreed
that you will pay to the Huron School District No. 2-2, or the Huron School District No. 2-2 will withhold



or appropriate from any monies owed by them to you, and you hereby authorize such withholding or
appropriation, the appropriate sum herein above set forth as liguidated damages due to your failure to
complete said term.

This agreement becomes a binding contract when signed by the employee and the Board of Education.

MS
Base Contract: $60,760

Golf Varsity $5,841 Step 4
Golf Assistant Varsity $3,650 Step 4

FHFCONTRACT MUST BE SIGNED AND RETURNED TQ THE SUPERINTENDENT'S OFFICE BY 09/05/2023

TO THE BOARD OF EDUCATICN OF THE HURON SCHOQL DISTRICT NO, 2-2
CITY OF HURON, BEADLE COUNTY, SOUTH DAKOTA

I hereby accept the position menticned in the foregoing contract of hiring in the Public Schools of
Huron, South Dakota, at the salary and upon and under the terms and conditions of the above and
foregoing contract and have carefully read said contract and am fully informed as to the contents. |
agree to attend such pre-school planning days as are scheduled exclusive of the designated number of
contract days. “I clearly understand that it is my responsibility to be fully certified with the State of South
Dakota for the duration of this contract, | accept that my pay will cease an October 1, and my
employment may be terminated or suspended without pay until such time that | meet the certification
requirements of the job."

Employee Signature Date
| Kple Frhnson  09/01/2023 10:42 am
Chairman of School District Board Signature Date
| Grveer Biackys) ' O 09/01/2023 10:54 am

Business Manager of School District Signature
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HURON PUBLIC SCHOOLS #2-2

EMPLOYMENT CONTRACT

Huron School District No. 2-2, Huron, South Dakota

09/06/2023

Teresa Smith

YOU ARE HEREBY OFFICIALLY NOTIFIED, that you have been elected as a Teacher in the Huron School
District No. 2-2, whose address is City of Huron on the annual salary basis of $29,337 for the school
term, or the remaining part thereof, of the designated number of teaching days, inclusive of days
arranged for pre-school planning, beginning 08/14/2023 and subject to the calendar, or modifications of
the same, as adopted by the Board of Education. The salary is to be paid the twentieth day of each of
the twelve calendar months.

Your election is subject to the school laws of the State of South Dakota and to the salary schedule and
contractual elements rules and regulations of the Board of Education of the Huron School District No. 2-
2, which are hereby by reference, incorporated in and made a part of this contract as though set forth
herein at length, subject to the right of said Board to terminate the contract for cause, to be determined
upon by the Board, and subject to your right to resign upon giving thirty (30) days notice thereof, in
writing to said Board within 15 days of issuance of contract.

Itis further contracted and agreed that your failure to complete the term of employment prescribed
herein for any cause, including but not limited to dismissal or resignation, constitutes a financial
damage to the Huron School District No. 2-2 and that from the nature of the case it might be impractical
or difficult to fix the actual damage. THEREFORE, it is understood and agreed that your failure to
complete the term provided herein shall result in the following liquidated damages: failures occurring
May 15 through May 31 for the ensuing year, damages shall be assessed at $250.00. For breaking a
contract June 1 through June 10, damages shall be assessed at $500.00, for breaking of a contract June
11 through June 20, $750.00 and for breaking of a contract June 21 through June 30, $1000.00. For
breaking a contract July 1 through July 31, damages shall be assessed at $2,000.00 and breaking of
contract August 1 and for the duration of the first semester, damages shall be assessed at $3,000.00.
Damages will be assessed at $1,500.00 for breaking of a contract anytime during the 2nd semester. The
Board reserves the right to request the Department of Education to suspend the employee's
certification for one year in lieu of monetary damages in accordance with SDCL 13-42-9. Employees who
are not full-time employees of the district shall be assessed damages at a percentage which matches
their percent of employment.

Itis further understood and agreed that resignations shall not become effective until approved by the
Board of Education at the next meeting following receipt of said resignation. Further, it is hereby agreed
that you will pay to the Huron School District No. 2-2, or the Huron School District No. 2-2 will withhold



or appropriate fram any monies owed by them to you, and you hereby authorize such withholding or
appropriation, the appropriate sum hereln above set forth as liquidated damages due to your failure to
complete said term,

This agreement becomes a binding contract when signed by the employee and the Board of Education,

Contract is calculated from the 2023-2024 Hiring Schedule at 20 years' experience with a Bachelor of
Science Dagree. Teresa will teach 19 hours per week. Calculation is based on a $57,899 full time
centract, teaching 19 of 37.5 hours for a .5067 contract. Total teaching contract is $29,337. Hourly rate is
$42.77 per hour. This contract will end if a suitable replacement is found,

BS
Base Contract; $29,337

F*FCONTRACT MUST BE SIGNED AND RETURNED TO THE SUPERINTENDENT'S OFFICE BY 09/08/2023

TO THE BOARD OF EDUCATION OF THE HURCN SCHOOL DISTRICT NO, 2-2
CITY OF HURON, BEADLE COUNTY, SOUTH DAKOTA

| hereby accept the position mentioned in the foregoing contract of hiring in the Public Schools of
Huron, South Dakota, at the salary and upon and under the terms and conditions of the above and
foregoing contract and have carefully read said contract and am fully informed as to the contents, |
agree to attend such pre-school planning days as are scheduled exclusive of the desighated number of
contract days. “I clearly understand that it is my responsibility to be fully certified with the State of South
Dakota for the duration of this contract, | accept that my pay wilt cease on October 1, and my
employment may be terminated or suspended without pay until such time that | meet the certification
requirements of the job,”

Employee Signature " Date
| Toresw Snith . 09/07/2023 09:16 am
Chairman of School District Board Signature Date
| G Bischlf © 09/07/2023 10:20 am

Business Manager of School District Signature




School board members,

| would like to request permission to declare the “Basics, Basics, Basics” instrumental
curriculum as surplus property and sell to Larry Peterson at Marshall High School for the price
of $600. This was a curriculum that Larry purchased when he was employed through the Huron
School District and one that | do not use with my students.

Thank you for your support,

Qo Mo

James Stueckrath
Huron High School Band Director



ARENA ADVERTISING AGREEMENT RENEWAL

ta
This advertising agreement renewal is made and entered into this 2% day of
Dﬂ 53 ) 5\/ , 20 'l/i by and among SLUMBERLAND FURNITURE ("Advertiser™),
and HURON SCHOOL DISTRICT 2-2, ("Owner").

WHEREAS, Advertiser and Owner have entered into the Advertising Agreement dated
May 21,2010 (as amended, the "Advertising Agreement") (a copy of the “Advertising

Agreement” is attached); and

WHEREAS, the parties desire to extend and modify the Advertising Agreement as set forth

herein,

Now, therefore, for good and valuable consideration, the receipt and sufficiency of which are

hereby acknowledged, the parties agree as follows:

1. Renewal/Extension of Term. Effective as of the date hereof, the Term set forth in the

Advertising Agreement shall be extended to run for 2 (two) years from and after
August 1, 2023, and ending on July 31, 2025.

2. Advertising Fees. Effective as of the date heteof, the Advertising Fees for such

extended term shall be $3,500 (three thousand five hundred dollars), per year, payable
in advance in accordance with the attached Payment Schedule. The 2-Year discounted

price is $2,975 per year.

3. Ratification. Except as expressly modified hereby, the remaining terms and
conditions of the Advertising Agreement are hereby ratified and confirmed, and shall
remain in full force and effect.

Advertiser Initial Owner Initial



PAYMENT SCHEDULE
Agreement year 2023: For services rendered August 1, 2023 to August 31, 2025,
Please select a renewal option:

Sponsoring Tiger Stadium only for 2023-2024 for $3,500
\/__ Sponsoring Huron Arena & Tiger Stadium for 2023-2024 for $2,975 per year.

ADVERTISER ACKNOWLEDGES AND WILL ABIDE BY THE PAYMENT
SCHEDULE.

IN WITNESS WHEREOF, the parties have caused this Agreement to be executed by their
duly authorized representatives on the date first above written.

ADVERTISER: Slumberland Furniture

B
Wor = s i
g ) c,\/\ B {(Aap

[print or type name clearly]

Title O wner~
Dated ___§/28/2.%

Address: 9 3 7 S/ Da;KDLﬁx ./@\\J{_ S
City, State, Zip: _huron, Sy 5735
Phone: &85~ Ty —/pdo

Fax:

Email Address: <, rdn. R %@ ﬁg L!ac). Lo,

OWNER: Huron School District 2-2

By
Huron Board of Education

Board Approved




Executive
Committee

President
Louann Krogman

First Vice President
Garret Bischoff

Second Vice President
Shane Roth

Immediate Past President

Lisa Snedeker

ASBSD Executive Director
Dr. Douglas R. Wermedal

Directors

Central Region
Louann Krogman
White River

Pamela Haukaas
Colome Consolidated

Eric Stroeder
Mobridge-Pollock

Steve Kubik
Winner

Northeast Region
Duane Alm
Aberdeen

Garret Bischoff
Huron

Jamie Lindner
Waverly-South Shore

Shane Roth
DeSmet

Southeast Region
Robert Honomichl
Madison Central

Ellie Saxer
Brandon Valley

Julie Schwader
Howard

Lisa Snedeker
Woonsocket

Marc Murren
Sioux Falls

Western Region
Tanya Gray
Douglas

Susan Humiston
Western Under 265
Anita Peterson
Haakon

Amber Vogt
Lead-Deadwood

September 1, 2023

Supt. Kraig Steinhoff
Huron School District
PO Box 949

Huron, SD 57350

Dear Kraig:

Congratulations to your district's school board for earning an ALL Award, which is
ASBSD'’s School Board Recognition Program designed to recognize school boards for
their dedicated service to the students of South Dakota, for the 2022-23 school year.

This is one way we look to recognize the time, effort, commitment and leadership put
forth by your board members. Thank you for all you and your board did throughout the
2022-23 school year and in the years to come.

Enclosed with this letter you will find your board’s ALL plaque, which you've earned for
your dedicated participation in activities, board development and training and
demonstrated leadership at various areas and levels throughout the 2022-23 school
year.

We would appreciate it if you would present the ALL award to your school board at
your next school board meeting and, if possible, please forward a picture of the school
board with their award to Tyler Pickner at tpickner@asbsd.orq.

Again, congratulations to your school board for utilizing the previous school year to
broaden their knowledge of school board work, which will undoubtedly benefit the
students, staff and community, and thank you for all your do for public education in
South Dakota.

Respectfully,

éﬁgé‘,? A/M%

Douglas R. Wermedal, Ed. D
Executive Director

DRW:kmb
Enclosure

PO Box 1059 « Pierre, South Dakota 57501
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SCHOOL NUTRITION

HURON SCHOOL DISTRICT

PROCUREMENT PLAN
FOR CHILD NUTRITION PROGRAMS

Adopted 4/16/2020
Updated 4/16/2023

This procurement plan will be implemented on April 16, 2020, from that date until further amended.
This procurement plan will be reviewed and amended as needed, at minimum once annually to
assure relevance to procurement procedures. All procurements must adhere to free and open
competition. Source documentation should be available to determine open competition,
reasonableness, allowability and the allocation of costs.

Amanda Reilly

Child Nutrition Director Date

Signature

Kelly Christopherson

HSD Business Manager Date

Signature



SECTION [ -~ Procurement Plan Requirements

The plan for Huron School District (HSD) is to procure Items for use in tha Child Nutition Programs and is
as follows. This pracurement plan provides for free and open competition, transparaney in transactions,
comparability, and documentation of all procurement activitios.

A. Regardless of pracurement method, the follewing factors will he determlined regarding the allowability of
cogts:
| Be necessary and reasonable for proper and efficient administration of the program(s)
Il. Be allocable to federal awards applicable to the administration of the program{s)
li. Be authorized and not prohibited under state and loca! law

B. Document Retention
All purchasing records will be maintained no less than three years plus the current year,

C. If the amount of food purchased is more than the Federal small purchase threshold currently valued at
$260,000, OR if the amount of nonperishable goods and services is more than the State of South Dakota
small purchase threshold currently valued at $25,000, OR the Local Agency (LA) approved threshold ig
mare restrictive, formal procurement procedures will be used as required by fedaral Procurement
Standards 2 CFR 200 and South Dakota Codified Law (SDCL) 5-18A~14 and SDCL 5-1 8A-22(12}. Informal
procurement procedures (small purchase price guotes) will be required for purchases under the most
restrictive small purchase threshold.

Federal Procurement SFAILEA Procurement
Threshold Threshold
Micro-Purchase Less than $10,000 Less than $10,000
Small Purchase Less than $250,000 Less than $250,000
Formal Purchase Greater than $250,000 Greater than $250,000
Formal Purg hese sorvices and Greater than $25,000 Greater than $25,000
Capltal Equipment/Not on Pre-
Approved List (ADD LINK FOR ~ Greater than $5,000 Greater than $5,000
PREAPPROVAL)

0. Buy American Provision
By participating in federal school meal programs, Local Agencles are required to purchase domestic
commodities and products for school meals to the maximum extent practicable, For purposes of this
provision, the term domestic food commodity or product means an agricultural commodity produced in the
United and a food product that is processed in the United States SUBSTANTIALLY (minimum 51%) using
agricultural commaodities that are produced in the Unlted States.

While rare, two (2} exceptions may exist when:
1. the preduct is not produced or manufactured In the US in sufficient, reasonable, and
avallable quantities of a satsfactory quality, and
2. competitive proposals reveal the cost of domestic product is significantly higher than a
non-domestic product.

Al products that are normally purchased by the distributor as non-domestic and propesed as part of this
solicitation must be identified with the country of origin. Distributors shall outline their procedures to notify
the school or agency when products are purchased as non-domestic.
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Any substitution of a non-domestic product for a domestic product (which was originally part of the
solicitation), must be approved by the Child Nutrition Director, prior to the delivery of the product to HSD.
Any non-domestic product delivered to HSD without approval may be returned to the distributor and not
accepted within 24 hours of delivery. If the substitution falls within one of the previously listed exceptions,
the distributor should supply HSD with supporting documentation upon request.

The distributor must affirm their willingness to assert their best and reasonable efforts to ensure
compliance with this federal rule.

E. Purchasing Equipment
If the amount of purchases for equipment is greater than $5,000 (or the SFA/LEA’s local capitalization
threshold) the following procedure will be used.

1. Determine if the equipment purchase is allowable and if the equipment is on the South Dakota Child
Nutrition Program Approved Equipment List (https://doe.sd.gov/cans/documents/CNPEquipment-
Memo2.pdf).

a. If the equipment is less than the $5,000 or the SFA/LEA local capitalization threshold
(whichever is lower) and on the South Dakota Child Nutrition Program Approved Equipment
List, the SFA may purchase the equipment and does not need further approval. The price
quotes will receive appropriate confidentiality before award.

2. Ifthe equipment is over the $5,000 (or the SFA/LEA’s capitalization threshold), OR is not on the
Approved Equipment List, Child and Adult Nutrition Services (CANS) must approve the eq uipment
before it can be purchased. SFA/LEA will complete the Child Nutrition Program Equipment
Purchases Preapproval Request Form and forward it to local CANS representative for approval.

3. SFA shall keep documentation of approval and all documentation related to the procurement of
capital equipment.

4. Capital equipment is defined by Federal regulations as tangible personal property (including
information technology systems) having a useful life of more than one year and a per-unit
acquisition cost which equals or exceeds the lesser of the capitalization level established by the
SFA/LEA for financial statement purposes, or $5,000.

F. Code of Conduct / Conflict of Interest
* Regulations: 2 CFR Part 200.318, formerly 7 CFR Part 3016.36(b)(3), State Procurement Code
and Regulations, and HSD School District Department of Purchasing.
» Procedures: HSD seeks to conduct all procurement procedures in compliance with stated
regulations; and to prohibit conflicts of interest and actions of employees engaged in the selection,
award, and administration of contracts.

As representatives of HSD employees are expected to conduct themselves in a professional and ethical
manner, maintaining high standards of integrity and the use of good judgement. Employees are expected
to be principled in their business interactions and act in good faith with individuals both inside and outside
of HSD.
No employee, officer, or agent of HSD shall participate in the selection, award, or administration of a
contract supported by a Federal, State, or local award if he or she has a real or apparent conflict of
interest. Such a conflict of interest would arise when any of the following has a financial or other interest in
the firm selected for the award:

« the employee, officer, or agent;

e any member of his or her immediate family;

e his or her partner; or

¢ an organization which employs or is about to employ any of the above parties.

All employees, officers, and agents of HSD that participate in the selection or award of contracts will attest
either to no conflicts of interest or declare all real or apparent conflicts of interest on an annual basis.

The officers, employees, and agents of HSD entity may neither solicit nor accept gratuities, favors, or
3



anything of monetary value from contractors or parties to subcontracts including, but not limited to,
enterfainment, hotel rooms, transportation, gifts, or meals. HSD sets the standard for situations In which
the financial interest is not substantial, or the gift is an unsolicited item of hominal value. Valus threshold
for HSD is set at $5.00. In the event unsolicited gifts are received by Child Nutrition more than this
ameunt, they will be declined. If a gift is parishable In haturs and cannot be returned, it may be given to
charity, shared with the office, or destroyed.

Any employse or board member who violates any of these standards of conflict shall be reported to the
district Human Resources Representative for review.

G. Minority and Women's Buslnesses
Good faith effort will be made fo include tha following affirmative steps;
1. Plagcing qualified small and minority businesses and women's husiness enterprises on sollcitation
lists;
2. Assuring that small and minority businesses, and women's business enterprises are solicited
whenever they are polential sources;

H. Trajning

All staff coriducﬁng purchasing wili be trained on procurement procedures.

|, Taste testing, sample procedures
Sample products may be given to HSD by a vendor or distributor for taste testing to determine student
product acceptance and meal guality. HSD will limit samples to a reasonable amount based on the type of
product and number of students and Child Nutrition personnel participating in the tasts test,

J. Formal bid procedures wili be applied on the basis of a;
Centralized System (entire Schoo! Food Authority)
L1 Individual School {ohe schoo! building within a School Food Authority)
[1 Multt-School Systems
[ State contract (e.g., computers from the BOA, Office of Procurement Management Contracts, etc.)
L] Combination of above (specify):

K. Emergency Planning
If it is necessary to make a one-time emergency procurement to continue service o obtain goods, the

purchase shall be made, and a leg of all such purchases shall be maintained by the SFA, The following
emergency procedures shall be followed, All smargency procurements shall be approved by Child Nutrition
Director or Business Manager. At a minimum, the following emergency procurement procedures shall be
dacumented:

item name

s dollar anount

v vendor

* reason for emergency

If necessary, in the course of a pressing need, to make an emergency purchase by means of
‘piggybacking’ on the bid of another district, approval must be obtained from, and appropriately
documentad by, the governing board.

If the emergency purchasing requires a cantract, all books, records, and other documents relative to the
award must be retained for three (3) years after final payment, or until audited by the local agency
{whichever is sooner), The local agency its authorizad agents, and/or State and/or USDA auditors shall
have full access to and the right to examine any of said materials during this pericd. Specifically, the
SFA/Sponsor shall maintain, at a minimum, the following documents:

s Written rationale for award cost or price:
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A copy of the original solicitation;

The bidding and negotiation history and working papers;

The basis for contractor selection;

Approval from the State Agency to support a fack of competition when competitive bids or offers
are not obtained;

The terms and conditions of the contract;

Any changes to the contract and negotiation history:

Billing and payment records;

A history of any contractor clalms;

A history of any contractor breaches

L. Geographlc Preference
The use of statutorily or administratively imposed In-state or local geographic preferences for procurements
under USDA ernititlement programs Is prohibited, excent for unprocessed locally drown or logally raised
agricultural products. Institutions recelving funds through GNP are allowed to apply a geographic
preference when procuring unprocessed locally grown or focally raisec agricultural products. (The Food,
Conservation, and Energy Act of 2008 (Public Law 110- 246, Section 4302) amended Section 9(j))

An SFA must still compare pricing from several suppliers when procuring unprocessed locally grown or
locally raised agricultural products so that competitors have an opportunity to compete for the bid.

M. Beverage and Snack Agreement
HSD's exclusive beverage contracts do not involve nonprofit schoo! food service account funds, in which
case there are no faderal FNS procurement issues involved. However, if any products are purchased via
the exclusive beverage contract using nonprofit school food service funds, then &ll federal progurement
requirements must be met. If small purchase procedures are used for a procurement of $250,000 or less,
price or rate quotations must be obtained from an adequate number of qualified sources. Additionally, if
nenprofit school food service products are included in the contract, any rebates, commission, scholarship
fund contributions, or any other payments back to the SFA or SFA-related organizations must ba
reimbursed to the nonprofit SFA on a prorated basis.

a. There is no federal prohibition on multiyear contracts other than for Food Ssrvice Management
Gampanies (FSMC). 1t is suggestad, however, that scheo! procurement officials consider the impact
of mulliyear contracts, as opposed to one-year contracts, on beverages and snacks, Long-term
contracts would appear to be more appropriate for nonperishable products and services such as
warehousing and equipment rental. As noted above, however, there is no federal prohibitioh on
these longet-term contracts.

b. Public Law 108-285, Section 102, requires a school patticipating in the NSLP shall not
directly or Indirectly restrict the sale or marketing of fluid milk products by the school (or by a
person approved by the school) at any time or any place on the school premises or at any school-
sponsored event during the extended school day.

¢. Schoals participating in the NSLP must check ali beverage contracts for language that may
limit the sale of milk on school grounds. The sale of milk cannot be limited at any time during the
extended school day or at any place on the school premises. Contracts may have fanguage that is
hard to understand. Look for the term Exclusive Pouring Rights. Every school LEA must have
amended their beverage contracts that limit the sale of milk should such language exist. The
primary effect of this provision is to prevent contract limitations on the sale of fluid milk in
competition with other beverages.



SECTION {l - MICROPURCHASING

Actording to the 2CFR 200.687, micro-purchasing can be utilized to minimize the administrative burden and
cost of completing an informal or formal purchasing procurement process for small purchases. HSD may utilize
micro-purchasing to make purchases in emergency situations to continue uninterrupted service.

Micro-purchasing may be used when the following conditions are met:
1. One aggregate transaction does not exceed $10,000;
2. Purchase prices shall bs reasonable;
3. Purchases shall be spread equitably among qualified suppliers to the exient practicable,

HS8D is committed fo:
» Not using micro-purchasing instead of raquired procurement methods.
* Reviewing all micro-purchases to ensure they are belng used with the best intentt for the program.

s Distributing micro-purchases between multiple suppliers to ‘share the wealth’ if the price is considerad
reasonable.

o Examining items being purchased to see if purchasing them in a different manner could result in
batter price.

The following procedures will be used for routine micro-purchases:

Vendor Good or Service Justification / Reasoning FDurationf
requency
Available within 10 miles of distict or provides dellvery
Bernards Seasonings services. This store will recelve equitable share of As Needed
purchases with like distributors.
Frozen Foods, .
Refrigerated Foods, Avallabte within 10 miles of district or provides delivery
Coborns Fresh Producs, Dry services. This store will receive equitable share of As Neaded
Foods, Speclal Diet purchases with like distributors.
Supplies
- : . Avalfable within 10 miles of district or provides delivery
Cagh-Wa gﬂ;zcg!iﬁrerﬁgﬁfupphes services, This distributor will receive equitable share of As Needad
quip purchases with ke distributors.
Avallable within 10 miles of disfrict or provides delivery
Cole Papers ng:g produts, small services, This store will receive equitable share of As Needed
purchases with llke distributors.
. Avallable within 10 mlles of district or provides delivery
gg\llgﬁ dde Frash Local Praduce services, This store will recelve equitable share of :Ss$:§3n df
9 purchases with like distributors, ©
. Avallable within 10 miles of district or provides delivery
g?otzjdui . Fresh Local Produse | services. This store will recelve equitabls share of Esslx?gesggdf
purchases with like distributors.
[nnovative Available within 10 miles of district or provides delivery
Office Miscellaneous Supplles | services. This store will recelve equitable shars of As Neaded
Solutions purchases with like distributors,
g;nslri:LD;]};?trtment Available within 10 miles of district or provides delivery
Lewls Drug Al d?Phar;na(‘euticaI services, This store will receive equitable share of As Neaded
Suoplies ’ purchasas with llke distributors,
Frozeh Foods,
Refrigerated Foods, Available within 10 miles of district or provides delivery
Wal-Mart Fresh Producs, Dry services. This store will recelve equitable share of As Neadad
Foods, Special Diet purchases with like distributors.
Suppliss, General
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Department Supplies

Avallable within 10 mlfes of district or provides delivery
kqarlson Fresh Local Produce | services. This store wili receive equitable share of ﬁ‘sshéeaededf
slens purchases with like distributors. son
Available within 10 miles of dlstrict or provides delivery
Nature Seal [ Frult Preservative services, This store will racelve equitable share of As Neaded
purchases with like distributors,
Available within 10 miles of district or provides delivery T
‘:‘a’? ware gﬁneﬁzLDepartment sarvices. Thls stare will receive equitable share of As Needed
PP purchases with like distributors.
Available within 10 rlles of district or provides dellvery
Cullnex w:f;gimoésu?mlﬁgm services. This store will recelve equitable share of As Neaded
quip purchases with like distributors.
IS Restaurant | . Available within 10 miles of district or provides delivery
Equipment wgfﬂzﬁc’é}sﬁr‘:ﬁgﬂt services, This store will recelve equitable share of As Needed
and Supply quip purchases with IIke distributors.

As neaded purchases are mads based on sftuation and nesd. Purchases may be influenced by aquipment faillires,

menu changes, primarily distributor avallability, or racipe davoelopment.

Exemples when micro-purchasing may be required are (but are not limited to):

» Primary/usual distributor was unable to fulfill the quantity of a product you neaded for the week and
therefore are short. Product could be obtained at a local business to fulfill what is needed for the

day/week. .

* Spices or other low-cost ftems that are used often but not purchased frequently In great guantity.

» Farmto school or fresh frultivegetable purchases.

» Special diet items and products that are not avallable through primary distributors and would not be

orderad In large quantities, and therefore are better purchased through a local, specialized market.



SECTION il - SMALL PURCHASE PROCUREMENT

If the amount of purchases for items less than HSD's small purchase threshold, Small Purchase Procedures
must be followed. Quotes documented from an adequate number of qualified sources will be required.

HSD’s small purchase threshold is $250,000 for perishable products and $25,000 for services or supplies.

Additional requires of small purchasing procurement procedures are llsted as follows:

1.
2.

3.

o

Written specifications will be prepared and provided to a minimum of two vendors.

Each vendor will be contacted and given an opportunity to provide a price quote on the same
specifications.

The chlid Nutrition Diractor or desighee will be rasponsible for contacting potential vendors when price
guotes are required. _

The price quotes will recsive the appropriate confidentiality before award.

Quotes will be awarded by the Child Nutrition Director with assistance of district administration, as
heeded. Quotes should be awarded to the lowest and best quote based on avallability, quality, service
avallabllity, price, and/or provisions of blank equipment, food presentation, or food preservation.

The Child Nutrition Director will be responsible for documentatlon of records to show selaction of
vendor, reasons for selaction, names of all vendors contacted, price quotes from vendors, and written
specifications.

Any time an accepted item is not available, the Child Nutrition Director will select the acceptable
alternative, Fuil documentation will be made available as to the selection of the acceptable iHem.

Bids will be awarded on the criterla of lowest price, quality, service and delivery. Lowest price should be
the primary factor taking Into cansideration availabllity of service and delivery fees.

The Child Nutrition Director is required to review and approve selsctions. All vendors that submitted a
response must be notified that they were either selected or not selestsd.

Audit Requirements: A minimum of once per agreement or contract pariod, 10% of purchased items or a

mirimum of three items whichever is greater), should be checked for price accuracy, mests specification
requirements, and Buy America requirement, The Child Nutrition Director or desighse will document items
reviewsd on a procurement audit log, record their name, date, and the resulis of the audit,

Contracts in excess of $10,000 must address termination for cause and for convenierice by the nan-Fedsral
entity including the manner by which it will be affected and the basls for settiement.

Vendor Goods or Servics Justification/Reasoning | Duration/Frequency
Buller Fixture/CWD | Miscellaneous Small wares 3 bids and a buy are sent | As nesded
|.and Equipment to at least 3 vendors
Performance FS Miscellangous Small wares 3 bids and a buy are sant | As needed
o and Equipment to at least 3 vandors
Culinex Miscellaneous Small wares 3 bids and a buy are sent | As needed
and Equipment to at least 3 vendors .
Restaurant Supply | Miscellansous Small wares 3 bids and a buy are sent | As needed
(18) and Equipmant to at least 3 vendors
Cole Paper Miscellaheous Small wares 3 bids and a buy are sent | As nesdad
and Equipment to at Jeast 3 vendors
Inhovatlve Office Miscallaneous Small wares 3 bids and a buy are sent | As needed
Solutions and Equipment to at least 3 vendors




SECTION IV -~ FORMAL PROCUREMENT

HSD willl use formal procursment methods as required by 2 CFR Part 200.318-328 if the amount of purchase is
above $250,000 for perishables or $25,000 for services and supplies.

Formal procurement methods inciude:
» Compstitive Sealed Bid ~ Invitation for Bid (IFB)
o [nawarding an IFB, a firm fixed price ie awarded to the bidder that is most responsive and
responsible and is the lowsst price. An IFB must result in a fixed fee/firm price contract.
o Suggested by USDA to allow 45 days for IFB from the time of information distribution to vendors
until the time of bid opening
» Competitive Proposal — Request for Proposal {(RFP)
o [nawarding a compstitive negofation (RFP), a set of award criteria in the form of a weighted
gvaluation sheet will be provided to each bidder in the initial bid document materials. Price alone
s not the sole basis for award but remalns the primary consideration when awarding a contract.
Price does not have to be 81% of points but must be the highest weighted criteria.
o Suggested by USDA to allow 60 days for RFP from the time of information distribution to
vendors until the time of bid opening.

When a formal procurement method is raquired, the following COMPETITIVE SEALED BID or an Invitation
for Bid (IFB) or COMPETITIVE PROPOSAL In the form of a Reqtrest for Proposal (RFP) procedures wil

apply:

1. An announcement of an Invitation for Bid (IFB) or a Request for Proposal (RFP) will be placed in
the local newspaper to publicize the intent to purchase needed items. The advertisement for
bids/proposals or legal notice will be run for at least two publishing cycles (weekly publishing dates).
Additionally, direct contact will be made with all known gualified vendors.

The public advertisement will include:
« A goneral description of items to be purchased.
» The deadline for submisslon of questions and the date written responses will be provided
includlng an agenda to bid specifications, terms and conditions as needed.
+ Adate of pre-bid meeting, if applicable, and If atiendance is a requirement for bid award.
» A deadline for submission of sealed bids or proposals, and address of location where complete
specifications and bid forms may be obtained.

2. Any person who davelops written specifications or descriptions for procurements will be prohibited
from submitting bids or proposals for such products or services.

3. The IFB or RFP wlll clearly define the purchase conditions. The following list includes requirements, not
exclusive, to be addressed in the solicitation document;
» Description of the goods and services to be procured and the method of evaluation and type of
contract to be awarded,
Method, date, time, and location of bid/proposal opening. (IFB requires a public opening).
Method In which a vendor will be Informed of bid/proposal acceptance or rejection,
Method of ghipment ot delivery, as well as a delivery schedule. '
Set forth requirements (terms and conditions) which bidderfproposer must fulfill,
Staternent assurlng efforts will be made to involve minority and small business.
Technical requirements, specifications, and forecasted quantities.
Proposal withdrawal and protest procedures.
All required federal contract provisions (as applicable) outlined in 2GFR200 Appendix Il (see
Section VI-- Appendix A of this doctiment).

*« & & & & = P&



4, Audit Requirements
HSD and involved purchasing group reserves the right to conduct quarterly audits on all formal bid
contracts. A minimum of one audit per coniract term, including a maximum of 30 audit items (selected
by SFA/Purchasing Group) will be administered. Audit item list, instructions and timaline will be
provided to distributor at least ten {10) days in advance.

If available, in-person audit review of audit findings will be held at a pre-determined location, with a
representative from the disfributor and each SFA involved in the contract in attendance.

If an error rate of 10% is found, a complete audit may be requested,

5. Evaluation Criteria to award an RFP _
The lowest price will be the heaviest weighted evaluation criteria, but It is not required fo be greater
than 80% of peints.

Additional criteria in the form of SCORECARDS may be used to evaluate bids/proposals. Things like
quality of product, dellvery fees and services, technical service capability, references, business
practices or sustomer service of company will be considered.

The HSD Child Nutrition Director is responsible to review the purchase and is responsible for

documenting compliance of the purchase.

8. HSD Child Nutrition Director will be responsibla for:
» providing purchase information and conditions in writing to all potential biddars:
» secliring bids and proposals;
» ensuring procurements are conducted in compliance with Federal, State, and local regulations;

and

« obtalhing a cost or prite analysis to estimate the total dolftar value of the contract, which
includes product or setvice purchases for the duration of the contract.

Vendor Goods or Service Justification/ Reasoning | Duration/Frequency
Performance FS | Prime vendor for Awarded the RFP 22-23 8Y

| SBR/NSLP food
Avera Pacs Prime vendar far milk Awarded the IFB 22-23 8Y
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SECTION V ~ NON-COMPETITIVE NEGOTIATION

Non-competitive {sole source) procurement are purchases of a spacific ltem made when an emergency arlses
that threatens continued service of the Child Nutrition Program, or which is available from only ohe contractor
who [s the sole manufacturer and distributor of the item. This Is a rare oceurrence, and the school food service
department must document its justification for needing the item and why only this specific itam will meet this
heed,

When faced with a sole source procurement, the SFA must obtain CANS approval, and then go directly
to the one source to negotiate terms, conditions, and prices.

If items are available only from a single source when the award of a contract Is not feasible under small
purchase, sealed bid or competitive negotiation, NON-COMPETITIVE NEGOTIATION procedures will be
used;

1. 2CFR 200.323 Contract cost and price
The non-Federal entity must perform a cost or price analysis in connection with every procurement
action in excess of the Simplified Acquisition Threshold including contract modifications.

2. Written Specifications will be prepared and provided to the vendor.

3. The Child Nutrition Director will be responsible for the documentation of records to fully explain the
dacislon to use the non-competitive nagotiation. The records will be available for audit and review,

4. The Child Nuirition Director will be responsible for reviewing the procedures to bs certain all
requirements for using single source or non-competitive hegotiation area met.

6. Non-competitive negotiations shall be used for one-time purchases of a new food item in order to
determine food acceptance by students and for samples for testing purposes. A record of non-
competitive negoflation purchase shall be maintained by the Child Nulrition Departmant {Pepartment
Directar), The record of non-competitive purchases shall include, at a minimum, the following:

+ item name

« dollar amount

s vendor

« reason for non-competitive procurement
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SECTION VI - RESOURCES AND APPENDICIES

Additional Resources:

South Dakota Department of Education Child and Adult Nutrition Services Procurement Webpage:
https://doe.sd.gov/cans/

South Dakota Farm to School Resource Guide Webpage: https://extension.sdstate.edu/south-dakota-
farm-school-resource-quide

Procurement with Geographic Preference MEMO: https:/fns-
prod.azureedge.us/sites/default/files/cn/SP18-20110s.pdf#page=2

Institute of child Nutrition Procurement in the 21% Century Resources:
https://doe.sd.gov/cans/documents/ICN-procurement. pdf

Included Appendices:

Appendix A — Buy American Certification
Appendix B — Small Purchase Checklist
Appendix C — Informal Purchasing Log
Appendix D — Formal Procurement Checklist

Appendix E — Federal Required Contract Provisions (expanded to include Debarment & Suspension
and Anti-Lobbying Certification)
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Appendix A ~ Buy American Certificate

Child & Adult Mutition Servicas
800 Governors Drive
5\ south dakota Piorte, SO 575012235
DEPARTMENT OF EDUCATION 14057733413
Learning. Leadership, Service, vww dossd.gov
To: Authorlzed Representatives of Child Nutriion Programs: Schoo! Nutition
Program, Child and Adult Care Food Program, and Summer Foad Service
Progrom
From: Child and Adult Nulrition Services
Date: March 1, 2018
Subject: Buy Amarican Certification
Memo Number: SNP 251-1
CACFP 251.1.1
CACFP DCH 2511
SESP 2511

The purpose of this memo is to give guidance Inregard to meeting the requirements of
Section 204{d0 of the William F. Goodling Child Nufrition Reauthonization Act of 1998, This Act
requires school and institutions participating n the Nationat Schoo! Lunch Program (NSLP) and
Schoot Breakfast Program ($BP) fo purchase domestic commodities or products for use In
these meals, to the masimum extent practicabie,

Domestic commodity or product Is defined as one that s produced and processed In fhe
United Stetes substantially using agricultural products that are produced in the United States.
Substantlally, per ftie report, means that over 51% of the final, processed product, consisfs of
domestically grown product,

Attached is a form fo provide an example form showing what information to collect from
vandors providing these products, This information should be shared with your $ehoot Food
Authority (SEA] purchasing authority and dll employees involved in the procurement process,

Questions about this memo can be referred to a SD Dept. of Education Child and Adutt
Mutrtion Services staff member,
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Buy American Certification

Buy Amerfcan regulation requires school food authorities (SFAs) to purchase domestic commaodities or
products to the maximum extent possible, Domestic commodities or products are defined as:
1. An agricuitural commadity that is produced In the U.S.
2. Afood product that is processed in the U.S. substantially using agricultural commodities
produced in the U.S.
3. Unprocessed, agricultural commadities must be domestic.
4. Processed foods must be processed domestically using damestic agricultural food components
that comprise over 51% domestically grown items, by weight or volume,

I certify that the products listed below do not meet the gualifications of Section 104{d) of the William
F. Goodling Child Nutrition Reauthorization Act of 1988,

FNS does allow for limited exceptions to the Buy Amerlcan provisions when 1 of 2 events oceur:

11 a specific product is not produced or manufactured in the U»S, “in sufficient and reasonable
available quantities of a satisfactory quality”; and

2: when competitive bids show that the costs of the U.S. products are significantly higher than
nondomestic products, SFAs that use one of these exceptions are not required to request a walver in
order to purchase a nondomestic product, but they must maintain documentation justifying the
exception

Praduct Nama Praduct/Manufacturer’s | Country of Qrlgin Qualitication #1 or 27
Cade

| certify the accuracy of the information provided above:

Distributor Name:
Distributor Representative:
Title:

Signature: | | Date:
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Appendix B — Small Purchase Checklist
Did the SFA...

W

W

[l

Forecast proeduct needs

Cyele menus, velocity reports, and production records are common teols used to forecast praduct needs. If the estimated value of
goads or services needed (during ths time period you wish to purchase them in) Is greater than the micro-puirchase threshold, and
less than the small purchase threshold, the SFA should usa the small purchase method of competltive quotations.

*The Federal micro-purchase method is $10,000 and the Federal small purchass threshold is $250,000 for perishables, The State
of South Daketa threshold for services and supplies Is $25,000.

Seak to obtain price quotations from an adequate number of qualified sources

At least two sources should be used to obtaln price or rate quotations. Quotes may be obtained verbally or through writing
{(axample: email) but must be documented. An Informal purchase log is available on CANS websife at: hitps://doe.sd qovicans/,

Give clear and accurate specifications

Clear and accurate descriptions of the technical requirements must be provided for the product or service beihg procured,
Specifications can be given verbaliy or in writing. In addition, if the SFA specifies a brand name product, it must allow an equal
product to be offered.

Net restrict competition

An SFA may not restrict competition by placing unreasonable requirements on vendors to qualify for business, requiring
uhnecessary experience or excessive bonding, or any other maans of restricting competition.

includle Buy American Requirements when applicahle

SFAs are required by the Buy American Provision to purchase, to the maximum extent practicable, domestic commodities or
products. An SFA must require that vendors understand and can meet these requirements. This can be done during the quatation
process, by communicating the requiremants to vendors verbally or in writing. An SFA may also obtain a certification statement

from the vendor if it chogses to do so.

Select the correct vendor

After quotes are abtained, the SFA must select the carrect vendor based on the products or services requested and the venclor
responses provided. If an SFA chooses to reject an offer, it should document why, For example, the vendor cannot deliver on the
days or times that the SFA rieeds. If more than one vendor can provide eff of the requested services and products, the award
shauld be made tg the lowest price offer,

Maintain records sufficient fo detail the history of procurement

Although quotations may be written or verbal, the SFA must document the guotations. A written agreement is not required but
may be helpful to document all the terms and conditions of the agraement,

Keep records

Al procurement records must be kept for three years plus the current year, Invoices/receipts should show that the goods or
services wers purchased at the price that was guoted,
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Appendix C — Informal Purchasing Log {EXAMPLE)
INFORMAL PURCHASING LOG EXAMPLE

Vendor Name:
lemsto be Extended
" Purchased: .+ |. Extended o Price
" »  Product Quantity | Unit | - Price | Unit : | Unit | (Quantity x°
- specifications Expected_- Price | (Quantity x | *vs | Price . s | Price | Unit Price) .| g
« ' Delivery toBuy | Unit Price) | (v) Extended | ()| )
Frequency : ' Price :
~«  Packaging (Quantity x
' Unit Price)
1.
2.
3.
4.
5.
e,
7.
NE B EI
TOTAL | I B 4
| *Vendor Selected (V) [T O O
Data & Maothod of contact: ™ T T T
Narae of person guoting
pricing:. -
Duration quofed pricing'is =
Cgoodtor: - o .
Additional Notes:;
Signature of person completing this form: Date: ]
|

“Vendor Selected (VS); you can award il items to one bidder {lowest total price) or you can award bid on g
line item basis (fowest item price
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Appendix D — Formal Procurement Checklist
Did fhe SFA...

Farecast product needs
Cydle menus, veloclty reports, and production records are common fools used to forecast product needs.

Conduct a cost or price analysis
Estimate the total doliar value of the contract, which Includes product or ssrvige purchasss for the duration of the conrtract.
o SFA may use forecasted product nesds and current or past product pricing to complete the cost analysis

Wrlte product specifications
Product spacifications should include the product name, description, case pack and weight, minimum and meximum sizes and pleces,
main ingredients, prohibited ingredients, nuirlional standards or CN requlretnents, quality Indicators, run and cade nurnbers, etc,
o Note: spacifications may [nclude a brand name but must include ‘or equal’. A bidder should have the opportunity 1o propose an
aqual product '
o An SFA may pre-soreen products and provide bldders with a list of preapproved equal producte. The SFA must ensure maximum
free and open competition during the procurement process, and pre-scraening procadures should be included In the SFAs willten
progurement pracadLires,

Create a sollcitation document
There are two types of formal solicitations: [nvitation for Bld (IFR) and Request for Propesals (RFF)

Invitation far Bid (sealed bid)
Rids are publicly solicited and a firm fixed plce eontract (ump sum or unit price) is awarded to the responsibla bidder whose bid:
o Conforms with all the material terms and conditlons of the invitation for bids, and
o |a the lowest price

Request for Proposals (cdmpetltlve proposal)
Tha contract {s awarded to the responsible and responsive vendor whose proposal scored the highest number of points, and is most
advantageous to tha prograrh with price and oiher factors conslderad

Aweli-written solicitatlon glves a bidder clear information oh what the 8FA is planning to purchese and how. A solicitation should
include: .
Background Information on the LEA
o Size, number of meals served, etc.
o General descriptions of the goods and/er sarvices o be purchased
o Solicitation should indicate if distribution services are requestad
o Include distribuflon for processed USDA foods, If applicable
o Information about pre-proposal meeting to be held (if applicable)
o Date and time for solicitation submission
» Time and location of public opening if [FB
o Time period of the contract and options for renewals
= Generally, 1 year with 4 optional renewals
o Type of contract to be awarded
» An [FB must result in a fixed fee or firm fixed price contract.
» An RFP will result in a fixad price confract.
» Fixed fee may be tied to a price Index or pilce escalator/de-escalator clause
o Protast procedures :
o Proposal withdrawal procedures
o LIst of all produsts to be purchased and specifications
o Options for 'piggybacking’, addIng goods or services, or inareasing contract volums over time
» Changes to the contract may not result in @ material change- no more than a 10% changs In contract value fs recomtended
o Griteria for award
" IFB- award will ke mads to the lowest bidder
» RFP-Include all ariterla that will be used to evaluate proposals
» Cost must be the highest welghted factor but doss nat have to ba 54%
» Asgcorlng rubric Is required that identifies all evaluation factors and their relative importence
+ [fusing geographic preference, indicate how preference will be glven
o Methad for evaluating cost
* How wili cost be evaluated for the producis or services requested? Commoh ways to evaluate cost are:
+ By ilne itlem: eash lihe is awardod separataly based on individual product cost
= By product groupings: the total cost of groups of products are evaluated and awarded as a group. Example: frozen
produce, canned gaods,
s Bottom line (all-or-nothing): the total cost of the goods or services 1s evaluated; all products/services are awarded
together.

1
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+ Market basket cost analysls: repressntative sample of produgis, called a 'markat hasket is used to estimate the tolal
cost. The sample should consist of products that reprasent at least 76% of the total value of the contract (high-velacity
fterns). The SFA must obtaln a price for all products net Included in the market basket prior to the award of the contract,

¢ Technical requirements of the vendor
« Rasponsibliities of the vendor: delivery days, delivery windows, HACOP plan, staff requirements, stc.
x Procedures for racalls or substitutions
= Buy Amerlcan Provislon Requirements
v Comnion legalliles
» Required farms and certificailons: suspension and dabamment, tobbylng activitiss, anfl-collusion, etc.
o Contract provisicns required by 2 CFR 200 appendix Il (as applicable):
= Tarmination for cause and canvenience- confracts in excess of $10,000
 Equrzl Opportunity Emptoyment- ‘fedarally asslsted construction contracts’
* Davis-Bacon Act- construction contracts in excass of $2,000
« Contract Werk Hours and Safety Standards- contracts in excess of $100,000 that Involve the employment of mechanics or
laborers
v Right to inventions made under & contrast or agresmant- If the contract meets the definition of a ‘funding agreemant' undar
37 CFR 401.2 (5)
» Clean Air Act- contracts in excess of $160,000
= Debarmant and Suspansion- ali faderally awarded contracts
= Byrd Antl-Lobbying Amendment- contracts In excess of $100,000

Publiclze the solicitation
Formal solicitations must be publicly advertised and sesk/Anvite two or mors qualified sources willing and able to competa.

Allow enough time for vendors to respond
Respanse time may vary depsnding on the complexity of the salfcitation. A minimum of two weeks for IFBs and 30-38 days for RFPs Is
recommendad,

Accept bids or proposals from vesponsive and responsible vendors
An SFA must determine if the vendor is yesponsive and responslble before accepting their bid or propesal.
o Responslve: Did the vendor respond to the IFB or RFP en time and include all required attachments, certifications, ete.?
o Respensible: Does the vendor meet the crliterla outlined tn the sollcitation? De they have a goed track record with providing
products and servicas ta similar institutions?

Evaluata the blds or proposals

IFB:

o Bids ars publicly opened at the locatlon, date, and {ime prescribed in the IFB

o Any or all bids may be rejected If there Is a sound, decumentad reason

o Cost is evaluated a8 outlined in the IFB, which includes afl costs such as transportation and defivery costs
RFP:

o Proposals cannct be openad untl after the closing date and ime specified in tha RFP

o An evaluation comitittes should score the praposals only on the arlteria outlihed in the RFP

o An 8FA may conducet negotiations of the top-rankad proposals ta ensure that each vendor fully meats the nasds of the RFP, This
must be done before cost proposals are vpened. The SFA may also allow vendars to amend their cost proposal fo reflect any
changes made during the proposal negotiation, All negotiatiots must be done faltly and may not give a campetitive advantaga to
onhe vendor,

Award the contract
Formal pracurement should always resuit in a (singed) written cantract befween the two parties. The contract should include:
o Identification of the parties involved In the confract
o Contract duration
o Scopa of work
o A complete list of products, including specifications (and price)
o Type of contract {fixed price)
» All fass must ba identified and agreed upon
o Contract ranewal options, including provisions for changes such ag the addition of goods or servicas
o Contract modification and change procedures
o Default and breach of centract provistons, remedles, cancellation procedures, and penaities
o Requlred compliance ceriffcations
o Goniract termination rights for cause and convenlence
o Recordkeeplng requirements
o l.aws that govam the contract
o Sanltation and licensing requiremanis
o Professionsl ceitification requirements

Manage the contract
18



8FAs are responsible for snsuring that vendors are compliant with all terms of the contract, Contract management is ongoing for the
duration of the contract,

Malntaln records
The SFA must maintaln records enough to detall the history of procurement. Al records must be kept for a period of 3 yaars after the
submission of the final claim for relmbursement for the fiscal year or longer if an audtt has not been resolved.

Renew the contract as applicable
If the contract allowed for renewal options, both partles may agree to renew the confract for addittanal terms as applicable,

Add products to the contract
New products may be added fo the contract if the cost of the new praducis doss not create a material changs (no more than 10% of the
contract value ls racommencded). Substitutions for unavailable products ere not consldered new products,

Tha 5FA should evaluats the estimated cost of new productis) for the duration of tha contract periad and dstenmine If the cost would be
considered a material change against the fotal estimated contract valus. No mare than a 10% change is recommendad,

If the cost to add new products would not constitute a matetial change, the SFA may add new praducts to the contract, During the
contract renewal, the SFA must amend ihe contragt to [neluda additional ltems.

A new contract valite I8 dstermined annually {or at the end of the confract term), and the new contract value may be usad to estimate
_matertal changes moving forward.

If the cost to add new products would constitute a material change, the SFA may procure new products using another approvad
pracuremant method {micro-purchase, stall purchase, formal purchase),
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Appendix E - Required Contract Provisions

a. Contractual Procedures
Contracts for more than $250,000 for perishables, $25,000 for services or supplies, must address
administrative, contractual, or legal remedies in instances where contractors vlolate or breach contract terms,
and provide for such sanctions and penalties as appropriate.

b. Termination Clause
All agreements in excess of $10,000 must address:
» Termination for cause and for convenience by the non-Federal entity, and
+ The manner in which it will be affected and the basls for settlement.

Ths SFA may use the foliowing sample language in solicitations as applicable:

Termination for Cause.
Except as may be otherwise provided by this document, the awarded contract may be terminated in
whole or in part by either party to the awarded contract in the event of failure by the other party to fulflil
its obligations under the awarded ceontract through no fault of the terminating party; provided that no
such termination may be implemented unless and until the other party ls given:

a. at least thirty (30) days written notice (delivered by certified mail, return receipt requested) of
intent ta terminats, and -

b. an opportunity for consultation with the terminating party, followed by a reasonable opportunity,
of not more than ten (10) business days or such other reasonable amount of time as may be required
under the circumstances, to rectify the defects in products or performance, prier to termination.

Termination for Convenience
The H8D may terminate an award prior fo the expiration of the term, without cause and without penalty,
upen thirty (30} days written nolice to the selected Vender.

¢. Eqgual Employment Opportunity

Except as otherwise provided under 41 GFR Part 60, all contracts that meet the definition of “federally
assisted construction contract” in 41 CFR Part 80-1.3 must include the equa!l appertunity clause provided
under 41 CFR 60-1.4{h), in accordance with Executive Ordar 11246, “Equal Employment Opportunity” (30 FR
12318, 12935, 3 CFR Part, 1964-1965 Comp., p. 339), as amended by Executive Order 11375, “Amending
Executive Order 11246 Relating to Equal Employment Opportunity,” and implementing regulations at 41 CFR
part 60, “Office of Federal Contract Compliance Programs, Equal Employment Opportunity, Department of
Labor.”

o Federally assisted construction contract means any agreement or modification thereof between
any applicant and a person for construction work which is paid for in whole or in part with funds
obtained from the U.8. Government or borrowed on the credit of the U.8. Government pursuant to
any federal program involving a grant, contract, loan, insurance, or guarantee, or undertaken
pursuant to any faderai program involving suich grant, contract, lean, insurance, or guarantee, or
any application or modification thereof approved by the U.8. Gaovernment for a grant, contract, loan,
insurance, or guarantse under which the applicant itself participates in the construction work.

¢ Construction work means the construction, rehabilitation, alteration, conversion, extension,
demolition, or repair of buildings, highways, or other changes or Improvements to real property,
including facilities providing utility services. The term also includes the supetvision, inspection, and
other cnsife functicns incidental to the actual construction.

The SFA shall include the following sample language in solicitations as applicable:
The vendor certifies it is an Equal Opportunity Employer, a provider of services and/or assistance, and is in
compliance with tha 1984 Civil Rights Act, Title IX of the Education Amendmeénts of 1972, Section 504 of
the Rehabiltation Act of 1973, as amendad, and Executive Orders 11246 and 11375. The vendor assures
compliance with the Americans with Disabilities Act of 1990 (Public Law 101-338), all amendments to, and
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all requirements impossd by the regulations issued pursuant.

d. Davis-Bacon Act
When required by Federal program legislation, all prime construction contracts in excess of $2,000
awarded by non-Federal entities must include a provision for compliance with the Davis-Bacon Act (40 U.8,C,
3141-8144, and 3146-3148) as supplemented by Department of Labor regulations (28 CFR Part 5, “Labor
Standards Provisions Applicable to Contracts Coveting Federally Financed and Assisted Construction”). In
accordance with the statute, contractors must be required to pay wages 1o laborers and mechanics at a rate
not less than the prevailing wages specified In a wage determination made by the Secretary of Labor,
b. n addition, contractors must be required to pay wages not less than once a week.
¢. The non-Federal entity must place a copy of the curtent prevailing wage determination issued by the
Department of Labor in each solicitation,
d. The decision to award a contract or subcontract must be conditioned upon the acceptance of the wage
cetermination.
e, The non-Federal entity must report all suspected or reported violations to the Federal awarding agency.

The contracts must also include a provision far compliance with the Copeland *Anti-Klskback” Act (40 U.S.C.
3145), as supplementsd by Department of Labor regulations (29 CFR Part 3, “Contractors and Subcontractors
on Public Building or Public Work Financed in Whole or in Part by Loans or Grants from the United States”).

f  The Act provides that each contractor or sub-recipient must be prohibited from inducing, by any means,
any person employed In the construction, completion, or repair of public work, to give up any part of the
compensation to which he or she is otherwise entitled.

g. The non-Federal entity must report all suspected or reported violations to the Federal awarding agency.

e, Contract Work Hours and Safety Standards Act
Whers applicable, all contracts awarded by the nonfederal entity In excess of $100,000 that involve the
employment of mechanics or laborers must include a provision for compliance with 70 U.8.C. 3702 and
3704, as supplemented by Department of Labor regulations (28 CFR Part 5). Under 40 U.S.C, 3702 of the Act,
each contracior must be required to compute the wages of every mechanic and laborer on the basis of a
standard work week of 40 hours. Work in excess of the standard work week is permissible provided that the
worker is compensated at a rate of not less than one and a half times the basic rate of pay for all hours worked
in excess of 40 hours in the work week, The requirements of 40 U.S.C. 3704 are applicable to construction
work and provide that no laborer or mechanic must be required to work in surroundings or under working
conditions which are unsanitary, hazardous, or dangerous, These requirements do not apply to the purchases
of supplies or materials or articles ordinarily available on the open market or contracts for transportation or
transmission of intelligence.

» Laborers and mechanles. This chapter applies to all laborers and mechanics employed by a
contractor or subcontractor in the petformance of any part of the work under the contract—
(A) including watchmen, guards, and workers perfarming services in connection with dredging or
rock excavation in any tiver or harbor of the U.S., a territory, or the LEA of Columbia; but
(B) Not including an employes employed as a seaman.

f. Rlghts to Inventions Made Under a Contract or Agreement

[f the Faderal award meets the definition of “funding agreement” under 37 CFR §401.2 (&) and the reciplent

or sub reciplent wishes to enter Into a contract with a small business firm or nonprefit organization regarding

the substitution of partles, assignment or performance of experimental, developmental, or research work under

that “funding agresment,” the recipient or sub recipient must comply with the requirements of 37 CFR Part 401,

“Rights to Inventions Made by Nonprofit Organizations and Smail Business Firms Under Government Grants,

Contracts and Cooperative Agreements,” and any implemanting regulations issued by the awarding agency.

Notes: refsrence following definition of terms for this section:

¢ 37 CFR § 401.2 Definitlons. As used in this part— (a) The term funding agreement means any contract,
grant, or cooperative agreament entered into between any Federal agency, other than the Tennessee
Valley Authority, and any contractor for the petformance of experimental, developmental, or research work
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funded in whole or in part by the federal government. This term also includes any assignment, substitution
of parties, or subcontract of any type entered into for the performance of experimental, developmental, or
research work under a funding agreement as defined in the first sentence of this paragraph.

« 2CFR§200.86 Recipient. Recipient means a non-Federal entity that receives a Federal award directly
from a Federal awarding agency to carry out an activity under a Federal program. The term recipient does
not include sub recipients. See also 2 CFR §200.69 Non-Federal entity.

e 2 CFR §200.93 Sub recipient. Sub recipient means a non-Federal entity that receives a sub award from
a pass-through entity to carry out part of a Federal program; but does not include an individual that is a
beneficiary of such program. A sub recipient may also be a recipient of other Federal awards directly from
a Federal awarding agency.

g. Clean Air Act
Contracts in excess of $250,000 shall contain provision that require compliance with all applicable standards,
orders, or requirements issued under Section 306 of the Clean Air Act (42 U.S.C. 1857[h]), Section 508 of the
Clean Water Act (33 U.S. C. 1368), Executive Order 11738, and Environmental Protection Agency (EPA)
Regulation (40 CFR §15), which prohibit the use of nonexempt federal contracts, grants, or loans of facilities
included on the EPA list of violating facilities. The provision shall require reporting of violations to the grantor
agency and to the EPA Assistant Administrator for Enforcement (EN-329). The contract must recognize
mandatory standards and policies relating to energy efficiency that are contained in the State Agency
conservation plan issued in compliance with the Energy Policy and Conservation Act (Public Law 94-163).

h. Debarment and Suspension Certification

An SFA is prohibited from contracting with an individual or company that has been  debarred or suspended
in accordance with 2 CFR § 180, as adopted and modified by USDA regulations at 2 CFR §417. There are
three methods that may be used to verify that vendors have not been debarred, suspended, or excluded or
otherwise ineligible for participation in Federal programs:

1. Check https://www.sam.gov/portal/SAM/##1 1

2. Collect certification from vendor

3. Add clause/condition to transaction with vendor

The SFA will use the following sample language when adding a clause to a solicitation/contract with a
vendor;
The Vendor certifies that neither the Vendor or its principals; the sub-recipients or their principals: or the
subcontractors or their principals are suspended, debarred, proposed for debarment, voluntarily excluded
from covered transactions, or otherwise disqualified by any federal department or agency from doing
business with the Federal government pursuant to Executive Orders 12549 and 12689. The Vendor
specifically covenants that neither the Vendor nor its principals; the subcontractors or their principals; norm
the sub-recipients or their principals are included on the Excluded Parties List System ("EPLS") maintained
by the General Services Administration ("GSA"). By responding to this solicitation the Vendor is certifying
they are in “Good Standing”.

*More information and form available at: https.//www.usda.gov/sites/default/files/documents/ad-1047.pdf

i, 2CFR§180.300 What must | do before | enter into a covered transaction with another person at the
next lower tier?
When you enter into a covered transaction with another person at the next lower tier, you must verify that
the person with whom you intend to do business is not excluded or disqualified. You do this by:
(a) Checking SAM Exclusions; or
(b) Collecting a certification from that person; or
(c) Adding a clause or condition to the covered transaction with that person

j.  Lobbying Certification
The Byrd Anti-Lobbying Amendment requires a lobbying certification to be obtained for procurement contracts of
more than $100,000. Any vendor whose contract award is for more than $100,000 must complete a Certification
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Regarding Lobbying form. The SFA must keep this signed certification statement on file with a copy of the

vendor's contract.

*More information and form available at:
https://forms.sc.eqgov.usda.gov/efcommon/eFileServices/eFormsAdmin/SF-LLL 9707V01.pdf
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Introduction

This manual sets forth the policies and procedures used by the Huron School District (the
District) to administer federal funds.  The mamual contains the internal controls and grant
management standards used by the District to ensure that all federal funds are lawfully expended.
It describes in detail the District’s financial management system, including cash management
procedures, procurement policies; inventory management protocols; procedures for determining
the allowability of expenditures; time and effort reporting; record retention; and monitoring
responsibilities. New employees of the District, as well as incumbent employees, are expected to
review this manual to gain familiarity and understanding of the District’s rules and practices.

I.  Financial Management System

The District maintains a proper financial management system in order to receive both direct and
state-administered grants and to expend funds associated with a grant award. Certain fiscal
controls and procedures must be in place to ensure that all financiel management system

requirements are met. Failure to meet a requirement may result in return of funds or termination
of the award.

A. Financial Management Standards

The standards for financial management systems are found at 2 C.F.R. § 200.302. The required
stairdards include:

Identification

The District must identify, in its accounts, all federal awards received and expended and the federal
programs under which they were received. Federal program and award identification must include,
as applicable, the CFDA. title and number, federal award identification number and year, name of
the federal agency, and, if applicable, name of the pass-through entity.

Financial Reporting

Accurate, current, and complete disclosure of the financial results of each federal award or
programs must be made in accordance with the financial reporting requirements set forth in the
Bducation Department General Administrative Regulations (EDGAR).

Accounting Records

The District must maintain records that adequately identify the source and application of funds
provided for federally assisted activities, These records must contain information pertaining to



grant or subgrant awards, authorizations, obligations, unobligated balances, assets, expenditures,
income and interest and be supported by source documentation.

Internal Controls

Effective control and accountability must be maintained for all funds, real and personal property,
and other assets. The District must adequately safeguard all such property and must assure that it
is used solely for authorized purposes.

“Internal controls” are tools to help program and financial managers achieve results and safeguard

the integrity of their program. Internal controls should be designed to provide reasonable assurance
that the following objectives are achieved:

A. Effectiveness and efficiency of operations;
B. Adequate safeguarding of property;

C. Assurance property and money is spent in accordance with grant program and to further
the Selected objectives; and

D. Compliance with applicable laws and regulations.

Budget Control

Actual expenditures or outlays must be compared with budgeted amounts for each federal award.

Cash Management

The District must maintain written procedures to implement the cash management requirements
found in EDGAR.

Please see page 17 for these written cash management procedures.
Allowable Costs

The District must maintain written procedures for determining allowability of costs in accordance
with EDGAR.

Please see page 8 for these written allowability procedures,

B. Overview of the Financial Management/Accounting Svstem

The District uses multiple programs to track, view, and approve requests for reimbursement of
federal funding. Specifically, the District uses the Software Unlimited Tnc. (SUL) software to
track federal funding. Near the beginning of each month, District staff run a report throngh SUI
for all district funds paid out for the previous month. The report breaks costs down by specific
federal program and identifies the costs by assigned function codes and/or curriculum,
District staff review the repott for accuracy before submitting claims to the State’s grants



management system (GMS).  GMS will not gllow reimbursement claims beyond what is in the
District’s approved budget. The software systems utilized by the District include all appropriate
documentation related to claims for reimbursement, including time distribution records, approved
school budgets, and all applicable procurement documentation.

The District’s business office works with the federal program directors and program assistants to
maintain accurate information for budgeting and reporting purposes. All costs and claims are
reviewed and approved before submitting to the State for pass through grants.

C. Budgeting

The Planning Phase: Meetings and Discussions

Before Receiving the Grant Award Notice (GAN): Budget planning for the district will be an
infegral part of program planning so that the annual operating budget may effectively express and
implement all programs and activities of the school system. Budget planning will be a year-round

process involving broad participation by administrators, supervisors, teachers, other personnel
throughout the school system, citizens and citizen groups.

School principals will follow guidelines for creating the budget for their individual school,
Budgets are based on a review of the prior year’s budget, followed by consideration for any

changes that may be required. All budget items are aligned with District goals and the goals of its
federal programs,

Reviewing and Approving the Budget: School leaders meet with the District’s Federal Programs
Directors to review budgets and priorities for the coming year. If there are any changes from the
prior year’s budget, schools must provide justification for the changes, and the new budgets must

be approved by the Federal Fiscal Team which consists of the Federal Programs Directors,
Superintendent, and Business Manager. :

The approved budget will be available in SUI and GMS. All processing of revenue and
expenditures with take place in the business office.



The annual system-wide budget for the entire District determines the level of services to be offered
within each instructional and support service area, The budget proposal will be organized and
presented in accordance with the format required to comply with the laws of the State of South
Dakota and the regulations of the Auditor General. The portion of the District budget dealing with
federal pass-through grants is estimated in the preliminary budget, pending final allocations by the
State. Onee final allocations are received from the State, those allocations are incorporated in the
district budget or the final budget is amended subject to final approval by the State. The Board of
Education is provided the preliminary budget by May, with final approval scheduled for June.

Amending the Budget

Schools are directed to request budget amendments from the District as needed throughout the
year. These amendments must be tied to school needs and align with goals and objectives for the
year in question. Budget amendments must include the justification for the proposed change.
Individual schools cannot alter their approved budgets without approval from the Board unless
there are no changes to function totals.

If the District needs to make an amendment to the Stafe-approved budget, it will submit the

proposed changes through State’s GMS system, along with the justification for the change. This
is in accordance with State rules and policies,

Budget Coufrol

The District monitors its financial performance by comparing and analyzing actual results with
budgeted results. Requests for reimbursement from schools are not approved if they are not within
the approved budget. When claims are submitted cach month, District staff will run a report
through SUI detailing amounts claimed. These reports are reviewed against school budgets as
well as the District’s State-approved budget. Similarly, State policies do not allow the District to
submit claims beyond amounts approved in the District budget.

D. Accounting Records

All records related to federal costs are maintained in SUI. District and school employees must log
in to the system with their own unique password, Ouly those employees with the proper login
credentials are authorized to alter or modify specific documents. Records are maintained in
accordance with 2 C.ER. § 200.333 and the District takes appropriate steps to ensure that

personally identifiable information is protected, and that only authorized officials have access to
student records.



The Business Manager will be designated by the Board to be responsible for receiving and
propetly accounting for all funds of the district. SUI will be used to record receipts and
disbursements of the district. The Business Manager will report all financial information to the
state as required. The Board will receive monthly financial reports from the business manager that
will include a statement of operating receipts and expendifures, and balance on hand in the several

funds, a budget position report, and any other financial information that should be brought to the
Board's attention.

E. Spending Grant Funds

Allowability Checklist

When determining how the District will spend its grant funds, District persotmel, including school
personnel if the purchase originates from a school, will review the proposed cost to determine
whether 1t 1s an allowable use of federal grant funds before obligating and spending those funds

on the proposed good or service. When performing an allowability analysis, personnel can refer
to the following checklist.

As a practical matter, this manual cannot contain guidance on the allowability of specific examples.
However, please see Appendix A for the allowability of common expenditures.

[ Is the proposed cost allowable under the relevant program?

As a practical matter, personnel must first consider whether the proposed cost is consistent with
the underlying needs of the program. For example, program funds must benefit the appropriate
population of students for which they are allocated. This means that, for instances, funds allocated
under the Individuals with Disabilities Education Act governing the instruction of students with
disabilities must generally be spent on providing services to students with disabilities and, except
in rare ¢ircumstances, cannot be used to benefit non-disabled students.

Further, under certain federal programs, recipients may use federal funds only to supplement the
amount of funds available from nonfederal sources for the education of students participating in
the program. The recipients cannot use federal funds to supplant nonfederal funds that would
otherwise have been used for the expenditure in question. District personnel must be aware of

these rules and consider whether the purchase supplements, rather than supplants, nonfederal
funds.

[1 Is the proposed cost consistent with an approved program plan and budget?



If the proposed cost is allowable under the relevant program, the District personnel must then
check the relevant program plan and budget. Expenditures must be aligned with approved
budgeted items. Any changes or variations from the state-approved budget and grant application
need prior approval from the District and state.

L1 Is the propesed eost consistent with the cost principles?

All costs supported by federal education funds must meet the standards outlined in 2 CFR Part
200, Subpart E, which are provided in the bulleted list below. All District personnel with

purchasing authority must consider the following factors when making an allowability
determination.

¢ Be Necessary and Reasonable for the performance of the federal award. District staff
niust congider these elements when determining the reasonableness of a cost. A cost is
reasonable if, in its nature and amount, it does not exceed that which would be incurred by
a prudent person under the circumstances prevailing at the time the decision to incux the
cost was made. For example, reasonable means that sound business practices were
followed, and purchases were comparable to market prices,

When determining reasonableness of a cost, consideration must be given to:

" Whether the cost is a type generally recognized as ordinary and necessary for the
operation of the District or the proper and efficient performance of the federal
award.

s The restraints or requirements imposed by factors, such as: sound business
practices; arm’s-length bargaining; federal, state and other laws and regulations;
and terms and conditions of the federal award.

= Market prices for comparable goods or services for the geographic area.

= Whether the individuals concerned acted with prudence in the circumstances
considering their responsibilities to the District, its employees, its students, the
public at large, and the federal government. _

= Whether the district significantly deviates from its established practices and
policies regarding the incurrence of costs, which may unjustifiably increase the
federal award’s cost. 2 C.F.R. §200.404,

While 2 C.F.R. §200.404 does not provide specific descriptions of what satisfies the
“necessary” element beyond its inclusion in the reasonableness analysis above, necessary
is determined based on the needs of the program, Specifically, the expenditure must be
necessary to achieve an important program objective. A key aspect in determining whether
a cost is necessary is whether the district can demonstrate that the cost addresses an existing
need, and can prove it. This decision should be supported by data if at all possible.



When determining whether a cost is necessary, consideration may be given to;
" Whether the cost is needed for the proper and efficient performance of the grant
program. _
" Whether the cost is identified in the approved budget or application,
" Whether there is an educational benefit associated with the cost.
«  Whether the cost aligns with identified needs based on results and findings from a
needs assessment. '

*  Whether the cost addresses program goals and objectives and is based on program
data.

Allocable to the federal award. A cost is allocable to the federal award if the goods or
services involved are chargeable or assignable to the federal award in accordance with the
relative benefit received. This means that the federal grant program derived a benefit in
proportion to the funds charged to the program. 2 C.F.R. §200.405. For example, if 50%

of a teacher’s salary is paid with grant funds, then that teacher must spend at least 50% of
his or her time on the grant program.

Consistent with policies and procedures that apply uniformly to both federally
financed and other activities of the District. The cost must be consistent with policies,
regulations and procedures that apply uniformly to both federal awards and other activities
of the District. 2 CFR § 200.403(c). This means that the District cannot generally subject
federal funds to different rules than it applies to nonfederal funds. Any federal cost must

be consistent with rules that apply uniformly to federal and nonfederal grants. The cost
must also be consistent with any local or state law.

District personnel must follow this manual and all other internal policies and procedures in
making a purchase with federal funds,

Conform to any limitations or exclusions set forth as cost principles in Part 200 or in
the terms and conditions of the federal award. District personnel must be aware of any
special conditions placed on the federal award. Thess special conditions will be
enumerated on the grant award notification.,

Consistent treatment. A cost cannot be assigned to a federal award as a direct cost if any

othet cost incurred for the same purpose in Hke circumstances has been assigned as an
indirect cost under another award.

Adequately docurented. All expenditures must be properly documented in accordance
with District rules regarding recordkeeping and retention.
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o Be determined in accordance with general accepted accounting principles (GAAP),
unless provided otherwise in Part 200,

o Not included as a match or cost-share, unless the specific federal program authorizes
federal costs to be treated as such. Some federal program statutes require the non-federal

entity to contribute a certain amount of non-federal resources to be eligible for the federal
program.

o Be the net of all applicable credits. The term “applicable credits” refers to those receipts
or reduction of expenditures that operate to offset or reduce expense items allocable to the
federal award. Typical examples of such transactions are: purchase discounts; rebates or
allowances; recoveries or indemnities on losses; and adjustments of overpayments or
erroneous charges. To the extent that such credits accruing to or received by the state relate
to the federal award, they shall be credited to the federal award, either as a cost reduction
or a cash refund, as appropriate. 2 C.F.R. §200.406.

[J Is the proposed cost allowable under the selected items of cost?

If the proposed cost is consistent with program rules, budget, and federal cost principles, the
District personnel must then ensure that the cost is listed as an allowable selected item of cost in
the federal rules (2 C.F.R. §§ 200.420-200.475).

These cost items are listed in the chart below along with the citation where it is discussed whether
the item is allowable. Please do not assume that an item is allowable because it is specifically
listed in the regulation, as it may be unallowable despite its inclusion in the selected items of cost
section. The expenditure may be unallowable for a number of reasons. Again, it may unallowable
because of program rules or because it does not meet all of the cost principles, such as being

unreasonable as it is considered too expensive. If an item is unallowable for any of these reasons,
federal funds cannot be used to purchase it.

District personnel responsible for spending federal grant funds and for determining allowability
must be familiar with the Part 200 selected items of cost section. District staff must check costs
against the selected items of cost requirements to ensure the cost is allowable.

The selected item of cost addressed in Part 200 includes the following (in alphabetical order)

Item of Cost Citation of Allowability Rule
Advertising and public relations costs 2 CFR § 200.421
Advisory councils 2 CFR § 200.422
Alcoholic beverages 2 CFR § 200.423
Alumni/ae activities 2 CFR § 200.424

11



Audit services

2 CFR § 200.425

Bad debis

2 CFR § 200.426

i

Bonding cosis

2 CFR § 200,427

Collection of improper payments

2 CFR § 200.428

Commencement and convocation costs

2 CFR § 200.429

Compensation — personal services

2 CFR § 200.430

Compensation — fringe benefits

2 CFR § 200.431

Conferences

2 CFR § 200.432

Contingency provisions

2 CER § 200.433

Contributions and donations

2 CFR § 200,434

Defense and prosecution of criminal and civil
proceedings, claims, appeals and patent
infringements

2 CFR § 200.435

Depreciation 2 CFR § 200.436
Employee health and welfare costs 2 CER § 200.437
Hntertainment costs 2 CFR § 200.438

Equipment and other capital expenditures

2 CFR § 200.439

Exchange rates

2 CFR § 200.440

Fines, penalties, damages and other
settlements

2 CFR § 200,441

Fund raising and investment management
costs

2 CFR § 200.442

Gains and losses on disposition of depreciable
assets

2 CFR § 200.443

| General costs of government

2 CFR § 200.444

Goods and services for personal use

7 CFR § 200.445

Idle facilities and idle capacity

2 CFR § 200.446

Insurance and indemnification

2 CFR § 200.447

Intellectual property 2 CFR § 200.448
Interest 2 CFR § 200.449
Lobbying 2 CFR § 200.450
Losses on other awards or contracts 2 CFR § 200.451
Maintenance and repair costs 2 CFR § 200,452

Materials and supplies costs, including costs of
computing devices

2 CER § 200.453

Memberships, subscriptions, and professional
activity costs

2 CFR § 200.454

Organization costs

2 CER § 200.455

Participant support costs

2 CFR § 200.456
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Plant and security costs

2 CFR § 200457

Pre-award costs

2 CFR § 200.458

Professional services costs

2.CFR § 200.459

Proposal costs

2 CFR § 200.460

Publication and printing costs

2 CFR § 200461

Rearrangement and reconversion costs

2 CER § 200.462

Recruiting costs

2 CFR § 200.463

Relocation costs of employees 2 CHR § 200.464
Rental costs of real property and equipment 2 CFR § 200.465
“Soholarships and student aid costs 2 CFR § 200.466
Selling and marketing costs 2 CFR § 200.467
Specialized service facilities 2 CFR § 200.468

Student activity costs

2 CFR § 200.469

Taxes (including Value Added Tax)

2 CFR § 200.470

Termination costs

2 CFR § 200.471

Training and education costs 2 CFR § 200.472
Transportation costs 2 CFR § 200.473
Travel costs 2 CFR § 200,474
Trustees 2 CFR § 200.475

Please see Appendix A for an FAQ on the allowability of common costs.

Travel

Travel costs are one of the more common costs charged to federal programs. Costs incurred by
employees and officers for travel, including costs of lodging, other subsistence, and incidental
expenses, must be considered reasonable and otherwise allowable only to the extent such costs do
not exceed charges normally allowed by the Disttict in its regular operations as the result of its
written travel policy. In addition, if these costs are charged directly to the federal award,
documentation must be maintained that justifies that (1) participation of the individual is necessary

to the federal award; and (2) the costs are reasonable and consistent with the District’s established
policy. 2 C.E.R §200.474(b).

EXPENSE REIMBURSEMENTS

Personnel and officials who incur expenses in carrying out their authorized duties will be
reimbursed by the District upon submission of a properly filled out and approved Travel Bxpense
Claim Form and such supporting receipts as required by the Business Mana ger,
Reimbursement will be in accordance with Board approved travel allowance,
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which will comply with the limits established by the Board of Bducation. When requesting
reimbursement for travel expenses, personnel must provide a statement on the form and attach any
accompanying documentation justifying why travel was necessary as opposed to using other

means to accomplish the work. The District retains all Travel Expense Claim Forms should the
travel cost be questioned at a later date. '

Such. expenses may be approved and incurred in line with budgetary allocations for the specific
type of expense. Authorized reimbursed expenses are approved through the Claims Report and
Tmprest Claims Report at regularly scheduled mestings of the Board of Education.

Mileage is reimbursed at a rate authorized by the Board of Education.
IN-DISTRICT/S4ME-DAY TRAVEL

A. Employees : :

1. Mileage allowance will be paid to employees assigned District-wids responsibilities and/or
multiple building assignments and/or nceessary job-related travel.

2. Travel within the District includes trips that are made in the actual performance of assj gned
duties. Any trips such as those from home to work, work to home, noon teips for funch, or
for any other reason not strictly school business shall not be included in the mileage report.

3. The In-District Mileage Record form, Imprest Claim Voucher form, as well as
point-to-point mileage charts may be obtained from the Business Office,

4. Mileage allowance will be paid at the current Board of Lducation rate per mile for travel.

No expenses will be for another person.

6. To claim reimbursement for, a corpleted In-District Mileage Record form or an Imprest Clajm
Voucher form, the forms must be sent to the immediate supervisor and respective

director initial approval before being sent to the Business Office for approval. The Board of
Education will act on reimbursement.

hd
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QUT-OF-DISTRICT TRAVEL

A. Professional travel must be requested by completing a Huron Public Schools Absence /
Travel Request form. The form must be approved by the building principal, Director
of Federal Programs, Superintendent, Business Manager, and Trangportation
Director.

B. Transportation Requirements:

[, Vehicle— The driver must be a holder of a valid driver’s license.
2. Air Travel — Requires a valid driver’s license or state issued identification or passport,

C. When making travel arrangements, the most economical and shortest route will be used
whenever possible. Air travel request will be made at least forty (40) days in advance of the
irip. Exceptions may be granted through the Business Manager.

D. In the event air transportation is available and practical, but the individual elects to travel by
automobile, the maximum reimbursement to the individual will be the cost of a tourist class
round-trip airfare or Board of Education rate per mile, whichever is less. The cost of airfare
will be attached to the fravel request form by the business office.

B. 'Transportation costs to and from the airport, beginning and ending at the employee’s building
location, in addition to vebicle parking at the airport will be reimbursed.

F. Individuals will be reimbursed for telephone calls and internet access related to official school
business.

G. Ounly employees will be reimbursed for expenses.

H. An approved Travel Bxpense Claim form must be submitted before reimbursement will be
made.
1. ltemize to show dates, lodging, meals (allowed for overnight travel only), mileage if

applicable, banquet fees (if not included in the conference), and expenses for authorized
educational conference materials.

2. Aftach original itemized receipts for all expenses except meals, luggage and taxis

(reimbursement rates for meals and mileage ate available on the Travel Expense Claim
form.

3. The account number to which the trip is charged is to be included with the name, placs,
purpose of trip and dates.

5. Payment of expenses and reimbursement for travel incurred on an authorized trip will be
made only after a claim form js submitted by claimant to the administrator with budget
authority, and forwarded to the Business Manager.

6. The Board of Education will act on reimbursement of expenses.
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Direct and Indirect Costs

While developing and reviewing the grant budget, District personnel should keep in mind the
difference between direct costs and indirect costs.

Determining Whether a Cost is Direct or Indirect: Direct costs are those costs that can be identified
specifically with a particular final cost objective, such as a federal award, or other internally or
externally funded activity, or that can be directly assigned to such activities relatively easily with
a high degree of accuracy. 2 C.F.R. § 200.413(a). Indirect costs are those that have been incurred
for a common ot joint purpose benefitting more than one cost objective, and not readily assignable
to the cost objectives specifically benefitted, without effort disproportionate to the results
achieved. 2 C.I.R. § 200.56. Costs incurred for the same purpose in like circumstances must be
treated consistently as either direct or indirect costs. 2 C.F.R. § 200.413(a).

Identification with the federal award rather than the nature of the goods and services involved is
the determining factor in distinguishing direct from indirect costs of federal awards. Typical costs
charged directly to a federal award are the compensation of employees who work on that award,
their related fringe benefit costs, the costs of materials and other items of expense incurred for the
federal award. 2 C.F.R. § 200.413(b). The salaries of administrative and clerical staff should

normally be treated as indirect costs. Direct charging of these costs may be appropriate only if ali
of the following conditions are met:

»  Administrative or clerical services are integral to a project or activity;

«  Individuals involved can be specifically identified with the project or activity,

*  Such costs are explicitly included in the budget or have the prior written approval of the
federal awarding agency, and '

= The costs are not also recovered as indirect costs, 2 C.F.R. § 200.413(c).

Indirect Cost Rate: Under 34 CF.R. § 75.561 and 34 C.FR. § 76.561, a state educational agency
may approve an indirect cost rate for longer than one year. Accordingly, the State Department of

Education determines the indirect cost rate based upon the State Annual Report. The rate is fixed
for up to five vears,

Applying the Indirect Cost Rate: Once the District has an approved indirect cost rate, the
percentage is mwltiplied against the actual direct costs (excluding distorting items such asg
equipment, contracts in excess of $25,000, pass-through funds, ete.) incurred under a particular
grant to produce the dollar amount of indirect costs allowable to that award. 34 C.F.R § 75.564;
34 CE.R. § 76.569. Once the District applies the approved rate, the funds that may be claimed for
indirect costs have no federal accountability and may be used as if they were non-federal funds.
For Direct Grants, reimbursement of indirect costs i subject to the availability of funds and
statutory or administrative restrictions. 34 C.F.R. § 75.564.
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Where a federal program has a specific cap on the percentage of administrative costs that may be
charged to a grant, that cap must include all direct administrative charges as well as any recovered
indirect charges.

F. Federal Cash Management Policy/Procedures

The District will comply with applicable methods and procedures for payment that minimizes the
time elapsing between the transfer of funds and disbursement by the District, in accordance with
the Cash Management Improvement Act at 31 CFR Pari 205. Generally, the District receives
payment from the South Dakota Department of Bducation on a reimbursement basis. 2 CFR §
200.305. However, if the District receives an advance in federal grant funds, the District will remit
interest earned on the advanced payment quarterly to the federal agency, The District may retain
interest amounts up to $500 per year for administrative expenses. 2 CFR § 200.305(b)(9).

Payment Methods

Reimbursements: The District will initially charge federal grant expenditures to nonfederal funds.

All reimbursements are based on actual disbursements, not on obligations. Reimbursement claimsg
are submitted through the State’s GMS online system. The District ensures all claims are allowable
and conform with the approved budget. GMS does not allow the District to submit a claim for
more than what is approved in the District’s budget.

The State will process reimbursement requests within a timely manner, though certain cost
reimbursement may be expedited if necessary.

Consistent with state and federal requirements, the District will maintain source documentation
supporting the federal expenditures (invoices, time sheets, payroll stubs, etc.) and will make such
documentation available for the State to review upon request.

Reimbursements of actnal expenditures do not require intercst calculations. Al claims for
payment from school funds will be processed by the business office. Payment will be authorized
by the Board against invoices propetly supported by approved purchase orders, with propetly
submitted vouchers, or in accordance with salaries and salary schedules approved by the Board.

The Building Principals and Federal Programs Directors are responsible for assuring that budget
allocations are observed and that total expenditures in a function do not exceed the amount

allocated in the budget. Any budgets that exceed the allocated amount will be immediately
reported to the Business Manager.
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G. Timely Obligation of Funds

When Obligations are Made

Obligations are orders placed for property and services, contracts and subawards mads, and sim{flar

transactions duting a given period that require payment by the non-federal entity during the same
or a futare period. 34 C.F.R. § 200.71

The following table illustrates when funds arc determined to be obligated under federal
regulations:

If the obligation is for: The obligation is made:

Acquisition of propetty On the date which the District makes a binding
: written commitment to acquire the property

Personal services by an employee of the | When the services are performed -
District

Personal services by a contractor who is | On the date which the District roakes a binding

not an employee of the District written commitment to obtain the services
Public utility scrvices ‘When the District receives the services
Travel When the travel s taken

Rental of property When the District uses the property

A pre-agreement cost that was properly | On the first day of the project period.
approved by the Secretary under the cost
principles in 2 CER part 200, Subpart E-
Cost Principles.

34 CER.§75.707;34 CF.R. § 76.707.



Period of Performance of Federal Funds

All obligations must occur on or between the beginning and ending dates of the grant project. 2
C.F.R. § 200.309. This period of time is known as the period of performance, 2 CE.R. § 200.77.
The period of performance is dictated by statute and will be indicated in the grant award

notification {GAN). Further, certain grants have specific requirements for carryover funds that
must be adhered to. :

State-Administered Granfs: As a general rule, state-administered federal funds are available for
obligation within the year that Congress appropriates the funds for. However, given the unique
nature of educational institutions, for many federal education grants, the petiod of availability is

27 months. Federal education grant funds are typically awarded on July 1 of cach year, While the
District will always plan to spend all current grant funds within the year the grant was appropriated
for, the period of obligation for any grant that is covered by the “Tydings Amendment” is 27
months, extending from July [ of the fiscal year for which the funds were appropriated through
September 30 of the second following fiscal year. This maximum period includes a 15-month
period of initial availability, plus a 12-month period for carryover, 34 C.FR. § 76.709. For

example, funds awarded on July 1, 2023 would remain available for obligation through September
30, 2025,

Direct Grants: In general, the period of availability for funds authorized under direct grants is
identified in the GAN.

For both state-administered and direct grants, regardless of the period of availability, the District
must liquidate all obligations incurred under the award not later than 90 days after the end of the
funding period unless an extension is authorized. 2 C.F.R. § 200.343(b). Any funds not obligated
within the period of availability or liquidated within the appropriate timeframe are said to lapse
and must be returned to the awarding agency, 2 C.F.R, § 200,343(d). Consequently, the District
closely monitors grant spending throughout the grant cycle.
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Carryover

State-Administered Grants; As described above, the Tydings Amendment extends the period of
availability for applicable state-administered program funds. Essentially, it permits recipients to
“carryover” any funds left over at the end of the initial 15-month period into the next year. These
leftover funds are typically referred to as carryover funds and continue to be available for
obligation for an additionsl 12 months. 34 C.ER. § 76.709. Accordingly, the District may have
multiple years of grant funds available under the same program at the same time.

Any waiver requests for carryover limits will follow State-mandated procedures.

Direct Grants: Grantess receiving direct grants are not covered by the 12-month Tydings period.
However, under 2 C.F.R. § 200.308, direct grantees enjoy unique authority o expand the period
of availability of federal funds. The District is authorized to extend a direct grant automatically
for one 12-month period. Prior approval is not required in these circumstances; however, in order
to obtain this extension, the District must provide written notice to the federal awarding agency at
least 10 calendar days before the end of the period of performance specified in the award. This
one-time extension may not be exercised merely for the purpose of using unobligated balances.

-The District will seek prior approval from the federal agency when the extension will not be
contrary to federal statute, regulation or grant conditions and:

» The terms and conditions of the federal award prohibit the exfension;
= The extension requires additional federal funds; or

* The extension involves any change in the approved objectives or scope of the project. 2
C.F.R. §200.308(d)(2). :

H. Program Income

Definition

Program income means gross income earned by a grant recipient that is directly generated by a

supported activity or eamned as a result of the federal award during the grant’s period of
performance, 2 C.F.R. § 200.80,

Program income inciudes, but is not limited to, income from fees for services performed, the use
or rental of real or personal property acquired under federal awards, the sale of commodities or
items fabricated under a federal award, license fees and royaltics on patents and copyrights, and
principal and interest on loans made with federal award funds. Interest earned on advances of
federal funds is not program income. Except as otherwise provided in federal statutes, regulations,
or the terms and conditions of the federal award, program income does not include rebates, credits,
discounts, and interest earned on any of thern. 2 CF.R. § 200.80.
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Additionally, taxes, special assessments, levies, fines, and other such revenues raised by a
recipient are not program income unless the revenues are specifically identified in the federal
award or federal awarding agency regulations as program income. Finally, proceeds from the
sale of real property, equipment, or supplies are not program income. 2 C.ER, § 200.307.

Use of Program Income

The defanlt method for the use of program income for the District is the deduction method. 2

C.ER. § 200.307(e). Under the deduction method, program income is deducted from total
allowable costs to determine the net allowable costs. Program income will only be used for current
costs unless the District is otherwise directed by the federal awarding agency or pass-through
entity. 2 C.ER. § 200.307(c)(1). The LEA may also request prior approval from the federal
awarding agency to use the addition method. Under the addition method, program income may be
added to the federal award by the federal agency and the non-federal entity. The program income

must then be used for the purposes and under the conditions of the foderal award. 2 CER. §
200.307(e)(2).

While the deduetion method is the default method, the District always refers to the GAN prior to
determining the appropriate use of program income.

If. Procurement System

The Disttict maintains the following purchasing procedures.

A. Responsibility for Purchasing

The District shall abide by all statutory requirements and State regulations that pertain to the
purchasing of supplies, equipment or services. The acquisition of supplies, equipment and services
will be centralized in the business office under the supervision of the business manager. The
business manager bears the responsibility for the quality and quaatity of all purchases. The prime
guidelines governing this responsibility are that all purchases fall within the framework of

budgetary and statutory limitations, and that they be consistent with the approved educational goals
and programs of the district.
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Purchases are initiated by school personnel. The school will select the preferted vendor from the
list of qualified vendors maintained by District staff. All orders must include the name and address
of the supplier as well as the purchase price. If the exact price is unavailable, an estimate of the
cost should be given. If any person orders materials other than through the established process,
they will be responsible for payment of the materials. Purchases that are not within the approved
school budget must be approved by the District, and will include an amendment to the school
budget. School officials will initiate a requisition through SUY, and the appropriate program
office, along with the District business office, must review and approve the requisition request,

B. Purchase Methods

The type of purchase procedures required depends on the cost of the item(s) being purchased.

Purchases up to $10,000 (Micro-Purchases)

Micro-purchase means a purchase of supplies or services, the aggregate amount of which does not
exceed $10,000. The micro-purchase method is used in order o expedite the completion of

its lowest-dollar small purchase transactions and minimize the associated administrative burden
and cost.

Micro-purchases may be awarded without soliciting competitive quotations if the District
considers the price to be reasonable. The District maintains evidence of this reasonableness in the

records of all micro-purchases. Please sce page 8 for written procedures on how to determine
whether a price is reasonable.

To the extent practicable, the District distributes micro-purchases equitably among qualified
suppliers. The District’s business office will be responsible for determining if micro-purchases
are equitably distributed based on the number of micro-purchase contracts awarded and the type
of good or service procured. When school officials initiate the requisition process, they will select
a vendor from the vendor list in SUL

Purchases between $10,000 - $250,000

Small purchase procedures are a relatively simple method for securing services, supphies, or
property that do not cost more than $250,000. If small purchase procedures are used, price or
rate quotations are obtained from an adequate number of qualified sources. School administrators
are responsible for soliciting quotes prior to submitting a requisition, but the District’s business

office will be required to ensure that all small purchases receive quotations from no less than two
qualified vendors.
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Sealed Bids (Formal Advertising). For purchases over $250,000 for services and supplies or
over $50,000 for equipment, bids are publicly solicited and a firm fixed price contract (lump sum
or unit price) is awarded to the responsible bidder whose bid, conforming with all the material
terms and conditions of the invitation for bids, is the lowest in price. The sealed bid method
is the preferred method for procuring construction, if the following conditions apply:

o A complete, adequate, and realistic specification or purchase description is available;

*  Two or more responsible bidders are willing and able to compete effectively for the
business; and

«  The procurement lends itself to a firm fixed price contract and the selection of the
successful bidder can be made principally on the basis of price.

If sealed bids are used, the following requirements apply:

* Bids must be solicited from an adequate number of known suppliers, providing them
sufficient response time prior to the date set for opening the bids, for state, local, and tribal
governments, the invitation for bids must be publicly advertised;

o Bids will be advertised and printed in the official newspaper of the District af least
twice, the first publication at least ten business days prior to the opening of bids,
The advertisement will state the time and place the bids will be opened;

> The invitation for bids, which will include any specifications and pertinent attachments,

must define the items or services in order for the bidder to properly respond;
o Bids will also include any dispute procedures available to vendors.

o All bids will be opened at the time and place prescribed in the invitation for bids, and for
local and tribal governments, the bids must be opened publicly;

o The sealed bids will be publicly opened and read at the time and place stated in the
advertisement;

o Any bid may be withdrawn or modified before the time of opening as specified in
the advertisement;

= A firm fixed price coniract award must be made in writing to the lowest responsive and
responsible bidder;

o Unless all bids presented are rejected, the lowest responsible bid, in all cases must
be accepted,

o No more than 45 days will elapse between opening of bids and acceptance of the
lowest responsible bidder or rejection of all bids.

Where specified in bidding documents, factors such as discounts, transportation cost, and life cycle
costs must be considered in determining which bid is lowest. Payment discounts will only be used



to determine the low bid when prior experience jndicates that such discounts are usually taken
advantage of. Any or all bids imay be rejected if there is a sound documented reason.

Coniract/Price Analysis: The District performs a cost or price analysis in connection with every
procurement action in excess of $150,000, including contract modifications. 2 C.ER. §
200.323(a). A cost analysis genetally means evaluating the separate cost elements that make up

the total price, while a price analysis means evaluating the total price, without looking at the
individual cost elements,

The method and degree of analysis is dependent on the facts swrrounding the particular
procurement situation; however, the business office must come to an independent estimate priot
to receiving bids or proposals. 2 CER. § 200.323(a). The District will review similar prior

procurements, as well as procurements conducted by similar local education agencies for similar
goods or services, to the extent practicable.

When performing a cost analysis, the business office negotiates profit as a separate element of the
price. To establish a fair and rcasonable profit, consideration is given to the complexity of the
work to be performed, the risk borne by the contractor, the contractor’s investment, the amount of
subcontracting, the quality of its record of past performance, and industry profit rates in the
surrounding geographical area for similar work. 2 C.F.R. § 200.323(b).

Construction Projects

Construction costs funded by federal grants are also subject to prior written approval and
applicable UG requirements, Davis-Bacon prevailing wage requirements and ail of the
Department’s applicable regulations regarding construction at 2 C.E.R. § 200.439 prior approval,
34 C.F.R. 76.600-618 construction, safety and health standards and energy conservation.

Noncompetitive Proposals (Sole Sourcing)

Procurement by noncompetitive proposals is procurement through solicitation of a proposal from
only one source and tnay be used only when one or more of the following circumstances apply:

» Theitem is available only from a single soutce;
o If such an instance arises, the District will maintain appropriate documentation
regarding the availability of the good or service in question;
= The public exigency or emergency for the requirement will not permit a delay resulting
from competitive solicitation;
o Inthis parficular citcumstance, the Board must approve sole-sourcing a contract.
> The federal awarding agency or pass-through entity expressly authorizes noncompetitive
proposals in response to a separate written request from the District; or
o After solicitation of a number of sources, competition is determined inadequate;
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o The District will maintain documentation showing attempts to solicit bids oy quotes
from other qualified vendors.

A cost or price analysis will be performed for noncompetitive proposals when the price exceeds
$25,000,

C. Purchase Cards

The District allows for school personnel to use purchase cards on cerfain items. All purchases
made with these purchase-cards must be approved by the business office.  Any purchases

disallowed must be paid for with non-federal school funds, or the personal funds of the purchasing
staff member,

D. Full and Open Competition

All procurement transactions must be conducted in 4 manner providing full and open competition
congistent with 2 C.F.R § 200.319. In order to ensure objective contractor performance and
eliminate unfair competitive advantage, contractors that develop or draft specifications,
requirements, statements of work, or invitations for bids or requests for proposals must be excluded

from competing for such procurements. Some of the situations considered to be restrictive of
competition include but are not limited to:

»  Placing unteasonable requirements on firms in order for them to qualify to do business ;

* Requiring unnecessary experience and excessive bonding;

* Noncompetitive pricing practices between firms or between affiliated companies;

* Noncompetitive contracts to consultants that are on retainer contracts;

» Organizational conflicts of interest;

= Specifying only a “brand name” product instead of allowing “an equal” product to be
offered and describing the performance or other relevant requirements of the procurement;
and ‘

= Any arbitrary action in the procurement process.

EDGAR further requires the following to ensure adequate competition.

Geographical Preferences Prohibited
The District must conduct procurements in a manner that prohibits the use of statutorily or

administratively imposed state, local, or tribal geographical preferences in the evaluation of bids
or proposals, except in those cases where applicable federal statutes expressly mandate or
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encourage geographic preference. When contracting for architectural and engineering (A/E)
services, geographic location may be a selection criterion provided its application leaves an

appropriate number of qualified firms, given the nature and size of the project, to compete for the
contract.

Pregualified Lists

The District must ensure that all prequalified lists of persons, firms, or products which are used in
acquiring goods and services ate current and include enough qualified sources to ensure maximum
open and free competition. Also, the District must not preclude potential bidders from qualifying
during the solicitation period. The District must review this list and remove any vendors that no
longer qualify due to poor past performance, or other factors affecting vendor quality,

Solicitation Language

The District must ensure that all solicitations incorporatc a clear and acourate description of the
technical requirements for the material, product, or scrvice to be procured. Such description mmust
not, in competitive procurements, contain features that unduly restrict competition.  The
description may include a statement of the qualitative nature of the material, product or service to
be procured and, when necessary, must set forth those minimum essential characteristics and
standards to which it must conform if it is to satisfy its intended use. Detailed product
specifications should be avoided if at all possible.

When it is impractical or uneconomical to make a clear and accurate description of the technical
requirements, a “brand name or equivalent” description may be used as a means to define the
performance or other salient requirements of procurement. The specific features of the named
brand which must be met by offers must be clearly stated; and identify all requirements which the

offerors must fulfill and all other factors to be used in evaluating bids or proposals. 2 C.F.R §
200.319(c).

E, Federal Procurement System Standards

Avoiding Acquisition of Unnecessary or Duplicative ¥tems

The District must avoid the acquisition of unnecessary or duplicative items. Additionally,
consideration is given to consolidating or breaking out procurements to cbtain a more economical
purchase. And, where appropriate, an analysis must be made of leases versus purchase
alternatives, and another other appropriate analysis to determine the most econonical approach.
These considerations are given as part of the process to determine the allowability of each purchase
made with federal funds. Please see page 8 for written procedures on determining allowability,
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Use of Intergovernmental Agreements

To foster greater economy and efficiency, the District enters into state and local infergovernmental
agreements where appropriate for procurement or use of common or shared goods and services,

Use of Federal Excess and Surplus Property

The District considers the use of federal excess and surplus property in lieu of purchasing new
equipment and property whenever such use is feasible and reduces project costs.

Debarment and Suspension

The District awards contracts only to responsible contractors possessing the ability to petform
successfully under the terms and conditions of a proposed procurcment. Consideration will be

given to such matters as contracter integrity, compliance with public policy, record of past
performance, and financial and technical resources.

The District may not subcontract with or award subgrants to any person or company who is
debarred or suspended. For all contracts of $25,000 or more, the District verifies that the vendor
with whom the District intends to do business with is not excluded or disqualified. 2 C.¥.R. Part
200, Appendix T1(1) and 2 C.F.R. §§ 180.220 and 180.300,

The Business Manager checks the excluded parties list on Sam.gov for any new vendor or any
contract or bid of $25,000 or more,

Maintenance of Procurement Records

The District must maintain records sufficient to detail the history of all procurements, in
accordance with the record retention guidelines set forth by the State of South Dakota. These
records will include, but are not necessarily limited to the following: rationale for the method of
procurement, selection of contract type, contractor selection or rejection, the basis for the contract

price (including a cost or price analysis), and verification that the contractor is not suspended or
debarred.

~ The District has adopted the State of South Dakota Record Retention Guidelines as their record
policies. The guidelines are available on the District website.

Time and Materials Coniracts

The District may use a time and materials type contract only (1) after a determination that no other
contract is suitable; and (2) if the contract includes a ceiling price that the contractor exceeds at its
own risk, Time and materials type contract means a contract whose cost to the District is the sum

of: the actual costs of materials, and direct labor hours charged at fixed hourly rates that reflect
wages, general and administrative expenses, and profit,
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Since this formula generates an open-ended contract price, a time-and-materials contract provides
no positive profit incentive to the confractor for cost control or labor efficiency. Therefore, each
confract must set a ceiling price that the contractor exceeds at its own risk. Further, the District

must assert a high degree of oversight in order to obtain reasonable assurance that the contractor
is using efficient methods and effective cost controls.

Settlements of Issues Arising Out of Procurements

The District alone is responsible, in accordance with good administrative practice and sound
business judgment, for the setflement of all contractual and administrative issues arising out of
procurements. These issues include, but are not limited to, source evaluation, protests, disputes,
and claims. These standards do not relieve the District of any contractual responsibilities under its
contracts. Violations of law will be referred to the local, state, or federal authority having proper
jurisdiction.

Protest Pracedures to Resolve Dispute

The District maintains the following protest procedures to handle and resolve disputes relating to
procurements:

¢ The District provides to all bidders who have submitted a bid in response to a District
request for proposals, a notice when the bid tabulation is posted on the district website.

« Ifuponreceipt of notice of bid tabulation posting, the bidder desires additional information
regarding the decision, the bidder may contact the District’s Director of Fiscal and Support
Services for an informal discussion.

= If still dissatisfied with the decision, the bidder shall within 10 calendar days of receipt of
the notice of bid tabulation posting notify the Director of Fiscal and Support Services in
writing of his or her intent to protest the award decision. This notification must include
the reason why the bidder believed he or she should have been awarded the bid.

» The Director of Fiscal and Support Services shall review the case and, if necessary, refer
the protest to the Board of Education.

= If the protest is referred to the Board of Education, the Board will make a decision on the
written appeal.  All decisions by the Board are final.

The District’s protest procedures are included within all requests for proposals,
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F. Conflict of Interest Requirements

Standards of Conduct

In accordance with 2 CF.R. §200.18(c)(1), the District maintaing the following standards of
conduct covering conflicts of interest and governing the actions of its employees engaged in the
selection, award and administration of contracts,

No employee, officer, or agent may participate in the selection, award, or administration of a
contract supported by a federal award if he or she has a real or apparent conflict of interest. Such
a conflict of interest would arise when the employee, officer, or agent, any member of hig or her
immediate family, his or her business or romantic partner, or an organization which eraploys or is
gbout to employ any of the parties indicated herein, has a financial or other interest in or a tangible
personal benefit from a firm considered for a contract.

Where an employee perceives a conflict exists or is unsure as to whether or not a conflict of interest

exists, the employee should discuss the matter with and receive permission fromm his/her supervisor
and the Business Manager.

The District defines “immediate family” to include a father, stepfather, mother, stepmother,
husband, wife, brothers, sfepbrothers, sisters, stepsisters, sons, stepsons, daughters,
stepdaughters, grandparents, grandchildren, aunts, uncles, all of these in-laws and permanent
members of the employee’s household.

The officers, employees, and agents of the District may neither solicit nor accept gratuities, favors,
or anything of monetary value from contractors or parties to subcontracts, unless the gift is an
unsolicited item of nominal value. Any cmployee receiving a gift from a vendor, contractor, or
supplier with an estimated value in excess of $50 shall report such gift fo the Business Manager,

Disciplinary Actions

Any violation of the District’s conflict of interest policy will result in a conference review by
appropriate District officials who will determine the required disciplinary action up to and
including texmination. Violations are also subject to prosecution by the States Attorney.

Mandatory Disclosure

Upon discovery of any potential conflict, the District will disclose in writing the potential conflict

to the federal awarding agency, ot the State, in accordance with applicable federal awarding agency
policy.

G. Confract Administration

The District maintains the following oversights to ensure that contractors perform in accordance
with the terms, conditions, and specifications of their contracts or purchase orders.
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Once a school submits a requisition and a vendor is selected, the District issues a purchase order
to the vendor. In the case of goods, supplies, or other materials, the vendor will make delivery to
a District receiving point. The Purchasing Specialist will review the delivered materials to
ensure the correct quantity and quality of materials are delivered in accordance with the terms of
the purchase order. The District will only pay for the maferials received. If there ate apy
discrepancies between what was called for in the purchase order and what the vendor delivered,
the District will contact the vendor to rectify the discrepancy. Tinal payment is npever
submitted without confirmation of adequate delivery, For a contract for setvices, the claim for

payment must include an atfestation by the service provider that the required services were
provided.

Invoices for payment are handled by the business office. Invoices are compared to the purchase

order and warchouse receiving record. Once delivery is confirmed as appropriate under the
© purchase order, the District will issue payment to the vendor.

ITi. Property Management Systems

To ensute compliance with statute and provide a reasonable measure of control whereby district

assets are properly safeguarded, an inventory control system shall be implemented with the
following guidelines:

A, Property Classifications and Responsibility

Assets will congist of five classifications as follows:

1. Land: a capiial asset account which reflects the acquisition value of land and land rights
owned by a school district, If land is purchased, this account includes the purchase price
and costs such. as legal fees, filling and excavation costs, and other associated improvement
costs which are incurred to put the land in condition for its intended use. If land is acquired
by gift, the account reflects its appraised value at time of acquisition,

2. Buildings: a capital asset account which reflects the acquisition value of permanent
structures owned by the school district. If buildings are purchased or constructed, this
account includes the purchase or coniract price of all permanent buildings and fixtures
attached to and forming a permanent part of such buildings. i buildings are acquired by
gift, the account reflects their appraised value at time of acquisition.
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3. Improvements other than buildings: a capital asset account which reflects the acquisition
value of permanent improvements, other than buildings, which add value to land. The
Improvements Other than Buildings also include Infrastructure assets which are tangible
property that is normally both stationary in nature and can be preserved for significantly
greater number of years than other types of tangible properly. Examples of such
improvements are fences, retaining walls, sidewalks, pavements, guiters, tunnels, roads and
bridges. If the improvements. are purchased or constructed, this account contains the

purchase or confract price. If improvements are obtained by gift, it reflects the appraised
value at time of acquisition.

4. Construction in progtess: the cost of construction worl undertaken but not yet completed.
5. Equipment.

For the purpose of inventory policy, the definition of equipment as presented in the South Dakota
School Accounting Manual will be used.
A. Eguipment is a material unit which meets the following conditions:
1. Retains its original shape and appearance with use.
2. Is nonexpendable, that is, if the article is damaged or some of its parts are lost or worn,
it is usually more feasible to repair it rather than replace it with an entirely new unit.
3. Represents an investment of money which makes it advisable to capitalize the item,
4. Does not lose its identity through incorporation into a different or morc complex unit
ot substance.

B. While the above may be used as a guideline in determining whether an item is equipment,
all tangible personal property (including information technology systems) having a useful
life of more than one year and a per-unit acquisition cost which equals or exceeds $5,000
is considered equipment, New items will be recorded at cost; however, for items already
on inventory estimated current value will be used.

Proper asset accounting dictates stewardship for a particular group of assets be assigned to an
individual. The first four classifications will be accounted for by the Director of Fiscal & Support
Services, Individuals responsible for equipment & supplies are as follows:

» Schools - Respective Principal

»  Warehouse - Manager of Student Transportation/Warehouse

» Custodian & Maintenance - Buildings and Grounds Manager

e Resource Center - Assistant Superintendent of BEducational Services

» Cafeteria - Student Nutrition Manager

e Rapid City Education Center - Accounting Manager.

A sixth category of property is supplies. Supplies means all tangible personal property not meeting
the definition of equipment. Supplies would include computing devices if the acquisition cost is
less than §1,000,



B. Inventory Receipt Procedure

All property purchased by the District is reccived at a District receiving point, regardless of
its ultimate destination. Upon receipt of any itern, District staff (1) inspects the property to make
sure it is in good condition; and (2) reviews the purchase order and invoice to ensure they
accurately describe the received property.

Once this review is complete, if {he item is equipment costing $1,000 or more, the District staff
puts an asset tag on the equipment.

Once the item is tagged, the District staff enters the tag number, and the asset information into
SUL '

The business office enters the following information into the Fixed Assets Inventory Record:

e Brief description;

e Classification code;

= Serial number, if applicable;

» The location {such as building), use and condition of the propetty;
= Vendor;

o Acquisition date and cost;

o Purchase order number;

e Account number;

= Funding source (including the Federal Award ID Number);

C. Maintenance

In accordance with 2 C.F.R.313(d)(4), the District maintaing adequate maintenance procedures to
ensure that property is kept in good condition. The District’s maintenance procedures for damaged
or malfunctioning property vary depending on the nature of the itern. If the item is a computing
device, the responsible persoanel must contact the District’s Office of the Director of Information
and Technology. If the ifem is a non-computing device piece of equipment, the responsible
personnel must submit a work order for maintenance. In the event an item cannot be fixed, the
District follows its disposal policies below,
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D. Physical Inventory

South Dakota Codified Law 5-24-1 requires that an inventory be taken annually of all personal
property of the district with an acquisition value as stated in SD Administration Rule 10:02:01:01.
($5,000.00 as of January 2000).

BE. Lost or Stolen Items

The District maintains a control system that ensures adequate safeguards are in place to prevent
loss, damage, or theft of the property. High School students may remove any personal computing
device from school premises which has been assigned to them. District employees may remove
a computing device which has been assigned to the employee from District premises, However,

the use of the District’s computing devices, e-mail system, and internet access is limited to
District-related purposes.

All employees of the District are responsible for the proper accounting of all property used by
them either in the course of regular instruction of classes or in any other situation where the District
is responsible or where any activity is conducted in the name of the District. Employees are
responsible for reporting damage, loss or theft of any type of equipment or computing device to
the building principal. The principal shall report to the administrator of buildings and grounds,
who has been delegated responsibility for matters relative to the care and safeguarding of all school
property. If appropriate, the responsible individual shall contact the appropriate police department
to conduct an investigation info any damage, loss or theft of any equipment or computing device.
The police report and any documentation resulting from the investigation are maintained.

F. Use of Equipment

Equipment must be used in the program or project for which it was acquired as long as nesded,
whether or not the project or program continues to be supported by the federal award, and the

Disttict will not encumber the property without prior approval of the federal awarding agency and
the pass-through entity.

During the time equipment is used on the project or program for which it was acquired, the
equipment will also be made available for use on other projects or programs currently or previously
supported by the federal government, provided that such use will not interfere with the work on
the projects or program for which it was originaily acquired. First preference for other use must
be given to other programs or projects supported by the federal awarding agency that financed the
equipment. Second preference is given to programs or projects under foderal awards from other
federal awarding agencies. Use for non-federally funded programs or projects is also perimissible.
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G. Disposal of Surplus Property

District personnel use the following procedures to identify and dispose of surplus property:

1. Property to be declared surplus is identified by building staff. Those assets will be reviewed
by the building administrator and approved to be added to a building surplus property list.

2. The Duildings and Grounds Director and Business Manager examines the invenfory
provided on the surplus propetty list and determines if items will be declaced as surplus
property or utilized in another building.

3. The Buildings and Grounds Director will submit the surplus propetty list to the

Superintendent, the Superintendent will create an agenda item to be approved by Huron
Board of Education.

4. Approved surplus property will be disposed of in the manner most beneficial to the School
District and in accordance with all South Dakota Codified Laws.

If the item has a current FMV of $5,000 or less, it may be retained, sold, or otherwise disposed of
with no further obligation to the federal awarding agency. If the item has a current FMV of more

than $5,000, the federal awarding agency is entitled to the federal share of the current market value
or sales proceeds.

When considering an infer-governmental transfer of equipment that is no longer needed for the
original program or project, the District will make the equipment available in the following order
of priority: (1) activities under a federal award from the federal awarding agency which funded the

original program or project; then (2) activities under federal awards from other federal awarding
agencies.

IV. Time and Effort Policies

A. Time and Effort Standards

Federal grants management rules require all employees who are paid in full or in part with federal
funds to keep specific documents to demonstrate the amount of time they spent on grant activities.
This includes an employee whose salary is paid with state or local funds but is used to mest a
required “match” in a federal program. These documents, known as time and effort records, are
maintained in order to charge the costs of personnel compensation to federal grants.

Charges to federal awards for salaries and wages must be based on records that accurately reflect
the work performed. These records trust:

» Be supported by a system of internal controls which provides reasonable assurance that the
charges are accurate, allowable, and properly allocated;

o Beincorporated into official records;
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° Reasonably reflect total activity for which the employee is compensated, not exceeding
100% of compensated activities;

 Encompass both federally assisted and all other activities compensated by the District on
an integrated basis;

*  Comply with the established accounting policies and practices of the District and

°  Support the distribution of the employee’s salary or wages among specific activities or
costs objectives.

B. Time and Effort Documentation

District Employees that are working on a single federal program cost objective are required to
complete a Semi-Annual Certification. Semi-Annual Certifications must be completed at least
every six months.

A cost objective means a program, function, activity, award, organizational subdivision, contract,
or work unit for which cost data are desired and for which provision is made to accumulate and
measure the cost of processes, products, jobs, capital projects, etc. A cost objective may be a major

function of the non-federal entity, a particular service or project, a federal award, or an indirect
cost activity.

U.S. Department of Education guidance has stated that it is possible to work on a single cost
objective even if an employes works on more than one federal award or on a federal award and a
non-federal award. The key to determining whether an employee is working on a single cost
objective i3 whethet the employee’s salary and wages can be supported in fidl from each of the
federal awards on which the employee is working, or from the federal award alone if the
employee’s salary is also paid with non-federal funds.

District Employees that are working on multiple federal program cost objectives are required to
complete the Personnel Activity Report (PAR). Unless the work petformed by the employee
meets the circumstances described by the U.8. Department of Education guidance, multiple cost
objectives means more than one federal award, a federal award and non-federal award;
specific earmarking (set-asides) or matching requirements within on federal award; an indirect
cost activity and a direct cost activity; two or more indirect activities which are allocated using
different allocation bases; or an unallowable activity and a direct or indirect cost activity.

Bxamples of both the PAR and semi-annual certification can be found at Appendix B, Any

questions regarding the docutnentation should be directed to the Federal Programs Directors or the
Business Manager.
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C. Schoolwide Programs

An employee working solely on a schoolwide program can complete a semi-annual certification,
while an employee working on the schoolwide program and another activity (such as a state
program or another non-Title I federal program) must complete a PAR.

D. Time and Effort Procedures

The Federal Programs Adminisirative Assistants maintain lists of which employees were paid
with fedcral funds ot whose salary is used to meet a matching requirement and whether they are
required to complete a semi-annual certification or a PAR.

On the final day of each reporting period, the Federal Programs Administrative Assistants
generate and send the appropriate certification fo each employee funded with federal funds or
whose salary 1s used to meet a matching requirement. The certification’s distribution of time is
pre-populated based on the employee’s contract. It is the responsibility of the employee to
review the certification to ensure that the distribution of time is accuratc. If any corrections are
required, the employee will note the correct distribution of time on the certification. Once the
employee has reviewed the certification and made any necessary corrections, the employee signs
the certification and provides it to a supervisor with firsthand knowledge of the activity
performed by the employee for the supervisor’s review and signature. The supervisor then

provides the signed certification to the program secretary, who maintains it in the appropriate
file.

E. Reconciliation and Closeout Procedures

It is critical for payroll charges to match the actual distribution of time recorded on the certification
documents. Budget estimates or other distribution percentages determined before the services are
performed do not qualify as support for charges to federal awards, but may be used for interim

accounting purposes provided that the system for establishing the estimates produces reasonable
approximations of the activity actually performed.

As monthly claims are submitted by the business office for reimbursement, expenses are
reconciled to federal award budget.
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F. Emplovee Exits

If an employee leaves the District before the completion of the reporting period, the employee
signs the certification at his or her exit interview. In the event that an employee does not sign the
certification, a supervisor with firsthand knowledge of the etaployee’s activity reviews and signs
the certification.

V. Record Keeping

A. Record Retention

The District maintaing all records that fully show (1) the amount of funds under the grant or
subgrant; (2) how the subgrantee uses those funds; (3} the total cost of each project; (4) the share
of the total cost of cach project provided from other sources; (5) other records to facilitate an
effective audit; and (6) other records to show compliance with federal program requirements. 34

CER. §§ 76.730-731 and §§ 75.730-731. The District also maintains records of significant

project experiences and results. 34 CFR. § 75.732. These records and accounts must be retained
and made available for programmatic or financial audit.

The U.S. Department of Education is authorized to recover any federal funds misspent within 5
years before the receipt of a program determination letter. 34 C.F.R, § 81.31(c). Consequently,
the District retain records for & minimum of five (5) years from the date on which the final
Financial Status Report is submitted, unless otherwise notified in writing to extend the retention
period by the awarding agency, cognizant agency for audit, oversight agency for audit, or
cognizant agency for indirect costs. However, if any litigation, claim, or audit is started before the
expiration of the record retention petiod, the records will be retained until all litigation, claims, or
andit findings involving the records have been resolved and final action taken. 2 C.F.R. § 200.333.

B. Collection and Transmission of Records

All records are maintained in SUI with appropriate safeguards and periodic quality checks.
Some documentation is also maintained in hard copy. The District takes all

reasonable precautions to protect personally identifiable information, in accordance with State law.

C. Access to Records

The District provides the awarding agency, Inspectors General, the Comptroller General of the
United States, and the pass-through entity, or any of their authorized representatives the right of
access to any documents, papers, or other records of the District which are pertinent to the federa]



award, in order to make audits, examinations, excerpts, and transcripts. The right also includes

timely and reasonable access to the District's personnel for the purpose of interview and discussion
related to such documents.

D. Privacy

The District follows State law and guidelines regarding personuel information and takes all
reasonable precautions to protect personally identifiable information. The District also ensure that

all education records containing personally identifiable information is protected from unauthorized
disclosures per federal law at 34 C.F.R. Patt 99,

VI Audit and Monitoring

The District will ensure fiifl cooperation on all audits and monitoring visits by the State and federal
awarding agencies, as well as the mandatory annual single audit, The District will ensure that ali

andit or monitoring findings arc followed up with corrective actions, in accordance with State and
federal requirements.
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APPENDIX A

Frequently Asked Allowability Questions

A. May we use Federal funds to award incentives to students (i.e., pizza parties to award

attendance)?

Federal funds used to award incentives to students are generally unallowable. The District
will only reimburse schools for such costs in limited circumstances. First, the District may
reimburse schools if student incentives are approved by an authorizing statute. In such
cases, the school must still demonstrate that the costs were necessary (i.e. for a valid
programmatic purpose such as academic performance or attendance) and reasonable.

Second, where such costs are not approved by an authorizing statute, the District will only
reimburse a school where the incentives are for a valid programmatic purpose and of
nominal value. To determine whether a cost is of nominal value, the District looks at the

entire cost of the incentive. For example, a $10 gift card may be of nominal value, but not
where a $10 gift card 1s awarded to 50 students.

. May we use Title I, Part A and Title VI Federal funds under the Elementary and
Secondary Education Act to transport eligible students to school?

A school may not use Title T, Part A and Title VI funds to transport students to school as it
is unlikely that the U.S. Department of Education would consider these funds to be
necessary for the administration of the grants. Further, the use of Title VI funds to provide
transportation raises supplement, not supplant concerns.

. May Perkins IV funds be used to support student transportation to, and lodging and

meals at, technical skill competitions as part of national career and technical student
organization (CTSO) conventions?

The U.S. Department of Education has stated that Perkins funds may not be used to support
such costs, except in certain limited circumstances as described in the last paragraph of this
answer. The Department’s long-standing interpretation regarding the types of CTSO costs
that may be paid from federal grant funds is that Perkins funds used for the support of
CTSOs may not be used for lodging, feeding, conveying, or furnishing transportation to
conventions or other forms of social assemblage. See 34 CFR 403.71(c)(3), originally
implementing Perkins II.

Perkins funds may be used for these types of direct assistance if the costs are (1) related to
a CTSO that is an integral part of the curriculum, and (2) part of a larger program to serve
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special populations or nontraditional students, as discussed below. See Appendix A—
Analysis of Comments and Changes at 57 FR 306825-36826 (August 14, 1992). For
example, in these limited circumstances as discussed further below, an eligible recipient
could use Perkins IV funds for transportation to, and lodging and reals at, a technical skills

competition at a national CTSO convention for students who are members of special
populations.

. For Staft that complete a PAR monthly, do they need to sign a PAR for June and July

even though they are not working those months, since they get paid 12months a year.

There would be pay for them coming out of Title T ox IDEA, etc during the saxumer,
but there aren’t any working days.

Employees do not need to keep PARs for months when they did not work, However, if
they did any work at all, they will need to keep a PAR.

Even though they are being paid in a month they are not working, PARs are not required.
The annual allocation among the various funding sources would be based on the period
that the employee was working and maintaining time and effort records. This would be
done by distributing charges over the period when the employee is not working in the same
proportion as wetre allocated throughout the period that the employee was working based

on actual tithe and effort records that were already completed. (Steven Spillan, Brustein &
Manasevit, PLLC)

Can we make a purchase of multi-year (3 to 5 yr) licenses of a professional learning
program out of Title 1A and make payment in full now and charge the entire amount

to the current year grant. We can not find any guidance regarding multi-year
purchases from Title IL

It all really comes down to whether or not the up front in-full payment is optional or not.
In many cases with purchases like this, the contract actually goes for a year or other initial
period, with options to renew for later periods. If that is how this contract is set up, then
you would have to wait until this renewal periods to pay the additional amouats, since those
costs would not obligate until the renewal kicked in.

If, however, the contract requires you to pay up front for a 3 year period, you might have
some leeway. 2 CFR 200.318(d) specifically says, “where appropriate, an analysis will be
made or lease versus purchase alternatives, and any other appropriate analysis to determine
the most economical approach.” If the vendor is offering a discount of some other perks
that make it more beneficial to pay it all up front, then it would be allowable as long as you
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have the proper internal controls in place to ensute that the software is used in accordance -

with the contract for the entire period. Otherwise, it would be considered poor management
to pay up front for a multi-year contract. (Steven Spillan, Brustein & Manasevit, PLLC)

. In Title ITA we have carryover of equitable services money from last year. The state
DOE has advised us to allocate the carryover to the specific private schools that did
not spend all their budget last year. We can do that except for one school, which chose
not to participate at all this year. What do we do with their carryover? Do we aliocate
to the other private schools based upen this year’s percentages? Or Iast years
percentages? Some other method? (In reality, that school did not participate at all
last year, even though they said they would. That really would have changed the PP
allocation to both public and private.) The state said they don’t know what we are
supposed o do with that. Any guidance you can give on this?

In regards to equitable services, there is some guidance on this. However, before we get to
that, I want to be clear on a few points. First, you are not technically allocating any funds
to private schools. The proportionate share ig allocated for you to provide services to these
schools, as opposed to simply providing those schools with the funding, Second, ESSA
generally only allows carryover of the proportionate share if there are “extenuating

circumstances.” However, assuming the State has determined such circumstances exist,
there is some federal guidance.

1n 2009, ED published equitable services gnidance that talked about his. Although this was
published under NCLB, the recent ESSA guidance on equitable services seems to indicate
that this 2009 guidance is mostly still applicable. Under that guidance, ED said, in general,
if an LEA provided equitable services for private school students in and given year, any
catryover funds for setvices to private school students would be considered additional
funds for that program for public and private school students in the subsequent year. Those
funds then would be used, along with any other carryover funds, for both public and private
schools students on an equitable basis, This situation might occur, for example, if private
school students and teachers did not fully participate in the ESEA program (e.g., private
school teachers opted out of a proposed professional development activity), even though
an equitable program was planned and offered for those students and teachers.

Based on this guidance, the portion of funds slated for the school that is choosing not to
participate would go back into your general Title ITA pot, which would then be divided

between private and public based on the new proportionate share calculation. (Steven
Spillan, Brustein & Manasevit, PLLC)
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APPENDIX B

Time and Effort Certifications
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PERSONNEL ACTIVITY REPORT

Name of Organization: Huron School District 2-2

Employee's Name:

Time Period &;

ot Distribution
Cost Objectives . of Time
Total

I certify that to the best of my knowledge that this is an after-the-fact determination of my actual
activities for this time period.

Emﬁloyee’s Signature: Date:
Supervisor's Signature @: Date: -
Grant Administrator’s Signature: ' _ Date;

@Reports must be prepared at least monthly for employees working on multiple cost objectives
and must coincide with one or more pay periods.

@ Supervisory official having first hand knowledge of the activity performed by employee,
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SEME ANNUAL CERTIFICATION

Name of Organization: Huron School District 2-2

Employee's Name:
Time Pexiod (:

" Distribution
Cpst Objective of Time
{Total | I

I cettify that to the best of my knowledge that this is an after-the-fact determination of my actual
activities for this time peried.

Employce's Signaturé: Date:
Supervisor's Signature @ Date:
Grant Administrator’s Signature: Date:

“Bmployees working on a single cost objective are required to prepare semi-anmual (every six
months or semester) reports.

@ Supervisory official having first hand knowledge of the activity performed by employes.
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APPENDIX C

Federal Grants Management Resources

The following documents contain relevant grants management requirements. Staff should be
familiar with these materials and consult them when making decisions related to the federal grant.

» Education Department General Administrative Regulations (EDGAR)
o http://www2.ed.gov/policy/fund/reg/edgarReg/edgar. html

» Uniform Administrative Requirements, Cost Principles and Audit Requirements for
Federal Awards (2 CFR Part 200)

e http://www.eclr.cov/cei-bin/text-
idx?SID=ccccf77e01c9e6d4b3a377815f411704&node=pt2.1.200&ren=div5

» USDE’s Uniform Administrative Requirements, Cost Principles and Audit Requirements
for Federal Awards (2 CFR Part 3474)

o  http://www.ecfr.gov/cgi-bin/text-
idx?SID=ccccf77e01c9e6d4b3a3 778154 11704 &tpl=/ecfrbrowse/Title02/2¢fr347

» State regulations, rules, and policies

= South Dakota Legislative Research Council Codified Laws
http://sdlegislature.gov/statutes/Codified Laws/

» District regulations, rules, and policies
http://public.rcas.org/administration/SoS/RCASPolicies/Pages/Policies.aspx

» Organizational Chart
»  Appendix D
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APPENDIX D

Organizational Chart
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S5CHOOL DISTRICT

Purchasing Procedures

DEFINITIONS:
Supplies - any property, including equipment, materials, and printing.

Services - furnishing of labor, time, or effort by a contractor not involving the delivery of a specific end
product other than reports which are merely incidental to the required performance.

Public Improvement - the process of building, altering, repairing, improving, or demolishing any structure,
building, or other improvements of any kind to real property owned by the District.

GENERAL RULES:
Unless otherwise authorized by law, each contract for supplies, services, and construction shall be awarded by
one of the following methods:

I. Purchases for less than $25;000 m for supplies or services;

2. Contract for public improvement for less than $100,000;

3. Competitive sealed bids for supplies or services having a purchase price of $25:000 §50000 or more,
and for contracts for public improvement exceeding of $100,000 or more;

4. Competitive sealed proposals for supplies or services having a purchase price of $25:000 §505000 or
more, and for contracts for public improvement of $100,000 or more;

5. Sole source procurement;

6. Emergency procurement.

The Business Manager will serve as the purchasing agent. The Business Manager will develop and administer
the purchasing program for the schools with the assistance of the Superintendent within the legal requirements
and the adopted school budget.

All materials to be ordered by the school district staff must be requisitioned through the Principal or
department head, and the Business Manager for processing by the business office. Principals and department
heads will examine carefully all requisitions submitted by teachers, custodians and other employees for
supplies, equipment and services and are responsible for verifying that items requested are needed before
signing the requisition and sending it to the Business Manager.

All requisitions must include the name and address of the supplier as well as the purchase price.

School purchases will be made only on official purchase orders approved for issuance by the appropriate unit
head and signed by the Business Manager, with such exceptions as may be made by the latter for emergency
purchases and those made with petty cash funds.

02/22



Q@“k “c“f.ﬁ‘, Huron SChOOl DiStl’iCt #2'2 Code: DL

a

SCHOOL DISTRICT

Purchasing Procedures

RESPEC,
Ty yo?

Policies and Regulations

The business office will maintain a central record system for the purpose of combining orders, avoiding
duplication of purchases, taking full advantage of lowered prices for bulk purchasing, to follow up on delayed
orders of delivery and to reconcile deliveries to orders before payment is made. This delivery control will be
applied to all purchases, regardless of point of delivery.

If any person orders materials without going through the Business Manager’s office, the person ordering the
materials will be individually responsible for the payment of the materials.

I. PURCHASES OF SUPPLIES OR SERVICES FOR LESS THAN $25.000 5505000
If the District intends to purchase services or supplies, the total of which is less than $25;000 §50,000
neither competitive sealed bids nor competitive sealed proposals are required.

2. CONTRACT FOR PUBLIC IMPROVEMENT FOR LESS THAN $100,000
If the District intends to contract for a public improvement, the total of which is less than $100,000,
neither competitive sealed bids nor competitive sealed proposals are required.

3. COMPETITIVE SEALED BIDS
Contracts shall be awarded by utilizing the competitive sealed bid process except as otherwise provided in
law (i.e., competitive sealed proposals, sole source procurements, emergency procurements, and
procurements exempt from the bid process). The procedures for using competitive sealed bids are set forth
in SDCL 5-18A-5.

4. COMPETITIVE SEALED PROPOSALS
A contract may be entered into by competitive sealed proposals if the Board determines in writing that the
use of the competitive sealed bids is either not practicable or not advantageous. The procedures for using
competitive sealed proposals are set forth in SDCL 5—18A-7.

5. SOLE SOURCE PROCUREMENT
A contract may be awarded for supplies or services without competition if the Board determines in writing
that the supplies or services are of such a unique nature that the contractor selected is clearly and
justifiably the only practicable source to provide the supplies or services. The determination that the
contractor selected is justifiably the sole source shall be based on either the uniqueness of the supplies or
services or the sole availability at the location required. In such cases, the Board shall conduct
negotiations, including price, delivery, and quantity to obtain the most advantageous price and shall
include the written verification of the sole source in the contract file. This provision does not apply to
construction services or construction equipment.

The District shall maintain a record listing each contract made under sole source procurement for a
minimum of five years. The record shall contain:

« Each contractor's name;

e The amount and type of each contract; and

« A listing of the supplies and services procured under each contract.

6. EMERGENCY PROCUREMENT
The Board may make or authorize others to make an emergency procurement without advertising the
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procurement if rentals are not practicable and there exists a threat to public health, welfare, or safety or for
other urgent and compelling reasons. Failure to abide with the bid provisions in a timely manner as
required by law is not an emergency. An emergency procurement shall be made with such competition as
is practicable under the circumstances. A written determination of the basis for the emergency and for the
selection of the particular contractor shall be included in the contract file,

The District shall maintain a record listing each contract made under emergency procurement for a
minimum of five years. The record shall contain:

¢ Each contractor's name;

e The amount and type of each contract; and

« A listing of the supplies, services, and public improvements procured under each contract.

All contracts must be approved by the Board in order to be binding on the school district. Each contract shall
be in writing, shall have the printed name of any individual signing the contract, and shall be signed on behalf
of the School District by an authorized official. Failure to comply with the requirement for a printed name
does not void the terms or purpose of the contract.
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