The

Procurement Procedures

Effective:
4-1-26



I. PURPOSE

The purpose of this policy is to establish uniform procurement procedures for Palmetto School to ensure:

e Open and free competition

e Ethical and transparent purchasing

e Responsible stewardship of public funds

e Compliance with federal and state regulations

e Proper documentation and audit readiness
This policy applies to all purchases, including but not limited to:

e Food and nutrition services
e Instructional materials

e Technology

e Professional services

e Facilities and maintenance
e Equipment and supplies

e (Construction

e (Grant-funded purchases

II. AUTHORITY

This policy is adopted pursuant to:

e South Carolina Consolidated Procurement Code
e Palmetto School Procurement Procedures Manual (Effective July 1, 2025)

e 2 CFR 200.318-327 (Federal Procurement Standards)



e 7 CFR 210.21 (Child Nutrition Procurement)

e Terms and conditions of federal and state grants

The School shall apply the most restrictive procurement policy unless directed to use another procurement
policy by grantor.

III. CODE OF CONDUCT

Palmetto School maintains written ethical standards governing employees engaged in procurement.

A. Conflict of Interest

No employee, officer, or agent shall participate in procurement if a real or apparent conflict of interest
exists.

A conflict exists when:

e The employee or immediate family member has a financial interest in a vendor
e The employee may benefit directly or indirectly from the award

e The employee is negotiating employment with a vendor

All conflicts must be disclosed in writing.

B. Gratuities

Employees shall not solicit or accept gifts:,except those of de minimis value, favors, entertainment, or
monetary compensation from vendors or contractors. Donations for classroom will not be deemed gift to
palmetto school employees

Donations and Sponsorships
The School may accept donations, sponsorships, or contributions from vendors or community
partners provided that:

e The donation is not tied to any procurement decision
e The donation does not influence or appear to influence purchasing

e The donation is approved by administration



e The donation is documented and transparent

e The donation benefits the school or staff broadly, not an individual employee

Employees may not accept personal gifts from vendors, but the School may accept items for teacher
appreciation, student activities, or school-wide events when aligned with these guidelines.

C. Disciplinary Action

Violations may result in disciplinary action up to and including termination and referral under applicable
ethics laws.

IV. PROCUREMENT METHODS

Procurement methods shall be determined by the aggregate dollar amount of the purchase, including
renewals and extensions. Micro-purchasing and fragmenting are not allowed to avoid purchasing
thresholds

A. Micro-Purchase
Up to $10,000, unless a lower threshold applies under state law.
Requirements:

e No competitive quotes required

e Price must be determined fair and reasonable

e Purchases distributed equitably among qualified vendors
e Documentation maintained

e Purchase Order required

B. Small Purchase (Informal Procurement)
Over $10,000 up to $250,000, unless state law requires formal procurement at a lower threshold.
Requirements:

e Obtain quotes from an adequate number of qualified vendors (minimum of three recommended)



Award to responsive and responsible vendor offering lowest price or best value

Documentation retained in procurement file

C. Formal Procurement (IFB or RFP)

Required when aggregate value exceeds $250,000, or lower if required by state law.

1. Invitation for Bid (IFB)

Used when specifications are clear and price is the primary factor.

Requirements:

Public advertisement (SCBO when required)
Sealed bids

Public bid opening

Award to lowest responsive and responsible bidder

Notice of Intent to Award when applicable

2. Request for Proposal (RFP)

Used when:

Factors other than price must be evaluated

e Professional or complex services are procured
Requirements:

e Written RFP

e Public advertisement

Written evaluation criteria
Selection Advisory Committee
Scoring documentation

Award to most advantageous proposal



D. Sole Source Procurement

Permitted only when:

Item available from a single source
Compeatibility requirements exist
Unique or one-of-a-kind item

Competition determined inadequate

Requirements:

Written sole source justification
School board approval required
Public notice in SCBO if required

Documentation retained

E. Emergency Procurement

Permitted when:

Threat to public health or safety

e Threat to property

e Severe operational disruption
Requirements:

e Declared by Executive Director or designee

V. FEDERAL PROCUREMENT STANDARDS

Competition sought to the extent practicable
Written emergency justification

Documentation retained



When federal funds are used, Palmetto School shall comply with 2 CFR 200.318-327.
Requirements include:

e Full and open competition

e No geographic preference (except where federally allowed)

e No brand restrictions unless “brand or equal”

e Decbarment and suspension verification

e Cost/price analysis for procurements exceeding the Simplified Acquisition Threshold

e Inclusion of required federal contract clauses

State exemptions shall not override federal procurement requirements.

VI. CONTRACT PROVISIONS (Federal Funds)

All federally funded contracts shall include applicable provisions required under 2 CFR 200 Appendix II.

VII. CONTRACT ADMINISTRATION AND OVERSIGHT

The Executive Director or designee shall ensure:

e Contractors perform according to contract terms
e Deliverables meet specifications

e Invoices match contract pricing

e Vendor performance is monitored

e Non-compliance is documented

e Corrective action is taken when necessary

Oversight documentation shall be retained.

VIII. RECORD RETENTION



Procurement records shall include:

e Rationale for procurement method
e Contractor selection or rejection

e Basis for contract price

e Copies of solicitations and contracts

e Monitoring documentation
Retention:

e Minimum three (3) years after final payment

e Longer when federal funds are involved or audits are pending

IX. CHILD NUTRITION PROCUREMENT & BUY AMERICAN

When USDA Child Nutrition funds are used, the School shall comply with:

e 7CFR210.21

e 2 CFR 200.318-327

e USDA guidance

e South Carolina Department of Education guidance
A. Procurement Methods

Child Nutrition purchases shall follow:

e Micro-purchase (< $10,000)
e Small purchase (< $250,000)
e Formal procurement (> $250,000)

B. Buy American Requirement

The School shall purchase domestic commodities and products to the maximum extent practicable.



Exceptions are permitted only when:

1. Product is not reasonably available domestically; or

2. U.S. product cost is significantly higher.

All exceptions must be documented and retained.

C. Oversight Responsibility

The School retains full responsibility for compliance, including when contracting with Food Service
Management Companies.

X. BOARD REVIEW AND APPROVAL

This Procurement Policy shall:

e Bereviewed annually
e Be approved by the Governing Board

e Be updated as necessary
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