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Definitions

“Best value” means the expected outcome of an acquisition that, in the school’s
estimation, provides the greatest overall benefit in response to the requirement.

“Cash on Delivery” (COD) is a type of transaction in which the recipient makes payment
for a good at the time of delivery.

“Net 30", a specific type of trade credit where the payment is due in full 30 calendar
days after the item is purchased.

“Request for Quotation” (RFQ) is a method of soliciting offers from suppliers for
customer’s requirements for suppliers or services that fit within the dollar amount for
supplies or services >$9,999.99. This is used when the aggregate amount involved in
any one transaction is relatively small.

Request for Information (RFI) is primarily used to gather information to help decide on
what steps to take next.

Request for Proposal (RFP) is a solicitation used in negotiated acquisition to
communicate school requirements to prospective contractors and to solicit proposals.
At a minimum, solicitations shall describe the schools’ requirement, anticipated terms
and conditions that will apply to the contract, information required in the offeror’s
proposal, and (for competitive acquisitions) the criteria that will be used to evaluate
the proposal and their relative importance.

Division of Procurement Service website: https://procurement.sc.gov/
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INTRODUCTION

These guidelines provide basic information to assist and inform employees of East Point
Academy about the procurement process. These guidelines are not to be considered all
inclusive. You are encouraged to seek assistance from the Finance Office. If you have specific
questions concerning procurement, consult the Finance Office or the Leadership Team.

Only specifically authorized personnel of East Point Academy may commit East Point Academy
to a purchasing liability. Contracts and agreements of any nature that commit East Point
Academy to a purchasing liability must be signed by the Head of School or the Deputy Head of
School.

The Finance Office is available to assist with procurement needs involving the most
appropriate selection and at the most advantageous price. The Finance Office will aid and
advise with purchases. The Finance Office is not responsible for determining either the
quality or quantity of items to be procured except in an advisory capacity. The Finance Office is
available to assist in the selection of vendors and navigating the procurement process.

It is the responsibility of authorized East Point Academy personnel to negotiate to the best
interest with regards to pricing and terms under which purchases are made.

APPROVAL AUTHORITY

e The Finance Office Manager can authorize Credit Card purchases < or = $250.00 (split
purchases are not authorized).

e The Elementary Assistant Principal - Ms. Luna Page approves all purchases over
$250.01 and <or = $2,500.00

e The Head of School/Deputy Head of School must approve any purchases over
$2,500.00 and < or = $10,000.00.

PROCESS

e No purchases will be authorized without the appropriate (Grants or General
Fund) completed and signed purchases request (PR), when practical PR will be
completed 30 days prior to the needed purchase date.

o PR must include quantity, vendor, unit cost and total cost.

e All purchase request(s) must be routed and signed by the appropriate member(s) of

the Leadership Team.

Page 3 of 8



Cont. PROCUREMENT GUIDELINES AND PROCEDURES

e All Grant purchases must be submitted with the necessary justification as written into
the approved Grant budget.

e Requests for Quotes (RFQ’s) need to be valid for no less than 30 days from the date of
the quote.

e Any purchase between $2,500.00 to $9,999.99, prior to purchase, must be checked on
the division of procurement service to see if it is a state approved vendor.

e All Purchase request(s) must include payment methods: COD, Terms (Net 30, etc.),
Credit Card or Check. (If paying by check, purchase request must include completed
“Check Request” form).

e All completed Purchase Request must be returned to the Finance Office. A completed
Purchase Request will include, invoice, proof of payment and bill of lading.

e The Head of School/Deputy Head of School reserves the right to change vendors due to
performance, price, or any other reason as deemed appropriate and necessary.

SUPERVISORS/APPROVING RESPONSIBILITIES

Supervisors or other persons assigned the responsibility of reviewing Cardholder transactions
(reviewer) must have a thorough knowledge of the job responsibilities of the Cardholders
under his/her supervision to determine if purchases are reasonable and proper.

Supervisor Responsibilities also Include:
1. Maintain knowledge of the credit card policy and internal procedures on use of the
school credit card.
2. Monitor transactions and card activity to ensure that all purchases are legitimate.
3. Review all documentation to ensure:
a. Invoices/receipts have the required information.
b. State sales or use tax is applied, if necessary.
c. Purchases were for legitimate East Point Academy business use.

Credit Card Approval Authority:
The Finance Manager must authorize credit card purchases below $250.00. (Split purchases
are not authorized.)

The Elementary Assistant Principal - Ms. Luna Page must authorize credit card purchases up
to $2500.00.

The Head of School, or an Administrator acting on his/her behalf (must be approved by the
Head of School) must authorize any credit card purchases over $2500.00 and < or =
$10,000.00.
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TYPES of PROCUREMENT

$0.01 - $2,499.99 - Written requirements for purchases are required. These purchases may be
accomplished without securing competitive quotes (unless otherwise directed by the
HOS/DHOQS) if the price(s) is/are deemed “best value”. Advertisement is not required.

$2,500.00 to $9,999.99 - Written requirements for purchases are required. A written quote
from a minimum of three qualified sources is required. Attach documentation of the quotes to
the purchase request along with a selection memo stating why vendor was selected. Prior to
purchase, it needs to be checked on the division of procurement service to see if it is a state
approved vendor.

$10,000.00 and above
1. Requires written requisition request with functional specifications.
2. Requisition reviewed by Deputy Head of School.
3. Requisition approved by East Point Academy Head of School.
4. Requisition advertised in a minimum of two mediums. Must advertise in SCBO, which
may be one medium.
Requisition advertised with a minimum of 10 days response time.
Bids received and evaluated based on criteria outlined in RFP.
7. Selection made and contract awarded (3 or 5 people, must include a board member
and an administrator).
8. Selection memo stating why the vendor was selected.

o wu

SUBCONTRACTS
e Subcontracts are granted through a competitive process.
e Specific requirements must be detailed for proposals based on award notice in the
Request for Proposal (RFP).
The award process must be stated in the RFP.
Specific deliverables must be stated in the RFP.
Specific monitoring methods must be stated in the RFP.
Subcontract period must be stated in the RFP.
The award amount must be stated in the RFP.
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e The subcontract RFP must follow East Point Academy’s type of procurement
guidelines.
e The subcontract RFP must meet the guidelines of the Federal award notice if required.

CONTACTS

e Head of School: Mr. Andrew J. Hart ahart@eastpointsc.org (803)926-5180 Ext,

1005
e Deputy Head of School: Mr. Michael Lally mlally@eastpointsc.org (803)926-5180
Ext, 1117

e Elementary Assistant Principal: Ms. Luna Page lpage@eastpointsc.org
(803)926-5180 Ext, 1018

e Federal Programs: Ms. Luna Page Ipage@eastpointsc.org (803)926-5180 Ext,
1018

e Finance Office Manager: Mrs. Sherry Storey sstorey@eastpointsc.org
(803)926-5180 Ext, 1122

Sole Source Procurement- Discouraged
A. East Point Academy AUTHORIZATION OF SOLE SOURCE PROCUREMENTS:

East Point Academy must determine for itself that there is only one source for the
required service or construction. The Head of School or his/her designee above the
level of the agency’s procurement officer, must authorize the sole source procurement.
East Point Academy must memorialize its determination that there is only one source
for the service or construction and its authorization for the purchase in writing. East
Point Academy must place a copy of its written determination in its procurement file.
East Point Academy’s determination is subject to protest.

B. OSF CODE REVIEW:
OSF must review, for building code compliance, the design and construction of Sole
Source Procurements that exceed an Agency’s building code certification.

C. BASIS AND PROCEDURE FOR SOLE SOURCE PROCUREMENTS:
See SC Regulations 19 445.2105 for the basis of making a sole source procurement and
the requirements for the determination that a sole source procurement is necessary.

D. REPORTING SOLE SOURCE PROCUREMENTS:
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East Point Academy must submit a quarterly report of all sole source procurements to
the Materials Management Office (MMO) as directed by the Audit and Certification
Group. East Point Academy must also submit construction-related sole source
procurements to OSF on Form OSF/MMO #102, within 10 days of contract award. The
School must submit the contract documents to OSF marked “Sole Source Procurement
- For Information Purposes Only.” OSF will neither acknowledge receipt of this
documentation nor approve the purchase. 3 of 4 2011 Edition Rev. 9/12/2011

E. BID SECURITY, BONDS AND INSURANCE FOR SOLE SOURCE PROCUREMENTS:

The School need not require bid security for a sole source procurement. However, the
agency must require the contractor to provide a performance bond and labor and
material payment bond when the sole source procurement is for construction greater
than $50,000. The agency may waive bonding requirements for construction contracts
under $50,000, if they have protected the interests of the State. The contractor must
provide the standard contractor’s insurance policies.

F. CHANGE ORDERS OR AMENDMENTS TO SOLE SOURCE PROCUREMENTS:

The Agency may only authorize change orders to meet a change in scope, time, or cost
directly related to the sole source procurement. The Agency may not use change orders
to add additional procurements that the Agency can obtain from other qualified
sources. If the Agency does issue change orders, it must submit them to OSF marked
“Sole Source Procurement - For Information Purposes Only.” OSF will neither
acknowledge receipt of this documentation nor approve the changes.

EMERGENCY PROCUREMENTS
A. East Point Academy’s AUTHORIZATION OF EMERGENCY PROCUREMENTS

East Point Academy must determine for itself the need for an emergency procurement.
The head of School or their designee may make or authorize an emergency
procurement. The Agency may only make an emergency procurement when there is an
immediate threat to public health, welfare, critical economy and efficiency, or safety.
The Agency must document, in writing, the emergency condition and the
circumstances or events that resulted in the emergency condition. East Point
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Academy’s determination to proceed with an emergency procurement is subject to
protest.

B. OSF CODE REVIEW OSF must review, for building code compliance, the design and
construction of Emergency Procurements that exceed the East Point Academy’s
building code certification. OSF will expedite this review.

C. PERMANENT IMPROVEMENT PROJECT IMPROVEMENT APPROVAL If the emergency
procurement results in a project meeting the definition of a Permanent Improvement
Project, East Point Academy must submit the project to the Board immediately for
approval.

D. BASIS AND PROCEDURE FOR EMERGENCY PROCUREMENT

See S.C. Regulation 19 445.2110 for the requirements for an emergency purchase and
for the determination that an emergency purchase is necessary. See Sloan v. DOT,
Opinion No. 26534 (S.C. 2008) for the definition of an emergency as set forth by the
South Carolina Supreme Court.

Reference: Education Department General Administrative Regulations
(EDGAR 5th Edition)
Federal Acquisition Regulation, 2019 (FAR)
Simplified Acquisition Procedures
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