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Summary of State of Michigan Revised School Code

Sections 380.1267, 1274 and 1815

Section 380.1267

This section requires competitive bids to be obtained on all
material and labor prior to new construction, addition,
repair, or renovation of buildings. It outlines specific
requirements for the bid process and applies to all projects
with a cost in excess of the State of Michigan's Bid Index.

Section 380.1274

This section requires the Board to adopt written policies
regarding purchase of supplies, materials, and equipment. It
requires competitive bids and Board approval for purchase
of an item or group of items in a single transaction
exceeding the State of Michigan's Bid Index.

Section 380.1815
This section describes the penalties for knowingly or

intentionally violating competitive bidding requirements of
Section 1267.
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REVISED SCHOOL CODE
Procurement of Supplies, Competitive Bids, School Construction, etc.

380.1267 School buildings; construction, addition, repair, or renovation; competitive
bids; exception; advertising; security; opening and reading of bids; rejection of bids;
readvertising; applicability of section; adjustment of maximum amount.

Sec. 1267. (1) Before commencing construction of a new school building, or addition to or repairor
renovation of an existing school building, except repair in emergency situations, the board of a
school district or intermediate school district or board of directors of a public school academy,
shall obtain competitive bids on all the material and lab or required for the complete
construction of a proposed new building or addition to or repair or renovation of an existing
school building.

(2) The board, intermediate school board, or board of directors shall advertise for the
bids required under subsection (1) by placing an advertisement for bids at least once in a
newspaper of general circulation in the area where the building or addition is to be constructed
or where the repair or renovation of an existing building is to take place and by posting an
advertisement for bids for at least 2 weeks on the department of management and budget
website on a page on the website maintained for this purpose or on a website maintained by a
school organization and designated by the department of management and budget for this
purpose. If the department of management and budget designates a school organization website
for this purpose, the department of management and budget shall indicate this fact on its
website and include a link on its website to the school organiz ation website.

(3) The advertisement for bids shall do all of the following:

(a) Specify the date and time by which all bids must be received by the board,

intermediate school board, or board of directors.

(b) State that the board, intermediate school board, or board of directors will not consider
or accept a bid received by the board, intermediate school board, or board of directors
after the date and time specified for bid submission.

(c) ldentify the time, date, and place of a public meeting at which the board,
intermediate school board, or board of directors or its designee will open and read
aloud each bid received by the board, intermediate school board, or board of directors
by the date and time specified in subdivision (a).

(d) State that the bid shall be accompanied by a sworn and notarized statement
disclosing any familial relationship that exists between the owner or any employee
of the bidder and any member of the board, intermediate school board, or board of
directors or the superintendent of the school district, intermediate superintendent of
the intermediate school district, or chief executive officer of the public school
academy. A board, intermediate school board, or board of directors shall not accept a
bid that does not include this sworn and notarized disclosure statement.

(4) The board, intermediate school board, or board of directors shall require each bidder
for a contract under this section to file with the board , intermediate school board, or board of
directors security in an amount not less than 1/20 of the amount of the bid conditioned to secure
the school district from loss or damage by reason of the withdrawal of the bid or by the failure
of the bidder to enter a contract for performance, if the bid is accepted by the board,
intermediate school board, or board of directors.

(5) The board, intermediate school board, or board of directors shall not open, consider, or
accept a bid that the board, intermediate school board, or board of directors receives after the
date and time specified for bid submission in the advertisement for bids described in subsection

3).
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(6) At a public meeting identified in the advertisement for bids described in subsection
(3), the board, intermediate school board, or board of directors or its designee shall open and
read aloud each bid that the board, intermediate school board, or board of directors received at
or before the time and date for bid submission specified in the advertisement for bids. The
board, intermediate school board, or board of dire ctors may reject any or all bids, and if all bids
are rejected, shall readvertise in the manner required by this section.

(7) This section does not apply to buildings, renovations, or repairs costing less than
$17,93200 or to repair work normally perform ed by school district, intermediate school board,
or public school academy employees. The maximum amount specified in this subsection shall be
adjusted each year by multiplying the amount of the immediately preceding year by the
percentage by which the average consumer price index for all items for the 12 months ending
August 31 of the year in which the adjustment is made differs from that index's average for the
12 months ending on August 31 of the immediately preceding year and adding that product to
the maximum amount that applied in the immediately preceding year, rounding to the nearest
whole dollar.

380.1274 Procurement of supplies, materials, and equipment; written policies;
competitive bids; approval of purchase; adjustment of maximum amount; acqu isition
of equipment; payment; purchase of heating and cooking equipment.

Sec. 1274. (1) The Board of a school district or board of directors of a public school
academy shall adopt written policies governing the procurement of supplies, materials, and
equipment. A school district or public school academy shall not purchase an item or a group of
items in a single transaction costing $12,500.00* or more unless competitive bids are obtained for
those items and the purchase of those items is approved by theschool board or board of
directors. The maximum amount specified in this subsection shall be adjusted each year for all
items for the 12 months ending on August 31 of the immediately preceding year and adding that
product to the maximum amount that applie d in the immediately preceding year, rounding to
the nearest whole dollar.

(2) The board of school district or local act school district or board of directors of a public
school academy may acquire by purchase, lease, or rental, with or without option to purchase,
equipment necessary for the operation of the school program, including, but not limited to,
heating, water heating, and cooking equipment for school buildings, and may pay for the
equipment from operating funds of the district or public school ac ademy. Heating and cooking
equipment may be purchased on a title retaining contract or other form of agreement creating a
security interest and pledging in payment money in the general fund or funds received from state
school aid. The contracts may exter for not more than 10 years.

380.1815 Competitive bidding violation of requirements as misdemeanor, penalty.

Sec. 1815. A person who knowingly or intentionally violates the competitive bidding
requirements of section 1267, or who knowingly or intentiona lly permits or consents to a
violation of the competitive bidding requirements of section 1267, is guilty of a misdemeanor
punishable bya fine in an amount equal to not more than 10% of the cost of the project involved
in the violation or imprisonment for not more than 1 year, or both, but is not subject to the
penalties of section 1804.

*Call Purchasing & Business Support Services Office for current State Bid Index Limit (994 -
2261).
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Ann Arbor Public Schools' Board Policy

Contracts, Financial Controls, E qual Opportunity, and Conflict of Interest

2120 Superintendent Contracting Authority

To facilitate efficient and effective day -to-day administration of the district,
the board delegates to the Superintendent the authority to enter into and
execute Admini strative Contracts on behalf of the district. Administrative
Contracts shall include any contract, agreement, memoranda of
understanding or such other document which purports to legally bind the
district (collectively, OContractO) as necessary or approprate for district
operations which is:

Not a Board-Reserved Contract as set forth below;

For a term of one (1) year or less;

At no cost to the district; or

Where expenditures required by or under the Contract were included in
the budget approved by the board for the fiscal year in which the
expenditures would occur.

bR

Those Contracts reserved to the Board for approval (OBoardReserved

ContractsO) include any:

* Collective bargaining agreement;

* Contract for the purchase, sale or lease of real poperty by or on behalf of the
district;

* Cabinet-level employment contracts;

* Contractual adjustments in compensation or benefits affecting an entire class
of employees (e.g., 03, 09 employee class);

* Contract reasonably projected to require an expenditure, individually or in
the aggregate, in excess of $100,000 in any district fiscal year;

* Contract required or related to public financing of district property through
bonds, or any other debt instrument, including any indenture, loan agreement,
note, security agreement or other financing agreement;

* Contract for the investment of district debt retirement funds, building and
site funds, building and site sinking funds, or general funds of the district;

* Contract for settlement of a grievance or an arbitration to w hich the district is
a party which exceeds $20,000; and

« Other contracts which require board approval under the Michigan Revised
School Code, or such other local, state or federal law.

The Superintendent shall supervise the preparation of bid proposals and the
selection of contractors and shall ensure that the District's construction and
renovation projects use high quality materials, equipment and workers
commensurate with exemplary business practices and the wise use of public
funds.

The Superintendent should refuse to recommend, and the Board can refuse to
hire, any contractor who does not meet the requirements of this policy.

The Superintendent shall be responsible for compliance with any and all
competitive bidding and procurement requirements and pol icies applicable to
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the district with respect to all Administrative Contract s and Board-Reserved
Contracts.

Adopted: 7/14/04 Effective: 7/14/04

3050 Financial Controls

The Superintendent shall implement a system of financial controls which
adequately safeguards the resources of the district. Such controls shall include
but not be limited to:

Bonding of the Superintendent and Chief Financial Officer;

Appropriate insurance on district property;

Regulations for the use of credit card and cashaccounts;

Designated signatories and control of checking privileges on all accounts;

Regular review of investment vehicle allocations to limit risk;

A system which properly controls and tracks all district purchasing, and

secures board approval for capital expenses in excess of the current

Michigan bid limit;

7. A fair and reasonable competitive bid process for items where
competitive bidding is required by law;

8. A system which properly tracks capitalized equipment and inventory
and limits damage or loss;

9. Procedure(s) for reimbursement of employees for expenses incurred on
behalf of the district;

10. Regulations for contact and relationships between district employees and
outside vendors;

11. A system of approval, accounting, and controls for all fees collected by
the district; and

12. A schedule for the Chief Financial Officer to review on a quarterly basis

the financial report with the Treasurer and Finance Committee.

oCUhwnhE

Designation of the districtOs auditor is reserved to the board, in consutation
with the Chief Financial Officer.

Adopted: 6/11/03 Effective: 7/1/03

4000 Equal Opportunity/Non -Discrimination

The district shall be an equal-employment -opportunity employer. Ann Arbor
Public Schools shall provide equal employment opportunit ies to all employees
and applicants for employment without regard to race, religion, sex, national
origin, age, height, weight, marital status, familial status, sexual orientation,
disability or veteran status in accordance with applicable federal and state
laws.

Adopted: 6/11/03 Effective: 7/1/03

A5



4120 Conflict of Interest

District employees are prohibited from engaging in activities which may be
construed as a conflict of interest or detract from the effective performance of
their duties. This may include, but is not limited to, selling products or services to
students or families, paid tutoring, consulting on district time, or activities that
might otherwise lead to personal or financial gain.

The district shall not employ a member of the immediate family of the
Superintendent. No district employee shall be placed in a position in which
he/she would be in a direct supervisory relationship with a member of his/her
immediate family.

Members of the immediate family shall be defined as father, mother, brother,
sister, wife, husband, son, daughter, sonin-law, daughter -in-law, sister-in-law,
brother-in-law, father-in-law, mother -in-law, domestic partner, legal custodian or
guardian.

Revised: 11/19/03 Effective: 12/1/03
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Ann Arbor Public Schools

REGULATION
Purchasing 3050.R.03
Issue Date Effective Date Approved By
7/1/05 7/1/05 Deputy Superintendent-Operations

1 Purpose

11

To establish fair and equitable purchasing procedures that are consistent with existing
Board of Education policies and pertinent federal and State of Michigan laws on
procurement

2 Organizational Units Affected

2.1
2.2

3  Definitions
3.1
3.2
3.3

3.4

Administrative staff
Budget Managers/Office Professionals

AAPS: Ann Arbor Public Schools

Confirming Purchase Order: a Purchase Order processed after purchases are made
Emergency Purchase Order: a Purchase Order to be used as a result of an unforeseen
combination of circumstances or resulting state that calls for immediate action

Michigan Bid Index: School districts are required to obtain competitive bids for an item or
a group of items in a single transaction, the total of which is more than the amount set
by the State of Michigan. This amount is adjusted each year.

4  Background Information

4.1

The Board of Education recognizes the importance of a fair and effective purchasing
regulation, supported by the following guidelines, which include, but are not limited
to:

4.1.1 Section 380.11aof the Revised School Code Orestricts the expenditure of
district funds to purposes reasonably related to: 1) educating pupils and 2)
operating a school district.O Therefore, the personal use of district funds is
NOT allowed and is illegal.

4.1.2 Providing honest, impartial treatment to ensure fair and equal opportunity to
all interested, qualified vendors

4.1.3 Determining uniform guidelines for solicitation of bids and quotations for
goods, supplies or equipment

4.1.4 Encouraging, by every legitimate means, active and vigorous competition for
school district business

4.1.5 Obtaining the most favorable prices possible without sacrificing quality,
regardless of the purchase amount

4.1.6  Accepting or rejecting any or all bids (or any part thereof) in the best interest
of the school district

4.1.7 Prohibiting any officer and/or employee of the school district from having
financial interest or any personal beneficial interest, either directly or
indirectly, in the purchase of any commodities, materials, services or
equipment for the school district

4.1.8 Prohibiting vendors and contractors/sub-contractors from discriminating against
any employee or applicant for employment because of race, creed, color, gender,
national origin or age except where based on a bona fide occupational

A7




Ann Arbor Public Schools

REGULATION
Purchasing 3050.R.03
Issue Date Effective Date Approved By
7/1/05 7/1/05 Deputy Superintendent-Operations

qualification. Breach of this covenant may be regarded as a material breach of

the purchasing agreement as provided in the Michigan Fair Employment Practices

Act and may be processed thereunder.

5 Procedures
5.1 The purchase of goods and services shall be performed through the requisition process

using the district's current financial software.

5.1.1 Competitive bids and Board of Education approval are required if the single
purchase cost of an item (materials, equipment, goods, supplies) or a group of
items is more than the State of MichiganOs Bid Index. (Section 1274, Revised
School Code and Regulation 3050.R.01, Competitive Bidding)

5.1.2 The purchase of goods and services under emergency conditions, which may
contravene the guidelines above, must be approved by the Superintendent or his
designee (Regulation 3050.R.04, Emergency Purchase Orders).

5.1.3 Purchases made without a duly approved Purchase Order (confirming Purchase
Orders) are in violation of AAPS policy and procedure. Repeated violators of this
process may be subject to written and/or verbal reprimand.

5.1.4 Contracted Services/Consultants contracts must have the Superintendent's
approval if the contract amount is over the State of Michigan Bid Index Limit and
up to $100,000 total for a given fiscal year. Contracts exceeding $100,000
require Board of Education Approval. (Policy 2120, Superintendent Contracting
Authority).

5.14.1 A consultant contract must be completed prior to submitting the
requisition for a Purchase Order.

5.1.5 A requisition requires approval by the Budget Manager.

5.1.6  The requisition becomes a Purchase Order upon Budget Manager approval. It
requires the Purchasing DirectorOs and the Finance DirectorOs approval for it to
become a duly authorized Purchase Order.

5.1.7 Appropriate district staff shall print an approved Purchase Order and submit it to
the vendor.

5.1.8 As goods and/or services are actually received, appropriate district staff shall key
in these items (received) through the financial software system to authorize
payment.

6  Work Instructions, Templates, & Samples
6.1 Financial management procedures
6.2 Consultant Contract (Form 3050.R.03A)
7  Training & Feedback
7.1 Software training shall be offered through the Finance Department and the Information
Technology Department.
8 Implementation, Compliance & Assessment
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Ann Arbor Public Schools

REGULATION
Competitive Bidding 3050.R.01
Issue Date Effective Date Approved By
7/1/05 7/1/05 Deputy Superintendent-Operations

1 Purpose

1.1 To support the implementation of Policy 3050 B Financial Controls
1.2 To establish parameters for the competitive bidding process
1.3 To inform vendors of the districtOs bidding process

2 Organizational Units Affected

2.1 Board Of Education
2.2 Central administrative staff
2.3 Vendors

3  Definitions

3.1 Annex Number: A unique number assigned to an item requiring Board approval.

3.2 Michigan Bid Index: School districts are required to obtain competitive bids for an item or
a group of items in a single transaction, the total of which is more than the amount set
by the State of Michigan. This amount is adjusted each year.

4  Background Information

4.1 Competitive bids and Board of Education approval are required if the single purchase cost
of an item or a group of items (materials, equipment, goods, and/or supplies) is more
than the State of MichiganOs Bid Index amount. This Bid Index amount is recomputed
each year based on the consumer price index.

4.2 Informal price quotations are encouraged but not required for items or group of item s
costing less than the State of Michigan Bid Index amount, and purchases must conform
to district conflict of interest policies and/or regulations. Board of Education approval is
not required for items falling below the State of Michigan Bid Index amount.

5 Procedures

5.1 An administrator seeking to make a purchase shall prepare specifications with the
assistance, upon request, of the Purchasing and Business Support Services Office.

5.2 The administrator shall solicit sealed bids from a list of qualified and interested firms
known to deal in the particular class of materials described in the specifications.

5.3 Notice of the availability of bid documents and the time and place of receiving bids shall

be advertised at least once in a newspaper of general circulation within the area where a
new building or addition to the building is to be constructed or where the repair or
renovation of an existing building is to take place.

Advertising shall include:

opening date for bid

date and time by which the bid must be recei ved

notice that bids received after the specified deadline will NOT be

53.1

53.1.1
5.3.1.2
5.3.1.3

5.3.1.4

accepted

notice that bids must include a sworn and notarized statement
disclosing Oany familial relationship that exists betweenO the bidder
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Ann Arbor Public Schools

REGULATION
Competitive Bidding 3050.R.01
Issue Date Effective Date Approved By
7/1/05 7/1/05 Deputy Superintendent-Operations

6

7

8

Education.

Work Instructions, Templates, & Samples

and any member of the Board of Education and that no bids will be

accepted without this sworn and notarized statement.

5.4 The request for bids shall be posted for at least two weeks on the Department of
Management and Budget web site or on a web site managed by the school as designated
by the Department of Management and Budget.

5.4.1 This provision applies only to the construction of new school buildings, and/or
addition to, repair or renovation of an existing school building, in accordance
with Section 1267 of the Revised School Code.

5.5 Bids on material(s) and labor for construction, repair or renovation must be accompanied
by a sworn and notarized statement disclosing Oany familial relationship betweenO the
owner or any employee of the bidder and any member of the Board of Education or the
Superintendent.
5.5.1 The Board of Education shall not accept a bid that does not include this sworn

and notarized disclosure statement.

5.6 Prior to sending the item to the Board for action, an Annex Number shall be obtained
from the Secretary to the Board of Education.

5.6.1 The itemOsAnnex Number will appear on all purchase orders in order to effect
timely payment.

5.7 Division heads shall bring these items to the Board of Education sub-committee.

5.8 The Board of Education sub-committee will review the contract and forward it to the
Board of Education for placement on a subsequent agenda for action.

5.8.1 A vendor may NOT be awarded a contract prior to Board approval.

5.9 The Purchasing and Business Support Services Office and/or the affected budget
managers shall keep a file of all bids/quotations received as a matter of public record.
5.9.1 Bid files shall be kept for at least five years.

5.5 All instances in which real estate is purchased or sold shall be submitted to the Board of
Education for approval and shall be recorded in the official minutes of the Board of

6.1. Bid Process and Requirements guidelines may be obtained from the Purchasing and
Business Support Services Office

6.2. Comprehensive information is available in Section 1267 of the Revised School ©de,
2004.

Training & Feedback

Implementation, Compliance & Assessment
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Ann Arbor Public Schools

REGULATION
Conflict of Interest 3050.R.07
Issue Date Effective Date Approved By
7/1/05 7/1/05 Deputy Superintendent-Operations

1 Purpose

11 To inform staff of ethical standards
2 Organizational Units Affected

2.1 All staff
3  Definitions

3.1 Financial Interest: exists whenever the employee or a member of the employeeOs

immediate family is a partner, member, director, or officer of a vendor or, in addition, if
the vendor is a corporation in which the employee or a member of the employeeOs
immediate family owns either 1% or more of any class or stock in the corporation or an
amount of stock having a total market value in excess of $25,000.00

3.2 Domestic Partner: defined as provided in Chapter 110 of the City Code of the City of Ann
Arbor, as the same may be amended from time to time

3.3 Immediate family: a spouse, the in -laws of a spouse, parent, the in-laws of a parent, a
child, the in-laws of a child, a sibling, the in-laws of a sibling, a grandparent, the in -laws
of a grandparent, an aunt, the in -laws of an aunt, an uncle, the in -laws of an uncle, a
first cousin, the in-laws of a first cousin, the domestic partner, or any of the foregoing
familial relations listed herein of the domestic partner of an Ann Arbor Public School
employee

3.4 Procurement: any expenditure of funds including payroll, contractual work, or supervision
of a project indicating completion of work

4  Background Information
5 Procedures

5.1 It shall be a breach of ethical standards for any district employee to participate directly or
indirectly in procurement when:

5.1.1 The employee or a member of the employeeOs immediate family receives a
benefit, bonus, commission, payment, consideration, or item of value from the
vendor as a result of the procurement, or

5.1.2 The vendor is an employee or a member of the employeeOs immediate family or
the vendor is a business, company, firm, or entity in which the employee or
member of the employeeOs immediate family isknown by the employee to have a
financial interest.

5.2 Where an employee or any member of the employeeOs immediate family holds a financial
interest in a blind trust, the employee shall not be deemed to have a conflict of interest
with regard to matters perta ining to that financial interest, provided that disclosure of the
existence of the blind trust has been made to the Operations Office.

5.3 Upon discovery of an actual or potential conflict of interest, an employee shall file a
written statement of disqualific ation with the Operations Office within seven business
days of discovery and shall withdraw from further participation in the transaction
involved.

All



Ann Arbor Public Schools

6

7

8

REGULATION
Conflict of Interest 3050.R.07
Issue Date Effective Date Approved By
7/1/05 7/1/05 Deputy Superintendent-Operations
5.4 Any employee who has, or obtains, any benefit from any Ann Arbor Public School

contract with a business in which the employee has a financial interest shall report such
benefit, in writing, to the Operations Office; however, this section shall not apply to a
contract with a business where the employeeOs interest in the business has been placed
in a disclosed blind trust.
5.5 The Deputy Superintendent for Operations or his/her designee shall submit the written
statement of disqualification to the Human Resource Services Director for information

and filing.

Work Instructions, Templates, & Samples

Training & Feedback

Implementation, Compliance & Assessment
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Ann Arb or Public Schools

REGULATION
Emergency Purchase Orders 3050.R.04
Issue Date Effective Date Approved By
7/1/05 7/1/05 Deputy Superintendent-Operations

1 Purpose
1.1 To accommodate purchases under emergency circumstances
2 Organizational Units Affected
2.1 Administrative staff
2.2 Board of Education
2.3 Budget Managers/office professionals
2.4 Superintendent
3  Definitions
3.1 Emergency: an unforeseen combination of circumstances or resulting state that
requires immediate action
3.2 Michigan Bid Index: School districts are required to obtain competitive bids for an
item or a group of items in a single transaction, the total of which is more than the
amount set by the State of Michigan. This amount is adjusted each year.
4  Background Information
5 Procedures
5.1 The purchase of goods and/or services (services over $100,000) which contravene
district policy or regulations must be approved by the Superintendent and/or his or her
designee (Deputy Superintendents only).
5.1.1 A written rationale may be required
5.1.2 Notification of the Board of Education is to be made regarding all such
emergency expenditures above the State of Michigan Bid Index amount. (See
Regulation 3050.R.01, Competitive Bidding)
6  Work Instructions, Templates, & Samples
6.1 Financial management procedures

7  Training & Feedback

7.1 Software training shall be offered through the Finance Department and Information
Technology Department.

8 Implementation, Compliance & Assessment
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ANN ARBOR PUBLIC SCH OOLS
PURCHASE ORDER TERMS & CONDITIONS

These Purchase Order Terms & Conditions (the OTerms & ConditionsO) apply to
all purchase orders issued by THE PUBLIC SCHOOLS OF THE CITY OF ANN ARBOR
(OAAPSO).

1. Purchase Order. Any purchase order issued by AAPS shall be subject to these
Terms and Conditions. VendorOs provision of goods or services to AAPS shall
constitute acceptance to these Terms & Conditions. No additional terms shall be made
a part of these Terms & Conditions, or of any offer made by AAPS to vendor, without
the express written consent of AAPS.

2. Warranty . Vendor warrants all goods which it may sell to AAPS for a period of
one (1) year against defects in design, materials, and workmanship. The warranty
period shall start at the later of the date of the completion of delivery or date of
completion of installation, and during such warranty period all costs for parts and labor
for repairs shall be borne by the vendor.

3. Preemption. In the event of conflicting provisions among the p urchase order,
these Terms & Conditions, and vendorOs proposal/quote, provisions from the following
documents will control in the order listed herein: (a) the purchase order, (b) these Terms
& Conditions, and (c) VendorOs proposal/quote, with the purchase order superceding
any conflicting terms in the other documents.

4, Payment Terms. Payment shall be made by AAPS within thirty (30) days of the
latest of the date of the completion of delivery, the date of completion of installation, or
the date of the recept of an original invoice at P.O. Box 1188, Ann Arbor, Michigan
48106.

5. Delivery . In the event a good or service to be supplied by vendor is not delivered
to the location and by the date specified, if any, on the AAPS purchase order relating to
such good or service then such failure shall entitle AAPS to refuse acceptance of further
deliveries of goods or to cancel its contract with vendor in whole or in part. All goods
provided by vendor must be delivered to AAPS between the working hours of 8:00 a.m.
and 3:00 p.m.

6. Compliance with Regulations. Vendor shall comply with the following
provisions:

(a) Nondiscrimination . Vendor, vendorOs contractors and
subcontractors may not discriminate against any employee or applicant for
employment because of race, creed, clor, gender, national origin, or age except
where based on a bona fide occupational qualification.

(b) Disclosure of Conflicts of Interest. Vendor must disclose in
writing whether, to its actual knowledge, any member of the AAPS Board of
Education or any AA PS employee or member of the immediate family of the
member of the AAPS Board of Education or the AAPS employee possesses a
Financial Interest in vendor or receives a benefit, bonus, commission, payment,
consideration, or item of value from vendor as a result of the transaction of
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business with AAPS. Such written disclosure must be submitted to AAPS by
vendor prior to the delivery of goods. If such conflict of interest is discovered
subsequent to the delivery of vendorOs goods, written disclosure must be
submitted to AAPS within seven (7) business days of discovery. AAPS reserves
the right to terminate any contract with a vendor immediately upon the
notification of a conflict of interest. Upon such termination, AAPS shall
compensate the vendor only for the value of any goods or services provided to
AAPS prior to such termination.

() Definitions . For purposes of these Terms & Conditions, the
following definitions apply:

0] A OFinancial InterestO shall be defined as a relationship
wherein (1) an AAPS employee a a member of his or her immediate
family is a partner, member, director, or officer of the vendor, or (2) the
AAPS employee or his or her family member owns not less than one
percent (1%) of any class of stock in the vendor or an amount of stock
having a total market value in excess of $25,000.00.

(ii) ODomestic PartnerO shall be defined as provided in
Chapter 110 of the City Code of the City of Ann Arbor, as the same may
be amended from time to time.

(i)  Olmmediate familyO shall be defined as a spouse, the in
laws of a spouse, parent, the inlaws of a parent, child, the in-laws of a
child, sibling, the in-laws of a sibling, grandparent, the in-laws of a
grandparent, aunt, the in-laws of an aunt, uncle, the in-laws of an uncle,
first cousin, the in-laws of a first cousin, the domestic partner, or any of
the foregoing familial relations listed herein of the domestic partner of an
AAPS employee.

7. Purchase Order Requirements All purchase orders must be in writing, possess

the signatures of the then current AAPS Director of Purchasing and Business Support

Services and Finance Director, and be in the standard form from time to time used by

AAPS (see attached Exhibit OAO for current example). Oral purchase orders shall not
be valid. All purchase orders shall be delivered to AAPS at: P.O. Box 1188, Ann Arbor,

Michigan 48106. All purchase orders above the State of MichiganOs bid index amount
must include a valid AAPS Board of Education annex number.

8. AAPS as Offeror. Any price quotes provided by vendor for its goods/servic es
shall be treated as for informational purposes only and not as an offer. AAPS shall be
treated as the offeror in all contracts between AAPS and vendor.

9. Invoices. All original invoices sent by vendor to AAPS must reference the
identification number fro m the corresponding purchase order. All of vendorOs original
invoices shall be sent to AAPS at: P.O. Box 1188, Ann Arbor, Michigan 48106.

10. Default by vendor and AAPS Remedies. In the event that vendor defaults by
failing, at any time, to comply with its obligations under the provisions of these Terms &
Conditions or any other contract with AAPS, then AAPS reserves the right to
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immediately terminate any and all contracts with vendor in whole or in part. Such right
of termination is in addition to any othe r rights provided to AAPS under law or equity.

11. Entire Agreement. Each contract between AAPS and vendor shall consist of (a)
these Terms & Conditions, (b) the AAPS purchase order, and (c) any written price quote
issued by vendor. Such documents constitute the entire contract between the parties
with respect to the subject matter hereof.

12. Assignment. vendor shall not have the right to assign or otherwise transfer its
rights and obligations under any agreement with AAPS except with the prior written
consentof AAPS. Any prohibited assignment shall be null and void.

13. Notices. Notices permitted or required to be given hereunder shall be deemed
sufficient if given by registered or certified mail, postage prepaid, return receipt
requested, addressed to the respetive addresses of the parties as first above written or
at such other addresses as the respective parties may designate by like notice from time
to time. Unless specified otherwise herein in connection with any particular notice,
notices so given shall be effective upon receipt by the party to which notice is given.

14. Amendment. These Terms & Conditions shall not be deemed or construed to be
modified, amended, rescinded, canceled or waived, in whole or in part, except by
written amendment signed by the p arties hereto. Any modification or amendment shall
be effective only upon the issuance by AAPS of a revised purchase order and the
conveyance of the same to the vendor.

15. Severability. In the event that any of the terms of these Terms & Conditions are
in conflict with any rules of law or statutory provision or are otherwise unenforceable
under the laws or regulations of any government or subdivision thereof, such terms shall
be deemed stricken from these Terms & Conditions.

16. Governing Law . These Terms & Corditions shall be governed under the laws of
the State of Michigan.

17. Dispute Resolution. Any and all disputes, controversies or claims arising out of
or in connection with or relating to this Purchase Order, or any breach or alleged breach
thereof, shall, at the request of either party, be submitted to and settled by arbitration in
the State of Michigan pursuant to the rules, then in effect, of the American Arbitration
Association (or at any other place or under any other form of arbitration mutually
acceptable to the parties involved). The parties hereto specifically agree to arbitrate with
the other party in a joint proceeding with regard to all common issues and disputes, and
to permit pre -hearing discovery in the time and manner provided by the then appli cable
Michigan Court Rules. This Agreement to arbitrate shall be specifically enforceable under
the prevailing arbitration law. Notice of the demand for arbitration shall be filed, in
writing, with the other party to this Agreement and with the American Ar bitration
Association. The demand for arbitration shall be made within six (6) months after the
claim, dispute, or other matter in question arose where the party asserting the claim
should reasonably have been aware of the same.

The arbitrator shall have no power to add to, subtract from, or alter the terms of
this Agreement, and shall render a written decision setting forth findings and
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conclusions only as to the claims or disputes at issue. The expenses of any arbitration
shall be borne equally by the parties to such arbitration, provided that each party shall
pay for and bear the costs of its own experts, evidence and counselOs fees.

Any award by the arbitrator shall be final and conclusive upon the parties, and a

judgment thereon may be entered in the highest court for the forum, state or federal,
having jurisdiction.

Revised: June, 2008
Reviewed by D. Comsa, HRS
LND
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EXHIBIT OAO

Vendor: [Vendor Number] PURCHASE ORDER P/O #: [PO Number]
ANN ARBOR PUBLIC SCHOOLS
FINANCE DEPARTMENT
P.O. BOX 1188
ANN ARBOR, MI 48106
(000) 000-0000

TO: [Vendor Name] SHIP TO: [AAPS LOCATION TO BE NAMED]
[Vendor Address] FED ID #00-0000000 TAX EXEMPT

ANN ARBOR, MI 4810__
(734 -
ATTN: [AAPS Employee Name]

Date: [Date] Required: [Date] Include Shipping Req: [Req. No.]
QUANTITY DESCRIPTION DISCOUNT UNIT PRICE TOTAL
[No. of items] [Item description] [Discount] [Unit price] [Total price]

TOTAL[Total price]

kkkkkkkkkkkhkkkkkkk

** **
ACCOUNT AMOUNT
[Account Number] [Total amount]
[Signature] [Signature]
Finance Director Purchasing Director
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ADDITIONAL TERMS AND CONDITIONS
REGARDING BIDS SUBMITTED TO
THE PUBLIC SCHOOLS OF THE CITY OF ANN ARBOR

1. Bids Received — Bids are considered received by the Public Schools of the City of
Ann Arbor (“AAPS”) when they are date/time-stamped either by the Purchasing and
Business Support Services Office, the department responsible for issuing the bid, or the
Balas Administration Building Reception Desk. Bidders are responsible for making sure
that bid proposals arrive at the specified location on or before the bid-opening deadline.
Facsimile bids and electronic transmittals (emails) shall not be accepted. No bid
received after the bid-opening deadline will be considered.

2. Warranty — Specific warranty information on parts, material and labor must be
included with any bid submitted by Bidder. All equipment and supplies shall be
warranted by the bidder for a period of at least one (1) year against defects in design,
manufacture, materials and workmanship. The warranty period shall start on the later
of the date of the completion of delivery or the date of completion of installation, and
during such warranty period all costs for parts and labor for repairs shall be borne by
the Bidder.

3. Condition of Equipment — All equipment, supplies and materials shall be new and
free from corrosion, scratches, or other such defects which present an other than new
appearance and functionality. The following shall be considered defects, without being
limited thereto:

¥ Permanent etching, corrosion, staining, discoloration, fading and other
deterioration of finishes.

¥ Operational failures, bidding, and the like.

¥ Deformation, warpage, opening up of joints, telegraphing of cores, or other
finishing materials, failures in fastening and anchorage.

¥ Or other such defects which present an other than new appearance and
functionality.

4. Equipment Quantities — AAPS, in its sole discretion, reserves the right to increase or
decrease reasonable quantities by ten percent (10%) without affecting the bid price per
unit.

5. Equipment Design — Unless otherwise agreed in writing by the parties, all equipment
shall be of current design and manufacture and shall reflect the latest advances in the
state of the art to insure against early obsolescence. All equipment shall meet latest
OSHA and MI-OSHA standards.

6. Equipment, Supplies and Materials Standards — Where one certain kind, type, or
brand of manufacturer of equipment or materials is referenced; it is done to indicate the
type of equipment desired and to establish the minimum acceptable standards of
quality, performance, design, and efficiency. This shall not be construed to mean that
the certain type or brand indicated is the only one acceptable. Other goods meeting or
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exceeding these standards will be given equal consideration unless otherwise noted. All
same pattern and color fabrics must be supplied from the same dye lot.

7. Instruction & Operation — Appropriate instruction manuals, service manuals,
maintenance manuals and cleaning instructions, and parts lists (collectively, “materials
literature”) for all equipment furnished by Bidder will be required at such time as any
equipment is delivered to AAPS. On-site instruction by Bidder for Ann Arbor Public
School personnel who shall use the equipment will be required within one week of
delivery of such equipment. Bidder shall provide two (2) follow-up instructional visits,
if requested by AAPS, within 120 days of acceptance of the equipment. AAPS shall not
be charged for any materials literature or instruction service.

8. Delivery — In the event a good or service to be supplied by the Bidder is not delivered
on the date specified on AAPS purchase order, such failure shall entitle AAPS to refuse
acceptance of further deliveries of goods or to cancel its contract with Bidder in whole or
in part. All goods provided by Bidder must be delivered to AAPS between the working
hours of 8:00 a.m. and 3:00 p.m.

9. Freight Terms — F.O.B. delivered to stated location in Ann Arbor. The exact
quantities of the various goods to be delivered to each location will be covered by
separate purchase order for each location to be issued to Bidder.

10. Payment Terms. Payment shall be made by AAPS within thirty (30) days of the
latest of the date of the completion of delivery, the date of completion of installation of

Bidder’s goods, or the date of the receipt of an original invoice at P.O. Box 1188, Ann
Arbor, MI 48106.

11. Bid Selection — Bidder acknowledges that AAPS shall select those bids by item that
it considers to be in AAPS’ best interest. AAPS reserves the right to (1) award a bid by
line item, (2) accept or reject a bid in whole or in part, (3) qualify or disqualify bidders
on the basis of available information pertaining to the suitability of the goods bid, and
(4) delete a Bidder from the AAPS list of approved vendors if the Bidder does not
comply with these Additional Terms and Conditions or does not respond to a Request
for Quotation (“RFQ”) with either a bid or a “no bid” response. It is the intent of AAPS
to award a contract to the lowest responsible bidder provided the bid has been
submitted in accordance with the requirements of the bid document and does not exceed
the funds available. The bidder acknowledges the right of AAPS to reject any or all bids
and to waive any informality or irregularity in any bid received.

12. Meeting Specifications & Alternate Bids — Bidder shall submit bids which meet the
bid specifications. Bids, which do not meet specifications, must be marked “Alternate”.
Any deviations from AAPS’ bid specifications must be noted in order for the Alternate
Bid to receive consideration. Voluntary Alternates must be adequately detailed to allow
acceptance or rejection as presented. The AAPS reserves the right to award this
Contract on the basis of any combination of Mandatory or Voluntary Alternates, if in
their best interest to do so. Voluntary Alternates will be considered if the item is equal in
construction, materials, aesthetics and quality. Voluntary Alternates are subjected to
review by AAPS who will determine if the alternate specified is equal to the specified
item.
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13. Bid Bond - Security in the form of a certified check, cashier’s check, or bid bond is
required in the amount of at least 5% of the total amount of construction bids in excess
of the amount specified in M.C.L § 380.1267 or the comparable provision of future law.
For non-construction bids, it is applicable only when the “Bid Bond Required” box is
checked on page 1 of the RFQ. All bond surety companies utilized by Bidder must be
licensed in the State of Michigan.

14. Non-Collusion — Bidder certifies that its bid has not been made or prepared in
collusion or cooperation with any other bidder, or representative thereof, and the prices,
terms, or conditions of the bid have not been communicated by or on behalf of Bidder to
any other bidder or potential bidder and will not be so communicated to any other
bidder or potential bidder prior to the official opening of this bid. This certification may
be treated for all purposes as if it were a sworn statement made under oath, subject to
the penalties for perjury.

15. Compliance with Regulations. Bidder shall comply with the following:

(a) Nondiscrimination. Bidder, Bidder’s contractors and subcontractors may not
discriminate against any employee or applicant for employment because of race,
creed, color, gender, national origin, or age except where based on a bona fide
occupational qualification.

(b) Disclosure of Conflicts of Interest. Bidder must disclose in writing whether,
to its actual knowledge, any member of the AAPS Board of Education or any AAPS
employee or member of the immediate family of a member of the AAPS Board of
Education or the AAPS employee possesses a Financial Interest in Bidder or receives
a benefit, bonus, commission, payment, consideration, or item of value from Bidder
as a result of the transaction of business with AAPS. Such written disclosure must
be submitted to AAPS by Bidder with its initial bid. If such conflict of interest is
discovered subsequent to the submission of Bidder’s bid, written disclosure must be
submitted to AAPS within seven (7) business days of discovery. AAPS reserves the
right to immediately terminate any contract with a Bidder upon the notification of a
conflict of interest. Upon such termination, AAPS shall compensate Bidder only for
the value of any goods or services provided to AAPS prior to such termination.

Addendum:

Competitive bids for construction of a new school building, or addition to or
repair or renovation of an existing school building, shall be accompanied by a sworn
and notarized statement disclosing any familial relationship that exists between the
owner or any employee of the bidder and any member of the board of education or
the superintendent. The board of education shall not accept a bid that does not
include this sworn and notarized disclosure statement (Refer to the Revised School
Code Section 1267 effective July 21, 2004). (MCL 380.1217)

(c) Definitions. For purposes of this Section 15, the following definitions apply:
(1) A “Financial Interest” shall be defined as a relationship wherein (1)
an AAPS employee or a member of his or her immediate family is a partner,

member, director, or officer of the Bidder or (2) the AAPS employee or his or
her family member owns not less than one percent (1%) of any class of stock
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in the Bidder or an amount of stock having a total market value in excess of
$25,000.00.

(i1) “Domestic Partner” shall be defined as provided in Chapter 110 of
the City Code of the City of Ann Arbor, as the same may be amended from
time to time.

(iii)  “Immediate family” shall be defined as a spouse, the in-laws of a
spouse, parent, the in-laws of a parent, child, the in-laws of a child, sibling,
the in-laws of a sibling, grandparent, the in-laws of a grandparent, aunt, the
in-laws of an aunt, uncle, the in-laws of an uncle, first cousin, the in-laws of a
first cousin, the domestic partner, or any of the foregoing familial relations
listed herein of the domestic partner of an AAPS employee.

16. Purchase Order Requirements. Any contract arising out of the bidding process shall
become operative only upon the issuance of a written purchase order containing the
signatures of the then current AAPS Director of Purchasing and Business Support
Services and Finance Director. Every purchase order over the then existing State Bid
Index Limit, as defined under the applicable state law and as the same may be amended
from time to time, must be in writing and include a valid AAPS Board of Education
annex number which may be obtained from the Board of Education Office.

17. Invoices. All original invoices sent by Bidder to AAPS must reference the
identification number from the corresponding purchase order. All of Bidder’s original
invoices shall be sent to AAPS at: P.O. Box 1188, Ann Arbor, Michigan 48106.

18. Taxes. AAPS is a federally constituted government body and is not subjected to
Michigan state or Federal excise tax. If requested by bidder, AAPS will provide a signed
Michigan Sales and Use Tax Certificate of Exemption form.

19. Force Majeure - If the performance of any obligation of AAPS is prevented, delayed
or in any way interfered with by force majeure, act of God, natural disaster, fire, flood,
explosion, earthquake, epidemic, quarantine, restriction, serious accident, any act of
government, insurrection, riot, strike, labor trouble, shortage of material or any other
cause beyond the control of AAPS, AAPS may, at its sole option, suspend performance
or cancel its obligations without liability for loss, provided AAPS informs the Bidder
immediately in writing of its inability to carry out the terms of its obligations. In no
event will AAPS be responsible for consequential or special damages on account of such
suspension of performance or canceling of obligations.

20. Default by Bidder and Ann Arbor Public Schools Remedies. In the event that Bidder
defaults by failing, at any time, to comply with its obligations under the terms of any
contract with AAPS, then AAPS reserves the right to immediately terminate any and all
contracts with Bidder in whole or in part upon failure of Bidder to correct such
default(s) within ten (10) days after written notice by AAPS to Bidder reasonably
identifying such default(s) and the action(s) needed to correct such defaults. Such right
of termination is in addition to any other rights provided to AAPS under law or equity.

21. Preemption. In the event of conflicting provisions among the purchase order, AAPS’
bid specifications, the RFQ, these Additional Terms and Conditions, or Bidder’s bid
documents, provisions from the following documents will control in the order listed
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herein: (a) the purchase order, (b) the bid specifications, (c) the RFQ, (d) these
Additional Terms and Conditions, and (e) the Bidder’s bid documents.

22. Effect of Price Quotes. Any price quotes provided by Bidder for its goods/services
shall be treated as for informational purposes only and not as an offer. AAPS shall be
treated as the offeror in all contracts between AAPS and Bidder.

23. Assignment. Bidder shall not have the right to assign or otherwise transfer its rights
and obligations under the RFQ, these Additional Terms and Conditions, the purchase
order, or the bid specification, except with the prior written consent of AAPS. Any
prohibited assignment shall be null and void.

24. Notices. Notices permitted or required to be given hereunder shall be deemed
sufficient if given by registered or certified mail, postage prepaid, return receipt
requested, addressed to the respective addresses of the parties at first above written or
at such other addresses as the respective parties may designate by like notice from time
to time. Unless specified otherwise herein in connection with any particular notice,
notices so given shall be effective upon receipt by the party to which notice is given.

25. Amendment. The RFQ, these Additional Terms and Conditions, the purchase order,
the bid specifications, or the Bidder’s bid documents shall not be deemed or construed
to be modified, amended, rescinded, canceled or waived, in whole or in part, except by
written amendment signed by the parties hereto. Such amendment shall be effective only

upon issuance by AAPS of a revised purchase order and the conveyance of the same to
the Bidder.

26. Severability. In the event that any of the provisions of the RFQ, these Additional
Terms and Conditions, the purchase order, the bid specifications, or the Bidder’s bid
documents are in conflict with any rules of law or statutory provision or are otherwise
unenforceable under the laws or regulations of any government or subdivision thereof,
such provisions shall be deemed stricken.

27. Governing Law. Each contract between AAPS and the Bidder shall be governed
under the laws of the State of Michigan.

Revised: June, 2008
Reviewed by: D. Comsa, HRS
LND
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Bid Criteria
A. Specifications

1. Quality:
¥ Quality standards are stated in the Request for
Quotation/ Proposal (RFQ/ P).
¥ Criteria for quality standards are based on product
features, expected usage, and maintenance or service
requirements.

2. Timelines:
¥ Adelivery or completion date is specified in the RFQ/ P.

3. Past Experience:
¥ Past experience may be taken into consideration when
determining a bid award.

B. Lowest ResponsibleBid

There is no existing law that requires acceptance of the lowest bid.
A school district's Board of Education does not have to accept the
lowest bid if specifications are not met. Itis, however, obligated
to accept the lowestresponsible bid.

To determine the lowest responsible bidder, the Board must
require that due diligence be performed. The following criteria
must be taken into consideration:

Price

References

Reputation

Ability to perform the project

1) Project size

2) Experience

¥ Yearsin business

K K K K
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Bid Award Considerations

A. Low est ResponsibleBid
This is the lowest-priced bid which meets or exceeds
specifications.

B. Product Availability/Service
Product availability and cost of service and replacement parts
may be factors in determining a bid award.

C. Identical Bids

Identical bids are bids which 1) have equal prices, 2) have the
same specificdions, and 3) have the same voluntary alternates.
Factors to consider include:

¥ Vendor location

¥ Past experience
Although "vendor location" may be considered, local vendors
may not be given preference simply because they are local. This
applies to all bids.

D. Committee Recommendation (when appropriate)
¥ Selection of playground equipment by a building
playground committee.
¥ Selection of an architect by a building architect selection
committee.
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REQUEST FOR QUOTATIONS/PROPOSALS

B. DISTRICT’S BID PROCESS &
REQUIREMENTS (Required for ALL FUNDS D

General, Grants, Bond/Capital Needs,
Rec & Ed, Food Service and Athletics)

Table of Contents

Item Description Page No.
Procedures for RFQ/RFP's that require Board approval Bl
Other Pertinent Bid Information B2-B3
Vendor Categories B4

Sample Forms

Sample RFQ/P Invitation for Bid B5DB6
Total Bid Amount Summary Sheet B7
Bid Specifications B8
Affidavit regarding Disclosure of Familial

Relationships for Competitive Bids B9B10
Small/Minority Business Survey B11l
Statement of No Bid B12
Memo B13

Bid Summary Sheet B14



PROCEDURES FOR RFQ/RFP'SNEEDING BOARD APPRO VAL

L

IV.

The Request for Quotation or Proposal (RFQ/RFP) Invitation for Bid cover memo

MUST include:

A. A brief description of the item/s being bid. Sample RFP cover memo and
attachments shown in the following pages. Also refer to “Other Pertinent Bid
Information”.

B. The purchasing and Business Support Services office assigns a bid number after
all requirements are met. The Purchasing Director (or his/her designee)
authorizes the districts Webmaster to publish the bid in the districts website.

C. Date, time, and location of the bid opening meeting, and pre-bid meeting (if
necessary).

D. Contact person’s name, phone number and building location.

RFQ/RFP Distribution

A. Use vendor list obtained from the Purchasing & Business Support Services Office
and your own list (if you have one) to send RFQ/RFP’s to the vendors.

B. In addition to known qualified vendors, requests for quotations MUST be sent to
The Michigan Minority Business Development Council.

C. Budget managers are responsible for providing the Purchasing & Business
Support Services Office with a list of the vendors who fail to send in their “Bid
Or No Bid” response.

D. Bids for construction, addition to, renovation, and repair of buildings MUST be
advertised in accordance with the Revised School Code Section 1267.
Competitive Bidding Regulation 3050.R01.

E. Pre-bid meeting is NOT required, however it is always good business practice for

the district in order to avoid miscommunication.

Bid Openings
A. The Purchasing & Business Support Services Office maintains a bid opening

calendar which tracks all district bids.
No bid shall be opened, accepted, or considered after the specified date and
time for submission at bid meeting.

C. A Bid Summary Sheet, or similar document, is completed at the bid opening and

D.

an attendance sheet must be signed by attendees.
A minimum of two district staff members (one of which must be a supervisor)
must be present at any bid opening.

Bid Award - Board Approval Process

A.
B. Attach Bid Summary Sheet and other pertinent information if necessary.
C.
D

Prepare memo addressed to your immediate supervisor (see memo attached)

Upon supervisors approval the bid packet is forwarded to the Superintendent.
Superintendent/Board of Ed secretary schedules bid item for board approval.

. A purchase order is initiated only after Board of Education approval.

Bid forms may be obtained electronically (email) from Purchasing department

or you can go to the website: www.aaps.k12.mi.us.
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Other Pertinent Bid Information

A. Thefollowing MUST be attached to the cover memoRequest for
Quotation or Proposal (RFQ/RFP) Invitation for Bid

¥
¥
¥

K Km KKKK K

Total Bid Amount Summary Sheet

Bid Specifications

Affidavit regarding Disclosure of Familial Relationships for
Competitive Bids (ONLY for construction, addition to, repair
or renovation bids)

Bid Bond, if checked on cover memobnote #13 in
Additional Terms and Conditions (regarding Bids)
Additional Terms and Conditions (regarding Bids)
Purchase Order Terms and Conditions

Small/Minority Business Survey

Statement of NO BID

id Numbers and the DistrictOs Vendor List Maintenance

Bid numbers and a vendor list must be obtained from
Purchasing & Business Support Services.

Use the districtOs vendor list (attached) iraddition to any
department list. This list is updated based on the vendorsO
response or nonresponse to our RFQ/P, as well as vendor
requests to be included in the bidding process.

Budget managers ae responsible for providing Purchasing
& Business Suppott Services with the names of vendors who
fail to send in their OBid or No Bid" response.

C. Sole Source
Our school district discourages use of vendors who have full
monopoly of certain products. However, there are cases where
we have no option other than purchase from one source, such

as.

¥

¥
¥
¥

Textbooks P publishers have exclusive contracts with specific
authors;

Company guarantee to give the lowest price Be.g. Apple
Computer;

Distributor of standardized equipment/supply is the only
supplier in our region/are a.

The Board must approve sole source items that go over the
StateOs Bid Index amount.

D. Inclusion of Minority Business Groups
In addition to known qualified vendors, requests for quotations
and proposals MUST be sent to:

B2



Michigan Minori ty Business Development Council
3011 West Grand Boulevard, Suite 230

Detroit, Ml 48202

ATTN: Bid Manager

E. Retaining Records
Bid records must be retained for at leastfive (5) years by the
appropriate department/school in accordance with Michigan's
Department of Hi story, Arts and Libraries' Records Retention and
Disposal Schedule for Michigan Public Schools (Education Bulletin #
522 Revised); approved September 5, 2006.
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SAMPLE VENDOR CATEGORIES
(Current Listing)

USE REMC FIRST>>> go to http://www.remcbid.org

ADVERTISING
ARTS & CRAFTS
APPLIANCES
ASBESTOS REMOVAL
ASSESSMENT SYSTEMS
ATHLETIC / PHYSICAL FITNESS
AUCTIONEERING
AUDIO VISUAL
BALL FIELD REFURBISHMENT
BOOK BINDING
BRICKS
CALENDARS / DAY PLANNERS
CAMERAS / DIGITAL EQUIPMENT
COMMUNICATIONS / PAGERS
COMPUTER EQUIPMENT

COMPUTER NETWORKING / IT CONSULTATION

COMPUTER REPAIR
COMPUTER SOFTWARE
CONFERENCE / MEETING SITES
CONSTRUCTION

COPIER / PRINTER SUPPLIES
COPIERS / PRINTERS / FAX / PARTS / REPAIR
CUSTODIAL SUPPLIES/SERVICE
DATA ENTRY SERVICES
DESIGN / BUILD / RENOVATIONS
DOORS
ELECTRICAL SUPPLIES
ENVELOPES
ENVIRONMENTAL CLEANUP
ENVIRONMENTAL CONSULTING
FINANCIAL SERVICES
FIRE SAFETY
FLAGS
FLOORS / CARPET
FOOD SERVICE EQUIPMENT / SUPPLIES
FURNITURE & EQUIPMENT
GRAPHIC EQUIPMENT & DESIGN
GROUNDS & MAINTENANCE
HARDWARE
HEALTH SERVICES
HUMAN RESOURCES
HVAC
INSTRUCTIONAL MATERIAL
INSURANCE
LANDSCAPING / HORTICULTURAL

LEASING EQUIPMENT
LIBRARY / MEDIA
LOCKERS
MAILING
MEDICAL SUPPLIES / THERAPY
MOVING
MUSIC & INSTRUMENTS
MUSIC - THEATRICAL
OCCUPATIONAL SAFETY
OFFICE SUPPLIES
OPTICAL IMAGING
PACKAGING
PAINTERS & PAINTING SUPPLIES
PAPER
PEST CONTROL
PHOTOGRAPHY
PIANO TUNERS
PICTURE FRAMING
PORTABLES
PRINTING / COPYING
PROFESSIONAL DEVELOPMENT
PROJECTORS
PROJECT MANAGEMENT
PROMOTIONAL PRODUCTS
RISOGRAPHS
ROOFING
SATELLITE COMMUNICATION
SCHOOL SUPPLIES
SCIENCE SUPPLIES
SCOREBOARDS
SECURITY / SAFETY
SHREDDING
SIGNAGE
SPECIAL EDUCATION
STORAGE
SURVEYING
TECHNOLOGY EDUCATION
TELEPHONE EQUIPMENT
TEXTBOOKS
TRANSPORTATION / BUS / SERVICE
TRAVEL AGENCIES
TROPHIES / AWARDS
VENDING
WALLS / WINDOWS
WOOD PRESERVATION & RESTORATION
YEARBOOK PUBLISHERS / STUDENT PLANNERS
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SAMPLE FORMS




REQUEST FOR QUOTATION OR PROPOSAL (RFQ/RFP) INVITATION FOR BID

THIS IS NOT AN ORDER

SEND BIDS TO:

THE PUBLIC SCHOOLS OF
THE CITY OF ANN ARBOR

Ann Arbor, Ml 4810 _

ATTN:

TO:

NOTE: FOR BID RESULTS AND AWARDS, CONTACT

NAME:

NOTICE: LATE BIDS WILL NOT BE CONSIDERED FOR AWARD

Page 1 of

BID NUMBER:

Show this number in left hand lower
corner of bid envelope and'mark

ODO NOT OPEN IN MAIL ROOMO

We will NOT be responsible for lost or
misplaced envelopes that are not properly
marked

DATE OF ISSUE:

DATE/TIME OF BID OPENING:
PLACE:

PHONE:

Please quote itemized prices and delivery dates. F.O.B. DESTINATION, Ann Arbor, MI. Original copy must be returned to us
properly completed, duplicate to be retained for your file. The right is reserved by the Board of Education to reject any or all
quotations. Unless otherwise stated, we assume you will accept an order for any item quoted. Prices must be firm for ninety
(90) days from the presentation of the bid. If you are unable to perform as specified and are authorized to offer a substitute,
brands must be clearly stated (please provide pictorial description of substituted items). This bid form is the ONE and ONLY
form that will be accepted as valid unless otherwise indicated. ADDITIONAL TERMS AND CONDITIONS ARE PRINTED ON THE
FOLLOWING PAGES, ARE INCORPORATED BY REFERENCE INTO THIS DOCUMENT, AND SHALL APPLY TO ALL AGREEMENTS

WITH THE PUBLIC SCHOOLS OF THE CITY OF ANN ARBOR. THIS RFQ, THE ATTACHED ADDITIONAL TERMS AND CONDITIONS,

THE PURCHASE ORDER, THE BID SPECIFICATIONS ISSUED BY THE PUBLIC SCHOOLS OF THE CITY OF ANN ARBOR AND THE
BID DOCUMENTS FROM THE BIDDER WHOSE SIGNATURE AP PEARS BELOW SHALL CONSTITUTE THE ENTIRE CONTRACT
BETWEEN THE PUBLIC SCHOOLS OF THE CITY OF ANN ARBOR AND THE BIDDER WITH RESPECT TO THE SUBJECT MATTER

HEREOF.

( ) Bid Bond Required. See Additional Terms &
Conditions, #13 in the following documents.

PUBLIC SCHOOLS OF THE CITY OF ANN ARBOR

By:

Its:

Brief Description of Bid Item/s and Specifications:

NOTE: Attachments to this RFQ/RFP cover memo

¥

¥
¥

K K K K

Bid specifications b if necessary, attach
additional information

Total Bid Amount Summary Sheet

Affidavit regarding Disclosure of Familial
Relationships for Competitive Bids (ONLY for
bids regarding construction, addition to, repair
and/or renovation)

Additional Terms & Conditions

Purchase Order Terms & Conditions

Small/Minority Business Survey

Statement of NO BID

BS5

The following MUST be submitted

on or before any bid opening:
1) Total Bid Amount Summary Sheet
2) Affidavit, if applicable
3) Bid Bond, if applicable
These documents may NOT be
submitted AFTER the bid opening
date and time.




FOR BIDDER USE ONLY

NOTICE: Bidders are requested to answer the RFQ with either a
BID or a ONO BIDO.

Signature

TERMS: PROMPT PAYMENT DISCOUNTS ARE ENCOURAGED.

___ % discount if payment is made within _____ days after delivery Name (print or type) Title
and receipt of correct invoicing.

() Yes () No If your company is awarded all or part of this bid, will
you extend these bid prices on the same terms and conditions to Company or Corporation
other units of government within Washtenaw County?

Telephone Number Date
() Yes () No Small Business (see definition below)
() Yes () No Minority Business (see definition below)

Definitions B The following definitions, used by the Ann Arbor Public Schools, for minority and small business, are the same as used by the
State of Michigan, reference Executive Directive 1976-4.

(1) Minority Business B A Minority Business is defined as a business that is at least 51% owned by females, persons of a national origin
minority group (e.g.: African-American, Alaskan, Middle Eastern, Eskimo, Hispanic, Native American), or qualified as a small business as
established below.

2) Business Category # of Employees Annual Gross Sales
Manufacturing 75 Not to exceed $15,000,000 over 3 years
Service 50 Not to exceed $3,000,000 over 3 years
Wholesale/Retalil 20 Not to exceed $3,000,000 over 3 years
Multiple Trade Cont. 30 Not to exceed $6,000,000 over 3 years
Special Trade 15 Not to exceed $3,000,000 over 3 years
Highway Construction N/A Not to exceed $250,000 in previous year
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Ann Arbor Public Schools
Total Bid Amount Summary Sheet
(Bid Name)

Item Unit Cost Total

*NOTE: Iltems/description may vary, however Total Bid Amount MUST be one and the same
for the entire bid.

R R - - -
R R - -

Total Bid Amount $ $

We hereby certify that the Total Bid Amount above is true and correct. Our company will
honor this amount even in error.

Name Signature

Authorized Company Representative

Vendor

Address

Email

Phone

Fax

Current date
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BID SPECIFICATIONS

(No set format for bid specifications)
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THIS FORM IS REQUIRED WITH ALL CONSTRUCTION BIDS

(or as deemed necessary)
ANN ARBOR PUBLIC SCHOOLS

AFFIDAVIT AS TO
DISCLOSURE OF FAMILIAL RELATIONSHIPS FOR COMPETITIVE BIDS

Section 1267 of the Michigan Revised School Code requires competitive bids on all material and
labor required for the complete construction of a proposed new building, or the addition to, repair, or
renovation of an existing school building (Competitive bids). Section 1267(3)(d) requires any such bid
to be accompanied by a sworn and notarized statement that discloses any familial relationship that
exists between the owner or any employee of the bidder and any member of the Board of Trustees of
the Ann Arbor Public Schools (OAAPSO), the Board of the Washtenaw Intermediate School Disttic
(OWISDO), the Superintendent of the AAPS, or the Intermediate Superintendent of WISD.

THE AAPS BOARD OF TRUSTEES WILL NOT ACCEPT A COMPETITIVE BID FOR
CONSTRUCTION, ADDITION TO, REPAIR OR RENOVATION OF A SCHOOL BUILDING THAT
DOES NOT INCLUDE A NOTARIZ ED ORIGINAL OF THIS AFFIDAVIT.

INSTRUCTIONS: This report must be completed either in ink or typewritten. Attach pages of this size
if additional space is needed on any response and identify each response by the part to which it
relates.

BID#

NAME OF BIDDER:

Address:

Period of Proposed Work:

Question #1
Does the owner or any employee of the bidder have any familial relationship with any member of the
Ann Arbor Public School Board of Education? Yes No

If the answer to #1 is yes, complete the following:

a) Name of Employee:

b) Home Address of Employee:

c) Position Held:

d) Name of AAPS Board of Education Member:

Question #2
Does the owner or any employee of the bidder have any familial relationship with the Superintendent
of the Ann Arbor Public Schools? Yes No

If the answer to #2 is yes, complete the following:

a) Name of Employee:

b) Home Address of Employee:

c¢) Position Held:

d) Name of AAPS Superintendent:
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THIS FORM IS REQUIRED WITH ALL CONSRUCTION BIDS
(or as deemed necessary)

I, '

[typed name of affiant]

having been duly sworn on oath, say that | am the above-named, that | have personally prepared the
foregoing affidavit, and that the same is true to the best of my knowledge and belief.

[signature of affiant]

Subscribed and sworn to before me, this day of , 20

[signature of Notary]

[typed name of Notary]

NOTARY PUBLIC

My commission expires: , 20
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ANN ARBOR PUBLIC SCHOOLS (OAAPSO)
SMALL/MINORITY BUSINESS SURVEY (OPTIONAL)

Name of Company:

Address:

City/State/Zip:

Definitions B The following definitions, used by AAPS, for minority and small business, are the same
as used by the State of Michigan, reference Executive Directive 1976-4.

(1) Minority Business B A Minority Business is defined as a business that is at least 51% owned by
females, persons of a national origin minority group (e.g.: African-American, Alaskan, Middle Eastern,
Eskimo, Hispanic, Native American, Asian), or qualified as a small business as established below.

2) Business Category # of Employees Annual Gross Sales
Manufacturing 75 Not to exceed $15,000,000 over 3 years
Service 50 Not to exceed $3,000,000 over 3 years
Wholesale/Retail 20 Not to exceed $3,000,000 over 3 years
Multiple Trade Cont. 30 Not to exceed $6,000,000 over 3 years
Special Trade 15 Not to exceed $3,000,000 over 3 years
Highway Construction N/A Not to exceed $250,000 in previous year
A. Is the above-listed firm a minority firm?
B. If yes, please check the appropriate group(s):
Female owned: Native-American owned:
African-American owned: Hispanic owned:

Other owned (please specify):

C. Is the above-listed firm a small business? Yes No
D. Total Number of Employees:
Number of Employees from Minority Groups: Male Female

Name and telephone number of owner of business:

Items/Services:

Contact Person: Phone:

Date:

Return to: Purchasing & Financial Services Director, Ann Arbor Public Schools,
2555 South State Street, Ann Arbor, Ml 48104. Telephone (734) 994-2261.

*OSmall businessO means a business concern incorporated atoing business in this state, including the
affiliates of the business concern, which is independently owned and operated and which employs fewer
than 250 full-time employees or which gross annual sales of less than $6,000,000.

[M.S.A. 3.560 (107a) Sec. 7a(1)]
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Statement of NO BID

If you do not intend to bid, please return this form only to:

Ann Arbor Public Schools

2555 South State Street

Ann Arbor, Ml 48104

ATTN: Department
FAX #:

Description of Project:

We, the undersigned, decline to bid on the above project for the following reason(s):

We are not able to respord to the Invitation to Bid or Request for Proposals by
the specified deadline.

Our company/firm does not offer this product or service.
Our schedule will not permit us to perform.

Specifications are incomplete or information is unclear (Please explain below).

Other (Please specify below)

Company Name Phone
Print name of individual completing this form

PersonOsitlle
Signature Date

B12



{[,;}eae
# W 4 Ann Arbor Public Schools 2555 S. State Street, Ann Arbor, MI 48104

¥

ANN ARBOR PUBLIC SCHOOLS

Memorandum
TO: Immediate SupervisorOs Name
FROM: Budget Manager Name
DATE:
RE: Bid/Contract Award for
Explain here:
1. How request for bid were disseminated DBadvertised (where), mailed to
vendors, etc.
2. How and when were the bids opened, reviewed and by whom?
3. Your recommendation for low est responsiblebidder within specifications.
4. If awarding bid to company other than low bidder, why?
5. Other pertinent information to attach

a. Bid Review Proposal
b. Bid Summary Sheet
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Bid Summary Sheet Sample

Sample
Company Name Cost/Unit Specification Specification Provided |Additional Items (Discounts, Timeline, Warranty, etc.)
Bid Opening: day, , 2007 Attending:
(time)
Conference Room B14




