
Channing Hall Procurement Policy 

 

Purpose 

The policy has been adopted to allow the school to carry out its procurement functions in a 

manner that is consistent with state law, dealing fairly with all vendors, and providing for an 

efficient management and proper expenditure of school resources. This policy is applicable to all 

purchases using public funds. It is expected that all school employees will act in an ethical manner 

that is consistent with the Public Officers’ Employee’s Ethics Act, the Utah Educators’ Standards, 

and State procurement law.  

 

State Law 

The policy is established pursuant to Utah Code 63G and the standards enumerated in 

Administrative Rule R33.  Channing Hall has the authority to adopt procurement policies that are 

more restrictive than the State rules and laws. On specific concerns, school contracts must follow 

the guidelines of the State Code in general and also regarding the length of multi-year contracts.  

Construction projects must comply with the Code and existing approval and reporting standards as 

required by State departments and any inspections required by Draper City.  

 

Authority 

The Board Treasurer is delegated authority by the Board of Trustees to oversee the purchasing 

functions of the school and to ensure that these functions are in accordance with the mission of the 

school and in compliance with other related board policies, in addition to full compliance with 

state law and administrative rule.  The Treasurer delegates day-to-day purchasing authority to the 

Head of School and the Business Manager.  The Business Manager coordinates all procurement 

activities. 

 

Scope 

The policy applies to all purchases made by the school covering all programs and activities of the 

school, independent of the source of the money or methods used in making purchases.  It includes 

all direct purchases, leases and leases with an option to purchase, and all procurement items, i.e. 

supplies, furniture and equipment, materials, and services. 

Whenever possible, local markets and vendors shall be favored in the purchase of goods and 

services, where price and quality are equal to other sources. Competitive prices shall be sought 

from all available sources whenever possible before negotiations for a purchase are entered into, 

and preference shall not be given in such a way that one vendor has an advantage over any other 

vendor. . The Business Manager, or designated agents, reserves the right to negotiate any quotation 

received by the school.  When only one source of a supply exists, the Business Manager will negotiate 



the price, quality, and conditions of delivery. Channing Hall employees will not be recognized as 

independent contractors for any services related to the school. 

 

Procurement Thresholds 

Channing Hall is authorized to make necessary purchases within the stated procurement 

thresholds, with the thresholds applied to the whole purchase and not individual items. It is 

unlawful to intentionally divide any procurement purchase into two or more smaller purchases in 

an attempt to avoid seeking competitive quotes, or artificially dividing a purchase for billing, 

ordering, or any other reason. 

• The school defines a “small purchase” as one with a total cost of less than $50,000.  The State 
procurement policy subdivides small purchases into several levels determined by the amount 
of the intended purchase.  Competitive pricing is required for all purchases above $1,000. 

• The “individual procurement threshold’” for Channing Hall is $1,000.  This is the maximum 
amount that can be expended to obtain a single item or service from a one vendor at one time 
without requiring a competitive purchasing approach. 

• The “annual cumulative” threshold is $50,000.  This is the maximum total annual amount that 
can be expended to obtain individual items costing less than $1,000 from the same vendor 
during the fiscal year.   

• For purchases between $1,000 and $5,000, a purchase may be made after obtaining at least 
two price quotes which should include the complete description of the items to be purchased, 
the quantity, the price, the total costs, the vendor’s name and address, the date and the name 
of the person providing the quote.  It is preferable that all quotes from vendors are in written 
form, including a letter, web-based quote, fax quote, or another format that provides the 
required information. 

• For purchases between $5,000 and $50,000, a purchase may be made after obtaining at least 
three price quotes, following the similar requirements within the previous section.  An award 
shall be made to the vendor offering the lowest acceptable quotation. These quotes should be 
included with a requisition, forming the record for a potential purchase order or purchase 
agreement with a vendor. 

• A purchase over $50,000 is not considered a small purchase. For purchases over $50,000, the 
school shall formally prepare a bid or proposal using either a competitive bidding process or a 
request for proposal process, in accordance with state law, including full specifications 
development, publishing public notices, and all other requirements. 

• The use of statewide contracts as prepared by the Utah State Purchasing Division is 
encouraged as a consideration in making a purchase decision.  With this approach, it is not 
necessary to request quotes from vendors. 

 

Exceptions 

Sole source procurement shall be used only if a purchase requirement is reasonably available from 

a single supplier.  Any request that the procurement be restricted to one potential vendor shall be 



accompanied by a written explanation as to why no other vendor will be suitable or acceptable to 

meet the need.  If there is a reasonable doubt, then competitive quotes must be obtained. 

 

 Emergency Purchasing 
 

An emergency condition is a situation that creates a threat to public health, welfare, or safety and 

may arise from serious flooding, epidemics, riots, etc. and establishes an immediate need for 

supplies or services that cannot be met through normal procurement methods.  In such a situation, 

the school is authorized to suspend the normal methods and obtain the required items in time to 

meet the emergency. 

 

 Multi-Year Contracts 
 

For multi-year contracts that are intended to cover at least five (5) years, a request for proposal 

process will be followed before any contract is awarded.  If annual agreements with individuals or 

business entities are in place for a period of five years, the RFP process will also be used prior to 

the 5th year of receiving services. 

 

 Purchasing Card 
 

With approval of the Head of School and the Business Manager, school personnel may obtain a 

purchasing card from the State for use in making small purchases.  Any purchase over $1,000 

requires the written permission of the Business Manager, as well as the approval of the Head of 

School. This purchasing method is to encourage buying efficiencies, but all transactions must be 

held in strict compliance with the procedures and practices established by the State Purchasing 

Division. 

 
 

Sales Tax 

A Charter School is exempt from sales tax as both as governmental entity and as a charitable 
organization 
● The school Board and administration shall maintain the school's IRS (501c3) and public school 
tax exempt status by complying with government regulations at all times; 
● The school administration shall follow vendor policies regarding sales tax exemption; 
● As authorized, school employees or volunteers may use the school's non- profit tax exemption  
registration number (and Tax Commission form) only for legitimate school purchases. 
Authorization may be revoked when necessary; 
● Employees or volunteers may not be reimbursed for sales tax, except in specific authorized  
circumstances where payment of sales tax was unavoidable and re-imbursement of a teacher 
would be appropriate given practical considerations. Otherwise, if sales tax is paid by school 



employees or volunteers at the point of sale, the school may seek reimbursement of sales tax 
consistent with applicable rules at its discretion. 
 
 
 

 Unlawful Activities 
 

Employees.  Any employee acting as a procurement officer for the school, or who in any official 

capacity participates in the procurement of supplies, services, construction, real property or 

insurance for any such political unit is guilty of a felony if the person asks, receives, or offers to 

receive any emolument, gratuity, contribution, loan, or reward, or any promise thereof, either for 

the person’s own use or the use of benefits for any other person or organization from any person 

interested in the sale of such supplies, construction, real property, or insurance. 

It is not appropriate for an employee to use their employment position or influence at the school to 

obtain goods or services for a personal benefit of the employee or others by seeking to make 

purchases at discounted rates not available to the general school public, receiving items at no cost, 

or making purchases with the intent of avoiding sales taxes.  Activities of this nature subject the 

employee to disciplinary action, including dismissal and possible criminal charges. 

It is allowable for an employee to obtain goods or services for personal use at discounted rates 

where suppliers normally offer educational discounts to all employees of the school, independent 

of any employee’s position or influence.  Employees are responsible for the payment of sales tax 

and no purchase arrangement shall be made using a school purchase order or purchase card. 

Under any circumstance, it is illegal for any employee to accept and receive a “kickback” from a 

vendor, independent of the benefit to be received. 

Vendors. Any person who is interested in any way in the sale of any supplies, services, 

construction, real property, or insurance to the school, is guilty of a felony if the person gives or 

offers to give any emolument, gratuity, contribution, loan or reward, or any promise thereof to any 

person acting as a procurement officer, or who in any official capacity participates in the 

procurement of such supplies, services, construction, real property, or insurance, whether it is 

given for his own use or for the use or benefit of any other person or organization. 

Utah Code Title 63G 

Administrative Code R33      

 

 

Federal Program Procurement Compliance  

Equal Opportunity Requirement 

Contracting with small and minority firms, women-owned business enterprises and labor-surplus 

area firms (44 CFR Part 13.36(i); 2 CFR Part 215.44(b); 2 CFR Part 200.32) 



• Must take affirmative steps to assure these firms are used when possible. 

• Affirmative steps emphasize assurance that firms receive solicitation if they are potential sources. 

• Appears to require that potential Subrecipients (Applicants) maintain a list of such firms. 

Subrecipients (Applicants) allowed to divide total requirements to permit participation by such 

firms. 

• Use the Small Business Administration (SBA) and Minority Business Development Agency 

(MBDA) of the US Department of Commerce (DOC) for assistance in complying. 

 

Buy American Provision 

Buy American Provision shall be included in all applicable bids, quotes, and food purchases for the 

School Lunch Program, where possible, in accordance with 7 CFR Part 210.21. In addition all 

vendors shall comply with the Buy American Provision. 

 

Termination for Cause (for Contracts in excess of $10,000, according to Appendix II to 2 CFR 

Part 200) 

 Channing Hall may terminate agreements for cause upon ten days prior written notice to the 

contractor of the contractor’s default in the performance of any term of the agreement. Such 

termination shall be without prejudice to any of Channing Hall’s rights or remedies by law. 

 

Termination for Convenience (for Contracts in excess of $10,000, according to Appendix II to 2 

CFR Part 200) 

Channing Hall may terminate agreements for its convenience at any time upon 30 days written 

notice to the contractor. In the event of Channing Hall’s termination of the agreement for 

convenience, the contractor will be paid for those services actually performed. Partially completed 

performance of the agreement will be compensated based upon a signed statement of completion 

to be submitted by the contractor, which shall itemize each element of performance. 

 


