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FEDERAL GRANTS COMPLIANCE NOTICE 

 
All purchases shall be in accordance with the district’s School Board Policies (CH Legal and 
Local) and the district’s Purchasing Procedures Manual. The district purchasing procedures 
shall comply with all federal, state and local procurement requirements, including the new 

Education General Administration Regulations (EDGAR). 

 

 



2 
 

 
 

Overview…………………….……………………………………………………………………………………………………. Page 4 

General Standard & Ethics…………………….………………………………………………………………………….. Page 5 

Purchasing Process……..…………………………………………….……………………………………………………… Pages 5-6 

Purchase Limits…………………………………………………………………………….………………………………….. Pages 6-7 

Exceptions to Purchase Limits………………………………………………………………………….………………. Page 7-8 

Purchasing Contracts………………………………………………………………………………………………….……. Page 8 

Competitive Procurement Exceptions……………………………………………………………………………… Page 9 

Competitive Procurement Process………………………………………………………………………………..… Pages 9-10 

Specifications………………………………………………………………………………………..……………………….. Page 10 

Best Value……………………………………………………………………………………………………………….…….. Pages 10-11 

Cooperative/Intergovernmental Purchasing Contracts…………………………………………….…… Pages 11-12 

Conflict of Interest…………………………………………………………………………………………….…………… Page 12 

Five Methods for Procuring with Federal Funds…………………………………………………………….. Page 12 

a) Micro Purchases…………………………….…………………………………………………………… Page 13 
b) Small Purchase Procedures………………………………………………………………………… Page 13 
c) Purchases $50,000 or more……………………………………………………………………….. Pages 14-16 
d) Cost/Price Analysis for Purchases in Excess of $250,000……………………………. Pages 16-17 

Suspension/Debarment of Vendors……………………………………………………………………………… Page 18 

District Commodity Codes……………………………………………………………………………………………  Pages 18-22 

Purchasing How To’s and Other General Information…………………………………………….……. Page 23 

Requisition Procedures………………………………………………………………………………………………… Page 24 

Purchase Order Procedures…………………………………………………………………………………………. Pages 25-27 



3 
 

Purchase Violations……………………………………………………………………………………………………… Pages 27-28 

Purchase Order Info…………………………………………………………………………………………………….. Page 29 

Receiving on Purchase Orders……………………………………………………………………………………… Pages 30-31 

Closing Purchase Orders……………………………………………………………………………………………… Pages 31-33 

Contract/Agreement Procedures………………………………………………………………………………... Page 34 

Vendor Registration/Approval Process……………………………………………………………………….. Page 35 

Texas Procurement Procedures (Food Service)…………………………………………………………….Page 36-50 

Texas Code of Conduct (Food Service).…………………………………………………………………………Page 51-57 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4 
 

 

 

OVERVIEW 

The Purchasing Department of the Grand Prairie Independent School District is a part of the Business 
Operations Department and responsible for the organization and administration of the 
purchasing/procurement functions for the District following the authority delegated by the 
Superintendent and Board of Trustees. 

The primary function of the District’s Purchasing Department is to meet the product and service needs 
of the District by: 

1.  Obtaining the best product at the lowest cost to the taxpayer while following all federal, state, 
and local laws as well as District policies and guidelines. 

2. Achieving a reliable and prompt delivery for the requesting school or department. 

3. Promoting competition among bidders. 

4. Insuring an equal opportunity for all vendors to secure District business. 

5. Educating and informing all vendors about District rules, regulations, and methodology that for 
the basis for bid awards. 

As a support organization of the District charged with the acquisition of goods and services requested by 
instructional and administrative departments, The Purchasing Department will function in a manner 
consistent with applicable laws, School Board policies, the Uniform Commercial Code and other sound 
business practices. 

The Purchasing Department shares with the Business Office and other fiscal offices the responsibility of 
expending District funds in such a manner that will meet all requirements of the State, Federal, and 
District procurement regulations and safeguard the public trust. 

Effective purchasing is a cooperative venture between the Purchasing Department and the schools and 
other departments within the District. The purpose of this manual is to provide guidelines and 
procedures for the Purchasing Department staff and others involved in the procurement process 
throughout the District. 

Situations will undoubtedly arise which are not fully covered by these procedures. The Purchasing 
Department staff is available to discuss and/or aid in any special situations or needs and will facilitate a 
solution in the best interest of the students and staff of Grand Prairie ISD. The purchasing procedures 
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contained in the document are intended to follow all applicable laws, policies, and procedures. In case 
of conflict, the appropriate law or policy shall prevail. 

 

General Standards & Ethics 

Ethics relating to conflicts of interest, financial interests in firms conducting business with the district, 
kickbacks, gratuities and improper use of a position or confidential information are clearly 
communicated throughout the District. 

Additionally, District personnel should be aware that under the Education Code, Chapter 44.031, as well 
as other state or federal statutes regarding the expenditure of public funds, there are penalties for 
violations of purchasing processes which can include criminal prosecution and loss of employment 
opportunities. 

There are certain common standards of ethics which govern the conduct of employees involved in the 
purchasing function. The fundamental standards for the Grand Prairie ISD purchasing processes are as 
follows: 

1. It is a breach of ethics to attempt to realize personal gain through employment with a public 
school district by any conduct inconsistent with the proper discharge of the employee’s duties. 

2. It is a breach of ethics to attempt to influence any public employee of a district to breach the 
standards of ethical conduct set forth in this code. 

3. It is a breach of ethics for any employee of a district to take part directly or indirectly in a 
procurement when the employee knows: 

a. The employee or any member of the employee’s immediate family has a 
financial interest pertaining to the procurement. 

b. A business or organization in which the employee, or any member of the 
employee’s immediate family, has a financial interest pertaining to the 
procurement; or 

c. Any other person business or organization with whom the employee or any 
member of the employee’s immediate family is negotiating or has an 
arrangement concerning prospective employment is involved in the 
procurement. 
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Texas Education Code, Chapter 44 defines the methods of procurement to be used by school districts 
based on the level of expenditure during a twelve-month period. All expenditures are looked at in the 
aggregate, that is all locations in the District are considered as one unit. 

There are different categories of purchases including personal property, services, maintenance, 
construction, and real property.  

Personal property is defined as including, but not limited to, any item or thing that can be typically 
moved from one location to another or is consumable and does not include real property such as land, 
buildings, and repair or renovations to buildings.  

Services can include both professional and non-professional services. Professional services are generally 
defined as those for which a special qualifications or licensing is required. 

Maintenance is the act of keeping an existing building, facility or equipment in proper working order.  

Construction can mean both new facilities and buildings or it can apply to renovations of existing 
facilities. Basically, if the services being applied to an existing facility are not LIKE FOR LIKE then the 
project will be considered construction under the public works statutes. 

Real property procurements are the purchase of land and/or buildings by the District. These 
procurements are extremely specialized and require legal assistance.  

To determine the level of expenditures, the Purchasing Department has developed a grouping of 
commodity categories (please reference Page 18-22 of this manual). These commodities are grouped so 
that contracts for the purchases of these items can be awarded in a competitively awarded process to 
assure that the schools and departments are receiving Best Value for their budget expenditures and are 
in compliance with all statues, polices, and procedures. 

District transactions are monitored within the Purchasing Department so that procurements can be 
grouped as needed and required under these guidelines. 

Schools and departments are encouraged to purchase from established contracts to prevent such delay. 

Vendor performance must be monitored by staff using the contracts. If vendor performance becomes an 
issue during the contract term, Grand Prairie ISD has the right to terminate the contract with said 
vendor prior to the original expiration term noted in the original contract. Vendors who are not 
performing in accordance with the terms and conditions of the contract should be given written 
notification. If vendor performance does not improve within 30 days of receipt of notice, the Grand 
Prairie ISD has the right to terminate the contract. 
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Schools and departments are encouraged to use vendors currently under contract with the District for 
all procurements, or a competitively bid contract through one of the Purchasing Cooperatives in which 
the District participates. Purchases through awarded contracts must follow the terms of the awarded 
contract. If the contract calls for competitive quotes from awarded contract vendors, then competitive 
quotes will be required for any expenditure under that contract. 

For purchases of personal property or services, schools and departments will be allowed to purchase 
using the Best Value criteria for the individual transaction, with the following guidelines: 

A. All purchases require a written quote from a vendor, except from the district used E-
Commerce vendors. 
 

B. All purchases over $50,000 require at least three (3) written quotes. Quotes must be 
requested by email (no phone calls). The “attempt” to obtain written quotes MUST be 
documented by supplying copies of all emails sent to vendors. The quote request should 
state both a time and date for the quotes to be returned. Multiple vendors MUST be 
allowed to submit a quote for the property or services being requested. 

For any purchases of commodities or services over $50,000 in the aggregate for the fiscal year, the 
Purchasing Department should be contacted so that a formal competitive procedure can be followed in 
the procurement process. The Purchasing Department will assist the campus or department in following 
the statute requirements for competitive procurements and in preparing the contract recommendations 
for Board consideration if the total contract award exceeds $250,000.  

The following exceptions to the Purchase Limits referenced above apply: 

a. Purchases Funded with Federal Grant Awards: Purchases for goods and/or services to be 
funded with federal grant awards require compliance with the administrative requirements 
imposed by the respective federal awarding agency. For example, the US Department of 
Education (USDE) or the US Department of Agriculture (USDA).  
 

b. Software and Online Subscription Purchases: Purchase or renewal of a given software 
application and/or online software subscription (herein referred to as “Software”) does not 
require multiple price quotes. However, if the expenditure is being paid with federal funds 
the purchase must follow section a above.  

 
c. Purchases Funded by Student Activity Funds: Purchases for goods or services funded by 

Student Activity Funds (Budget Fund Code 865) are not considered District funds, so they 
are exempt from all public procurement requirements, both federal and state procurement 
rules and regulations. However, purchases for goods or services with funds derived from 
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student activities (i.e., fundraisers) that are deposited into a District-controlled activity 
account (e.g., Budget Code 461) or General Operating Fund account (e.g., Fund Account 
199) must follow all applicable procurement requirements. 

 
d. Exceptions Authorized by Purchasing Director: In some instances, depending on the 

circumstances, the Director of Purchasing shall have the right to waive the standard 
purchasing procedures referenced in this procedure's manual, under the condition that any 
applicable Federal, State, or Local rules and regulations are still followed in their entirety. 
Circumstances leading to waiving such standard purchasing procedures may involve 
situations including but not limited to time sensitive procurements where standard 
procurement procedures would cause a disadvantage to the District, lack of known qualified 
vendors, etc. 

 
e. Purchases for Registrations to Events and Conferences: Purchases for registrations to 

events and conferences offered by industry related organizations (e.g. TASBO, TASB, etc.) 
where staff will be attending for either professional development or to keep up with 
industry or job-related information are exempt from the Purchase Limits requirements, 
unless federal grant awards are used to fund the expenditure, in which case the applicable 
federal grant requirements must be complied with in their entirety. 

 
f. Purchases for Student or Staff Related Activities at Public Organizations: Purchases for 

District-organized activities at unique public organizations (e.g., Dallas/Fort Worth Zoo, etc.) 
are exempt from the Purchase Limits requirements, unless federal grant awards are used to 
fund the expenditure, in which case the applicable federal grant requirements must be 
followed in their entirety. 

As directed in School Code, Section 44.031, Subchapter A, except for produce or fuel, all District 
contracts valued at $50,000 or more in the aggregate for the 12-month period must be procured by use 
of one of the following methods: 
 

1) Competitive Bidding, for personal property or for services other than construction services 
2) Competitive Sealed Proposals 
3) A Request for Proposals, for Services other than Construction Services 
4) An Interlocal Contract 
5) A Method provided by Chapter 2269, Government Code for construction 
6) The Reverse Auction Procedure Defined in Government Code, Section 2155.062 
7) The Formation of a Political Subdivision Corporation under Local Government Code, Section 

304.001. 

This applies to all personal property, services, and construction contracts, except for those categories 
listed in the following section. 
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A. Produce and Fuel 
 
There is an exception for produce and fuel that allows the District to use any method listed 
above or those in School Code, 44.034 for these purchases. 
 

B. Cooperative Purchase Programs 

All items and services available through a Board approved purchasing cooperative have satisfied 
all procurement regulations for the formal competitive procurement process. However, unless 
the specific item or service is identified specifically in the awarded contract, the department or 
school is encouraged to obtain multiple quotes from awarded cooperative vendors. Additionally, 
if the item or service is identified as having been competitively awarded, the unit of 
measurement is typically “one”. For purchases of any quantity or level of service over the base 
unit every effort to negotiate a volume price should be made. 

C. Professional Services 
 
An additional exception applies to professional services as defined under Government Code, 
Section 44.032 (F). These services include, but are not limited to, professionals such as 
attorneys, architects, fiscal agents, or licensed medical professionals. 
 
Contracts for professional services are not procured through competitive bids. Rather such 
services are chosen through a process of selection involving the review of professional 
qualifications. 
 
Professional services are defined under Attorney General Opinion DM-347 is a person whose 
profession requires years of education and service for one to attain competence and calls for a 
high order of intelligence, skill, and learning. 
 
Departments requesting services under this category shall be required to provide proper 
justification as to why the proposed service qualifies as a professional service. 
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If it is determined that the personal property or service needed will require either a Request for Bids or 
Request for Competitive Sealed Proposal process on the open market, the Purchasing Department will 
prepare the bid documents. The requesting department will be responsible for providing specifications 
of the products or services needed. Upon conclusion of the bidding process, the Purchasing Department 
will open, tabulate, and provide the school or department with written documentation of the results. 
The school or department will be asked to evaluate and score the results. 

Notices of the time and place when the bids or proposals or other responses to a request for 
qualification may be examined must be published once a week for at least two weeks before the 
deadline for receipt. This notice must include the notice as to where the bids shall be opened as well as 
the date and time due. Such notice must be published in the county where the District’s administrative 
office is located. 

Bids or Proposals will be opened (if, applicable) in a public meeting by the Purchasing Department. All 
such openings are open to the general public or any interested party. 

If the contract value exceeds $50,000 annually, the Purchasing Department will review and prepare an 
Agenda Item for Board approval and submit it for consideration. 

Once a contract award is determined either through administrative action or Board action, the 
Purchasing Department will notify the using school or department as well as all vendors involved in the 
process. 

The District’s end user or department is responsible for the development of specifications for the items 
or services needed. Specifications cannot be used that prevent competition in the marketplace on 
comparable items or services. The use of any brand name or manufacturer’s reference should be 
descriptive, not restrictive, and should merely indicate the type and quality of the items wanted. 
Detailed specifications are desired, but, at the least, all specifications should include the minimum 
acceptable requirements or features. Alternate bids may be considered for award if in the best interest 
of the District. The Purchasing Department staff is available to assist in this area as needed.

In evaluating procurement decisions, the District will always apply best business practices. In doing so, 
the District will always consider the Best Value criteria as listed below. When looking for a competitively 
procured contract, the District will state the Best Value criteria listed below as well as any additional 
criteria to be considered within the bid or proposal document. 

Best Value criteria to be considered shall include: 
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1) The purchase price 
2) The reputation of the vendor and of the vendor’s goods or services; 
3) The quality of the vendor’s goods and services; 
4) The extent to which the goods or services meet the district’s needs; 
5) The vendor’s past relationship with the district; 
6) The impact on the ability of the District to comply with laws and rules relating to historically 

underutilized businesses; 
7) The total long-term cost to the District to acquire the vendor’s goods or services; 
8) For a contract for goods and services, other than goods and services related to 

telecommunications and information services, building construction and maintenance, or 
instructional materials, whether the vendor or the vendor’s ultimate parent company or 
majority owner: 

(A) Has its principal place of business in this state; or 
(B) Employs at least 500 persons in this state. 

9) Any other relevant factor specifically listed in the request for bids or proposals. 

Schools or departments will be asked to provide evaluation on all criteria included in the bid documents. 
All such evaluations will be kept in the Purchasing Department files and may be presented to the Board 
with the contract award recommendation. 

 

To conserve and coordinate the use of public funds, a school district may enter into agreements for the 
cooperative purchase of goods and services between itself and other local governments or agencies 
(interlocal agreement). 

Such contracts, if competitively bid by the cooperative administration, satisfy the requirement for 
competitive procurements listed under Education Code, Chapter44.031.  

Participation is allowed through the execution of an Interlocal Agreement between the Grand Prairie ISD 
Board of Trustees and the administration of the Cooperative. Currently, Grand Prairie ISD is an active 
member in several Purchasing Cooperatives. These include, but are not limited to:  TASB BuyBoard, 
HCDE Choice Partners, E&I Cooperative Services, EPCNT, Equalis, 1 GPA, HGAC, National IPA, PACE, 
Regional ESC's, Sourcewell (NJPA), TCPN, TXMAS, TIPS, US Communities, DIR, OMNIA, ASC, NCPA, CTPA, 
etc. 

However, before grant funds or federal funds can be used for a procurement through one of the 
Cooperative’s contracts, the Purchasing Department must have a statement from the Cooperative’s 
administration that the Cooperative is in total compliance with EDGAR requirements. Additionally, the 
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vendor must submit the background certification form required by the District if the vendor will have 
continuing duties in relation with the contract and direct contact with students. 

The District may use the Cooperative’s Job Order Contracts (JOC) for the purpose of routine 
maintenance, repair, alteration, and small construction on existing facilities, in accordance with Chapter 
2269, Texas Government Code. If such contracts are used the District must obtain any required bonds –
both performance and payment. The District must also certify that the project meets the requirements 
for any design or engineering services required.  

Purchases under these contracts can expedite the procurement process for District departments and 
schools. 

For additional information regarding available commodities or services, please contact the Purchasing 
Department. 

Local Government Code Chapter 176 provides information regarding conflict-of-interest statements to 
be filed by vendors and certain school district employees. 
 
The Texas Conflict of Interest statutes apply to the District’s officers and elected officials. There are 
specific rules regarding what constitutes a conflict of interest regarding a business transaction or real 
property transaction. For more information, please review the information provided on the Texas Ethics 
Commission website, www.ethics.state.tx.us. 
 
For expenditures from federal funds, District employees should be aware that the rules regarding 
conflict of interest are more stringent than the State requirements. For federal fund expenditures the 
rules state that neither an employee administering, directing or authorizing the expenditure of federal 
funds, nor members of the employee’s immediate family, can have a financial interest in a vendor or his 
company involved in the procurement transaction involving these funds. 

District policy on Conflict of Interest and the reporting requirements can be found under District Board 
Policy–DBD. 

2 CFR § 200.320 provides for five methods that must be used when making purchases with federal 
funds. In some cases, these federal methods are less restrictive than state requirements; in other cases, 
the state requirements are more restrictive than these federal methods. Additionally, if local 
requirements are more restrictive than either state or federal, then local requirements must be 
followed. In all cases, the more restrictive requirements or methods must be followed when making 
purchases with federal funds. 
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The type of purchase method and procedures required depends on the cost (and type, in some cases) of 
the item(s) or services being purchased. 

Micro-purchase 

·Small purchase procedures 

Sealed bids 

Competitive proposals 

Noncompetitive proposals (sole source) 

Federal methods provide for procurement by micro-purchase. Micro-purchase is defined in 2 CFR § 
200.320(a) as a purchase of supplies or services using simplified acquisition procedures, the aggregate 
amount of which does not exceed $10,000. The micro-purchase method is used to expedite the 
completion of its lowest-dollar small purchase transactions and minimize the associated administrative 
burden and cost. In accordance with federal requirements, micro-purchases may be awarded without 
soliciting competitive quotations if the District considers the price to be reasonable. Also, when using 
federal funds, to the extent practicable, the District must distribute micro-purchases equitably among 
qualified suppliers. If this method is used, the District shall maintain evidence of this reasonableness in 
the records of all micro-purchases. 

The federal threshold for small purchase procedures is $250,000. 2 CFR § 200.320(b). However, with 
some exceptions noted in TEC § 44.031, the state threshold for all school district contracts that do not 
require competitive bidding is less than $50,000 in the aggregate. Therefore, the more restrictive state 
threshold of less than $50,000 must be followed. 

Small purchase procedures (as defined in 2 CFR § 200.320[b]) may be used in those relatively simple and 
informal procurement methods for securing nonprofessional services, supplies, or other property that 
do not cost more than$50,000. 

For purchases funded from state or local funds, to obtain the most competitive price, a district, may at 
its option, obtain price quotes for items costing less than $50,000. Per Module 3, the district’s 
purchasing procedures should clearly define the lower figure for which quotes are required and obtain 
and keep written verification of the prices quoted. Unlike the mandatory competitive procurement 
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described for purchases over $50,000, if an item to be paid from state or local funds costs less 
than$50,000, a district may use price quotations to stimulate competition and to attempt to receive the 
most favorable pricing. 

However, if using federal funds to purchase goods or services, price or rate quotations must be obtained 
from an adequate number of qualified sources for all purchases between $10,001 and$49,999. Such 
price or rate quotations must be documented in writing, and the District must demonstrate that price or 
rate quotations were obtained from an adequate number of qualified sources. 

 

According to Texas law, one of the following competitive methods must be used for purchases of 
$50,000 or more in the aggregate over a 12-month period (fiscal year): 

(1)  competitive bidding 

(2)  competitive sealed proposals 

(3)  request for proposals, for services other than construction services 

(4)  interlocal contracts 

(5)  design-build contracts 

(6)  contract to construct, rehabilitate, alter, or repair facilities that involve using a construction 
manager 

(7)  a job order contract for the minor construction, repair, rehabilitation, or alteration of a 
facility 

(8)  reverse auction procedure as defined by Section 2155.062(d), Government Code; or 

(9)  the formation of a political subdivision corporation under Section 304.001, Local 
Government Code. 

In addition, one of the three following methods must be used, depending on the circumstance described 
below, when purchasing with federal funds: sealed bids (formal advertising); competitive proposals; or 
noncompetitive proposals (sole source). 

Sealed Bids (Formal Advertising) 
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Bids are publicly solicited and a firm fixed-price contract (lump sum or unit price) is awarded to the 
responsible bidder whose bid, conforming with all the material terms and conditions of the invitation for 
bids, is the lowest in price. The sealed bid method is the preferred method for procuring construction if 
the following conditions apply: 

 A complete, adequate, and realistic specification or purchase description is available; 
 Two or more responsible bidders are willing and able to compete effectively for the business; 

and 
 The procurement lends itself to a firm fixed-price contract and the selection of the successful 

bidder can be made principally based on price. 

If sealed bids are used, the following requirements apply: 

 Bids must be solicited from an adequate number of known suppliers, providing them sufficient 
response time prior to the date set for opening the bids. The invitation for bids must be publicly 
advertised. 

 The invitation for bids, which will include any specifications and pertinent attachments, must 
define the items or services in order for the bidder to properly respond. 

 All bids will be opened at the time and place prescribed in the invitation for bids. The bids must 
be opened publicly. 

 A firm fixed-price contract award must be made in writing to the lowest responsive and 
responsible bidder. 

 Where specified in bidding documents, factors such as discounts, transportation cost, and life 
cycle costs must be considered in determining which bid is lowest. Payment discounts will only 
be used to determine the low bid when prior experience indicates that such discounts are 
usually taken advantage of. Any or all bids may be rejected if there is a sound documented 
reason. 

Competitive Proposals 

A competitive proposal is normally used with more than one source submitting an offer, and either a 
fixed price or a cost-reimbursement type contract is awarded. (A cost reimbursement contract 
reimburses the contractor for actual costs incurred to carry out the contract.) Competitive proposals are 
generally used when conditions are not appropriate for the use of sealed bids. If this method is used, the 
following requirements apply: 

 Requests for proposals must be publicized and identify all evaluation factors and their relative 
importance. Any response to publicized requests for proposals must be considered to the 
maximum extent practical. 

 Proposals must be solicited from an adequate number of qualified sources. 
 The District must have a written method for conducting technical evaluations of the proposals 

received and for selecting recipients. 
 Contracts must be awarded to the responsible firm whose proposal is most advantageous to the 

program, with price and other factors considered.  
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When using federal funds, the District may use competitive proposal procedures for qualifications-
based procurement of architectural/engineering (A/E) professional services whereby competitors' 
qualifications are evaluated and the most qualified competitor is selected, subject to negotiation of 
fair and reasonable compensation. The method, where price is not used as a selection factor, can 
only be used in procurement of A/E professional services. It cannot be used to purchase other types 
of services though A/E firms are a potential source to perform the proposed effort. 

Noncompetitive Proposals (Sole Sourcing) 

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

 The item is available only from a single source and an equivalent cannot be substituted. This 
must be documented. 

 The public exigency or emergency for the requirement will not permit a delay resulting from 
competitive solicitation. 

 TEA (or other federal awarding agency) expressly authorizes noncompetitive proposals in 
response to a written request from the District 

 After solicitation of several sources, competition is determined inadequate.  

Additionally, state requirements related to sole source purchasing are, in some ways, more 
restrictive. In addition to the federal requirements above, sole source purchases must meet 
established criteria: 

 Identification and confirmation that competition in providing the item or product to be 
purchased is precluded by the existence of a patent, copyright, secret process or monopoly; 

 A film, manuscript, or book; 
 A utility service, including electricity, gas, or water; and 
 A captive replacement part or component for equipment. 

According to state requirements, sole source does not apply to mainframe data-processing 
equipment and peripheral attachments with a single item purchase price more than $15,000. In all 
cases, the District will obtain and keep documentation from the vendor which clearly delineates the 
reasons which qualify the purchase to be made on a sole source basis. 
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In accordance with the requirements in 2 CFR § 200.323, the District will make independent estimates of 
the goods or services being procured before receiving bids or proposals to get an estimate of how much 
the goods and services are valued in the current market. 

To accomplish this, after bids and proposals are received, but before awarding a contract, the District 
conducts either a price analysis or a cost analysis, depending on the type of contract, in connection with 
every procurement with federal funds more than $250,000. The method and degree of analysis is 
dependent on the facts surrounding the particular procurement situation; however, the District will 
come to an independent estimate prior to receiving bids or proposals. 2 CFR § 200.323(a).  The cost 
analysis or price analysis, as appropriate for the particular situation, will be documented in the 
procurement files.  Accordingly, the District performs a cost or price analysis in connection with every 
federal procurement action in excess of $250,000, including contract modifications, as follows: 

Cost Analysis → Non-competitive Contracts: A cost analysis involves a review of proposed costs by 
expense category, and the federal cost principles apply, which includes an analysis of whether the costs 
are allowable, allocable, reasonable, and necessary to carry out the contracted services. 

In general, 

 A cost analysis must be used for all non-competitive contracts, including sole source contracts. 
 The federal cost principles apply. 
 All non-competitive contracts must also be awarded and paid on a cost-reimbursement basis, 

and not on a fixed-price basis. 
 In a cost-reimbursement contract, the contractor is reimbursed for reasonable actual costs 

incurred to carry out the contract. 
 Profit must be negotiated as a separate element of the price in all cases where there is no 

competition. 

When performing a cost analysis, the Federal Funds Department/Director of Purchasing negotiates 
profit as a separate element of the price. To establish a fair and reasonable profit, consideration is given 
to the complexity of the work to be performed, the risk borne by the contractor, the contractor’s 
investment, the amount of subcontracting, the quality of its record of past performance, and industry 
profit rates in the surrounding geographical area for similar work. 2 CFR §200.323(b). 

Price Analysis → Competitive Contracts: A price analysis determines if the lump sum price is fair and 
reasonable based on current market value for comparable products or services.  

In general, 

 A price analysis can only be used with competitive contracts and is usually used with fixed-price 
contracts. It cannot be used with non-competitive contracts. 

 Compliance with the federal cost principles is not required for fixed-price contracts, but total 
costs must be reasonable in comparison to current market value for comparable products or 
services. 
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 A competitive contract may be awarded on a fixed-price basis or on a cost-reimbursement basis. 
If awarded on a cost-reimbursement basis, the federal cost principles apply and costs are 
approved by expense category, and not a lump sum. 

Costs or prices based on estimated costs for contracts are allowable only to the extent that costs 
incurred, or cost estimates included in negotiated prices would be allowable costs under the federal 
cost principles. 

 

 

The debarment and suspension procedures are intended to prevent waste, fraud and abuse in 
Federal procurement and non-procurement actions.  Debarment or suspension of an organization or 
individual excludes that company or individual from doing business with the Federal Government. 

The Purchasing Department will check a vendor’s debarment and suspension status by logging into 
the Sam.gov website.  The search MUST be conducted BEFORE awarding work.  The vendor’s status 
is documented and attached to all relevant purchase orders/bid documents. 

Maintenance/Facilities/Transportation/Food Service Equipment, Supplies and/or Installation 

 

                Sub-Category HVAC – Supplies/Equipment/Installation 

 

               Sub-Category Electrical – Supplies/Equipment/Installation 

 

                Sub-Category Plumbing – Supplies/Equipment/Installation 

 

                Sub-Category General Maintenance – Supplies/Equipment/Installation 
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                Sub-Category Custodial – Supplies/Equipment/Installation 

 

                Sub-Category Equipment Rental/Supplies 

 

                Sub-Category Alarm (All) – Supplies/Equipment/Installation 

 

                Sub-Category Transportation – Supplies/Equipment/Installation 

 

                Sub-Category Food Service – Supplies/Equipment/Installation 

 

                Sub-Category Warehouse – Supplies/Equipment/Installation 

 

Fundraiser Services 

 

Athletic, Physical Education and Organized Club Materials, Equipment, Clothing 

 

                Sub-Category Soccer – Supplies/Equipment/Clothing 

 

                Sub-Category Football – Supplies/Equipment/Clothing 

 

                Sub-Category Baseball – Supplies/Equipment/Clothing 

 

                Sub-Category Softball – Supplies/Equipment/Clothing 
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                Sub-Category Track – Supplies/Equipment/Clothing 

 

                Sub-Category Wrestling – Supplies/Equipment/Clothing 

 

                Sub-Category Basketball – Supplies/Equipment/Clothing 

 

                Sub-Category Volleyball – Supplies/Equipment/Clothing 

 

                Sub-Category Tennis – Supplies/Equipment/Clothing 

 

                Sub-Category Cross Country – Supplies/Equipment/Clothing 

 

                Sub-Category Swim/Diving/Water Polo – Supplies/Equipment/Clothing 

 

                Sub-Category Golf – Supplies/Equipment/Clothing 

 

                Sub-Category Lacrosse – Supplies/Equipment/Clothing 

 

                Sub-Category Cheerleading – Supplies/Equipment/Clothing 

 

                Sub-Category Physical Education – Supplies/Equipment 
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Sub-Category Organized Club – Supplies/Equipment/Clothing (i.e., Ballet Folklorico, Mariachi, 
DECA, BPA, SkillsUSA, Dance, etc.) 

 

                Sub-Category Stadium – Supplies/Equipment 

 

Administrative, Co-Curricular, and Instructional Contracted Services 

Printing Services, Awards/Recognition Items, and Promotional/Spirit Items 

 

                Sub-Category Printing – Services/Supplies 

 

                Sub-Category Awards/Recognition – Supplies/Equipment 

 

                Sub-Category Promotional/Spirit – Supplies/Equipment 

 

School District Materials/Supplies and/or Services 

 

                Sub-Category K-12 Classroom – Materials/Equipment/Supplies/Services 

 

                Sub-Category Library – Materials/Equipment/Supplies/Services 

 

                Sub-Category Administrative/Office – Materials/Equipment/Supplies/Services 

 

                Sub-Category Campus (Non-Classroom) – Materials/Equipment/Supplies/Services 
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                Sub-Category Textbooks 

 

                Sub-Category Beyond the Bell – Materials/Equipment/Supplies 

 

                Sub-Category Dubiski Career HS Print Shop – Materials/Equipment/Supplies 

 

                Sub-Category Education Center Departments – Materials/Equipment/Supplies 

 

                Sub-Category Counseling – Materials/Equipment/Supplies 

 

Technology Equipment, Materials and/or Supplies 

 

                Sub-Category Hardware 

 

                Sub-Category Software 

 

                Sub-Category Cabling 

 

                Sub-Category Peripherals 

 

Credit Card Services 

 Sub-Category Travel Expenses 

 Sub-Category Retail/On-Line Expenses 
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Purchasing How-To’s and 
Other General Information 
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A requisition is an internal document by which a campus or department of the district 
requests to make a purchase order. As the requisition information is entered and 
approved, the system will immediately post an encumbrance entry for each account 
code used on the requisition. The encumbrance entry reduces the available budget 
remaining in those accounts. Requisitions are reviewed daily, in the order they are 
received and processed as a district approved purchase order. 

 

Line-item requisitions will require itemized vendor quotes to be attached before they will 
be processed. An “As-Needed” requisition CANNOT BE ENTERED to bypass the multiple 
quote requirement.)  A department/campus budget leader may implement a lower 
dollar amount quoting threshold. 

 

Gift cards are not permissible with ANY district or activity fund account.  A gift card could 
be considered taxable compensation based on current IRS regulation and reporting rules. 

 

Gifts to employees not associated with an employment obligation or expectation are not 
permissible in most circumstances.   

 

Gifts to students when associated with an education purpose or need are permissible 
under the spending provisions of HB 3646.  Student recognition items and school 
supplies for economically disadvantaged/at-risk students are acceptable purchases. 
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Meals provided to staff for end-of-year, holiday celebrations, etc. may only be funded 
with Sunshine funds.  Light refreshments and/or meals may be integrated as part of a 
staff development, district meeting, staff working lunch, or mandatory testing day(s) in 
order to more efficiently conduct the meeting. An agenda is required to be attached to 
all requisitions in which light refreshments and/or meals will be provided. 

 

 

 

 

Each person who enters a requisition is responsible for checking their purchase 
order queue for their approved purchase order. Only after the requisitions have 
been batched by the purchasing department staff will the purchase order be 
created. 

 

A valid purchase order will look similar to the below form: 

1)  The purchase order number will always be ten (10) digits long. 

2)  The purchase order will always have a signature at the bottom (currently that 
signature is Ray Wilks). 

If you do not see that the above two (2) items are complete, then the document 
you printed is NOT a valid purchase order. 
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A purchase order once approved is a binding commitment for the District to 
remit payment to a vendor after the Item(s) and/or services are received.  
NO PURCHASING COMMITMENT SHALL BE MADE TO ANY VENDOR 
WITHOUT AN APPROVED PURCHASE ORDER.   

 

Per CH(Local), all purchase commitments shall be made by the 
Superintendent or designee in accordance with administrative 
procedures, including the District’s purchasing procedures.  The district 
will not be held responsible for items/services ordered without an 
approved purchase order.  Invoices received without a referenced district 
purchase order could be the responsibility of the person or person(s) who 
placed the order. 

 

PURCHASE VIOLATIONS 
Failure of an employee to follow the above procedures constitutes a 
 purchasing violation. Campus/Departments submitting a purchase 
requisition to the Purchasing Office for a good or service already ordered or 
received (after the fact) by the requesting campus/department will be 
subject to the following administrative actions:  

 
1. First and Second Violation - If the purchase violation is the 

employee/user’s first or second non-compliance notice in a fiscal year, 
the Director of Purchasing will issue a letter to the employee/user 
responsible for making the commitment and the employee’s immediate 
supervisor/principal/director. The letter will inform the employee/user 
and supervisor/principal/director of the District’s guidelines, the proper 
Purchasing procedures and any administrative actions that will be taken 
in the event of additional violations. Additionally, a letter will be mailed 
to the vendor to inform them of the District's Purchasing guidelines 
which require a PO prior to filling an order for delivery of goods and 
services; and, 
 

2. Third and Subsequent Violations - If an employee/user has more than 
one or two purchase violations within a fiscal year, the Director of 
Purchasing will issue a letter to the employee/user responsible for 
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making the commitment and the individual’s 
supervisor/principal/director. The letter will inform the employee/user 
and employee’s direct supervisor of the District’s guidelines and the 
proper Purchasing procedures. The letter will also require the person 
responsible for the purchase to submit a memorandum to the Assistant 
Superintendent of Business Operations, explaining why the proper 
Purchasing procedures were not followed and what actions will be taken 
in the future to avoid additional violations. Based upon the justification 
provided, the district may take any action(s) deemed appropriate for the 
infraction. Possible actions may include, but are not limited to the 
following: 
 
a.  Accepting the explanation and approve the purchase, thereby paying 
the invoice; 
b.  Issuing a warning letter; 
c.  Issuing a letter of reprimand; or 
d.  Requiring the employee to pay for the goods and/or services 
 
In order to ensure non-compliance does not occur, each 
department/campus budget manager will be responsible for ensuring all 
requisitions have all proper documentation, budget coding, etc.  This 
responsibility must occur each and every time a requisition is in the 
approval queue to process.  If a non-compliance issue arises, the 
procedures listed in the “Purchase Violations” section will be followed. 
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PURCHASE ORDER INFO 
 

 

Once your purchase order has been created, you will need to look at the 
purchase order and see if it has been e-mailed to the vendor. This is 
done by clicking on the “Purchasing” menu button, and then selecting 
“Purchasing Activity or View My Purchase Orders” under the 
Purchasing – PU Menu. Once you have located the purchase order in 
question, please make sure the status says “Open”.  DO NOT PRINT 
THE PURCHASE ORDER UNTIL THE STATUS SHOWS OPEN. Click on the 
arrow located to the left of the purchase order number (this will 
“open” the purchase order). If the purchase order has been e-mailed to 
the vendor, the “Emailed” slot will state “YES and then the date 
emailed”.  If the slot says “NO” then IT IS YOUR RESPONSIBILITY TO 
SEND THE PURCHASE ORDER PLUS ANY ATTACHMENTS TO THE 
VENDOR.  If “YES” is flagged, it has not been sent. Requestor needs to 
determine how to process the purchase order. 

PLEASE NOTE:  If you see that the purchase order has been e-mailed to 
the company and you do not receive the merchandise within one (1) 
week, please contact the vendor to ensure that they did receive the 
order.  Sometimes the e-mails will go to the vendor’s “spam” folder. 
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RECEIVING ON PURCHASE ORDERS 

Once you receive confirm your purchase order has been created AND 
the purchase order is an: 

a) “AS-NEEDED PO” (for Materials ONLY) 
b) a “#” symbol appears at the front of your description 

items 
c) a “@” symbol appears at the front of your description 

items 

you will need to immediately electronically receive the entire amount 
listed on the purchase order.   

This is done by clicking on the “Purchasing” menu button and then 
selecting “Receiving – RC” located under the “Purchase Order 
Receiving – PR” Menu.  Click the “Add” button located on the right-
hand side of the screen. In the “Enter PO Number” field, you will need 
to input your purchase order number and then hit Enter on your 
keyboard. DO NOT CLICK THE SEARCH BY PO BUTTON. Enter either the 
quantity or dollar amount listed on each line item in the “Qty. 
Received” box. PLEASE NOTE:  ALL PURCHASE ORDERS MUST BE 
ELECTRONICALLY RECEIVED IN ORDER FOR ACCOUNTS PAYBLE TO 
MAKE PAYMENT. 

For all “#” (needs check symbol) purchase orders, please send a copy of 
the purchase order attachment (with the purchase order # AND “Pay 
and Close” referenced on the attachment) to Accounts Payable.  This 
needs to be done via e-mail to Accounts.Payable@gpsid.org. 

For all “@” (invoice attached symbol) purchase orders, please send a 
copy of the invoice, agreement, etc. (with the purchase order # AND 
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“Pay and Close” referenced on the document) to Accounts Payable.  
This needs to be done via e-mail to Accounts.Payable@gpisd.org. 

DO NOT electronically receive ANY line item or service-related 
purchase order until you have physically received the item, verified the 
item is not damaged and/or confirm that the work has been 
satisfactorily completed.  

If you have received a damaged item(s), do not electronically receive 
on it.  Accounts Payable will notify you when they receive the credit to 
offset the invoice they have.  Once they have contacted you confirming 
they have a credit, you will then electronically receive on the item(s). 

ELECTRONIC RECEIVING NEEDS TO BE DONE EACH TIME YOU RECEIVE 
A PACKAGE AND CHECK ITS CONTENTS.  DO NOT WAIT TO RECEIVE 
ON AN ITEM BECAUSE THIS HOLDS UP TIMELY PAYMENT OF THE 
INVOICES. 

CLOSING PURCHASE ORDERS 

Closing of purchase orders occurs in the Accounts Payable department 
after invoice(s) are paid.  

If a purchase order needs to be closed for any other reason other than 
a payment occurring, a “closed purchase order report” needs to be 
filled out and sent to the Purchasing Coordinator (currently Brooke 
Alexander). The closed purchase order report (along with other useful 
forms) can be found on the Purchasing webpage:  
https://www.gpisd.org/Page/37153 

PLEASE NOTE:  Sometimes Accounts Payable will not close a purchase 
order even though payment is occurring.  In this instance, please 
include these purchase order numbers on the “closed purchase order 
report” that is sent to the Purchasing Coordinator. 
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The “closed purchase order report” should be e-mailed to the 
Purchasing Coordinator ONLY after each week’s check run has been 
completed.  Every Friday and/or Monday is the best time for the 
“closed purchase order report” to be sent.  That way, verification of 
each purchase order on the list can occur BEFORE it is e-mailed to the 
Purchasing Coordinator. 

Verification of each purchase order needs to be done PRIOR to placing 
the purchase order on the “closed purchase order report”.  This is done 
by going to the “Purchasing” menu and clicking on “Purchasing Activity 
– VA”.  Once you locate the purchase order in question, click on the 
arrow located to the left of the purchase order.  Scroll down the screen 
until you see the “Invoices” box.  If you see that all invoices have been 
paid, then you can place the purchase order on the “closed purchase 
order report”.  

An example of a purchase order that cannot be closed is below: 

 

  

 

As you can see above, Invoice #3970997 in the amount of $77.30 is in 
“Batch” status.  This means that Accounts Payable is in the process of 
issuing a check to the vendor for this invoice.  THIS PURCHASE ORDER 
CANNOT BE CLOSED UNTIL AFTER THE CHECK RUN HAS OCCURRED. 
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The history status of a payment and the history status of a purchase 
order are two different things.  The check may show history, but a 
purchase order still shows to be in “open” status.  ALL purchase orders 
in “Open” status will need to put in “History” status or else they will 
pull forward in the new fiscal year and encumber your new funds. 
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All contracts, agreements, quotes or any other document with terms and 
conditions or “fine print” and requires a signature are required to go through the 
contract review & approval form process. Even if there is no financial cost 
required by the agreement, all agreements require a review before executing. 
Only the District’s authorized signers (Superintendent, Deputy Superintendent of 
Business, or designee) may execute an agreement document for the district. 

The Business Operations Contract Review & Approval form can be found in 
Laserfiche. If you do not have access to Laserfiche or are unable to find the 
document, please email the purchasing department. 

The completed form and the agreement must be submitted Laserfiche for 
approval. Please allow at least 30 days for review to occur. 
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Grand Prairie ISD requires all vendors in which product/services are purchased to be placed 

under one of the commodity codes listed within this manual. 

If a campus/department has a non-approved vendor, they want to use the following will be 

required: 

1. The vendor must be contacted to find out if they will fill out an RFP packet with 
our district.  If the vendor agrees to fill out an RFP packet, the vendor contact, 
and their email need to be sent to Phyllis Brower or Debbie Torres. 
 

a. Please note, we will need to know what products/services are planning to 
be purchased from the vendor and the total $ spend. 

 
2. The vendor will be sent the information on how to register as a vendor and to fill 

out the required RFP packet. 
 

3. Once the vendor returns their packet, they will be set up as a vendor in Skyward.  
If the $ amount spend exceeds $2,500/year, then the vendor will be placed on 
the next available board meeting before a purchase order can be issued.  If the $ 
spend does not exceed $2,500/year, the campus/department can enter a 
purchase order immediately after the vendor is set up and active. 
 

4. If a non-approved vendor does not agree to fill out a district RFP AND the vendor 
will accept a credit card at the point-of-sale, a purchase order can be issued to 
Bank of America in order to obtain a district credit card.  There will be no per 
vendor $ amount limit to use a credit card in this manner. 
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This Procurement Procedures Manual (2 CFR 200.318) has been created to ensure that all purchases 
made with the Child Nutrition (CN) Federal Funds are in compliance as regulated by all Federal, State, 
and Local written policy.  
 
Grand Prairie ISD uses the following resources for all procurement methods:  
Super Circular 2 CFR part 200 
Texas Department of Agriculture’s (TDA) “Administrative Review Manual,” Section 16 and 17(including 
17A), and the Education Department Guidelines and Regulations (EDGAR) 

The following standards will be applied to all procurement methods. Solicitations will…: 

1. Allow for “full and open” competition  
2. Be handled with integrity and fairness to all potential bidders 
3. Award responsive and responsible contractors 
4. Be fully documented to allow for complete transparency and follow the 5-years record retention 

requirement 
 

Grand Prairie ISD allows the Child Nutrition Department to participate in the following: 
1. Agreements that identify participation level 

a. Inter-governmental agreements (operator-only/ESC) 
b. Third Party Cooperatives 
c. Agents 

2. Informal Purchases 
a. Micro-Purchase: any purchase that does not exceed the State threshold of $10,000. 
b. Small Purchase Acquisition: any purchase that exceeds $10,000 but is not greater than 

the State threshold of $50,000. 
3. Formal Purchases 

a. Competitive Bid (IFB-Invitation For Bid) 
b. Competitive Proposal (RFP-Request For Proposal) 
c. Non-Competitive Proposal. TDA “pre-award approval” required 

4. Other Purchases 
a. Sole Source – as determined through a failed procurement method due to no 

competition. Requires TDA approval prior to awarding the vendor or purchasing from 
the vendor. 

b. Capital Expenditures – any single piece of equipment that exceeds $5,000 in cost must 
be approved by TDA prior to purchase. 
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Grand Prairie ISD will use the following 4 phases of procurement:  
 

1. Planning. Below is a list of the first steps that will be taken prior to any purchase. 
a. What is needed in the way of product/products and/or services? 
b. When are the products or services needed? 
c. What is an estimated cost of the products or services needed? Multiple resources will 

be used to determine an “estimate” of the value or cost. The cost/price analysis will be 
used to determine the most appropriate procurement method. 

d. How we will pay for the products and/or services? 
2. Forecasting. Below is a list of the resources to be used for forecasting our needs. 

a. We will review our past program to determine if the products or services were used in 
the previous program year. 

b. Current program needs will be assessed and product amounts and/or service needs will 
be determined. 

c. Upcoming program years will be considered in regard to future needs and possible 
renewal or extensions of contracts if necessary. 

3. Soliciting. The following general steps will be taken to start the solicitation process. Each 
procurement method is more specifically outlined later in this manual. 

a. Based on the cost/price analysis in our planning phase, the most appropriate 
procurement method will be used. 

b. A general specification with details will be written to document the product or service 
needed. 

c. Terms and conditions of the contract will be outlined and reviewed to ensure the 
solicitation clearly describes our needs and deliverables required.  

d. Each solicitation will include the following information:  
a. Deadline (date and time) the quotes or responses are to be received. 
b. The method the quotes or responses are to be submitted and to whom. 
c. Evaluation criteria, if any is used, clearly outlined to include scoring rubric. 
d. Date and time by which the solicitation will be awarded.  
e. Term and Conditions of the contract and if any renewals or extensions will be 

allowed.  
f. All USDA Federal and State-required certifications and affidavits if applicable to 

the procurement method used.  
e. Research will be done to identify potential suppliers. 

4. Awarding. Based on the procurement method, the following general processes will be used: 
a. A winner will be selected using the following methods. 

a. Equitable distribution for all Micro-Purchases. 
b. Low bid winner for Small Purchases and IFB’s. 
c. A single winner through evaluation criteria for Small Purchases and RFP’s. 
d. Pre-award approvals must be obtained from TDA for any solicitation that is 

deemed non-competitive or sole source. 
e. Multiple winners are selected for RFP’s when a “line-item” award approach is 

taken to procure the best price for each product specified in the solicitation. 
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5. Contract Management. The following items will be monitored during the life of an awarded 
contract. 

a. Quantities specified are made available and delivered. 
b. Delivery times and schedules are being met per contract terms. 
c. Product deliveries and/or services are occurring at the correct location if multiple 

locations are part of the awarded contract. 
d. Products and/or services are meeting the specifications as described in the solicitation.  
e. Substitutions of products are being handled as outlined in the Terms and Conditions and 

are adequate to the specified product. 
f. Vendor response time to product or service issues is appropriate in regard to each 

situation, if any. 

Procurement Methods: Informal and Formal (2 CFR 200.320) 
 
Grand Prairie ISD will follow the below steps with each procurement method. 

1. Micro-Purchases. 
The micro-purchase method is an “Informal Procurement Method” for purchases where the 
aggregate value in a single transaction is at or below $10,000. This enables the District to 
purchase supplies or services without soliciting competitive quotes if the school considers the 
price reasonable. The District may purchase products and/or services that are similar or 
dissimilar, purchased as a single or collective unit. 

a. All unplanned, non-routine purchases with an aggregate total that does not exceed the 
threshold of $10,000 are allowed (2 CFR 200.67) and will include:  

i. Documentation that explains the reason for the purchase and vendor name. 
ii. List of items or service purchased. 

iii. Receipt. 
iv. All documentation will be kept in a file labeled “Micro-Purchases.” 

b. Types of Micro-Purchases allowed:  
i. Emergency and/or equipment repair parts 

ii. Small to medium catering events 
iii. Emergency food shortages 
iv. Staff training and travel expenses 
v. Small kitchen equipment purchases 

c. The following employee positions have permission to make a Micro-Purchase:  
i. Food Service Director; CN Director; Program or Operations Manager 

ii. Assistant Manager or Director; Purchasing Specialist; Business Office Manager 
iii. Cafeteria Director or Manager 

d. Eligible vendors. 
i. Equitable distribution of purchases will be made to all suppliers within an 

appropriate proximity to the district’s school sites 
ii. All suppliers within the county 

iii. Only district-approved and qualified suppliers 
e. Payment for Micro-Purchases. 

i. Credit card to be picked up from the Business Office/CFO 
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ii. PO to be created prior to the invoice payment. This is handled through the 
Business Office. 
 

2. Small Purchases.  
The small purchase method is an “Informal Procurement Method” for purchases that exceed 
the micro-purchase threshold but have an aggregate amount no greater than the Simplified 
Purchase Acquisition threshold of $50,000.  The District must contact a minimum of 3 
potential suppliers and attempt to get a minimum of 2 quotes.  

a. Based on the determination through a cost/price analysis that a purchase will exceed 
the Micro-Purchase threshold (2 CFR 200.67) but will not exceed the State’s/District’s 
Simplified Purchase Acquisition (Small Purchase) threshold of $50,000  

b. Allowable types of Small Purchases: 
i. Single/one-time purchase with an aggregate amount between $10,000<$50,000 

ii. Multiple purchases of same or similar products and/or services from a prime 
vendor during the fiscal year with an aggregate amount between 
$10,000<$50,000 

c. Grand Prairie ISD will use the following steps to make a Small Purchase (2 CFR 200.320 
[b]) 

i. Identify potential suppliers; who to contact for bids; what is available on the 
market. 

ii. Write the product and/or service specification to include details but not 
restrictive as to exclude competition. 

iii. Draft the solicitation to include contract terms and conditions, invoice methods, 
delivery and/or service requirements, duration of contract, and evaluation 
criteria if any is being used with the scoring rubric. 

iv. Contact a minimum of 3 vendors (if possible) and provide each one with the 
same information to include all details of the solicitation. Emailed documents is 
the only method allowed – no verbal delivery of solicitation details is allowed.  

v. Document vendor responses to include: 
1. Vendor name and contact with email address and phone 
2. Contact method 
3. Price quoted to include the date received 
4. Duration of the price quote 
5. If less than 3 quotes are received, explanation of why this occurred will 

be included in the documentation 
vi. Award will go to the most responsive and responsible vendor with the lowest 

price or highest evaluation score if used. A responsive vendor is one whose 
response conforms to all the material terms and conditions of the solicitation. A 
responsible vendor is one whose financial, technical, and other resources 
indicate an ability to perform the services required. 

vii. All documentation will be kept in a file labeled “Small Purchase Acquisitions” 
d. The following employee positions have permission to make a Small Purchase:  

i. Food Service Director; CN Director; Program or Operations Manager 
ii. Assistant Manager or Director; Purchasing Specialist; Business Office Manager 
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iii. Cafeteria Director or Manager 
e. Eligible vendors. 

i. All suppliers that have been identified as potential bidders 
ii. Only district-approved and qualified suppliers 

f. Payment for Small Purchases. 
i. Credit card to be picked up from the Business Office/CFO 

ii. PO to be created prior to the invoice payment. This is handled through the 
Business Office. 
 

3. Capital Expenditures.  
Texas Department of Agriculture (TDA) requires a CE to get pre-approval on expenditures for 
food service equipment or alterations to equipment, only if the total equipment “per unit” 
cost is greater than $5,000.  

a. Grand Prairie  ISD will submit a request for approval prior to purchasing the item via 
email to TDA including: 

i. District Name, CE ID, and contact information (phone and email address) 
ii. Description of the equipment, including the purpose and how it supports the 

operation or maintenance of the District 
iii. Provide an estimated cost and whether or not we have sought bid pricing 
iv. Describe how the old equipment (if any) will be disposed of and acknowledge 

that any proceeds from the disposal will be used to offset the cost of the 
replacement 

v. Acknowledge that any equipment purchased will be used exclusively (100%) by 
the District 
 

4. Competitive Sealed Bidding (IFB – Invitation For Bid).  
The competitive sealed bidding method is a “Formal Procurement Method” that is used when 
the contract value is at or above the Small Purchase threshold, which is $50,000 in the state of 
Texas. The formal procurement method requires a District to post a public advertisement in a 
newspaper of general circulation for two consecutive weeks upon release of the solicitation. It 
is recommended that the District post the advertisement on their website or a trade website 
as well as email or make phone calls as a means of advertising to potential bidders.  

a. Grand Prairie ISD will ensure the following conditions: 
i. A complete, adequate, and realistic specification or purchase description will be 

made available 
ii. The procurement lends itself to a firm fixed price contract and the selection of 

the successful bidder can be made principally on the basis of price 
iii. Evaluation criteria will be included in the solicitation in regard to determining a 

winner if the same price has been received from 2 or more different vendors 
b. Grand Prairie ISD will adhere to the following requirements:  

i. The solicitation will be publicly advertised 
ii. Provide detailed information such as response time, date and time responses 

are to be received, how responses must be submitted, date and time of public 
opening, and any other pertinent details 
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iii. Provide product and/or service specifications that allow multiple responses 
iv. Award the contract to the most responsive and responsible bidder. Factors such 

as discounts, transportation cost, and life cycle costs shall be considered in 
determining which bid is lowest. 

v. Any or all bids may be rejected if there is a sound documented reason 
c. The following employee positions will participate in the IFB Procurement Method:  

i. Food Service Director; CN Director; Program or Operations Manager 
1. Write product or service specifications 
2. Write the solicitation document 
3. Send the IFB to potential suppliers 
4. Participate in the opening of the submitted bid quotes and determine a 

winner 
ii. Assistant Manager or Director; Purchasing Specialist; Business Office Manager 

1. Write product or service specifications 
2. Write the solicitation document 
3. Send the IFB to potential suppliers 
4. Participate in the opening of the submitted bid quotes and determine a 

winner 
iii. Cafeteria Director or Manager 

1. Write product or service specifications 
2. Write the solicitation document 
3. Send the IFB to potential suppliers 
4. Participate in the opening of the submitted bid quotes and determine a 

winner 
d. Eligible vendors. 

i. All suppliers that have been identified as potential bidders 
ii. Only district-approved and qualified suppliers 

e. Payment for IFB Purchases. 
i. PO to be created prior to the invoice payment. This is handled through the 

Business Office 
 

5. Competitive Proposals (RFP – Request For Proposal) 
A request for proposal is a “Formal Procurement Method” used for purchases when an IFB is 
not appropriate. An RFP describes in a general way what is needed and requests that vendors 
submit a proposal for servicing the needs of the district. RFP’s can be used for either goods or 
services and require the prospective vendor to submit a technical proposal that explains how 
they will meet the objectives of the solicitation document and a cost element that identifies 
the costs to accomplish their proposal. Price is to remain the major consideration but can be 
one of many evaluation factors used to determine the most advantageous winner. The RFP 
also allows for negotiation as a means to obtain the best value or price.  

a. Grand Prairie ISD will ensure the following conditions: 
i. A complete, adequate, and realistic specification or purchase description will be 

made available 
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ii. The procurement lends itself to a firm fixed price contract or cost reimbursable 
price 

iii. The selection of the successful bidder will be made after an evaluation of 
criteria with price being the “heaviest weighted factor” 

iv. Negotiation of price or best value will be handled with complete fairness and 
integrity 

b.  Grand Prairie ISD will adhere to the following requirements and required documents (2 
CFR 200.318 - 326): 

i. The solicitation will be publicly advertised 
ii. Solicitation document will include a cover sheet with the RFP description, 

contact information, issue date, closing date and opening date 
iii. Written instructions and bidder information sheet to be completed by the 

proposer 
iv. Clear product and/or service specifications  
v. Clear description of district demographics and product usage (as relevant) 

vi. Clearly stated evaluation criteria to include scoring rubric 
vii. Standard and/or Special Terms and Conditions of the contract 

viii. Discounts, Rebates, and/or credits provisions where applicable 
ix. Questionnaires as appropriate 
x. Reference Sheet 

xi. Certifications per ARM Section 17 and Appendix II to Part 200 of 2 CFR 200:  

Intangible Property 2 CFR 200.315 

Procurement of Recovered Materials/Solid Waste Disposal 2 CFR § 200.322 

Profit as a Separate Element of Price 2 CFR 200.323(b) 

Record Retention Requirements 2 CFR § 200.333 

Rights to Inventions 37 CFR §401.2 (a) 

Anti-trust Certification Section 2155.005 

Certification of Residency Chapter 2252, Subchapter A 

Companies Engaged in Business with Iran, Sudan, or a 
Foreign Terrorist Organization 

Chapter 2252, Subchapter F 

Compliance with the Energy Policy and Conservation Act  Pub.L.94-163, 89 Stat.871 

Compliance with Texas Family Code  Section 231.006 

Food/Product Recall and HACCP Procedures  

Form 1295 Section 2252.908 
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Health & Safety Certificates, Licensing and Regulation ARM 17.62 

No Israel Boycott Section 2270.002 

Prohibited Employment Assistance  20 USC 7926 

Non-Collusion Declaration Section 15.01 

Non-Collusion Affidavit Section 15.01 

Signature and Declaration of Compliance Notary of Public Required  

Proposal Form 200.326 Appendix I To Part 200  

Breach of Contract Terms, Sanctions and Penalties  200.326 Appendix II to Part 200 (A) 

Termination for Cause or Convenience  200.326 Appendix II to Part 200 (B) 

Certificate of Insurance 2 CFR 200.447 

Cooperative Agreements 2 CFR 200.24 

Byrd Anti-Lobbying 2 CFR 200.450; 200.326 Appendix II Part 200 Sec. 
"I" 

Certification Regarding Debarment, Suspension, 
Ineligibility and Voluntary Exclusion for Covered Contracts 

200.326 Appendix II To Part 200 Sec H 

Clean Air and Water Certificate 200.326 Appendix II Part 200 Sec. "G" 

Equal Opportunity Employment 200.326 Appendix II Part 200 Sec. "C" 

Contracting with Small, Minority, Women Business 
Enterprises, and Labor Surplus Area Firms 

2 CFR 200.321 

  

Conflict of Interest Questionnaire 24 CFR § 3282.359  

Disclosure of Lobbying Activities Appendix B To Part 418  2 CFR 

Felony Conviction Notification (Exhibit Only) 21 CFR 1301.90 

Nutrition Services Certification For “Buy American” 
Provision 

7 CFR 210.21 Sec. D 

Nutrition Services “Buy American Waiver Exception List 7 CFR 210.21 Sec. D 

Certificate Regarding Worker's Compensation 48 CFR 970.2803-1 
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Certificate Regarding Drug-Free Workplace 38 CFR § 48.635 

Certificate Regarding Alcoholic Beverage And Tobacco-
Free Campus Policy 

21 CFR § 1140.1 

E-Verify 48 CFR 52.222-54  

Iran Contracting 48 CFR 25.703-3 

Civil Rights/Discrimination FNS Instruction 113-1 

W9 Most Current Version Required 

 

xii. Awarding of the contract: 
1. Evaluation will consist of product quality, services, or past performance 

determined by references, but not limited to, along with price as the 
heaviest weighted factor 

2. Cost plus percentage of cost will not be allowed as a basis for award (2 
CFR 200.320) 

xiii. Any or all bids may be rejected if there is a sound documented reason 
c. The following employee positions will participate in the RFP Procurement Method:  

i. Food Service Director; CN Director; Program or Operations Manager 
1. Write product or service specifications 
2. Write the solicitation document 
3. Send the IFB to potential suppliers 
4. Participate in the opening of the submitted bid quotes and determine a 

winner 
ii. Assistant Manager or Director; Purchasing Specialist; Business Office Manager 

1. Write product or service specifications 
2. Write the solicitation document 
3. Send the IFB to potential suppliers 
4. Participate in the opening of the submitted bid quotes and determine a 

winner 
iii. Cafeteria Director or Manager 

1. Write product or service specifications 
2. Write the solicitation document 
3. Send the IFB to potential suppliers 
4. Participate in the opening of the submitted bid quotes and 

determine a winner 
d. Eligible vendors. 

i. All suppliers that have been identified as potential bidders 
ii. Only district-approved and qualified suppliers 

e. Payment for RFP Purchases. 
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i. PO to be created prior to the invoice payment. This is handled through the 
Business Office 

ii.  
6. Non-Competitive Negotiation and Sole Source Procurements.  

These types of procurement methods are used to compensate for the lack of competition. This 
lack of competition may result from overly restrictive solicitation documents, an inadequate 
number of suppliers in the area or the procurement environment may have been 
compromised by inappropriate supplier actions (i.e. market allocation schemes). Non-
competitive negotiation occurs after the solicitation (sealed bid, competitive negotiation or 
small purchase) has been issued, but competition on that solicitation has been deemed 
inadequate. 

a. Non-competitive negotiations or sole source procurements are restricted to specific 
situations and may only be used when: 

i. Inadequate competition in a formal procurement method 
ii. Public emergency exists 

iii. Goods or services are only available from on manufacturer through only one 
supplier 

b. Grand Prairie ISD will obtain TDA’s approval prior to award and purchase of products or 
services. All requests for approval must be submitted through the State Agency’s online 
system, TX-UNPS.  

c. The following employee positions will oversee the approval process for a Non-
Competitive and/or Sole Source Procurement Method:  

i. Food Service Director; CN Director; Program or Operations Manager 
ii. Assistant Manager or Director; Purchasing Specialist; Business Office Manager 

iii. Cafeteria Director or Manager 
 

Bid/Proposal Questions and Protest Procedures 

An interested party may protest any of the following situations:  
 Solicitation or other request for offers for a contract for the procurement of property or 

services 
 Cancellation of a solicitation or other request 
 Award or proposed award of a contract 
 Termination of a contract, if the protest alleges that the termination was based on 

improprieties in the administration of the contract.  
 
Grand Prairie ISD will do the following:  

1. Include clear instructions in each solicitation document about questions and protest 
procedures.  

2. Follow all written procedures to resolve protests. 
3. Ensure that all protests are resolved. 
4. Retain all documentation related to a protest. 
5. Notify TDA when a protest is received.  
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Grand Prairie ISD will address all respondent protests within 24 hours of the bid award.  
 
Grand Prairie ISD will provide evaluation scores and pricing at the request of the 
respondent. Violations of law should be referred to the local, state or Federal authority. (2 
CFR, Section 200.318[k]) 
 
Grand Prairie ISD will allow respondents to request clarification of information prior to 
the close of the bid/proposal. These requests must be received a minimum of 3 
business days prior to the close of the bid/proposal.  
 
Grand Prairie ISD will address the request for additional information as an addendum to 
all respondents. 

 

Economic Price Adjustments in Vendor Contracts 

The economic price adjustments, which allow a District to adjust costs in the contract, must 
be tied to an appropriate standard or cost index. Relating the price adjustments in a 
contract to an index allows the District to ensure that increases under the contract are not 
without basis. For example, if fuel prices are increasing drastically, an appropriate index 
such as the Consumer Price Index (CPI) will reflect this change.  

This index is preferred because the USDA uses this index for the National School Lunch 
Program (NSLP) yearly funding increases. The intention is that if the USDA increased funding 
by a certain percentage the District would be able to allow the increase in food cost to rise 
at the same percentage. Vendors will be able to bid on multi-year contracts that allow for 
inflation and the District will be able to maintain a consistent level of service and food cost 
percentage from year to year. 

 

Applying Geographic Preferences in Procurement 
As amended, the National School Lunch Act (NSLA) allows SFA’s receiving funds through the 
CN Programs to apply a geographic preference when procuring unprocessed, locally grown 
or locally raised agricultural products. This applies to operators of all of the School Lunch 
Programs.  
Grand Prairie ISD will apply geographic preference to the procurement of agricultural 
products that:  

1. Are unprocessed 
2. Are locally grown or locally raised 
3. Have not been cooked, seasoned, frozen, canned, or combined with any other 

products 
 

Because the NSLP is Federally Funded, geographic preferences cannot be restrictive to local 
definitions such as city, county, or state lines. Grand Prairie ISD determines local as “within 
the United States territory and within the state of Texas” (mileage may vary for items 
dependent on bidding preference) 
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Discounts, Rebates, and Credits 
Grand Prairie ISD requires that all discounts, rebates, and credits accrue back to the school 
nutrition account. The contractor will be required to identify the amount of each discount, 
rebate, or other applicable credit on bills and invoices presented to the Grand Prairie ISD. 
Contractors will be required to identify the method by which they will report discounts, 
rebates, and credits. All discounts, rebates, and credits will be tracked via monthly invoices 
or annual velocity reports. Contractors will be required to maintain documentation of costs, 
discounts, rebates, and credits and make those available to Grand Prairie ISD upon request.  
 

Buy American Provision 
Grand Prairie ISD adheres to the Buy American Provision (7 CFR 210.21) when purchasing 
commercial food products to be served in the district’s SNP meals. This provision will be 
included in all solicitations for food to be used in the school nutrition programs. 
 
Per Section 104(d) of the William F. Goodling Child Nutrition Reauthorization Act of 1998 
{Public Law 105-336) added a provision, Section 12(n) to the NSLA (42 USC 1760(n)}, 
requiring School Food Authorities (SFA’s) to purchase, to the maximum extent practicable, 
domestic commodity or product. Section 12(n) of the NSLA defines “domestic commodity or 
product” as an agricultural commodity that is produced in the United States and a food 
product that is processed in the United States using substantial agricultural commodities 
that are produced in the United States. Substantial” means that over 51 percent of the final 
processed product consists of agricultural commodities that were grown domestically. 
Products from Guan, American Samoa, Virgin Islands, Puerto Rico, and the Northern 
Mariana Islands are allowed under this provision as territories of the United States. The Buy 
American provision (7 CFR Part 210.21(d)) is one of the procurement standards SFA’s must 
comply with when purchasing commercial food products served in the school meals 
programs. 
 
Grand Prairie ISD will purchase domestic food products per the Buy American Provision 
unless:  

1. The product needed is not produced or manufactured in the U.S. in sufficient and reasonable 
available quantities of a satisfactory quality; or 

2. Competitive bids reveal the costs of a U.S. product are significantly higher than the non-
domestic product 
 

Grand Prairie ISD will maintain all documentation in regard to any food purchases that are 
deemed “non-domestic” to include cost comparisons if the product is available as a 
“domestic” product that is seen as unreasonable in cost; or if not available as a U.S. grown 
product the documentation will include the “country of origin.”  
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Local Sourced Products: Farm to School Initiative 

Grand Prairie ISD is committed to local markets and family farmers in the State of Texas. Our objective is 
to support the local agricultural economy and reduce the environmental impact of long distance 
shipping. 

Grand Prairie ISD defines “Local Sources Products” as products that are grown within the State of Texas, 
with preference to sources located within 100 miles of the school’s main campus.  
 
When purchasing local sourced products, Grand Prairie ISD will follow the planning phase as stated 
earlier in this manual and do a cost/price analysis to determine the most appropriate procurement 
method. 

In order to encourage the bidders to purchase locally sourced produce, Grand Prairie ISD may assign 
additional point values in the “Award of Contract” section of the solicitation that can demonstrate:  

1. The bidder is purchasing produce locally by submitting a list of local farmers, their addresses, 
the produce that is anticipated to purchase from each farm location, and the anticipated harvest 
dates of the produce  

2. The bidder must also agree to the ability to submit a report during the term of the contract that 
demonstrates continued purchases from local farms 

Use of Excess and Surplus Property  

Grand Prairie ISD, to the best of the district’s ability, may utilize excess and surplus property when 
available. The TDA allows a district to use a significant portion of our entitlement (PAL) allocation from 
USDA to purchase DOD fresh fruit and vegetable products. The TDA manages the solicitation and award 
of the DOD Produce Vendors. Contracting Entities (CE’s) in the state of Texas and participating in the 
DOD Fresh Program can receive weekly deliveries as outlined in the awarded contract.  

Cooperative Membership and Procurement 

The USDA allows for “Purchasing Goods and Services Using Cooperative Agreements, Agents, and Third-
Party Services.  

Grand Prairie ISD may participate in a purchasing cooperative when it is determined to be in the best 
interest of the district. As a governmental agency, Grand Prairie ISD has the option to legally join a 
“governmental agency or Education Service Center (ESC) agency” purchasing cooperative through an 
Interlocal or Inter Agency Agreement.  

If determined in the best interest to join an ESC Agency cooperative, Grand Prairie ISD will 
request a copy of the Interlocal or Inter Agency Agreement and complete and submit to 
the appropriate contact of the co-op.  Grand Prairie ISD will do the following once membership 
in the cooperative has been confirmed:  
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1. Provide product estimated quantities planned for purchase for each bid selected. 
2. Review that all procurement documents and cooperative processes have been conducted in 

accordance with applicable Federal, State and local regulations. 

3. Will confirm that their addition to any contract selected does not create a material change as 
outlined in the contract per 2 CFE 200.318[e] that states a material change occurs when the 
change in scope of the contract is significant enough that potential bidders might have bid 
differently had they been award of the impacts from adding additional agencies.  

4. Request access to all documentation related to the contract for compliance with records 
retention requirement to include but not limited to:  

a. Solicitation 
b. Verification of Published Advertisement 
c. Contract Terms and Conditions 
d. Evaluation Criteria, if any 
e. Responses 
f. Notification of Awarded vendor(s) 
g. Documentation of any extensions or Amendments 
h. Recall Procedures 

 

Unnecessary or Duplication of Goods/Services 

Grand Prairie ISD will avoid acquisition of unnecessary or duplicative items/services. Purchases will be 
justified using the following criteria:  

1. Purchaser will determine if there are like items in the District that may not be in use and 
consider transferring item before determining if purchase is necessary 

2. The item is being considered for menus or is needed to serve, prepare, receive, transport or 
store an item on the menu 

3. The item is replacing an obsolete, broken, damaged or outdated piece of equipment 

Recalls 

Grand Prairie ISD will use the following procedures in regard to products that have been recalled, or are 
discovered to be defective or faulty:  

1. The Food Service Director/Manager/Program Coordinator will register for email notifications of 
recalled products through USDA Food Safety and Inspection Service 
(usfsis@public.govdelivery.com) and/or recalls.gov or any other viable resource in regard to 
food and product safety and recalls 

2. Vendors’ Recall procedures will be requested with every Small Purchase, IFB and RFP 
procurement method used 

3. Any notices or alerts from awarded vendors or distributors in regard to a recalled product will 
be handled immediately, following all instructions from the vendor or distributor in regard to 
the handling of the recalled product 

4. Actions may include but not be limited to:  
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a. Disposal of all affected product 
b. Photos of products affected, documentation of case lot numbers, distributor codes or 

any other pertinent information as documentation of product origin 
c. Removal of affected product to a safe area to be picked up by the vendor or distributor 
d. Credits issued for all affected product that could not be used  

 
 

Sponsors are encouraged to verify State Agency and USDA requirements to ensure compliance.  
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This Code of Conduct has been created to establish and maintain effective oversight over the Grand Prairie 
ISD Student Nutrition Department’s financial management system that provides reasonable assurance 
that the Grand Prairie ISD Student Nutrition Department is managing the program in compliance with all 
federal, state, and local regulations and terms and conditions of the program award and; 

To establish and maintain effective oversight over those definitive actions related to the procurement 
process, establish standards of ethical conduct and integrity for procurement actions, and provide full and 
open competition in all procurement actions. 

As representatives of the Grand Prairie ISDs Student Nutrition Department, all employees are expected 
to conduct themselves in a professional and ethical manner, maintaining high standards of integrity and 
the use of good judgment. Employees are expected to be principled in their business interactions and act 
in good faith with individuals both inside and outside the Grand Prairie ISD. 

The Code of Conduct will be reviewed annually to ensure its relevance to current regulations.  

The following Code of Conduct shall govern the performance, behavior and actions of the Grand Prairie 
ISD Student Nutrition Department, including employees, directors, officials, or agents who are engaged in 
any aspect of procurement, including – but not limited to – purchasing goods and services; awarding 
contracts; or the administration and supervision of contracts.  

Code of Conduct 

 No employee, directors or agent of the Grand Prairie ISD Student Nutrition Department shall 
participate in the selection, award or administration of a bid or contract supported by federal 
funds if a conflict of interest is real or apparent to a reasonable person.  
 

 Conflicts of interest may arise when any employee, directors or agent of the Grand Prairie ISD 
Student Nutrition Department has a financial, family or any other beneficial interest in the vendor 
selected or considered for an award. 
 

 No employee, directors, or agent of the Grand Prairie ISD Student Nutrition Department shall 
award contracts to, or show favoritism toward a member of his/her immediate family, spouse’s 
family or to any company, vendor or concern who either employs or has any relationship to a 
family member; or award a contract or bid which violates the spirit or intent of Federal, State and 
local procurement laws and policies established to maximize free and open competition among 
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qualified vendors. Those circumstances where interests, financial or otherwise, are not 
substantial or are within the limits of applicable Federal, State and local laws and the policies and 
procedures of the Grand Prairie ISD Student Nutrition, the Superintendent’s Cabinet shall 
determine whether the conflict is material under the circumstances. 
 

 The Grand Prairie ISD Student Nutrition Department employees, directors, and agents will not 
solicit gifts, including but not limited to travel packages or other incentives, and/or donations from 
prospective contactors. However, incentive language may be included as part of the competitive 
procurement (formal bid and request for proposal) solicitation language to acquire the most 
favorable terms for the operation and benefit of the non-profit food service account. Such 
incentives include but are not limited to volume rebates, timely payment discounts, program 
promotion assistance, upfront savings, etc. 

Grand Prairie ISD requires that all employees involved in the procurement or contract awarded 
process adhere to the highest professional behavioral standards that include the upmost 
integrity, non-self-serving, be fair in all aspects of the procurement process, be alert to conflicts 
of interest, and avoid any comprising situation.  
 
Employee found to be in violation of this policy are subject to disciplinary action. Based on the 
severity of the infraction, the penalties include a written reprimand to their personnel file, a 
suspension with or without pay, or termination.  

 
Incentives, Gratuities, or Kickbacks 

In accordance with the State of Texas Department of Agriculture (TDA) “Administrator’s Resource 
Manual” (ARM), Grand Prairie ISD Student Nutrition Department employees; officials; agents acting on 
the Grand Prairie ISD Student Nutrition Department behalf; any member of the immediate family of the 
Grand Prairie ISD Student Nutrition Department employee, officer, or agent acting on the Grand Prairie 
ISD Student Nutrition Department behalf; or business partner of the employee, officer, or agent acting on 
Grand Prairie ISD Student Nutrition Department behalf cannot accept anything of value from a vendor. 
Incentive, gratuities, or kickbacks include, but are not limited to, personal gifts or gratuities that may be 
construed to have been given to influence the purchasing process.  

Although such practices may be accepted in the private sector, giving and receiving gifts in the public 
sector may constitute a violation of law. Gift to a Public Servant is a Class A misdemeanor offense if the 
recipient is a government employee who exercises some influence in the purchasing process of the 
governmental body.  

A Grand Prairie ISD Student Nutrition Department employee or former employee must not knowingly use 
confidential SNP information for the actual or anticipated personal benefit or benefit for any person or 
entity. 
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Grand Prairie ISD will apply disciplinary actions for violations of above stated standards by Grand Prairie 
ISD Student Nutrition Department employees, officers, or agents acting on the Grand Prairie ISD Student 
Nutrition Department behalf. 

Grand Prairie ISD Student Nutrition Department requires any employee, officer, or agent acting on behalf 
of Grand Prairie ISD Student Nutrition Department to disclose in writing any possible situations where 
there is an appearance of incentives, gratuities, or kickbacks being received.   

Grand Prairie ISD will consult with their attorney or legal counsel if there is a question about whether a 
specific situation is a conflict of interest.  

Conflict of Interests 

Regulations: 2 CFR Part. 318 (c)(1) and 7 CFR Part 210.21(c) State Procurement Code and 
Regulations, and Grand Prairie ISD Student Nutrition Department  
 

Procedures: Grand Prairie ISD seeks to conduct all procurement procedures:  

In compliance with stated regulations; and to prohibit conflicts of interest and actions of employees 
engaged in the selection, award and administration of contracts.  

A conflict of interest is any action that allows a person to benefit at the expense of the public interest or 
the expense of his or her employer. A conflict of interest may be real or apparent, i.e., a conflict of interest 
does not have to be acted upon to be considered a conflict of interest.  

A real or apparent conflict of interest in situations such as the following: 

 Grand Prairie ISD employee has a financial or other interest in a business being considered for a 
contract. 

 Grand Prairie ISD employee receives a tangible personal benefit from a business being considered 
for a contract. 

 Grand Prairie ISD employee has a personal relationship or friendship with a business being 
considered for a contract. 

 Grand Prairie ISD employee is employed by, about to be employed by, or is seeking employment 
from a business being considered for a contract. 

Grand Prairie ISD employees must not solicit or accept gratuities, favors, or anything of value to perform 
improper financial actions, including actions related to procuring contractors or parties to subcontracts. 
When this occurs, there is a conflict of interest.  

Under Section 173.003 of the Local Government Code requires certain local government officers to file 
Form CIS to disclose any income, gifts, or family relationships with current or future vendors. A local 
government officer is defined as a member of the governing body of a local government entity; a director, 
superintendent, administrator, president, or other person designated as the executive officer of a local 
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governmental entity; or an agent of a local governmental entity who exercises discretion in the planning, 
recommending, selection, or contracting or a vendor.  

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

The employee, officer, or agent will need to submit a Conflict of Interest Questionnaire (Form CIQ) to the 
Grand Prairie ISD Purchasing Department and remove himself/herself off the procurement process. The 
officers, employees, and agents of the entity may neither solicit nor accept gratuities, favors, or anything 
of monetary value from contractors or parties to subcontracts.  

Grand Prairie ISD will apply disciplinary actions (as listed below) for violations of above stated standards 
by Grand Prairie ISD Student Nutrition Department employees, officers, or agents acting on the Grand 
Prairie ISD Student Nutrition Department behalf. 

Grand Prairie ISD will apply the following disciplinary actions: 

1. 1st Offense: Documented “verbal” reprimand and review Code of Conduct. Two district staff will 
be present and sign document as witnesses. 

2. 2nd Offense: Written reprimand. Two district staff will be present and sign document as witnesses. 
3. 3rd Offense: Recommendation for termination.  

Reporting of Fraud, Bribery, and Gratuity Violations 

Grand Prairie ISD will report, in writing to TDA, all violations of federal criminal law – fraud, bribery, or 
gratuity.  

The non-Federal entity or applicant for a Federal award must disclose, in a timely manner, in writing to the 
Federal awarding agency or pass-through entity all violations of Federal criminal law involving fraud, 
bribery, or gratuity violations potentially affecting the Federal award. Failure to make required disclosures 
can result in any of the remedies described in§ 200.338 Remedies for noncompliance, including suspension 
or debarment. (2 CFR 200.113; 31 U.S.C. 3321). 

Grand Prairie ISD defines fraud as:  

Whoever embezzles, willfully misapplies, steals or obtains by fraud any funds, assets or property provided 
under the National School Lunch Program and/or School Breakfast Program [and/or Special Milk Program] 
whether received directly or indirectly, shall, if such funds, assets or property are of a value of $100 or 
more, be fined no more than $25,000 or imprisoned not more than 5 years or both; or if such funds, assets 
or property are of a value of less than $100, be fined not more than $1,000 or imprisoned not more than 
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1 year or both. Whoever receives, conceals or retains for personal use or gain, funds, assets or property 
provided under the National School Lunch Program and/or School Breakfast Program, whether received 
directly or indirectly, knowing such funds, assets or property have been embezzled, willfully misapplied, 
stolen or obtained by fraud, shall be subject to the same penalties. 

Benefits Received  

Grand Prairie ISD Student Nutrition Department employees; officials; agents acting on the Grand Prairie 
ISD Student Nutrition Department behalf; any member of the immediate family of the Grand Prairie ISD 
Student Nutrition Department employee, officer, or agent acting on the Grand Prairie ISD Student 
Nutrition Department’s behalf; or business partner of the Grand Prairie ISD Student Nutrition Department 
employee, officer, or agent acting on Grand Prairie ISD Student Nutrition Department’s behalf must not 
solicit or accept gratuities, favors, or anything of monetary value from contractors or parties to 
subcontracts.  

When incentives are offered by the contractor and accepted by an individual, the incentive must become 
the property of Grand Prairie ISD Student Nutrition Department. Under no condition can the incentive 
become the property of an individual.  

Certification Regarding Lobbying  

Lobbying certification requirements are applicable to grants, sub-grants, cooperative agreements, and 
contracts exceeding $100,000 in federal funds.  

Grand Prairie ISD Student Nutrition Department uses the following procedures  

1. Documentation:  Grand Prairie ISD Student Nutrition Department will take actions to ensure that 
the proper documentation is prepared, shared as required, and retained. 

2. Use of Funds: Grand Prairie ISD Student Nutrition Department requires that federal funds must 
not be paid by or behalf of the Grand Prairie ISD Student Nutrition Department to any person 
influencing or attempting to influence an officer or employee of any agency, a Member of 
Congress, an officer or employee of Congress, or an employee of a Member of Congress in 
connection with the awarding of a Federal contract, the making of a Federal grant, the making of 
a Federal loan, the entering into a cooperative agreement, and the extension, continuation, 
renewal, amendment, or modification of a Federal contract, grant, loan, or cooperative 
agreement.   

Debarment and Suspension  

Grand Prairie ISD and their subcontractors must not make or permit any award, sub-award, sub-grant, or 
contract with an individual or entity that is debarred or suspended or is otherwise excluded from or 
ineligible for participation in federal assistance programs, per the TDA Administrative Review Manual 
(ARM), Section 15.21. 
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 Grand Prairie ISD Student Nutrition Department will Include the following debarment and 
suspension certification in every written agreement with subcontractors:  
“{name of subcontracting organization } certifies that neither it nor its principals are presently 
debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from 
participating in this Agreement by any federal department or agency or by the State of Texas. 
{name of subcontracting organization} shall immediately provide written notice to Grand Prairie 
ISD Student Nutrition Department if at any time the {name of subcontracting organization} learns 
that this certification was erroneous when submitted or has become erroneous by reason of 
changed circumstances. Grand Prairie ISD may rely upon a certification of a subcontractor that it 
is not debarred, suspended, ineligible, or voluntarily excluded from the covered contract, unless it 
knows that the certification is erroneous.    
 

 Grand Prairie ISD Student Nutrition Department will require the subcontractor to sign and submit 
the TDA form entitled “Certification Regarding Debarment, Suspension, Ineligibility and Voluntary 
Exclusion for Covered Contracts (H2048)12” and maintain the signed form with its contract 
record. 
 

 Grand Prairie ISD Student Nutrition Department will print the page from the System for Award 
Management (SAM) which indicates the subcontractor is not presently debarred or otherwise 
excluded from participation in the contract by any federal department or agency or by the State 
of Texas and will maintain that document on file with the contract documents. The System for 
Award Management can be accessed at www.sam.gov/portal/SAM/#1 

 
Staff Purchase of Items on Awarded Contracts  

Grand Prairie ISD Student Nutrition Department does not allow any employee, officer or agent acting on 
behalf of Grand Prairie ISD Student Nutrition Department to take advantage of Grand Prairie ISD Student 
Nutrition Department’s procurement by purchasing off an awarded contract. 

Per the ARM, Section 15.18, Confidentiality and Program Integrity, this type of activity as actually 
accepting the cash difference between the bid or discount price and the amount the individual would 
have paid for the item in the regular retail market. This is a financial incentive. When an individual pays 
for the purchase, the payment does not remove the financial incentive. Even if the contractor were to 
charge retail price, the individual would still be receiving the convenience of a personal delivery and would 
be accepting a favor from the contractor—therefore, this is an unallowable practice. 

Contracting with Persons and Companies for Assistance in Developing a Solicitation  

Per the ARM, Section 15.20, Confidentiality and Program Integrity, when acquiring goods and services, 
contracting entities (CEs) may contract with agents or companies that provide technical information in 
drafting procurement specifications and/or technical requirements. This provision is intended to 
encourage program administrators to obtain information from as many sources as possible to assist them 
in drafting procurement documents. 
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 Potential Offerors or Interested Parties Involved in Developing a Solicitation  
Grand Prairie ISD Student Nutrition Department will not accept a contractor or other interested 
party’s offer if the contractor or other interested party assisted with or drafted the procurement 
specifications and/or technical requirements, procedures, or documents.  

 
Duplicative Services from the Same Contractor or Different Contractors 
Per the ARM, Section 15, Confidentiality and Program Integrity, when awarding a contract to an entity 
that has financial relationship with a third party acting on behalf of the CE constitutes an unfair advantage 
and is in violation of federal procurement requirements. This type of arrangement may also result in the 
CE paying for duplicative services, which is an unallowable cost to the nonprofit school food service 
account.   

 Grand Prairie ISD will avoid acquisition of unnecessary or duplicative items/services. Purchases 
will be justified using the following criteria:  

o Purchaser will determine if there are like items in the District that may not be in use and 
consider transferring item before determining if purchase is necessary 

o The item is being considered for menus or is needed to serve, prepare, receive, transport 
or store an item on the menu 

o The item is replacing an obsolete, broken, damaged or outdated piece of equipment 

Grand Prairie ISD’s procedures seek to avoid acquisition or duplicative items. Consideration is given to 
choose a method of procurement to obtain and more economical purchase. Where appropriate, an 
analysis will be made to determine the most economical approach.  

Grand Prairie ISD will purchase goods, products and/or services for use in the Child Nutrition Program in 
compliance with 2 CFR Part 200 and state laws using the procedures outlined as follows:  

The primary purpose of this procurement plan is to ensure that open and free competition exists to the 
maximum extent possible. The procurement process practiced by the Grand Prairie ISD Student Nutrition 
Department must not restrict or eliminate competition (2 CFR Part 200.318(c)). For example, description 
of goods, products and/or services to be procured should not contain features that unduly restrict 
competition. Competition helps ensure that goods, products and/or services will be obtained that nest 
meets the needs of the Child Nutrition Program.  

 
Food Taken From Schools  
 
Grand Prairie ISD Student Nutrition Department does not allow any employee, officer, or agent acting on 
behalf of the Grand Prairie ISD Student Nutrition Department to take food or leftover food (including milk) 
from the premises for personal use, personal gain, or benefit to another person or entity. 

 


