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OVERVIEW
The Lansing School District ("District") is inviting proposals from experienced and qualified
“Proposers” interested in providing long-range Master Facilities Planning (MFP) “Proposals.”
Respondents to this RFP must highlight their experience and qualifications relevant to the
services outlined in the "Scope of Services" section below.

SUBMISSION DEADLINE
Firms interested in offering Master Facilities Planning Services for the District should submit a
detailed Proposal in accordance with the Request for Proposals (RFP). The deadline for
Proposal submissions is 5:00 p.m. EST. on Tuesday, April 4, 2024. Proposals delivered after
this deadline may not be considered.

All submissions will be owned by the District. The District retains the right to utilize information
or ideas from the submissions, reject any or all Proposals, and waive irregularities or
informalities in the RFP and its process. The Proposer bears sole responsibility for all costs
associated with preparing or submitting any Proposal or set of qualifications.

PROPOSAL SUBMISSION PROCEDURE
All Proposals must be submitted in an opaque, sealed envelope containing your Proposal, and
any other supporting data to be submitted therewith, must be marked in the lower right hand
corner with the following description:

LANSING SCHOOL DISTRICT
LONG-RANGE MASTER FACILITIES PLAN RFP

[PROPOSER’S NAME]
[PROPOSER’S ADDRESS]

[PROPOSER’S TELEPHONE NUMBER]

The envelope must be addressed and delivered to:

Lansing School District
Attention: Kristina Tokar
Chief Operating Officer

519 W Kalamazoo
Lansing, Michigan 48933

Late Proposals  

Each Proposer is responsible for timely submission of its Proposal. Proposals or revisions to
Proposals received after the date and time specified above may be rejected for consideration by
the District. Any rejected Proposals will be returned to the Proposer unopened. The District is
not liable for any delivery or postal delays, and Proposer bears full responsibility for timely
submission.
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Original Proposal and Copies 

Each Proposal must be an original and hard copy, and signed by an authorized member of the
Proposer’s firm. Oral, telephonic, telegraphic, facsimile, or email Proposals will NOT be
accepted. Along with the original, signed Proposal, the Proposer shall also submit two (2) hard
copies of the Proposal plus an electronic copy on a flash-drive.

Opening of Proposals 

The Proposals will be opened on Friday April 5 by the Chief Operating Officer and/or such other
District administrator authorized by the Board of Education. No immediate award decision will be
rendered at the time of Proposal opening. Proposals will not be reviewable by the public, nor
disclosed to unauthorized persons, prior to Proposal opening.

For all questions contact:

Kristina Tokar
Chief Operating Officer
Kristina.Tokar@lansingschools.net
517-755-1016
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SCOPE OF SERVICES:
Qualified firms, also known as Proposers, are expected to provide the following professional
services:

1. Facilitation of MFP Planning Committee:
Facilitate a designated District MFP Planning Committee throughout the planning process. The
MFP Planning Committee may be composed of representatives from the offices of the
Superintendent, Chief Operating Officer, Chief Academic Officer, Board Facilities Subcommittee,
sustainability experts and other stakeholders as needed. The MFP Planning Committee will play
an integral role in shaping the final MFP and serve as an advisory body to the Board of
Education.

2. Conduct a Facilities Needs Assessment:
Conduct a comprehensive assessment of the conditions of each District facility. The facility
condition assessment will encompass exhaustive physical/visual inspection of each facility and
identification of systems-level deficiencies and life-cycle conditions. The assessment will
analyze modernization, new construction, renovation, and replacement needs.

Assessment Standards:

Prior to the commencement of on-site assessments, the winning Proposer must collaborate
closely with the District to develop assessment standards. This collaborative approach ensures
that the assessment process maintains consistency and completeness across different facilities.

Qualifications and Industry Standards:

The assessment team should be comprised of individuals who are highly trained and licensed
and/or certified in construction, engineering, or architecture, ensuring a specialized
understanding of the specific building systems they assess.

Preparation and Review:

To enhance the effectiveness of on-site assessments, the assessment team will obtain existing
drawings and plans from the District, where available. It is acknowledged that complete records
may not be available for every building, and in such cases, District personnel will utilize its
expertise to compensate for any gaps in information.

Deliverables:

The outcome of the facility needs assessment will be delivered in both a bound and electronic
format. This comprehensive deliverable will include:

A. Facilities Condition Assessment: This document will go beyond quantitative information,
providing a narrative summary of each facility and its building systems. This qualitative
layer enriches our understanding, ensuring a nuanced interpretation of the data.

B. Structural Conditions and Code Compliance: An assessment of the current structural
conditions of District-owned/operated buildings and grounds, including playgrounds,
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detached structures, operation and administrative hubs, and athletic facilities. This
includes an evaluation of compliance with Life Safety Code, environmental, ADA, and
other applicable building codes.

C. Mechanical Systems and Components: A thorough assessment of current mechanical
systems and components. This will include an evaluation of their functioning condition,
life expectancy, and likely costs of renovating each system and/or component.

D. Documentation and Photography: Comprehensive documentation and photographic
evidence of physical condition deficiencies. This visual representation adds clarity to our
assessment, facilitating a more in-depth understanding of the challenges and
opportunities each facility presents.

E. Categorization of Renovations and Replacement Requirements: A detailed
categorization of immediate, short-term, and long-term capital renovations and
replacement requirements, accompanied by project timelines. This forward-looking
approach will allow the District to prioritize interventions based on urgency and long-term
impact.

F. Life Expectancy and Cost Estimates: Estimated life expectancy of each building, along
with the identification of major renovations requiring immediate attention (present-5
years out). This will be accompanied by an estimate of the likely cost of necessary
immediate renovations.

3. Stakeholder/Community Engagement:
Develop and implement a community involvement process designed to proactively involve and
engage District stakeholders such as staff, parents, teachers, and other community members.
This inclusive approach aims to identify key issues, needs, and options, fostering a collaborative
environment for decision-making.

Engagement Process:

Create a detailed schedule for District and community involvement outlining key meetings in
relation to the completion of draft or final documents. This schedule will encompass major
project phases and specify the types of input solicited from various groups. This includes
meetings/forums with the community and staff to identify key issues related to school facilities
and receive input on the MFP process. The Proposer shall propose additional methods (e.g.,
interviews, surveys, and focus groups) to gather information and a schedule to obtain additional
community input regarding school facilities as appropriate. These tasks may include facilitation
of presentations and discussions of the findings, recommendations, estimates, schedules,
possible funding scenarios, etc. to District Leadership and the Board of Education. The
Proposer will also meet with District staff to review the requirements of the District’s
administrative and maintenance facilities.

4. Facilities Capacity:
Perform a facility capacity analysis for the following purposes:

A. Address the short-term needs of the District regarding immediate space issues as well
as the long-term needs based on current facility capacity ratings.
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B. Meet with District staff to review any existing capacity ratings. Staff input will be advisory
only and District administration will have final scope determination.

C. Determine if there is sufficient capacity to meet current and future needs based on
enrollment projections and capacity ratings, or if an adjustment in school capacity is
required.

D. Determine if additional facilities or additions to existing facilities will be needed, or
whether consolidation or decommissioning should be considered.

E. Establish capacity ratings of all schools, to be included in the final report.
F. Utilize Arc GIS mapping to graphically represent current and future capacity and

utilization analysis.

5. Financial Planning:
Identify, project, and analyze all costs associated with recommended facility actions, including
projected increases or decreases in operating costs resulting from any proposed modifications.

Cost Estimates:

Provide detailed cost estimates for correction of each project identified. These estimates should
be based on industry standards, published construction and facilities maintenance cost
estimating data, with appropriate adjustments for local labor and material costs.

Cost-Benefit Analysis:

The plan should include a comprehensive cost-benefit analysis, evaluating various options such
as remodeling, changes in use, and new construction. This analysis will guide decision-making,
ensuring that recommendations are financially prudent and sustainable.

Funding Sources Review:

Review and summarize additional sources of facilities funding, including bond/referenda
planning. This comprehensive financial review ensures that recommendations are not only
strategically sound but also feasible within the financial context of the District.

6. MFP Creation:
The MFP should provide a detailed yearly schedule outlining anticipated facility needs and
associated costs for the next 15 years, strategically prioritizing both short-term and long-term
requirements. The District expects its MFP planning firm to incorporate strategic plans, existing
standards and norms into the planning process as well as engage the District’s expertise in
shaping the MFP. Notably, the District possesses a pre-existing sustainability plan and experts,
retains a bond fund owner representative and other professionals with facilities-related
expertise, who the consultants should engage when developing the MFP.

Additionally, the District would also like Proposers to include the following in their submissions:
a. Advise the District on the merits of incorporating 3-D/360° Virtual Walkthrough mapping

technology into the MFP Scope of Service and, if advisable, provide separate pricing
and recommended tech for such as an optional component to the contract.
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b. Provide pricing and general Scope of Services to conduct a reevaluation of buildings and
abbreviated renewal of the MFP after five years.

7. Board Engagement and Community Presentation, and Final
Documentation:
The final deliverables will include a comprehensive MFP, projected project budgets, schedules,
and other relevant information. The final stage involves engaging the Board of Education and
presenting the MFP to the community. All MFP documents will be prepared in a digitally
accessible format, ensuring compliance with the United States American with Disabilities Act.

PROJECT DETAILS

Timetable
The District would like to complete the project by November 2024. Please provide a detailed
timetable for each phase of the as part of the Proposal.

Key RFP Dates

Key Dates Timeline

RFP issue date February 29, 2024

Walkthroughs, upon request* March 15, 2024

Deadline for written questions March 19, 2024

Deadline for response to written questions March 25, 2024

Proposal due date April 4, 2024 @ 5 p.m. EST

Tentative interviews Week of April 8, 2024

Recommendations to Facilities Committee April 15, 2024

Board Approval for contract negotiations April 18, 2024

Contract negotiations April 22 to May 9, 2024

Award of final contract May 9, 2024

Contract start date May 13, 2024
*Walkthroughs of a representative sample of buildings only will be provided
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PROPOSAL FORMAT
Proposals must address each Scope of Services requirement. If a Proposer does not have
experience relevant to one or more of the Scope of Services listed, indicate so. The District will
evaluate all Proposals to include those that do not have experience on all sections of the scope.
Proposal text must all be in 12-point font, single spaced, and maintain 1” document margins.
Proposals should be signed by an authorized individual or officer of the Proposer submitting the
qualifications statement. In addition, Proposals should be formatted as follows:

Table of Contents to include:

1. Cover Letter
2. Business Information
3. Project Approach Overview
4. Statement of Qualifications
5. Project Team Summary and Resumes of Key Project Personnel (including

sub-consultants)
6. References (minimum of 5)
7. Fee Proposal
8. Firm Track Record and Litigation History
9. Conflict of Interest
10. Proof of Insurance

1. Cover Letter

Cover Letter should contain an introduction to the firm.

2. Business Information

Provide the following information for your firm and all sub-consultants:
● Company Name and type of Business Structure (Corporation, Partnership, etc.)
● Address
● Telephone
● Website
● Name and email of main contact
● A brief description and history of the firm including number of years the firm has been in

business and date firm was established under its given name
● Number of employees (licensed professionals, technical support, etc.)
● Number of current similar projects and present workload
● Location of office where the bulk of services solicited will be performed

3. Project Approach

Provide a summary overview of the Proposer’s suggested approach for the project.

4. Statement of Qualifications

Provide a Statement of Qualifications for provision of all services referenced. In doing so please
provide information about prior services/designs prepared by the Proposer on at least four (4) or
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more prior Facilities Master Plans at the K-12 level.

5. Project Team Summary and Resumes of Key Project Personnel

Identify your Proposer's project team and their specific expertise, experience, and resources to
ensure suitable services. Proposers shall identify and provide resumes for the key personnel
that will staff the project.

6. References:

Provide five (5) K-12 references with whom the Proposer has worked in the past three to five
(3-5) years. Proposer shall describe its work in the past three to five (3-5) years that is similar or
comparable. For each reference provided the primary contact person with current address and
telephone number and the name of the district and the scope of services provided. References
may be contacted by the District to attest to the Proposer’s ability to perform the described
services.

7. Fee Proposal

The fee proposal shall include an estimated fixed fee not-to-exceed amount for services outlined
in the Scope of Services noted above. Include a detailed outline of all costs associated with
completion of Proposer’s responsibilities for the project as outlined in the Proposal. The outline
should include average hourly rates, by name and title, of staff committed to this project and the
Proposer’s overhead rate and estimated expenses. Costs shall include all meetings, travel,
inspection, technology, printing costs, postage, delivery of materials and miscellaneous costs
required to complete the project. Cost should be broken down by phases with a total price for all
phases. Please remember to include pricing details for optional services mentioned in Scope of
Services section 6 - MFP Creation. The District may elect not to do all phases at which time the
District would deduct that phase cost, as provided in the response to this RFP, from the total
submitted.

8. Firm Track Record and Litigation History

Proposer shall indicate if the individual or firm has ever been let go by a client or replaced by
another individual or firm during any related project. Additionally, Proposer shall list any
project-related litigation, including arbitration and mediation, in the last five (5) years, filed either by
an owner, owner’s consultant, or contractor, against the individual or firm.

9. Conflict of Interest

Proposer shall certify that no official or employee of the District, nor any business entity in which
an official of the District has an interest, has been employed or retained to solicit or assist in the
procuring of the resulting contract, nor that any such person will be employed in the performance
of any contract without immediate divulgence of this fact to the District.

10. Proof of Insurance

The Proposer shall maintain insurance coverage satisfactory to the District, including
with respect to coverage limits and deductibles, and as set forth below during the term of the
Contract.
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The following types of insurance, limits of liability, and policy extensions are required of the
Proposer and (except for limit) all subcontractors:

Workers Compensation and Employers Liability Insurance:
Coverage A – Statutory
Coverage B – $1,000,000 Per Accident
Broad Form Comprehensive General Liability Insurance (including – Premises,
Contractual, Products &amp; Completed Operations – Including Broad Form
Extensions):
Each Occurrence $1,000,000
General Aggregate $2,000,000
Products &amp; Completed Operations Aggregate $3,000,000
Personal Injury &amp; Advertising Injury $1,000,000
Fire/Legal $1,000,000
Comprehensive Automobile Liability Insurance (owned, hired, and non-Owned
automobiles):
Bodily &amp; Property Damage $1,000,000 Combined Single Limit

The Proposer shall not commence work under the Contract until all insurance stated in this
RFP is obtained and the District has received and reviewed all associated insurance
policies.

SELECTION CRITERIA
Although not necessarily exhaustive of the criteria to be utilized by the District, the District
intends to use the following evaluation criteria in selecting a Proposer to assist with the District
MFP. The evaluation criteria are as follows:

Timeliness and Completeness of Proposal (10%)

To receive maximum consideration, the Proposer's Proposal must be received by the response
deadline. In addition, the Proposer's Proposal will be evaluated with respect to organization,
clarity, completeness, and responsiveness to this RFP.

Technical Qualifications and Competence (25%)

To receive maximum consideration, the Proposer’s Proposal must demonstrate experience,
expertise, and familiarity with applicable laws and requirements for school facility projects in
general and Master Facilities Planning in particular. Significant emphasis will be placed on the
Proposer's ability to satisfy the project timeline.

Record of Past Performance (35%)

To receive maximum consideration, the Proposer’s Proposal must demonstrate work quality,
completion of work on schedule, cost controls, contracts held with other K12 School Districts
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over the last five (5) years as well as the response of references provided by the Proposer or
any other references identified by the District.

Approach to Work (30%)

To receive maximum consideration, the Proposer’s Proposal must indicate its design, project
management, coordination methodologies, prioritization analysis and study approaches, and
demonstrate its ability to work cohesively with various stakeholders involved in long-term
planning efforts.

DISTRICT AWARD PROCESS

Proposals will be reviewed for responsiveness and evaluated pursuant to the above-listed
objective criteria, with particular attention to, without limitation, each respondent’s qualifications
and demonstrated competence in providing similar services.

After Proposals are evaluated, the District, at its sole discretion, may elect to interview the top
Proposers. The District may elect to interview one or more Proposers. Adequate time will be
allowed for presentation of qualifications followed by questions and answers.

If a commitment is made, it will be to the most qualified respondent(s) with whom the District is
able to negotiate successfully the terms and conditions of the required agreement documents.
Final selection of a Proposer, terms and conditions of any and all agreements and authority to
proceed with the services for which the Proposal was submitted shall be at the discretion of the
District.

If the District is unable to successfully negotiate a satisfactory agreement with terms and
conditions the District determines to be fair and reasonable, the District may then commence
negotiations with the second best qualified Proposer in sequence until an agreement is
reached or determination is made to reject all Proposals.

LIST OF DISTRICT FACILITIES

LANSING SCHOOL DISTRICT PROPERTIES
Property Name Street Address Building

Sq Ft
Total

Acreage
*Brad Street (near Attwood) Vacant Land NA 0.08
*Glenburne Boulevard Vacant Land NA 6.01
Glenburne Boulevard/Paramount
Coffee

Vacant Land NA 61.01

*Northwestern/Demolished/Land
Only

2908 Andrew Avenue NA 6.2

*Piper Avenue Vacant Land NA 0.15
*West Allegan Street (near Riddle) Vacant Land NA 0.09
Otto Crosswalk North Larch Street 0.11
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Otto Middle School 500 East Thomas Street NA 18.55
Wainwright Pedestrian Crossing Risdale Avenue NA 0.03

ADMINISTRATIVE / NON-SCHOOL EDUCATIONAL
Administration Building 519 West Kalamazoo Street 42,777 3
Ebersole Environmental Education
& Conference Center

3400 Second Street 30,000

Eva Evans Welcome
Center/Elmhurst

2400 Pattengill Avenue 46,056 10

Mt Hope Church 301 W Jolly Road 7115 5
Halik Center - Wainwright 4200 Wainwright Avenue 41,332 6.42

ATHLETIC FACILITIES
Don Johnson Field House / Fields 400 North Pennsylvania 58,150 38

RENTAL PROPERTY
Capital Area District Library 123 West Kalamazoo Street 73880 1
Reo Elementary 1221 Reo Road 31,425 25.7
Harley Franks 2924 Newark 28,794 7.2
Vehicle Maintenance Center 1617 Sam's Way 9824 12.87
Wohlert Farms East State Road NA 94.63

WAREHOUSE
Physical Plant/Service Center 1717 Sam's Way 81,000 10.8

SCHOOLS
Attwood New Tech. 915 Attwood Drive 37,180 8.24
Averill New Tech. 3201 Averill Drive 35,756 8.9
Beekman Center 2901 Wabash Road 111,285 52
Cavanaugh STEAM 300 West Cavanaugh Road 30,410 24.63
Cumberland Elementary 2801 Cumberland Road 31,682 6.31
Dwight Rich School of the Arts 2600 Hampden Drive 203,562 26.4
Eastern High School 626 Marshall Street 210,000 22.66
Everett High School 3900 Stabler Street 305,458 55.52
Forest View Elementary 3119 Stoneleigh Drive 35,357 20.01
Gardner International Magnet
School

333 Dahlia Drive 203,954 56

Gier Park Elementary 401 East Gier Street 36,241 5.27
Hill Center - Lansing Tech High
School, CTE Program, Leases,
Admin

5815 Wise Road 299,704 55.84

J.W. Sexton High School 102 McPherson Avenue 245,675 33
Kendon Elementary 827 Kendon Drive 32,390 8.52
Lewton Spanish Immersion - closing
Fall 2026, reopening Fall 2027

2000 Lewton Place 37,324 6.67

Lyons Elementary 2901 Lyons Avenue 25,715 5
Mt. Hope School – reopening Fall
2025

1215 East Mount Hope
Avenue

57290 4

North Elementary 333 East Miller Road 65,162 17.01
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Pattengill Magnet School 815 N. Fairview Avenue 81,000 10

Pleasant View Elementary 4501 Pleasant Grove Road 39,676 7.89
Post Oak International 2320 Post Oak Lane 40,803 6.48

Willow @ Riddle; closing as a
school when new Willow opens ___

 221 Huron Street 39,688 5.7

Sheridan Road STEAM 16900 North Cedar Street 39,960 8.5
Wexford Montessori 5217 Wexford Road 38,071 6.86
Willow - closed for demolition /
rebuild - reopening Fall 2026

1012 West Willow Street * 12.48

Mt Hope @ Woodcreek Montessori 4000 Woodcreek Lane 43,462 4.86
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PURFR016 – 7/7/08 – Version 5 
LANSING SCHOOL DISTRICT SUPPLIER/VENDOR APPLICATION MARK ONE: 
PURCHASING DEPARTMENT              (Please type or print) �  New Application 
519 W. KALAMAZOO ST., ROOM 200  �  Update 
LANSING MI 48933 Date:     
(517) 755-3030 
FAX (517) 755-3019  

W-9 form attached? �  YES   �  NO 
 

 

DUN & BRADSTREET RATING (if available) 
NAME OF COMPANY FEDERAL ID NUMBER (OR) SOCIAL SECURITY NUMBER 

 
Submit copy of W-9 form with application 

ADDRESS TO WHICH BIDDING FORMS AND PURCHASE ORDERS ARE TO BE MAILED – STREET NO., CITY, STATE, ZIP CODE 

ADDRESS TO WHICH PAYMENTS ARE TO BE MAILED – STREET NO., CITY, STATE, ZIP CODE 

PARENT COMPANY AND ADDITIONAL OFFICE LOCATIONS IN MICHIGAN (May attach separate sheet) 

E-MAIL ADDRESS: WEB SITE: 
For Purchase orders to be emailed 

TYPE OF ORGANIZATION 

  �Individual  �Partnership   �Corporation 
TELEPHONE #:   

 

FACSIMILIE #:   

PERSONS TO CONTACT AND THOSE AUTHORIZED TO SIGN BIDS AND CONTRACTS IN YOUR NAME (if agent, so specify) 

 Name Official Capacity Telephone No.  

   

   

PLEASE LIST ON THE REVERSE SIDE CLASSES OF EQUIPMENT, SUPPLIES, MATERIALS, AND/OR SERVICES ON WHICH YOU 
DESIRE TO BID. 
�   Do you require a hard copy of verbal orders?   Yes     No    Do you accept Procurement Cards? Yes     No    

�   Electronic Disk Catalog □ Electronic Ordering 

Please complete the following: 

STANDARD PAYMENT TERMS:     PROMPT PAY DISCOUNT:    STANDARD DELIVERY TIME:   

PLEASE COMPLETE BELOW 
Please list percentage and circle category that applies: 

 

MINORITY OWNED:   %  Native-American Asian-Pacific American African-American  Hispanic-American  Asian-Indian American 
 

WOMEN OWNED:   %  White  Native-American  Asian-Pacific American  African-American Hispanic-American 
Asian-Indian American 

 

DISABLED:   % SMALL BUSINESS:   Yes      No      
Business located within LANSING SCHOOL District  Yes      No   

 

Are you certified?  If so, list agencies Certificate Number: 

 

SIGNATURE OF PERSON AUTHORIZED TO SIGN THIS APPLICATION 
 

 

NAME AND TITLE OF PERSON SIGNING (Please type or print) 



COMMODITY LIST 
Please place a checkmark (√) by the appropriate code and provide a detailed description of the commodities and/or

services offered. If the complete NAICS Code is known please include this number in the description area. 
Website URL address for NAICS is:  http://www.census.gov/epcd/www/naics.html 

NAICS CODE DESCRIPTION

11 – Agriculture, Forestry, Fishing and Hunting 

21 – Mining 

22 – Utilities 

23 – Construction 

31-33 – Manufacturing 

42 – Wholesale Trade 

44-45 – Retail Trade 

48-49 – Transportation and Warehousing 

51 – Information 

52 – Finance and Insurance 

53 – Real Estate and Rental and Leasing 

54 – Professional, Scientific and Technical Services 

55 – Management of Companies and Enterprises 

56 – Administrative & Support, Waste Management 
& Remediation Services 

61 – Educational Services 

62 – Health Care and Social Assistance 

71 – Arts, Entertainment and Recreation 

72 – Accommodation and Foodservices 

81 – Other Services (except Public Administration) 

92 – Public Administration 

99 – Unclassified Establishments 

CATEGORY (Check below the category which applies to the applicant) 
� (A) Manufacturer or Producer  � (B) Wholesaler  � (C) Retailer � (D) Mfgr’s Agent  � (E) Distributor
� (F) Service Establishment



Purchasing Office, 519 W. Kalamazoo St, Lansing, Michigan 48933 
Telephone (517) 755-3030, Fax (517) 755-3019  

Committed to Quality 

STATEMENT OF NO BID  

______________________________________________________________________ 

NOTE: IF YOU DO NOT INTEND TO BID, PLEASE RETURN THIS FORM ONLY TO: 

Lansing School District      BID NO:  #______________ 
519 W KALAMAZOO ST 
LANSING, MI   48933 

PHONE:  517-755-3030 
FAX:        517-755-3019 

We, the undersigned, have declined to bid on the above noted bid for the following 
reasons:  

_____  Insufficient time to respond to the invitation to Bid. 

_____  Request for Proposal I unclear. 

_____  Do not offer this product or service. 

_____  Our schedule will not permit us to perform. 

_____  Unable to meet the specifications 

_____  Specifications are unclear (Please explain below) 

_____  Remove us from your Bidder Mailing List 

_____  Other ( Please specify below) 

REMARKS: 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
Company Name:_________________________________________________________ 
Signature:______________________________________________________________ 
Date:  ___________________Telephone:_______________Fax:__________________ 



AFFIDAVIT OF BIDDER 

The undersigned, the owner or authorized officer of _____________________(the “Bidder),  
pursuant to the familial disclosure requirement provided in the ____________________(the 
“School District”) advertisement for construction bids, hereby represent and warrant, except as 
provided below, that no familial relationships exist between the owner(s) or any employee of 
_________________________and any member of the Board of Education of the School District or 
the Superintendent of the School District. 

List any Familial Relationships: 

BIDDER: 

__________________________ 

By: _____________________________ 

Its: _____________________________ 

STATE OF MICHIGAN ) 
)ss. 

COUNTY OF ________________    ) 

This instrument was acknowledged before me on the  _________  day of  __________,   20___,  by 

___________________________________. 

_______________________________ 

, Notary Public 

____________ County, Michigan   

My Commission Expires: ___________ 

Acting in the County of: ____________ 
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NON-DISCRIMINATION IN EMPLOYMENT CERTIFICATION

Lansing School District 

Certificate of Intent to Comply with 

“NON-DISCRIMINATION IN EMPLOYMENT” POLICY 

I have read Lansing School District’s Policy #3122, including paragraph #13 and hereby state my intent to comply with the terms and 
conditions contained therein.  Further I agree to furnish the Michigan Civil Rights Commission with such data and records concerning 
employment as may be requested by that agency in determining compliance with the policy. 

Print or type name of Contact Person: 

Signed: 

Title: 

Company: 

Date: 



AFFIDAVIT OF BIDDER - NON-COLLUSION

Lansing School District 

AFFIDAVIT OF BIDDER 
SWORN STATEMENT

“Non-Collusion” 
DATE:  _____________________ 

The Bidder, by its officers and agents or representatives, present at the time of filing this bid, being duly sworn, on their oaths, say that neither they nor any 
of them, have in any way, directly or indirectly, entered into any arrangement or agreement with any other Bidder, whereby such affiant or affiants or either 
of them has paid or is to pay to such other Bidder any sum of money, or has given, or is to give, to such other Bidder anything of value whatever, or such 
affiant or affiants or either of them has not, directly or indirectly, entered into any arrangement or agreement with any other Bidder or Bidders, which tends 
to or does lessen or destroy free competition in the letting of the Contract sought for by the attached bids; that no inducement of any form or character 
other than that which appears upon the face of the bid, will be suggested, offered, paid or delivered to any person whomsoever to influence the acceptance 
of the said bid or awarding of the Contract, nor has this Bidder any agreement or understanding of any kind whatsoever, with any person whomsoever to 
pay, deliver to, or share with any other person in any way or manner, any of the proceeds of the Contract sought by this bid. 

IN TESTIMONY WHEREOF, the Bidder (an authorized individual) has agrees to the above: 

 _____________________________________________ 
(Company Name) 

By:  _________________________________________ 
(Authorized Signer) 

_____________________________________________ 
Print or type Name and Title of Signer 

Address:__________________________________________________________________ 

Notary Public:______________________________________________________________ 

Subscribed and sworn to before me on this ________ day of ____________, 2016 

County of:______________________ My Commission expires: ___________________ 

Telephone number:  ________________ 



IRAN ECONOMIC SANCTIONS ACT CERTIFICATE 

In accordance with the Iran Economic Sanctions Act, Michigan 2012 PA 517, effective 
April 1, 2013, (MCL 129.311, et seq.), (the "Act"), the undersigned certifies in support of 
its bid or proposal that it is not an Iran linked business as such is defined in the Act. 

Contractor:_______________________________________ 

By:_____________________________________________ 

Dated: __________________________________________ 

Name:__________________________________________ 

Title:___________________________________________ 







LEGAL STATUS OF BIDDER 
CERTIFICATION REGARDING DEBARMENT, SUSPENSION, AND OTHER 

RESPONSIBILITY MATTERS. The Vendor and/or Bidder certifies to the best of its knowledge and 

belief that it and its principals: Are not presently debarred, suspended, proposed  for debarment, declared 

ineligible, or voluntarily excluded from covered transactions by any Federal department or agency; Have 

not within a three-year period preceding this agreement been convicted of or had a civil judgment rendered 

against them for commission of fraud or a criminal offense in connection with obtaining, attempting to 

obtain, or performing a public (Federal, State, or local) transaction or contract under a public transaction; 

violation of federal or state antitrust statutes or commission of embezzlement, theft, forgery, bribery, 

falsification or destruction of records, making false statements, or receiving stolen property; Are not 

presently indicted for or otherwise criminally or civilly charged by a government entity (Federal, State, or 

local) with commission of any of the offences enumerated above in this certification; and Have not within a 

three-year period preceding this agreement had one or more public transactions (Federal, State, or local) 

terminated for cause or default; is not now or has been, within a three-year period preceding this date, been 

listed on the Excluded Parties List System website (EPLS). 

Vendor/contractor will notify the Lansing School District Purchasing Office immediately upon

becoming suspended or debarred if there is any current or ongoing contract or agreement in place 

between the district and the vendor/contractor. 

Firm Name: 

Address: 

Phone & 
E-mail: 

Name, title and signature of individual duly authorized to 
execute contracts: 

The Owner, Principal, or Corporate Office of the responding firm is also attesting that all the 

information provided within this response is true. 

Name: 

Title: 

Signature: 

A Corporation organized and existing under the laws of the 

State of ____ 



General Conditions and Instructions to Bidders 

1. Proposals shall be submitted on forms furnished by the

owner.  The proposal shall be in accordance with the

specifications listed, which are available at the Lansing

School District Purchasing Office.

 Any variance from the specifications  

 shall be fully explained in writing by   

 the bidder and all prices quoted shall 

 be on a unit price basis.  

2. MAILING OF PROPOSALS:

Proposals shall be mailed in an opaque, sealed envelope 

and shall be clearly marked describing the project upon 

which the bid is made. 

3. No oral, telegraphic facsimile, or

electronic mail proposals or modifications will be

considered.

4 WITHDRAWAL OF BIDS: 

Any bidder may withdraw their bid at any time prior to 

the scheduled time of opening the bids upon the 

presentation of proper identification.  After the 

opening of the bids, no proposal shall be withdrawn for 

a period of ninety (90) days.  

5. PROPOSAL FORMS AND SIGNATURES:

Proposals shall be made on the proper forms provided 

by the owner.  All spaces shall be properly filled in with 

ink or typewriter.  The signatures shall be in longhand 

in ink by an authorized representative. 

6. BRANDS:

The naming of a manufacturer, brand or model number 

shall not be considered as excluding other brands or 

models.  Specifically, similar products with comparable 

construction, material and workmanship shall be 

considered as equal.  However, the Board of Education 

of the Lansing School District shall evaluate the merits 

of all bids submitted and reserves the right to accept 

or reject any or all bids.  

It is the intent of the attached specifications to 

define the minimum quality of equipment acceptable.  

The product lines of nationally recognized 

manufacturers who regularly advertise, promote and 

distribute catalog products to the school market are 

required.  

7. SAMPLES:

Samples shall be submitted upon request at the 

expense of each bidder.  Theses samples will be 

retained as control items until the completion of the 

delivery and installation.  

8. AGENDA:

Any modifications of contract documents will be issued 

in the form of an addendum.  

All addenda issued during the bidding time shall 

become part of the specifications.  A copy of the 

addendum shall be sent to all bidders.  No verbal 

statements by the owner shall be considered as 

authoritative.  No request for explanations can be 

processed within four (4) days immediately prior to the 

bid opening date.   

9. VARIATIONS FROM MATERIALS SPECIFED:

All variations form the specified material or equipment 

shall be fully explained and included with the bid.  

Manufacturer numbers shall be used in all cases.  

10. ROYALATIES AND PATENTS:

The contract shall pay for all royalties and patents, and 

shall defend all suits for claims or infringements on 

patent rights and save the owner harmless from loss on 

account thereof.  

11. CLEAN-UP:

The contractor shall at all times, keep the premises 

free from accumulations of waste materials or same 

caused by the work; and upon completing the work, 

shall remove all work related rubbish from and about 

the building and shall leave the work broom clean, or it 

equivalent.  In the case of dispute, the owner may 

remove the rubbish and charge the cost to the 

contractor, as the owner shall determine.  

12. FEDERAL, STATE AND MUNICIPAL TAXES:

Each proposal submitted shall include, and the 

contractor shall pay, all taxed which are levied by the 

Federal, State and Municipal Governments, on labor, 

and for materials entering into the work.  The owner 

reserves the right to require evident of payment of 

such taxes prior to final payment.  The school district 

is exempt from Federal Excise Tax. 



General Conditions and Instructions to Bidders 

13. QUALIFICATIONS OF BIDDERS:

The owner may request any or all bidders to submit any 

of the following information before the award of the 

contracts.  

A.  A bidder’s performance record 

B.  The address and description of bidder’s   

 equipment, plant or permanent place of 

      business. 

C.  An itemized list of the bidder’s equipment, 

 plant and personnel. 

D.  A bidder’s financial statement. 

E.  A description of any project which the bidder 

     has completed. 

F.   Such additional information as will satisfy 

 the owner that the bidder is adequately 

     prepared to fulfill the contract.  

G.  Description of work which will be done 

 simultaneously with the owner’s project. 

14. NOTICE OF AWARD:

The contracts shall be deemed as having been awarded 

when the formal notice of acceptance of their proposal 

has been duly served upon the intended awardees 

(normally by purchase order) by some officer of agent 

of the owner duly authorized to give such notice.  

15. GUARANTEE:

Each contract shall furnish the owner a written 

guarantee running for one (1) year, or longer as 

required herein, after the final payment covering all 

work in the contract.  Any defects in workmanship or 

materials for which a claim is submitted within this 

period shall be corrected.  

16. DOCUMENTS:

 The Proposals submitted shall be based upon 

 the specifications contained herein.  

17. RIGHTS OF ACCEPTANCE OR REJECTION:

 The Board of Education of the Lansing School 

 District reserves the right to reject any or all 

 bids in whole or in part and to accept the bid  

 or portion of bid that, in their opinion, best  

 serves the interest of the School District.    

18. Contractors and subcontractors are required

 not to discriminated against any employee or  

 applicant for employment, to be employed in t 

 the performance of this contract, with  

 respect to hire, tenure, terms, conditions or  

 privileges of employment because of race,  

 color, religion, national origin, or ancestry or  

 also because of age or sex, except based on a  

 bonafide occupational qualification.  Breach of 

 this covenant of purchasing agreement as  

 provided in the Michigan Fair Employment  

 Practices Act and may be processed there  

 under.  See Policy 6320. 
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BOARD OF EDUCATION FINANCES 
LANSING SCHOOL DISTRICT 6320/page 1 of 5 

PURCHASING 

Procurement of all supplies, materials, equipment, and services paid for from 
District funds shall be made in accordance with all applicable Federal and  State 
statutes,  Board policies, and administrative procedures.  Standards of conduct 
covering conflicts of interest and governing the actions of its employees engaged in 
the selection, award, and administration of contracts are established in Policy 1130, 
Policy 3110, and Policy 4110 – Conflict of Interest. 

All procurement transactions shall be conducted in a manner that encourages full 
and open competition and in accordance with good administrative practice and 
sound business judgement. 

Each year the State of Michigan informs the School of the legal amount for 
purchases which require a formal bidding process of a single item. 

It is the policy of the Board that the Superintendent adhere to the following: 

A. Seek informal price quotations on purchases in excess of $3,000. 

B. When the purchase of, and contract for, single items of supplies, 
materials, or equipment is less than the amount allowed by State 
statute, but exceeds $10,000 the Superintendent shall whenever 
possible, require three (3) competitive price quotations. 

Purchases in a single transaction that are in excess of the dollar amount permitted 
by State statute shall require competitive bids and, whenever possible, have at least 
three (3) such bids for substantiation of purchase and shall require approval of the 
Board prior to purchase. 
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Competitive Bids 

Competitive bids are not required for items purchased through the cooperative bulk 
purchasing program operated by the Michigan Department of Management and 
Budget pursuant to M.C.L. 18.1263. 

Competitive bids are not required for food purchases, unless food purchased in a 
single transaction costs $100,000 or more. 

When food purchased in a single transaction exceeds $100,000, the Superintendent 
shall, whenever possible, require three (3) competitive price quotations. 

Bids shall be sealed and shall be opened by the Director of Purchasing in the 
presence of at least one (1) witness.  All orders or contracts should be awarded to 
the lowest responsible bidder; however, consideration can be given to: 

A. the quality of the item(s) to be supplied; 

B. its conformity with specifications; 

C. suitability to the requirements of the school; 

D. delivery terms; 

E. past performance of vendor. 

In addition to the factors above, the Board may consider and provide a preference to 
bidders 

A. which use a Michigan-based business as the primary contractor. 

B. which use one (1) or more Michigan-based business as 
subcontractors. 
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For purposes of this preference a Michigan-based business means a business that 
would qualify for a Michigan preference for procurement contracts under 
M.C.L. 18.1268, which requires that the businesses certify that since inception or 
during the last twelve (12) months it has done one of the following: 

A. have filed a Michigan business tax return showing an allocation of 
income tax base to Michigan 

B. have filed a Michigan income tax return showing income generated 
in or attributed to Michigan 

C. withheld Michigan income tax from compensation paid to the 
bidder's owners and remitted the tax to the Michigan Department of 
Treasury 

This preference shall not apply to any procurement or project using Federal funds, 
nor shall it be used if it would violate any Federal law or requirements. 

The Board reserves the right to reject any and all bids. 

Contracts may be awarded by the Superintendent without Board approval for any 
single item or group of identical items costing less than the dollar amount permitted 
by State Statute.  All other contracts require Board approval prior to purchase. 

Bid Protest 

A bidder who wishes to file a bid protest must file such notice and follow procedures 
prescribed by the Request For Proposals (RFP) or the individual bid specifications 
package, for resolution.  Bid protests must be filed in writing with the Office of the 
Superintendent within seventy-two (72) hours of the opening of the bids in protest. 

Within five (5) days of receipt of a protest, the Superintendent shall review the 
protest as submitted and render a decision regarding the merits of the protest and 
any impact on the acceptance and rejection of bids submitted.  Notice of the filing of 
a bid protest shall be communicated to the Board and shall be so noted in any 
subsequent recommendation for the acceptance of bids and awarding of contracts. 

Failure to file a notice of intent to protest, or failure to file a formal written protest 
within the time prescribed, shall constitute a waiver of proceedings. 



policy 

BOARD OF EDUCATION FINANCES 
LANSING SCHOOL DISTRICT 6320/page 4 of 5 

General Provisions 

The Superintendent is authorized to purchase all items within budget allocations. 

The Board should be advised, for prior approval, of all purchases of equipment, 
materials, and services when the purchase 

A. was not contemplated during the budgeting process. 

B. exceeds the previously Board approved amount by ten percent 
(10%). 

The Superintendent is authorized to make emergency purchases, without prior 
approval, of those goods and/or services needed to keep the school in operation. 
Such purchases shall be brought to the Board’s attention at the next regular 
meeting. 

In order to promote efficiency and economy in the operation of the school, the Board 
requires that the Superintendent periodically estimate requirements for standard 
items or classes of items and make quantity purchases on a bid basis to procure the 
lowest cost consistent with good quality. 

Whenever storage facilities or other conditions make it impractical to receive total 
delivery at any one time, the total quantity to be shipped but with staggered delivery 
dates, shall be made a part of the bid specifications. 

Before placing a purchase order, the Superintendent shall check as to whether the 
proposed purchase is subject to bid, whether sufficient funds exist in the budget, 
and whether the material might be available elsewhere in the school.  All purchase 
orders shall be numbered consecutively. 
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The Superintendent shall determine the amount of purchase which shall be allowed 
without a properly signed purchase order.  Employees may be held personally 
responsible for anything purchased without a properly signed purchase order or 
authorization. 

The Board may acquire office equipment as defined in law by lease, by installment 
payments, by entering into lease-purchase agreements, or by lease with an option to 
purchase, provided the contract sets forth the terms of such a purchase. 

Procurement – Federal Grants 

The Superintendent shall maintain a procurement and contract administration 
system in accordance with the USDOE requirements (34 CFR 80.36) for the 
administration and management of Federal grants and federally-funded programs. 
The District shall maintain a compliance system that requires contractors to 
perform in accordance with the terms, conditions, and specifications of their 
contracts or purchase orders.  Except as otherwise noted, procurement transactions 
shall conform to the provisions of this policy and administrative guidelines (AG 
6320). 

M.C.L. 380.1267, 380.1274 et seq. 

© NEOLA 2015 
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NEW SCHOOL CONSTRUCTION, RENOVATION 

 
 
Before beginning construction of a new school building, or an addition, repair or 
renovation of an existing school building, except emergency repairs, the Board of 
Education, shall obtain competitive bids on all the material and labor required for 
the complete construction of a proposed new building or addition to or repair or 
renovation of an existing school building which exceeds the State statutory limit. 
 
This policy does not apply to buildings, renovations, or repairs costing less than the 
statutory limit or to repair work normally performed by District employees. 
 
The Board shall advertise for the bids required under subsection: 
 
 A. By placing an advertisement for bids at least once in a newspaper of 

general circulation in the area where the building or addition is to be 
constructed or where the repair or renovation of an existing building 
is to take place and by posting an advertisement for bids for at least 
two (2) weeks on the Department of Management and Budget 
website on a page on the website maintained for this purpose or on 
a website maintained by a school organization and designated by the 
Department of Management and Budget for this purpose. 

  
 B. By submitting the request for bids for placement on the Michigan 

Department of Management and Budget's website for school 
organizations, including a link to the District's website. 

  
 C. The advertisement for bids shall do all of the following: 
  
 1. specify the date and time by which all bids must be received 

by the Board at a designated location; 
  
 2. state that the Board will not consider or accept a bid received 

after the date and time specified for bid submission; 
  
 3. identify the time, date, and place of a public meeting at which 

the Board or its designee will open and read aloud each bid 
received by the Board by the date and time specified in 
advertisement; 
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 4. state that the bid shall be accompanied by a sworn and 

notarized statement disclosing any familial relationship that 
exists between the owner or any employee of the bidder and 
any member of the Board or the Superintendent of the 
District.  A Board shall not accept a bid that does not include 
this sworn and notarized disclosure statement. 

  
 D. The Board shall require each bidder for a contract under this policy, 

to file with the Board security in an amount not less than 1/20 of 
the amount of the bid conditioned to secure the District from loss or 
damage by reason of the withdrawal of the bid or by the failure of 
the bidder to enter a contract for performance, if the bid is accepted 
by the Board. 

  
 E. The Board shall not open, consider, or accept a bid that the Board 

receives after the date and time specified for bid submission in the 
advertisement for bids as described in subsection C of this policy. 

   
 F. At a public meeting identified in the advertisement for bids 

described in subsection C of this policy, the Board or its designee 
shall open and read aloud each bid that the Board received at or 
before the time and date for bid submission specified in the 
advertisement for bids.  The Board may reject any or all bids, and if 
all bids are rejected, shall readvertise in the manner required by this 
policy. 

  
 The Board may consider and provide a preference to bidders: 
  
 1. which use a Michigan-based business as the primary 

contractor. 
  
 2. which use one (1) or more Michigan-based business(es) 

as subcontractors. 
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For purposes of this preference a Michigan-based business means a 
business that would qualify for a Michigan preference for 
procurement contracts under M.C.L. 18.1268, which requires that 
the businesses certify that since inception or during the last 
twelve (12) months it has done one of the following: 

1. have filed a Michigan business tax return showing an
allocation of income tax base to Michigan

2. have filed a Michigan income tax return showing income
generated in or attributed to Michigan

3. withheld Michigan income tax from compensation paid to the
bidder's owners and remitted the tax to the Michigan
Department of Treasury

This preference shall not apply to any procurement or project using 
Federal funds, nor shall it be used if it would violate any Federal law 
or requirements. 

G. The competitive bid threshold amount specified in this policy 
($20,959 for 2009) is adjusted each year by multiplying the amount 
for the immediately preceding year by the percentage by which the 
average consumer price index for all items for the twelve (12) 
months ending August 31st of the year in which the adjustment is 
made differs from that index's average for the twelve (12) months 
ending on August 31st of the immediately preceding year and adding 
that product to the maximum amount that applied in the 
immediately preceding year, rounding to the nearest whole dollar. 
The current exempt amount must be confirmed with the Michigan 
Department of Education prior to issuing contracts for construction, 
renovation, or repair which exceed the amount listed in this policy. 

M.C.L. 380.1267 

© NEOLA 2009 
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NEW POLICY - VOL. 30, NO. 2 

PROCUREMENT – FEDERAL GRANTS/FUNDS 

Procurement of all supplies, materials, equipment, and services paid for from 
Federal funds or District matching funds shall be made in accordance with all 
applicable Federal, State, and local statutes and/or regulations, the terms and 
conditions of the Federal grant, Board of Education policies, and administrative 
procedures. 

The Superintendent shall maintain a procurement and contract administration 
system in accordance with the USDOE requirements (2 CFR 200.317-.326) for the 
administration and management of Federal grants and Federally-funded programs. 
The District shall maintain a contract administration system that requires 
contractors to perform in accordance with the terms, conditions, and specifications 
of their contracts or purchase orders.  Except as otherwise noted, procurement 
transactions shall conform to the provisions of the District’s documented general 
purchasing Policy 6320 and AG 6320. 

All District employees, officers, and agents who have purchasing authority shall 
abide by the standards of conduct covering conflicts of interest and governing the 
actions of its employees, officers, and agents engaged in the selection, award, and 
administration of contracts as established in Policy 1130, Policy 3110 and 
Policy 4110 – Conflict of Interest. 

The District will avoid acquisition of unnecessary or duplicative items.  Additionally, 
consideration shall be given to consolidating or breaking out procurements to obtain 
a more economical purchase.  And, where appropriate, an analysis shall be made of 
lease versus purchase alternatives, and any other appropriate analysis to determine 
the most economical approach.  These considerations are given as part of the 
process to determine the allowability of each purchase made with Federal funds. 

To foster greater economy and efficiency, the District may enter into State and local 
intergovernmental agreements where appropriate for procurement or use of common 
or shared goods and services. 

Competition 

All procurement transactions shall be conducted in a manner that encourages full 
and open competition and that is in accordance with good administrative practice 
and sound business judgement.  In order to promote objective contractor 
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performance and eliminate unfair competitive advantage, the District shall exclude 
any contractor that has developed or drafted specifications, requirements, 
statements of work, or invitations for bids or requests for proposals from 
competition for such procurements. 

Some of the situations considered to be restrictive of competition include, but are 
not limited to, the following: 

A. unreasonable requirements on firms in order for them to qualify to 
do business; 

B. unnecessary experience and excessive bonding requirements; 

C. noncompetitive contracts to consultants that are on retainer 
contracts; 

D. organizational conflicts of interest; 

E specification of only a “brand name” product instead of allowing for 
an “or equal” product to be offered and describing the performance 
or other relevant requirements of the procurement; and 

F. any arbitrary action in the procurement process. 

Further, the District does not use statutorily or administratively imposed State, 
local, or tribal geographical preferences in the evaluation of bids or proposals, 
unless (1) an applicable Federal statute expressly mandates or encourages a 
geographic preference; or (2) the District is contracting for architectural and 
engineering services, in which case geographic location may be a selection criterion 
provided its application leaves an appropriate number of qualified firms, given the 
nature and size of the project, to compete for the contract. 
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To the extent that the District uses a pre-qualified list of persons, firms or products 
to acquire goods and services, the pre-qualified list includes enough qualified 
sources as to ensure maximum open and free competition.  The District allows 
vendors to apply for consideration to be placed on the list annually. 

Solicitation Language 

The District shall require that all solicitations incorporate a clear and accurate 
description of the technical requirements for the material, product, or service to be 
procured. Such description shall not, in competitive procurements, contain features 
which unduly restrict competition.  The description may include a statement of the 
qualitative nature of the material, product or service to be procured and, when 
necessary, shall set forth those minimum essential characteristics and standards to 
which it shall conform if it is to satisfy its intended use. Detailed product 
specifications should be avoided if at all possible. 

When it is impractical or uneconomical to make a clear and accurate description of 
the technical requirements, a “brand name or equivalent” description may be used 
as a means to define the performance or other salient requirements of procurement. 
The specific features of the named brand which shall be met by offers shall be 
clearly stated; and identify all requirements which the offerors shall fulfill and all 
other factors to be used in evaluating bids or proposals. 
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The Board will not approve any expenditure for an unauthorized purchase or 
contract. 
 
Procurement Methods 
 
The District shall utilize the following methods of procurement: 
 
  Micro-purchases 
  
 Procurement by micropurchase is the acquisition of supplies or 

services, the aggregate dollar amount of which does not exceed $3000.  
To the extent practicable, the District shall distribute micro-purchases 
equitably among qualified suppliers.  Micro-purchases may be made 
without soliciting competitive quotations if Superintendent considers 
the price to be reasonable.  The District maintains evidence of this 
reasonableness in the records of all purchases made by this method. 

  
  Small Purchases 
  
 Small purchase procedures provide for relatively simple and informal 

procurement methods for securing services, supplies, and other 
property that does not exceed the competitive bid threshold established 
annually by the State.   Small purchase procedures require that price or 
rate quotations shall be obtained from an adequate number of qualified 
sources. 
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  Sealed Bids 
  
 Sealed, competitive bids shall be obtained when the purchase of, 

and contract for, single items of supplies, materials, or equipment 
which amounts to the amount allowed by Michigan statute and 
when the Board determines to build, repair, enlarge, improve, or 
demolish a school building/facility the cost of which will exceed the 
amount allowed by Michigan statute. 

  
 In order for sealed bidding to be feasible, the following conditions 

shall be present: 
  
 1. a complete, adequate, and realistic specification or purchase 

description is available; 
  
 2. two (2) or more responsible bidders are willing and able to 

compete effectively for the business; and 
  
 3. 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. 

  
 When sealed bids are used, the following requirements apply: 
  
 1. Bids shall be solicited in accordance with the provisions of 

State law and Policy 6320.  Bids shall be solicited from an 
adequate number of qualified suppliers, providing sufficient 
response time prior to the date set for the opening of bids.  
The invitation to bid shall be publicly advertised. 

  
 2. The invitation for bids will include product/contract 

specifications and pertinent attachments and shall define the 
items and/or services required in order for the bidder to 
properly respond. 

  
 3. All bids will be opened at the time and place prescribed in the 

invitation for bids; bids will be opened publicly. 
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 4. A firm fixed price contract award will 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 shall be considered in 
determining which bid is lowest.  Payment discounts may 
only be used to determine the low bid when prior experience 
indicates that such discounts are usually taken. 

  
 5. The Board reserves the right to reject any or all bids for 

sound documented reason. 
  
  Competitive Proposals 
  
 Procurement by competitive proposal, normally conducted with 

more than one source submitting an offer, is generally used when 
conditions are not appropriate for the use of sealed bids or in the 
case of a recognized exception to the sealed bid method.   

  
 If this method is used, the following requirements apply: 
  
 1. Requests for proposals shall be publicized and identify all 

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

  
 2. Proposals shall be solicited from an  adequate number of 

sources. 
  
 3. The District shall use its written method for conducting 

technical evaluations of the proposals received and for 
selecting recipients. 
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 4. Contracts shall be awarded to the responsible firm whose 

proposal is most advantageous to the program, with price and 
other factors considered. 

  
 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 that firms are a 
potential source to perform the proposed effort. 

  
  Noncompetitive Proposals 
  
 Procurement by noncompetitive proposals allows for solicitation of a 

proposal from only one source and may be used only when one or 
more of the following circumstances apply: 

  
 1. the item is available only from a single source 
  
 2. the public exigency or emergency for the requirement will not 

permit a delay resulting from competitive solicitation 
  
 3. the Federal awarding agency or pass-through entity expressly 

authorizes noncompetitive proposals in response to a written 
request from the District 

  
 4. after solicitation of a number of sources, competition is 

determined to be inadequate 
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Contract/Price Analysis 
 
The District shall perform a cost or price analysis in connection with every 
procurement action in excess of $150,000, including contract modifications.  A cost 
analysis generally means evaluating the separate cost elements that make up the 
total price, while a price analysis means evaluating the total price, without looking 
at the individual cost elements. 
 
The method and degree of analysis is dependent on the facts surrounding the 
particular procurement situation; however, the District shall come to an 
independent estimate prior to receiving bids or proposals. 
 
When performing a cost analysis, the District shall negotiate 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.   
 
Time and Materials Contracts 
 
The District uses a time and materials type contract only (1) after a determination 
that no other contract is suitable; and (2) if the contract includes a ceiling price that 
the contractor exceeds at its own risk.  Time and materials type contract means a 
contract whose cost to the District is the sum of the actual costs of materials, and 
direct labor hours charged at fixed hourly rates that reflect wages, general and 
administrative expenses, and profit. 
 
Since this formula generates an open-ended contract price, a time-and-materials 
contract provides no positive profit incentive to the contractor for cost control or 
labor efficiency.  Therefore, the District sets a ceiling price for each contract that the 
contractor exceeds at its own risk. Further, the District shall assert a high degree of 
oversight in order to obtain reasonable assurance that the contractor is using 
efficient methods and effective cost controls.  
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Suspension and Debarment 

The District will award contracts only to responsible contractors possessing the 
ability to perform successfully under the terms and conditions of the proposed 
procurement.  All purchasing decisions shall be made in the best interests of the 
District and shall seek to obtain the maximum value for each dollar expended. 
When making a purchasing decision, the District shall consider such factors as 
(1) contractor integrity; (2) compliance with public policy; (3) record of past 
performance; and (4) financial and technical resources. 

The Superintendent shall have the authority to suspend or debar a 
person/corporation, for cause, from consideration or award of further contracts. 
The District is subject to and shall abide by the nonprocurement debarment and 
suspension regulations implementing Executive Orders 12549 and 12689, 
2  CFR Part 180. 

Suspension is an action taken by the District that immediately prohibits a person 
from participating in covered transactions and transactions covered under the 
Federal Acquisition Regulation (48 CFR chapter 1) for a temporary period, pending 
completion of an agency investigation and any judicial or administrative proceedings 
that may ensue. A person so excluded is suspended.  (2 CFR Part 180 Subpart G) 

Debarment is an action taken by the Superintendent to exclude a person from 
participating in covered transactions and transactions covered under the Federal 
Acquisition Regulation (48 CFR chapter 1). A person so excluded is debarred. 
(2 CFR Part 180 Subpart H) 

The District shall not subcontract with or award subgrants to any person or 
company who is debarred or suspended.  For contracts over $25,000, the District 
shall confirm that the vendor is not debarred or suspended by either checking the 
Federal government’s System for Award Management, which maintains a list of such 
debarred or suspended vendors at www.sam.gov; collecting a certification from the 
vendor; or adding a clause or condition to the covered transaction with that vendor. 
(2 CFR Part 180 Subpart C) 
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Bid Protest 
 
The District maintains the following protest procedures to handle and resolve 
disputes relating to procurements and, in all instances, discloses information 
regarding the protest to the awarding agency. 
 
A bidder who wishes to file a bid protest shall file such notice and follow procedures 
prescribed by the Request For Proposals (RFPs) or the individual bid specifications 
package, for resolution. Bid protests shall be filed in writing with the Superintendent 
within seventy-two (72) hours of the opening of the bids in protest. 
 
Within five (5) days of receipt of a protest, the Superintendent shall review the 
protest as submitted and render a decision regarding the merits of the protest and 
any impact on the acceptance and rejection of bids submitted.  Notice of the filing of 
a bid protest shall be communicated to the Board and shall be so noted in any 
subsequent recommendation for the acceptance of bids and awarding of contracts. 
 
Failure to file a notice of intent to protest, or failure to file a formal written protest 
within the time prescribed, shall constitute a waiver of proceedings. 
 
Maintenance of Procurement Records 
 
The District maintains records sufficient to detail the history of all procurements.  
These records will include, but are not necessarily limited to the following: rationale 
for the method of procurement, selection of contract type, contractor selection or 
rejection, and the basis for the contract price (including a cost or price analysis). 
 
 
 
Applicable laws and regulations: 
2 C.F.R. 200.317 - .326 
 
 
 
© NEOLA 2016 
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PREVAILING WAGE COORDINATOR 

 
 
It is the purpose of this policy to comply with State and Federal regulations 
concerning prevailing wage rate. 
 
The Michigan Department of Consumer and Industry Services; Wage and Hour 
Division will determine the prevailing wage rate in the locality where the work is to 
be performed. 
 
The Superintendent shall designate a Prevailing Wage Coordinator for this District. 
 
The Prevailing Wage Coordinator will submit to the Superintendent, for Board of 
Education approval, procedures for monitoring compliance with prevailing wage 
laws.  S/He will request the Michigan Department of Consumer and Industry 
Services; Wage and Hour Division to establish the prevailing wage rate in this 
District for school construction or renovation projects.  A schedule of those wages 
must be attached to the specifications for the work, and printed on any bidding 
blanks.  A copy of the bidding blank must be filed with the Michigan Department of 
Consumer and Industry Services; Wage and Hour Division prior to the award of any 
contract.  Thereafter, any contract which is awarded must include a provision that 
each laborer, workman, or mechanic employed by the contractor will be paid at a 
rate not less than the prevailing wage rate.  On the first pay date, the contractors 
and subcontractors must provide each employee with written notification of his/her 
job classification and the prevailing wage rate for his/her job classification, unless 
the employee is covered by a collective bargaining agreement. 
 
 
 
M.C.L. 408.551 et seq. 
 
 
 
© NEOLA 2000 
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COOPERATIVE PURCHASING 

 
 
The Board of Education recognizes the advantages of centralized purchasing in that 
volume buying tends to maximize value for each dollar spent.  The Board, therefore, 
encourages the administration to seek advantages in savings that may accrue to this 
District through joint agreements for the purchase of supplies, equipment, or 
services with the governing body(ies) of other governmental units. 
 
The Board authorizes the Business Manager to negotiate such joint purchase 
agreements for services, supplies, and equipment which may be determined to be 
required from time to time by the Board and which the Board may otherwise lawfully 
purchase for itself, with governmental contracting units as may be appropriate in 
accordance with State law, the policies of this Board, and the dictates of sound 
purchasing procedures. 
 
Cooperative or joint purchases require an agreement approved by the Board and the 
participating contracting body(ies) which shall specify the categories of equipment 
and supplies to be purchased; the manner of advertising for bids and of awarding 
contracts; the method of payment by each participating party and such other 
matters as may be deemed necessary to carry out the purposes of the agreement.  
Such agreements are subject to all legal bidding requirements. 
 
 
 
M.C.L. 124.1 et seq. 
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LOCAL PURCHASING 

 
 
The Board of Education recognizes its position as a major purchaser in this 
community, and while it is the intention of the Board to purchase materials and 
supplies of quality at the lowest possible cost through widespread competition, if all 
other considerations are equal, the Board prefers to purchase within the District 
from established local merchants. 
 
The Board authorizes the Superintendent to award purchases placed in accordance 
with law, this policy, and all policies of the Board otherwise applicable to local 
merchants when 
 

A. their quotation is competitive, within a percentage determined by 
the Board, 

 
B. freight charges are a factor, 

 
C. maintenance service may be required, 

 
D. promptness of delivery is a consideration, 

 
provided that all statutes pertaining to public purchasing are duly observed. 
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VENDOR RELATIONS 

 
 
The Board of Education shall not enter a contract knowingly with any supplier of 
goods or services to this District under which any Board member or officer, 
employee, or agent of this School District has any pecuniary or beneficial interest, 
direct or indirect, unless the person has not solicited the contract or participated in 
the negotiations leading up to the contract.  This prohibition shall not prevent any 
person from receiving royalties upon the sale of any textbook of which s/he is the 
author and which has been properly approved for use in the schools of this District. 
 
For the purpose of this policy "beneficial interest" shall be determined in accordance 
with M.C.L. 15.321 et seq. 
 
Board members and school personnel shall not accept any gifts or favors from 
vendors which might, in any way, influence their recommendations on the eventual 
purchase of equipment, supplies, or services. 
 
All sales persons, regardless of product, shall clear with the Superintendent's Office 
before contacting any teachers, students, or other personnel of the School District.  
Purchasing personnel shall not show any favoritism to any vendor.  Each order shall 
be placed in accordance with policies of the Board on the basis of quality, price, and 
delivery with past service a factor if all other considerations are equal. 
 
 
 
M.C.L. 15.321 et seq. 
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