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Director of Purchasing and Central Services
203 South Farwell

Eau Claire, Wi 54701

August 29, 2012

City of Eau Claire

Attn: Joint Commission on Shared Services Initiatives
203 South Farwell

Eau Claire, Wi 54701

Dear Joint Commission on Shared Services Initiatives:

The attached report, which you requested, represents the findings of the Committee on Joint Purchasing
Analysis regarding further pursuit of joint purchasing options. Our team’s analysis began with the
identification of potential options (brain storming). Then through many discussions we reviewed the
advantages and disadvantages of the options. Further discussion led to our recommendations.

It must be emphasized that Joint Purchasing is already occurring within our three agencies. Therefore, a
large part of the recommendations is to strengthen and formalize the current practice. Taking this
current practice to a formal approach will enhance and make transparent the collaboration and
cooperation of our agencies.

The efforts to formalize the joint purchasing and to implement the remaining recommendations will
take staff time and it was noted the staff is already stretched beyond normal work boundaries. it is
requested that the Joint Commission on Shared Services support and assist the implementation. This
support is expected to be reviewed further in a presentation. With time it is our expectation that Joint
Purchasing will become a “standard collaboration practice” and we hope we are able to help guide other
departments and agencies to expand their respective collaboration efforts.

| look forward to discussing our recommendations with you and will be happy to meet with the Joint
Commission on Shared Services Initiatives in the near future.

Sincerely,
Frank Droaxler

Frank Draxler
Director of Purchasing and Central Services
City & County of Eau Claire
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INTRODUCTION

Summary: It is said that “Collaboration Leads to Innovation. “ It is this team’s intention

to work together in order to do our best to provide excellent services to our
respective agencies and to the community as a whole. We expect to look
beyond our department and our respective agency’s boundaries in order to
make an impact and improve both our methods and our outcomes.

Initiative:  Analysis of Joint Purchasing Options between Eau Claire County, City of Eau

Mission:

Claire, and the Eau Claire Area School District

Review current methods of procurement and explore approaches to improve
the quality, optimize the purchase cost, and reduce the delivery time for
goods and services used by each agency.

Desired Outcomes:

Optimize cost of goods and services purchased

Reduce administrative cost of procurement delivery

Shorten purchase processing time

Decrease total number of purchases processed

Improved contract management

Reduce number of different providers offering similar services
Improved quality of deliverables

Undesired Qutcomes:

increased cost of purchases

increase in FTE’s

increase in complexity or difficulty to procure
Lower quality of goods & services provided
Longer time to procure goods & services

Project Scope/Limitations:

All items purchased by each agency
Review both long term & short term options
Assume do not have to maintain:

a) Current purchasing methods & practices

b) Current physical location of personnel

c) Current assigned duties & scope of responsibility
Statutory limitations/impediments

1



The following steps were implemented regarding preliminary plan of action for three

agencies:

1. Define Current State - Of your agency

Prioritize Options

Uk W

Define Possible Options
Define Barriers to Implementation - Explore options for improvement

Develop Recommendations with Timelines - Pursue options

Committee on Joint Purchasing Analysis-Committee Members:
Facilitator: Dale Peters, CEC, Assistant City Manager, City of Eau Claire
Team Leader: Frank Draxler, Director of Purchasing & Central Services, City &
County of Eau Claire

Agency Represented

Committee Members

City of Eau Claire

Tom Hoff, Financial Services Manager

City of Eau Claire

Shelly Waughtal, Buyer

Eau Claire County

Scott Rasmussen, Director of Finance

Eau Claire County

Debbie Simet, Buyer

Eau Claire Area School District

Daniel Van De Water, Executive Director of Business Services

Eau Claire Area School District

Scott Noffke, Purchasing Manager

Eau Claire Area School District

(Clerical Support) Mary Olsen, Executive Assistant-Business Services




OPTIONS:
BARRIERS/ADVANTAGES & ANALYSIS
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RECOMMENDATIONS:

The definition of “joint Purchasing” varies depending on one’s background and information.
Our Team was challenged with analyzing options of joint purchasing between the City, County
and School District. Joint Purchasing options include the spectrum from sharing of information
to a complete merger of the three agencies purchasing staff. Many joint purchasing options on

this spectrum were identified, reviewed and summarized in this report. Some of the options
are recommended while some are very complicated and will take further time and analysis.
The most common definition of joint purchasing is “collective procurement” or “collective
buying.” Collective procurement combines the volume of like products and services to achieve
larger discounts and a higher quality of services. This joint purchasing saves thousands and tens
of thousands of dollars locally and millions at a state-wide level. Additionally, joint purchasing
allows us to leverage better terms with firms and provide for uniformity in quality across our
agencies.

During this analysis it was noted time and time again that many of the options are currently
occurring. In comparison this is not the case between most municipalities and schools across
the State and likewise across the country. While there is a growing trend of local joint
purchasing and a growing number of purchasing cooperatives, there are few agencies across
the country that meet regularly to share information and there are very few agencies that have
actually merged their purchasing staff. A recent article pointed out that there was only one
merger, Yakima WA, that fully merged their City and County purchasing staff. There have been
a few additional mergers due to a conversion to a metro form of government. The point
remains that our current collaboration between the City, County and School District purchasing
functions, by far, exceed typical municipal practices.

SPECIFIC RECOMMENDATIONS:
The Committee on Joint Purchasing recommends to proceed with implementation of the

following:

1. Share budget information of potential purchase of equipment with each other.

2. All three agencies; the City of Eau Claire, Eau Claire County and Eau Claire Area School
District would have similar purchasing procedures and similar purchasing thresholds.

3. All three agencies would cooperate with like purchases such as: office supplies,
equipment, banking services, etc.

4. All three agencies would cooperate on auction services; posting on-line bids with the
same firm.

5. Share equipment and services between three agencies.



Recommend further analysis of the following:

6.
7.

10.

Create web based products to help. Staff orders routine items directly.

Noted the purchasing function is changing; spending time on larger projects, strategic
planning and project management.

Identify initiatives and new roles or responsibilities for purchasing staff.

Explore having consistent replacement schedules and equipment specs. And for
example, explore having the same make/model of computers.

Have purchasing staff specialized in various equipment, commodities or areas and they
would then purchase for all three agencies (for those items).

Do not recommend the following:

11.

12.
13.
14.
15.

Use the financial software for more detail “punch out” on what is purchased. Classify
the current purchases.

All purchasing would remain separate agencies, but work from one office.

Purchasing staff would work from home.

Merge or consolidate purchasing staff from all three agencies.

Have the same financial software and/or purchasing software.

CONCLUSIONS:

With the support of the Joint Commission on Shared Services I[nitiatives, elected officials and
management, it is expected that over the course of the next year purchasing staff will work on

implementing the recommendations. As indicated, we are currently pursuing many of the joint
purchasing options on an informal basis. Although it is expected to take additional staff time to
formalize the joint purchasing practices, we anticipate greater success, greater savings and
higher productivity.

STEPS FOR IMPLEMENTATION:

To be initiated after approval by the committee of the Joint Commission on Shared Services
Initiatives (JCSSI).



APPENDIX A

LIST OF CURRENT SHARED SERVICES



10.

11.

12,

13.

SERVICES CURRENTY BEING SHARED BETWEEN THE
CITY OF EAU CLAIRE, EAU CLAIRE COUNTY AND
THE EAU CLAIRE AREA SCHOOL DISTRICT

Adhere to the same “Code of Ethics”
Online bid listings placed on Demandstar

Auction Services listed at www.govdeals.com

Procurement card utilized through US Bank

Office supplies purchased from same supply companies of Office Depot &
Staples

Ongoing/informal meetings between Purchasing Department management
Sharing of information on CISCO phone systems (limited sharing with Centrex)
Utilize State Contracts

May piggyback off each other’s contracts

Membership with the Wisconsin Association of Public Purchasers (WAPP)

Membership with Volume Acquisition and Large Uniform Expenditures
(V.A.L.U.E.) Website information at: www.valuedgov.org

Property insurance obtained through Local Government Property Insurance
Fund (LGPIF)

Copy machine and office equipment purchased and maintained utilizing State
Contracts



APPENDIX B

CITY OF EAU CLAIRE
ORGANIZATION CHART



210z ‘| [udy

3810 Buneondng 3 ey

(o} ped Aesodway L)

(ETENY]

ueroiuyoa Buiseyoind

! (CTERN
11sijeoads Jjsusg

ETERY

UBIOIUYD®] |auuUosIad

ETENY
JaAng

(CIERS

Ale}oi10eg s804n0say UBWNH

(sowusg pajoenued 314 5)

(sovues peroenued 314 67)

Jabeuepy Buiseyoind

(EFERY

Jobeuepy saoinosay uewny

Jojeuiploo)) Alejes I_

[ETERY

[

| 1obeuepy ysiy

(EIERY

Jebeuepy A0 JUBISISSY/SS0IN0SaY UewnH Jo Jojoaiq

$92.4n0say uewny
FJAIVTO NV 40 ALID



APPENDIX C

EAU CLAIRE COUNTY
ORGANIZATION CHART
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APPENDIX D

EAU CLAIRE AREA SCHOOL DISTRICT
ORGANIZATION CHART
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CURRENT STATE OF PURCHASING
Purchasing Department - City of Eau Claire

1. Provide a general overview of the purchasing department and the procurement process:
The City of Eau Claire Purchasing Department is a centralized purchasing office. We assist
departments in procuring the needed supplies, services and construction necessary to
implement City programs and policies. We advise on the correct method to use when making
purchases and enforce policies, procedures, statutes and ordinances.

2. Who is involved:

Number of Staff: The City of Eau Claire has one full-time Purchasing Manager who works
part of the time at the City Purchasing office and the rest of the time at the County
Purchasing office. There is one full time Buyer and one full time Purchasing Technician.

Number in organization: The City of Eau Claire employs approximately 500 full and part-
time employees.

Purchasing reports to: The Purchasing Department reports to the Human Resources
Department.

3. What is purchased:
> Supplies
» Services
» Construction

Spend per year? Spending classification/analysis? (Professional Services, Office
Supplies, Construction/Public Works, Equipment, Vehicles, Food, IS Equipment, Etc.):

What types of procurement processes are used and thresholds of? Approval of
Council/Board: See attached chart (Document A for more information)

Small Direct Purchases — P-Card, Purchase Order

Quotes — P-Card, Purchase Order

Formal bids/RFP — Purchase Order

Piggyback/Cooperative Purchases — Purchase Order

The approval of the City Council is needed for any purchase that meets or exceeds
$30K.

VVVVY

4. When is purchasing involved;
The Purchasing Department assists with writing and reviewing specifications prior to a
bid/RFP being released. The Purchasing Department oversees the project through to the end
of the process (i.e., Council Recommendation, Purchase Order).

> Busy season: Spring & Summer



5. Statute/Public Works/Others:
» State Statutes
» Public Works
» City Ordinance

6. Purchasing Code/Policy Procedure:
» Purchasing Policy Manual
» EPP Manual

7. Systems:

» IS Network: CISCO

» Purchasing Software: MUNIS
» Financial Software: MUNIS
» Other: Demandstar

8. Other services that purchasing provides:

Auction/Property Disposal

Sale of Abandoned Vehicles and other equipment

Copying

Mail/Billing (i.e., USPS, UPS, FedEx)

Cell Phones

Centrex Phone Lines

Coverage for the front desk and other departments

Assists in preparing/posting/opening bids for Eau Claire County Purchasing
Department

VVVVVVVY

9. Other:
The Purchasing Technician assists the Finance Department with creating and updating the
outside organization request book during the budget process. This is done twice, before and
after council approval. The Purchasing Technician also updates the fees and license schedule
for the Finance Department.

Submitted by:
Shelley Waughtal, Buyer for the City of Eau Claire
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CURRENT STATE OF PURCHASING
Purchasing Department — Eau Claire County

1. Provide a general overview of the purchasing department and the procurement process:
To procure required services, equipment and supplies at the best possible cost, consistent with
suitable quality under the basis of competitive procurement and to provide the best service to our
customers (departments and taxpayers).

» Decentralized up to $10K
» Over $10K Centralized

2. Who is involved:
Number of staff: 3
Number in organization: 525

Purchasing reports to:

» Standing Committees
» County Board
» County Administrator

3. What is purchased:
» Various goods and services for Eau Claire County

Eau Claire County spends the following per year: $21-$23 million in purchase of services
and equipment plus staff has the responsibility to oversee an additional $20-$22 million of
purchased services for the Department of Human Services and other capital projects. This
year that increases with the $59.1 million courthouse construction project totaling between
$80 million and $100 million dollars.

The following types of procurement processes are used:
RFP’s

Quotes

Formal Bids

Cooperative Purchases

Piggyback

Sole Source

VVVVVYVY



4.

When is purchasing involved: SEE CHART BELOW
Purchasing within Eau Claire County is typically involved at the levels stated in chart below,
but will assist at any level when help is requested. Typically strategic.

o L 000 lpced 1 ovgs | w0 | N0 | NO | MO
@ | |Rewustionrequred,verbal | | R T i
t Quotes allowed, Vendor contact
o | : info is required on requisition. = S
g $1,001-52,499  {PO issued. e YES YES YES CONO -~ NO
% | $2500-89.999 |Written Quotes Required YES | YES YES NO NO
3 1 $10K-$19,999 {Written Quotes Required “NO - o YES. YES YES NO
el |Formal, Sealed Bidding or ‘ e Sl L
- >$20,000  |Proposals Required NO | YES | YES  YES YES
> ¢ Next Level Supervisor/
Q& <2500 |Department Head YES YES YES NO NO
O
3:4 g <$20,000 Depariment Head YES YES YES NO NO
=0 .
o >$20,000 Purchasing Director YES YES YES YES YES

P-Card: The card holder and department are responsible to use care in selecting vendors, products, prices and submitting disbursement forms.

Routine Purchases

1) Departments that obtain quotes must follow Purchasing Guidelines and County Code.

2) The Purchasing Department will continue to assist with procurements at any dolfar level if the department desires.

3) Purchases less than $20,000 require Committee on Administration/County Board approval if there is a dispute or unusual situation.

4) Departments are cautioned not to split orders to circumvent purchasing limits.

5) Urgent requests can be accommodated within the normal purchase order pracess by nofifying the -Purchasing Department of the situation.

6) Confirming PO's are allowed only in emergency and urgent situations. Confirming PQO's shall be tracked and reported to the Departments and their
respective Committees.

Emergency Purchase Orders are intended for emergency situations and require noted approval at time of request, within 1 working day of the
emergency. Lack of paor planning does not create an emergency need for a PO. Department to provide the following information:

1) Nature of the emergency

2) General description of the item(s) to be purchased

3) Estimated Cost

4) Account number

5) Department to verify that monies are budgeted for the emergency purchase

6) Addendums to the original purchase order or contract that increase the total to >$20,000 require approval from the Purchasing Director.

How: PO’s/PCards

» 900 PO’s are generated per year
» 100 Procurement cards

Statutes/Public Works/Others:
Eau Claire County Purchasing Code was created and adopted pursuant to authority granted
by Wisconsin Statutes.



7. Purchasing Code/Policy and Procedure:

» Purchasing Policy
» Purchasing Code

8. Systems:
» IS Network: CISCO based
» Purchasing Software: None
» Financial Software: Alio/Sage
» Online Procurement: Demandstar

9. Other services that purchasing provides:
» Project Management
» Telecommunications
» Risk Management
» Workers Compensation
» Insurance
» Central Services
» Printshop
» Mail
> Rentals
» Fleet

10. Indicate areas or agencies/departments where purchasing is not involved as it should be:
With additional staffing we would be able to assist DHS procurement and contract needs.
Overall, staff believes our office is often overextended as resources decrease in other
departments they request our assistance more often.

Submitted by:
Deb Simet, Buyer for Eau Claire County
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CURRENT STATE OF PURCHASING
Purchasing Department - Eau Claire Area School District

1. Provide a general overview of the purchasing department and the
procurement process:
The Eau Claire Purchasing department consists of one Purchasing Manager
located at 500 Main Street, Eau Claire WI 54701. This position sends and
receives quotes, bids, RFP’s, RFI’s, etc. Construction contractors are prequalified
and bids are posted publicly and electronically via Demandstar. Many times we
utilize State Contracts and other volume based cooperative agreements when it’s
to our advantage. The district has moved from using a purchase order process to
utilizing PCards for the preferred method of payment on all purchases. This has
saved the district hundreds of thousands of dollars in soft costs and provides an
annual rebate of well over $100,000.

2. Whe’s involved:
We are centralized in that the Purchasing Manager overseas the entire purchasing
process. Construction bids are submitted through our Buildings and Grounds
department via Demandstar. Our Foodservice program is and enterprise fund and
has one support staff who aids in purchasing.

We have one Purchasing Manager and two others aiding the process with a staff
of 1500 employees.

The Purchasing Manager reports to the Executive Director of Business Service.

3. What is purchased:

Spend per year: $12,800,000

Personal Services: $4,000,000

Supplies: $2,600,000

Construction/Public Works (Does not include Referendum): $1,600,000
Equipment/Vehicles: $1,000,000

Food: $2,100,000

IS Equipment: $1,500,000

YVVVVVVY

What types of procurement processes are used and thresholds of:
Department heads and support staff make purchases using procurement
cards as a preferred method of payment. Procurement card thresholds are
overseen and adjusted accordingly by the Purchasing Manager.

Bidding thresholds:
» Purchases for $50,000 and Greater Amounts: The Invitation for Bid
Process: Purchasing transactions exceeding $50,000 require competitive,
sealed bidding utilizing the Invitation for Bid (IFB) process. Award will be



made to the lowest responsive and responsible bidder whose bid meets the
requirements set forth in the invitation for bids.

» Purchases for $50,000 and Greater Amounts: The Request for Proposal
Process: Purchasing transactions exceeding $50,000 in which it is
determined not to be advantageous or practical to use the sealed bidding
process may be purchased through the use of sealed competitive proposals.
This is the Request for Proposal (RFP) process. Award will be made to the
responsible offer or whose proposal is determined to be the most
advantageous to the District, taking into consideration price and the
evaluation factors set forth in the request for proposals.

» Purchases from $5000 up to $50,000: Purchasing transactions from $5,000
up to $50,000 require solicitation of written quotes. The Initiator is
responsible for providing the Purchasing Department with specifications by
attaching them to their requisition and submitting to the Purchasing
Department for approval.

» Purchases greater than $1000 to $5000: Solicitation of written quotes from
a minimum of three (3) qualified sources of supply must be made. The
Initiator is responsible for the solicitation of these quotes.

» Purchases of $1000 and less: Purchases not exceeding $1000 may be
accomplished without securing competitive quotations if the prices are
considered reasonable. Purchases must be distributed equitable among
qualified suppliers. When practical, a quotation must be solicited from
other than the previous supplier before placing a repeat order.

» The School Board approves many of the large construction bids.

4. When is purchasing involved:
The purchasing department is called on during the budgeting process to help
create budget pricing. When the budget is approved the purchasing department
meets with schools/departments making the request to provide specifications and
specific quantities of the items budgeted. All equipment over $400 must be
itemized during the budgeting process.

Purchasing begins the process of determining priorities when budgets are created
and submitted in April. Product may be purchased for the 2012-2013 school year
as early as May of 2012 with prior approval from the Executive Director of
Business Services. Most supply type purchases are bid during July and August
with purchases being made in September and October. The School Board
officially approves the budget the first week in October to allow for the bidding
and purchasing of the major equipment in November and December.



May through January is the most active months in terms of Bidding and
Purchasing. In February we go through the current year budget to bid and
purchase anything that has been overlooked. In March we start the budgeting
process again.

. How: PO’s/PCards:

The district uses PCards as the preferred method of payment no matter the size of
transaction. We currently create approximately 12,000 PCard transactions
annually and 200 purchase orders. The Purchasing Manager oversees the PCard
process and adjusts the thresholds of each card according to purchasing authority.
The district received a rebate check for $125,000 from PCard transactions totaling
$8.7 million in 2011-2012.

The Purchasing Manager is the Program Administrator for the PCard program,
oversees all thresholds and is responsible for reviewing transactions. The
Purchasing Manager also approves and prints all purchase orders.

. Statutes/Public Works:

Wisconsin law requires certain public entities to engage in competitive bidding
when the estimated cost of a “public works” project or “public construction”
exceeds a specified dollar amount. The competitive bidding requirements were
enacted to “prevent fraud, collusion, favoritism and improvidence in the
administration of public business, as well as to insure that the public receives the
best work or supplies at the most reasonable price practicable. School districts are
subject to the procedural requirements of Sec. 66.0901, but are not required by
law to competitively bid projects or award contracts to the lowest responsible
bidder.

. Purchasing Code/Policy Procedure:

See attached:
» Purchasing Mission Statement
» Procurement Operations Manual
» Procurement Card Manual

. Systems:

» Purchasing and Financial Software: SunGard Bi-Tech
» Bidding software: Demandstar
» Auction site at: www.govdeals.com

. Other services that purchasing provides:

Property insurance renewals

District advertising

District surplus auction and disposals

Procurement card program administrator and auditor
Warehouse supervisor

District Lease Vehicles.

VVVVVY



10. How are we currently working with the City of Eau Claire and Eau Claire
County:
The Purchasing Manager for the school district attends Wisconsin Association of
Public Purchasers meetings quarterly with the Purchasing Director for the City
and County. We discuss current projects, education opportunities, and other
common interests that apply to purchasing. In addition we meet locally with
retired purchasing staff from the City and the Chippewa Falls School District.

We share the same office supply contract with the City and the County. We have
communicated our success with a local print cartridge provider and the County is
now testing them certain areas to measure performance.

We have talked about renting vehicles from the City but have not worked out the
rental agreements and pricing as of yet.

We currently buy from a lot of the same cooperative purchasing agreements such
as the State Contract, TCPN, Value, etc. Pricing is usually the same regardless of
where it is shipped as indicated in the contract.

Together we created CVSSC (Chippewa Valley Shard Services Consortium) a
few years ago. The idea was to bring local government agencies together to buy in
larger volumes and combine spend. We failed get adequate participation from
other agencies so we decided to end the program. We may take a look at
something like this again if it is deemed valuable.

Submitted by:
Scott Noftke, ECASD Purchasing Manager
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PROCUREMENT OPERATIONS MANUAL

The Procurement Department, under the general supervision of the Executive
Director of Business Services, is responsible for conducting the Procurement
function in a manner which results in obtaining the most efficient and effective use
of district funds. The conduct of our office will be accomplished in accordance with
ethical practices of the Procurement profession. Activities and procedures of the
Purchasing Department are regulated by and must comply with the Eau Claire
Area School District Procurement policies of the Board of Education and all
applicable state laws.

Purpose Statement
The underlying purposes and policies of the District's Procurement function are:

1. to provide increased economy in District procurement activities and to
maximize to the fullest extent practicable the purchasing values of funds
while ensuring that procurements are the most advantageous to the
District;

2. to foster effective broad-based competition for public procurement within
the free enterprise system;

3. to develop procurement capability responsive to appropriate user needs;

4. to ensure the fair and equitable treatment of all persons who deal with the
procurement system of the District which will promote increased public
confidence in the procedure followed in public procurement;

5. to provide safeguards for the maintenance of a procurement system of
quality and integrity with clearly defined rules for ethical behavior on the
part of all persons engaged in the public procurement process;

6. to develop an efficient and effective means of delegating roles and
responsibilities;

7. to develop a training system to train District procurement officials in the
techniques and methods of public procurement;

8. to mandate the existence of a structured system of auditing and
monitoring;



9. to establish policies and procedures relating to the procurement,
management, control, and disposal of supplies, services, equipment,
information technology, and construction.

PROCUREMENT DEPARTMENT

The Procurement Department has the authority to question those transactions
that are considered to be questionable in any way including those that appear
unjustifiable, unethical, and/or unlawful. Acceptable explanation(s),
justification(s), and/or clarification(s) must be furnished by the initiating school
or department as requested or the transaction can be denied.

PROCUREMENT AUTHORITY

Except as otherwise provided herein, all rights, powers, duties, and authority
relating to the procurement of supplies, construction, information technology
and services for the District, and to the management, control, warehousing,
sale and disposal of supplies, construction, information technology, and
services for the District, are hereby delegated to the Superintendent by the
Board.

The Superintendent shall be responsible for developing such organizational
structure as necessary to implement the provisions of the Procurement
Code.

The Superintendent may delegate his/her authority to any designee and the
Purchasing Manager may delegate his/her authority to any designee.

Less than $5000 - Individual schools and departments may issue purchase
orders for small purchases which do not exceed $5000. At the school or
department level, purchase orders must be approved and signed by the
Purchasing Manager or his/her designee.

$5,000 and greater - On purchase orders exceeding $5,000, all orders will
be approved by the Purchasing Manager.

DOLLAR LIMITS AND REQUIREMENTS All contracts for, and
purchases of supplies, materials, equipment, and contractual services
for the Eau Claire Area School District shall be made on the basis of
quality , price, and service. Acquisition of all goods and services shall be
subject to the following limits, except when a clear emergency exists or a
particular item may be obtained from only one known supply source.
Proper documentation shall be maintained regarding all such exceptions.

¢ Purchases for $50,000 and Greater Amounts: The Invitation
for Bid Process: Purchasing transactions exceeding $50,000
require competitive, sealed bidding utilizing the Invitation for Bid
(IFB) process. Award will be made to the lowest responsive and




responsible bidder whose bid meets the requirements set forth in
the invitation for bids.
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Proposal Process: Purchasing transactions exceeding $50,000
in which it is determined not to be advantageous or practical to
use the sealed bidding process may be purchased through the
use of sealed competitive proposals. This is the Request for
Proposal (RFP) process. Award will be made to the responsible
offeror whose proposal is determined to be the most
advantageous to the District, taking into consideration price and
the evaluation factors set forth in the request for proposals.

e Purchases from $5000 up to $50,000
Purchasing transactions from $5,000 up to $50,000 require
solicitation of written quotes. The Initiator is responsible for providing
the Purchasing Department with specifications by attaching them
to their requisition and submitting to the Purchasing Department for
approval.

e Purchases of $5000 and less
Purchases not exceeding $5000 may be accomplished without
securing competitive quotations if the prices are considered
reasonable. Purchases must be distributed equitable among
qualified suppliers. When practical, a quotation must be solicited
from other than the previous supplier before placing a repeat
order.

» Splitting Purchases )
Purchasing transactions are not to be artificially divided or
fragmented in order to meet the lesser requirements of lower
dollar transactions.

EXEMPT FROM COMPETITION
The following categories do not require competition:
1. Copyrighted Educational Materials to include, but not limited to:
Books, dictionaries, textbooks, newspapers, diplomas
Professional journals, technical pamphlets, periodicals, subscriptions
Educational films, filmstrips, slides and transparencies
Video tapes, cassettes, DVDs
Standardized testing materials

P20 TW®

2. Copyrighted Technology Materials to include, but not limited to:
a. Computer assisted instructional materials, interactive video programs
b. CD-ROM documents, data bases




c. District adopted instructional software, including site licenses, or other
support services or related information/materials only available or
provided by the software Provider

3. Medical and/or Psychological Services to include, but not limited to:

a. Licensed/certified medical doctors, physicians, nurses, psychiatrists,
psychologists, school psychologists, behaviorists, counselors,
optometrists, dentists, etc.

b. Hospital and clinical services, occupational and physical therapy,
orientation and mobility

c.  Speech, language and audiological services

d. Vaccines

4. Governmental Services to include, but not limited to:
a. Services and supplies provided by the Federal government, State
agencies, county, city or town governments, and special purpose Districts
b. Payments of taxes, social security, annuities, credit unions
c.  School Resource Officer services

5. Educational Services to include, but not limited to:
a. Contractual, cooperative agreements, services and supplies for provision
of services to students
b.  Tuitions paid to institutions of higher education
c. Colleges and Schools

6. Policy and Legal Services to include, but not limited to:

a. Attorney services (subject to Board approval), court recorders, expert
witness services\Bond rating services
Legislative consultant
Advertising
Primary and reinsurance coverage
Goods and services of a confidential/sensitive nature that would cause
injury to students, staff and/or District if procured through public
solicitation, as recommended by administration and approved by
Superintendent on an “as needed” basis
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7.  Staff Development to include, but not limited to:
a. Training provided by consultants, certified teachers/trainers or District
personnel
b.  Training materials secured or prepared for instructional purposes
Workshop, conference, seminar registrations
Travel

oo

8.  Student Services to include, but not limited to:

a. Expenditure of funds derived wholly from athletic or other student
contests, from the activities of student organizations, and from the
operation of canteens and bookstores,

b. Test scoring services




Canine Drug and/or weapon detection services and related support
services

Homebound services

Home visits

Instruction provided by certified teachers

Professional due and membership fees

Travel

o .
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9. Utilities and Energy Expenses to include, but not limited to, fuel, propane,
electric, telephone, cell phones, water/sewer

10. Refunds to include, but not limited to, refunds of health insurance, earnest
monies, bid securities, or other funds temporarily entrusted to the
District

11. Art Reproductions

12. Emergency Repairs

13. ltems Purchased for Resale

14. Mail and Delivery Services

15. Perishable Foods

16. Shipping and Postage related costs

17. Procurements by the District through a_cooperative purchase where the
public procurement unit or external procurement activity administering the
cooperative purchase complied with the requirements of the Eau Claire Area
School District.

PUBLIC INFORMATION

Public Record.

Procurement information must be a public record to the extent required by the
Wisconsin Open Records Law with the exception that commercial or financial

information obtained in response to a Request for Proposals or any type of bid
solicitation that is privileged and confidential need not be disclosed.

Competitive Sealed Bids

Sealed bids are opened publicly in the presence of one (1) or more withesses at
the time and place designated in the Invitation for Bids. The amount of each bid
together with the name of each bidder and other information as deemed relevant
by the Purchasing Manager is announced and recorded. This tabulation shall be
open to public inspection. Only the information disclosed by the Purchasing
Manager or designee at the bid opening is considered to be public information
until the notice of intent to award is issued.




Competitive Sealed Proposals

Sealed proposals are opened publicly in the presence of one or more witnesses
at the time and place designated in the Request for Proposals. A tabulation of
proposals is prepared but is not open for public inspection until after the contract
is awarded. Contents of competing offers are not disclosed.

Proprietary Information

Certain information relative to the procurement process can be deemed
proprietary in nature and not open for public review. This proprietary information
must be clearly marked as such by the bidder/proposer when submitted. This
information will be considered proprietary and not open to public review, unless
deemed otherwise by the Purchasing Manager. The final decision as to whether
this information is proprietary lies with the Purchasing Manager.

Review of Bids or Proposals

Requests for information or review of the documents shall be made to the
Purchasing Manager. An appointment to review the file shall be made with the
Purchasing Manager at a mutually convenient and reasonable time. The reviewer
shall not take possession of any of the documents in the file. All proprietary
information shall be removed from the file prior to the review.

INFORMATION TECHNOLOGY PURCHASES

All requests to purchase technology equipment and software (regardless of the
funding source) or to receive donated new or used technology equipment and
software, shall be submitted to the Department of Technology for advance approval.
Technology purchases include computers, printers, projectors, software, etc.

COMPUTER AND PRINTER PURCHASES

All computer and printer requests shall be processed by the Technology
Department unless prior authorization to purchase from the
school/department level is received from a Purchasing Manager or
Technology Director.

All requisitions should be submitted to the Purchasing Department or
Technology Department.

Computer purchases require a purchase order or Pcard unless anoth