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In order to ensure the prompt and orderly issuance of contracts, listed below are the 
procedures to be followed:  
 
Permission(s) to Advertise Award(s) of Contracts 
 
The draft of the monthly Board report will be reviewed jointly by the Chief Financial Officer, 
Director of Facilities, Director of Innovation, Supervisor of Purchasing, and Assistant 
Superintendent. This review will be completed on a schedule established by the Assistant 
Superintendent.  At the draft session, the following items will be considered: 
 

• Need for state approval 
 

• Source of funding - coding will be assigned 
 

• Supporting materials, quotations, form of proposal, etc. 
 

• Need for background checks 
 

• Responsibility for communicating with the vendor or contractor 
 
The Permission(s) to Advertise and Award(s) of Contracts will be recommended to the Board 
of School Directors at a Regular Board Meeting. 
 
Standard Contract Awards 
 

• The Supervisor of Purchasing will send letters of intent or issue a purchase order to the 
vendors. 

  



 
• Copies of the letters of intent will also be addressed to: Board Secretary, Assistant 

Superintendent, and appropriate Supervisors and consultants on the project. 
 

• Upon receipt of the letter of intent, the Supervisor of Purchasing will assign a contract 
number and establish a contract file. 

 
• Upon receipt of the letter of intent and supporting materials, the Supervisor of 

Purchasing will prepare contracts. Contracts will be prepared every five (5) workdays. 
 

• The completed contracts will be forwarded to the appropriate vendors with copies of 
his/her letters of transmittal to the Board Secretary. 

 
Contractors will be requested to sign the contracts within ten (10) working days. 
 
The signed contracts are to be returned by the contractor to the Supervisor of 
Purchasing. 
 
The Assistant Board Secretary will have the contracts executed by the Board 
President. 
 
The Assistant Board Secretary will return a completed contract to the Supervisor of 
Purchasing. 

 
• Certification of partial and complete payment for contracts will be the responsibility of 

the Directors and Supervisors for appropriate contracts or the Supervisor of Purchasing 
for other general contracts. 

 
• Payment authorization will be provided in writing to the Accounting Department. 

 
Awards of Service Contracts 
 

• Purchase orders will be employed for the engagement of consultants, engineers, etc., 
and for service contracts. The contractor’s proposal will be appended to the purchase 
order. 

 
• The Supervisor of Purchasing will send a standard letter of intent or purchase order to 

the successful contractor and copies of the letter of intent will be sent to the Board 
Secretary and the office of primary responsibility for the contract or purchase order. 

 
• The Supervisor of Purchasing is responsible for preparing the purchase order or 

contract, sending it to the vendor, having it executed by all appropriate parties, etc. 
 
Single Bid Proposals 
 
It is the practice of the Abington School District to encourage a wide response to its invitations 
for bid services or products.  Therefore, the Superintendent is authorized to develop and 
promulgate procedures to address control measures over proposals that elicit only a single bid 



to ensure that the District is receiving adequate value from the single response. 
 
In the event there is a single response to an invitation to bid, the Purchasing Department will 
attempt to contact all vendors who obtained specifications but failed to respond.  The reasons 
for the lack of responses will be documented in writing. All single bid projects will be discussed 
at a meeting prior to the preparation of the Board report.  All individuals involved in the 
preparation of the specifications or the award shall be in attendance. This includes the Director 
of Facilities, Supervisor of Purchasing, Director of Innovation, Board Secretary, and Assistant 
Superintendent.  In determining the appropriate course of action on single item bids, the 
committee shall consider: 
 

• if the specifications are technically incorrect 
 

• if the specifications are too lengthy or cumbersome in relationship to the magnitude of 
the project 

 
• whether a lack of responsiveness results from insurance or bond requirements 

 
• whether the timing is not practical or feasible 

 
After a thorough analysis of the specifications and consideration of the non-responsive bidders, 
Purchasing will make a determination as to the proper monetary relationship between the sole 
bid versus the product or service received.  If the sole bid price is determined to be as good as 
one would anticipate with multiple bids, the single response will be presented to the Board. 
 
In some instances, it is appropriate to consider the ramifications of not accepting a single bid.  
It may be prudent to accept a single bid because its rejection would be detrimental to the 
orderly operation of the District. 


