
School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DB 
 
 

ANNUAL OPERATING BUDGET 
 
The Wyoming Uniform Municipal Fiscal Procedures Act provides the 
framework for preparation, passage, and implementation of the 
district's annual budget.  A budget is required for every fund 
that the school system uses in its yearly operation. 
 
The budget, when adopted, is the legal document which restricts 
and limits the purposes and amounts of expenditures by the 
district. 
 
The budget officer shall be the district business manager.  In 
preparing budget recommendations for the Board, the budget 
officer shall seek suggestions from administration and other 
staff members.  He shall ensure that budget preparations follow 
guidelines set forth in state law and regulation, including the 
use of a budgeting system and forms prescribed by the State.  He 
shall also be responsible for budget administration after the 
budget is approved. 
 
The public hearing and official adoption of the budget by the 
Board is regulated by the Uniform Municipal Fiscal Procedures 
Act and other state statutes.  Upon proper public notice, the 
public hearing is held at 8:00 p.m. on the third Wednesday in 
July.  The board shall provide accommodations for interested 
citizens to attend the hearing and to discuss items relative to 
the budget.  On the day of or the day following the public 
hearing, the governing body shall, by resolution, make the 
necessary appropriations and adopt the budget, which, subject to 
future amendment, shall be in effect for the next fiscal year. 
 
 
Adopted:  1/8/85 
AMENDED:  2/9/88, 11/11/2008 
 
 
LEGAL REFS.:   W.S.  21-13-101 through 104 and 16-4-101 through 
124. 
               Wyoming Education Policies Reference Manual, 
codes    DB, DBA, DBB, DBD, DBH 
 
CROSS REFS.: DB subcodes (all pertain to the annual budget) 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DBB 
 
 

FISCAL YEAR 
 
 
The district's fiscal year shall be from July 1 to June 30. 
 
 
Established by law 
 
Reviewed: August 12, 2008 
 
LEGAL REF.: W.S. 21-3-112 (1977) 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DBD 
 
 

BUDGET PLANNING 
 
Budget planning for the Lincoln County School District #1 shall 
be an integral part of program planning so that the annual 
operating budget may effectively express and implement all 
programs and activities of the school system.  Budget planning 
shall be a year-round process involving broad participation of 
central office administrators, principals, directors, 
coordinators, teachers, other personnel throughout the school 
system, and parents and citizens of the school district. 
 
The superintendent shall have overall responsibility for budget 
preparation, including the construction of, and adherence to, a 
budget calendar.  Principals shall develop and submit budget 
requests for their particular schools after seeking the advice 
and suggestions of staff members. 
 
The budget request shall reflect the principal's judgment as to 
the most effective way to use resources in achieving progress 
toward educational objectives of the school. 
 
The Board shall give careful consideration to budget requests, 
review allocations for fairness and for their consistency with 
the educational goals and priorities of the school system.  The 
distribution of district moneys to individual schools and 
programs shall reflect those educational priorities. 
 
Staff Involvement in Budget Preparation 
 
Budget preparation at the school (and departmental) level shall 
be done by the school principal in cooperation with his staff. 
 
 
Current practice codified 1978 
Adopted:  date of manual adoption 
 
Reviewed: August 12, 2008 
 
LEGAL REFS.: Wyoming Education Policies Reference Manual, 
codes 
   DB, DBD 
 
CROSS REF.: DB, Annual Operating Budget 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DBK 
 
 

LINE ITEM TRANSFER AUTHORITY 
(Interfund Transactions) 

 
NOTE:  In accordance with legal requirements and the definitions 
contained in the Wyoming Budgeting, Accounting, and Reporting 
Manual (I), 4/73, each Wyoming school district must provide a 
separate group of accounts for each fund to show the source, 
custody, and use of the resources which have been set aside in 
the fund.  Interfund transfers must follow the regulation of the 
State Department of Education. 
 
For related information consult the Wyoming Education Policies 
Reference Manual, code DBK. 
 
 
Reviewed: August 12, 2008 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DC 
 
 

TAX AND DEBT LIMITATIONS 
(And Short-Term Borrowing) 

 
The Board of Trustees has the authority to enter into short-term 
debts when the financial needs of the school district warrant such 
action. 
 
Bonded indebtedness may be incurred by the district, within the 
restrictions of law and state regulations, for capital expenditures. 
 
 
Established by law 
 
Reviewed: August 12, 1991 
Reviewed:  August 12, 2008 
LEGAL REFS.: W.S. 21-3-111 and 21-13-701 through 721 (2008) 
 
     Wyoming Education Policies Reference Manual, code DC 
 
 
Note:  The Reorganization Order of the State Committee on School 
District Organization, under which the Lincoln County School 
District #1 was organized effective 7/1/76, sets forth the 
distribution of the bonded indebtedness incurred by the previous, 
county-wide Lincoln County School District.  The order is on file in 
the office of the superintendent 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DE 
 
 

REVENUES FROM TAX SOURCES 
 
NOTE: State law governs the levy of taxes for the operation 

and maintenance of the school district.  Requirements 
are described in brief in the Wyoming Education 
Policies Reference Manual, under codes DEA, DEB, and 
DEC. 

 
Under the Reorganization Order for Lincoln County 
School District #1, the district is authorized "to 
collect, receive, and accept all school monies and 
taxes...budgeted, allocated, levied, earmarked, set 
aside, collected, or appropriated for or in the 
geographical area embraced by the boundaries" of the 
newly organized school district, effective 7/1/76. 

 
 
Reviewed: August 12, 2008 
 
LEGAL REFS.: Wyo. Constitution Art. 1, & 25: Art.  

7, & 9; Art. 15 && 5, 12, 13, and 17 
   W.S. 21-12-103; 21-13-102;21-13-201 (2008)  
   Reorganization Order of the State Committee for     

School District Organization, effective 7/1/76  
Wyoming Education Policies Reference Manual, 
codes  DEA, DEB, DEC (and legal references cited 
therein) 

 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File: DFA 
 
 

INVESTMENT POLICY 
REVENUES FROM INVESTMENTS/USE OF SURPLUS FUNDS 

 
The Board of Trustees supports and authorizes a safe and sound 
investment program.  Such a program is viewed as a critical 
ingredient of sound fiscal management, the purpose of which is 
to secure a maximum yield of interest revenues to supplement 
other district revenues for the support of the educational 
program of the district. 
 
Investments shall be limited to those authorized by state law.  
See W.S. § 9-4-831 as amended. 
 
Staff responsible for investment transactions are encouraged to 
take advantage of education programs conducted by the state 
auditor or treasurer relating to investment of public funds. 
 
The Board of Trustees believes: 
 that all excess funds shall be held in interest-bearing 

accounts or investments with emphasis on security to earn 
the highest reasonable return possible on the funds 
available for investment while complying with state 
statutes and district policy; 

 
 that safety of funds should be a first consideration.  The 

district should not enter into investment transactions 
which will expose itself to an undue credit risk of an 
issuer or a broker/dealer; 

 
 that when financially effective, i.e., when the rate of 

return is within 1/4 of a percent, excess funds should be 
deposited in local financial institutions; and 

 
 that investment practices must always be in compliance with 

state laws. 
 
Adoption Date: 10/08/96 
Amended:  11/11/08 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

Files:  DG/DGA 
 
 

DEPOSITORY OF FUNDS/AUTHORIZED SIGNATURES 
 
All revenues received by the school district and all school 
district funds shall be deposited in an official depository (or 
depositories) designated by the Board. 
 
As required by state law, the Board chairman shall co-sign with 
either the Board clerk or the Board treasurer all warrants and 
checks drawn upon district funds. 
 
The Board of Trustees authorizes the use of facsimile signatures 
in the conduct of school business.  In accordance with state 
law, the facsimile signatures will be recorded with the 
Secretary of State.  Overall responsibility for safekeeping of 
all keys and plates is delegated to the business manager. 
 
Activity Fund Checks 
 
Checks drawn on student activity funds shall be processed in the 
same manner as any other checks drawn on district funds --i.e., 
they shall require the signatures of the Board chairman and 
either the Board clerk or the Board treasurer.  (Student 
activity fund vouchers are prepared by the building principal 
and forwarded to the business manager for proper processing and 
payment.) 
 
 
Adopted:  1/8/85 
 
Amended: 11/12/2008 
 
LEGAL REFS.:  W.S. 9-4-817; 21-3-113 

Wyoming Education Policies Reference Manual, code 
DG 

 
CROSS REF.: BCB, Board officers 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DH 
 
 

BONDED EMPLOYEES AND OFFICERS 
 
The board shall bond the treasurer, the business manager, and the 
superintendent in accordance with requirements set by law.  The 
district clerk, as well as any employee of the district who is 
assigned to receive and dispense school funds, may be bonded 
individually or covered by a blanket bond at the direction of the 
Board. 
 
The cost of all bonds shall be borne by the district. 
 
 
Current practice codified 1978 
Adopted:  date of manual adoption 
 
Reviewed: August 12, 2008 
 
LEGAL REFS.: W.S. 21-3-110 (ix)(2007) 

Wyoming Education Policies Reference Manual, code 
DH 

 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DI 
 
 

FISCAL ACCOUNTING AND REPORTING 
 
The business department, under the direction of the 
superintendent, shall be ultimately responsible for properly 
accounting for all funds of the district and for the preparation 
of reports and statements required by the state examiner's 
office and the Wyoming Department of Education. 
 
The accounting system shall conform with that set forth in the 
Wyoming School Budgeting, Accounting and Reporting Manual I, , 
4/73 or as amended later. 
 
There shall be a full financial statement presented to the Board 
monthly.  The report shall show all income to date, amount 
expended to date, and cash balance.  
 
The Board or superintendent may determine other financial 
statements are necessary, and may direct the business office to 
prepare and present such information. 
 
 
 
Current practice codified 1978 
Adopted:  date of manual adoption 
 
Revised: 09/24/91 
AMENDED: 07/21/99 
Reviewed:  11/11/2008 
 
LEGAL REFS.: Wyoming Education Policies Reference Manual, 

codes DI, DIC 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DID 
 
 

INVENTORIES 
 
A complete record of all equipment, supplies, and materials in 
all of the district buildings shall be established and updated 
annually.  The central administration, building principals, and 
staff members will make such inventories under the general 
supervision of the superintendent, on forms made available by 
the central office. 
 
 
Current practice codified 1978 
Adopted:  date of manual adoption 
 
Reviewed: August 12, 1991 
Reviewed:  11/11/2008 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DIDA 
 
 

FIXED ASSET ACCOUNTING 
 
General fixed assets do not represent financial resources 
available for expenditure, but are items for which financial 
resources have been used and for which accountability should be 
maintained.  They are not assets of any fund but of the school 
district in general. 
 
General fixed assets are accounted for in the general fixed 
assets accounts group rather than in the governmental funds.  It 
should be emphasized that the general fixed assets account group 
is an "account group" rather than a "fund".  In essence, this 
account group is a management control and accountability listing 
of the school district's general fixed assets balanced by 
accounts showing the sources by which such assets were financed. 
 
General fixed assets are those assets of the school district not 
accounted for in a proprietary of fiduciary fund.  To be 
classified as a fixed asset that is capitalized, a specific 
piece of property must possess three attributes:  (1) it must be 
tangible in nature, (2) it must have a life longer than the 
current fiscal year, and (3) it must have a significant value, 
which shall be defined as a cost, or if the cost is not 
practicably determinable, at estimated cost, or appraised value 
for donated assets, of $5000.00 or more per item.  Those assets 
that were purchased by or are used exclusively in a proprietary 
of fiduciary fund will be capitalized and accounted for within 
those funds. 
 

Costs:  Fixed assets should be recorded at cost--
consideration given or received, whichever is more 
objectively determinable.  The cost of a fixed asset 
includes not only its purchase price or construction cost, 
but also ancillary charges necessary to place the asset in 
its intended location and condition for use. Ancillary 
charges include costs such as freight and transportation 
charges, site preparation expenditures, professional fees, 
and legal claims directly attributable to its acquisition. 
 
Estimated Costs:  Initial costs of fixed assets usually are 
ascertainable from contracts, purchase vouchers, and other 
transaction documents at the time of acquisition or 
construction. However, when it is necessary to establish 
fixed asses values when original purchase documents are 
time dated and no longer be based on whatever documentary 
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School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DIDA 
 

evidence as may be available, including price levels at the 
time of acquisition.  It is understood that this practice 
introduces some margin of error into the fixed asset 
accounts.   

 
The extent to which fixed asset costs have been estimated, and 
the methods of estimation, should be disclosed in the notes of 
financial statements. 
 

Acquisition of Gift:  Acquisitions by gift are capitalized 
at their estimated fair market value at the time of 
receipt, $5,000.00. 

 
 
 
 
Adopted:  July 20, 1989 
 
Reviewed: August 12, 1991 
Amended:  11/11/2008 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

INNOVATIVE PROJECTS PROGRAM 
 
PURPOSE:  The purpose of this program is to make available to 
individual site monies to support innovative programs and ideas 
developed in the interest of IMPROVING educational opportunities 
for students.  The program may include CONTRACTED FEES, 
supplies, equipment, travel, and any other reasonable expense 
necessary to implement and complete proposed plans approved by 
the Board of Education. 
 
STRUCTURE:  The Board of Education may budget up to $15,000.00 
each year to support approved proposals submitted by individual 
sites.  The request for funds shall outline in detail the goals 
and objectives of the program and demonstrate how those goals 
relate to building and district goals.  The request shall also 
include: 
 
 1. A detailed summary of the program being proposed 
 
 2. The total cost of the program, in budget form 
 
 3. A beginning and ending date 
 
 4. A list of staff/persons responsible for implementation 

and operation of the plan 
 
GUIDELINES:  Programs shall not exceed three years in length.  
Requests may not require additional funding from future years 
allocations.  All record keeping and accounting shall be 
maintained by the business office with all expenditures being 
identified by the site managers when requested to be expended. 
 
REVIEW AND AWARD OF FUNDS:  A select committee chaired by the 
Director of Instruction, and two community representatives shall 
review applications and recommend fund distribution to the Board 
of Trustees. 
 
SUMMARY:  At the completion of each special project it shall be 
the responsibility of the site manager to present a report on 
the completed project.  The report specifically addresses the 
success or failure of the project with recommendations to the 
Board on how this program may be improved or deleted in regard 
to funding future requests. 
 
Adopted:  09/27/94 
Amended:  07/21/99 
Reviewed:  11/11/2008 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DIE 
 
 

AUDITS 
 
The District's financial affairs and all transactions of all 
funds and activities shall be audited by an independent auditor 
each fiscal year. 
 
The audit shall be conducted by independent auditors in 
accordance with generally accepted auditing standards as 
promulgated by the A.I.C.P.A. in their guidelines for audits of 
state and local government units.  The audit procedures shall be 
performed in accordance with ”Government Auditing Standards” 
issued by the comptroller general of the United States.  Any 
audit performed shall comply with the requirements of W.S. 9-1-
507.The audit shall be both a financial and a legal compliance 
audit. 
 
The audit shall be completed not more than six (6) months after 
the end of the fiscal year being audited. 
 
Copies of the audit reports shall be filed with the County 
Clerk, the State Examiner's office, and the State Board of 
Education. 
 
 
 
Adopted:  1/8/85 
 
Reviewed: 08/12/91 
Revised:  11/11/2008 
LEGAL REFS.: W.S. 9-1-507, 16-4-121, 16-4-122, 16-4-123 (2007) 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DJ 
 
 

PURCHASING 
 
The approval of the annual budget by the Board provides 
authorization to the superintendent or his delegated 
representative to expend any or all of the amount appropriated 
to the limit of the budget category. 
 
The purchase of items for the school district shall be by the 
use of bids when such procedures are required under state 
statutes (see DJC).  Business establishments within the school 
district boundaries will be given first preference, other 
factors being equal, in contracting services for the schools.  
Second priority will be given to business establishments within 
the State of Wyoming, provided consideration is given to the 
quality of the materials and/or service to be supplied, in 
addition to the following stipulations: 
 

1. conformity to specifications 
2. delivery terms 
3. ability of each company to provide replacement parts 

and/or service for the goods purchased 
4. warranties offered on products 

 
The superintendent, and under his direction the business 
manager, shall serve as purchasing agent for the district.  He 
shall be responsible for developing and administering the 
purchasing program for the district.  The purchasing procedures 
employed by the superintendent shall comply with all applicable 
laws and regulations of the state as well as the following 
policies: 
 

1. The district's annual operating budget, which the Board 
uses as the district's controlled spending plan, shall 
direct all purchases. 

 
2. The superintendent or his designee is authorized to 

issue purchase orders without prior approval of the 
Board when formal bidding procedures are not required by 
law and when budget appropriations are adequate to cover 
the obligations. 

 
3. Board approval shall be secured for major purchases of 

equipment which will amount to a considerable 
expenditure by the district. 
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File:  DJ 
 

4. Competitive bids or quotations shall be solicited in 
connection with all purchasing whenever possible.  
Contracts shall be awarded to the lowest responsible 
bidder complying with specifications and with other 
stipulated bidding conditions. 

 
5. Residence or place of business of suppliers shall be 

consideration in cases where identical or very close 
bids have been submitted. 

 
6. The quantity of items purchased shall depend on the 

necessity of the items, storage space, availability and 
economy of volume purchased. 

 
7. Every effort shall be made to receive full value for the 

dollars spent.  The purchasing function shall be to buy 
the required products which during the product's period 
of usefulness will be the most efficient and economical. 

 
8. All contracts which require public advertising and 

competitive bidding shall be awarded by the Board.  
Recommendations for the award of these contracts shall 
be submitted to the Board by the superintendent. 

 
 
Current practice codified 1978 
Adopted:  date of manual adoption 
Amended: February 26, 1991 
Reviewed:  11/11/2008 
LEGAL REFS.: W.S. 16-4-101 to 16-4-124 (1977) 

 
 
CROSS REFS.: DJ subcodes (all pertain to purchasing) 
 
 
 
 
 
 
 
 
 
 
 
 

2 of 2 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DJC 
 
 

BIDDING REQUIREMENTS 
 
The law regulating bidding on school district purchases provides 
that: 
 
The Board of Trustees in each district shall: 
 
Obtain competitive bids when any school building is to be built, 
when any repairs, additions or improvements costing more than 
ten thousand dollars ($10,000.00) and less than twenty-five 
thousand dollars ($25,000.00) are to be made to any school 
building, facility or other district property, or when any 
purchase of insurance, supplies or materials other than 
textbooks costing more than ten thousand dollars ($10,000.00) 
and less than twenty-five thousand dollars ($25,000.00)is 
contemplated unless precluded by other regulation or statute.  
If the amount exceeds twenty-five thousand dollars ($25,000.00), 
a call for bids shall be published at least once in a newspaper 
of general circulation in the district.  The district shall 
reserve the right to reject any and all bids and to waive 
irregularities and informalities in the bidding.  No contract 
shall be divided for the purpose of avoiding this paragraph.  
Items for which bids must be obtained may be described in the 
published call for bids by stating general requirements and 
making detailed specifications available to prospective bidders 
at the district’s administrative headquarters. 
 
 
 
Adopted:  date of manual adoption 
        
Reviewed:  02/26/91 
AMENDED:  01/08/02 
Reviewed:  11/11/2008 
LEGAL REFS.: W.S. 21-3-110(a)(viii)(2008) 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DJF 
 
 

PURCHASING PROCEDURES 
 
All purchases of supplies, equipment, materials, or services for 
the school district must have the approval of the superintendent 
or his designee.  No employee shall incur any debt against the 
school district without permission from the superintendent or 
from the person to whom he may have delegated this authority. 
 
All requisitions shall be submitted to the appropriate building 
principal and then to the superintendent or his designee who 
will determine if there are sufficient funds within the budget 
account and process the purchase in a manner most beneficial to 
the school district.  If approval is granted, a purchase order 
will be issued. 
 
Whenever possible, the superintendent or his designee shall 
involve the personnel or person submitting the request in the 
preparation of specification for goods and services to be 
purchased. 
 
Current practice codified 1978 
Adopted:  date of manual adoption 
Amended: 02/26/91 
Amended:  11/11/08 
 
LEGAL REFS.: W.S. 21-3-110(a)(vii)(2008) 
 
CROSS REF.: DK, Payment Procedures 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DJF-R 
 
 

PURCHASING PROCEDURES 
 
Purchase requests and requests for payment must be submitted on 
official purchase order, requisition, and voucher forms made 
available by the central office. School credit cards may be used 
for purchases with prior approval of supervisor. Approval to 
travel out of the district for school purposes constitutes prior 
approval for all valid travel expenditures. 
 
All purchases (charge, cash, or purchase orders) must be 
approved by the supervisor before being made.  If a purchase is 
charged a school employee must sign the ticket.   
 
Board-approved and issued 8/77 
Revised:  date of manual adoption 
Deleted: 02/26/91 
AMENDED: 07/21/99 
AMENDED:  11/11/08 
 
 



School District No. 1, Lincoln County, Kemmerer, Wyoming 

File:  DJGA 
 
 

SALES CALLS AND DEMONSTRATIONS 
 
The soliciting and occupying the time of teachers and other 
employees on private business while such employees are in the 
school building is forbidden. 
 
No teacher shall take school time to interview commercial agents 
or others upon matters of personal business.  They shall not use 
school time to speak to salesmen or representatives regarding 
school supplies or equipment unless approval is given by the 
building principal. 
 
 
Board-approved and issued 8/77 
 
Amended: February 26, 1991 
Reviewed: 11/11/2008 
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WRITTEN STANDARDS OF CONDUCT FOR PROCUREMENT OF FEDERAL FUNDS 
 
Lincoln County School District No.1 will adhere to the following policy requirements for any 
selection, award, and administration of contracts pursuant to a federal grant or funding (including 
procurement related to food service): 

 
General Procurement Standards of Conduct 

 
These standards apply to any selection, award, or administration of any contract supported by a 
federal award: 

 
No employee, officer or agent of Lincoln County School District No.1 shall participate in the 
selection, award or administration of a contract supported by federal funds if a real or apparent 
conflict of interest would be involved. Such a conflict would arise when the employee, officer or 
agent, any member of his/her immediate family, his/her business partner or associate, or an 
organization which employs or is about to employ any of the persons referred to herein, has a 
financial or other interest in the firm selected for an award. The officers, employees and agents 
of the district shall neither solicit nor accept gratuities, favors, or anything of monetary value from 
contractors or organizations doing business with the district. An exception may be made for the 
receipt of an unsolicited item of nominal value if approved by the Superintendent or his designee. 

 
All employees should behave with the utmost integrity, never be or appear to be self-serving, be 
fair in all aspects of the procurement process, be alert to conflicts of interest, and avoid any 
compromising situations. 

 
Any employee, officer, or agent of the district who violates the terms of this policy shall be subject 
to disciplinary action, up to and including termination from employment. Non-employee agents or 
representatives may also be sanctioned and removed from their position as agent or 
representative for the district for violation of this policy. 

 
Contract Administration 

 
Lincoln County School District No.1 will maintain a contract administration system which will 
ensure that contractors perform in accordance with the terms, conditions and specifications      
of their contracts or purchase orders. Lincoln County School District No.1’s business manager 
will review all aspects of any contractor bid documents, expenditures, processes and  
procedural aspects to ensure compliance with all federal, state and school district regulations. 

 
The contract administration system will address avoiding the acquisition of unnecessary or 
duplicative items, giving considering to consolidation or breaking out procurements to obtain a 
more economical purchase, and, where appropriate, analyzing the most economical approach 
(such as leasing versus purchasing alternatives.) The system will detail the history of 
procurement, including the rationale for the method of procurement, selection of contract type, 
contractor selection or rejection, and the basis for the contract price. 

 
Lincoln County School District No.1’s contract administration system will address 
administrative contractual or legal remedies in instances when contractors violate or breach 
contract terms.     In any instance in which a contract or purchase order has been breached      
or violated by the contractor, Lincoln County School District No.1  will reserve the right to   
collect any and all damages that may arise from the breach of contract either  through  
mediation or through an appropriate court proceeding, all of which will be retained by the  
School District. 
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Lincoln County School District No.1 reserves the right to administer appropriate sanctions, 
including barring the contractor from bidding on future contracts. In appropriate cases, the 
contract may include liquidated damages for failure to timely and/or appropriately comply with the 
contract provisions. All contracts in excess of $10,000.00 will address termination for cause and 
for convenience, and include the manner by which it will be affected and the basis for settlement. 
Contracts made under a federal award (such as with funding from USDA child nutrition programs) 
will also contain all applicable federal provisions as referenced under Appendix II to Part 200 - 
Contract Provisions for non-Federal Entity Contracts under Federal Awards. 

 
Debarment and Suspension of a Vendor (reference attached certificate Exhibit 1) 

 
Lincoln County School District No. 1 shall award contracts only to responsible contractors 
possessing the ability to perform successfully under the terms and conditions of a proposed 
procurement. Consideration will be given to such matters as contractor integrity, compliance with 
public policy, record of past performance, and financial and technical resources. 

 
Lincoln County School District No.1 requires the vendor to fill out a state-approved Debarment 
and Suspension Certification Form (Exhibit 1) for all contracts to be paid with Federal 
assistance. This is to be included as  an  attachment  to  all  contracts  and  bid  documents.  
The certification statement is intended to assure Lincoln County School District No.1  that 
neither the vendor nor its principals are presently debarred, suspended, proposed for 
debarment, declared ineligible or voluntarily excluded from participation in the contract by any 
Federal department or agency. 

 
The following provisions apply to the procurement of all federal contracts: 

 
 

• Purchases greater than $25,000: 
 

o If the amount exceeds twenty-five thousand dollars ($25,000), this is considered a 
formal purchase, and contract must be awarded through a formal procurement 
process and a call for bids or request for proposals shall be published at least once 
in a newspaper of general circulated state-wide and posted on the district’s 
website. The call for bids or proposals may also be published in a regional 
newspaper. No contract shall be divided for the purpose of avoiding this paragraph. 

 
• Purchases greater than $10,000 and less than $25,000: 

 
o Lincoln County School District No.1 will obtain competitive bids (quotes) when 

any purchase will cost more than ten thousand dollars ($10,000) and less than 
twenty-five thousand dollars ($25,000). 

 
• Purchases less than $10,000: 

 
o Any purchase below three thousand five hundred dollars ($3,500) or as currently 

defined by 2 CFR 200.67 is considered a micro-purchase. Micro-purchases may 
be awarded without soliciting competitive quotes if the price is considered 
reasonable. To the extent feasible, however, Lincoln County School District No.1 
must distribute micro-purchases equitably among qualified suppliers. The micro- 
purchase threshold will periodically be adjusted for inflation. Lincoln County 
School No.1 shall follow the most current threshold as defined at 2 CFR 200.67. 

Purchases: 
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o Any purchase greater than the micro-purchase threshold but less than ten 
thousand dollars ($10,000) is considered a small purchase and does not require 
a bid process, however, the small purchase shall be made on a competitive basis. 

 
 
Bid Specifications: 

 

Lincoln County School District No.1 contracts cannot be awarded to potential vendors that 
wrote, any of the bid specifications, the solicitation documents, or the Contract language. 
Potential bidders may provide information for the specifications but cannot prepare documents. 

 
Identical bid specifications or request for proposals must be provided to all potential vendors. This 
must include all important information such as delivery schedules, quantities, product 
specifications, and purchase conditions. 

 
Geographic Preference: 

 
No geographic preferences (advantage based on location) is allowed with federal funds except 
for documented Farm to School (Farm to Plate) efforts. Therefore,  as  part  of  Farm  to  
School, Lincoln County  School  District  No.1  may  choose  to  apply  a  geographic  
preference when procuring unprocessed locally-grown or locally-raised agricultural products. 
This can only be a preference and not a bid specification. Additionally, this is allowed but not 
required for Farm to School purchases. 

 
Buy American: 

 
Lincoln County School District No.1 will adhere to “Buy American” for the food service program. 
Therefore, Food Service is required to purchase, to the maximum extent possible, domestic 
products for use in meals served in our Child Nutrition Program. However, exceptions are allowed 
when: 

• Food preferences can only be met with foreign goods; 
• Insufficient quantity and/or quality is available in the USA; 
• Domestic cost is significantly higher. 

 
Lincoln County School District No.1 will include a “Buy American” clause in all product 
specifications, bid solicitations, requests for proposals, purchase orders and any other type of 
procurement documents issued. 

 
Discounts, Rebates, Credits: 

 
Lincoln County School District No.1 will verify that all food program contracts and procurements 
are net of all applicable discounts, rebates and credit.  All  contractors  will  maintain records 
and source documents in support of all costs, discounts, rebates and credits. 

 
Records Retention: 

 
Lincoln County School District No.1 will retain all Food Service Program records for three years 
after  final  payments  and/or  three  years  after  any  pending  matters  have  been  closed   
and completed. Lincoln County School District No.1 will also maintain records sufficient to detail 
the history of any procurements. These records will include, but are not 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. 
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Bid Protest Procedure 
 

Any vendor who desires to protest the award of a bid pursuant to this policy shall, within fifteen 
(15) days after award of the bid, give notice of their protest. The notice shall state in detail the 
basis of the claimant’s bid protest and the resolution requested. The bid protest shall be provided 
to the Food Service Director or other person designated by the school district to handle bid 
protests pursuant to the food service procurement policy. The Food Service Director or other 
person so designated shall investigate the claim and issue a written decision within fifteen (15) 
days after receipt. If the claimant is not satisfied with the decision of the Food Service Director, 
the claimant may appeal the decision to the Board of Trustees of the school district. The notice 
of appeal shall be filed with the Board of Trustees at the office of the Superintendent of Schools 
within fifteen (15) days after issuance of the decision being appealed from. The appeal shall state 
the basis of the appeal and provide to the Board the original bid protest, together with a copy of 
the decision being appealed from. The specific grounds for the appeal shall be stated in the 
appeal and shall not include additional claims or information not provided with the original bid 
protest. 

 
The Board of Trustees at the next regular Board meeting following the receipt of the appeal shall 
either hear the appeal or set a time to consider the appeal. The Board may in its discretion render 
a decision based upon the information and records before the Board of Trustees or, in the Board’s 
discretion, may request the claimant and a representative of the school district to each present 
information pertaining to the bid protest. In the event the Board chooses to hear from the bid 
protester and a representative of the school district, each will be entitled to present or have 
someone on their behalf present their position to the Board. 

 
Thereafter, the Board shall render its decision either at that meeting or at the next regular Board 
meeting. 

 
 

Adopted: 2-13-2018 
 
Revised: 
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PAYMENT PROCEDURES 
 
All demands for payment from district funds shall be processed 
in the superintendent's office and submitted to the Board for 
approval. 
 
Before payment can be made, an itemized invoice, together with 
documentation that the materials were received in good 
condition, or the service was performed satisfactorily, must be 
on file in the superintendent's office. 
 
Lists of accounts payable, including payroll, shall be certified 
by the superintendent or designee and approved by the Board.  
Actual invoices, statements, and vouchers shall be available for 
Board inspection.  A list of all warrants over $500 shall be 
published as required by law.  Salaries shall be authorized in 
accordance with salaries and schedules set by the Board; and 
individual yearly gross salary payments shall be submitted 
annually in March as the law requires. 
 
Principals who serve as custodians of activity accounts in their 
respective schools shall be responsible for payment of expenses 
charged to these accounts. 
 
 
Current practice codified 1978 
Adopted:  date of manual adoption 
Amended: February 26, 1991 
Amended:  November 11, 2008 
LEGAL REFS.: W.S. 16-4-101 to 16-4-124 (2007) and  
   21-3-110 (a)(vii) (2008) 

Wyoming Education Policies Reference Manual, 
codes DAA-E, DGA, DL 

 
Cross Refs: DJ, Purchasing 
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PAYROLL PROCEDURES 
 

1.  Payroll dates are set as the twenty fifth day of each 
month. 

 
2. Teachers have the option of receiving 10, 11, or 12 

equal paychecks, or receiving their May, June, and 
July salaries in May with their August Salary being 
paid in June. 

 
All categories of staff are paid on the twenty fifth day 

of each month. 
 
Deductions 
 
Except for deductions required by state and federal law, or for 
absence not covered by paid leave, salary deductions shall be 
allowed only upon authorization by the employee and approval by 
the Board.  The following deductions are required: 

 
1. Social security and federal withholding taxes. 
2. Absence not covered by paid leave. 

 
The following voluntary deductions are approved by the Board.  
For all voluntary deductions, the employee shall complete a form 
authorizing the deduction. 
 

1. Deductions for employee's contributions to life and 
health insurance programs and other insurance 
(annuity) programs. 

2. Deductions for membership dues for recognized 
professional organizations, such as the WEA and NEA. 

3. Deductions for rentals owned by the school district. 
 
Adopted:  07/18/79 
AMENDED: 02/26/91 
AMENDED: 07/21/99 
AMENDED:  11/11/08 
 
LEGAL REF.: Wyoming Education Policies Reference Manual, code 
DL 
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EXPENSE REIMBURSEMENTS 
 
The same general policy shall apply to all personnel and 
district officials in regard to reimbursement of expenses.  This 
policy shall be as follows: 
 

1. Personnel and officials who incur expenses in carrying 
out their authorized duties shall be reimbursed by the 
district upon submission of a properly filled out and 
approved voucher and such supporting receipts as 
required by the superintendent. 

 
2. Such expenses may be approved and incurred in line with 

budgetary allocations for the specific type of expense. 
 
3. When official travel by personally owned vehicle has 

been authorized, mileage payment shall be made at the 
State rate currently approved by the Board. 

 
 
Current practice codified 1978 
ADOPTED:  date of manual adoption 
 
AMENDED:  2/9/88 
Reviewed: 2/12/91 
Reviewed: 11/11/2008 
LEGAL REF.: WS. 21-3-111(a)(x) (2007) 
 
CROSS REF.: BHD, Board Member Compensation and Expenses 
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EXPENSE REIMBURSEMENTS 
 
Trip Expenses 
Reimbursement requests for expenses incurred on approved 
professional trips, activity trips, field trips, etc., will be 
processed as follows: 
 

1. The sponsor of the group delivers a "claim" form to 
the business establishment for which he requested 
funds. 

 
2. The sponsor returns the signed "claim" form and any 

charge ticket, guest ticket, etc., to the building 
principal.  The section of the claim form that must be 
filled out by the sponsor must be complete. 

 
3. The principal forwards the above items to the 

superintendent's office for approval and subsequent 
reimbursement as authorized. 

 
Personal Vehicle Travel 
All staff are encouraged to use their personal vehicles 
when traveling within the District, except when 
transporting students. 

 
 In-District Travel 

District staff routinely required to travel between 
campuses as designated by the superintendent/his designee 
shall be paid at the State approved rate per mile. 

 
 Out-of-District Travel 

The District shall pay for fuel consumed only when staff 
members use their personal vehicle for out-of-district 
approved travel. However, should the use of a District 
vehicle be offered and said staff member elects to use 
his/her personal vehicle, no fuel or mileage shall be paid. 

 
Travelers shall observe the following stipulations: 

(a) If a spouse (non-school employee) is traveling with 
the claimant, the spouse's expenses cannot be listed 
on the claim form given to the business establishment.  
Separate arrangements must be made for the spouse, and 
these must not be listed on the official traveler's 
claim form as "expenses. 

 
1 of 2 
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(b) If the claimant uses cash (or a personal credit card), 
receipts must be obtained for these expenses to be 
reimbursed.  These receipts must not include expenses 
for the claimant's spouse. 

 
(c) To obtain reimbursement, the claimant must present all 

receipts along with the signed "claim" form. 
 
Student Activity Expenses 
 
Expenses of student activity groups--such as board, room, and 
travel of students who represent the school as participants away 
from home--are to be paid from school funds.  Supervisory 
personnel are to exercise discretion in keeping such expenses at 
a minimum.  Claims for reimbursement must be accompanied by 
receipts, and will be submitted on vouchers made available by 
the central office. 
 
Parent Reimbursement for Out-of District Travel Expenses 
(Special Education) 
 
The parent of a child who has been placed through the IEP 
process in and out-of-district educational setting will be 
allowed a reasonable amount of visitation according to the plan 
set forth during the Individual Educational Plan meeting.  The 
parents will be reimbursed for travel expenses which includes:  
mileage, lodging, and meals based on current federal per diem 
rates established by the Department of the Treasury. 
 
The parents will sign the Wyoming Department of Education 
required contract, which will be available at the district 
special education office.  The parents must have receipts for 
all reimbursable expenses in order to be reimbursed. 

 
Board-approved and issued 8/77 
Revised:  date of manual adoption 
AMENDED: 02/26/91 
AMENDED: 09/13/94 
Revised: 11/11/03 
Revised:  11/10/2008 
CROSS REF.:  IICA, Field Trips and Excursions 
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SCHOOL PROPERTIES DISPOSAL PROCEDURE 
 
Obsolete, surplus, worn-out, or unusable school property in 
excess of $5,000 shall be "traded in" or exchanged in the 
acquisition of other property, whenever feasible.  Otherwise, 
property shall be disposed of in one of the following ways: 
 

1. Property may be sold in competitive bidding at public 
auction. 

 
2. Property may be disposed of in other ways, with the 

approval of the Board. 
 
All such sales or other dispositions shall be properly recorded, 
and reported to the Board. 
 
 
Current practice codified 1978 
Adopted:  date of manual adoption 
 
Reviewed: 02/21/91 
AMENDED: 07/21/99 
Reviewed:  11/11/2008 
LEGAL REF.:  W.S. 21-9-201(b) (2008) 
 


	DB
	DBB
	DBD
	DBK
	DC
	DE
	DFA
	DG-DGA
	DH
	DI
	DID
	DIDA
	DIDC
	DIE
	DJ
	DJC
	DJF
	DJF-R
	DJGA
	DJ-R
	WRITTEN STANDARDS OF CONDUCT FOR PROCUREMENT OF FEDERAL FUNDS
	General Procurement Standards of Conduct
	Contract Administration
	Debarment and Suspension of a Vendor (reference attached certificate Exhibit 1)
	Bid Specifications:
	Geographic Preference:
	Buy American:
	Discounts, Rebates, Credits:
	Records Retention:
	Bid Protest Procedure

	DK
	DL
	DLC
	DLC-R
	DN

