
 

2016-2017 Workshop Series 
 

ISSUING BIDS AND RFPS – HOW TO PROTECT YOUR SCHOOL DISTRICT WITH 
PROPER FORMS AND SPECIFICATIONS 

November 3, 2016 
Webcast (9:30 – 11:00 AM) 

 
School business officials (including business managers, facilities directors, food service directors, 
technology directors and purchasing agents) are required to prepare bids and RFPs to solicit various 
outside parties, including contractors to work on small construction projects, vendors to sell supplies 
and equipment, and professionals to enter into service contracts.  This webinar will address the 
documents necessary to protect your School District, including appropriate language for advertisements 
and terms and conditions, when and why to include bid bonds and performance bonds, and various 
other important information.  Attendees will be provided specific guidance and examples of specific 
“boiler plate” language, as well as a practical checklist for bids/RFPs. 
 
WHO SHOULD ATTEND: 
Business Managers, Asst. Business Managers, Facilities Directors, Food Service Directors, Technology 
Directors, Anyone involved with purchasing for the district 
 

SPEAKERS: 
Randall S. Buffington, M.Ed., PRSBA, Director of Operations, Southern York County SD 
Howard L. Kelin, Esquire, Managing Partner, Kegel Kelin Almy & Lord LLP 
Katie L. Summers, Esquire, Kegel Kelin Almy & Lord LLP 
 
ANNOUNCEMENTS: 
 All participants must sign-in on the Webcast Attendance Form found at the back of the handout packet 

for attendance/credit tracking.  The site coordinator is asked to collect and submit information on every 
participant at your site. For credit to be given, forms must be returned to PASBO by November 10.  

 Your webcast experience will be only as good as your Internet connection. If you are having technical 
difficulties, close all other browsers on your desktop and reconnect, or restart your computer. If you are 
disconnected at any time during the program, please repeat the log-on procedure to reconnect. 

 You can submit a question at any time using the “Chat” function at the left side of your screen – type 
your question in the message box and click on “Enter” to send.  

 Please track your CEU credits for PASBO Professional Registration. (Professional Registration CEUs = 1) 

 Your evaluation of this program is important to us.  The primary contact will receive an evaluation link via 
email.  Please provide feedback to ensure that PASBO programs are meeting your needs. 

 This program is being recorded to provide access to those not able to participate in the live program and 
serve as a review tool. Find information in your handout and check out the PASBO Store at 
http://www.pasbo.org/store_home.asp for other webcast titles. 

 
Thank you for your participation! 

Pennsylvania Association of School Business Officials 

Mailing Address:                         Office Location: 

P.O. Box 6993                    2608 Market Place 

Harrisburg, PA 17112-0993                     Harrisburg, PA 17110 

Telephone 717-540-9551       www.pasbo.org          FAX 717-540-1796 
 

http://www.pasbo.org/store_home.asp


Issuing Bids and RFPs – How to 
Protect Your School District with 
Proper Forms and Specifications

November 3, 2016 - Webcast 
(9:30 – 11:00 AM)

Pennsylvania Association of School Business Officials

Listen to audio over your computer speakers  

(If you prefer to listen by phone, you may dial-in using the 
numbers at the top of your screen. Phone lines will be 

available 10 minutes prior to the event start.)
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Presenter(s):
Randall S. Buffington, M.S.Ed., PRSBA

Director of Operations

Southern York County School District

randall.buffington@sycsd.org

Howard L. Kelin, Esq.

Kegel Kelin Almy & Lord LLP

kelin@kkallaw.com

Katie L. Summers, Esq.

Kegel Kelin Almy & Lord LLP

summers@kkallaw.com
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Topics to Address

• Key legal rules: Katie

• Legal forms and specifications: Howard

• Practical tips from an “insider”: Randy

• Your questions
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Key Legal Rules

• PA School Code, 24 P.S. § 7-751: school construction, 
repairs and maintenance

• PA School Code, 24 P.S. § 8-807.1: furniture, equipment 
and supplies

• Commonwealth Procurement Code, 62 Pa C.S. § 1902: 
cooperative/joint purchasing arrangements

• This is not an in-depth legal review of the bidding 
process, rather just a quick overview to “set the table” 
for discussion of legal forms and specifications
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School Code § 751 – very basic details

• Applies to “construction, reconstruction, repairs, maintenance or 
work of any nature . . . upon any school building or upon any 
school property.”

• Mandatory bidding required if construction costs exceed 
$18,500, subject to inflation index (for 2016, bidding threshold is 
$19,400).

• If bidding is required, must have “multiple prime contacts” for 
general construction, mechanical, plumbing and electrical work.

• Contracts awarded to the “lowest responsible and responsive 
bidder” for each contract.
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School Code § 751 – very basic details 

(cont.)
• Exception to bidding requirements for “emergencies” that render a 

building “unusable,” but PDE is strict on requiring truly “unusable”.

• Three written or telephone quotes needed if construction costs are 
below bidding threshold but exceed $10,000, subject to inflation 
index (for 2016, quote threshold is $10,500).

• No bids or quotes required if construction costs are below $10,500.

• Cannot “piecemeal” a single project into multiple projects to evade 
need for bids or quotes.

• Districts may perform building maintenance through their own 
employees regardless of cost.
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School Code § 751 – very basic details 

(cont.)

• Bidding not required for schools to contract for 
construction-related “services”

o architect

o engineers and consultants (if not subcontracted 
by architect)

o construction manager, clerk of the works, etc.

o construction law attorney

• Where bidding is not required, districts often use a 
Request for Proposal (more on RFP forms later)
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School Code § 807.1 – very basic details

• Applies to “furniture, equipment, textbooks, school 
supplies and other appliances for the use of the public 
schools.”

• Except for non-textbook classroom materials, which 
are exempt: “maps, music, globes, charts, educational 
films, filmstrips, prepared transparencies and slides, 
pre-recorded magnetic tapes and disc recordings, 
textbooks, games, toys, prepared kits, flannel board 
materials, flash cards, models, projectuals and teacher 
demonstration devices necessary for school use.”
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School Code § 807.1 – very basic details 

(cont.)

• Same threshold amounts for bidding ($19,400) 
and three quotes ($10,500) as with 
construction projects.

• Same “lowest responsible and responsive 
bidder” rules as with construction projects.

• Same prohibition against “piecemealing” as 
with construction projects.
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Commonwealth Procurement Code, 

62 Pa. C.S. § 1908

• Allows individual government entities to 
“piggyback” on cooperative/joint purchasing 
arrangements.

• Statute says: School Districts may purchase 
items under a contract awarded by a “public 
procurement unit” or an “external 
procurement activity” if the “public 
procurement unit” or “external procurement 
activity” complied “with the requirements 
governing its procurement” of the contract.
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Commonwealth Procurement Code, 

62 Pa. C.S. § 1908 (cont.)

Three basic questions to ask about cooperative/joint 

purchasing:

1. Was the contract awarded by a public entity?

2. Did the public entity follow its legally-required 
procurement process?

3. Was the item you are purchasing included in the 
awarded bid?  (A frequent issue is whether 
“installation” was included in the bid as an 
“ancillary service”).
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Legal Form and Specifications

• For larger construction projects involving an architect

o Architect normally provide a complete “bidding 
package”

o Subject to review and comment by the school district 
and its attorney

• For projects not involving an architect, sometimes an 
engineer or other consultant will provide a bidding 
package.

• However, where a bidding package is not provided by 
others, proposed forms are attached.
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Proposed forms for construction 

projects:

A. Advertisement for Bids

B. Instructions to Bidders

C. Agreement with contractor

D. Amendments to AIA Document A107 – 2007

G. Performance Bond (performance & payment bonds 

are required for construction projects over $5000)

H. Non-Collusion Affidavit
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Supplemental forms for construction 

projects (provided by 

district/consultant/attorney):

E.  Copy of AIA Document A107 – 2007 (do not use sample 

attachment)

F. Payment Bond (AIA Document A312 – 2010)

I.   Description of Work and Technical Specifications

J. Drawings (if applicable)

K. Bid Form (if applicable)

L. Prevailing Wage Rate Information (if applicable)
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Forms for purchase of furniture, 

equipment and supplies

• Can use much of the package for construction projects. 

• Payment/Performance Bonds are not required, but 
Performance Bond might be useful for more costly 
orders.

• Form of agreement: Instead of using amendments to AIA 
Document A107 – 2007, which is for construction 
projects, see attached “Agreement with Vendor.”

• Vendors often have their own “Terms and Conditions” –
confer with your legal counsel for guidance on risks to 
your district.
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Requests for Proposals

• May be used for service providers, where mandatory 
public bidding is not required.

• Not required to use RFPs for service providers, but 
often a worthwhile approach.

• Where the District will ultimately enter a written 
contract with the selected service provider, “best 
practice” is to include the form of contract the 
District will want to enter.

16



Requests for Proposals (cont.)

• Particularly with architects and construction managers, including 
a form of contract with the RFP benefits the District.

• Specifically defines the scope of services, standards and 
rules/protocol the District desires.

• Puts all applicants on the “same level playing field,” so the 
District can make an “apples-to-apples” comparison

• Leave a blank to be completed only for the fee to be charged –
that way, the District knows what services it will be getting for 
the fee being charged.

• Otherwise, for instance, an architect’s 5.5% fee for its version of 
“Basic Services” might end up costing more than another 
architect’s 6% fee that involves more “Basic Services” and fewer 
charges for “Additional Services.”

• Do not need to select “lowest cost provider,” and can select 
architect or construction manager based upon other factors 
such as quality of services, references, past projects, etc.
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Checklist for Bid File Folders

• Board approval of advertisement

• Pre-bid conference

• Date of bid opening

• Date of bid award

• Bid awarded to/amount

• Purchase Order

• Certificate of Completion

• Progress Reports

• Change Orders

• Public Works Employment Verification 
Form

• Background Clearances

• Bid tabulation

• Notification of bid award

• Certificate of insurance

• Performance bond

• Labor and Material Bond

• Proof of advertisement

• Bid specifications

• List if bidders

• Prevailing wage reports

• Specification work sheet

• Addenda
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Checklist for Creating Specifications

• Table of contents

• Invitation to bid

• Scope of work

• Instructions to bidders

• Completion date or calendar 
days

• Bid security

• Contractor’s insurance

• Separate primes

• Bid/Proposal form

• Labor and Material bond

• Performance bond

• No cash allowance provision

• Competent Workmen Clause

• Human Relations Compliance

• Standard of quality clause

• Domestic steel 

• Clearances

• Public works employment 
verification form
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Project Schedule

TASK START DATE FINISH DATE

Board approval to advertise for bids 1/21/16 1/21/16

Prevailing wage request 1/8/16 1/11/16

Advertise for bids 1/25/16 2/8/16

Pre-bid conference (10:00 a.m.) 2/12/16 2/12/16

Bid opening (10:00 a.m.) 2/17/16 2/17/16

Board awards contract 2/18/16 2/18/16

Notify successful bidder 2/19/16 2/19/16

Contractor submittals 2/19/16 6/6/16

Project begins 6/6/16 --

Project completion -- 7/29/16
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Bidders List

• Promote projects & competitive bidding

• Track interest

• Pre-bid
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• Send text questions 
using the “Chat” 
function at the left 
side of your screen. 

• Type message in box 
and click “Enter” to 
send.

Time for Questions
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Thank you for your participation!

REMINDER:  
Webcast sites are asked to have every participant 
sign-in on the Attendance Form and return to the 
PASBO Office for attendance and credit purposes. 

Forms must be received by November 10. 
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Join us at these upcoming programs:

• TAX COLLECTORS COMPENSATION AND BEST PRACTICES FOR 
WORKING WITH TAX COLLECTORS – November 4, PM Webcast

• FOOD SERVICE CONFERENCE & COMMODITY SHOW –
November 8-9, State College

• FRAUD PREVENTION: ARE YOU PREPARED? ENCORE –
November 14, Cranberry Twp

• ELEMENTS OF SCHOOL FINANCE – November 17/Cranberry Twp, 
November 18/Kulpsville

• ELEMENTS OF HUMAN RESOURCES – December 2, Harrisburg

• MARKETING YOUR LEA – December 6, Webcast

• PROFESSIONAL STANDARDS: TRAINING YOUR FOOD SERVICE 
STAFF IS THE LAW! – December 7, Webcast

For info, visit www.pasbo.org/workshops
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