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Form E:  Contract Disclosure Form

Form E is to be completed by the board member and describes the board member’s relationship to the vendor entering into a contract with the district.  For these purposes, a Board Member’s ‘family member’ is  defined in the Rules, Section 3.15.
The following items must be included:

· Board Member’s first and last name

· Nature of Transaction:  Describe the type of transaction between the school district and the vendor.  Include a brief description of the vendor’s product/service and why the district needs the product/service.

· Estimated dollar amount of transactions for the fiscal year: If you do not know this amount, please provide the amount in actual transactions for the prior fiscal year. Clearly state if the amount is from a prior year and identify the fiscal year.

· Nature of Financial Interest: Describe the relationship between the board member and the vendor.  For example: “I am the owner”, “I am employed by”, “spouse is the owner” or “child is employed by…”
· Justification for Approval:  Describe, in detail, why the transaction is in the BEST INTEREST of the school district.  For example:  “best competitive bid submitted”
· Justification for Approval:  Describe, in detail, the UNUSUAL CIRCUMSTANCES.  For example: “the only business of this type within 25 miles of the school district” or “only vendor in town that carries the brand the district uses”.

· Form E Page 2 of is for the district’s use in tracking the approval request.

Form F: Resolution

The school board should review and include each item in Form F in the Resolution.  This document is to be completed by the district superintendent, include the reasons cited for approval by the school board, and signed by the school board president. Prior to submission, please review Form F to determine that the following items have been included: 

· The date of the school board meeting.

· List the total number of board members present at the beginning of the meeting.

· State the name of the company that will be contracting with the district.

· Identify all relationships between the board member and the company.

· Specific facts and reasons for justifying the contract. For example, see Form E Justification for Approval.

· The unusual circumstances necessitating the contract. For example see Form E Justification for Approval.

· List of relevant data enclosed.  The district should include any additional information the board considered in approving the resolution.  For example, the district should include the bid list in a competitive bid transaction.

At this point, the board member has completed Form E and the board has approved the Resolution.  If the Estimated dollar amount of transactions for the fiscal year (Form E) equals or exceeds $5,000 the district is required to request independent review and approval by the Arkansas Department of Education.  If the annual amount is less then $5,000 no further action is required of the district.

