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The following is a list of common errors and omissions:
· Submit both Form E & F.  These are attached to the Rule.
· Clearly identify the district contact person and/or the person who completed Forms E & F.  This should include their name, position/title, phone number, and mailing address.  It is helpful to include this in a cover letter.

Form E, Contract Disclosure Form, is to be completed by the board member, administrator, or employee:
· The administrator or employee should include their district position title (For example: district treasurer, teacher, principal, athletic director).
· The Estimated dollar amount of transactions for the fiscal year must be disclosed. If you do not know this amount for the current fiscal year, 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.
· The following reasons, in and of themselves, do not justify that a transaction is in the best interest of the district:

· “Local school districts should support local businesses”

· “The business is conveniently located”

· “This vendor has done a good job in the past”

· “The district has done business with this vendor for many years”

·  “The district rotates business among the local vendors”

Form F, Resolution, is to be completed by the district superintendent, or designee.  It is used to report the reasons cited by the school board for approving the contract or transactions. 
· The date of the school board meeting must be stated.
· 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 and provide a clear description of what the business does.

