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GENERAL INFORMATION 
 

1. The Board of Education of the Kirkwood School District (hereafter “District”) will receive 
sealed proposals from qualified firms to provide Policy and Administrative Procedures 
Audit Services. 

2. The purpose of this Request for Proposal (RFP) is to establish the requirements for Policy 
and Administrative Procedure Audit Services, and to solicit proposals from firms (hereafter 
“Firm”) for providing such audit services.  The RFP requests a great amount of detail to 
avoid delays, misunderstanding, and to simplify the evaluation of the proposals.  The Firm 
is requested to respond to each specification. 

3. The Firm must submit a complete proposal covering all requirements identified in this RFP 
package in order to be considered.  All proposals will be carefully scrutinized to ensure that 
such requirements can be met.  Proposals submitted must be the original work product of 
the Firm. 

4. The proposal shall be sealed and plainly marked on the envelope with the words “Policy 
and Administrative Procedure Audit Proposal” and delivered to: 

 Kirkwood School District 
 Attn: Finance and Diversity, Equity and Inclusion 

11289 Manchester Road 
Kirkwood, MO 63122 

 
5. Proposals will be received until 2:00 p.m. CST, Monday, May 13, 2022.  Electronic or 

facsimile offers will not be considered in response to this RFP, nor will modifications by 
electronic or facsimile notice be accepted. 

6. The district is not responsible for lateness or non-delivery by the US Postal Service or other 
carriers to the district.  The time and date recorded by the district shall be the official time 
of receipt. 

7. Requests for interpretation must be made in writing to the Executive Director of Diversity, 
Equity & Inclusion) of the Kirkwood School District no later than 4:00 p.m. on May 6, 
2022.  Any information given to a Firm concerning the RFP will be furnished to all Firms 
as an addendum to the RFP if, in the district’s sole discretion, such information is deemed 
necessary to all Firms submitting proposals on the RFP, or if the lack of such information 
would be prejudicial to uninformed Firms.  The Firm should rely only on written 
statements issued by the district in the form of an addendum to the RFP.  RFP addendum(a) 
will be posted to the district’s website. 

8. No oral interpretation will be made to any Firm as to the meaning of the RFP.  Any oral 
communication will be considered unofficial and non-binding on the district.  Unauthorized 
contact by the Firm with other District employees or Board members regarding the RFP 
may result in disqualification. 
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9. The district may, at its option, conduct interviews after receipt of the proposal. If interviews 
are conducted, they are expected to be on (May 17, 18, &19, 2022).  

10. Proposals may be modified or withdrawn by written notice or in person by the Firm or its 
authorized representative, provided its identity is disclosed on the envelope containing the 
proposal, and only if the withdrawal is made prior to the deadline. 

11. The information presented in the RFP is not to be construed as a commitment of any kind 
on the part of the district.  There is no expressed or implied obligation for the district to 
reimburse responding firms for any expenses incurred in preparing proposals in response to 
this request. 

12. Proposals submitted in response to this RFP should include a “not-to-exceed” fee of what 
the firm would charge to perform the district’s audit. 

13. All proposals must be submitted on the district forms as attached.  Proposals submitted on 
forms other than the enclosed may be rejected.  No alternate proposals that significantly 
deviate or modify the concept and ultimate objectives of this RFP will be considered.  Non-
compliance with RFP specifications will disqualify proposals from further consideration. 

14. Any explanation or statement that the Firm wishes to make must be included with the 
proposal and shall be written separately and independently of the proposal proper and 
attached thereto.  Unless the Firm so indicates, it is understood that the Firm’s proposal is 
in strict accordance with the RFP requirements. 

15. The district reserves the right to reject any or all proposals and to waive informalities and 
minor irregularities in proposals received.  The district, in its sole discretion, will determine 
whether an irregularity is minor. 

16. All proposals shall be deemed final, conclusive and irrevocable and no proposal shall be 
subject to correction or amendment for any error or miscalculation.  No proposal shall be 
withdrawn without the consent of the district after the scheduled closing time for the 
receipt of proposals. 

17. Proposals, prices, terms, and conditions shall remain firm for a period of ninety (90) days 
from the due date for proposals or until that time when the district takes official action on 
the proposals. 

18. The Firm is responsible for its own verification of all information provided to it.  The Firm 
must satisfy itself, upon examination of this RFP, as to the intent of the specifications.  
After the submission of the proposal, no complaint or claim that there was any 
misunderstanding will be entertained. 

19. The district may accept one part, aspect or phase, or any combination thereof, of any 
proposal unless the Firm specifically qualifies its offer by stating that the proposal must be 
taken as a whole.   
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20. The district may award a contract based upon the initial proposals received without 
discussion of such proposals.  Accordingly, each initial proposal should be submitted with 
the most favorable price and service. 

21. The district reserves the right to hold negotiations in an attempt to clarify and qualify terms 
of any proposal. 

22. The district reserves the right to negotiate final contract terms with any Firm, regardless of 
whether such Firm was interviewed or submitted a best and final proposal. 

23. The district may accept any proposal as submitted whether or not negotiations have been 
conducted between the parties. 

24. Neither the commencement nor cessation of negotiations shall constitute rejection of the 
proposal or a counteroffer on the part of the district. 

25. The Firm shall not, under penalty of law and immediate disqualification of the proposal, 
offer or give any gratuities, favors or anything of monetary value to an officer, employee, 
agent, or Board of Education member of the district for the purpose of influencing 
favorable disposition toward a submitted proposal or for any reason while a proposal is 
pending or during the evaluation process. 

26. No Firm shall engage in any activity or practice, by itself or with other Firms, the result of 
which may restrict or eliminate competition or otherwise restrain trade.  Violation of this 
instruction will result in immediate rejection of the Firm’s proposal. 

27. In the event of a conflict between the proposal and the RFP, the District shall resolve any 
inconsistency in favor of the RFP.  Additionally, the District shall in good faith decide all 
inconsistencies and/or disputes pertaining to the RFP and the proposal.  The Firm agrees to 
abide by the decisions of the district. 

28. Initial proposals may not be withdrawn for 90 calendar days from the due date for 
proposals except with the express written consent of the district.  If a proposal is accepted 
as submitted, the negotiated final Agreement shall consist of the Agreement, this RFP, plus 
any addenda thereto, and the Firm’s proposal. 

29. The district, in its discretion, may terminate the Agreement in whole or in part at any time, 
whenever it is determined that the successful Firm has failed to comply with or breached 
one or more of the terms and conditions of the Agreement or specifications incorporated 
therein and the successful Firm has failed to correct such failure or breach to the district’s 
satisfaction within a period of 15 days after receiving written notice thereof from the 
district.  In the event of the partial or total termination of the Agreement, it is hereby agreed 
that the district shall only be obligated to pay in accordance with the terms of the 
Agreement for materials and services, which have been accepted by the district. 

30. The district may terminate the Agreement without cause by notifying the successful Firm in 
writing 30 days prior to the effective date of termination.  The successful Firm shall not 
incur new obligations after the effective date of termination and shall cancel as many 
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outstanding obligations as possible. 

31. In the event the Board of Education of the District fails to approve the appropriation of 
funds sufficient to provide for the district’s obligations under the Agreement, or if the funds 
are not appropriated due to federal, state, or local action, the district shall have the right to 
terminate the Agreement by providing written notice to the successful Firm and the District 
will thereby be relieved from all further obligations under the Agreement. 

32. The district may terminate the Agreement immediately without further cost or liability in 
the event of the occurrence of any of the following: insolvency of successful Firm; 
liquidation or dissolution of successful Firm; the institution of any voluntary or involuntary 
bankruptcy proceeding by or against the successful Firm; assignment by successful Firm 
for the benefit of creditors; or the appointment of a receiver or trustee to manage the 
property of the successful Firm. 

33. In the event the Agreement initially awarded by the district is terminated for any reason 
within 120 days of the due date for proposals, the district reserves the right to negotiate and 
accept any other submitted proposal. 

34. The district shall not be responsible for any pre-Agreement expenses of any Firm, 
including the successful Firm, incurred prior to the commencement of the Agreement. 
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SCOPE OF SERVICES 
 
 
1. As the District moves forward on its Diversity, Equity and Inclusion journey, it recognizes 

the importance of creating and maintaining a work environment and internal practices that 
encourage efforts, actions and behaviors to advance equity.  

 
2. The Firm must design and implement a comprehensive work plan to inform how we can 

best approach the Educational Equity Task Force recommendations to audit the district’s 
internal policies and administrative procedures. This work plan should include all district 
policies but prioritize100% of Foundations and Basics (A); and Student (J); policies prior 
to September 30, 2022. 

 
3. The Firm must engage our community from different racial/ethnic groups, especially those 

underrepresented, through meaningful formal or informal methods to be involved and 
authentically represented to build shared ownership and responsibility for the success of all 
by advancing educational equity and disrupting and removing institutional structures and 
practices which have historically been associated with racism, oppression, and other forms 
of marginalization. 

 
4. Audit should incorporate the voices and lived experiences of students, parents/guardians, 

alumni, staff and community members through formal and informal measures. (Survey 
data, focus groups, community conversations, etc.) Providing regular opportunities for 
student and family voices of multiple perspectives in district and building decisions and 
planning. 

 
5. The work plan must align with our mission, values, programs, our audience and those we 

serve, staff, and our Board of Education. 
 

6. The Firm will conduct an independent audit of all district policies and administrative 
procedures, at the district and building level, to determine who may benefit from current 
practices and to whom they may be harmful, even unintentionally. Questions the district 
seeks to uncover:  

 
Which racial/ethnic groups are currently most advantaged and disadvantaged? 
How are they affected differently?  
What qualitative or quantitative evidence of inequality exist? 
What factors or root causes may be producing and perpetuating racial inequities 
associated with the issue?   

 
7. Audit results and subsequent recommendations will be shared with the board. District and 

building leadership will implement necessary changes. 
 
8. The Firm must supply its own equipment and supplies. 
 



Kirkwood School District 
Policy and Procedure Audit RFP 

Page 8 of 22 

9. The district may request, from time to time, that additional services be performed in 
conjunction with the audit.  It is understood that an agreed-upon procedure letter would be 
prepared outlining the work to be performed and the estimated cost. 

 
10. The Firm shall conduct an entrance conference prior to the start the audit and an exit 

conference prior to the conclusion of the audit.  These conferences shall be conducted with 
the District’s Executive Director of Diversity, Equity and Inclusion and Educational Equity 
Task Force. 

  
11. The Firm must provide an electronic pdf version and bound copy of the completed audit 

report submitted to the district office. 
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DISTRICT INFORMATION 
 
 
Kirkwood School District, chartered in 1865, is among the oldest in St. Louis County and one of 
the oldest west of the Mississippi River. Located in southwest St. Louis County approximately 
15 miles from the city of St. Louis, Kirkwood School District covers an area of 15 square miles 
and serves all, or portions of, eight suburban communities including Des Peres, Frontenac, 
Glendale, Huntleigh, Kirkwood, Oakland, Meacham Park, Town and Country, and Warson 
Woods. The district also welcomes eligible students from the city of St. Louis through 
participation in the St. Louis Voluntary Transfer Program. During the 2019-2020 school year 
Kirkwood School District enrollment was 5866. The race/ethnicity demographics are as follows: 
Asian 1.66%, Black 9.16%, Hispanic 4.32%. American Indian 0.14%, Multi-Racial 5.35%, 
Pacific Islander 0.06% and White 79.29%.  
 
The Opportunity Gap in the Kirkwood School District is very real. Overall student achievement 
scores for the district consistently rank at or near the top among districts in St. Louis County and 
the State of Missouri. Far too many students of color, however – and specifically students who 
are African American – continue to perform below proficiency expectations on standardized 
achievement tests. There is little doubt that our testing system is flawed, even biased, but we 
cannot use this as an excuse for not meeting the needs of our students of color. We must hold 
ourselves accountable for the success of all students. 
 
Kirkwood School District (KSD) has had a long-standing commitment to diversity, equity and 
inclusion (DEI). Kirkwood School District’s Educational Equity Task Force (EETF) committees 
have met and presented plans to address African American achievement first in 1990, then again 
in 2003 and finally the current committee was reestablished in 2015. Many current teachers, 
parents, and community members were well aware of these reports – and the relatively little 
meaningful change that came from them.  
 
While the Educational Equity Task Force was convened specifically to address gaps in 
achievement, a number of additional variables must be addressed if we are to truly meet the 
needs of all students in Kirkwood. African American students are suspended from Kirkwood 
schools at a rate and pace that far out distances their white counterparts. A disproportionate 
number of African American students are identified for tiered supports and/or special education 
services, while very few black children qualify for gifted services in our district. The 2015-16 
Task Force plan called for audits of how we do business, what we teach students, and the 
environments in which we work and learn. 
  
Kirkwood School District recognizing the importance of considering diversity, equity and 
inclusion in the context of our work environment and internal policies and practices created a  
Governance Plan with priority focus on those facing disparities along income, disability, racial, 
ethnic and geographic lines. As Kirkwood School District moves forward on its diversity, equity 
and inclusion journey, it recognizes the importance of creating and maintaining a work 
environment and internal practices that encourage efforts, actions and behaviors to advance 
diversity, equity and inclusion.  
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During the 2021-2022 school year the district embarked on a journey of developing a strategic 
plan. Information was gathered through various means, including focus groups and surveys of 
parents, staff, students, and the community. The Strategic Planning Committee used this input to 
create a plan that will provide a roadmap for Kirkwood Schools for the next 5 years. A 
representative group, including board members, other locally elected officials, former board 
members, community members, parents and students joined school district employees to engage 
in a rigorous process to identify the district’s Guiding Principles, Vision Statement, Mission 
Statement, Priority Goal Areas, and Strategic Objectives. Each year of the plan, specific and 
measurable action steps will be developed to ensure we are living our mission to equip students 
with the skills, knowledge and understanding to be empathetic, successful, and to value all 
people. The strategic plan is rooted in the vision, “Every student – engaged, empowered, and 
ready for success.” Each year of the plan, specific and measurable action steps will be developed, 
and the district will focus on four priority goal areas: 

o Relevant and Rigorous Curriculum, Instruction and Programs 
o Equity, Diversity and Inclusion 
o Student and Staff Social, Emotional and Mental Health 
o Communication and Engagement 

To read the full plan as approved by the BOE, visit our Strategic Plan document. 
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PROPOSAL EVALUATION CRITERIA 
 
The district will evaluate proposals based on the needs of the district and its constituents.   
 

1. Each proposal will be reviewed and rated by District staff members.  The areas assessed 
will include, but not be limited to: 

a. Prior experience:  
i. Auditing public school districts policies and administrative procedures 

1. Policy Analysis: Examination of the policies that may contribute to 
disproportionalities  

ii. Auditing entities of similar nature and size 
b. Organization, size, and structure of firm 

c. Realistic time estimates: 
i. Audit Plan 

ii. Estimated number of hours for each staff member 
d. Qualifications of staff to be assigned to audit: 

i. Qualifications and make-up of audit team 
ii. Overall supervision to be exercised over audit team by the Firm’s 

management 
e. The Firm’s understanding of the work to be performed 

f. Cost of the audit 

2. The district may conduct interviews with selected firms in connection with its evaluation 
of the proposals. 

3. The contract will be awarded to the Firm whose offer conforming to the RFP is 
determined to be most advantageous to the district, price and other factors considered.  
The district reserves the right to act as sole and undisputed judge of what is most 
advantageous to the district. 
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PROPOSAL FORMAT AND CONTENTS 
 

It is the purpose of this RFP to obtain as complete a set of data as possible from each Firm.  This 
will enable the district to determine which Firm is best able to meet all of the criteria that are to 
be considered in the award of Policy and Administrative Procedure Audit Services. 
 
PROPOSAL FORMAT AND CONTENTS 
The Firm’s proposal package shall contain the following items in the order listed below and 
utilize the forms provided in the Attachment Section of the RFP.  The Firm is urged to be 
concise yet thorough in its presentations.  Pertinent supplemental information should be 
referenced and included as attachments.  All proposals must be organized and tabbed to comply 
with the following sections: 

1. Letter of Transmittal 
 The Letter of Transmittal should include an introduction of the Firm; an expression of the 

Firm’s understanding of the work to be done and its ability and desire to meet the 
requirements of the RFP; a commitment to perform the work within the specified time 
period; and any other information not identified in the proposal itself should also be 
included.  The Letter of Transmittal must be signed by an officer of the Firm with 
authority to bind the Firm to an agreement. 

2. Executive Summary 

The proposal shall include an Executive Summary that briefly describes the Firm’s 
approach to meeting the district’s requirements as outlined in the RFP, any major 
requirements that cannot be met and highlights of the major features of the proposal.  The 
reader should be able to determine how well the proposal meets the district’s 
requirements by reading the Executive Summary. 

3. Firm Identification Form (Attachment 1) 
This cover sheet identifies the Firm’s name, mailing address, telephone, fax, and contact 
persons.  An officer of the Firm must sign the Firm Identification Form. 

4. References and Experience (Attachment 2) 
Each Firm must submit a minimum of five (5) references. Each reference must be 
presently using services similar to those requested in this RFP; at least three (3) of the 
references should be public school districts.  No reference may be an affiliate of the Firm 
or the Firm’s officers, directors, shareholders or partners. 

5. Firm Résumé and Personnel Commitment (Attachment 3) 
The Firm shall complete the Firm Résumé and Personnel Commitment Form, indicating 
the personnel it anticipates will work on the audit for the district.  
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6. Proposed Time and Price (Attachment 4) 
The Firm shall indicate the cost for providing policy and administrative procedure audit 
services by completing the Proposed Time and Price Form.  

7. Proposed Dates for Engagement (Attachment 5) 
The Firm shall complete the Proposed Dates for Engagement Form. 

8. E-Verify (Attachment 6) 
The Firm shall complete the E-Verify and Federal Work Authorization Program 
Affidavit. 
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Attachment 1:  Firm Identification Form 
Designate one individual as the Firm’s representative to the district during the term of the Agreement. 
The representative will be contacted to solve any and all problems that may arise concerning the proposal 
during the evaluation period. The undersigned Firm hereby agrees to be bound by the terms of the RFP 
and that the enclosed proposal is submitted in accordance therewith. Once completed and returned, this 
proposal becomes the primary basis for evaluation and selection of the Firm to provide the services 
required by the district for the specified period. By signing this Firm Identification Form, the Firm 
certifies that there are no “PARTIES OF INTEREST” or “CONFLICTS OF INTEREST”, as defined by 
state and/or federal regulations, existing between the Firm and the District or any of its employees, agents 
or Board of Education members. 
 
  
Legal name (Prime contractor) Representative's Name Title 
 
  
Address City/State/Zip Telephone # 
 
  
EMAIL Address Fax # 
 
  
Years in Operation Years under current structure and/or under previous structure 
 
 
1) Name of Firm’s Officers: 

NAME  TITLE 
   
   
   
   
 
 
2) The undersigned hereby acknowledges the receipt of the following addenda: 

Addendum 
Number 

  
Date Issued 

 Date 
Acknowledged 

  
Signature 

       
       
       
       
 
 
3) The undersigned hereby acknowledges that the Firm has read and agrees to the terms and conditions set forth in 

the RFP, and that the terms and conditions set forth in the proposal will remain open for at least 90 days from 
the deadline for submission of proposals. 

  

 Firm Officer’s Name 
  

 
 
 

Signature                                                           Date 
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Attachment 2:  References and Experience 
Each Firm must submit a minimum of five (5) references. Each reference must be presently 
using services similar to those requested in this RFP; at least three (3) of the references should be 
public school districts. No reference may be an affiliate of the Firm or the Firm’s officers, 
directors, shareholders or partners. 
 
List as primary references any current contracts for audit of school board policy and 
administrative procedure services with public school districts; include contacts and 
telephone numbers for each reference. Use additional pages for additional contracts. 
 
1) Firm Name: _____________________________________________________________________ 

 Business Address: ____________________________________________________________________ 

 Name/Title of Contact: ________________________________________________________________ 

 Phone Number of Contact: _____________________________________________________________ 

 Contract Length: ___________________________ Contract Value: __________________________ 

2) Firm Name: _____________________________________________________________________ 

 Business Address: ____________________________________________________________________ 

 Name/Title of Contact: ________________________________________________________________ 

 Phone Number of Contact: _____________________________________________________________ 

 Contract Length: ___________________________ Contract Value: __________________________ 

3) Firm Name: _____________________________________________________________________ 

 Business Address: ____________________________________________________________________ 

 Name/Title of Contact: ________________________________________________________________ 

 Phone Number of Contact: _____________________________________________________________ 

 Contract Length: ___________________________ Contract Value: __________________________ 

4) Firm Name: _____________________________________________________________________ 

 Business Address: ____________________________________________________________________ 

 Name/Title of Contact: ________________________________________________________________ 

 Phone Number of Contact: _____________________________________________________________ 

 Contract Length: ___________________________ Contract Value: __________________________ 

5) Firm Name: _____________________________________________________________________ 

 Business Address: ____________________________________________________________________ 

 Name/Title of Contact: ________________________________________________________________ 

 Phone Number of Contact: _____________________________________________________________ 

 Contract Length: ___________________________ Contract Value: __________________________ 
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Attachment 2: References and Experience (continued) 
 
All Contracts terminated for default within the last five (5) years should be noted below. 
Termination for default is defined as notice to stop performance due to the Firm’s 
nonperformance or poor performance. Submit full details of all terminations for default 
experienced. The district will evaluate the facts and may at its sole discretion reject the Firm’s 
proposal if the facts discovered indicate that the completion of a Contract resulting from this 
RFP may be jeopardized by selection of the Firm. If the Firm has experienced no such 
terminations for default in the past five (5) years, so indicate. 
 
TERMINATED CONTRACTS WITHIN THE LAST FIVE (5) YEARS. 

 #1 #2 #3 
 
Firm Name 

   

 
Business Address 

   

 
Name of Contact 

   

 
Title of Contact 

   

Telephone Number of 
Contact 

   

 
Contract Length 

   

 
Contract Value 
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Attachment 3:  Firm Résumé and Personnel Commitment 

Part A – Résumé 

1. Name of Firm:_________________________________________________________________ 

2. Local Office Location:______________________________________________________________ 

3. Year Firm was Established:________________________________________________________ 

4. Number of Personnel Employed by the Firm at the Local Office Identified Above: 

 TOTAL Other 
a. Partner/Owner _______ _______   
b. Manager/Supervisors _______ _______  
c. Consultants ______ _______   
d. Assistants _______ _______ 

Total Full Time Professional Staff _______ _______ 

5. Type of Audit Services Provided by the Firm: (Provide Approximate Percentage) 

a. School Districts __________ 
b. Local Government __________ 
c. Government - Other __________   
d. Financial Institutions __________ 
e. Non-Profit Organizations __________ 
g. Other __________ 

Part B – Personnel Commitment 

6. Number and level of personnel, and percent of time which would be committed to this 
engagement: 

 Percentage of Proposed 
 Time Dedicated To 
 Number This Engagement 
a. Partner/Owner _______ _______ 
b. Manager/Supervisors _______ _______ 
c. Assistants _______ _______  
d. Consultants _______ _______ 
 TOTAL  _______ 
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7. On a separate sheet, provide names of personnel who would be committed to this 
engagement. The firm should also provide information on the policy auditing experience of 
each person, including information on relevant continuing professional education for the past 
three years and membership in professional organizations relevant to the performance of this 
audit.  
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Attachment 4:  Proposed Time and Price 
A total all-inclusive maximum price for this engagement must be stated. The total all-inclusive 
price bid is to contain direct and indirect costs, including all out of pocket expenses. The cost of 
special services described in this RFP should be disclosed as separate components of the total, 
all-inclusive maximum price. 

A. PROPOSED ENGAGEMENT HOURS 
Staff Level:   2021-22 2022-23 
Partner/Owner       
Manager/Supervisor       
Consultant        
Assistant       
Total       

 
B. PROPOSED ENGAGEMENT PRICE 

  
  

Services:   2021-22 2022-23 
Audit of School Board Policy and 
Administrative Procedures 
Services 

  

    

Direct and Indirect costs, including 
all out of pocket expenses 

  

    

Total Bid Proposal 

  

    
 

C. Hourly Rates for 
Additional Services   

  

 
Staff Level:   2021-22 2022-23 
Partner/Owner       
Manager/Supervisor       
Consultant        
Assistant       
Total       
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Attachment 5:  PROPOSED DATES FOR ENGAGEMENT 

A. Conduct Entrance Conference ...................................................................................... 

B. Complete Final Audit Work .......................................................................................... 

C. Review Draft of Audit Report with Executive Director of Diversity, Equity and Inclusion 
and the Educational Equity Task Force ........................................................................ 

D. Conduct Exit Conference .............................................................................................. 

E. Submit Final Report to Board of Education .................................................................
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Attachment 6:  E-VERIFY FEDERAL WORK AUTHORIZATION PROGRAM 
Pursuant to Missouri Revised Statute 285.530, all business entities awarded any contract in excess of five 
thousand dollars ($5,000) with a Missouri public school district must, as a condition to the award of any 
such contract, be enrolled and participate in a federal work authorization program with respect to the 
employees working in connection with the contracted services being provided, or to be provided, to the 
district (to the extent allowed by E-Verify).  In addition, the business entity must affirm the same through 
sworn affidavit and provision of documentation.  In addition, the business entity must sign an affidavit 
that it does not knowingly employ any person who is an unauthorized alien in connection with the 
services being provided, or to be provided, to the district. 
 
Accordingly, your company: 
 
a) agrees to have an authorized person execute the attached “Federal Work Authorization Program 
Affidavit” attached hereto as Exhibit A and deliver the same to the district prior to or contemporaneously 
with the execution of its contract with the district. 
 
b) affirms it is enrolled in the “E-Verify” (formerly known as “Basic Pilot”) work authorization program 
of the United States and are participating in E-Verify with respect to your employees working in 
connection with the services being provided (to the extent allowed by E-Verify), or to be provided, by 
your company to the district. 
 
c) affirms that it is not knowingly employing any person who is an unauthorized alien in connection with 
the services being provided, or to be provided, by your company to the district. 
 
d) affirms you will notify the district if you cease participation in E-Verify, or if there is any action, claim 
or complaint made against you alleging any violation of Missouri Revised Statute 285.530, or any 
regulations issued thereto.  
 
e) agrees to provide documentation of your participation in E-Verify to the District prior to or 
contemporaneously with the execution of its contract with the district (or at any time thereafter upon 
request by the district), by providing to the District an E-Verify screen print-out (or equivalent 
documentation) confirming your participation in E-Verify. 
 
f) agrees to comply with any state or federal regulations or rules that may be issued subsequent to this 
addendum that relate to Missouri Revised Statute 285.530; and  
 
g) agrees that any failure by your company to abide by the requirements a) through f) above will be 
considered a material breach of your contract with the district. 
 
 
By: ________________________________ (signature) 
 
   
Printed Name and Title: ________________________________ 
 
 
For and on behalf of:   ________________________ (company name) 
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EXHIBIT A 

 
FEDERAL WORK AUTHORIZATION PROGRAM AFFIDAVIT  

 
I, ________________________, being of legal age and having been duly sworn upon my oath, 

state the following facts are true: 

1.  I am more than twenty-one years of age; and have first-hand knowledge of the matters set 

forth herein. 

2.  I am employed by ____________________________ (hereinafter “Company”) and have 

authority to issue this affidavit on its behalf.   

3.  Company is enrolled in and participating in the United States E-Verify (formerly known as 

“Basic Pilot”) federal work authorization program with respect to Company’s employees 

working in connection with the services Company is providing to, or will provide to, the district, 

to the extent allowed by E-Verify. 

4.  Company does not knowingly employ any person who is an unauthorized alien in connection 

with the services Company is providing to, or will provide to, the district. 

FURTHER AFFIANT SAYETH NOT. 

By: ________________________________ (individual signature) 
   For 
________________________ (company name) 
   Title: 
_______________________  
 
Subscribed and sworn to before me on this _____ day of ____________________, 201___. 
    
    

__________________________________ 
    
  NOTARY PUBLIC 
My commission expires: 
 

  


