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These purchasing procedures provide the structure for the Commission Office and various departments of the County to procure goods and services.  The various methods of procurement include Competitive Sealed Bids, Competitive Negotiation, Noncompetitive/Sole Source and Small Purchases.  Each Department is responsible for determining the purchases needed for the operations of that department, along with obtaining the best prices for goods and services, ensuring prudent use of public funds.  The Commission must approve all contracts, leases and bids by vote in a meeting.  Purchase orders are issued by the Commission Office.

 
COMPETITIVE SEALED BIDS (PURCHASES $15,000 AND OVER)

Purchases $15,000 and over that are not available under a state bid must be bid in accordance with the Code of Alabama, Title 41, Chapter 16, Competitive Bid Law.  Public Works projects are governed by Title 39-1-1, as amended.  

The department head contacts the Commission Office and requests the bid process be initiated for the purchase.  The request to go out for bid is placed on the agenda for the next available Commission meeting.  Once approved, Engineering will solicit bids.  On the date specified, the bids will be opened and after review, one is selected.  At the next available Commission meeting, the bid is awarded to the selected vendor.  During the fiscal year, all items under a bid must be purchased from the vendor to whom the bid was awarded to.


COMPETITIVE NEGOTIATION

Competitive negotiations are used to obtain professional services or procurements where conditions are not appropriate for the use of sealed bids.  This process if usually called a Request for Proposals (RFP).  Consideration shall be given to contractor integrity, record of past performance, financial and other technical resources or accessibility to other necessary resources.

The department head contacts the Commission Office and requests the RFP be placed on the agenda for the next available Commission meeting.  Once approved, Engineering will send out the request for proposals to be received by a certain date.  After review of the received proposals, the Engineer will make a recommendation at the next available Commission meeting and a contract will be signed with the suggested vendor.

 




NONCOMPETITIVE / SOLE SOURCE

Noncompetitive or sole source procurement is limited to the following:
· The item or service is available from only one source
· Urgent public need or emergency will now allow for a delay caused by advertising
· After solicitation of a number of sources, competition is determined inadequate or only one response is received.

When using this method of procurement, proper documentation must be provided indicating one of the above circumstances existed and that there is no conflict of interest by the parties involved.


SMALL PURCHASES (PURCHASES UNDER $15,000)

Requisitions

Requisitions are used to request issuance of a purchase order.  Requisitions are to be submitted to the Commission Office electronically, except for those departments that do not have access to the accounting system.  Those excepted departments will use hard-copy requisitions.  

Each department authorizes a designated employee to submit electronic requisitions.  Once the Accounting Access Form is submitted to the Commission Office, the employee will be set up with an individual user ID and password that will allow him/her to enter requisitions.  If an emergency requisition needs to be submitted and the designated employee is out, a paper requisition can be used instead.  

The necessary data is entered into the requisition form and a requisition number is automatically assigned.  If there are insufficient funds, a warning will be provided, but can be overridden.  The Department is responsible for preparing a budget amendment prior to the issuance of the purchase order.  

For purchases over $7,500, a minimum of two written quotes must be forwarded to the Commission Office prior to issuance of the purchase order.  For those purchases $4,000 to $7,500, a minimum of two verbal or written quotes must be provided to the Commission Office prior to issuance of the purchase order.  Verbal quote information can be included in the special instructions section of the electronic requisition.  For purchases under $4,000, quotes are required to ensure the best price is being obtained for the purchase, but do not need to be forwarded to the Commission Office.  If the purchase is being made from a sole-source vendor, a memo explaining such must be submitted prior to the issuance of the purchase order.  For items under a County bid, the selected vendor must be used and the bid number must be provided on the requisition.  If an item is purchased using the State bid list, the contract number and line number must be provided on the requisition.


Blanket Req:	If there is a repetitive need for parts or supplies from a local vendor, a blanket (open end) PO may be issued.  This type of PO can remain open for a period of time (up to a year) with multiple purchases and payments made using that PO number.  A requisition should be submitted well in advance of the actual need in an amount estimated for the requested time period.  The PO amount can be increased at any time by sending an e-mail to the Commission Office.  Once the blanket purchase order is no longer needed, a request to close the purchase order must be sent to the Commission Office.

Once the requisition is completed, it is submitted to the Commission Office.  Requisitions submitted by 10:30am will have a purchase order issued by 12 noon and those submitted by 2:30pm will have a purchase order issued by 4pm.  If an emergency requires the purchase order be issued immediately, contact the Commission Office once the requisition has been entered and a purchase order number will be provided.

 
Purchase Orders

Purchase orders (POs) are used to encumber funds so they are not available for other purchases.  They also serve as a document between buyer and seller indicating the item, quantities and agreed prices for goods/services the seller will provide to the buyer.  The PO also constitutes a legal offer on behalf of the County to pay for goods/services received.  Acceptance of a PO by a seller forms a contract between the buyer and seller.
 
Upon receipt of an electronic or hard-copy of a requisition, the Commission Office staff will review to ensure the purchase is legal and reasonable.  After verification of sufficient funds and accuracy of data, requisition will be approved and a PO is issued.  If there is a problem with the requisition, the department will be contacted.  Once correction is made, the PO can be issued.

Purchase orders are to be issued PRIOR to the purchase.  One of the things the auditors look for is if the purchase order is dated prior to the invoice date.  When a PO is issued, a date cannot be selected for it.  It is dated the day it is issued.

Once a PO has been issued, the department can look up the PO number by entering the requisition number in the system.  A copy of the PO can also be e-mailed, if desired.  When placing the order with the vendor, provide the PO number and request the PO number be recorded on the invoice.  If a vendor requires an original signed PO, let the Commission Office know and one will be provided.








Disbursements

The following purchases do not require purchase orders.  Instead, use the Payment Request Form:

    Bulk Mailings/Shipping Costs (FedEx, UPS, etc.)
    Insurance
    Title/Tag
    Membership Dues    
    Utility Services (gas, water, electricity, telephone, garbage, cable)
    Subscriptions
    Bank Card Purchases (store-specific cards)
    Emergencies (detail explanation)
    Hotels that require payment upon arrival if dept does not have credit card to use.
    Other purchases that require advance payment (detail explanation)
    Direct Support payments

Purchases made without a purchase order must have a Payment Request Form completed and attached to the invoice when submitted.  (Exception: Utilities)  If the purchase does not meet the criteria of any of the exceptions listed, an explanation is to be provided as to why a PO was not obtained prior to the purchase.  Due to the bypassing of the established approval process for purchases, the Commission will have to approve the purchase before payment is made on the invoice.  If the Commission does not approve the purchase, the department is responsible for payment per the 2007 County Modernization Act.


Invoices

Invoices must be signed by department head (exception: utilities).
· Prove receipt of goods/services
· Authorize payment
Must be signed prior to payment. 


Contracts

All contracts must be approved by the Commission and signed by the Chairman.  Depending on the situation, a PO may be issued to encumber the funds required by the contract.


ADECA Surplus Property Purchases

Before purchasing anything from the ADECA Surplus Property sale, a requisition must be submitted for an approximate amount of anticipated purchases.  Only individuals approved in advance by the Chairman are permitted to purchase items from the Surplus sale.  When submitting the invoice for payment, the PO number must be written on the invoice.

Computer Hardware & Software

Prior to purchasing computer hardware & software, it is strongly recommended that departments discuss the purchase with the Information Technology Department.


Grant Purchases
 
Purchases with grant funds may have to follow more stringent purchasing requirements such as 3 written quotes and any other requirements as stated in the grant agreement.


Travel 

Travel expenses are submitted on Travel Expense Forms.  

Credit Cards

Credit Cards are applied for by the Commission Office.

Regular credit cards are used only for travel outside of the county.
All original itemized receipts are submitted with the Travel Expense Form.

Purchases made with store-specific credit cards, such as Wal-Mart, must have a Purchase Order obtained prior to the purchase. (See Credit Card Purchases Policy and Procedure approved April 23, 201)


Credit Applications for Vendors

When a vendor requires a credit application be completed, the Commission Office will be responsible for completing the application and having it signed by the Chairman or Administrator.


Non-budgeted Purchases from Fund Balances   {Code of Alabama 11-8-3 (f) (g)}

Purchases from fund balances must be approved by the Commission prior to purchase.  Requisition or payment request form must reflect date of approval.  If a payment cannot wait for approval at a meeting due to an emergency, the invoice must be signed by three Commissioners and ratified at the next available meeting.

Exception to Commission approval for purchases using County-Wide funds is repair and maintenance of County-Wide equipment.  Invoices for repair & maintenance on CW equipment are signed by the Chairman or the Commissioner initiating the repair.
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