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1.0 GENERAL PROVISIONS
11 Purpose of this policy

This policy indicates who has authority (Department Heads, General Services Agency Director, or the
Chief Executive Officer[CEO]) to carry out each of the described tasks. When express authority is not
delegated to the Department Heads, the General Services Agency Director, or the CEO, the Board of
Supervisors retains sole authority for that activity. All purchases subject to this policy are contingent
upon the Board of Supervisors adopting the budget each fiscal year and the availability of funds.

The General Services Agency will make every effort to incorporate the Precautionary Principal while
abiding by this Policy.

1.2 Sources of authority; priorities in case of conflict

Public agencies, such as the County, have only those powers given to them by the legislature with regard
to acquiring and disposing of personal and real property or contracting for services. County employees
have only that purchasing and contracting authority expressly delegated to them by the Board of
Supervisors or the Purchasing Agent and may be held personally liable for a transaction undertaken
without such express delegation.

Except as otherwise provided by law or by action of the Board of Supervisors, all purchases of materials,
supplies, furnishings or equipment required by any department shall be made on behalf of the County by
or under the direction of the Purchasing Agent or designee in accordance with the procedures described
in this policy. The County Code currently designates the General Services Agency Director as the
County’s Purchasing Agent. (See County Code Section 2.32.030.)

Throughout this policy, reference will be made to state statutory law, County ordinances, or Board
policies or resolutions. Should there be any conflict between this policy and state law or County
ordinance or resolution, the state law or County ordinance or resolution provision will govern.

1.3 Policies and procedures that apply generally
This section describes responsibilities and procedures that apply generally to contracts covered in this

policy. In the event of a conflict between this section and another, more specific provision of this policy,
the provision dealing with the specific subject matter shall be followed.
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13.1.  Initiating, changing, and funding contracts

Requests for contracts that result in either the receipt or expenditure of funds, including leases, are
initiated by the department that requires the service, goods, office space, etc. The Department Head of
the requesting department is responsible for the administration of the contract once it is signed.

Any proposed change to the terms of an existing contract must be approved by the same person or entity
that had the responsibility to approve the contract when it was first entered into, unless the scope of the
proposed change would have changed the level of approval originally required.

If the proposed change to the contract would have changed the level of approval required, approval of the
changes must be requested from the person or entity that would have approved such a contract initially.
(See sections 5.4 through 5.6 of this policy.)

13.2  Approval and administration of contracts

With the exception of pre-approved standard contracts (see section 5.4), all contracts must be reviewed
for approval by County Counsel. Approval of a contract by County Counsel means that it has been
determined that the necessary clauses are included and that the contract is legally enforceable - County
Counsel approval does not necessarily indicate that the contract contains all clauses which may be
advisable, that the language clearly expresses the intent of the parties, or that the best deal has been
negotiated. Concerns over issues of this type shall be raised by specific questions to County Counsel.

The Department Head, Purchasing Agent, or Board of Supervisors’ role in county contracting depends on
the type of contract and the amount of compensation. Department Heads can sign personal and
professional service contracts up to $25,000. The Purchasing Agent or designee signs personal and
professional service contracts of up to $50,000. The Board of Supervisors signs personal and professional
service contracts over $50,000.

The Risk Manager, with input from County Counsel, drafts the language for the insurance provisions of
all County contracts and leases. The Risk Manager must approve any modification of these standard
insurance provisions. All contracts that do not comply with the standard contract provisions set forth for
personal and professional service contracts and other pre-approved standardized contracts must be
routed through the Risk Manager for approval.

Following the necessary approvals, the contract administrator (i.e., the Department Head or his or her
designee) shall arrange for the contract to be signed by all parties. If the Board of Supervisors’ signature is
necessary, the contract administrator shall first provide the Clerk of the Board with the appropriate
number of copies of the contract signed by the other party or parties, depending on the distribution
requirements for that contract.
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The contract administrator is responsible for ensuring that any required documents related to the
contract - certificates of insurance, bonds, etc. - remain in effect during the life of the contract. In
addition, each department shall use an internal procedure for tracking the progress of the work and the
expiration date of the contract.

133 Negotiating contracts or purchases not subject to competitive bid

With regard to those contracts or purchases that are not subject to the competitive bidding process, the
burden of arriving at the best terms, i.e., price, quantity, quality, warranty, delivery, setup, training, etc.,
is placed on the party charged with the negotiation process. That person is either the Department Head
or the Purchasing Agent or designee.

In every case, the contracting department shall maintain documentation showing that the County’s
choice of contractor or vendor was fair and reasonable. These records shall be kept until the work is
completed, but no less than five years.

If the contract is for the purchase of equipment or some other item of personal property, the County shall
insist that the vendor not waive or limit warranties. When the County is buying equipment - a computer,
a large printer, etc. - the contract shall require “acceptance testing” to demonstrate that the equipment
works to the department’s satisfaction. The contract shall provide that if the item does not meet the
County’s standards for operation, the vendor will remove the equipment and return all amounts paid by
the County.

The person negotiating personal and professional service contracts on the part of the County shall advise
the other party that the contract is subject to final approval by County Counsel, Risk Manager,
Purchasing Agent, or Board of Supervisors, as appropriate.

Once the contract has been signed by the appropriate County representative, the original of the contract,
if signed by the Purchasing Agent or designee will be kept by the General Services Agency, if signed by
the Board of Supervisors they will be kept by the Clerk of the Board; a copy shall be forwarded to the
Auditor-Controller, so that the Auditor’s staff has authorization to make payments under the contract. If
a Department Head signs the contract, the original goes to the Auditor-Controller and copies are kept by
the originating department for distribution to the contractor.

1.3.4  Cash advances

Advance payment of contract amounts by the County is to be discouraged. If paying cash advances is
appropriate, the advances shall not be more than 25% of the total contract amounts as stated in section
1.3.2. Each subsequent payment must be based on actual services rendered. However, the Board of
Supervisors may authorize that all services be paid in advance when the interests of the County would be
served by doing so.
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The Chief Executive Officer has authority to sign cash advances of up to 25% of the contracting amounts
stated in section 1.3.2. Any amount over the 25% shall be approved by the Board of Supervisors by a
separate action and referred to in the contract and if the Department Head or Purchasing Agent or
designee first finds that the service cannot be carried out without the advance payment. The contract
must contain a clause in which the contracting party warrants that cash advances will be used only
toward providing the contractual service to the County.

The Chief Executive Officer or the Auditor may condition the advance on the provision of performance
and fidelity bonds naming the County as loss payee.

1.3.5.  Purchasing of recycled-content materials

Materials and supplies with recycled content shall be purchased preferentially when price, quality,
suitability and availability are equivalent to or better than the same item(s) without recycled content.

1.4 Vendor relations

It is to the County’s advantage to maintain and promote good relations with suppliers. The County’s
vendor relations reflect the public image of the County organization. All officials and employees of
Mendocino County are responsible for promoting fairness, integrity, courtesy and goodwill in our vendor
relations.

Direct contact with vendors may be made for purchases authorized under the delegated purchasing
authority described in this policy as well as to obtain technical information and cost estimates.

The Purchasing Agent or designee may serve as an intermediary between County departments and
vendors, interviewing vendors, arranging interviews with department staff, or obtaining prices, catalogs,
samples, equipment demonstrations and general information on commodities.

L5 Ethical standards for purchasing activities

It is the responsibility of all County employees to work to maintain the good name of the County, and to
develop good relations between the County and its suppliers. In personal and professional service
contacts with the vendors, each employee represents the County and shall reflect and present the
interests and needs of all County departments.

It is the policy of the County of Mendocino to promote integrity and guard against misconduct or even
the appearance of impropriety by prescribing certain essential standards of conduct for County
employees.
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County employees and officers must discharge their duties impartially so as to assure fair competitive
access to government procurement by responsible suppliers and contractors and to foster public
confidence in the integrity of the County procurement system.

County employees and officers must not solicit, demand, accept or agree to accept from another person a
gratuity or an offer of employment in connection with any decision, approval, recommendation, or
preparation of any part of a program requirement, specification, standard or contract.

County employees and officers must not participate directly or indirectly in procurement when the
employee or officer knows that:

(a) the employee or any member of the employee’s family (defined as by marriage or blood) has a
financial interest pertaining to the procurement;

(b) a business or organization in which the employee has financial interests pertaining to the
procurement; or

(c) any other person, business or organization with which the employee is negotiating or has an
arrangement concerning prospective employment is involved in the procurement.

2.0 PURCHASES OF SUPPLIES OR EQUIPMENT
2.1 Purchasing Agent or designee ’s role in the purchase of supplies or equipment

The Purchasing Agent or designee is the sole representative of the County in negotiating with vendors
and preparing purchase orders or formal contracts for purchases. Departments may only make direct
purchases from vendors when (1) the vendor has a blanket purchase order for the specific product or type
of product being purchased, or (2) when the Department Head has been authorized by the Purchasing
Agent or designee to make direct purchases from a specified vendor (see section 2.3). In no event shall
such direct purchases exceed $2,000, unless specifically authorized by the Purchasing Agent. All other
purchases must go through the Purchasing Agent or designee.

This section of the policy deals with the purchase of materials, supplies, furnishings and equipment,
meaning any personal property (property which is movable - not permanently affixed to a building or the
ground), even if part of the purchase price includes a separate charge for delivery or set-up. (However,
charges for ongoing maintenance are separate from the purchase price and can be paid only if a
maintenance (personal and professional service) agreement is executed in accordance with section 5.8 of
this policy.)

In addition to issuing purchase orders and negotiating contracts with vendors for the purchase of goods,
the Purchasing Agent or designee will consult with departments in order to help them make purchases
wisely and correctly. If the department is unaware of the identity of a vendor for a particular desired
product, the Purchasing Agent or designee will locate an appropriate one. If the department has already
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identified a vendor, the Purchasing Agent or designee will either approve the vendor or help the
department select an alternate vendor, if another vendor’s product is less expensive or higher quality.

2.2 Limitations on items that may be purchased

In general terms, a county (acting through a Department Head, the Purchasing Agent, or the Board of
Supervisors) may purchase only those items necessary to carry out the authorized activities of the
county. The Auditor-Controller will not reimburse purchases of items not specifically authorized by law
unless the purchase is ratified by formal Board action upon a finding that the purchase was necessary and
appropriate.

Before requesting or making a purchase, department staff shall be sure that state law or County
ordinance or resolution authorizes that purchase.

Examples of purchases, which require advance Chief Executive Officer approval, include:
(a) food and drink dispensed to employees or guests; or
(b) plaques or other awards (including flowers) to employees, community leaders or volunteers.

Note also that departments are not themselves authorized to pay for banquets or award ceremonies.

This section of the policy, Purchases of Supplies or Equipment, does not apply to the obtaining of expert
or professional services or other personal and professional services (see chapter 5.0 regarding personal
and professional service agreements). In addition, contracts for advertising, election supplies, legal brief
printing, legal notices, road construction or maintenance work, subscription to publications, insurance
or utility services or reimbursement for ordinary travel expenses are not covered by this policy because
the Purchasing Agent or designee is not authorized by state law to handle those types of contracts.

23 Acquisitions by direct purchase
231  Acquisition under a County Blanket Purchase Order (BPO)

Blanket purchase orders (BPO’s) are issued to selected vendors willing to supply specific items needed by
County departments, which can be bought in quantity. These items (such as office supplies, paper
products, etc.) are supplied at specified contract prices, usually discounted substantially or at specified
discount rates based on manufacturers’ suggested retail prices.

When a BPO has been issued by the Purchasing Agent or designee, departments may order directly from
that vendor without going through the Purchasing Agent or designee when the total order is less than
the maximum dollar limit specified on the BPO. In no event shall this limit exceed $2,000 unless
specifically authorized by the Purchasing Agent.
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In order to obtain the discounts given by blanket purchase order vendors, the County may be required to
use those vendors for the purchase of all of the items covered by the contract. When this is the case,
departments may not order outside these contracts even if they can buy individual items elsewhere at a
lower price, unless the immediacy of the need for an item precludes the use of the blanket purchase order
vendor. Whenever this is the case, an explanation of the circumstances must be attached to the claim
form requesting payment as well as receiving prior authorization of the Purchasing Agent or designee. In
every case, the BPO will indicate whether the vendor has an exclusive or non-exclusive contract from the
provision of the respective goods and/or services covered by the BPO.

The appropriate departments will be advised when blanket purchase orders have been issued and will be
provided with updated information concerning their use.

232 Acquisition by Department Head authorized to make certain direct purchases

When there is no blanket purchase order covering the specific items the department wants to purchase,
and when the Department Head has been authorized by the Purchasing Agent or designee and/or the
Auditor-Controller or designee to make such specific types of purchases, the Department Head may
make routine purchases (including tax, delivery, and set-up charges) directly from the vendor without
going through the Purchasing Agent or designee and/or the Auditor-Controller or designee. Sometimes
there is no blanket purchase order for a particular product because there is only one source for that
product. Sometimes the blanket purchase order may not cover the type of item needed. In other
instances, the need to acquire a product or supply may occur in the field and the immediacy of the need
may preclude the use of a blanket purchase order. In cases such as these, it may be appropriate for the
Purchasing Agent or designee and/or the Auditor-Controller or designee to authorize the Department
Head to make direct purchases without a blanket purchase order. In no event shall such direct purchases
exceed $2,000 per order unless specifically authorized by the Purchasing Agent and/or the Auditor-
Controller.

233 Acquisition by departments authorized to make certain direct purchases with a County-
approved procurement card

The Purchasing Agent and Auditor-Controller may authorize departments to make certain direct
purchases with a County-approved procurement (credit) card. Such direct purchases may only be made
when the goods or services sought are:

(a) Information Technology related hardware and Software supplies that have been pre-
approved by Information Services;

(b) Not available for direct purchase via a Blanket Purchase Order;

(c) Not available through the General Services Agency’ Stores warehouse as stock items;

(d) Not printing-related goods or services.
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In no event shall such direct purchase authorization limit for individual items, individual transactions, or
total transactions in a 30-day period exceed the limits established by the Purchasing Agent and the
Auditor-Controller. These limits shall be set on a department-by-department basis. The Purchasing
Agent and Auditor-Controller will notify the Board of Supervisors as such limits are imposed or

modified.

Under Sections 2.3.2 and 2.3.3, to avoid a conflict of interest, direct purchase from County employees is
prohibited. Departments shall make their purchases from recognized, responsible vendors only. When
purchasing from companies on the Internet, authorized employees shall utilize on-line shopping services
only from those companies providing a secure site, protected by Secure Socket Layer (SSL) technology or
better. Further, such purchases may only be made during the authorized employees’ normal business
working hours and may not be combined with personal activities in any manner. Claims for direct
purchases will be audited by the Auditor-Controller and the Purchasing Agent or designee. Misuse of
direct purchasing or procurement card privileges may result in the revocation of the privileges by the
Purchasing Agent.

Under this section, the Purchasing Agent and the Auditor-Controller have the authority to approve
participation in the program for other County departments as requested by departments and mutually
approved by the Purchasing Agent and Auditor-Controller. Requests will be considered on an individual
(departmental) basis. Approval will be granted when a department’s participation in the program is
deemed to be beneficial not just to the department but also to the County as a whole.

If the Purchasing Agent and the Auditor-Controller deny a department’s request for program
participation, the requesting department may appeal the decision by demonstrating in writing, to the
Board of Supervisors, that its current purchasing processes are inadequate.

24 Acquisition by purchase requisition
241  When to use a requisition

All purchases (including fixed assets), which are not covered by a blanket purchase order, or which have
not been otherwise authorized for direct purchase (that is, the purchase of a single item costing over
$2,000) are made by the Purchasing Agent or designee on behalf of the various County departments
pursuant to requests made through the requisition process by which the department asks for the
purchase of supplies, materials, furnishings or equipment. Note: The splitting of orders to avoid the
requisition process is not allowed.

10
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242  Obtaining fixed assets

As noted above, the only way to acquire a fixed asset is by using the requisition process. There is no other
method, regardless of the funding source (ie. General Fund dollars, State or Federal funds, Asset
Forfeiture funds). A fixed asset is any individual item having a useful life exceeding one year and costing
$2,000 or more, including tax, delivery costs and all costs to put it in place in a working condition.
(NOTE: All purchases related to facility construction and/or maintenance projects are exempted from
this fixed asset section). The Purchasing Agent or designee, and not the department staff, must
accomplish acquisition of a fixed asset, even if the asset is leased, lease/purchased or rented. (See chapter
3.0 regarding leasing or renting equipment or other personal property.)

(Note: In February 2001, the Board of Supervisors redefined a “fixed asset” as an individual item costing
$500 or more for the purpose of capitalization under GASB 34. However, for the purpose of budgeting,
acquisition, and accountability, the amount shall be $2,000.)

Requisitions for fixed assets shall be submitted as early in the fiscal year as possible (but after the budget
is approved by the Board of Supervisors) to ensure delivery when required, as well as to allow for
grouping and possible bidding of orders for similar products.

2.43  Purchases of computer hardware/software

With the exception of those routine, specific items under $2,000 designated by Information Services, and
available through specified blanket purchase order vendors (see section 2.3.1), all requisitions must be
approved by the Information Services Division prior to submission of a requisition to the Purchasing
Agent or designee. Information Services” approval stamp with an authorized signature must accompany
the requisition for the Purchasing Agent or designee to accept it. This applies to both Information
Services Division supported and non-supported computer equipment. A department may not make a
direct purchase of computer hardware or software, unless specifically authorized on the Direct Purchase
Vendor Form.

244  Obtaining printing supplies/services

County departments shall use the General Services Agency Print Shop for printing, graphics, bindery and
art work, unless the Print Shop declines to accept the order or cannot meet the required time frames. In
that case, the department shall submit a purchase requisition to the Purchasing Agent or designee, noting
that the Print Shop has declined the job. If the Department Head is able to provide proof to the General
Services Agency that the Department can obtain print services at a lower cost, the Department may
utilize an outside vendor for said print services.

11



MENDOCINO COUNTY PURCHASING, LEASING & CONTRACTING POLICY
POLICY #1
ADOPTED: Nov. 4, 1980 ADOPTED BY: RESOLUTION #80-342
SUPERSEDED: Oct. 28, 1997 SUPERSEDED BY: MINUTE ORDER
MODIFIED: Feb, 13, 2001 MODIFIED BY: MINUTE ORDER
AMENDED: Feb 26, 2002 AMENDED BY: MINUTE ORDER
SUPERSEDED: April 17,2007 | SUPERSEDED BY: MINUTE ORDER - Effective July 1, 2007

All outside (i.e., non-Print Shop) printing orders, regardless of dollar amount, must be requested through
the requisition module, submitted to the Purchasing Agent or designee. The Purchasing Agent or
designee will determine if a purchase order is to be prepared. No orders for printing (forms, business
cards, stationery, etc.) are to be placed directly by departments; all orders must be made through the
Print Shop or the Purchasing Agent or designee.

Orders for printed forms must always be accompanied by three or four samples. The Purchasing Agent or
designee will determine if a formal bid process will be utilized to determine the vendor. If bidding will be
conducted, more samples may be required of the department.

The Auditor-Controller must approve all purchases of printed checks, voucher books, or receipts.
245  The purchase order

Whenever necessary, or desirable, and for all purchases of $2,000 or more, the Purchasing Agent
or designee will issue a formal purchase order after a vendor has been selected. The form names the
ordering department, provides a “ship-to” point, states payment terms and delivery charges, if any, and,
after March 31 of each fiscal year, certifies sufficient funds have been encumbered for payment to the
vendor. Such certification of a valid encumbrance of funds will be entirely dependent on the availability
of funds within the ordering department’s budget. The purchase order constitutes a legal contract
between the County and the vendor.

2.4.6 Canceling a purchase order

The Purchasing Agent or designee must be notified at once by the department of any difficulty with a
purchase order. Likewise, the Purchasing Agent or designee will notify the department of any vendor
problem. If it is agreed that cancellation of the purchase order is the only solution, the department must
send a memo to the Purchasing Agent or designee, stating the reason for cancellation. The Purchasing
Agent or designee will cancel the purchase order and notify both the vendor and the department of the
cancellation. When applicable, the Purchasing Agent or designee will notify the Auditor/Controller to
eliminate the purchase from the schedule of encumbrances.

The department shall note that a restocking fee may be incurred for returned goods.

25 Post-acquisition activities

12
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251  Returns, exchanges and repairs

With regard to items purchased by the Purchasing Agent or designee on behalf of a department, the
Purchasing Agent or designee shall be advised immediately of any problems that arise, including late
shipments, wrong merchandise, damaged merchandise or breakdown of equipment under warranty.
Whenever possible, departments shall make note of any damage before signing the delivery tag or bill of
lading. The Purchasing Agent or designee will arrange for returns or exchanges and repairs.

Under no circumstances shall a department return merchandise which was purchased through the
Purchasing Agent or designee without first consulting the Purchasing Agent or designee. In the case of
returned merchandise, an RMA (Retuned Merchandise Authorization) number must be obtained from
the vendor by the ordering department.

For items ordered directly by the department (pursuant to section 2.3), the department is responsible for
all problems that arise.

2.52  Payment of invoices through the General Services Agency

All incoming invoices referencing non-blanket purchase orders must be directed by the department first
to the Purchasing Agent or designee for date stamping and monitoring. The invoices will then be audited
by the General Services Agency.

The purchase price shall be the same, provided no previous arrangement has been made for a change due
to an increase or decrease in the quantity ordered or for other good cause. If the price on the invoice does
not correspond to the price on the purchase order (or the modified price), the invoice will be referred to
the ordering department for correction or approval before payment is made. The referral need not be
made, in regard to delivery quantity, with regard to printing vendors, who are permitted a 10% variance
in the quantity of unnumbered forms supplied unless specified otherwise at time of order.

The County pays the applicable sales tax on local sales. With regard to out-of-state vendors, as well as
certain California-based vendors who do not charge sales tax, the Auditor-Controller will charge the
departments acquiring the consumable merchandise the applicable use tax if such a transaction is
considered to be a taxable event. The charge will be made via a journal entry by the Auditor-Controller
who will then forward the tax to the State Board of Equalization.

Delivery charges may be added to the bill, unless the vendor agrees to quote prices “Freight on Board
(FOB) Destination” in which case no delivery charges shall be added. In this case the delivery cost is
presumed to be included in the cost of the merchandise and is therefore taxable. “FOB Destination” is to
the county’s advantage, however, because it means that the merchandise belongs to the vendor until it is
received by the County.
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Departments shall always process invoices and purchase order receiving on a timely basis, but
particularly when a discount is offered for prompt payment. “Net 30” offers no discount, but “5%/20”
means the County may deduct 5% of the bill (excluding any freight charges) if the vendor receives
payment within 20 days of the invoice date or 20 days after acceptance of delivery, whichever is later. If
the vendor offers a discount of “2%- 10th Net 307, 2% may be deducted if the bill is paid by the tenth of
the month. The final price will be calculated by deducting the discount from the merchandise total and
then adding the sales tax.

2.53  Payment of invoices from direct purchase

When the department receives an invoice from a direct purchase, pursuant to purchases authorized
under section 2.3, the department shall submit it with a claim to the Auditor/Controller for payment. If
approval is needed by the Information Services Division, the claim must be reviewed by the Information
Services Division.

2.6 Bidding when required

County Code Sec. 2.32.060 "Purchasing Procedures' requires that in the event the Purchasing Agent or
designee purchases any individual item (as distinct from the total contract) costing more than Ten
Thousand Dollars ($10,000) without securing competitive bids or quotations thereon, the Purchasing
Agent or designee shall report such action to the Board of Supervisors through the Chief Executive
Oftficer, with his/her reasons therefore; and provided, further, that if the Purchasing Agent or designee
does call for competitive bids or quotations and accepts any bid or quotation other than the lowest upon
any individual item costing more than Ten Thousand Dollars ($10,000), the Purchasing Agent or designee
shall likewise report such fact to the Board of Supervisors through the Chief Executive Officer.

27 Emergency purchases

An “emergency” exists when an item must be purchased in order to ensure the continued operation of the
office or department, or when necessary for the preservation of life or property. (See Mendocino County
Code section 2.32.040.) During regular working hours, any purchase not authorized under section 2.3
required to alleviate an emergency must be made by advising the Purchasing Agent or designee of the
circumstances constituting the emergency and requesting a reserved purchase order number. Such
requests may be made by telephone, but must be followed by a purchase requisition referencing the
reserved purchase order number that has already been assigned. The purchase order will be prepared
upon receipt of the department’s requisition.

Emergency purchases not authorized under section 2.3 may be made directly from a vendor if the
Purchasing Agent or designee is not available. Such purchases and the facts constituting the emergency
must accompany the department’s requisition, which must be forwarded to the Purchasing Agent or
designee the next working day.
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Note: In order for the Auditor/Controller to pay for fixed asset items (items costing over $2,000)
purchased on an emergency basis, the department must obtain the approval of the County Executive
Office (for fixed assets with a total cost equal to or under $10,000) or the Board of Supervisors (for fixed
assets with a total cost over $10,000).

2.8 Purchase of goods through State Department of General Services or other State or local RFP’s

The Board of Supervisors has authorized the Purchasing Agent or designee to purchase supplies and
equipment as needed for and on behalf of the County from the State Department of General Services,
Office of Procurement. This includes purchases from the Cooperative Purchasing program, surplus
property program, and other related programs administered by the State Department of General Services
as well as those authorized by various State and Federal Code Sections.

When purchases are made through the Cooperative Purchasing program, formal and informal bid
procedures need not be followed as the State of California, as part of the program, has provided
compliance with bidding and purchasing procedures required by law. The State of California requires
Board of Supervisors’ authorization for individual employees’ use of the state’s surplus property program.

2.9 Payment of routine utility and non-routine fuel bills

Payments for routine utility charges are, for the most part, the responsibility of the Buildings and
Grounds Division. However, in some cases, payment is made directly by the department. In these cases,
the Department Head shall be authorized by the Purchasing Agent or designee to submit invoices for
payment to the Auditor/Controller by way of a special claim form.

Normally, all fuel purchases and vehicle maintenance and repair shall take place at the County Garage or
other County-owned fueling station. Out-of-town gasoline and emergency vehicle repair purchases shall,
whenever possible, be made with a County credit card. When it is not possible to use a County credit
card, a special claim form for reimbursement may be submitted to the Purchasing Agent or designee for
purchases made with cash or employee’s personal credit card.

210 Purchases from petty cash accounts

The County Board of Supervisors has authorized the Auditor-Controller to establish petty cash (imprest
cash fund) accounts for individual departments. The purpose of having a petty cash account available to
departments is to allow the department the flexibility to meet its emergency needs.

Once the fund has been authorized and the monetary cash provided to the department, receipts are

gathered and retained to justify the expenditures from and later to replenish the money in the
department’s petty cash account.
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The Auditor-Controller will deny any claim for the purchase of goods or services that is not in conformity
with existing County policy. It is a violation of state law to use petty cash funds to cash personal checks
or to give loans to employees; doing so is grounds for disciplinary action.

211  Penalties for failure to follow procedures

A purchase made in violation of these purchasing procedures is grounds for disciplinary action and the
Department Head may be held personally accountable.

Splitting of orders to avoid the need to issue a purchase order is contrary to County policy and state law,
and may be grounds for disciplinary action.

2.12 Local Vendor Preference

The County of Mendocino has established a local vendor preference. All informal and formal Invitations
to Bid and Request for Proposals for contracts will be evaluated with a 5% preference for local vendors.
The vendor must claim local vendor preference to be considered. Please note the following exceptions:

1. Those contracts which State Law or, other law or regulation precludes this local preference.

2. Public Works construction projects.

A 'local" vendor will be approved as such when, 1) it conducts business in an office with a physical
location within the County of Mendocino; 2) it holds a valid business license issued by the County, and
will be asked the name of the Local Agency which issued the license; and 3) business has been conducted
in such a manner for not less than six (6) months prior to being able to receive the preference, said
vendor will be asked the business address and how many years the business has been at that location.

3.0 MAINTENANCE RENTALS AND LEASES OF EQUIPMENT AND OTHER PERSONAL
PROPERTY

County Code Section 2.32.030(C) authorizes the Purchasing Agent or designee to negotiate and execute
all equipment service contracts and lease purchase agreements of personal property on behalf of the
County. All leases extending beyond the current fiscal year must contain a non-appropriation clause that
allows the County to terminate the lease should funding for the equipment terminate or decrease.

16



MENDOCINO COUNTY PURCHASING, LEASING & CONTRACTING POLICY
POLICY #1
ADOPTED: Nov. 4, 1980 ADOPTED BY: RESOLUTION #80-342
SUPERSEDED: Oct. 28, 1997 SUPERSEDED BY: MINUTE ORDER
MODIFIED: Feb, 13, 2001 MODIFIED BY: MINUTE ORDER
AMENDED: Feb 26, 2002 AMENDED BY: MINUTE ORDER
SUPERSEDED: April 17,2007 | SUPERSEDED BY: MINUTE ORDER - Effective July 1, 2007

4.0 LEASES OF REAL PROPERTY

County Code Section 2.32.030(D) authorizes the County’s Purchasing Agent or designee to negotiate and
execute all rentals of real property, which the County may require on behalf of the County. The
Purchasing Agent’s authority to enter into leases is limited, however, by State of California Government
Code section 25350.51.

41 Definition of real property

Real property includes land, buildings and other structures attached to the land, and fixtures. In general
terms, a fixture is any tangible item that is securely attached to a building. Any questions regarding
whether a particular item is a fixture, and therefore real property, shall be addressed to County Counsel.
County Counsel shall also be consulted when the property in question is a mobile home or similar
structure.

42 Procedure when the County is the tenant (lessee)

When a Department Head needs to lease real property, he or she shall contact the General Services
Agency to determine if there is space available in buildings currently owned or leased by the County. If
appropriate space is not available, the General Services Agency will assist the requesting department in
locating the best property at the best price. All real property must be inspected and approved by the
Buildings and Grounds Manager and the County Safety Officer before a lease can be entered into. Using
the County’s standard Lease Agreement format, the Purchasing Agent or designee will negotiate the lease
and, prior to finalization, submit the lease to County Counsel and Risk Management for review, and the
requesting Department Head for recommendation. In accordance with law, the Purchasing Agent or
designee will either sign the lease or request that the Board of Supervisors sign it.

43 Procedure where the County is the landlord (lessor)
The procedures for leasing County real property is defined in County Code Section 2.32.110.
4.4 Rental Agreements

Department Heads are authorized to enter into Rental Agreements for facility uses to conduct meetings,
trainings, and seminars (etc.) for up to $2,000 and no more than 14 days.
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5.0 CONTRACTS FOR SERVICES
51 Definition; authority to enter into personal and professional service contracts

Personal and professional service contracts are contracts that engage the time and effort of the
contracting party with the primary purpose of performing specific functions or tasks rather than
furnishing an end product.

Contracts with professionals such as architects, engineers, etc., for services related to public projects as
defined by the Public Contracts Code, are considered personal and professional service contracts and are
governed by this chapter. Similarly, contracts for the maintenance of County buildings or grounds are
personal and professional service contracts. However, contracts for public projects, as defined by the
Public Contract Code, are not considered personal and professional service contracts (refer to
Mendocino County Code Section 2.33); those are public contracts. If there is any question about whether
a contract is for personal and professional services or a public project, County Counsel shall be
consulted.

The types of personal and professional services for which the Board of Supervisors may contract are
financial, economic, accounting, engineering, environmental, land surveying, construction project
management, legal, medical, therapeutic, administrative, architectural, landscape architectural, airport or
building security, and laundry or linen services (Government Code sections 4526, 31000). The Board may
also contract with a firm to provide certain services related to claims adjustment (Government Code
section 31000.8). The Board may contract for site maintenance/custodial services only if the site is remote
from County employee resources and it would be more cost effective for the work to be done by contract
(Government Code section 31000). The Board also may contract with an agency for temporary workers
for a period of 90 days or less if the Board makes certain findings (Government Code section 31000.4).

The Board of Supervisors has delegated its power to contract for personal and professional services to the
Purchasing Agent or designee in amounts up to $50,000, and to Department Heads up to $25,000, if
sufficient funds have been budgeted.

The Board has also authorized the use of certain standardized contracts that have been pre-approved as
to form by the County Counsel and Risk Management.

Finally, a personal and professional service contract is not needed to procure the services needed by the

Sheriff's office or the District Attorney to investigate or prosecute crimes. It is not necessary to have a
personal and professional service contract to acquire services required by a court order.
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5.2 Provision of Goods and Services to the Human Services Agency Recipients

Goods and services provided directly to, or on the behalf of, recipients of County Human Services
programs shall meet the following conditions:

L Federal, State and/or County law or regulation authorizes the provision of goods or
services.

2. The provision of the goods and services conform to Federal, State and/or County policies,
procedures and relevant licensing requirements.

3. A case management plan documents the recipient’s need for the good or services.

4. If a vendor voucher is used for the purchase, the vendor is pre-approved by the Human
Services Director and the Purchasing Agent.

5. Vendor vouchers must not exceed $500 per purchase.

53 Entering a personal and professional service contract

Personal and professional service contracts are initiated by the department that needs those services.
Most personal and professional service contracts, no matter what the amount of compensation, will
follow the format used for those contracts under $25,000, which are described in section 5.4 of this
policy.

A statement of work is that part of the personal and professional service contract, prepared by the
Department Head or Purchasing Agent or designee during negotiations with the consultant, which
describes what the department wants the consultant to do or accomplish. The statement of work shall be
included as an attachment and shall be a part of the service contract.

5.4 Personal and professional service contracts with compensation under $25,000

The Board of Supervisors has authorized Department Heads to sign certain personal and professional
service contracts. Department Heads shall participate in a Contracts Training and Tracking Program put
forth by the General Services Agency. All Contracts signed by Department Heads shall meet all of the
following criteria:

(a) Total compensation, including reimbursable costs, will not exceed $25,000. “Contract
splitting” to keep each agreement under the maximum allowable amount is prohibited.

(b) The contract is primarily for personal and professional services rather than the purchase of
goods (although the contract may provide for incidental purchases, such as the purchase of
training materials).

(¢) The contract is for a one-time service or for duration of two years or less.

(d) The amount of the contract is already budgeted for in the department’s current budget.

(e) The services to be provided are not legal, psychiatric, medical or rehabilitative services.

(f) The contractor is not employed by the County in any other capacity.
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(g) The contractor is not related to any person employed in the department (by blood or by
marriage).

(h) The contract covers all services to be rendered by the contractor.

(i) The contract does not involve the remodeling or modification of County-owned or leased
premises; the installation or maintenance of security or alarm systems; the rental of
equipment, vehicles or real property; or the maintenance, cleaning, or repair of buildings or
equipment (the Purchasing Agent or the Board of Supervisors are the only authorized
representatives to sign off on these types of contracts).

(j) The contract is compliant with all applicable local, state and federal laws and regulations.

If a proposed contract does not meet any one or more of the above requirements, the procedure described
in section 5.5 or 5.6 of this policy shall be followed.

The consultant must submit the required certificates of insurance before the contract is signed by the
Department Head and any services are performed. The Department Head shall carefully review the
certificates to be sure that they conform to the requirements of the standard format contract. The
department shall contact the Risk Manager if there are any questions concerning the certificates. The
Department Head shall provide Quarterly reports to the Purchasing Agent on all contracts entered into
and signed off by said Department Head.

5.5 Personal and professional service contracts with compensation between $25,001 and $50,000

County Counsel and the Risk Manager must review and approve any personal and professional service
contracts with total compensation, including reimbursable costs, of more than $25,000. If the total cost
of the services to be performed under the contract is more than $25,000 and under $50,000 the contract
may be signed by the Purchasing Agent. Department Heads must submit their contract to the CEO for
review as to programmatic issues. The CEO will forward said agreement to the Purchasing Agent for
signature wherein the Purchasing Agent shall keep one original for tracking purposes and forward the
remainder back to the department for distribution. The Department is responsible for distributing a
signed original to the Auditor’s Office. The Purchasing Agent will provide quarterly updates to the CEO
on all contracts signed off by the Purchasing Agent. However, if the contract compensation exceeds
$50,000, the contract must be submitted to the Board of Supervisors, which can authorize the Chair to
sign it.

5.6 Personal and professional service contracts with compensation of more than $50,000
All personal and professional service contracts for more than $50,000 must be approved and signed by

the Board of Supervisors [Mendocino County Code section 2.32.030(f)]. The Risk Manager and County
Counsel must review these contracts before they are submitted to the Board.
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57 Aggregate vendor services contracts

An aggregate vendor services contract commits the contractor to perform a series of similar services
during the term of the contract. If the stated or reasonably projected dollar amount of an aggregate
services contract is less than $25,000 per fiscal year for the total of all services and/or projects, the
Department Head may sign the contract. The contract may be negotiated by the Department Head and
the Purchasing Agent or designee, with the assistance of County Counsel as requested.

The Department Head administers the contract once it is made. It is essential that the compensation not
exceed $25,000 during the fiscal year. If total compensation will exceed that amount, an amendment to
the contract must be prepared for the Purchasing Agent’s approval and signature. Aggregate vendor
service contracts over $25,000 and under $50,000 must be signed by the Purchasing Agent. Any
Aggregate contract over $50,000 must be approved by the Board of Supervisors.

5.8 Maintenance contracts

As used in this section, maintenance contracts are personal and professional service contracts for labor
and materials necessary to properly maintain specified equipment, vehicles or other personal property
owned or used by the County. All equipment maintenance contracts are signed by the Purchasing Agent.
Department Heads may obtain minor repair services for County tools and equipment without a formal
contract. Section 5.4 of this policy describes the procedures to use.

5.9 Revenue contracts
A revenue contract is any contract, which results in the county receiving funds for services rendered.

Authority limits for revenue contracts are the same as other contracts as listed in Sections 5.4 through 5.6
of this policy.
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