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County of Hanover Purchasing Manual

FOREWORD Approved by the Board of Supervisordanuary 13, 2010

This Purchasing Manual is divided into two PARTS. There is alsoPAEADIX:

PART 1. containsPOLICIESthat have been approved by the Board of Supervisors pursuant to certain
sections of the Virginia Public Procurement Act.

PART 2: containsREGULATIONS approved by the County Administrator and PROCEDURES approved
by theDirector of Purchasing that describe in more detail the general practices to be followed in
procurement transactions;

APPENDIX: contains SAMPLE FORMS and DIRECTIONS

Procurement of goods and services by public bodies in Virginia is generally govertieddRGINIA PUBLIC
PROCUREMENT ACT; the Board of Supervisors has adopted Article IV, Chapter 2 of the Hanover County Code which
mandates compliance with the applicable statutes and authorizes the County Administrator to manage the procurement
process, inlciding the issuance of the Regulations in this Manual. The policies, regulations and procedures in this Manus
provide guidance for procurement of goods and services and for disposal of surplus property.

The Director of Pur c hates procgremert furictons g desigueet af theQountyo or d i
Administrator. Limited procurement authority is delegated to the departments and agencies by the County Administrator.

Unless specifically exempted within this Manuhlis Policy and these Regulatis and Procedures are applicable to
all departments and agencies of County governemiuring goods, services and construction through the County
Purchasing DepartmenQuestions about the content of this Manual or circumstances not addressed inuhkestmauld
be referred to the Purchasing Department staff.
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SECTION 1 ADMINISTRATION OF PROC UREMENT FUNCTIONS

1.1

1.2

1.3

Authority

The statutes governing the procurement of goods and services from nongovernmental sources are contained in the Virginic
Public Procurement Act. Hanover County Code Chapter 1, Article 1V, adopted pursuant to the Ad dgrthef

Supervisors mandates compliance with applicable statutes and ordinances and expresses the intention of the Board that
procurement of goods and services shall be conducted to be cost effective and beneficial to the County and its residents, a
to otherwise conform to the goals of the Virginia Public Procurement Act.

Delegation of Authority

The Hanover County Board of Supervisors delegates the procurement responsibility to the County Administrator subject to
the limitations and terms includéa this Policy. In all cases, reference to a County or other official in this Manual shall be
deemed to include designees of the official. The County Administrator shall be responsible for the purchase of all goods at
services for the County and forsgiosal of surplus property. The County Administrator may designate the Director of
Purchasing to be responsible for procurementfandisposal of surplus personal property. Any purchase not made in
accordance with the applicable laws, this Policy aaduRations issued by the County Administrator and directives of the
Director of Purchasing shall be deemed an unauthorized purchase for which the County shall not be obligated. Any emplo
who engages in purchasing goods or services in a manner inenhgigh the applicable laws, this Policy, Regulations

issued by the County Administrator and directives of the Director of Purchasing shall be subject to disciplinary measures as
defined in the Hanover Count y 0 smaBedar angpurchade inxadss of theeamaunt N
appropriated for that purpose as reflected inGhanty budget

Purpose and Applicability

1.3.1 This Policy is adopted to guide the County in obtaining high quality goods and services at reasonatle cost,
conducting all procurement procedures in a fair and impartial manner with avoidance of any impropriety or
appearance of impropriety, in providing access to the County's public business for all qualified vendors, and in
promoting efficient procurementactices among all County departments.

1.3.2 Rules governing contract awards shall be made clear in advance of the competition, specifications shall reflect the
procurement needs of the County rather than being drawn to favor a particular vendor,Gouhtiieand the
vendor shall freely exchange information concerning what is sought to be procured and what is offered. In addition
surplus property is to be disposed of on a competitive basis whenever practicable.

1.3.3 This Policy and Regulations andrBttives issued pursuant to this Policy establish means of purchasing materials,
supplies, equipment and services by the County. Unless specifically exempted in this manual, these Policies and
related Regulations and Procedures are applicable to alltohepds and agencies of County government funded in
whole or in part by the County and for which obligations are paid through the Hanover County Finance Department

1.3.4 Procurement of goods and services and disposal of surplus property shall be cbindacterdance with the
Virginia Public Procurement Act, ("the Act"), except as amended by alternative regulations adopted by the Hanovel
County Board of Supervisors. The provisions of the Act are incorporated herein by reference, except as amended
alternative regulations.
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SECTION 2 AUTHORITY TO:

2.1

2.2

AWARD, REJECT AND CANCEL SOLICITATIONS

APPROVE DISPOSAL OF SURPLUS PROPERTY

MAKE DETERMINATIONS OF NONRESPONSIBILITY

SIGN CONTRACTS

ESTABLISH POLICIES, REGULATIONS AND PROCEDURES GOVERNING PROCUREMENT
EUNCTIONS

General Authority

The County reserves the right to accept, reject or cancel any or all solicitations or parts thereof, to waive infaandlities,
reissue solicitations. The County also reserves the right to award the contract as ivdieleest serve its interests. It

further reserves the right to award the contract on a lump sum basis, individual item basis, or such combination &s shall be:s
serve the interests of the County. This may include multiple awards if provided forswlitiition.

Authority for Award and for Execution of Contracts, Change Orders

The levels of authority for the award of catts, rejection and cancellation of solicitations, and other procurement functions
including the purchase of goods and g9, construction, sole source purchases, emergency purchases, issuance of change
orders, and debarment of vendors are listed beMavcontracts may be awarded or purchases authorized at any level unless
adequate funds have been appropriated by thedBdeBupervisors pursuant to policies of the Finaarud Management
ServiceDepartment. Authority for any procurement furions not specified in this Section shall be determined by the

County Administratar Subject to Paragraph 2.5 of this Section, Eliector of Purchasing anthe Directorof Finance and
Management Serviceshall have authority to sign all contraetkich have been properly awarded

2.2.1 Purchasing Officer: AUTHORIZATION LEVEL
2.2.1.1 Award Contracts for Goods, Services, Constam;tChange Orders,
Sole Source Purchases, and Emergency Purchases............cccovvveeveiveveeeiiiccien e, $ 5,000 and less
2.2.2 Directorof Purchasingnd Director of Finance and Management Services AUTHORIZATION LEVEL
2.2.2.1 Award Contracts for Goods, Services, Construction,
ANA SOIE DUICE PUICHASES.......ceveiie e $ 100,000 and less
2.2.2.2  ApProveChange OFUEIS........ccooiiiiiiiiiiii e e e e e e e e e et eeer e e e ee e eeaeeeen $50,000 and less

2.2.2.3 ApproveEmergency PurchaseSancellation and Rejection of Solicitations,
Prequalificatiorof Bidders/OfferorsRenewal of Contracts,

Cooperative Contracts (StatBSA, Other).......ccooiii i ereer e No Limit

2.2.2.4 Sign all Contracts, Purchase Orders, and Change Orders...........vviicccvvveveiiiinieeeeeeenn, No Limit
2.2.3 County Administrator: AUTHORIZATION LEVEL

2.2.3.1 Award Contracts foGoods, Services, Construction

andSole SOUrce PUIChASES........ooo i ee e No Limit
2.2.3.2  APProveChange OFdErS........ooo oo e e e ees s annenes No Limit
2.2.3.3 Approve

Determination of Nonresponsibility, and Debarment of Vendors............cccccvveeeniiiinnes No Limit
2.2.3.5 Approve Disposal or Transfer of Surplus Personal Property..........ccccccvevieceivevieeeeeeenenn. No Limit
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2.2.4 Boardof Supervisors: AUTHORIZATION LEVEL
Approve Disposal of ransfer of SUrplus Real PrOPerLY.........occuuuieiieiiiemmiiiiiie e e No Limit
2.3 Award of TermContracts

24

2.5

2.6

For purposes of this Policy, the procedure for awargémificontracts shall be determined by the estimated value of the
contract for the initial term of the contract. The DirectbParchasing shall establish the length of these contracts and the
number of renewal terms.

Special Provisiofi Community Services Board

The Executive Director, Community Services Board, is authorized to sign contracts awarded in accordance witlidiess
and the approved performance contract entered into with other providers, as defined by Va. Code Sedti@nf8r the
delivery of services and operation of facilities.

Authority to Sigrd Purchasing Department Staff

No contract shall bsigned by the Purchasing Department staff member who initiated the procurement for which the contract
is being issued.

Issuanceof Proceduresnd Directives

The Director of Purchasing shall issue Procedures, and may issue Directives providingalddigioirements for
procurement functions, and shall interpret and administer the applicable laws and regulations.
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Approved by the Board of Supervisors: January 13, 201

SECTION 3 SMALL PURCHASE PROCEDURES

Competitive sealed bids or competitive negotiation shall not be requirethfiie or term contracts for goods and services if the
aggregate or the sum of all phases is not expected to exceed $58r080purchase procedures shall be includeddnlegions
approved by the County Administrator. Procurement procedures shatg@for competition whenev@racticable.
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SECTION 4 SECURITY, INSURANCE, AND INDEMNIFICATION

4.1

4.2

4.3

Bonds

A Bid Bond, Performance Bond, and Labor and Material Payment Bond are required for construttamiscexrpected to

exceed $ 50,000 and may, at the discretion of the Purchasing Department, be required for contracts of lesser value, and fc
nonconstruction contracts. Security may be in the form of cash escrow, letter of credit or bond from ampahyc

authorized to do business in Virginia and acceptable to the County. The Director of Purchasing shall set the amount of the
Bond, and may prescribe additional requirements related to security.

Insurance

In consultation with the user departmedpurchasing Department staff will determine the appropriate types and levels of
insurance coverage to be included in solicitations. Departments are encouraged to consult with Purchasing Department stz
for appropriate insurance types and amounts foteguobtained by departments.

Indemnification

Purchasing Department staff shall include an indemnification provision in all formal written solicitations issued by the
Purchasing Department unless the Director of Purchasing waives this requiremetig.
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SECTION 5 CONTRACTUAL CLAIMS AND INVOICES

Contractual claims, whether for money or other relief, shall be submitted in writing no later than 60 days after finaj payreeer,
written notice of the Contraats intention to file such claim shall have been given at the time of the occurrence or beginning of the
work upon which the claim is based. Any notice or claim shall be delivered to the County Administrator, Hanover County
Government Building, 7516 Coyn€omplex Road, Hanover, Virginia 23069 and shall include a description of the factual basis for
the claim and a statement of the amounts claimed or other relief requested. The County Administrator shall renderoa deeision
claim and shall notify th€ontractor within 30 days of receipt of the claim. The Contractor may appeal the decision of the County
Administrator to the Board of Supervisors by providing written notice to the County Administrator, within 15 days of tididate
decision. The Bard of Supervisors shall render a decision on the claim within 60 days of the date of receipt of the appeal notice anc
such decision shall be final unless the Contractor appeals the decision in accordance with the Virginia Public Proctirement Ac
Invoicesfor all services or goods provided by the Contractor shall be delivered to the County no later than 30 days following the
conclusion of the work or delivery of the goods, unless other terms are prescribed by contract.
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SECTION 6 PARTICIPATION OF SMALL, MINORITY AND WOMEN OWNED BUSINESSES

6.1 The Purchasingtaff shall adhere tothe following to facilitate small, minoritpwned and womenwned business
participation:

6.1.1 Competitive sealed bids and requests foppeals, or notices of the ismce thereof, shall be sentaib bidders or
offerors listed in eVA for the applicable categories for the goods/services sa\hincludescertified minority
vendors providedypthe State Department of Minority Businesgé&tprise.

6.1.2 The Purchasing Department shall cooperate with the State DeptotfnMinority Business Enterprise, United States Small

Business Administration and other public or private agencies with respect to the participation of small busithesses a
those owned by minorities and women.
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SECTION 7 ETHICS
7.1 ETHICS

7.1.1 The Purchasing Department staff and all County employees engaged in procurement activities are subject to and
should be generally familiarith the provisions of the Virginia Conflict of Interests Act amith the provisions of
the Virginia Public Procurement Act relative to ethics in public contracting. Copies of the statutes shall be available
in the Purchasing Department and questionsldhmeidirected to the Director of Purchasing.

7.1.2 In accordance witthe Virginia Public Procurement Act, solicitation or acceptance of gifts from bidders, offerors,
contractors or subcontractors is prohibited. No official or employee shall haveomglenterest in a transaction or
contract if such interest is prohibited by the Virginia Conflict of Interests Act. The County Administrator shall
endeavor to provide appropriate information regarding these prohibitions to employees and affectegts/olunte
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SECTION 8 NONDISCRIMINATION

The County does not discriminate in the solicitation or award of contracts because of race, religion, color, gendebjlagestites

as a service disabled veteran nationdorigin of the bidder or offeror. It is the responsibility of County employees, particularly those
employees involved in procurement, to ensure that all vendors are permitted equal opportunity and access to partiaigte in Co
procurement opportunitieand that no vendor be denied equal opportunity or access because of race, religion, color, gender, or
national origin.

END OF PART 1
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PART 2

REGULATIONS
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SECTION 1 PURCHASING DEPARTMENT OBJECTIVES;

1.1

1.2

13

14

15

1.6

1.7

To purchase or lease goods and services, including, supplies, materials, and equipment for use by the County and its
departments and agencies.

To obtain, by practical and economical methods, goods and servicesangdaisthe County and its agencies to carry out
their assigned functions. These goods and services should be the right quality, quantity, available at the rightenes, deliv
to the right place at the lowest possible cost consistent with prevailingraamconditions.

To assist using departments in preparing procurement specifications.

To ensure that all County procurement is conducted in a fair and impartial manner with avoidance of any impropriety or
appearance of impropriety, to providecass to public business for all qualified vendors, to generate fair and open
competition among all responsible vendors and to seek out new vendors as sources of supply.

To develop and use, where feasible, standardized specifications for goodsvares ser

To establistermcontracts for goods and services used in sufficient quantity or frequency to make such constant sources of
supply economical.

To manage the disposal of surplus, salvage and obsolete supplies, materials and equipamsfetsyltetween departments,
tradein on new equipment or sale.
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SECTION 2 DEFINITIONS

21 DEFINITIONS

211

21.2

2.1.3

214

2.15

2.16

2.1.7

2.18

219

Bid Bond: A guarantee by a bidder/offeror, usually accompanied by corporate surety, making the provider of the
bond liable to pay a specified amount of money in the event the bidder/offeror fails to accept the contract awarded.
Generally, the bid bond may not exceed five percent of the bid amount. The bid bond is forfeited if the
bidder/offeror defaults by not emieg into the contract. No forfeiture of a bid bond shall exceed (1) the lesser of the
difference between the bid for which the bond was written and the next low bid, or (2) the face amount of the bid
bond.

Bidder: A person or firm submitting priced offer in response to a quote or Invitation to Bid. Also sometimes
referred to as fAofferoro.

Change Order. A written notice to a contractor, issued by the Purchasing Department, identifying and authorizing
changes to an existing purchasdesr

Competitive Negotiatiort A method of contractor selection that includes a written request (Request for Proposals)
for nonprofessional or professional services.

Competitive Sealed Bidding A method of contractor selection which inve$ the issuance of a written Invitation
to Bid containing or incorporating by reference the specifications, contractual terms and conditions and, unless
prequalification is used, a statement of any requisite qualifications of potential contractorsépiitiae
procurement.

Construction: building, altering, repairing, improving or demolishing any structure, building or highway, and any
draining, dredging, excavating, grading or similar work upon real property.

Contract Administration : The management of all elements of the contract, following award of a contract and
issuance of a Purchase Order, to assure the contractor's performance in accordance with the terms and conditions
the contract.

Contract Documents Unless specifiedtherwise in the Bid/RFP or CONTRACT (AGREEMENT), the Contract
Documents shall consist of all of the following documents appearing or referenced in the Quote, Bid or RFP: (1) the
Invitation to Bid and the Contractor's bid or the Request for Proposalbenfferors proposal response, (2) any
Addenda issued, (3) any required Certificate of Insurance, (4) any required Bonds, (5) the Purchase Order, (6) the
Notice of Award, (7) the Notice to Proceed, (8) the Instructions to Bidders, (9) the General Tendispa@oand
Instructions, (10) Supplementary Conditions, (11) the Special Conditions, (12) the Specifications and (13) the
Drawings, including modifications to any of these documents included in the CONTRACT.

Contractor: Contractor means any persthat for a fixed price, commission, fee or percentage undertakes to bid
upon, or accepts, or offers to accept, orders or contracts for performing, managing, or superintending in whole or ir
part, the construction, removal, repair or improvement of aiiglibg or structure permanently annexed to real

property owned, controlled or leased by another person or any other improvements to such real property.

2.1.9.1 Class A Contractorsperform or manage construction, removal, repair, or improvements whhba {gtal
value referred to in a single contract or project is $70,000 or more, or (i) the total value of all such
construction, removal, repair, or improvements undertaken by such person within anynatheperiod
is $500,000 or more.
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2.1.10

2111

2.1.12

2.1.13

2.1.14

2.1.15

2.1.16

2.1.17

2.1.18

2.1.19

2.1.9.2 Class B Contractorsperform or manage construction, removal, repair, or improvements when (i) the total
value referred to in a single contract or project is $7,500 or more, but less than $70,000 or (ii) the total
value of all such construction, removal, agpor improvements undertaken by such person within any
twelve-month period is $150,000 or more, but less than $500,000.

2.1.9.3 Class C Contractorsperform or manage construction, removal, repair, or improvements when (i) the total
value referred tin a single contract or project is over $1,000, but no more than $7,500 or (ii) the total
value of all such construction, removal, repair, or improvements undertaken by such person within any
twelve-month period is no more than $150,000. The Board siwllire master certification as a condition
of licensure or certification of electrical, plumbing and heating, ventilation and air conditioning contractors.

Debarment An action taken by the County Administrator to determine an person or firmrellggble and
disqualified from contracting with the County for particular types of goods and/or services for a specified period of
time.

Default: Failure of a Contractor to comply with the terms and conditions of a contract, or of a bidtferarto
enter into a contract following award.

Design Specification A description setting forth the essential characteristics the item bid must possess to be
considered for award.

Direct Purchase The purchase of goods or servicesexgiected to cost more tharb$00.00 made by a
department without the issuance of a purchase order.

Emergency Procurement The purchase of goods or services necessary to restore or continue an essential service
when the delay which would resutbfn normal purchasing procedures would reasonable be expected to endanger
the safety, health or welfare of the public or of the County's employees or facilities. Emergency procurement shall |
made with such competition as is practicable under the citanoes.SEE SAMPLE FORM A-11 IN

APPENDIX.

Formal Written Quote: A quote obtained by the Purchasing Department staff for which a written solicitation is
issued.A minimum of four sources must be solicited

General Terms and Conditions Standard clauses included or referenced in contracts and procurement documents.
These terms and conditions are part of the contract, upon award. This phrase is also used to describe portions of
contract, other than technical specifications, for sengoek as construction.

Informal Departmental Quote: A quote obtained by the using departm@anPurchasingtaff when a written
solicitation is not issued. Informal quotes may be either telephone or written quotes. Informal quotes may be
obtainedfor the purchase of goods/services expected to cost in the range060$01- $ 15,000.00 except for
emergency and sole source procurements and sealed proposals. A minittgadefotes is required.

Informal Purchasing Department Quote A quote obtained by the Purchasing Department staff. Informal quotes
may be either telephone or written quotes. Informal quotes may be obtained for the purchase of goods/services
expected not to exceed3$,000.00. A minimum ofhreequotes are guired br purchases betwe&n5,000.01- $
30,000

Informality : A minor defect or variation of the bid or proposal from the exact requirements of the Invitation to Bid
or the Request for Proposals, which does not affect the price, quality, quardiéjivery schedule for the goods,
services or construction being procured.
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2.1.20

2121

2.1.22

2.1.23

2.1.24

2.1.25

2.1.26

2.1.27

2.1.28

2.1.29

2.1.30

2131

2.1.32

Invitation to Bid : A document issued by the Purchasing Department which contains or references the specification
and contractual terms and conditions applicable to afsppobcurement of goods or services.

Labor and Material Payment Bond: A guarantee by a Contractor and Surety to assure fulfillment of the
Contractor's obligation to pay all persons supplying labor or materials in the performance of the wodedgfianin

the contract. The bond is executed subsequent to award and is usually for the full contract amount. The bond is
secured by a Surety company licensed to do business in Virginia, certified check, cashier's check, cash, letter of
credit approvedby the Purchasing Department or such other security as may be approved by the County
Administrator.

Late Bid or Proposal A bid or proposal that is received at the place designated in the Invitation to Bid or Request
for Proposals after the ddamk established in the solicitation.

Liguidated Damages A sum stated in a contract to be paid as ascertained damages for failure to perform in
accordance with the contract. The damage figure stipulated must be a reasonable estimate obtbadossotmathe
County, and not be calculated simply to impose a penalty on the contractor.

Multiple Award : Award of a contract to more than one bidder or offeror, pursuant to one solicitation. Provision to
award to more than one bidder or offenaust be contained in the solicitation.

Notice of Award: Written notification to a contractor that the contractor has received an award.

Notice of Contract Award: A notice posted outside the Purchasing Department office following aWard o
contract that contains the solicitation name, name of winning bidder or offeror, and amount of award.

Nonprofessional Services Those services not specifically identified as professional services in the Virginia Public
Procurement Act. The aof competitive negotiation for nonprofessional services requires advance written
justification that the use of competitive bidding is not practicable or fiscally advantageous to the public.

Offeror: A person or firm that makes an offer in respoito a Request for Proposals.

Payment Date- The latter of (i) the date on which payment is due under the terms of a contract for provision of
goods or services; or (i) if such date has not been established by contract, (a) thirty daysegfteofracproper
invoice by the state agency or its agent or fitg days after receipt by the local government or its agent
responsible under the contract for approval of such invoices for the amount of payment due, or (b) thirty days aft
receipt ofthe goods or services by the state agency or-fartydays after receipt by the local government.

Performance Bond A guarantee by a Contractor and Surety to protect the County from loss due to the Contractor's
failure to complete the contract accordance with its terms and conditions. The bond is executed after award and is
usually for the full contract amount. The bond may be supplied by a Surety company licensed to do business in a,

certified check, cashier's check, cash, letter of cegafitoved by the Purchasing Department or such other security

as may be approved by the County Administrator.

Performance Specification A description of a good or service setting forth the minimum requirements for the item
bid.

Potential Bidder or Offeror : A person who, at the time of negotiation and award or the proposed award of a
contract, is engaged in the sale or lease of goods, or the sale of services, insurance or construction of the type to k
procured under such contract, and vaiguch time is eligible and qualified in all respects to perform that contract,
and who would have been eligible and qualified to submit a bid or proposal had the contract been procured througt
competitive sealed bidding or competitive negotiation.
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213

2.1.34

2.1.35

2.1.36

2.1.37

2.1.38

2.1.39

2.1.40

2.141

2.1.42

2.1.43

2.1.44

2.1.45

2.1.46

Prebid or Preproposal Conference A meeting held with potential bidders or offerors prior to the submission of
bids or proposals to review, discuss and/or clarify bid terms and conditions, specifications and standards relative tc
the proposed solicitatn.

Prequalification: A procedure to prequalify products or contractors and limit consideration of bids or proposals to
only those products or contractors which have been prequalified. Prequalification must be conducted on the basis
written procedures.

Procurement The act of obtaining goods/services.
Procurement transaction - All functions that pertain to the obtaining of any goods, services or construction,

including description of requirements, selection and solicitatiosoafces, preparation and award of contract, and
all phases of contract administration.

Proposat An offer made by one party to another, which is used as a basis for entering into a contract.

Professional Services Work performed by an irgbendent contractor within the scope of the practice of
accounting, actuarial services, architecture, land surveying, landscape architecture, law, medicine, optometry,
pharmacy or professional engineering.

Proprietary Specification: A specificaton that restricts the acceptable product(s) or service(s) to that of one or
more manufacturer(s) or vendor(s). A common exampl e
exclude consideration of proposed fAequal s. 0

Protest A comgaint by a bidder or offeror about some part of a procurement process.

Public Solicitation Opening Process of reading bid responses or the names of offerors submitting proposals,
which is open to the public.

Public Posting Displaying pocurement notices in a place readily available to the public during regular business
hours. All required Public Posting notices are put on the bulletin board outside the Purchasing Department,
Wickham Building, 7497 County Complex Road, Hanover, VA 23@%loor.

Purchase Order. A document authorizing the purchase and payment of items requisitioned by the department or
agency.SEE SAMPLE FORM A-7 IN APPENDIX.

Purchase Requisition The form on which the using department communicatdéiset Purchasing Department the
need for a specific good or service. The purchase requisition should contain or be accompanied by a complete
description of what is to be procured, including complete bid specifications or the Scope of SBBECEAMPLE
FORM A-2 IN APPENDIX.

Request for Proposals A written document (RFP) which describes what is to be procured in general terms, solicits
proposals from vendors/contractors and is the basis, through negotiations, for the subsequent contract.

Responsible Bidder/Offeror. A person or firm with the capability, in all respects, to perform fully the contract
requirements and the moral and business integrity and reliability which will assure good faith performance and who
has been prequalified iequired. A responsible bidder meets the following-imztusive requirements. The bidder
should:

2.1.46.1 Be a manufacturer, dealer, supplier or, if required in the solicitation, an authorized dealer of the
goods/services offered
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2.1.47

2.1.48

2.1.49

2.1.50

2.151

2.1.52

2.1.46.2 Have thenecessary facilities, organization, experience, technical skills and financial resources
necessary to fulfill the requirements of the contract, including the ability to provide future
maintenance and service for the goods/services being procured

2.1.46.3 Be able to comply with the required delivery or performance schedule
2.1.46.4 Have a satisfactory record of business integrity

2.1.46.5 Have a satisfactory record of past performance on previous contracts
2.1.46.6 Be qualified and eligible by lawraegulation

ResponsiveBidder/Offeror : A person or firm submitting a solicitation response that conforms in all material
respects to the requirements of the solicitation. The Purchasing Department may make the determination that a
bidder/offeroris nonresponsive should the bidder/offeror:

2.1.47.1 Offer a product that does not meet the specifications or other requirements in the invitation. A
bidder may not substitute an item not in the
opening.

2.1.47.2 Be unable to conform to the required delivery schedule given in the invitation

2.1.47.3 Substitute its terms and conditions for those of the County that appeared in the invitation, or delete

or delete or the County's terms and caondi

2.1.47.4 Not sign the bid
2.1.475 Fail to submit any required bid surety
2.1.47.6 Qualify the bid prices so the bid price cannot be determined; for example, "price in effect at the

time of delivery"
2.1.47.7 Qualify the bid so as to nullifyrdimit his liability to the County

Services Any work performed by an independent contractor wherein the service rendered does not consist primari
of acquisition of equipment or materials, or the rental of equipment, materials and supplies.

Small Purchase The purchase of goods and services not expected to ex&0¢aD$.00.

Sole Source A writtendeterminationpn a form approved by the Purchasing Department, that there is only one
source practicably available for that whishto be procuredSEE SAMPLE FORM A-14 IN APPENDIX.

Solicitation: A telephone call, Informal or Formal Quote, Invitation to Bid, Request for Proposals or any other
means used by the County to obtain bids or proposals for the purpose of @nterangontract to purchase or lease
goods or services.

Specification A concise statement of a set of requirements to be satisfied by a product, material or process.

Specifications are intended to assure that items purchased have the epsalitiiadnd performance characteristics
without being unnecessarily restrictive to the end that they needlessly inhibit competition.
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2.1.53 Subcontractor: Any entity that has a contract to supply labor or materials to the contractor to whom thetcontra
was awarded or to any subcontractor in the performance of the work provided for in such contract.

2.1.54 Surplus Property: Real or personal County property which is not needed by the County.

2.1.55 Valid Quote: A quote response from a qualified vendreceived within the required time limit, and submitted on
the prescribed form or in the prescribed manner.

2.1.56 Vendor: A person or firm that sells goods and/or services.
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SECTION 3

3.1

3.2

3.3

RESPONSIBILITY OF USER DEPARTMENTS

Determine Goods and Services Needed and Plan For Their Acquisition

3.11

3.1.2

Determine the goods and services needed by the department to carry out its assigned duties and to adequately pla

Ensure that in exercising the authority delegated by the Board of Supervisors for the acquisition of goods and
services by the department, the laws, policies, regulations and procedurdseetinted of Hanover County and the
Virginia Public Procurement Act are not violated or circumvented.

Consolidate (Group) Purchase of Similar Items

3.21

Group purchases of like items or groups of items that can be obtained from the same typersf vEmd avoids
the appearance of arbitrarily "splitting" orders and generally results in less repetitive work and better prices.

Contract Administration

331

3.3.2

Once a contract is signed and/or Purchase Order is issued, contract administragiaineid.réContract
administration is necessary to assure a contractor's performance with the terms and conditions of a contract.

Since the user department receives goods ordered, has services provided directly to it by the contractor and
authorizes pyment, the using department also has the primary responsibility for contract administration. In that cas
where a contract is established that is used by multiple County departments (such as office supplies), the Purchasi
Department may assume primaegponsibility for contract administration. Contract administration includes such
things as:

3.3.2.1 Reviewing the purchase order issued and immediately notifying Purchasing if you detect errors on the PO.
3.3.2.2. Following up on orders if not receivexh time or request that Purchasing follow up by:
33221 Notifying Purchasing, in writing, of any complaints against the vendor, in order to allow

enforcement of contract terms. It is difficult to substantiate problems with vendors if
written recordsire not maintained.

3.3.2.2.2 Checking goods/services for compliance with specifications as soon as possible after
receipt.
3.3.2.2.3 Not increasing or decreasing the quantity ordered without the issuance of a Change Order

issued by the Purchasing Bepment.
3.3.2.2.4 Not allowing the vendor to substitute items for those ordered.
3.3.2.3 Identifying problems with contractor performance and coordinating efforts to resolve those problems.
3.3.2.4 Making sure the department pays for only thosestémeceived and at the agreed upon contract price.

Invoice pricing must be checked against contract prices to ensure appropriate payment. Making sure the
contractor receives payment in accordance with the terms of the contract.
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3.4 Vendor Contact Aer Issuance of Solicitation

Contact between user department employees and vendors, after the Purchasing Department issues a solicitation, should b
limited to the employee(s) listed in the solicitation as the contact person(s) and requests for arfdramativendors should

be referred to the Purchasing Department. Department employee contact related to existing contacts is not intended to be
restricted by this section. This should not be interpreted to restrict any informal contacts that the diepéghheish to
participate in to gather information prior to the solicitation being issued or informal quotes being obtained. Departments
should, however, emphasize to vendors that these contacts are informal and any prices or conditions disgtrisged are
preliminary. After a purchase requisition has been properly processed and a purchase order issued authorizing the vendor
proceed with supplying the goods or services, the user department is responsible for monitoring all aspects of the order to
ensure proper fulfilment. Should any problems arise, it is the department's responsibility to make the initial attempt to
resolve such problems with the vendor. If the vendor is not responsive to departmental requests, then it is the tgsponsibili
of the department to document the problems in writing and inform the Purchasing Department of the situation.

3.5 Procurement Planning
Departments must allow adequate time for the required procurement process to be carried out when planning for needed
goodsservices. Scheduling recommended by the Purchasing Department, in work days prior toamfrketion,are the

following:

3.5.1 17 5days. Informal Departmental Quote. Review of quotes and issuance of a Purchase Order for routine
goods/services wine the department has obtained the required number of valid quotes.

3.5.2 5i 15days.* Informal Unsealed Proposals.Review of draft proposals prepared by the department, review of
unsealed proposal responses, development of a written contracts@emtis of a Purchase Order
for services. The department may have obtained the required number of proposals, but the
evaluation of the proposals may require the gathering of additional information by or the detailed
review of information by the Purchasistaff.
*Add 5 days if Purchasing staff solicits proposals.

3.5.3 57 10days.* Informal Purchasing Department Quote. Review of draft specifications prepared by using
department, solicitation of quotes, evaluation of quotes received, developmeittesf ewntract
(if required), and issuance of Purchase Order.
*Add 5 days if Purchasing staff must develop/rewrite specifications.

3.5.4 107 20 days.* Formal Written Quote. Review of draft specifications prepared by user department, solicitation
of quotes, evaluation of quotes received, development of written contract (if required), and
issuance of Purchase Order.

*Add 10 days if Purchasing staff must develop/rewrite specifications.

3.5.5 307 45 days.* Sealed Bid. Review of draft specificationg@pared by using department, solicitation of bids,
evaluation of bids received, development of written contract (if required), and issuance of
Purchase Order.
*Add 10 days if Purchasing or IT staff must develop/rewrite specifications. Add an additibnal
days if Board of Supervisor approval needed.

3.5.6 457 60 days.* Competitive Negotiation (Sealed ProposalReview of draft specifications prepared by using
department, solicitation of proposals, evaluation of proposals received, development of writte
contract (if required), and issuance of Purchase Order.

*Add 10 days if Purchasing or IT staff must develop/rewrite scope of services. Add an additional
10 days if Board of Supervisor approval needed.
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3.6

3.7

3.8

Receiptandinspectionof Goods

3.6.1 The eceiving department must arrange for review of each delivery for conformance with the Purchase Order and al
other relevant contract documents and shall verify that the contractor has complied with the terms of the order.

3.6.2 Inspection should be maa# the time of delivery, if possible, or within two business days thereafter. The quicker
the inspection is made, the more likely any problems can be resolved in any claims against the contractor or shippe
The receiving Purchase Order copy is the reéogiveport and must be signed by the department and sent to the
Finance Department with the final payment request.

3.6.3 Inthe case of suspected damage; e.g., the original shipping carton is materially damaged, the department, if unabls
inspect immeditely, should write on the delivery ticket that "Possible Concealed Damage" exists.

3.6.4 The department must promptly report all discrepancies in the receipt of goods to the contractor, shipper and
Purchasing Department.

3.6.5 Any over shipments acceptdy the department must be reflected in Change Orders. If not accepting an over
shipment, the department shall notify the Purchasing Department and contractor that the over shipment will not be
accepted and advise the contractor to have the excesspiokels up.

3.6.6 If warranted for significant problems, a "COMPLAINT ABOUT COUNTY VENDOR" form may be filed by the
department.SEE SAMPLE FORM A-21 IN APPENDIX.

3.6.7 The Fleet Services Department shall be the location for delivery and inspectiomofallvehicles and heavy
equipment, unless otherwise agreed to by the Director of Fleet Services. The receiving copy of the Purchase Orde
for all vehicles and heavy equipment shall be sent to the Fleet Services Department and a copy will be sent to the
department. The Fleet Services Department shall process payment for such purchases and shall notify the
department when the vehicle or equipment is ready for use.

TermContracts Contractor Performance Report

3.7.1 The person in each respectiepartment who has responsibility for overseeitgyiacontract used by the
depart ment shall compl et e andernComd rtac ttolre PRurf olr amainn
The form shall be submitted prior to each renewal or rebid of theaednSEE FORM A27 IN APPENDIX.

Reporting of Surplus Property

3.8.1 Each department is responsible for reporting items it wishes to have disposed of to the Purchasing Department.

3.8.2 The County holds a public auction from time to time &pdse of surplus property. Each department shall submit
items it wishes to include in the auction to the Purchasing Department using the form prescribeSE&tein.

SAMPLE FORM A -25 IN APPENDIX.

383 I'tems included on t hebeGuecificalyidergifiedhy psset raunberAnsthe st of iterash a | |
submitted for disposal.
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SECTION 4

4.1

4.2

METHODS OF PROCUREMENT

General Information:

41.1

41.2

4.1.3

41.4

4.1.5

4.1.6

4.1.7

When determining the proper method of procurement, purchases may not be arbitrarilygsalifydor another
met hod of procurement. Evidence of repetitive split
delegated purchase authority.

Any document required to be signed to establish a credit account with a ventlbesigroved by the Purchasing
Department.

For those methods of procurement that allow the department of obtain quotes:

4.1.3.1 Since the Purchasing Department must approve award, and may obtain additional quotes, vendors shall nc
be given authdzation to deliver goods/services and vendors shall not be given competitors names,
competitors quoted prices, or be notified of the apparent low quote until the Purchase Order has been
issued.

4.1.3.2 The department shall complete all information retgebsn the back of the purchase requisition form for
each vendor contacted, including those who are contacted, but choose not to quote. Copies of catalog prit
sheets, order forms, and internet web pageg@nealid quotes unless pricing has been cutyererified
and the sheet contains the date verified.

4.1.3.3 The department may submit its requirements to the Purchasing Department and request that the Purchasir
Department obtain the required quotes.

Although Purchase Orders will generallyt ib@ issued for purchases below,800, a Purchase Order will be issued
for such purchases if requested by the department or vendor.

If a written contract is used in any procurement method, the contract shall be prepared, or approved, by Purchasin
Department staff and is subject to approval by the

If multiple price quotes are obtained, except for an Informal Unsealed Proposal or Request for Proposals, award
shall be made to the lowest responsive and responsilderbid

If specifications submitted by the department are written with only a single "brand name" description, or written
based upon the specifications of a single product, a written justification signed by the department head stating why
additional bands are not acceptable and/or could not be used in specification development must be submitted with
the purchase requisition. Purchasing Department staff will review and either approve or reject the justification. If
rejected, Purchasing Department steff explain the reasons for rejection and work with the department to modify
the specifications to make them acceptable.

Small PurchasProcedure$ 50,000.00 and leséProfessional Services $ 30,000 and less)

421

Direct Purchase $50.00 and les

4.2.1.1 The purchase of goods/services not exceeding $ 50.00 when the vendor is paid by the employee at the tirm
of sale.

4.2.1.2. Direct purchases should be kept to a minimum and should be used only for essential goods and services.
Examples of diret purchases are payment of toll charges, parking fees, library copy costs, etc.
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4.2.2

4.2.3

4.2.1.3 Reimbursements for direct purchases are made to the employee by the Finance Department upon
presentation of an approved receipt, or by County check if the emplalyeets a request for
reimbursement. The receipt should be coded with the proper budget code(s), signed and dated by the
department head and a brief note made as to the nature of the purchase. Reimbursement will not be made
without an approved receipt.

4.2.1.4 Prior approval of the Purchasing Department is not required.

Direct PurchaseVendor Account$ 5,000 and les§ Purchase Order Not Required

4.2.2.1 Any documenthatmust be signed to establish credit must be reviewed by the County &ttgré s Of f i ¢
Purchasing Department prior to the purchase.

4.2.2.2 Departmentsnustcheck forappropriatec ont r act or 6 s i nsurance and |ice

4.2.23 The purchase of goods/services not exceediB@®.00 when the vendor charges the County ormpan o
charge account.

4224 Use the Countyds Purchasing Card when possible.
the purchasing card because documentation of the purchase must be kept in the department files. Paymel
for such goods anservices should be made by payment voucher, unless the Purchasing Card was used. A
purchases made using the Countyédés Purchasing Ca
and Regulations.

Informal Departmental Quote  $5,000.01- $ 15,000.001 Purchase Order Required

4.2.3.1 THIS METHOD OF PROCUREMENT MUST NOT BE USED TO ESTABLISH TERM
CONTRACTS.

4.2.32 Department®r Purchasing staffiay obtairthreevalid quotes for any purchase of goods or services not
expected to cost mothan $15,000.00. Award must be made to the lowest responsive and responsible
bidder.

4.2.33 Although written specifications are preferable, they are not required if the desired good/service is relatively
standard so there is little chance of confugiver what is required and the time and expense of
specification preparation is not warranted.

4.2.34 Where a service is involvedepartments mustefine the character, quality and scope of the service. For
goods,departments mustevelop a brief summna of the desired characteristics and quality of the
commodity. This can be done in reference to performance, physical characteristics, or both performance
andphysical characteristics.

4.2.35 The Purchasing Director may waive the $ 15,000 maximum fiimijuotes obtained by departmentsen
the Director determines, based on documentation provided by tlaingitilepartment, that there has been
adequate provision for competiti on Suochdetdrrhiratton t he
shall be inwritten form and lept in the solicitation file.
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4.2.4 Informal Purchasing Department Quotes $ 15,000.01- $ 30,000: Goods and Services

4.2.4.1 THIS METHOD OF PROCUREMENT MUST NOT BE USED TO ESTABLISH TERM
CONTRACTS IF THE TOTAL VALUE O F THE CONTRACT, INCLUDING ALL YEARS OF
RENEWALS, WILL EXCEED $30,000.

4.2.4.2 ONLY Purchasing staffnay use this procedure to obtain informal quotes when a formal written
solicitation is not required. Informal quotes may be obtained by telephone,ifacememail, with or
without written confirmation. Departments must submit a purchase requisition with a description of the
goods/services to be procured and the Purchasing Department staff will obtain the required quotes.

4.2.4.3 Three quotesre reqired for purchases expected to cost betwe&0$0.01 and 80,000. The Purchasing
Director may waive the requirement for the third quote on a case by caswhasithe Director
determines, based on documentation provided by thetiniidepartmenthat there has been adequate
provision for competition and t Isah deterimieatiomahalvbe in i
written form and kept in the solicitation file.

4.2.4.4 A written two-party contract may be required at the dision of the Purchasing staff.

4.2.4.5 Written documentation of the quotes obtained must be kept in the procurement file.

4,25 Formal Written Quote  $30,000.01- $50,000.00 Goods and Services

4.2.5.1 THIS METHOD OF PROCUREMENT MUST NOT BE USED TO ESTABLISH TERM
CONTRACTS IF THE TOTAL VALUE OF THE CONTRACT, INCLUDING ALL YEARS OF
RENEWALS, IS ESTIMATED TO EXCEED $ 50,000.

4.2.5.2 Issued by the Purchasing Departm@nLY .

4.2.5.3 A minimum offour sources shall be solicited.

4.2.5.4 For services wly, a written tweparty contract may be required at the discretion of the Purchasing staff.

4.2.5.5 Any information the department has available, such as specifications obtained from vendors and
solicitations issued by the State or other municipalitiesisl be submitted with the purchase requisition. .

4.2.6 Informal Unsealed Proposals $ 50,000 and lessGOODS AND SERVICES

4.2.6.1 THIS METHOD OF PROCUREMENT MUST NOT BE USED TO ESTABLISH TERM
CONTRACTS IF THE TOTAL VALUE OF THE CONTRACT, INCLUDING ALL YEARS OF
RENEWALS, WILL EXCEED AMOUNTS STATED IN 4.2.6.

4.2.62 The Purchasing Department must approve the issuance of Informal Unsealed Proposals.

4.2.6.3 Informal Unsealed Proposals shall be sent to a minimum obffenorsselected fronthe eVA
bidder/offeror list maintained by the Commonwealth of Virgimiagl toprospectiveofferorsdeveloped
from other sources.

4.2.64 The department may develagcope of servicewith or without the assistance of offerors selected in

4.2.6.3 abovgprovided that offerors shatiotbe paid for their assistancerhe Purchasing staff will review
and approve the scope of serviedsl sendt to at leasthefour vendorsselected in4.2.6.3 above
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Departments shall also provide Purchasing staff the criteida used for evaluation prior to proposals

being sent to prospective offerors. Criteria should include vendor qualifications, the proposed schedule,
and proposed fees, and may include other applicable criteria. A weighted point value must befassigned
each criterion and the sum of the point values must equal 100 points.

4.2.65 Departments lay conduct telephone or personal interviews with gardspective offerar During the
interviewnegotiation discuss the scope of services and obtain suffiagidormation to evaluate the vendor
on the criteria listed. A written score fromi @00 must be assigned to each vendor, based on the
established criteria, and award recommended to the vendor with the highest score. The evaluation of price
must be mada the same manner as in the formal RFP process.

4.2.66 After the interviewiegotiationsare held, obtain written confirmation eéchofferorsfinal offer. The
confirmation must include at least the scope of services, fee and schedule. Sulkencibtfiemations, the
award recommendation, and the written score sheets listing the evaluation criteria and score assigned for
each criteria with the purchase requisition. If only one response is received, the department shall contact
the vendors who didot respond and attempt to determine why no response was submitted. Documentation
stating why these vendors did not respond must be submitted prior to a contract being awarded.

4.2.67 A written two-party contract is required.

4.3 Sealed Bid: Above $ 50,000 GoodsServices and Construction

4.3.1 Issued by the Purchasing Department <t Y. Upon a determination made in advance by the using department
and approved by Purchasing Department staff, goods, sereaestructioror insurance may be pro@d by
competitive negotiation. The writing shall document the basis for this determination, and the findings and
determinations shall be retained in the procurement file.

4.3.2 Competitive sealed bidding is a method of vendor selection that includiedldéng elements:

4.3.2.1 Issuance of a written invitation to bid by the Purchasing Department containing or incorporating by
reference the specifications and contractual terms and conditions applicable to the procurement. The
invitation shall alsoriclude a statement of any requisite qualifications of potential vendors.

4.3.2.2 Public notice of the invitation to bid at least 10 days prior to the date set for receipt of bids by posting in a
designated public area, or publication in a newspapegmdmgl circulation, or both. In addition, bids may
be solicited directly from potential contractors. Any such additional solicitations shall include businesses
selected from a list made available by the State Department of Minority Business Enterprise.

4.3.2.3 A pre-bid conference may be scheduled to allow the County to present the details of the proposed
procurement and to allow prospective bidders to ask questions. Hudpzenference is held, the bid
Invitation and any advertisement issued moslude notice of the conference. If the-pid conference is
"mandatory, those attending are required to sign an attendance sheet and bids will be accepted from only
those vendors signing. Mandatory i conferences should be used only in instamdese crucial
information must be given to prospective bidders. Points of contention are noted and, if deemed necessary
by the Purchasing Department, a written addendum to the invitation is sent to all bidders. Only written
addenda issued by the Purchgdidepartment change the requirements of the invitation issued. Bidders
should note receipt of all addenda in their bid response.

4.3.2.4 Public opening of bids where all bids received are read aloud.

4.3.2.5 Evaluation of bids based upon the requirataeset forth in the invitation, which may include special
qualifications of potential contractors, lifgcle costing, value analysis, and any other criteria such as
inspection, testing, quality, workmanship, delivery, maintenance/service costs, wafgaatiantees and
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4.3.3

4.3.4

4.3.5

4.3.6

4.3.7

4.3.8

suitability for a particular purpose may be considered in evaluating a bid only if these special requirements
are described accurately and completely in the bid invitation. No changes affecting the determination of
award are permitted &ir in the requirements of the bid or the bid price.

The bid invitation is issued to vendaslected from eVVAany prospective bidders furnished by the departragiot,
to othervendors identifiedy the Purchasing staf\When the bid invitation issued, the department is sent a copy
of the invitation issued. Bids are posted on the Purchasing Department web page.

Bids are accepted in the Purchasing Department prior to the time fixed for the opening of the bid. Bids not receive
in the PuchasingDepartmenprior to the time set for the receipt of bids are not considered. Should the County
administration offices be officially closed on the date and at the time set for a bid opening, the bid opening shall be
postponed until the same time thre next day the County is officially open for business. While the apparent low
bidder may be announced at the bid opening, formal award occurs only after the bids have been evaluated by the
using department and the Purchasing Department. This incleckpt and evaluation of all documents necessary to
determine responsiveness and responsibility.

Following the bid opening, the department is sent a copy of the Bid Summary which shows all bidders, their bid
prices, and payment terms. The actudslare kept in the Purchasing Department. Bids may be reviewed in the
Purchasing Department. Copies will be made for the department upon request. The department should carefully
evaluate the bids, beginning with the apparent low bid, and upon compksitd the Purchasing Department a
recommendation of award. The Purchasing Department will review the department recommendation and proceed
with the award process, if it concurs, or otherwise, contact the department.

The reasons for any determiivett of norresponsiveness and/or noesponsibility shall be documented in the
Purchasing Department bid file.

A minimum of four sources must be solicited unless a written waiver is approved by the Director of Purchasing.

For services onlya written tweparty contract is required.

4.4 Request for Proposals (RFP): Abové& 50,000 Goodsand Service$

4.4.1

4.4.2

4.4.3

Requires the issuance of a written Request for Proposals (RFP) by the Purchasing Departi@iit $taff
There are two types skrvices procured through the use of sealed proposals:

4.4.2.1 Professional servicess defined as work performed by an independent contractor within the scope of the
practice of accounting, actuarial services, architecture, land surveying, landsddigetare, law,
medicine, optometry, pharmacy or professional engineering. Where a need to utilize the services of one of
these professions is establistaaiwhere small purchase procedures are inapplicable, it shall be the
responsibility of the departmefor which the services are to be performed to prepare a written RFP.

4.4.2.2 Non-professional servicesredefined as any services not specifically identified as professional services in
the definition of professional serviceBriorto making use athe competitive negotiation process for non
professional services procurement, a determination must be made by the Department Head, in writing, sen
to the Director of Purchasing, that competitive sealed bidding is either not practicable or not fiscally
advantageous to the public. The writing shall document the basis for the determination, be signed by the
department head, or designee, and be retained in the purchasing file.

Goodsand nonprofessional services not expected to cost more BA@mMay be procured under the applicable
Small Purchase Procedures.
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4.4.4

4.4.5

4.4.6

4.4.7

For services onlya written tweparty contract is required.

A contract for architectural or professional engineering services relating to construction projects may be negotiated
for multiple projects provided (i) the projects require similar experience and expertise, (ii) the nature of the projects
is clearly identified in the Request for Proposal, and (iii) the contract term is limited to one year or when the
cumulative total prject fees reach the maximum cost authorized in this paragraph, whichever occurs first. Such
contract may be renewable fimur additional oneyear termsipon mutual written consentJnder such contract, (a)

the fair and reasonable prices, as negotiateal| be used in determining the cost of each project performed, (b) the
sum of all projects performed in one contract term shall not exoesenhillion dollars; and (c) the project fee of any
single project shall not exceedl$00,000 Any unused amous from the first contract term shall not be carried

forward to the additional term. Competitive negotiations for such contracts may result in awards to more than one
offeror provided (1) the Request for Proposal so states and (2) the following profoediis&ributing multiple

projects among the selected contractors is used.

4.4.5.1 The County shall distribute projects for services relating to construction among architectural or professiona
engineering contractors that have received an award pttsuamultiple award process based on a written
determination by the using department of which contractor is best suited to perform the respective task. Tt
department shall base its evaluati on o rapabildiesh A/
performance record, location with respect to the project, and other factors as may be pertinent to the
particular task. The written determination sha

The RFP is issued to vendamlected frm eVA, any prospective vendors furnished by the departmehé RFP
shall also be sent wthervendors identifiedy the Purchasing staffAdvertisement, a minimum of 10 days prior to
the date of opening, in a newspaper having general circulation imvElaGounty is required.

In general, an RFP should contain the following elements:

4.4.7.1 ProjectTitle

4.4.7.2 General Information, Background and Description of the Prejgioe a brief summary of the project
which may include history, gis and objectives.

4.3.7.2.1  Any preproposal conferences or site visits must be mentioned in the RFP and the
advertisement of the RFP.

4.3.7.2.2 Identify any information which will be supplied by the County.

4.4.7.3 Scopeof Work - the RFP must inclle specific requirements to be addressed by offerors which will be used
in evaluating the proposals and specify and describe the activities for which the contractor will be
responsible, including any unique capabilities or qualifications which will béreshaf the contractor. Be
consistent in using terminology. Use the word "contractor" to describe the person/firm performing the
requirements of the contract.

4.47.3.1 Care must be exercised in placing mandatory provisions in an RFP. The use ofitgras s
"shall" and "must" indicate a mandatory provision aadnotbe waived during negotiations.

4.4.7.3.2 Specify optional provisions through use of terms such as "should" and "may", or "preferred".

4.4.7.4 General Terms and Conditionsclude apgtable contractual terms and conditions. These must include
general terms and conditions supplied by the Purchasing Department.

4.4.7.5 Scheduldor Completion- include a schedule of completion dates or times after Notice to Proceed for
contractor's wd.
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4.4.7.6 ProposaFormat- outline the format to be used for proposal responses from offerors. Keep in mind the
evaluation criteria when establishing the format and requiring or requesting information. Remember that
you should ask for information thwill allow you to evaluate based on the evaluation criteria listed in the
RFP.

4.4.7.7 Criteriafor Reviewof Proposals the RFP must contain the criteria to be used in the evaluation of
proposals. Remember that proposals must be evaluated basedcdtetia listed and that information
must be requested or required in the format section that will allow evaluation based on the information
included in the evaluation criteria. Include the names of selection committee members and the RFP
evaluation criéria "weights" when submitting the draft RFP to the Purchasing Department. Weights must
be assigned prior to issuance of the RFP and the weights assigned should measure the relative importance
the respective criteria. No factor should be assignedHass percent and the sum of all weights must
equal 100 percent. Evaluation criteria weights are not put in the RFP and must not be discussed with
prospective offerors.

4.4.7.7.For nonprofessional services RFP's, price may (and probably shoeilai levaluation criteria and
may (and probably should) be requested in the RFP, but price need not be the sole or determining
factor.

4.4.7.7.For professional services RFP's, price may (and probably should) be an evaluation criter but
of services(price) and estimate®f man-hours cannot be requested in the RFPPrice is not
the sole determining factor. In the professional services negotiation pnogedsnding
estimates of project cost and professional fees, which may include estimates ohr@urs
may be discussed at the discussion/interview stage.

4.4.7.8. Submissiorof ProposalsaindContactPerson the department should provide the name of a staff member
knowledgeable about the proposal who would be able to answer questions abouytdkealpro

4.4.7.9 Appendices attach any information which may be of assistance to the firm in understanding the project and
in preparation of their proposal response.

4.4.7.10Contract- include a sample form contract to be used as a basis for begmegotiations.

4.4.8 Evaluation of proposals

4.4.8.1 After receipt of proposals in the Purchasing Department, the only information available to offerors
and general public, until an award is made, are the names of those submitting proposals.

4.4.8.2 Sdection committee members are sent copies of the RFP issued, forms containing the evaluation criteria
and the RFP POINT VALUE assigned to each evaluation criteria listed in the RFP. Each proposal is
evaluated by each member of the selection committeleobasis of the information submitted in the
proposals and each committee member should complete a Proposal EvaluatioSEBr&AMPLE
FORM A-17 IN APPENDIX. Proposals must be evaluated using these criteria itéPngposals should
not be evaluated amest one another but rather against the evaluation criteria. The basic procedure to be
followed in using the proposal evaluation form is on the back of the Proposal Evaluation Form. Prior to the
committeeme mb eeavidnasof proposal responses, the conweitchairman should review the procedures
for evaluating the proposal responses with the committee.
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4.4.8.3

4.48.4

4.4.8.5

4.4.8.6

4.48.7

4.4.8.8

The Selection Committee should meet as a group after having read and individually evaluated the proposa
to allow committee members to dissutheir respective reasons for their scoring based upon the relative
merits and/or deficiencies of each proposal. At this meeting, the Selection Committee should arrive at a
consensus score for each offeror and record the scores on the Summary Eviatuation

If references are contacted during the evaluation process, it is preferable to have all committee members
present to hear what is discussed and to ask the same questions of each reference. This will help eliminat
misunderstandings beé®n members and offerors. One way to accomplish this would be to contact the
references, by speaker phone call, when the committee meets. The Committee Chairman must submit a
written record of the reference checks with the final evaluation forms. tboelref reference checks

should include at least the name of the reference, date contacted, contact person and phone number and
summary of the conversation.

Committee members should not discuss the status of the evaluations with any offetbe dhtilchasing
Department has reviewed and approved the evaluation process. Questions from offerors should be directe
to the Purchasing Department. Following each evaluation of the proposals, the Committee Chairman is
responsibldor completingthe Sumnrary Evaluation Form and submitting it, along with the negotiated fees
used in the evaluation, to the Purchasing Department for review and approval as to procedure. The
Committee Chairperson should indicate on the Summary Evaluation Form, those offemistesviewed
(shortlisted). Any information received from offerors after the original proposal submittal (e.g., project
costs, norbinding fee estimates, proposed changes in scope, etc.) must be submitted with the Summary
Evaluation Form. Once the duation forms have been approved by the Purchasing Department, the
Committee Chairman will be notified that the selection process may continue.

A minimum of two firms must be involved in the discussions/interviews, unless only one offer was
received.

Upon approval of the process by Purchasing, the Committee Chairman will be naotified that shortlisted
offerors may be contacted to establish interview/discussion appointments. To be able to respond to
guestions from offerors about the statéithe selection process, the dates, times and location for the all
interviews must be submitted to Purchasing once appointments have been set. Repetitive interviews are
allowed.

When evaluating and scoring the prices in proposals, every attemspbe made to establish a direct
relationship between the proposal price offered and the number of points assigned. For example, if the RF
POINT VALUE for price is 10 points and the prices stated by the respective firms are A=$ 10,000, B = $
13,250and C = $ 14,200, barring mitigating circumstances (which must be documented and submitted with
the evaluation forms), price should be evaluated by a method similar to the following:

LowestOfferorsPrice RFP POINT Evaluation
OfferorsPrice X VALUE = Score
$10,000
$10,000 =1 X 10 = 10
$10,000
$13,250 =754 X 10 = 8 (rnd)
$10,000
$14,200 =.704 X 10 = 7 (rnd)
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4.4.8.9 Itis important that the same committee members participate throughout the entire process in order to
maintainconsistency in the evaluations. Please be aware that the completed forms are kept in the proposa
file and are available for public inspection after an award recommendation has been made.

4.4.9 Conducting Negotiations (discussions/interviews)

4.4.9.1 The methods of selection for professional services RFP's and other than professional services RFP's are

different.

449.1.1

4.49.1.2

Professional ServicesThe County shall engage in individual discussions with two or more
offerors it deems fully qualified, rpsnsible and suitable on the basis of initial responses and
with emphasis on professional competence, to provide the required services. Repetitive
informal interviews shall be permissible. The offerors shall be encouraged to elaborate on
their qualificatons and performance data or staff expertise pertinent to the proposed project,
which may include alternative concepit the discussion stagethe County may discuss
nonbinding estimates of total project costs, including, but not limited teg\ldke costing, and
where appropriate, nonbinding estimates of price for services. Proprietary information from
competing offerors shall not be disclosed to the public or to competitors. At the conclusion of
discussions, on the basis of evaluation factors gt in the requeandall information
developed in the selection process to this point, the County shallisefleetorder of
preferencetwo or more offerors whose professional qualifications and proposed services are
deemed most meritorioudegotiations shall then be conducted, beginning with the

offeror ranked first. If a contract satisfactory and advantageous to the County can be
negotiated at a price considered fair and reasonable, the award shall be made to that offeror.
Otherwise, negotiationsith the offeror ranked first shall be formally terminated and
negotiations conducted with the offeror ranked second, and so on until such a contract can be
negotiated at a fair and reasonable price. Should the County determine in writing and in its
solediscretion that only one offeror is fully qualified, or that one offeror is clearly more highly
qualified and suitable than the others under consideration, a contract may be negotiated and
awarded to that offeror.

Non-Professional ServicesSelection shall be made of two or more offerors deemed to be

fully qualified and best suited among those submitting proposals, on the basis of the factors
involved in the Request for Proposals, including price if so stdtediotiations shall then be
conducted with each of the offerors so selectedPrice shall be considered, but need not be
the sole determining factor. After negotiations have been conducted with each offeror so
selected, the County shall select the offeror which, in its opinion, hasthebest proposal,

and shall award the contract to that offeror. Should the County determine in writing and in its
sole discretion that only one offeror is fully qualified, or that one offeror is clearly more highly
gualified than the others under consat®n, a contract may be negotiated and awarded to

that offeror.

4.4.9.2 When holding discussion (interviews) with, or conducting negotiations with offerors, information provided
by one offeror, including price, shall not be discussed with or madkaklesio other offerors.

4.4.9.3 Written documentation confirming any changes to proposals that were agreed to during negotiations must
be obtained from each offeror with whom negotiations are conducted and submitted to the Purchasing
Department with thether evaluation information. This documentation becomes part of the permanent RFP

file.
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4.4.9.4 Should any offeror fail to attend a scheduled discussion appointment, the appointment should be
rescheduled provided the offeror provided satisfactory amdreg notification of his inability to keep the
appointment.However, should an offeror fail to attend a scheduled appointment and fail to provide
satisfactory or advance notice, the offeror may be disqualified.

4.4.9.5 Proposals may contain proprietamaterials and trade secrets. There is specific language in the RFP that
states the requirements for submission of such materials. Should the proposal comply with the stated
requirements, care must be exercised by committee members in the handlingroptletary materials to
avoid the disclosure of proprietary material. Should there be questions about proprietary materials in a
proposal response, please contact the Purchasing Department.
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SECTION 5

51

5.2

SPECIAL PROCUREMENT PROVISIONS

Standardization of Products

511

51.2

The County Administration has determined that in the interests of the County to control the cost of maintenance an
operation, training, quality and reliability of certain products, certaindoram a me pr oduct s shal |
substituteodo items.

To qualify as a standardized product and be bid as
the request for standardization must be submitted to and approvesl Diyehtor of Purchasing, or by the County
Administrator.

Fee Paid Instructional Services

521

In order to promote competition in the provision of-fe@d instructional services to the citizens of Hanover County,
the procedures listed below shiadl followed in acquiring any such services:

5.2.1.1 For instructional services, where the payment to the instructor for an individual contract does not exceed
$ 5,000, the staff of the Department shall select an instructor based upon consideratiastae
proposed instructional fee, the qualifications of the instructor, and other factors it deems relevant to the
particular situation. Documentation of the reasons for selecting a particular vendor shall be kept in the
permanent files of the Deparemt and the Department shall send a summary list of these transactions to the
Purchasing Department monthly. The Department shall also keep in its permanent files, a copy of the
approved and signed contract between the instructor and the County. Traetcslmll be in a form
approved by the County Attorney's Office.

5.2.1.2 For instructional services where the payment to the instructor for an individual contract is expected to
exceed 35,000 but not expected to exceed3000, the Department or Pursiveg Department shall solicit
informal quotes or proposals and may advertise or take other measures necessary to solicit a minimum of
two quotes or proposals for the desired instructional service. A record of the procurement transaction shal
be maintaind in the permanent files of the Department. This record shall reference details such as the
desired qualifications of the instructor, the names, addresses and telephone numbers of those individuals
contacted, the quoted pricesid acopy of the approvednd signed contract between the instructor and the
County, and any other information relevant to the transaction. No contract shall be entered into for
instructional services for an individual contract in excess®080 until the procurement process teeen
approved by the Purchasing Department.

5.2.1.3 For instructional services where the payment to the instructor for an individual contract is expected to
exceed $5,000 but not expected to exceeB000, thePurchasinglepartment shafolicit qudesor
proposals and may advertise or take other measures necessary to solicit a minimum of three quotes or
proposals for the desired instructional service. A record of the procurement transaction shall be maintaine
in the permanent files of the Departmhe This record shall reference details such as the desired
gualifications of the instructor, the names, addresses and telephone numbers of those individuals contacte
the quoted prices, a copy of the approved and signed contract between the instclitterGounty, and
any other information relevant to the transaction. No contract shall be entered into for instructional service
for an individual contract in excess o6®00 until the procurement process is approved by the Purchasing
Department.
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5.3

5.4

5.2.2

5.2.1.4 For instructional services where the payment to the instructor for an individual contract is expected to
exceed $0,000, the Department staff shall prepare detailed written specifications or a detailed scope of
services. These specificatiorsat be submitted to the Purchasing Department and shall serve as the basis
for solicitation of Sealed Bids or Request for Proposals by the Purchasing Department.

Prior to the selection of instructors (not less often than once per year), the Bapatiall advertise in a newspaper
of general circulation within the County for the purpose of soliciting the interest of potential instructors. The
Department shall maintain a list of vendors, send a copy to the Purchasing Department and shak lislize itis
solicitations.

Emergency PurchaseSEE SAMPLE FORM A-11 IN APPENDIX.

531

5.3.2

5.3.3

Many emergencies may be avoided by proper planning. It is the responsibility of each department to anticipate
future requirements and to plan accordingly. Tike of emergency purchases for failure to anticipate normal
requirements must be avoided, particularly where:

5.3.1.1 Depletion of stock occurs because of lack of foresight in anticipating needs;

5.3.1.2 Repairs that have been needed for some time itaifgys or equipment suddenly can no longer wait and
must be immediately resolved,;

5.3.1.3 The emergency ordering of materials occurs for a project immediately prior to the time for the use of such
materials, despite the fact the department could anddshaue anticipated such requirements weeks or
months in advance.

When it is necessary to make an emergency purchase, the procedures to be used are as follows:

5.3.2.1 During office hours the user department shall immediately notify the Direct®&unchasing, who shall
either purchase directly or authorize the purchase of needed supplies or services.

5.3.2.2 Duringotherthanoffice hours the user department shall purchase directly any supplies or services needed
to meet an existing emergency.

Immediatelyfollowing the purchase of any goods or services under this emergency purchase procedure, the
department shatiomplete theNOTICE OF EMERGENCY PURCHASE CONTRACT AWARD, itemsiland the
information on the back of the form

Sole SarceProcurement SEEAMPLE FORM A -14 IN APPENDIX.

54.1

54.2

54.3

Upon a determination in writing, on a form approved by the Purchasing Department, that only one source is
practicably available for that which is to be procured, a contract may be negotiated eseHawahat source

without informal quotations, formal quotations, competitive sealed bidding or competitive negotiation. This differs
from a proprietary procurement where there is a single manufacturer of a required good/service but competitive
prices ae available from several vendors.

Factors which are utilized in evaluating the practicable availability of a product or service include technology,
specialization and unique character.

Approval of sole source procurements is the respoitgibil the Purchasing Department. The department
requesting a sole source procurement shall be responsible for compleN@THeE OF SOLE SOURCE
PROCUREMENT CONTRACT AWARD formitems 13, and the information on the back of foem.
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5.5

5.6

5.7

Purchase ofJsed Equipment

551

5.5.2

5.5.3

5.54

5.5.5

Used equipment is defined as that equipment which has been previously owned and used.

The purchase of used equipment expected to cBB{0R0 or less shall be purchased in accordance with the
following guidelines:

5.5.2.1 Forpurchases expected to cost $ 5,000 or less, the department and/or Purchasing Department shall
negotiate with the vendor(s) and shall obtain competition whenever practical. Price reasonableness shall |
considered in making the award.

5.5.2.2 For purchass expected to exceed $ 5,000 but not exce#JdPO0, proposals shall be solicited from a
minimum of two potential sources. Proposals shall be obtained in writing and shall be evaluated by the
department and/or Purchasing Department staff and awardshathde to the vendor making the offer
deemed to be in the best interest of the County. Price reasonableness shall be considered in making the
award.

For purchases expected to exced) P00, a sealed bid or sealed proposal shall be issued.

Prior to the award of a contract for used equipment, a person technically knowledgeable of the type equipment
sought shall document in writing to the Purchasing Department the condition of the goods stating that its purchase
would be in the best interassdf the County. The Director of Fleet Services, or his designee, should document all
vehicles and motorized equipment. Price reasonableness shall be considered in making the award.

A purchase order shall be issued for the purchase of used equijpif@ving the same procedures as that for new
equipment.

Bidding Procedures for Projects When Credits Are to be Given

If departments give "credits" to developers for completion of projects, certain bidding guidelines must be followed. These
guiddines are set out in memorandum form to the department head and revised from time to time as procedures change. |
the department's responsibility to see that the bidding procedures are followed and appropriate documentation of such is ke
on file inthe department.

Two-Step Competitive Sealed Bidding

571

5.7.2

This process may be considered when it is impractical to initially prepare a definitive purchase description to suppo
award based on price.

Step One: An Invitation to Bid is prepacgstating requirements in general terms and asking for a technical proposal
response describing how the bidder intends to meet the requirements stated in the bid invitation, including what
goods, services and/or equipment will be provided. The bid imorntahall distinguish between any mandatory and
optional requirements and any information required to be submitted by the bidder. The bid invitation shall explain
the twostep process and that pricinguist to be included with the technical response e Tésponses are publicly
opened but only the names of the bidders are announced. Responses are then evaluated and those meeting the
mandatory requirements are selected. Bidders may be contacted for clarification information suBe#pethses

shall bebased upon the technical proposal submittd&EGOTIATION OF CONTENT IS NOT PERMITTED.

Only bidders selected under the above procedures are allowed to participatewostep
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5.8

5.7.3

Step Two: An Invitation to Bid is prepared which includes a pricgupedule and references the original step one

bid invitation by title and bid number. The bid responses are publicly opened, evaluated and award is made to the
lowest responsive and responsible bidder. The contract shall reference both bid invitatithestachnical

response submitted by the bidder.

Cooperative Procurement and Contracts of Other Public Bodies

58.1

5.8.2

Cooperative Procurement

5.8.1.1 Any public body may participate in, sponsor, conduct, or administer a cooperative procurenm@meagre
on behalf of or in conjunction with one or more other public bodies, or public agencies or institutions or
localities of the several states, territories of the United States, or the District of Columbia, for the purpose o
combining requirements tagrease efficiency or reduce administrative expenses in any acquisition of
goods and services.

5.8.1.2 Any public body that enters into a cooperative procurement agreement with a county, city, or town whose
governing body has adopted alternative polieied procedures pursuant to subdivisions 9 and 10 of Va
Code 82.2- 4343shall comply with the alternative policies and procedures adopted by the governing body
of such county, cityor town.

Purchase from other contracts awarded by another public body:

5.8.2.1 Except for contracts for professional services, a public body may purchase from another public body's
contract even if it did not participate in the request for prapasinvitation to bid, if the request for
proposal or invitation to bid specified that the procurement was being conducted on behalf of other public

bodies.

58.2.1.1

58.2.1.2

58.2.1.3

5822 The

A public body may purchase from any authority, department, agency or institutioa of t
Commonwealth's contract even if it did not participate in the request for proposal or
invitation to bid, if the request for proposal or invitation to bid specified that the
procurement was being conducted on behalf of other public bodies.

County Purchasing Department staff must approve all purchases made from another
public bodyds contract(s) once the sum o
commodities or services exceeds the Coun

5.8.2.1.2.1 Purchasemmay not be split to avoid exceeding the single quote limit.

5.8.2.1.2.2 A Purchase Order is required for purchases from other public bodies if
the sum of all purchases from the contract is expected to exceed the
Countybés single quote | imit.

Prior to approving purchases from anothe
Department will generally require documentation that assures compliance with statutes
governing such procurements. This documentation will generally include following:

5.8.21.3.1 A copy of the bid issued by the public body;
5.8.2.1.3.2 A copy of the signed contract, or copy of a signed Purchase Order;
5.8.2.1.3.3 Documentation of contract pricing.

County may purchase fr om 0 Gtés)iftoedid orrequestfesr, o

proposal meets the requirements in this Section 5. Unfortunately most GSA schedules are awarded as the
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result of a process that does not comply with the VPPA.

SECTION 6 SPECIFICATIONS

6.1

6.2

6.3

Responsibility

6.1.1 Departnent- It is the responsibility of the user department to prepare specifications for the products or materials
needed which are clear, concise, definitive and not be restrictive to limit competition. If requested, the Purchasing
Department will gladly assi the department in gathering information and preparing specifications. The preparation
of good specifications is essential if the Purchasing Department is to obtain the required products or materials withi
a time generally acceptable to the using dmpamnt. Incomplete and restrictive specifications cause delays
processing the procurement.

6.1.2 Purchasing Departmentt is the responsibility of the Purchasing Department to review, modify if necessary and
approve specifications. The Purchasing Depant will make every effort to ensure that specifications are not
restrictive to the detriment of securing the maximum feasible degree of competition. Specifications that the
Purchasing Department determines to be proprietary shall not be issued depatiment shall be required to
develop nonproprietary specifications.

Composition of a Good Specification

Specifications are intended to assure that items purchased have the essential quality and performance characteristics withc
being unnecessdyirestrictive and inhibit competition. Every effort should be made in specification development to prepare
specifications that encourage competition to the maximum feasible degree. It is through the specification process that a
particular level of qualit of goods or services is established, and thus it is very important that appropriate emphasis be place
on specification development to ensure quality control. Specifications shexddoe written to favor a particular vendor.
Specifications should baetailed to afford a basis for full and fair competitive bidding upon a common standard.

A good specification should:

6.2.1 Identify reasonable minimum requirements. Mmsential requirements such as size, weight, color, etc. should be
used only if abslutely essential to the usefulness of the product or material.

6.2.2 Be as simple as possible while being as specific as necessary to prevent loopholes which would allow a bidder to
evade its provisions and take advantage of another bidder of the Céugtypd specification should be capable of
being checked.

6.2.3 Be capable of being met by several vendors.

6.2.4 Indicate where and when the product or material is needed.

Types of Specifications

6.3.1 Generic specification- A generic specificadn describes the required features (performance) and/or characteristics
(design) of the product or material rather than stating a brand name. A generic specification is the preferred type o
specification.

6.3.2 Brand name or equal specificationr Abr and name or equal specification s

make and model name for a specific product or material in order to convey the general style, type, character and
quality of the desired article. The use of brand name or equalisp#oifis should be used sparingly.
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6.4

6.5.

6.6

6.3.2.1 Unless stated otherwise in the bid invitation, the use of a specific brand, make or manufacturer does not
restrict bidders to the specific brand, make or manufacturer named. Any product or material that th
County, in its sole discretion, determines to be the equal of that specified, considering quality,
workmanship, economy of operation and suitability for the intended purpose, shall be accepted.

6.3.2.2. For solicitation of products or materials expediedost in excess of $,000, more than one brand name,
make or manufacturer should be named. If only one brand is provided, it is the responsibility of the using
department to substantiate why only one brand will fulfill its needs. Failure to knotvesfavailable
products or material, without documented efforts to establish other sources, is not generally sufficient
substantiation. If such substantiation can be made, the purchase is a proprietary specification.

6.3.3 Proprietary specification - A proprietary specification restricts the acceptable product or material to those of one
manufacturer. This is the least preferred type of specification since it generally results in higher costs. If this type
specification is used, every effort shouldrbade to solicit competition among different distributors who carry the
product or material.

6.3.4 Design specification A description setting forth the essential characteristics the item must possess to be considere
for award.

6.3.5 Performance Speciication - A description setting forth the minimum requirements the item bid must be able to
accomplish to be considered for award.

Vendor Assistance in Specification Preparation or Review

6.4.1 Whenever vendor assistance is solicited in establigpegifications, the vendor must be told that this help is being
sought to develop specifications which may be included in a competitive solicitation and that the vendor will not
receive favorable treatment in determining the award. The vendor museatsade aware that there will be no
compensation for assistance provided.

6.4.2 When a department has receives vendor assistance in preparing specifications, the department must identify to the
Purchasing Department the vendor who supplied assistanceinfdrimation is helpful in eliminating restrictive or
proprietary provisions from the specifications, and in making sure that vendor in included in the list of potential
bidders.

Comments Concerning Specifications

Any prospective bidder or offerevishing to make comments concerning specifications or other provisions of a County
issued Formal Quote, Invitation to Bid or Request for Proposals may do so by submitting such comments in writing to the
Director of Purchasing not later than the time sec#ffied in the solicitation, or if not so specified in the solicitation, not later
than seven County work days prior to the date specified for the opening of bids or receipt of proposals.

Additive Bid Itemsfor Construction Projects
6.6.1 The Architet/Engineer is responsible for the development and design of the project to conform to the scope and to
be within the Design Not to Exceed Construction Budget identified in the A/E contract. The Work included in the

Total Base Bid shall provide a completed functional facility meeting all requirements of the specifications,
including Building Code, accessibility and safety requirements.
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6.6.2

When the project cost estimate indicates that the Total Base Bid for the project scope may not Hewitiiteble
funds, the appropriate County department, and A/E, as appropriate, should consider what features would be
negotiated out if bids are over budget and include that Work as Additive Bid Items for cost or budget control. After
the department andl/E have incorporated reasonable cost containment measures in the design, Additive Bids Items
may, with the approval of the Director of Purchasing, be used for budget control subject to the following limitations:

6.6.2.1

6.6.2.2

6.6.2.3

6.6.2.4

6.6.2.5

6.6.2.6

6.6.2.7

Additive Bid Items shall be sequced so the most essential Additive is listed first, and so on.

When the project bids are received and opened, the low bidder shall be determined based on the lowest
cumulative bid for the Total Base Bid plus the total amount of the Additivel&ichs, taken in the sequence
listed in the Bid Document as the Owner in its sole discretion decides to accept/award, giving consideratior
preferences as provided for in the Code of Virginia.

Only the term Additive Bid Item shall be used. el the term Alternate should not be used.

Additive bids shall not be used to provide essential elements of the project, such as connection to water
supply, required lighting levels, or adequate HVAC capacity, or Work without which the projeict mad

be in conformance with applicable Building Code requirements, functional or safe.

Each Additive Bid Item shall be independent of other Additive Bid Items.

None of the Additive Bid Items shall compromise the work in the Basamicbther Additive Bid Items
for compliance with Building Code, accessibility or safety requirements.

Negotiations may include both Base Bid Work and/or Additive Bid Items.
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SECTION 7 EXCEPTIONS TO REQUIREMENTS FOR ISSUANCE OF PURCHASE ORDERS

7.1 The following purchases shall be made without issuance of a purchase order:
7.1.1 Membership fees, dues, registration fees to attend conferences, tuition.
7.1.2  Advertising in newspapers, magazines, journals, radio andsiele.
7.1.3 United States Postal Service postage.
7.1.4 Governmental permit fees.
7.1.5 Utilities (only natural gas and electricity).
7.1.6 Real estate transactions.
7.1.7 Purchases used solely for testing and evaluation (limited to minimum queetdgsary to perform tests/evaluation).
7.1.8 Purchases from governmental entities.

7.1.9 Books, preprinted materials, reprints and subscriptions;nerded audio and video cassettes, compact discs, slide
presentations, etc., when only availablanirthe publisher/producér.

7.1.10 Academic/research consulting services.
7.1.11 Honoraria, entertainment (speakers, lecturers, musicians, performing artists).

7.1.12 Training that is specialized, proprietary, not typically available to the generat fubivhich competition is
generally unavailable, offite, and requires a registration fee.

7.1.13 Royalties and film rentals when only available from the producer of protected distributors.
7.1.14 Accreditation fees and academic testing services.

7.115 Energy sources including gasoline, fuel oil, diesel fuel and propanebgaghese are not exempt from procurement
regulations

7.1.16 Purchases from established contracts if approved by the Director of Purchasing.
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SECTION 8 BIDDER/OFFEROR LIST

8.1 A Bidder/Offerorslist available through eVA, and maintained by the Commonwealth of Virghall beusedby the
Purchasing Departmetu select prospective bidders/offerdos written solicitations Selection of prospective
bidders/dferors is not restricted to those registered with e\Adlditional vendors may be notified by the Purchasing staff.

8.2 To use the purchasing

p r o c e dofferoeschdisénnd participatel mudt mesegistdred d P r o0 |
eVA.8.6.
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SECTION 9 PUBLIC POSTING OF NOTICES

9.1 Notice of the issuance of all written solicitations shall be posted outside the Purchasing Department and on the Purchasing
Department web page. The official posting shaliifeeposting outside the Purchasing Department.

9.2 Notices of issuance of Sealed Proposals shall be advertised in the RichmondiEpatsh newspaper at least 10 days prior
to the date set for opening.

9.3 Notices of issuance of Sealed Bids and SeRbleghosals shall be posted outside the Purchasing Department for at least 10
days prior to the date set for opening and shall remain posted for 10 days.

9.4 Notice of the award of all written solicitations shall be posted outside the Purchasing Depannemthe Purchasing
Department web site. The official record shall be the posting outs@glPurchasing Department.

9.5 Notice of award of all written solicitations shall remain posted outside the Purchasing Department for a period oDat least 1
days.
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SECTION 10 ADVERTISING BIDS AND PROPOSALS

10.1  Advertising of bids and proposals is generally used in limited circumstances. The need for advertising shall be evaluated o
caseby-case basis; however, advertipis generally used under the following circumstances:

10.1.1 When a sealed bid is issued for a construction project estimated to cost in excess of $ 100,000.00.

10.1.2 When an adequate bid list does not exist for the required commaodity or service.

10.13 When a legal requirement exists for the procurement to be advertised; e.g., competitive negotiation procurements.
10.1.4 When it would otherwise be advantageous for the County to advertise.

10.2  The Purchasing Department will place all advertisemientthe procurement of goods and services for which an Invitation to
Bid or Request for Proposals is issued.

10.3  Payment for advertisements for specific projects; e.g., capital projects, and those whose use is limited to a singlg departme
will be chargd to the project or department budget by the Purchasing Department.
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SECTION 11

111

11.2

WITHDRAWAL OF BID

Withdrawal of Bid Due to Error (Construction)

1111

11.1.2

11.1.3

11.1.4

11.15

11.1.6

Upon proper request and identification, bids may be withdivamy time prior to the date and time for the bid
opening.

The attention of all Bidders is directed to the Code of Virginia, Secticd23RA(i) for the procedure to be
followed for withdrawal of bids due to error.

No bid may be withdrawander this section when the result would be the awarding of the contract on another bid of
the same bidder or of another bidder in which the ownership of the withdrawing bidder is more than five percent.

If a bid is withdrawn under the authority this section, the lowest remaining bid shall be deemed to be the low bid.

No bidder who is permitted to withdraw a bid shall, for compensation, supply any material or labor to or perform an
subcontract or other work agreement for the persoimrarté whom the contract is awarded or otherwise benefit,
directly or indirectly, from the performance of the project for which the withdrawn bid was submitted.

If the Director of Purchasing denies the withdrawal of a bid under the provisioris séttion, the Bidder shall be
notified in writing stating the reasons for the decision and award of the contract shall be made to the Bidder at the
bid price, provided the Bidder is a responsive and responsible bidder.

Withdrawal of Bid Due to Erno(Other Than Construction)

11.21

11.2.2

11.2.3

11.2.4

11.2.5

Upon proper request and identification, bids may be withdrawn at any time prior to the date and time set for the bid
opening. If the Director of Purchasing denies the withdrawal of a bid, the Bidder shall be notifiéthghstating

the reasons for the decision. Award of the contract shall be made to the Bidder at the bid price, provided the Bidde
is a responsible and responsive bidder

Bidders may request withdrawal of their bid from consideration if thee frid was substantially lower than the other
bids due solely to a mistake therein. The bidder shall give written notice to the Director of Purchasing of a claim to
withdraw the bid prior to the award of the contract or issuance of the purchase ordeau$h and nature of the
mistake shall be stated in the claim to withdraw.

A minor defect or variation, ("an informality not affecting price, quantity, quality, delivery or contractual
conditions"), in a bid or proposal that does not prejudicerdifdders may, at the discretion of the Director of
Purchasing, be waived or the bidder required to correct the informality.

If a bid is withdrawn under the authority of this section, the lowest remaining bid shall be deemed to be the low bid.

No bid may be withdrawn under this section when the result would be the awarding of the contract on another bid o
the same Bidder or of another bidder in which the ownership of the withdrawing bidder is more than five percent.
No bidder who is peritted to withdraw a bid shall, for compensation, supply any material or labor to or perform any
subcontract or other work agreement for the person or firm to whom the contract is awarded or otherwise benefit,
directly or indirectly, from the performance thie project for which the withdrawn bid was submitted.
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SECTION 12 RECEIPT OF SOLICITATIONS

12.1

12.2

12.3

12.4

12.5

12.6

Solicitations shall be received at the location, and by the method, stated in the solicithgdime a bid is received shall be
determined by therie stamped by the time clock in the Purchasing Departn@édtiers araesponsible for ensuring that
Purchasing Office personnel stamp their bids by the deadline indidatéltk event this time clock is not functioning, the
time shall be determined tiyne displayed on the landline telephone near the time clobk.time on the telephone will be
written on the bid by hand, by Countyféia the Purchasing Department.

Solicitation responses received after the deadline stated for receipt stmaltkel with the date and time received and the
word ALATEO. The solicitation wild/l be returned toe any
expense of the bidder/offeror.

Telegraphic, facsimile or other electronietimods of submitting a solicitation response are not allowed unless the solicitation
specifically states they are allowed. .

For solicitations other than a Request for Proposals, solicitation responses shall be publicly opened and read aloud.

The County does not conduct public opening of a RequeBrégosalshowever, the names of those submitting proposals is
public information after the deadline for submittals.

Should the County be officially closed at the time a solicitation isodyeebid conference is scheduled, the solicitation due

date or prebid conference date shall automatically be changed to the same time on the next day the County is officially ope
at that time.
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SECTION 13 AWARD OF SOLICITATIO NS

131

13.2

13.3

13.4

Award - General

The County reserves the right to accept, reject or cancel any or all solicitations or parts of thereof, to waive irfpamdilitie

to reissue solicitations. The County also reserves the right to award the contract as it Hdmresserve its interests. It

further reserves the right to award the contract on a lump sum basis, individual item basis, or such combination &s shall bes
serve the interests of the County unless otherwise specified by the County. This may inttipteeawards if so provided

for in the solicitation.

Splitting Awards

I f award is made on an individual item basis (splhtting
additional vendor will save the County at leasd®2 Should the award in question be the awardtefracontract, the
additional savings needed to split the award shall be calculated as $200 times the total potential years of the contract.

Alternate Bids

An alternate bid is a bid submitted indwing variance from the specifications and must be clearly distinguished as an
alternate by the bidder. Frequently, alternate bids incorporate the latest in technology and can result in substgstial savil
not only in monetary terms, but also sgstem vide operational efficiencies. The County may not accept alternate bids;
however, all bids may be rejected and rebid with a revised specification incorporating features of the alternate.

Protest of Award or Decision to Award

The County shall follovihe provisions of the Virginia Public Procurement Act, sectiordd8D, in handling protests of
award or decisions to award.
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SECTION 14 NEGOTIATION WITH THE LOWEST RESPONSIBLE BIDDER

141

14.2

Unless canceled or rejected, a respanbid from the lowest responsible bidder shall be accepted as submitted, except that if
the bid from the lowest responsible bidder exceeds available funds, the County may negotiate with the apparent low bidder
obtain a contract price within availalflends.

The following paragraph must be summarized in the Invitation to Bid: "If a responsive bid from the lowest responsible bidde
exceeds available funds, the County may, with the approval ofithet@ of Purchasinghegotiate with the lowest

responsi ble bidder to obtain a contract price within av
appropriated prior to the opening of the Invitation to Bid. Such negotiation may include, but is not necessarily limited to,
adjustmenbf the bid price and changes in the bid scope or requirements in order to bring the bid within the amount of
available funds. The Director of Purchasing shall notify the apparent lowest responsive and responsible bidder, in writing,
that the bid exceedsrailable funds and the County wishes to negotiate. Negotiations shall be conducted by the user
department, with the assistance of the Purchasing Department, if requested. If the County and the Bidder are unable to
successfully negotiate the scope of kvand/or bid price so the price is within available funds, all bids shall be rejected.
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SECTION 15 PURCHASE REQUISITION

151

15.2

15.3

154

15.5

15.6

The purchase requisition is the form on which the using department communicates to theiiRuBdg@artment the need for

a specific good or service. The purchase requisition should contain or have attached a complete description of what is to t
procured, including complete bid specifications or the Scope of Sengtes.SAMPLE FORM A-2 IN APPENDIX.
Purchase requisitions may be keyed into the Countyods al
being submitted as a paper requisition.

A requisition is required for all purchases abov&@0.00

It is impottant that all sections of the requisition be completed, including estimated cost. Requisitions should be prepared fe
enough in advance of the date needed to enable the Purchasing Department to conduct any necessary research, secure
competitive prices, ahfor the vendor to make delivery.

Although not required, departments submitting paper requisitions should assign requisition numbers to their requisitions to
make tracking them easier.

The department should keep a copy of each paper puratassition for its files and submit the original to the Purchasing
Department.

To be accepted by the Purchasing Department, the purchase requisition must have the appropriate signature approval (or
appropriate field checked if submitted electronigalindex andsub objectodes and have appropriately budgeted funds for

the purchase. Purchase requisitions must be signed by a department representative authorized by the department head al
whose signature is on file with the Finance Department.
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SECTION 16. PURCHASE ORDER

16.1

16.2

16.3

16.4

A purchase order is a legal document authorizing the purchase and payment of items requisitioned by the department or
agency. Purchase Orders are prepared on preprinted forms and are issuedhenBubgttasing DepartmerfEE
SAMPLE FORM A -7 IN APPENDIX.

A Purchase Order is issued pursuant to a Purchase Requisition for goods/services having been submitted to the Purchasin
Department by the using department.

A purchase order contaitise following copies:
Original: Contractor copy. This copy is sent to the contractor by the Purchasing Department unless the department

requests otherwise (e.g., return to the department for hand delivery so goods can be picked up at
contractor's site)

Copy 1: Purchasing Department copy. This copy is kept in the "open” purchase order file until final payment has
been made.

Copy 2: Department copy. This copy should be retained in department files.

Copy 3: Receiving copy. In the lower right cam the signature of the person receiving the goods/services and the

department head signature and date areas must be completed. The department shall sign this copy in the
spaces provided on the copy and send it, with original invoice attached to theeHDepartment.

The purchase cost of goods/services on the Purchase Order may be encumbered. The amount encumbered appears in the
on the bottom left corner of the Purchase Order. Partial payments against Purchase Orders shall be madeamging Paym
Vouchers. Be sure to put the Purchase Order number on the Payment Voucher; otherwise, the payment will reduce your
unencumbered balane&d the encumbrance will still be outstanding, thus doubling the reduction to your unencumbered
balance.
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SECTION 17 CHANGE ORDER

171

17.2

17.3

17.4

17.5

A change order is a legal document authorizing a change to a purchase order. Change Orders are issued only by the
Purchasing Department. Contractors are not authorized to proceed with work covered undee &@tamgntil the Change
Order is issued by the Purchasing Department, unless the contract documents specifically state otherwise. The County's
Change Order should not be confused with the change order form used for construction projects. Thesaufrally are
American Institute of Architects (AIA) or Engineer's Joint Council Document Committee (EJCDC) documents generated by
the project Architect or Engineer, signed by the Contractor and sent to the €pmstiting in the issuance of a County
ChangeOrder.

Change Orders are issued using the Countyds Purchase Or
titled AChange Order Number 0, indicating that the ordei
the upper left corner on the Change Order.

The department must submit a Purchase Requisition detailing, by attachment if necessary, the requested change and the
reason the change is being requested. Change Orders are generally used to:

17.3.1 Increase or decrease the number of units originally ordered.
17.3.2 To change the delivery date, change the delivery location or extend the contract term.

17.3.3 To cancel all or part of a Purchase Order. The department must state on the Purchase Rénguisiéison the
cancellation is requested.

17.3.4 To change the Scope of Work of the original Purchase Order.
17.3.5 To correct clerical errors.

17.3.6 For other similar purposes approved by the Purchasing Department.
A Change Order contains thdlwing copies:

Original: Contractor copy. This copy is sent to the contractor by the Purchasing Department unless the department
requests otherwise (e.g., return to the department for hand delivery).

Copy 1: Purchasing Department copy. This copkesgt in the "open" purchase order file, attached to the original
Purchase Order, until final payment has been made.

Copy 2: Department copy. This copy should be retained in department files.

Copy 3: Receiving copy. The department shall attach thgg/do the original receiving Purchase Order copy and
send it, with the original invoice attached, to the Finance Department.

Although a Change Order issued by the Purchasing Department authorizes any change to a Purchase Order or Contract, it
shouldnot be confused with a formal contract addendum (which must be signed by all parties to the contract) or the docum
usually used in construction contracts (also called a "change order") that is prepared by the Architect/Engineer to identify
proposed chages to a construction project (this "change order" precedes the issuance of the County's Change Order form
which authorizes the changes to be made).
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17.6

17.7

17.8

A public contract may include provision for modification of the contract during performanaag ffiedpriced contract
may be increased by more than 25 percent of the amount of the contract or $ 100,000, whichever is greater, without the
approval of theCounty Administrator In no event may the amount of any contract, without adequate considebati

increased for any purpose, including, but not limited to relief of an offeror from the consequences of an error in its bid or
offer.

The purchase cost of goods/services listed in the area on the bottom left corner of the Change Ordestistthe am
encumbered. Partial payment against Change Orders shall be made using Payment Voucher forms.

A Change Order is not required when the final payment against an encumbered Purchase Order results in thelpagment of
than the amount encumberedoyided the amount is not a material deviation from the original Purchase Order amount. For
example, assume a Purchase Order is issued for a $ 1,000 item plus estimated freghtaesd $25. If the invoice shows

the $ 1,000 item but only $15 in fghit charges, this is within the amount of the-twe¢xceed estimate and is not a material
change; thus the department should process the payment as a final payment without requesting a Change Order to authori
the $10 reduction. The $10 will be autornally unencumbered when payment is made properly.
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SECTION 18 CONTRACTOR LICENSING REQUIREMENTS

18.1

18.2

18.3

18.4

18.5

In certain instances, contractors must be licensed to perform certain work.

Contractors must, in addition to bgilicensed, possess the appropriate classification for the type of work they are offering to
perform. Classifications are too lengthy to cover in this manual and those having questions about contractor classifications
should contact the Purchasing Depwnt.

This may apply to contracts as small as $ 1,000. Please check with the Purchasing Department if you have any questions.
The Purchasing Department has a copy of the regulations of the Department of Professional and Occupational Regulation,
Virginia Board for Contractors and will assist in determining the appropriate requirements for the work being performed.

When soliciting their own quotes, departments should ask far then t r Hcenseonundber, classification and expiration
date andnclude this information on the Purchase Requisition.

State statute and regulatory agencies require that some other contractors be properly registered, licensed or hold a specific
permit to perform specific types of work. Some of those are listbhb

18.5.1 CONSLIUCLION.......coeiiieiiiiiiiie i s ceeeriise s e e e e e e e eeeeeeeenenneeeeeened Departmen of Professionalk Occupational Regulation
18.5.2 Pesticide Application............coooviiiiiiiiieeeee e eeee Department of Agriculture and Consumer Services
18.5.3 Asbestos Service and SECUItY SEIVICE........cccvvvvuiriuriimmreeiiiiiie e eeeeeeeeeireeeeeseeeeeennnnd Department of Commerce

18.5.4 Treatment, Storage,dthdling, Transportation or Disposal of
Hazardous Waste or Hazardous Radioactive Material......................cce..... Department of Environmental Quality

18.5.5 Electronic Security Business (any person who engages in
the business of or undertakes to (i) install, service, maintain,
design or consult in the design of any electronic security
equipmeNnt t0 an €N USEI).........uuuuriiiieie e ceeere e e Department of Criminal Justice Services
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SECTION 19

19.1

IMPROPER PRACTICES

IMPROPER PRACTICES

19.2

19.11

19.1.2

19.1.3

County employees and volunteers conducgirmcurement functions shall comply with all applicable Federal, State,
and Local laws and regulations, and with the provisions of this Manual.

County funds may be expended only for authorized public purposes.
No County employee or volurge shall accept vendor paid trips to vendor sites or other locations if the trip of any

expenses associated with the trip are paid by anyone other than the employee, volunteer or County without prior
written approval of the County Administrator.

IMPROPER PROCEDURESNQUIRY

192.1

19.22

192.3

1924

1925

On a periodic basis, the Purchasing Department reviews County payables to assess compliance with purchasing
procedures. Should casesapparent noncompliance be discovered, an Improper Procedures Inquiry is sent to the
department that authorized paymei@EE SAMPLE FORM A-23 IN APPENDIX.

The types of activities that may result in issuance of an Improper Procedures Inquiry are purchases exceeding the
small purchase limit delegated to departments, splitting purslimseder to qualify for a different procurement
method, purchases that are inconsistent with contract terms, improperly documented emergency purchases, etc.

Departments should understand that the issuance of an Improper Procedures Inqaitieisgtrby the Purchasing
Department to determine the circumstances @marent event of norcompliance. Departments should examine
the circumstances surrounding the apparentamonpliance, complete the appropriate section of the Improper
Proceduresniquiry (which may explain why the event was in accordance with procedures) and return the report to
the Purchasing Department within 14 workdays of its issuance.

Should a department repeatedly be determined to be in violation of procurement pscttuDirector of
Purchasing may rescind its delegated purchasing authority.

Consequencdsr noncompliancemayinclude disciplinary measureandemployee financial responsibility for

unauthorized purchases. The Purchasing Department shall repeated cases of roompliance to the Deputy
County Administrator who shall be responsible for appropeat®ns
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SECTION 20

DEBARMENT

20.1 Debarment is an action taken by the County to exclude a person or firm from contnatttitige County for particular types
of goods and/or services for a specified period of time. Debarment is applicable to prospective bidders, offerorsignd existi
contractors. .

202 Debarment does not relieve a contractor from its responsibilitiesfsting obligations to the County.

20.3 A debarred contractor may be reinstated by the County during the term of debarment at any time it is in the bestthgerest of

County.

20.4 Causes for Debarment

20.4.1 The Director of Purchasing may, with tapproval of the County Administrator, debar a prospective contractor for

any of the causes in this subsection, using the procedures in the following subsection. The existence of a cause fo
debarment; however, does not necessarily require that the contraalebarred. The seriousness of the contractor's
acts or omissions and any mitigating factors should be considered in any debarment decision. Debarment may be
instituted for:

20.4.1.1Conviction of or civil judgment for (1) commission of fraud acraminal offense in connection with (i)
obtaining, (ii) attempting to obtain, or (iii) performing a public contract or subcontract; (2) violation of
federal or state antitrust statues relating to the submission of offers; (3) commission of embezzleftent, th
forgery, bribery, falsification or destruction of records, making false statement, or receiving stolen property;
or (4) commission of any other offense indicating a lack of business integrity or business honesty that
seriously and directly affects tipeesent responsibility of a government contractor or subcontractor.

20.4.1.2Violation of the terms of a government contract or subcontract, including but not limited to (1) willful
failure to perform in accordance with the terms of one or more contoad®) a history of failure to
perform, or of unsatisfactory performance of one or more contracts.

20.4.1.3Sale or attempted sale to the County of goods/services under an existing contract if the goods/services are
not provided for under the contrach&n the contractor knew or should have known that the goods/services
are not provided for in the contract.

20.4.1.4Unwillingness or inability to honor a binding quote, bid or proposal.

20.4.1.5Falsifying or misrepresenting product specifications.

20.41.6 Any other cause of so serious or compelling a nature that it affects the present responsibility of the
contractor.

20.5 Procedures for Debarment

20.5.1 Debarment shall be initiated by a notice from the Director of Purchasing advising the contsacastified mail,

return receipt requested, that debarment is to become effective ten days from the date of notice. Such notice shall
include the reasons for the proposed debarment in terms sufficient to place the contractor on notice of the conduct
transaction upon which the debarment is based.
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20.5.2

20.5.3

20.54

The contractor may, in the initial ten day period, present a written request for reconsideration, including additional
specific information relating to the reasons given for debarment. The @icfdPurchasing, in consultation with

the County Administrator, shall consider such additional information in reaching a decision as to whether the
decision to debar should be delayed or revised. Should it be decided that the original decision $qdejar and
justified based upon the information contained in the notice to the contractor, the contractor shall be debarred and
the only remedy of appeal available to the contractor shall be that contained in the Virginia Public Procurement Act

A debarred contractor may not apply to the County for rescission of debarment earlier than one year from the final
debarment date. The term of debarment shall last until the contractor is reinstated by the County, and during the
debarment term the conttac shall not be permitted to competitively quote, bid or propose on goods or services
solicited by the County.

To be reinstated, the contractor shall be required to submit a list of at least three references with whom the contrac
has satisfactily conducted business in the past year. The contrabtil not beeinstated untithe required

references have been supplad the references contacted and information verified by Purchasingetathe

Director of Purchasing determines thisiactis in the best interest of the County
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SECTION 21

21.1

21.2

DISPOSAL OF SURPLUS PROPERTY

Surplus Personal Property

2111

21.1.2

21.1.3

21.1.4

21.1.5

21.1.6

21.1.7

21.1.8

21.1.9

Hanover County employees are not eligible to purchase surplus personal property from ther€gartiess of the
method of sale.

An item of County personal property no longer needed by any County department or agency shall be considered
surplus personal property.

Each department/agency head shall report to the Purchasing Depatemsrassigned to the department that are
surplus to the department. Items of heavy equipment must also be declared surplus by the Director of Fleet Servic
The County Administrator shall approve a list of all items proposed for disposal priodigpitsal, if the fair

market value of the item(s) is estimated to exceed $5,000.

The Purchasing Department shall be responsible for the disposal of all County surplus personal property. In
disposing of surplus personal property, the PurchasemgpBment will attempt to provide for competition whenever
practical.

An item or group of items having an estimated fair market value of $5,000 or less shall be sold by the Director of
Purchasing through competitive pricing whenever possibléieobirector of Purchasing may approve the transfer of
such personal property to another government entity.

An item or group of items having an estimated fair market value in excess of $5,000 shall be sold to the highest
bidder by sealed bid or ptblic auction, including sale through online auction.

The Director of Purchasing may withdraw any offer of sale on any personal property at such time as, in his opinion,
it is in the best interest of the County to do so.

Sales of unclain@property in the possession of the Sheriff's Office shall be sold by the Sheriff.

The County Administrator may approve donation and transfer of surplus personal property to eligible organizations
pursuant to applicable statutes.

21.1.10 The Coung may hold a public auction from time to time to dispose of surplus personal property. Each department i

responsible for reporting items it wished to have placed in the sale using the LIST OF ITEMS FOR SURPLUS
SALE form. SEE SAMPLE FORM A-25 IN APPENDIX. Itis very important to accurately describe the item and
include the serial number and, if appropriate, the FIXED ASSET ITEM NUMBER so proper identification can be
made and the item removed from the fixed asset inventory. IF THE ITEM CANNOT BE IDERDJFT WILL

NOT BE REMOVED FROM THE FIXED ASSET INVENTORY LIST.

Surplus Real Property

The County maydispo® of surplus real propertgnly with the approval of the Board of Supervisors, following any required
public hearing.
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SECTION 22 PREQUALIFICATION OF BIDDERS AND OFFERORS

22.1

22.2

22.3

22.4

The Director of Purchasing, after consultation with the requesting department, may authorize prequalification of bidders or
offerors prior to the solicitation of bids or proposals. Prequalification limits cersidn of bids or proposals to prequalified
contractors. A written prequalification procedure shall be approved by the Director of Purchasing sufficiently in advance of
its implementation to provide a prospective contractor the opportunity to compgieetfualification process.

In determining the prequalification status of each prospective contractor, the Director of Purchasing may considerrsuch fact
as whether there is reason to believe that the contractor possesses the managementfieanciaestability and history of
performance that indicate apparent ability to successfully complete the proposed work and shall also consider all factors
stated in the prequalification document.

The prequalification process shall not constituteegermination that a contractor is responsible. Any contractor may later be
determined to be nonresponsible on the basis of subsequent information.

Failure to prequalify or to seek prequalification for a specific procurement shall not bar atooffitcac seeking

prequalification for future procurements (except in a case where the specific procurement is canceled or all respexses rejel
and the solicitation is reissued within 90 days of cancellation or rejection).

END OF PART 2
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HANOVER COUNTY, VIRGINIA REQUISITION NUMBER

PURCHASE REQUISITION DEPT. PURCH.
(RECORD TELEPHONE QUOTE ON BACK) 1 2
VENDOR NAME AND MAILING ADDRESS: BILL TO:
3 4
VENDOR REMITTANCE NAME AND SHIP TO:
ADDRESS(F DIFFERENT) :
6
5
PH.# | / FAX #: | © VENDOR #: J FEDID#: | 1U
DATE SUBMITTED | DATE REQUIRED PO, # | Requisitions not properly signed and coded
11 12 13 will be returned.
Contracto 6 s Li ¢&dhse # Department Contact Person] 15
ltem | Oty | Unit | Description Unit Price Total Price
16 17 18 19 an
20 2T
Freight Z
TOTAL 23
- - | certify that the items specified above
Item | R/E | Fund | Dept Obj | Cost | Prog | Proj | Amount are necessary for use by this
department and funds are available in
24 76 28 30 37 the budget codes given.
— — — — 33
= 2l = B Signature
34
Department




TELEPHONEQUOTE RECORD

Quotes Obtained By: | 39

Vendor Name, Address, and | Remittance Name and Name of Persor

Fed ID # or SS # Address (If Different) Date Phone Giving Quote
S T 37 3g ||Aeal )

39 40
2 Area( )
3 Area( )
Vendor 1 | Vendor 2| Vendor 3
Item | Qty | Description Price Price Price
1
41 42 43

2
3
4
5
6
7
Enter Freight Cost (Enter AaPI D| a4
Enter Vendor Payment Terms (e.g., Net 30 days) 45
Enter delivery date promised 46

Catalog prices, order forms, and Internet wabgs are not acceptable unless currently verified.



PURCHASE REQUISITION

Purchase Requisitions may be submitted electronically or using paper forms, and may be emailed, faxed, mailed, or hand
delivered to the Purchasing Department. The directiormbabply to paper requisitions. Contact Purchasing staff to learn about
using electronic purchase requisitions. To properly complete a requisition, the department should furnish the followatgpmfo

1. RequisitionNumberDept.i a department regsition number is not required, but is recommended for departmental record
keeping purposes.

2. Requisition NumbePurch.- the Purch. requisition number is assigned automatically when the purchase requisition is enterec
into the system as an electroniquesition.

3. Vendor Name and Mailing Address applicable, provide name and address of previous vendor from whom product was
purchased or name and address of vendor furnishing lowest valid quote to the department.

4, Bill to - enter the name and a@ds to which the vendor should send invoices.

5. Vendor Remittance Name and Address (If Differénif)applicable, provide the name and address where payment should be
made if different from the address listed immediately above.

6. Ship to - enter thename and location where the goods/services should be delivered, including street address, building name
department, room number, etc.

7. Phone #: enter vendor area code and number.

8. Fax #- enter vendor area code and number.

9. Vendor #- enter theCounty's assigned vendor number, if available.

10. FED ID # enter vendor Federal Employer Identification number, or, if an individual, the individuals Social Security Number.

Purchase Orders will not be issued without the proper ID humber.
11. Date Sulmitted- enter day, month and year the requisition is sent to Purchasing.
12. DateRequired enter the date delivery is desired. Do not use ASAP; provide a specific date.
13. P. O. #fill in purchase order numbemly if using the requisition to re@st a change to an existing purchase order.

14. Contractor's License Numbeif applicable, give Contractor's license numb€all Purchasing, for additional information
on this subject.

15. Department Contact Persorinsert the name of the personhiit the using department that Purchasing staff should contact if
additional information about the purchase requisition is heeded.

16. Item - if more than one type of item is listed, identify each different item with a different number.
17. Qty - enter tle number of items needed.
18. Unit - enter a description of how the quantity is measured; e.g., each, set, boxes, cartons, dozen, pounds, etc.

19. Description- provide a clear, concise description of the desired item(s) giving such things as siz¢ype]arade and other
descriptive features. Also, list any special requirements such as inside delivetynettessary, specifications may be
prepared as a separate document and emailed, faxed, or attached to the requisition. If specifioctt@ratt@mchments are
sent separate from the paper requisition, be sure to put clearly identify to which requisition the supplemental information
applies.

20. Unit Price- enter the known, estimated or budgeted amount for each unit of each unit redueistedce times quantity
must equal the Total Price column.



PURCHASE REQUISITION (cont'd.)

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

Total Price- enter the product of the Qty times Unit Price columns. Enter EST. if giving estimated price.

Freighti enter the amount of freight shipping charge, if any. Be sure to note if this charge is an estimatedtorexaeed
charge.

TJTOTALienter the sum of the ATot al Priced column plus the
Item - enter the number(s) corresponding to the numbers enteredrfiren 13 above. This identifies items to be charged to

the budget code listed on the same line. If applicable, indicate by fixed amount or percentage how the charges f& a purch

should be divided among different budget codes.

R/E - enter the appmpriate code for the type of transaction (4 = Expense account; 3 = Revenue account and 0 = Balance Shi
account).

Fund- enter the 3 digit code that identifies the type fund to be used. For example, 100 = General Fund; 200 = Capital Outle
Fund; 350= CSB; 400= Public Utilities, etc.

Dept- enter the 6 digit budget code that identifies the specific department. For example, 111005 = Board of Supervisors;
122713 = Purchasing, etc.

Obj - enter the 4 digit budget code that identifies the edfare by type. For example, 3250 = Maintenance Service
Contract; 5090 = Office Supplies, etc.)

Cost - enter the 4 digit budget code that identifies the expenditure by cost center.

Progi if applicable, enter the 4 digit budget code that fifiess the expenditure by program.
Proji if applicable, enter the 4 digit budget code that identifies the expenditure by project.
Amount- enter the total amount to be charged to the budget code entered.

Signature provide authorized sighare (at least last name must be spelled out, initials alone are not acceptabléjames
of people authorized to sign requisitions must be on file in the Purchasing Department.

Department enter name of department submitting requisition.

QuotesObtained By enter the name of the person who solicited the quotes.

Vendor Name, Address, and Fed ID # or SS#ter the name, address, and ID # for each vendor from whom quotes were
solicited.

Remittance Name and Address (If Differeh®nte the name and address where payment is to be made only if different from
AVendor Name and Addresso.

Date- enter the date the quote was received.
Phone- enter the vendor area code and phone number.

Name of Person Giving Quotenter the ame of the person who quoted the item(s). Try to get a first and last name.

Qty - enter the number of items the vendor was asked to quote on.
Description- description vendor was given to quote on.

Vendor Price 1 (2, 3, 4)enter the pricgs) quoted by each respective vendor.

A-5



PURCHASE REQUISITION (cont'd.)

44, Enter Freight Costenter the total cost to have the goods/service provided where you need them. Press the vendor for fixec
prices for freight (or at least ntd-exceed freightost) so you can compare quotes.

45, Enter Vendor Payment Terms Quoteghter when the vendor wants payment (number of days), and any discount for prompt
payment or interest applicable to late payments. COD terms are not acceptable. Always #taet€thatty wants 30 days
to pay.

46.

Enter Delivery Date Promisecenter a specific date the vendor promises to deliver. This date is put on the Purchase Order.






