GREENLEE COUNTY
PURCHASING POLICY

Approved 04/19/2022

The Greenlee County Board of Supervisors adopts the following purchasing policy pursuant
to A.R.S. 8 11-254.01 for purchases of materials and general services with an estimated
aggregate annual cost less than the threshold defined by A.R.S. § 41-2535. This policy is

effective as of April 19, 2022 . ALL NON-BUDGETED ITEMS
TO BE PURCHASED REQUIRE BOARD OF SUPERVISORS APPROVAL PRIOR TO
PURCHASE.
A. Supplies/Materials/Equipment/Furniture/Services: Up to $5,000.00

1. MUST have prior approval from Department Head/Elected Official.

2. MUST be a budgeted line item.

3. Purchase orders are required.

4. Submit purchase order, invoice(s), and other related backup documentation

to Accounts Payable in a timely manner and in accordance with the Accounts
Payable Processing Schedule and procedures.

Supplies/Materials/Equipment/Furniture/Services: $5,000.01 to $15,000.00

=

MUST have PRIOR approval of the County Administrator.

2. MUST be a budgeted line item.

3. Oral quotes are required. Department will, on its own, solicit at a minimum,
three (3) documented competitive oral quotes. Documentation must be
included on the purchase order.

4, After approval, submit purchase order, invoice(s), and other related backup

documentation to Accounts Payable in a timely manner and in accordance

with the Accounts Payable Processing Schedule and procedures.

Supplies/Materials/Equipment/Furniture/Services: $15,000.01 to under
$100,000.00

=

MUST have PRIOR approval of the Board of Supervisors.

2. Written quotes are required. Department will, on its own, solicit at a
minimum, three (3) written competitive quotes. Documentation must be
included with the purchase order.

3. After approval, submit purchase order, invoice(s), and other related backup

documentation to Accounts Payable in a timely manner and in accordance

with the Accounts Payable Processing Schedule and procedures.

Supplies/Materials/Equipment/Furniture/Services: $100,000.00 and up

1. MUST have PRIOR approval of the Board of Supervisors.
2. MUST have a written sealed competitive bid.
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3. Department will provide the bid specifications to the Clerk of the Board of
Supervisors.
4, Formal bid specifications documents will be prepared and distributed by the

Clerk of the Board. The Call for Bids Public Notice will be published a
minimum of two (2) times in the official county newspaper and posted to the
County’s official website.

5. Should it become necessary to amend bid specifications, such amendments
will be handled in the same manner as the original documentation. No verbal
changes will be recognized.

6. The date and time for the opening of the bids will be included in the bid
packet and will be conducted by the Clerk of the Board or her designee at the
time and date specified.

7. The results of the bid opening will be placed on the next available Board of
Supervisor's meeting agenda for consideration of award.
8. Purchase orders are required for formal bids.
VEHICLES:

Vehicles must go through the sealed bid process, unless prior approval from the Board of
Supervisors is received, to purchase from the Procurement Contracts of which Greenlee
County is a member, without going through the bid process. (See attachments for sealed
bid and formal bid process).

SOLE SOURCE:

If the item(s) to be purchased is only available through a sole source, the purchase MUST
be approved as indicated by the purchasing limits above. “Sole Source Vendor” must be
noted on the purchase order with an explanation.

PROFESSIONAL SERVICES:

For purposes of this section, "Professional Services" are defined as services
requiring special knowledge, education, certification, registration, or training and where the
individual skill, judgment, or knowledge of the provider is a primary factor in the
procurement decision. Professional Services include but are not necessarily limited to
attorneys, appraisers, architects, engineers, nurses, doctors, psychologists, psychiatrists,
geologists, economists, and certified planners.

If Professional Services are available through a cooperative purchasing or
procurement contracts or intergovernmental agreements, those procedures should be
followed with the exception that hiring or retaining of attorneys in non-criminal matters must
be consented to and approved by the County Attorney. The County Attorney shall use
reasonable efforts to obtain attorney services from other County Attorney offices or off
another county's previously procured outside counsel lists where feasible and practicable.
All contracts for attorney services other than from other County Attorney offices, shall be
subject to approval by the Board of Supervisors.

This section does not apply to contracts for professional withesses, investigators or
experts related to an existing or probable litigation in which the county is or may become a
party. Because of the importance of the individualized skill, judgment, or knowledge
inherent in Professional Services, when the County, or any of its offices or departments,
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seeks to obtain Professional Services, such skills, judgment, or knowledge shall be given
equal weigh to other procurement factors including cost and such services are not
necessarily subject to competitive bidding.

All requests, other than retaining of attorneys, shall require the prior approval of the
County Manager for services up to $15,000 and approval of the Board of Supervisors for
services exceeding $15,000.

PROCUREMENT CONTRACTS:

Items can be purchased from procurement contracts of which Greenlee County is a
member and MUST be approved as indicated by the purchasing limits above. The name of
the procurement contract used must be noted on the purchase order along with
documentation from the procurement contract showing the vendor and the vendor’s
purchasing contract number.

GREENLEE COUNTY
FORMAL BID PROCEDURES

(for supplies/materials/equipment/vehicles/furniture/services $75,000 and above)

Established 04/20/2004
Revised 05/04/2021

It is the responsibility of the department requesting a bid for supplies, materials,
equipment, vehicles, furniture, or services in the amount of $100,000 and over to:

1. Submitacompleted Agenda Information Form to the Clerk of the Board to
be placed on the Board of Supervisors agenda for approval to solicit bids.
The department official/Elected Official must be present at the meeting to
make the request. Be prepared to answer questions regarding the financial
aspects of the items to be purchased.

2. Upon approval by the Board of Supervisors to solicit bids, the department will
prepare bid specifications and submit to the Clerk of the Board of
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Supervisors.

It is the responsibility of the Clerk of the Board of Supervisors to submit the
legal advertising, receive sealed bids, and open bids.

A copy of the bid packet which contains the specifications and all other
pertinent information including dates and other timelines related to the item(s)
to be purchased, will be made available to the public by the Clerk of the
Board. Bid packets will also be posted to the County’s official website.

The “Instructions to Bidders” document will include the deadline date and
time sealed bids will be accepted by the Clerk of the Board of Supervisors.
The Instructions to Bidders document will also include the date and time the
sealed bids will be opened. The sealed bids will be opened by the Clerk of
the Board on the date and time specified in the instructions.

The department must be present at the bid opening unless other
arrangements have been made with the Clerk of the Board of Supervisors.
After bids have been opened, a completed Agenda Information Form must
be submitted to the Clerk of the Board to be placed on the Board of
Supervisors agenda for award of bid. The department must be present at the
meeting prepared to present the bids and make recommendations to the
Board. An incomplete Agenda Information Form or failure to be present at
the time of the meeting will result in postponement of the award of the bid.

It is the responsibility of the department to ensure that all bids submitted meet specification
requirements and are correct. Failure to provide correct information may result in non-
award of the bid.

***Please refer to the Greenlee County Purchasing Policy regarding all purchases

***\/ehicles must go through the sealed bid process unless prior approval from the Board of
Supervisors is received to purchase from a Procurement Contract of which Greenlee
County is a member.

GREENLEE COUNTY
SEALED BID PROCEDURES

(for supplies/materials/equipment/vehicles/furniture/services $15,000 — $75,000)

Established 04/20/2004
Revised 05/04/2021

It is the responsibility of the department requesting bids for supplies, materials,
equipment, vehicles, furniture, or services to:

1.

Submita completed Agenda Information Form to the Clerk of the Board to
be placed on the Board of Supervisors agenda for approval to solicit bids and
be present at the meeting to make the request. Be prepared to answer
guestions regarding the financial aspects of the item(s) for bid.

Upon approval by the Board of Supervisors to solicit bids, the department will
prepare bid specifications and submit to the Clerk of the Board of
Supervisors. Legal advertising is not necessary with the SEALED bid
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process.

3. A copy of the bid packet containing all pertinent information will be made
available to all local vendors and include vendors on the Procurement
Contracts for which Greenlee County is a member. Bid packets will also be
available on the County’s official website.

4. The “Instructions to Bidders” document will include the deadline date and
time sealed bids will be accepted at by the Clerk of the Board of
Supervisors. The Instructions to Bidders document will also include the
date and time the sealed bids will be opened. The sealed bids will be
opened by the Clerk of the Board on the date and time specified in the
instructions.

5. The department must be present at the bid opening unless other
arrangements have been made with the Clerk of the Board of Supervisors.
6. After bids have been opened, a completed Agenda Information Form must

be submitted to the Clerk of the Board to be placed on the Board of
Supervisors agenda for award of bid. The department must be present at the
meeting prepared to present the bids and make recommendations to the
Board. Anincomplete Agenda Information Form or failure to be present at
the time of the meeting will result in postponement of the award of the bid.

It is the responsibility of the department to ensure that all bids submitted meet required
specifications and are correct. Failure to provide correct information may result in non-
award of the bid.

***Please refer to the Greenlee County Purchasing Policy regarding all purchases

***\/ehicles must go through the sealed bid process unless prior approval from the Board of
Supervisors is received to purchase from a Procurement Contract of which Greenlee
County is a member.

GREENLEE COUNTY
PURCHASING POLICY
EMERGENCY PROCUREMENT
Adopted 12/18/12

Notwithstanding any other provisions of this Purchasing Policy, upon declaration of an
emergency by the Board of Supervisors, the authorized purchasing authority as outlined in
paragraphs A through C above, may make emergency purchases if there exists a threat to
public health, welfare, property or safety or if a situation exists which makes compliance
with other provisions of the Greenlee County Purchasing Policy impracticable, unnecessary
or contrary to the public interest. Such emergency purchases shall be made with such
competition that is practicable under the circumstances. A Written Determination of the
basis for the emergency and for the selection of the particular Contractor shall be included
in the Contract file.
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Emergency conditions may arise from, but are not limited to, floods, epidemics, riots or
equipment failures and other imminent threats to public health, safety or welfare. An
emergency condition creates an immediate and serious need for Commodities, Services or
Construction that cannot be met through normal purchasing methods and that seriously
threatens the functioning of Greenlee County Government, any of its departments, the
essential functions of the office of an elected county official, the preservation of property, or
the public health or safety. Emergency purchases should be limited to those Commodities,
Services or Construction necessary to satisfy the emergency need.



