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awarded to that bidder 
and additional items are being withheld for subsequent award; the award shall state that 
the County may make subsequent awards on those additional items within the bid 
acceptance period. 
(5) All provisions of the invitation for bids, including any acceptable additions or
changes made by a bidder in the bid, shall be clearly and accurately set forth (either
expressly or by reference) in the award document. The award is an acceptance of the
bid, and the bid and the award constitutes the contract.

(1) Award is generally made by using Richland County's Purchase Orders, or a written
agreement.
(2) Awards are also made through Notice to Proceed.

(e) Forfeiture of bid surety. If the successful vendor or contractor does not enter into a
contract within the required days stipulated in the notice to proceed, he/she shall forfeit any
surety that accompanied the bid, unless the county is responsible for the delay. Vendor or
contractor shall also be held liable for any cost in excess of his bid price which the county incurs
in purchasing the goods or services elsewhere.

Purchases through central state purchasing office 

As an alternative to the procedures described elsewhere In this article, the director of 
procurement may purchase any supplies, materials, equipment or contractual services through 
the central state purchasing office of the division of general services. 

Responsible bidder-reasonableness of price 

(a) The procurement official shall determine that a prospective contractor is responsible and
that the prices offered are reasonable before awarding the contract. Price analysis techniques
must be used, as guidelines particular care must be taken in cases where only a single bid is
received.

(b) The price analysis shall consider whether bids are materially unbalanced.

Economic price adjustment 

(a) Bidder proposes economic price adjustment.

(1) When a solicitation does not contain an economic price adjustment clause but a
bidder proposes one with a celling that the price will not exceed, the bid shall be
evaluated on the basis of the maximum possible economic price adjustment of the
quoted base price.
(2) If the bid is eligible for award, the Procurement Official shall request the bidder to
agree to the inclusion in the award of an approved economic price adjustment clause that
is subject to the same ceiling. If the bidder will not agree to an approved clause, the
award may be made on the basis of the bid as originally submitted.
(3) Bids that contain economic price adjustments with no ceiling shall be rejected unless
a clear acceptable basis for evaluation exists.

(b) County proposes economic price adjustment.

(1) When a solicitation contains an economic price adjustment clause and no bidder
takes exception to the provisions, bids shall be evaluated on the basis of the quoted
prices without the allowable economic price adjustment being added.
(2) When a bidder increases the maximum percentage of economic price adjustment
stipulated in the solicitation or limits the downward economic price adjustment provisions
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of the solicitation, the bid shall be rejected as non-responsive. 
(3) When a bid indicates deletion of the economic price adjustment clause, the bid shall
be rejected as non-responsive since the downward economic price adjustment provisions
are thereby limited.
(4) When a bidder decreases the maximum percentage of economic price adjustment
stipulated in the invitation, the bid shall be evaluated at the base price on an equal basis
with bids that do not reduce the stipulated ceiling. However, after evaluation, if the
bidder offering the lower ceiling is in a position to receive the award, the award shall
reflect the lower ceiling.

Equal or tied low bids 

The director of procurement shall specify a method for awarding contracts if the lowest 
responsive and responsible bids are Identical In material detail. Such method shall be approved 
by the director of procurement but shall otherwise remain confidential pending the opening of 
bids. Such method shall be designed to discourage collusion and restrictions on competition; 
provided, however, that, if time and the public interest permit, the director of procurement may 
readvertise for bids instead of deciding among identical bids. If the director of procurement does 
not suspect that the bids are a result of collusion, he may award the contract to the firm 
located, or to the vendor offering goods produced, in the county. 

Documentation of award 

(a) The procurement official shall document compliance with solicitation in the contract file.

(b) The documentation shall either state that the accepted bid was the lowest bid received, or
list all lower bids with reasons for their rejection in sufficient detail to justify the award.

(c) When an award is made after receipt of equal low bids, the documentation shall describe
how the tie was broken.

Information to bidders 

(a) The procurement official shall as a minimum-

(1) Publish notification of Intent to Award and provide copy to all participants in the
solicitation;
(2) Extend appreciation for the interest the unsuccessful bidder has shown in submitting

a bid; and 
(3) When award is made to other than a low bidder, state the reason for rejection in a

notice to each of the unsuccessful low bidders. 

(b) When a request is received concerning a solicitation from an inquirer who is neither a bidder
nor a representative of a bidder, the procurement official should make every effort to furnish the
names of successful bidders and, if requested, the prices at which awards were made. However,
when such requests require so much work as to Interfere with the normal operations of the
Procurement office, the inquirer will be advised where a copy of the abstract of offers may be
seen or a tlmeframe as to when the information will be available.

( c) The Freedom of Information Act will govern all requests for solicitation records.





Other Types of Bids 

Best Value Bid 

The best value bid is a concept were the low-bid is still part of the bid selection process, but it 
is weighted with other elements to determine a best value that reflects quality, as well as cost 
issues. The low bid process is a valid strategy for buying most products. However, the best 
value bid is the best approach for purchasing high-tech equipment or instrumentation and for 
competing highly technological and complex projects. The goal is to contract for a lower long­
term cost that includes such variables as superior service/support, greater reliability and 
uptime, better accuracy and precision of results, more efficient user interface/ease of 
use/automation, longer useful life, and higher resale/salvage value as the systems approaches 
the end of its useful life. These entire key differentiators are only known through user 
experience and "common" knowledge. Specifications and scope of service for highly 
technological and complex projects shall be solicited requiring and establishing criteria's that 
offer the best technical solution and/or the overall "Best value" for the taxpayer's dollar. The 
mechanisms for making a "Best value" acquisition should include few requirements or 
processes, purchasing procedures and limitations. 

Policy 

(a) When it is determined in writing that the acquisition is for high-tech equipment or
instrumentation or for highly technological and complex projects and the use of competitive
sealed bidding is either not practicable or not advantageous to the County, competitive best
value bidding subject to the provisions of these regulations may be used to enter into a
contract.

(b) The purpose of best value bidding is to allow factors other than price to be considered in
the determination of award for highly technological and complex purchase and contracting for
goods, services or construction based on pre-determined criteria identified by the County.

(c) The solicitation of a best value bid will be in accordance with advertising requirements set
for sealed bids with the following exceptions:

1) At bid opening, the only information that will be released Is the names of the
participating bidders. Cost information will be provided after the ranking of bidders and
the issuance of award.

(d) The best value bid should make allowances for awarding contracts to the best-performing
contractors who deliver the highest quality service, projects or products. Various elements are
considered in selecting a contractor on the basis of performance. Objective elements include
contractor experience with similar projects, completion within schedule, compliance with
material and workmanship requirements, timeliness and accuracy of submittals, and record of
safety. Subjective elements include effective management of subcontractors, proaative
measures to mitigate impacts to the environment, training and employee development
programs, commitment to achieving customer satisfaction, and client relations

(e) The evaluation elements not only affect the ultimate performance and overall cost of the
completed project or purchase, but also contribute to the efficient execution of the work.
Under a "Best-Value" selection process, quality issues will be added to the bid evaluation
process.

(f) Evaluation Factors. The best value bid shall state the factors to be used in determination of
award and the numerical weighting for each factor. Cost must be a factor in determination of
award and cannot be weighted at less than sixty percent. Best value bid evaluation factors
may Include, but are not limited to, any of the following as determined by the County in its sole
discretion and not subject to protest:

(1) Operational costs that the County would incur if the bid were accepted;
(2) Quality of the product or service, or its technical competency;
(3) Reliability of delivery and implementation schedules;
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(4) Maximum facilitation of data exchange and systems integration;
(5) Warranties, guarantees, and return policy;
(6) Vendor financial stability;
(7) Consistency of the proposed solution with the state's planning documents and
announced strategic program direction;
(8) Quality and effectiveness of business solution and approach;
(9) Industry and program experience;
(10) Prior record of vendor performance;
(11) Vendor expertise with engagement of similar scope and complexity;
(12) Extent and quality of the proposed participation and acceptance by all user groups;
(13) Proven development methodologies and tools; and
(14) Innovative use of current technologies and quality results.

(g) Discussions may be conducted with apparent responsive bidders to assure understanding of
the best value bid. All bidders whose bids, in the County's sole judgment, need clarification
shall be accorded such an opportunity.

(h) Bids shall be evaluated by using only the criteria stated in the best value bid and by
adhering to the weighting as assigned. All evaluation factors, other than cost, will be
considered prior to determining the effect of cost on the score for each participating bidder.
Once the evaluation is complete, all responsive bidders shall be . ranked from most
advantageous to least advantageous to the County, considering only the evaluation factors
stated in the best value bid.

(i) Award must be made to the responsive and responsible bidder whose bid is determined, in
writing, to be most advantageous to the County, taking into consideration all evaluation factors
set forth in the best value bid.

Two-Step Sealed Bidding 

Two-step sealed bidding is a combination of competitive procedures designed to obtain the 
benefits of sealed bidding when adequate specifications are not available. An objective is to 
permit the development of a sufficiently descriptive and not unduly restrictive statement of the 
County's requirements, including an adequate technical data package, so that subsequent 
acquisitions may be made by conventional sealed bidding. This method is especially useful in 
acquisitions requiring technical proposals, particularly those for complex items. It Is conducted 
In two steps: 

(a) Step one consists of the request for, submission, evaluation, and (if necessary) discussion
of a technical proposal. No pricing is involved. The objective is to determine the acceptability of
the supplies or services offered. As used In this context, the word "technical" has a broad
connotation and includes, among other things, the engineering approach, special
manufacturing processes, and special testing techniques. It is the proper step for clarification
of questions relating to technical requirements. Conformity to the technical requirements is
resolved in this step, but not responsibility.

(b) Step two involves the submission of sealed priced bids by those who submitted acceptable
technical proposals in step one. Bids submitted in step two are evaluated and the awards made
in accordance with the bid requirements.

Conditions for use 

(a) Unless other factors require the use of sealed bidding, two-step sealed bidding may be used
in preference to negotiation when all of the following conditions are present:

(1) Available specifications or purchase descriptions are not definite or complete or may
be too restrictive without technical evaluation, and any necessary discussion, of the
technical aspects of the requirement to ensure mutual understanding between each
source and the County.
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(2) Definite criteria exist for evaluating technical bids.
(3) More than one technically qualified source Is expected to be available.
(4) Sufficient time will be available for use of the two-step method.
(5) A firm-fixed-price contract will be used.

Step one 

(a) The request must include, as a minimum, the following:

(1) A description of the supplies or services required.
(2) A statement of intent to use the two-step method.
(3) The requirements of the technical bid.
G4) The evaluation criteria, to include all factors and any significant sub-factors.
(5) A statement that the technical bids shall not include prices or pricing Information.
(6) The date, or date and hour, which bid must be received,
(7) A statement that-

(i) In the second step, only bids based upon technical proposals determined to be
acceptable, either initially or as a result of discussions, will be considered for
awards, and
(ii) Each bid In the second step must be based on the bidder's own technical
proposals.

(8) A statement that-

(i) Offerors should submit proposals that are acceptable without additional
explanation or Information,
(ii) The County may make a final determination regarding a proposal's
acceptability solely on the basis of the proposal as submitted; and
(iii) The County may proceed with the second step without requesting further
information from any offeror; however, the County may request additional
information from offerors of proposals that it considers reasonably susceptible of
being made acceptable, and may discuss proposals with their offerors.

(9) A statement that a notice of unacceptability will be forwarded to the offerer upon
completion of the proposal evaluation and final determination of unacceptability.

(10) A statement either that only one technical proposal may be submitted by each
offeror or that multiple technical proposals may be submitted. When specifications
permit different technical approaches, it is generally in the County's interest to
authorize multiple proposals.

(b) Information on delivery or performance requirements may be of assistance to bidders in
determining whether or not to submit a proposal and may be included in the request. The
request shall also indicate that the information Is not binding on the County and that the actual
delivery or performance requirements will be contained in the invitation issued under step two.

(c) Upon receipt, the procurement director shall-

(!) Safeguard proposals against disclosure to unauthorized persons; conditions; and 
(2) Remove any reference to price or cost.

(d) The Procurement director shall establish a time period for evaluating technical proposals.
The period may vary with the complexity and number of proposals involved. However, the
evaluation should be completed quickly.

(e) Evaluations shall be based on the criteria in the request for bids and shall be categorized
as-



(1) Acceptable;
(2) Reasonably susceptible of being made acceptable; or
(3) Unacceptable.
(4) Proposal that modifies, or fails to conform to the essential requirements or
specifications of, the request for technical proposals shall be considered non- responsive
and categorized as unacceptable.

(f) The Procurement director may proceed directly with step two if there are sufficient
acceptable proposals to ensure adequate price competition under step two.

(g) When a technical proposal is found unacceptable (either initially or after clarification), the
Procurement director shall promptly notify the offeror of the basis of the determination.

(h) Late technical proposals shall not be accepted.

Step two 

(a) Sealed bidding procedures shall be followed except that Request for Bids shall-

(1) Be Issued only to those offerors submitting acceptable technical proposals In step
one;
(2) Bidders that has submitted multiple technical proposals in step one of this
acquisition may submit a separate bid on each technical proposal that was determined
to be acceptable to the County.
(3) State that the bidder shall comply with the specifications and the bidder's technical
proposal.





Request For Information and Competitive Proposals 

This section prescribes policies and procedures for-

(a) Exchanging information with industry prior to receipt of proposals;

(b) Preparing and issuing requests for proposals (RFP(s) and requests for information (RFI(s);
and

(c) Receiving proposals and information.

Request for Information before receipt of proposals 

(a) Request for information from all interested parties, from the earliest identification of a
requirement for a request for proposals, are encouraged. Any exchange of Information must be
consistent with procurement integrity requirements. Interested parties include potential
offerers, end users, County acquisition and supporting personnel, and others Involved in the
conduct or outcome of the acquisition.

(b) The purpose of exchanging information is to improve the understanding of the County
requirements and industry capabilities, thereby allowing potential offerers to judge whether or
how they can satisfy the County's requirements, and enhancing the County's ability to obtain
quality supplies and services, including construction, at reasonable prices, and increase
efficiency in proposal preparation, proposal evaluation, negotiation, and contract award.

(c) Departments shall promote early exchanges of information about future acquisitions. An
early exchange of information among industry and the contracting officer, project manager,
and other participants In the acquisition process can identify and resolve concerns regarding the
acquisition strategy, including proposed contract type, terms and conditions, and acquisition
planning schedules; the feasibility of the requirement, including performance requirements,
statements of work, and data requirements; the suitability of the proposal instructions and
evaluation criteria, including the approach for assessing past performance information; the
availability of reference documents; and any other industry concerns or questions. Some
techniques to promote early exchanges of information are-

1) Industry or small business conferences;
2) Public hearings;
3) Market research;
4) One-on-one meetings with potential offerers (any that are substantially involved with
potential contract terms and conditions should include the contracting officer; also see
paragraph (f) of this section regarding restrictions on disclosure of information);
5) Pre-solicitation notices;
6) Draft RFP(s);
7) RFI(s);
8) Pre-solicitation or pre-proposal conferences; and
9) Site visits.

(d) The special notices or electronic notices may be used to publicize the County's requirement
or request for information.

(e) RFI(s) may be used when the County does not presently intend to award a contract, but
wants to obtain price, delivery, other market information, or capabilities for planning purposes.
Responses to these notices are not offers and cannot be accepted by the County to form a

U 
binding contract. There is no required format for RFI(s).

(f) General information about the County mission needs and future requirements may be
disclosed at any time. After release of the solicitation, the contracting officer must be the focal
point of any exchange with potential offerers. W.hen specific information about a proposed
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acquisition that Would be necessary for the preparation of proposals Is disclosed to one or more 
potential ofterors, that information must be made available to the public as soon as practicable, 
in order to avoid creating an unfair competitive advantage. Information provided to a potential 
offerer in response to its request must not be disclosed if doing so would reveal the potential 
offerer's confidential business strategy. When conducting a pre-solicitation or pre-proposal 
conference, materials distributed at the conference should be made available to all potential 
offerors, upon request. 

Multi-step process 

(a) The County may publish a pre-solicitation notice that provides a general description of the
scope or purpose of the acquisition and invites potential offerers to submit information that
allows the County to advise the offerors about their potential to be viable competitors. The pre­
solicitation notice should identify the information that must be submitted and the criteria that
will be used in making the Initial evaluation. Information sought may be limited to a statement
of qualifications and other appropriate information (e.g., proposed technical concept, past
performance, and limited pricing information). At a minimum, the notice shall contain sufficient
information to permit a potential offeror to make an informed decision about whether to
participate in the acquisition. This process should not be used for multi-step acquisitions where
it would result in offerers being required to submit identical information in response to the
notice and in response to the initial step of the acquisition.

(b) The procurement director shall evaluate all responses in accordance with the criteria stated
in the notice, and shall advise each respondent in writing either that it will be invited to
participate in the resultant acquisition or, based on the information submitted, that it is unlikely
to be a viable competitor. The director shall advise respondents considered not to be viable
competitors of the general basis for that opinion. The director shall inform all respondents that,
notwithstanding the advice provided in response to their submissions; they may participate in
the resultant acquisition at the risk of being non-responsive.

Requests for proposals (RFP(s) 

Competitive sealed requests for proposals may be used in the procurement of goods, services, 
and construction in the manner provided for herein. 

(a) Conditions for use, When the county administrator determines that the use of competitive
sealed bidding in procurement of particular goods, services, or construction is either not
practicable or not advantageous to the county, it shall instruct the director of procurement or
such other persons or entities as designated by the county council to utilize the competitive
sealed proposals procedure established herein to contract for and procure the particular goods,
services or construction required by the county.

(b) Proposals shall be solicited from at least three (3) qualified sources, when such sources are
reasonably available.

A "request for proposal" is a written or published solicitation for proposals to provide goods, 
services, or construction, as described therein. Evaluation factors upon which the proposals will 
be evaluated for award of the contract shall be stated in the request for proposals. Price or cost 
shall be one of the evaluation factors but It shall not be the sole basis for award of the contract. 

(c) Requests for proposals are used in negotiated acquisitions to communicate the County
requirements to prospective contractors and to solicit proposals. RFP(s) for competitive
acquisitions shall, at a minimum, describe the-

(1) County's requirement;
(2) Anticipated terms and conditions that will apply to the contract:

(i) The solicitation may authorize offerors to propose alternative terms and
conditions, and

(3) Information required to be in the offeror's proposal; and



(4) Factors and significant sub-factors that will be used to evaluate the proposal and
their relative importance.

(d) Electronic commerce may be used to issue RFP(s) and to receive proposals, modifications,
and revisions. In this case, the RFP shall specify the electronic commerce method(s) that
offerors may use.

(e) Letter RFP(s) may be used in sole source acquisitions and other appropriate circumstances.
Use of a letter RFP does not relieve the contracting officer from complying with other code
requirements. Letter RFP(s) should be as complete as possible and, at a minimum, should
contain the following:

(1) RFP number and date;
(2) Name, address (including electronic address and facsimile address, if appropriate),
and telephone number of the contracting officer;
(3) Type of contract contemplated;
(4) Quantity, description, and required delivery dates for the item;
(5) Applicable certifications and representations;
(6) Anticipated contract terms and conditions;
(7) Instructions to offerors and evaluation criteria for other than sole source actions;
(8) Proposal due date and time; and
(9) Other relevant information; e.g., incentives, variations in delivery schedule, cost
proposal support, and data requirements.

(f) Public notice of the request for proposals shall be given at a reasonable time prior to the
date set forth therein for the receipt of proposals. Such notice may Include utilization of the
vendors' list or publication in a newspaper of general circulation in the county.

Responsibilities 

(a) The contracting officer is designated as the source selection authority.
(b) The contracting officer shall-

1) After release of a solicitation, serve as the focal point for inquiries from actual or
prospective offerors;
2) After receipt of proposals, control exchanges with offerors.

Handling proposals and information 

(a) Upon receipt at the location specified in the solicitation, proposals and information received
in response to a request for information (RFI) shall be marked with the date and time of receipt.

(b) Proposals shall be recorded publicly in the presence of one (1) or more witnesses at the time
and place designated in the request for proposals. Only the names of the offering participants
shall be disclosed at the proposal opening. Contents of the proposals shall not be disclosed
during the negotiation process. Proposals shall be open for public inspection after contract
award, except that proprietary or confidential information in any proposal that is clearly marked
"confidential" by the offering vendor shall not be disclosed without written consent of the
offering vendor.

( c) Proposals shall be safeguarded from unauthorized disclosure throughout the source selection
process. Information received In response to an RFI shall be safeguarded adequately from
unauthorized disclosure.

(d) If any portion of a proposal received by the contracting officer electronically is unreadable,
the contracting officer immediately shall notify the offeror and permit the offeror to resubmit the
unreadable portion of the proposal. The method and time for resubmission shall be prescribed
by the contracting officer after consultation with the offeror, and documented in the file. The
resubmission shall be considered as if it were received at the date and time of the original



unreadable submission for the purpose of determining timeliness, provided the offeror complies 
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with the time and format requirements for resubmission prescribed by the contracting officer. 

Submission, modification, revision, and withdrawal of proposals 

(a) Offerors are responsible for submitting proposals, and any revisions, and modifications, so
as to reach the procurement office address as designated in the solicitation by the time specified
in the solicitation. Offerors may use any transmission method authorized by the solicitation (i.e./
regular mail or electronic commerce). If no time is specified in the solicitation, the time for
receipt is 4:00 p.m., local time, at the procurement office on the date that proposals are due.

(b) Any proposal, modification, or revision, that Is received at the designated procurement
office after the exact time specified for receipt of proposals is "late" and will not be considered
unless it is received before award is made and the contracting officer determines that accepting
the late proposal would not unduly delay the acquisition; and-

(1) If it was transmitted through an electronic commerce method authorized by the
solicitation, it was received at the initial point of entry to the county's main
administration building not later than 5:00 p.m. one working day prior to the date
specified for receipt of proposals; or

(2) There is acceptable evidence to establish that it was received at the procurement
office or location designated for receipt of proposals and was under the county's
control prior to the time set for receipt of proposals; or
(3) It was the only proposal received.

However, a late modification of an otherwise successful proposal, that makes its terms more 
favorable to the county, will be considered at any time it is received and may be accepted. 

(c) Acceptable evidence to establish the time of receipt at the procurement office includes the
time/date stamp of the procurement office on the proposal wrapper, other documentary
evidence of receipt maintained by the installation, or oral testimony or statements of county
personnel.

(d) If an emergency or unanticipated event interrupts normal Government processes so that
proposals cannot be received at the procurement office designated for receipt of proposals by
the exact time specified in the solicitation, and urgent Government requirements preclude
amendment of the solicitation closing date, the time specified for receipt of proposals will be
deemed to be extended to the same time of day specified in the solicitation on the first work
day on which normal Government processes resume.

(e) Proposals may be withdrawn by written notice at any time before award. The contracting
officer must document t:he contract file when withdrawals are made. One copy of withdrawn
proposals should be retained in the contract file. Extra copies of the withdrawn proposals may
be destroyed or returned to the offeror at the offeror's request and cost. Where practicable,
electronically transmitted proposals that are withdrawn must be purged from primary and
backup data storage systems after a copy is made for the file. Extremely bulky proposals must
only be returned at the offeror's request and expense.

(f) The contracting officer must promptly notify any offeror if its proposal, modification, or
revision was received late, and must inform the offeror whether its proposal will be considered;
unless contract award is imminent then public notices would suffice.

(g) Late proposals and modifications that are not considered must be held unopened, unless
opened for identification, until after award and then retained with other unsuccessful proposals.

(h) If available, the following must be included in the contracting office files for each late
proposal, modification, revision, or withdrawal:

(1) The date and hour of receipt.



(2) A statement regarding whether the proposal was considered for award, with
supporting rationale.
(3) The envelope, wrapper, or other evidence of date of receipt.

Evaluation factors and significant sub-factors 

(a) The award decision is based on evaluation factors and significant sub-factors that are
tailored to the acquisition.

{b) Evaluation factors and significant sub-factors must-

1) Represent the key areas of importance and emphasis to be considered in the source
selection decision; and
2) Support meaningful comparison and discrimination between and among competing
proposals.

(c) The evaluation factors and significant sub-factors that apply to an acquisition and their
relative importance are within the broad discretion of county procurement officials, subject to
the following requirements:

(1) Price or cost to the county shall be evaluated in every source selection,
(2) The quality of the product or service shall be addressed in every source selection
through consideration of one or more non-cost evaluation factors such as past
performance, compliance with solicitation requirements, technical excellence,
management capability, personnel qualifications, and prior experience; and
(3) Past performance shall be evaluated in all source selections for negotiated
competitive acquisitions.
(4) Past performance need not be evaluated if the contracting officer documents the
reason past performance is not an appropriate evaluation factor for the acquisition.

(d) All factors and significant sub-factors that will affect contract award and their relative
importance shall be stated In the solicitation. The rating method need not be disclosed in the
solicitation. The general approach for evaluating past performance information shall be
described.

Proposal evaluation 

(a) Proposal evaluation is an assessment of the proposal and the offerer's ability to perform the
prospective contract successfully. An evaluation team shall evaluate competitive proposals and
then assess their relative qualities solely on the factors and sub-factors specified in the
solicitation.

(b) Evaluation factors. Proposals shall be evaluated using only the criteria stated in the request
for proposals and there must be adherence to any weighing that has been previously assigned.
The request for proposals shall state the relative importance of each evaluation factor. The
evaluation factors shall be examined with respect to each proposal in determining which
proposal is most advantageous to the county. There are no restrictions on the kind or number of
evaluation factors that may be used, as long as they are stated in the request for proposals and
relate to the purpose of the procurement.

(c) Discussions may be conducted with any with responsive and responsible vendors submitting
a proposal that appears eligible for contract award (based upon the evaluation factors) for the
purpose of clarification to assure full understanding of and responsiveness to the requirements
of the request for proposals. A contract may be negotiated after an unsuccessful request for
proposal at any time before an award is made provided that:

1) The negotiated price must be fair and within the limits of available funds as 
determined by the county council or Its designee.

(d) Offering vendors shall be accorded fair and equal treatment with respect to any opportunity
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Selection of Firms for Professional and Consulting Services 

Selection criteria 
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(a) The director of procurement (Director) shall evaluate each potential company, firm, person or
entity in terms of its-

(1) Professional qualifications necessary for satisfactory performance of required
services;
(2) Specialized experience and technical competence in the type of work required;
(3) Capacity to accomplish the work in the required time;

(4) Past performance on contracts with Government agencies and private industry in terms of
cost control, quality of work, and compliance with performance schedules;
(5) Location in the general geographical area of the project and knowledge of the locality of the
project; provided, that application of this criterion leaves an appropriate number of qualified
firms, given the nature and size of the project; and
(6) Acceptability under other appropriate evaluation criteria.

Evaluation team 

(a) When acquiring professional services, the Director or shall establish an evaluation team of
three or more individuals (preferably odd numbers) to be composed of members who,
collectively, have experience in the areas of professional services requested, architecture,
engineering, construction, information technology, finance, procurement, Government and
related acquisition matters. Members shall be appointed from among qualified employees of the
county and if authorized by the Administrator (Administrator) other agencies, private
practitioners, professionals and any related professions or any citizen deemed qualified to
perform such services.

(b) No firm shall be eligible for award of a professional services contract during the period in
which any of its principals or associates are participating as members of the evaluation team.

Evaluation team functions 

(a)Under general direction, an evaluation team shall perform the following functions:

(1) Review the current data submitted and responses to a public notice concerning the
particular request for qualifications.
(2) Evaluate the firms in accordance with the criteria in the request for qualifications.
(3) Hold discussions (if required) with at least three of the most highly qualified firms
regarding concepts and the relative utility of alternative methods of furnishing the
required services.
(4) Prepare a selection/evaluation report for the Director recommending, in order of
preference, the firms that are considered to be qualified to perform the required services.
The report shall include a description or narrative of the evaluation conducted.

Selection authority 

(a) The Administrator shall make decision.

(b) The Administrator shall review the recommendations of the evaluation team and with the
advice of appropriate technical and staff representatives, make a recommendation. The
recommended shall be on a listing of firms considered qualified. Ali firms on the selection list
are considered "selected firms" with which the contracting officer may negotiate.

Collecting data on and appraising firms qualifications 
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associated cost breakdown figures in the county estimate, but only to the extent deemed 
necessary to arrive at a fair and reasonable price. The overall 
amount of the county's estimate shall not be disclosed. 

Negotiations 

(a) Unless otherwise specified the Director shall conduct negotiations. Negotiations shall be
conducted beginning with the firm providing the most responsible and responsive proposal and
or the selected firm which meets all the requirements and is most advantageous to the county.

(b) The Director should request a proposal from the firm

(c) The selected firm shall be advised that no construction contract may be awarded to the firm
that designed the project unless it's a Design Build project.

(d) If mutually satisfactory terms and conditions cannot be negotiated, the Director shall obtain
a written final proposal revision from the firm, and notify the firm that negotiations have been
terminated. The contracting officer shall then initiate negotiations with another qualified firm on
the qualification list. This procedure shall be continued until a mutually satisfactory contract has
been negotiated. If negotiations fail the Director shall provide the Administrator a memorandum
as to why a contract cannot be negotiated, and may recommend negotiating with additional
firm(s) on the list.

Release of information on firm selection 

(a) After final selection has taken place, the Director may release information identifying only
the firm with which a contract will be negotiated for certain work. The work should be described
in any release only in general terms, unless information relating to the work Is classified. If
negotiations are terminated without awarding a contract to the highest rated firm, the
contracting officer may release that information and state that negotiations will be undertaken
with another (named) firm.

(b) Debriefings of successful and unsuccessful firms may be held after final selection has taken
place only as requested.

Liability for Government costs resulting from design errors or deficiencies 

Professionals shall be responsible for the professional quality, technical accuracy, and 
coordination of all services required under their Agreement with the county. A firm may be 
liable for costs resulting from errors or deficiencies In designs furnished under its contract. 
Therefore, when a modification to a contract is required because of an error or deficiency in the 
services provided under a contract, the Director (with the advice of technical personnel and 
legal counsel) shall consider the extent to which the contractor may be reasonably liable. The 
Director shall enforce the liability and collect the amount due, if the recoverable cost will exceed 
the administrative cost involved or is otherwise In the county's interest. The Director shall 
Include in the contract file a written statement of the reasons for the decision to recover or not 
to recover the costs from the firm. 

Design within funding limitations 

(a) The county may require the professional service firm to design the project so that costs
will not exceed a contractually specified dollar limit (funding limitation). If the price proposed
in response to a county solicitation exceeds the funding limitation in the professional service
contract, the firm shall be solely responsible for redesigning the project within the funding
limitation if an amendment as not been agreed to by both parties in writing by the authorized
agents. These additional services shall be performed at no increase In the price of this contract.
However, if the cost of proposed project is affected by events beyond the firm's reasonable
control (e.g., if there Is an increase in material costs which could not have been



anticipated, or an undue delay by the county in issuing a solicitation), the firm shall not be 
obligated to redesign at no cost to the county. If a firm's design fails to meet the contractual 
limitation on project cost and the county determines that the firm should not redesign the 
project, a written statement of the reasons for that determination shall be placed in the 
contract file. 

(b) The amount of the project funding limitation is to be established during negotiations
between the contractor and the county. This estimated project contract price should take into
account any statutory or other limitations and exclude any allowances for county supervision
and overhead and any amounts set aside by the county for contingencies. In negotiating the
amount, the Director may make available to the contractor the information upon which the
county has based its initial project estimate and any subsequently acquired information that
may affect the project costs.

Redesign responsibility for design errors or deficiencies 

(a) Under professional service contracts, contractors shall be required to make necessary
corrections at no cost to the county when the designs, drawings, specifications, or other items
or services furnished contain any errors, deficiencies, or inadequacies. If, in a
given situation, the county does not require a firm to correct such errors, the Director shall
include a written statement of the reasons for that decision in the contract file.

Architects 

Contracting with an architect for professional services on any basis must be done by direct 
negotiations. Prior to selection of an architect for conducting business with the county and 
to negotiate; the architect must meet the pre-qualification criteria's for consulting and 
professional services. The architect must understand, show and meet the following 
minimum criteria's prior to selection for negotiations: 

(a) understands the nature of the project,

(b) the proximity (location) of the architect to the project,

(c) the capability of the architect, engineer to produce the required service within a
reasonable time,

(d) past performance, and

(e) ability to meet project budget requirements,

(f) shows creativity and insight to the project

(g) meets any electronic and technically advance requirements of the project,

(h) ability to provide the most current and latest process available in the industry.





Contracting Officer's Representative (COR) 

Objective 
To provide necessary guidelines for Contracting Officer's Representatives (COR) to effectively 
monitor contractor performance. The only way we can be sure that were are getting a dollar's 
worth of service for every dollar paid is by tough and fair COR monitoring of contractor 
performance. 

Instruction 
It is the goal of Richland County to have successful contract performance, which means 
completion of work or service on time, within budget, with a quality of product or services. The 
COR is the key to making this happen. 

Responsibilities 
Contracting Officer for the County is the Director of Procurement. He/she is responsible for all 
contracts from the point of advertising of a contract to completion of the services requested. 
Contract Administrator is the individual who administers the contract from the time of award 
to the completion of the services requested. 
Contracting Officer's Representative (COR) is an individual, appointed in writing, to monitor 
contractor performance during the life of a specific contract. 

Duties of the COR 
A COR Is an expert in the area that he is appointed to monitor contract(s). Once the COR is 
assigned the responsibility to monitor a contract(s), she/he should immediately read and 
understand the scope of work; i.e. exactly what are we paying the contractor to do. 
The COR must read, understand, and be able to quote exactly what we are expecting to receive 
from the contractor line by line, specification by specification. 
The COR must establish, with the assistance of the Contracting Officer, a surveillance plan which 
details the monitoring methods which will insure compliance with the contract specifications and 
scope of work/service. The following tools are available to monitor contractor performance. 

Contractor Failure to Perform 
Check List 
Record of Inspections 

All instances of failure to perform in accordance with the specifications and scope of work of the 
contract must be reported by the COR. These instances of failure to perform will allow the 
Contract Administrator to counsel the contractor about the failure to perform. Further reports 
from the COR of failure to perform will result in penalties or ultimately termination of the 
contract. In order for the COR to report instances of failure to perform, the COR must know 
exactly what the contract calls for. 
The COR does not confront the contractor when failures are discovered. The COR is a scout who 
reports deficiencies to the Contract Administrator. This is the person who confronts the 
contractor. 
The COR must maintain records, as instructed by the Contract Administrator and upon 
completion of the contract shall forward the closed-out file to the Office of Procurement for 
retention in the contract file. As a minimum, The COR file shall include: 

a. Copy of COR appointment letter;
b. Copy of contract with all modifications;
c. Notice of Award and/or Notice to Proceed;
d. Statement indicating that COR understands and is aware of the ethical standards required;
and
e. Copy of records of COR inspections and conferences.

We always hope that contractors who are given awards to provide services to Richland County 
are willing and capable of providing a dollar's worth of service for every tax dollar paid. As the 
COR you are the key person in making sure that happens. Don't let the citizens of our County 
down. Help make Richland County, South Carolina's County of Excellence. 
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DO'S AND DON7S 

a. GENERAL

Chapter 2, Article IV, Code of Ethics, Richland County Code of Ordinances, is 
applicable to all County officials and employees, especially those officials and 
employees involved In contract dealings with private industry. As such, each 
designated contracting and related activities must conduct business dealings with 
industry in a manner above reproach In every respect and must protect the 
County's interest an maintain its reputation of fair dealings with contractors. 

b. GUIDANCE FOR CONTRACTING OFFICER'S REPRESENTATIVES
When the Contracting Officer determines that a COR will be appointed for a 
specific contract, the Contracting Officer shall prepare an appointment letter which 
delineates the COR on the extent of the delegation of authority. Some of the more 
common requirements and limitations for the COR are given below: 

1. retain the appointment letter. The letter defines the delegation of authority to the
COR.

2. understand the limits of authority delegated to the COR.
3. keep a copy of the contract, change orders and other contract documents available.
4. become familiar with the terms and conditions of the contract.
5. establish and maintain a project file for all documents and correspondence pertaining

to the contract. The file is to be forwarded to the Contracting Officer for inclusion in
the official contract file after the contract is completed.

6. ensure that a Notice-to-Proceed is issued on a timely basis by the Contracting Officer
to the selected contractor.

7. ensure that a pre-construction conference is held to discuss contract provisions and
requirements, and to clarify any issues of concern to the contractor.

8. give prompt attention to correspondence requiring COR action.
9. spot check the contractor's work to ensure that it meets contract requirements. This

includes the work of subcontractors.
10. follow up to have deficient work corrected. However, the COR is not to give

instructions to or supervise the contractor's employees or subcontractors.
11. maintain a log (record) of Inspections.
12. complete required reports in a timely and accurate manner.
13. make certain that all emergency situations are attended to and resolved as quickly

as possible. DO keep the Contracting Officer advised of the emergency and actions
taken to correct the situation.

14. Inform the contractor immediately when unsatisfactory performance is noted.
Differences of opinion or Interpretation of contract requirements between the COR
and the contractor which cannot be mutually resolved will be referred to the
Contracting Officer.

15. report to the Contracting Officer any problem that has the potential of causing delay
or Increasing the cost of the project.

16. give instructions to the contractor in writing, first ensuring that they are within the
scope of the COR's authority.

17. obtain as-built drawings, technical bulletins, operational and maintenance
manuals, warranties, keys, and other related data prior to making final payment to the

contractor. The COR will make appropriate distribution of these documents. 
18. DON'T tell the contractor how to run his business or resolve problems. This is his

responsibility.
19. DON'T get Involved with the contractor's personnel procedures or give instructions to the

contractor's employees.
20. DON'T let personalities enter into discussions with the contractor.
21. DON'T request the contractor to do work outside the scope of the contract.
22. DON'T permit the contractor to proceed on his own with work outside the contract. The

contractor may claim additional payment for the extra work. Immediately advise the
Contracting Officer if the contractor persists in proceedings with the unauthorized work.

23. DON'T commit the use of County personnel, equipment or supplies to assist the contractor,
unless the County furnished support is specifically provided for in the contract.
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Blanket Purchase Orders, (BPO(s) 

General 

(a) A blanket purchase order (BPO) is a simplified method of filling anticipated repetitive needs
for supplies, goods or services by establishing "charge accounts" with qualified sources of
supply. BPO(s) are agreements normally established for supplies, goods, or services for which
the price is determined and remains consistent, for a pre-determined amount and a pre­
determined timeframe.

(b) BPO(s) are established for use by County departments responsible for providing supplies for
its own operations or for other offices, projects, or functions.

(c) The use of BPO(s) does not exempt a department from the responsibility for keeping
obligations and expenditures within available funds.

Establishment of BPO(s) 

(a) The following are circumstances under which contracting officers may establish BPO(s):

1) There are a wide variety of items in a broad class of supplies or services that are
generally purchased, but the exact items, quantities, and delivery requirements are not
known in advance and may vary considerably;
2) There Is a need to provide sources of supply for one or more departments;
3) The use of this procedure would avoid the writing of numerous purchase orders;
4) There is no existing requirements contract for the same supply or service that
Procurement is required to use;
5) Recurring requirements for the same or similar supplies or services seem likely;

i) Qualified sources are willing to accept BPO(s); and
ii) It is otherwise practical to do so.

6) Limit documentation of purchases to essential information and forms.

(b) After determining a BPO would be advantageous, Procurement shall-

1) Conduct a solicitation for the required goods, supplies or service;
2) Establish the parameters to limit purchases to individual items or commodity groups
or classes, and
3) Consider vendors whose past performance has shown them to be dependable, who
offer quality supplies or services at consistently lower prices.

(c) BPO(s) may be established with-

1) More than one supplier for supplies or services of the same type to provide maximum
practicable competition;
2) A single firm from which numerous individual purchases at or below the informal
purchasing threshold will likely be made in a given period.

(d) BPO(s should be prepared with a purchase order and a requisition and only a�er contacting
suppliers to make the necessary arrangements for-

1) Securing maximum discounts and prices;
2) Periodic billings and payments;
3) Shipping and delivery;
4) Warranties;
5) Scope of Work/Service;
6) Specifications; and
7) Additional terms and conditions.
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The following terms and conditions are mandatory 

(a) Description of agreement: A statement that the vendor shall furnish supplies or services,
described in general terms, if and when requested by an authorized representative of the County
during a specified period and within a stipulated aggregate amount, if any.

(b) Extent of obligation: A statement that the County is obligated only to the extent of authorized
purchases actually made under the BPO by County employees.

(c) Delivery/Receiving Report. A requirement that all shipments under the agreement, except
those for newspapers, magazines, or other periodicals, shall be accompanied by
delivery/receiving report, tickets, or sales slips that shall contain the following minimum
information:

1) Name of supplier
2) BPO number
3) Date of purchase
4) Purchase number
5) Itemized list of supplies or services furnished
6) Quantity, unit price, and extension of each item, less applicable discounts
7) Date of delivery or shipment

(d) Invoices. A summary invoice shall be submitted at least monthly or upon expiration of the
BPO, whichever occurs first, for all deliveries made during a billing period, identifying the delivery
tickets covered therein, stating their total dollar value, and supported by receipt copies of the
delivery tickets.

(e) Individual purchases shall not exceed the BPO(s) threshold.

(f) The existence of a BPO does not justify purchasing from only one source or avoiding small,
woman, disabled, and minority owned business.

(g) Use a BPO only for purchases that are otherwise authorized by law or regulation. If, for a
particular purchase greater than the authorized purchase threshold, Procurement must solicit
quotations from other sources and make the purchase as appropriate; and

Review procedures 

(a) The procurement official placing orders under a BPO, or the designated representative of the
Director, shall review a sufficient random sample of the BPO files at least annually to ensure that
authorized procedures are being followed.
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Quotations 

A quote is not an offer or a binding contract. Therefore, issuance of a purchase order (PO) in 
response to a vendor's quotation does not establish a binding contract. The purchase order is an 
offer by the County to the vendor to make certain purchases for goods, supplies or services 
upon specified terms and conditions. A contract is established when the vendor accepts the offer 
in writing or delivers the supplies, goods or services. 

If the County issues an order resulting from a quotation, the County may (by written notice to 
the vendor, at any time before acceptance occurs) withdraw, amend, or cancel Its offer. 

The Procurement official must ask the vendor to indicate acceptance of an order by notification 
to the County, preferably in writing. All PO's resulting from a quote must have an acceptance 
from an authorized person from the vendor from whom we are purchasing. In other 
circumstances, the vendor may Indicate acceptance by furnishing the goods, supplies or services 
ordered or by proceeding with the work to the point where substantial performance has 
occurred. 

When soliciting quotes, the Procurement official must notify vendors of the basis on which award 
will be made (price alone or price and other factors, e.g., past performance and quality). 
Procurement officials are encouraged to use best value. When performing informal solicitations 
the procurement official is not required to state the relative importance assigned to each 
evaluation factor and sub-factor, nor are they required to include sub-factors. 

The director of procurement must promote competition to the maximum extent practicable to 
obtain supplies, goods, and services from the source whose offer is the most advantageous to 
the County, considering the administrative cost of the purchase. 

(a) The procurement official must not-

(1) Solicit quotations based on personal preference; or
(2) Restrict solicitation to suppliers of well-known and widely distributed makes or
brands.

(b) Soliciting from a single source.

(1) For purchases not exceeding the informal solicitation threshold, procurement official
may solicit from one source if the procurement official determines (in writing) that the
circumstances of the contract action deem only one source reasonably available (e.g.,
urgency, exclusive licensing agreements, or industrial mobilization).

(c) Price Reasonableness.

(d) 

(1) Procurement officials-may make purchases not exceeding one thousand five hundred
dollars without Soliciting competitive quotations If the prices are considered to be fair
and reasonable. Distribution of purchases must be made equitably among qualified
Vendors.
(2) Procurement officials must solicit from other than the previous supplier before
placing a repeat order, whenever practical in order to accomplish equity.
(3) Procurement officials must take action to verify the fairness and reasonableness of
the price quoted.

Soliciting orally. 

(1) Small purchases not exceeding $5,000.00 (excluding tax, shipment and handling
charges):

(i) The procurement official must solicit quotations orally to the maximum extent
practicable, if- the purchase does not exceed the five thousand ($5,000.00) small
purchase threshold; �II construction purchases must be in writing.
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(ii) The procurement official should establish and maintain records of oral quotes
in order to have a record of placing the order at the price paid with the vendor
concerned. The record most consist of showing the vendors contacted, names of
the person who made the quote, prices quoted, and other terms and conditions
quoted.

(e) The purchase is for emergency purpose.

(1) For purchases from $5,000.01 to $15,000.00 (excluding tax, shipment and handling
charges):

(i) Solicitations of written quotes from a minimum of three (3) qualified sources of
supply shall be made and documented. Such documentation shall be written on
or attached to the purchase order.

(f) Evaluation of q!,Jotes

Procurement officials shall evaluate informal solicitations in an impartial manner; and must 
Include transportation charges and delivery timeframe. The informal solicitation shall be 
evaluated on the basis established in the solicitation. 

(1) Evaluation procedures. Each procurement official must use evaluation procedures
relative to the solicitation such as price, shipping cost, delivery timeframe, warranty, and
past performance.

(i) The procurement official shall use his or her discretion In fashioning suitable
evaluation procedures.
(ii) If using price and other factors, insure that quotations or offers can be
evaluated in an efficient and minimally burdensome fashion. Formal evaluation
plans and establishing a competitive range, conducting discussions, and scoring
quotations or offers are not required. Procurement officials may conduct
comparative evaluations of offers. Evaluation of other factors, such as past
performance-

(A) Does not require the creation or existence of a formal data base; and
(B) May be based on information such as the procurement official's
knowledge of and previous experience with the supply or service being
acquired, customer surveys, or other reasonable basis.

(2) For acquisitions conducted using electronic mail or a method that permits electronic
response to the solicitation, the contracting officer may.-

Ci) After preliminary consideration of all quotations or offers; identify from all 
quotations or offers received one that is suitable to the user, such as the lowest 
priced brand name product. and quickly screen all lower priced quotations or 
offers based on readily discernible value indicators, such as past performance, 
warranty conditions, and maintenance availability; or 
(11) Where an evaluation is based only on price and past performance, make an
award based on whether the lowest priced of the quotations or offers having the
highest past performance rating possible represents the best value when
compared to any lower priced quotation or offer.

(g) Special situations. Include additional statements explaining the absence of competition if
only one source is solicited.

(h) Formal solicitations. For purchases above $15,000.01 (excluding tax, shipment and handling
charges):

(1) Formal solicitation from a minimum of three (3) qualified sources of supply shall be
made and documented. Such documentation shall be written and attached to the



purchase order of record. 
(2) Procurement Officials shall issue a written solicitation for all construction.

i) Award and documentation

(1) Basis for award. Before making award, the contracting officer must determine that
the proposed price is fair and reasonable, by:

(i) Whenever possible, insuring base price reasonableness on competitive
quotations or offers;

(ii) If only one response is received, include a statement of price fairness and
reasonableness in the contract file. The Procurement Official may base the
statement
on-

(A) Market research;
(B) Comparison of the proposed price with prices found reasonable and fair
on previous purchases;
(C) Current price lists, catalogs, or advertisements. However, Inclusion of a
price in a price list, catalog, or advertisement does not, in and of itself,
establish fairness and reasonableness of the price;
(D) A comparison with similar items in a related Industry;
(E) The Procurement Official's personal knowledge of the item being
purchased;
(F) Comparison to an Independent Government estimate; or
(G) Any other reasonable basis.

(iii) Occasionally an item can be obtained only from a supplier that quotes a
minimum order price or quantity that either unreasonably exceeds stated quantity
requirements or results in an unreasonable price for the quantity required. In
these instances, the Procurement Official should inform the requiring department
of all facts regarding the quotation or offer and ask it to confirm or alter its
requirement. The file shall be documented to support the final action taken.

j) File documentation and retention.

Keep documentation to a minimum. Purchasing offices shall retain data supporting purchases 
(paper or electronic) to the minimum extent and duration necessary for management review 
purposes. The following illustrate the extent to which quotation or offer information should be 
recorded: 

(1) Written solicitations. For acquisitions not exceeding the simplified acquisition
threshold, limit written records of solicitations or offers to notes or abstracts to show
prices, delivery, references to printed price lists used, the supplier or suppliers contacted,
and other pertinent data.

(3) Special situations. Include additional statements-

(!) Explaining the absence of competition if only one source is solicited and the 
acquisition does not exceed the threshold, or 
(ii) Supporting the award decision if other than price-related factors were
considered in selecting the supplier.





Sole Source Procedures 

(a) Sole Source Procurement Is when only one vendor possesses unique and singularly available
capacity to meet the requirements such as technical qualifications, ability to deliver at and in a
particular time. When the required supplies or services are available from only one source and
no other type of property or services will satisfy the need.

(6) A true Sole Source product Is available from only one source, often determined by patent or
copyright protection, proprietary rights and capacity of one supplier to provide superior
capabilities unobtainable from any other supplier for similar products.

(c) Sole Source must be justified with information of efforts undertaken to locate possible
alternative supplier. Provide explanation of the reason that specifications suitable for full and
open competition could not be developed and that it is necessary and in the county's best
interest to use Sole Source rather than full and open competition. Sole Source addresses the
source of a product or services not the item Itself.

(d)The following examples describing minimum circumstances, which could necessitate "Sole
Source" procurement:

(1) Where the compatibility of equipment, accessories, or replacement parts is the
paramount
consideration;
(2) Where a sole supplier's item is needed for trial use or testing;
(3) Where a sole source supplier's item is to be procured for resale;
(4) Where public utility services are to be procured;
(5) Where the item is one of a kind; and
(6) Printed forms, pamphlets, brochures, exclusive of printing equipment.

(e) Explanation of Sole Source Circumstances

(1) Sole Source Justification Requirements:

(i) Explain why the item is needed and what will happen if it's not received by the
Required Delivery Date (ROD). Describe impact on overhaul/availability schedules,
to support, personnel safety issues, potential environmental damages, etc., and
include the dollar value associated with late delivery.
(ii) Explain the unique features/function of the item and why only one
manufacturer can provide It. Discuss why a similar product from another
manufacturer wlll not work.
(ill) If the item can only be obtained from the OEM (Original Equipment
Manufacturer), discuss the proprietary (I.e. owned by the company, not for public
release) design/drawing/specification requirements.
(iv) If there is a higher order requirement mandating a particular manufacturer
(Public Safety equipment, goods and services), cite the requirement and who
approved or required its usage. For component repair or replacement parts,
explain any compatibility requirements, including a description of the existing
equipment and the interface requirements.

(2) A contract may be awarded for a supply, service, or construction item without
competition when, under the code of ordinances, the procurement director, determines in
writing that there is only one source for the required supply, service, or construction
item. Written documentation must Include the determination and basis for the proposed
sole source procurement. In cases of reasonable doubt, competition must be solicited. A
determination by a department that a purchase be restricted to one potential vendor
must be accompanied by an explanation as to why no other will be suitable or acceptable
to meet the need.
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Emergency Purchasing 

(a) Definitions that should be used when determining a true Emergency Purchases:

(1) Emergency procurement is when there is an unexpected situation or sudden
occurrence of a serious and urgent nature that causes an immediate threat to public
health, welfare, critical economy and efficiency, or safety under emergency conditions
and any other reason as defined in the laws and regulations, and proclaimed by the
County Council, County Administrator or authorized representative.
(2) The occurrence of emergency conditions must create an immediate and serious need
which cannot be met through normal procurement methods and the lack of which would
seriously threaten:

(I) the functioning of the County government;
(ii) the preservation or protection of property; and
(Iii) the health, welfare, or safety of any person

(3) Emergency procurements are limited to purchases necessary to alleviate the
emergency and only those conditions that create a serious need that must be fulfilled
immediately and the Department cannot follow the normal procurement procedures
Taking this into account, whatever competition, as is practicable and required, should be
obtained. The �ent must approve all emergency purchases
$.3,0,000.00 or J.ess. The C.Q_Ynty Administrato,.r or authorized representati')l.e must
approve emergency purchases of $1Q�Oo.q1 through jl00,000.00, and purchases of
1100,000.01 or more require approval of the County Cg1,ocil.
(4) Whenever possible the Department must obtain approval prior to making purchases.
If not possible (such as weekends and after normal hours) the department must report
the circumstances and obtain approval on the next working day. To a practical extent,
under the circumstances emergency purchases should be made competitively to attain
the best value and cost.
(5) Emergency requisitions will be accepted via e-mail, fax, or telephonically from
authorized department personnel. These requisitions will be processed as expeditiously
as possible contingent on receiving all required information and having sufficient funds to
make the purchase.
(6) Failure to anticipate normal needs does not constitute an emergency

(b) Disaster or Emergency Assistance Activities

(1) When contracting under this section for major disaster or emergency assistance
activities, such as debris clearance, distribution of supplies, or reconstruction, preference
shall be given, to the extent feasible and practicable, to those organizations, firms, or
individuals residing or doing business primarily in the area affected by such major
disaster or emergency.
(2) The authority to provide preference applies only to those acquisitions conducted
during the term of a major disaster or emergency declaration made by the County
Council.




