[bookmark: PurchasingPolicy]FIVE COUNTY ASSOCIATION OF GOVERNMENTS PURCHASING AND PROCUREMENT POLICY
(Approved in Steering Committee 10/1/2025)

The Five County Association of Governments (FCAOG) will maintain sufficient documentation and internal controls to ensure that all expenditures for equipment, furniture, vehicles, supplies, services, and other purchases meet FCAOG Procurement procedures as outlined herein.


PROCEDURES

1. FCAOG has no obligation to reimburse any purchase not made in accordance with the purchasing policy.

2. These procedures apply to all purchases of equipment, furniture, appliances, single non- recurring supply purchases, repair and maintenance service requests, office supplies,
lease payments, and other major purchases. The dollar thresholds and bidding procedures listed in this policy also apply to vehicles, copiers, computers and computer-related equipment, and telecommunications equipment and services; however, all computer and technology purchases must first receive approval from the FCAOG Computer and Technology Committee before proceeding with all other applicable purchasing procedures Executive Director.

3. Office supplies and other routine supplies should be purchased through office personnel appointed for such tasks by the Executive Director. These supplies may be purchased from the best-knownmost cost effective source; however, local merchants should be used whenever possible if costs are in line with outside online sources. These items do not require a purchase order or bidding process as long as individual items do not cost more than $250.00 and/or total order is not more than $500.00. Also, recurring, budgeted expenses for groceries do not fall under these procedures if it can be documented that purchases are being made from best and most cost-effective source vendors and/or through State of Utah contracts, and they are within annual approved budget amounts.

4. All purchases require program-level approval. Department heads and program directors are to ensure the following procedures are followed when approving purchases: (a) said purchases are permissible within specific grants or contracts; (b) all purchases are made to maximize cost savings and program benefits; (c) purchases fall within approved annual budget amounts; (d) applicable AOG Purchasing Procedures are followed.

5. All purchases which include items costing more than $250.00 each or are $500.01 to
$1,000.00 in the aggregate, require a purchase order issued by the FCAOG. These purchase orders must be obtained from the purchasing clerk as designated by the
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Executive Director and must be signed by either the Executive Director or designated Fiscal Officer.

6. All purchases that fall in the dollar amounts of $1,000.01 to up to$52,000.00 require not only a purchase order, but also require three documented prices for comparable items. (Examples include by are not limited to catalog or newspaper advertisement, faxed quote, or telephone quote).

7. All purchases costing more than $2,000.00 up to $8,000.00 in total, shall require a purchase order and three written bids of comparable items, submitted by the vendor, highlighting specifications, availability of the items and cost. These bids must be summarized on a bid sheet, noting the preferred items and justification.

8. All purchases of $8,000.01 and over require a purchase order and either sealed bids or Request For Proposals (RFP) as determined by program directors with approval of the Executive Director. Sealed bids or RFP’s may be obtained by way of public notice or by invitations sent to vendors who have been determined to be best source providers of the goods or services being sought. Public notice or invitation to bid must include a purchase description and all contractual terms and conditions applicable to the procurement. Public notice shall be given at least ten days prior to the date set forth therein for the opening of the bids. The public notice will include publication in a newspaper of general circulation. If invitation for bids or RFP’s is used, a minimum of three vendors must be contacted unless it can be documented the purchase can only be obtained from a sole source provider or from fewer than three vendors. Sealed bids shall be opened publicly in the presence of one or more witnesses at the time and place designated in the notice for bids. The amount of each bid and any other relevant information together with the name of each bidder, shall be recorded. The record and each bid shall be open to public inspection.

9. Bids or RFP’s received by the FCAOG will be evaluated based on the following criteria: quality, delivery time, past performance, service, maintenance and repair, availability, suitability for a particular purpose and price (including discounts and transportation).

10. Purchases required during an emergency, as determined by the Executive Director, may not require the solicitation of bids. However, as much competition as is practical should be obtained; and such purchases should be limited to amounts necessary to the resolution of the emergency.

11. Any purchase needing a formal contract will be coordinated by the Executive Director. These purchases may include: buildings, remodeling, maintenance agreements, automobiles, rental and lease agreements, and others as appropriate.

12. All purchases in excess of $2,000.00 must have the approval of the Executive Director.

13. Once documentation is completed and authorized, and the purchase made, the documentation is forwarded to the Management Services Coordinator as notification invoices are forthcoming and to ensure signatures and documentation are on file.

14. Any actual or prospective bidder who is aggrieved in connection with the solicitation or award of a bid may appeal to the Executive Director. An appeal shall be submitted in writing within 10 working days after the aggrieved person knows or should have known of the facts. The Executive Director or designee shall promptly issue a written decision regarding any appeal, if it is not settled by mutual agreement. The decision shall state the reasons for the action taken and inform the protestor of the right to appeal to the FCAOG Steering Committee. The Steering Committee shall be the final appeal at the FCAOG level. All further appeals shall be handled as provided in section 63-56-58 through 64 of the Utah Code.


CODE OF CONDUCT

1. No employee, officer or agent of the FCAOG shall participate in selection, or in the award of a purchase if a conflict of interest, real or apparent, would be involved. Such a conflict would arise when selection or award of a purchase involves:

a. the employee, officer, or agent;

b. any member of his immediate family;

c. his or her partner; or

d. an organization which employs, or is about to employ, any of the above or has financial or other interest in the firm selected for award.

2. The FCAOG’s officers, employees, or agents shall neither solicit nor accept gratuities, favors or anything of monetary value from contractors, potential contractors, or parties to subagreements. Gifts may only be accepted if they were an unsolicited item of nominal intrinsic value.

3. Violation of such standards shall provide for disciplinary action as outlined in the Five County Association of Governments Internal Personnel Policy.

RECEIVING PROCEDURE

1. Copy of the purchase order will be sent to the site where the merchandise will be received to serve as the receiving report.

2. Upon arrival of the commodities, the receiver will determine the quantity of each item received, making note on the receiving report of any substitutions, shortages, and damage in transit.

3. The receiving report will then be sent to the Management Services Coordinator at the FCAOG Office, P.O. Box 1550, St. George, UT 84771.

The following verifications will be completed before an invoice is approved for payment:

1. Determine that all arithmetic details, such as extension and totals are correct.

2. Determine that the invoice conforms to the purchase order.

3. Ascertain that commodities listed on the invoice have been received by comparing it to the receiving report.

After an invoice has been paid, a voucher copy of the check, a copy of the receiving report, copy of the purchase order, and copy of the invoice will be filed for future reference.

[bookmark: FCAOG_Amendment_to_Purchasing_and_Procur]Five County Association of Governments Amendment to Purchasing Policy
[Approved by Steering Committee 01/13/2016]
This document amends and is made a integral part of the Five County Association of Governments Purchasing Policy adopted by the Five County Association of Governments Steering Committee on April 9, 2003.

The aforementioned document entitled Purchasing Policy is also hereby amended to be hereafter entitled: “Five County Association of Governments Purchasing and Procurement Policy”.

PROCUREMENT OF PROFESSIONAL CONSULTING SERVICES

1. Qualifications Based Selection Procedures.
Consultants contracted by the Association must be first selected on the basis of their qualifications and experience, followed by the specific fees determined through negotiations following formal selection. The qualifications of an individual or firm as a professional consultant is to be evaluated and the best qualified consultant selected, subject to a mutual understanding of the scope of services required and formal negotiation of a fair and reasonable consulting fee.

2. General Scope of Services Required.
Each request by the Association for professional consulting services shall contain a general scope of the services required, detailed as much as is reasonably possible. This is so that the individual and/or firm responding to the solicitation can better provide a statement of qualifications responsive to the request as well as a submit an informed quote or bid. The general scope of services developed during this initiation phase of the procurement process will be likely too broad to serve as the basis for a the formal contractual agreement.

3. Non-competitive (Sole-Source) Procedure - Small Consulting Services Contract.
A determination as to whether procurement of professional consulting services may be from a sole-source shall be made by the Executive Director in consultation with the Finance Committee. Circumstances which could necessitate sole-source procurement may include a specific expertise in a particular subject, or provision of service, that the proposed individual or firm is uniquely qualified to provide. The Executive Director shall specify the application of the sole-source determination and its duration. The Five County Association of Governments may only enter into non-competitive negotiation for professional consulting services, as a sole- source, if the total estimated cost of the contract is less than $20,000. A file, available to the public on request, shall be maintained that contains a brief statement of the proposed procurement, a description of the proposed sole-source supplier and a written justification. Nothing in this policy precludes the Association from utilizing the same procedure as is outlined below for mid-sized consulting services contracts, if desired.

4. Competitive Procedure - Mid-sized Consulting Services Contract.
If the estimated cost of a contract for professional consulting services is between $20,000 and $40,000, or a determination is not made regarding a sole-source as outlined above for contracts estimated less than $20,000, three or more individuals or firms shall be solicited for an estimate to undertake the general scope of services. Every effort shall be undertaken to obtain a formal written quote from each of those three individuals or firms. If only one individual or firm formally responds to the request and provides a written quote, the Association may negotiate the compensation and award a contract to that individual or firm, if in the determination of the Association’s Executive Director, in consultation with the Finance Committee, that negotiated compensation is fair and reasonable. Selection shall be based on the criteria outlined in Number 1 above. Nothing in this policy precludes the Association from utilizing the same procedure as is outlined below for large consulting services contracts, if desired.
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5. Formal Bidding Process - Large Consulting Services Contract.
Public notice, in a newspaper having general circulation in at least two of the five counties in this region shall be required for professional consulting services procurement exceeding $40,000. The notice shall be published at least ten calendar days in advance of when a formal response to the notice must be provided. If only one individual or firm formally responds to the formal bidding public notice and provides a bid, the Association may negotiate the compensation and award a contract to that individual or firm, if in the determination of the Association’s Executive Director, in consultation with the Finance Committee, the negotiated compensation is fair and reasonable.

6. Detailed Scope of Services Negotiated.
Once the selected firm is identified, the Association shall enter into a formal negotiation process to reach a complete and mutual understanding of a detailed scope of specific services to be provided by the consultant. A well-defined project description and scope of services should be developed between the Association and consultant prior to negotiating the exact consulting fee. This may be accomplished in a scoping meeting or separate investigation or study to clearly define the extent of the project. Such a meeting offers the opportunity for refinement, amendment, and complete definition of the services to be rendered. The scope of service(s) must be sufficiently detailed so that the consultant can make a reasonable fee estimate. The scope of service(s) will vary from project to project.

7. Effect on Other Existing Purchasing Policies.
This amendment shall only affect the procurement of professional consulting services. All other purchasing policies not referred to in this amendment shall remain in place, unchanged.

8. Appeal of Decision by an Aggrieved Party.
The procedure for an appeal shall be as is outlined in Section 1, Number 14 in the Purchasing and Procurement Policy document.
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