Administrative Services Division

Purchasing Department Regulation
________________________________________________________________________ 


Purchasing Authority
The Purchasing Director has the responsibility to assure that all procurements are made in the best interest of Douglas County both as to the quality and usefulness of the purchases in meeting program goals and as to economy and efficiency.  The Purchasing Director is also responsible for making purchases consistent with County Ordinance, State Law, and Purchasing Legislation.

Department Heads are responsible for making purchases for their department as allowed by the budget, and in compliance with County Ordinances.  For the purchase of items not included in the budget, prior Board approval must be obtained.

Purchasing Regulations

Purchases

All purchases made by the Douglas County Board of Commissioners will be based on competitive bidding whenever possible.  Individuals should use vendors in the County’s vendor database as the source of supply.  If another source (not currently in our database) must be used, the department head must complete the “Request to add a vendor form.”  Small and minority businesses are given a fair and equal opportunity to participate in the County’s purchasing process.

Purchases made that are less than $500.00 per item or total item aggregate may be made without competitive bidding.  While bid quotations are desirable they are not required at this level.

Purchases made between $501.00 and $1,500.00 per item or total aggregate must reference competitive verbal quotes.  Between $1,501.00 and $24,999.99 per item or total item aggregate must be competitively bid.  Three (3) written bid quotations must accompany the purchase order request.  The individual generating the requisition is responsible for obtaining the three required bid quotations.  Written explanation must be furnished if three (3) written bid quotations are not attached to these requisitions which may include but not limited to sole source/brand justification.

Purchases between $25,000.00 and less than $50,000.00 per item or total item aggregate must be bid with specifications being sent to the vendors, the county’s general conditions, insurance requirement and date and time certain for receipt of all bids.  Time stamped to verify time received.
Purchases greater than $50,000.00 per item or total item aggregate must be supported by sealed bid or proposal and must be requested by the Purchasing Department with specifications being sent to the vendor.  A closing date will be determined for the bids and all responses directed to the Purchasing Department except in cases of emergency, as determined by the Department Head, or designee, Purchasing Director and/or the County Administrator.  Board approval is required at this level.
Where specifications are required, the purchasing department will assist the appropriate department personnel to formulate the necessary and most accurate specifications, for the requirement.

Items that are on the State of Georgia Statewide Contract or other approved cooperative purchasing agreements, bids will not be required.  Bids shall be awarded to the lowest responsive and responsible bidder, and/or those offering the best value complying with specifications and other stipulated requirements.

Labor and Materials

The procurement of services consisting of the furnishing of labor and materials, i.e., construction, installations, demolitions, etc., will involve the Project Manager at the initiations of any action towards commencing work.

All quotes involving labor by the vendor for the performance of work shall include a price breakdown, Certificates of Insurance, and Contractor Affidavit.

All purchase requisition exceeding $500 for such requirements shall have the advanced approval of the Project Manager, or his designee.  
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