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I.
Purpose
To provide guidance on invitation to include the Clerk of the Circuit




Court designee when appointed on Proposal Review and Selection/Negotiation




Committees and notification of Clerks' Office of Committee meetings when not 




appointed.

II.
Scope

These guidelines apply to all formal solicitations in which a Proposal 




Review or Selection/Negotiation Committee is involved.

III.
Responsibility


Authority


These guidelines are derived from the expressed authority of the County Administrator from the July 18, 2003 memo "Deputy Clerk Serving on Committees".

A.
1.  The Clerk of the Court will serve as an advisory member, rather than a voting 


member, on an as needed basis, subject to approval by County Administrator 

as the appointer of committee members.  The Clerk's Office shall be notified of 

every committee meeting whether they are appointed to serve or not.

2.  The Deputy Finance Director has been designated by Mr. Magaha to serve on 

such committees.  If the Deputy Finance director is unable to attend an appointed 

committee meeting, she will inform in writing of her designee or that the Clerk=s 

office representative member be noted as excused in the minutes of the 

proceedings, and that the Clerk=s office notice be contained in the official minutes 

of that particular meeting.

B.
Office of Purchasing shall follow these guidelines regarding the June 18, 2003 memo cited above:

1.  The Deputy Director of Finance is the Clerk of the Courts' designee when appointed to serve on Proposal Review and Selection/Negotiation Committees.

2.  If the Deputy Director of Finance is unable to attend a committee meeting, she will inform the Office of Purchasing in writing of her designee or that the Clerk=s office representative member is to be excused from the meeting.  Additionally, the notice from the Deputy Finance Director shall be attached to the official minutes of that meeting.

3.  The Office of Purchasing will send copies of every official committee meeting notice to the Clerk's Office/Deputy Finance Director.
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