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I.         Purpose
To provide guidance in preparation of recommendations to the 

Board of County Commissioners for Contract Awards from Bid Evaluations, Proposal Review and Selection/Negotiation Committees; and in providing guidance to client departments on Contract Administration Recommendations for Blanket Purchase Orders, Work Orders, Task Orders, Contract Amendments, etc.

II.
Scope

These guidelines apply to all Office of Purchasing Contract Award




Recommendations to the Board of County Commissioners from Bids, 




Proposals, and R.L.I.s; and, all Contract Administration Recommendations




from Blanket Purchase Orders, Work Orders, Task Orders, Contract 




Amendments, etc.

III.
Responsibility
A. General:

All recommendations from Bid Evaluations, Proposal Reviews and Selection/
Negotiation Committees are prepared by the Purchasing Agent and from Claudia Simmons, Purchasing Chief.

All Contract Administration Recommendations for Blanket Purchase Orders, 

Work Orders, Task Orders, Contract Amendments, etc. are prepared by the using 

department with assistance from the Office of Purchasing as necessary.

*Note: Recommendations on behalf on Constitutional Officers will provide a THRU:  (Name of Constitutional Officer) which is signed off by the Constitutional Officer; in addition to the concur line for the County Administrator.

The Purchasing Agent coordinates between Purchasing and the using department in completing all information required on recommendations, for agenda placement, sign off review by the Purchasing Manager, and that a copy of the recommendation as submitted to the Administrator’s Office is placed into the Purchasing Chief’s Recommendation Backup for Board of County Commissioners Meetings’ book.

B.
Administrators Office Preparation Guidelines

All recommendations sent to the Administrators office are to be in the latest format provided by that office.

The Checklist-Award Recommendation Preparation Form #OF0030 provides guidance from the administrator’s office on the format and information to be considered when preparing recommendations; and is to be attached to each recommendation requiring BCC approval.

The Add-on-Check List Recommendation Preparation Form OF0030a provides guidance on the format, procedure and information to be considered when doing an add-on recommendation; and is to be attached to each add-on recommendation requiring BCC approval.

C. Office of Purchasing Format

1.  Contract Award Recommendations

The “Recommendation for Contract Award” Form #OF0050 provides the skeleton format.  Reference Policy and Procedures Requisition Procedure 

PP-030 for additional detail on department provided recommendation for award background information.

*Note: Constitutional Officer recommendations require a THRU line for the Constitutional Officer to sign in addition to the concur line for the County Administrator.

*Term Contracts are usually limited to a three (3) year contract life.  If unique circumstances (i.e., market indexes and other special conditions) exist that could warrant a longer contract life then they shall be reviewed on a case by case basis with the Purchasing Chief.

The following generic recommendation is suggested and may be used for Invitation to Bid (ITB), Request for Proposal (RFP) and Request for Letters of Interest (RLI).

RECOMMENDATION
That the Board award (a contract) (contracts) for PD#________, (Contract Name) in the amount of ($ Total Dollar Amount of Award)* in accordance with the terms and conditions of the solicitation to (Contractor(s) Legal Name(s); (Funding Source and Funding Name/Department - I.E. 56401 General Fund/Facilities Management).
*Note 1:



Office of Purchasing driven term contract recommendations require an estimated annual amount of award since they’re available to all agencies and departments as part of the Countywide master term contract program.  A client-driven term 


contract for item(s) unique to that department, i.e., ambulances or unique to a limited number of departments, i.e., dumptrucks, may specify the client department’s annual budget amount in the original recommendations.  Any other department(s) may piggyback off these Board awarded contracts in accordance with PP020 “Delegation of Signature Authority” and PP120 “ Piggybacking Off Other Entities Contracts.”

*Note 2:


 Purchasing Agents may determine a multi-part recommendation is required,

 i.e., contingency to legal sign-off or some other condition(s).  In those cases, the 

 base recommendation is part A. and other parts would follow B., C., etc. 


BACKGROUND through IMPLEMENTATION (& ALTERNATIVE INFORMATION)
The information used by the Office of Purchasing to prepare the recommendation is supplied with the client department’s requisition, such as the background statement.  The Purchasing Agent may choose to provide more detail he/she deems appropriate.  However, insufficient information will require follow-ups by the Purchasing Agent with the Department Director/Designee to provide sufficient detail to complete the recommendation per Form #OF0050.

*Note: 
Backup information such as negotiated procurements which result in modifications to the original proposal shall be provided as a memoranda of negotiations; and, preferably, supported with a revised proposal from the offeror which clearly demonstrated their best and final offer.


Additionally, backup information consisting of the tasked out scope of work shall accompany task order recommendations.

2. Contract Administration Recommendations

The “Recommendation for Contract Administration Matters” Form OF0050A provides the skeleton format.

All such recommendations shall be prepared by the using department as required throughout the fiscal year and brought back to the Board for Approval at the beginning of the fiscal year if they are New Year Blanket Orders or rebudgeted from the previous fiscal year.

Provide all applicable information on the Recommendation from 

RECOMMENDATION through IMPLEMENTATION (& ALTERNATIVE INFORMATION).
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