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I.        Purpose:
To provide guidance in assuring text on the purchase order of BCC or 




code of ordinances award authority, continuation authority and 




related backup attachments to the purchase order.

II.        Scope:

These guidelines shall apply to all purchase orders with BCC or code 

of ordinance award authority and rebudgeted new year purchase    

orders.

III.
Responsibility:
A.      The purchasing agent is responsible to assure that the text of purchase orders      

          includes relevant information such as:

· BCC approval date for the contract
· BCC approval date for Task Order/Release or Work Order(s) $50,000 or greater.
· Procurement code references (i.e. Section 46.94 Cooperative Purchases) as they apply.

· Previous year purchase order information that sets the base line for the contract new year continuation purchase order.

B.       The Purchasing Agent is responsible to assure that photocopies of the related       

           backup documentation is attached to the Purchase order such as:

· BCC approval dates shall be validated with copy(s) of Board Meeting agendas/resumes which show the original award; and/or the award of Task Orders/Release or Work Order(s) $50,000 or greater.

· Procurement Code References (i.e. section 46.94 Cooperative Purchases) shall be supported with a copy of the applicable code citation. 

· Previous year purchase order reference (Purchase Order X through change order X) that set the base line for the contract new year continuation purchase order shall be copied and attached.
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