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I.
Purpose
To provide a plan for continuity of operations of the Office of Purchasing    

                                    following a disaster or attack disabling current operating facilities.

II.
 Scope

This plan will be followed by the staff of the Office of Purchasing,                          

                                    Escambia County Commissioners.

III.
Responsibility


This continuity of operations plan is not necessarily “all inclusive”; it does not preclude any specific directions from the County Administrator or Assistant County Administrator as events may dictate.

A. Essential Services 

1.  The following essential services shall be provided for as soon after the relocation of the staff of the Office of Purchasing as possible. 

a. Requisitioning of goods and services required by County Departments.

b. Issuing of Purchase Orders to Vendors to provide required goods and services.

c. Recording of Purchases to vendors for use by Accounts Payable and OMB.

d. Enabling the receiving process for verification by Accounts Payable.

e. Maintaining vendor contact information for use by Purchasing and Departments.

f. Management of the solicitation and contracting processes.

B. Plan enactment

The continuity of operations plan shall become effective upon the notification by the County Administrator or Assistant County Administrator to the Purchasing Manager that existing facilities can no longer be accessed.

1. The County Administrator shall determine that the facilities for the Office of Purchasing are unavailable for normal operations and notify the Purchasing Manager.

2. The Purchasing Manager shall notify all staff members of the situation and

normal operations will cease and the COOP will be in force.

All Office of Purchasing staff shall:

a.  Report as directed by the Purchasing Manager.

b.  The emergency manpower plan for the Office of Purchasing will be the guide for manpower planning and reporting as required

c. Follow instructions regarding the procedures for completing purchases as set up in the plan.

C. Responsibilities

The Purchasing Manager shall be responsible for carrying out the provisions of the COOP. In the event that the PM is not available, the Assistant County Administrator or the County Administrator shall assume the responsibility or delegate as necessary.

1. The Purchasing Manager shall recommend the delegation of authority for purchases, procurement cards, approval levels, etc. if changes are required. The changes in delegation of authority shall be approved by the Assistant County Administrator or County Administrator and communicated to Purchasing Staff and Department Directors. 

2. The Purchasing Manager shall coordinate with Department Directors to determine the priority of needs and requirements to be met by the Office of Purchasing and develop work assignments and direct the staff accordingly.

D. Relocation of Operations

              The Office of Purchasing has in place minimum operational requirements to relocate to 

              the Emergency Operations Center (EOC) located at 6575 N. “W” Street and will use

              this location for immediate temporary work site.

              The resources in place include:

1. Work stations with network access to operating systems, Internet, etc.

2. Fax machine, phone lines

3. Storage with vendor files, contracts, contact information, etc.

4. Staff contact information

5. Emergency manpower plan

6. Conference rooms

7. Access to system “Back ups” 

             If the EOC is not available, the Office of Purchasing shall invoke agreements with the

             local area purchasing departments, i.e. Escambia County School Board, City of 

             Pensacola, and the University of West Florida to use facilities in place. The Purchasing

             Manager shall work with the Facilities Management Department if longer term 

             replacement facilities are required. The Purchasing Manager shall coordinate 

            with Information resources to obtain and maintain computer hardware and software as             

            required.  The Purchasing Manager shall coordinate with Accounts Payable and the

            Office of Management and Budget for operating requirements.
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