King County General Administrative
Administrative Policies and Procedures Policies & Procedures

Title . . Document Code No
Bid Award Process for Goods/Equipment/Supplies/Materials CON 7-2 (A-P)
and Nonprofessional Services (excluding janitorial)

Department/Issuing Agency Effective Date
Executive Adminjstration/Purchasing Agency June 1, 1990

Approved

Form EM-4

SUBJECT TIMLE: Bid Award Process for Goods/Equipment/Supplies/Materials

and Nonprofessional Services (excluding janitorial)

1.1 EFFECTIVE DATE: June 1, 1990

1.2 TYPE OF ACTION: New

1.3 KEY WORDS: Bid Opening; Bid Board; Bid Award; Invitation to Bid

2.0 PURPOSE:
2.1 To establish an open, orderly, and fair process for the award of bids.
3.0 ORGANIZATIONS AFFECTED: A1l departments, offices and agencies of King
County government.
4.0 REFERENCES:

4.1 King County Code, Chapter 4.16.010 -- Definitions.

4.2 King County Code, Chapter 4.16.020 -- Bid Board Established.

4.3 King County Code, Chapter 4.16.030 -- Exceptions.

4.4 RCW 36.32.250 -- Competitive Bids -- Procedure in Awarding Contracts
-- Bid Deposits -- Contractor's Bond.

4.5 King County Charter 920.10.40 -- Office of Property and Purchasing

5.0 DEFINITIONS:

5.1 "Bid, Bidding, Prebid, and Bidder" (as defined in King County
Code Chapter 4.16.010) means a potential contractor offering to sell
goods, equipment, supplies or materials, to perform a service or the
County soliciting responses from potential contractors or vendors in
the form of written proposals or offers to perform services.

5.2 "Award" means the selection of the low responsible bidder taking into
consideration the quality of the articles or equipment to be
purchased or Teased and (RCW 36.32.250) the bidder's responsiveness
to the specifications concerning the work to be performed or the
goods to be supplied.
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5.3 "Bid Board" means representation required at bid openings consisting
of County Executive or his designee and the chairman of the County
Council or his/her designee. The board is responsible for opening in
public the sealed bids for items/services which have been advertised
as being required by the County.

5.4 "Invitation to Bid" means a document containing specifications for
item(s) or service(s) which the County is seeking; available to all
interested bidders who may be able to supply the item or service.

6.0 POLICIES:

6.1 The bid award process of County government must be uniform, fair and
consistent with the County code and State Taw.

6.2 The management and execution of the bid award process for all King
County departments is the responsibility of the Purchasing Agency.

6.3 The Purchasing Manager is designated the authority to let any
contract, lease, or purchase of tangible personal property below
$1,000 without advertisement and without competitive bidding. (KCC,
Chapter 4.16.030).

6.4 County agencies are delegated the authority to make procurements for
Tess than $1,000 ($500 for capital items) using the direct voucher
method of procurement (CON 7.2 [AEP]).

7.0 PROCEDURES:

Action By: Action:
Executive/ 7.1 Establishes the bid board representation as the
Council County Executive or his designee and the chairman of

the County Council or his/her designee.

Purchasing 7.2 Establishes specific/scheduled regular time for the
Agency convening of the bid board to oversee the opening
of all bids related to the County's procurement of
tangible personal property or nonprofessional services
which have been advertised in the paper of record.

Bidder 7.3 Seals bid and delivers/mails to the designated place
no later than the time and date specified on the invi-
tation to bid.

Purchasing 7.4 Receives the sealed bid proposals.
Agency
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As bids are received, they are date and
time stamped.

No bids may be accepted after the time and
date specified.

Delivers bids to the bid board for opening
on the date and at the time specified for
bid opening.

Approves contract award to the Tow responsible bidder.

Determines which bid awards are exceptions to the bid
board process:

7.6.1

7.6.2

Any procurement of goods, nonprofessional ser-
vices, materials, and/or equipment involving
Tess than $1,000 including tax, the Purchasing
Agency may award the bid without advertisement
and without competitive bidding by calling a
bidder with a record of providing timely ser-
vices/goods and placing an order.

For procurement of goods, nonprofessional ser-
vices, materials and/or equipment involving
$1,000 but less than $3,500 including tax,

the requisition is posted on the Purchasing
Agency's bulletin board for a minimum of three
(3) days; a minimum of three vendors are
contacted for price quotations, and a record
is maintained of each quotation and award to
the Tow responsible bidder.

Develops a written invitation to bid for goods, nonpro-
services, materials, and/or equipment involving $3,500
or more including tax, which includes but is not
Timited to the following specifications:

7.7.1

Wi ol o2

7.7.3

Description of the goods, supplies, nonpro-
fessional services, materials, and/or
equipment, including quantity.

Description of the type of procurement
- purchase, lease, rent, term, etc.

Date the supplies/services/or equipment
must be delivered or be available.
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Purchasing 7.9 Records bid quotations and responses to invitations
Agency to bid and assures that they are open for for public

inspection or available by telephone inquiry.
Purchasing 7.10 Ensures participation and utilization of minority and
Agency woman owned business in those bids where participation
is required and encourages participation where
possible.

7.11 Verifies that firms have on file a current Personnel
Inventory Report (PIR) on file for orders or an aggre-
gate of orders and a notarized Affidavit and
Certificate of Compliance when orders or an aggregate
of orders during any one year period exceed $10,000.

8.0 RESPONSIBILITIES:

8.1 The County Council is responsible for providing representation on the
bid board in accordance with King County Code.

8.2 A1l departments, agencies, and offices of King County are responsible
for ensuring that bid specifications are competitive and that awards
are made to the Tow responsible bidder.

8.3 The Purchasing Agency Manager is responsible for assuring that bid
awards are carried out in accordance with to the King County Code and
the Revised Code of Washington.

9.0 APPENDICES:
9.1 Requisition Form 100-1-A

9.2 Purchase Order Form

PP5.4.7
Disk #3



U} v8/Lld vI'1-001 O3Y
[ H3nmO 3H0JS
~N
¢
o
I
= .
~— O
9_h >
~ T
=
@
= .
O
O =T
\_VIAdIHS ANIOd "8°0°'4 | 3tvaswianio | g3NSSI 31lva A8 @31L0N0 SWH3IL ‘ON"O'd (SIHOAN3IA s_m_m%
7 1502 X _3HNLYNDIS
. . TVL0L a3ilviniLs3 Q3ZIHOHLNY
LINI| 31va LINI | 30LvQ ‘PoiaBpng 1UNOUWIE BY) PO8NXE 10U ||IM 1509 PIUSIIGRISD D1 1ey) pue s sedap sy
10 1e6pnq ayl ui 10 popIADad UDBG aaBl DADAE PaISANb@ SWBYE By 1oyl Ajiyiod Aqasoy 1:31vD1410%3D
MEMW| MYV | ddv | WId “1H4
H3HLO| "3'8M ER:R
ayvymy J1VH XVL1
1509 %5 Aw%h
3ON3IHI43Hd :SUHVINIY LNNOWY AU 110 L3 O NOILJO | Msvl LNNODOY | LINNOHO |W3Ll
8
H3IHLIO| ‘3'8M ‘IE'W
3SNOJS3H . [
HIHLO | "3'gm ‘IaNW g
G3LIOVINOD ON "I gMIN
g
31va "LINI ‘avd
JONYHNASNI b
3n1g | 3L1HM | N33UD £
aloo HANId ‘SIHO 7
SINIWHOVLLY
|
31va N3d4O gl8
LNNOWY T NOILdIHOS3a LINA | Aiawvno fran
‘ON a8
1 ANOHA dlZ/AL1D
3002 LIVINOD OL NOSHId 13341S
ﬁ ) H3AN8| 'ADY 31va ‘13ad| 3ILvaS.AvaAOL oL diHs uua_mmﬁqhz.m_.hmwm@
CREGCG on

LIS N R I o Y 4 )'-’i.:)‘.). F ol RRRM sy ™A RERNR ™%

PEAARTR QTS



HOOM 620
500 FOURTH AVENUE

i fm R

KING.COUNTY PURCHASING AG Eﬁlé“ )

. KING COUNTY ADMINISTRATION BLDG.
SEATTLE, WASHlNGTON 98104.:

APPENDIX 9.2
'PURCHASE ORDER

-NO

(206) 296-4210 o B :
Y - - . . - THIS URDER NUMBEH ‘MUST APPEAH ﬂN ALL
STREGRY KING COUNTY OFFICE OF FINANCE “s - : INVOICES, . PACKING "SLIPS,  PACKAGES, . ETC,
ST 653 KING. CWNTY ADM'N'STRATION BLDG P_URCHASE ORDER DATE DELIVE.R_Y DATE BID NUMBEHI 5 REQPIS!T.ION NqMBEﬁ
DUPLICATE SEATTLE WASHINGTON 98104 - - M " ' P T

F.0.B. POINT -

‘OPTION

BY
THIS PURCHASE QORDER IS SUBJECT TO THE TERMS AND CONDITIONS ON

ZONDITIONS OR SPECIFICATIONS AS INVOKED IN THE BODY OF THIS PURCHASE ORDER. FEDERAL EXCISE TAX EXEMPTION CERTIFICATE

VILL BE FURNISHED UPON REQUEST, \V/EAINNDR

.uPROJECT OR-,
WOHK AUTH £

.SUB TOTAL | -+ - =

WS.S.T.

FREIGHT

TOTAL

F;ZI.R.

AFF

PURCHASING MANAGER

BY Y,
THE REVERSE SIDE HEREON AND ANY SPECIAL PROVISIONS,




