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SUBJECT: EXPENDITURE AUTHORIZATION - PROCUREMENT
PURPOSE: The procurement of goods and services by the district is integral to operations.

California government code section 54202 requires all local agencies to adopt formal
purchasing policies and procedures. This policy is designed to guide district personnel in
making economical and efficient purchases of goods and services and to maximize the
purchasing power of public funds.

POLICY: This policy applies to all expenditures by the District, irrespective of the source of the

funds. When the procurement involves the expenditure of state or federal assistance or grant funds,
the procurement shall be conducted in accordance with any mandatory applicable State of California,
Federal Aviation Administration or other federal law and regulations. Nothing in this policy shall
prevent the District from complying with the terms and conditions of any grant, gift or bequest that is
otherwise consistent with law. Adherence to the policy is intended to provide assurance that the
District’s assets are safeguarded from loss from unauthorized use or disposition and that transactions
are executed in accordance with the will of the Board of Directors.

EXPENDITURE CLASSIFICATIONS:

Expenditures are classified both by type and by magnitude. The control mechanisms and method of
documentation are determined based on both characteristics. The District recognizes the following
types of expenditures:

1. Goods and Services — Purchases of goods or services by the District require the use of a
Purchase Order or Purchase Authorization unless they are recurring in nature. Examples
of recurring items include utilities, payroll, payroll taxes and benefits, insurance, fuel
inventory purchases, postage, taxes, office equipment rental, dues and subscriptions
and debt service payments.

2. Contract Items - Included are goods and services, including professional services,
hazardous material disposal, equipment maintenance, construction services, janitorial
services, etc., which are purchased by means of a contract with the vendor or service
provider. A contract executed in conformance with this policy will eliminate the need
for a purchase order.
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3. Travel — Included are advances and reimbursements for travel, mileage
reimbursement for use of personal automobiles and local meals and entertainment

expenses.

4., Petty Cash — Included are reimbursements of expenditures from the petty cashfund.
5. Credit Cards — Included are all purchases made with a credit card or debitcard.

6. Other — Included are all expenditures which cannot be classified in one of the

above categories.

For each type of expenditure, the magnitude of the purchase may affect the approval and
payment process. The District recognizes the following classifications of purchases:

1. bmall‘ purchases — Purchases of goods, supplies, materials, equipment, or services
: Purchases from $5000 to $10,000. The last time thi
having a total value of not more than $10,000. urchases from 5 oS € last ime this was

Commented [KS1]: We are proposing to raise Small
adjusted was 2016 from $3000 to $5000.

Commented [KS2]: We propose to raise Minor purchases
| from $5000 to $50,000 to $10,000 to $60,000

2. ‘Minoﬂ purchases — Purchases of goods, supplies, materials, equipment, or
services having a total value of between $10,001 and $60,000.

Commented [KS3]: We propose to raise Major Purchases
to all items over $60,000

3. \Majoﬂ purchases — Purchases of goods, supplies, materials, equipment, or
services having a total value in excess of $60,000.

Manipulation prohibited. Purchases shall not be artificially divided into smaller amounts to evade
the expenditure authorization controls established by this policy.

AUTHORIZATION AUTHORITY
All purchases made for the District shall be in conformity with the annual budget approved by
the Board of Directors.

\GOODQ AND SERVICES - Expenditures of District funds requires a Purchase Authorization or a Commented [KS4]: Under the Goods and Services
Purchase Order for pre purchases, unless specifically stated in this policy. Purchase Section, we matched the titles of authorizers with the
Authorizati d Purch Ord q t e [ foll | Districts Current Organizational Chart and clarified that we
uthorizations and Purchase Order signature authorization limits are as follows: require solicitations from 3 vendors rather then require 3
e Small purchases — Purchase Authorizations and Purchase orders may be signed by the quotes. 3 quotes is the goal but it is sometimes not possible

to find 3 vendors willing to provide a quote.

Operations/Maintenance Supervisors, Aviation and Community Services Manager(s),
Safety & Security Manager, Director of Operations and Maintenance, Director of
Aviation and Community Services or the General Manager. Although there is no
requirement to obtain multiple quotes for small purchases, employees shall strive to be
fiscally responsible in all purchases. While documentation is not required, shopping for
the best possible price isexpected.

. ‘Minor purchasesF Purchase Authorizations and Purchase Orders must be signed by the Commented [KS5]: There is some new language in this
Operations/Maintenance Supervisors, Director of Operations and Maintenance, Director SeCF"L” regarding reoccurring purchases within a six-month
period.

of Aviation and Community Services, or the General Manager. The goods or services shall
be solicited from three potential vendors. The policy objective is to receive at least 3
specific quotes when able from potential vendors. Vendors within the Airport District are
preferred. A summary of solicitations and quotes from the potential vendors shall be
submitted to the General Manager and Finance and Administration along with the signed
purchase order. Any documentation supporting the quotations received, including
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solicitations which were not responded to by the vendor, shall be filed in the
procurement file along with a copy of the quote summary page for future reference.
Non-responsive solicitations may be considered one of the three required solicitations if
approved by the General Manager. Once a supply or material has been purchased
through appropriate authorization, the District may make additional purchases of the
required supply or material if the General Manager deems that the item’s continuity is
beneficial to District operations. If the District makes a recurrent purchase of a good or
service within a six-month period, new quotes will not be required.

. \Major purchases} Major purchases of goods and services will often be documented by
means of a contract with the vendor; in that case, the purchase will be subject to the
“contract items” section which follows. If a contract is not required or if the District
makes a recurrent purchase of a good or services within a six-month period, new quotes
will not be required. Purchase orders must be signed by the General Manager and
included in the approved District Budget as an unflagged item. Flagged items require
Board of Director approval before Contracts are approved.

RECURRING ITEMS — Expenditures of this type will not normally require a Purchase Authorization
or Purchase Order, as they are ongoing in nature and essential to the operation of the District.
Authorization of these items is considered implicit. The expenditures will be monitored and any
variance to the annual budget will be reported to the Board of Director on a quarterly basis. When
an invoice is presented for payment of a recurring item, the following signature authorization limits
apply:

e Small purchases — Invoices may be approved for payment by the Director of Financeand

Administration.

e Minor purchases — Invoices may be approved for payment by the Director of Financeand
Administration.

e Major purchases - Recurring item invoices in excess of $60,000 must be approved bythe
General Manager.

CONTRACT ITEMS - Generally, quotes shall be solicited from at least three potential vendors. A
copy of the contract must be submitted to the accounting department so that payments may be
tracked against the contract, the original contract is to be filed by the District Clerk. Invoices
received against a properly authorized contract will require approval for payment by the employee
who arranged the contract.

e Small purchases — Contracted services may be arranged by one of the
Operations/Maintenance Supervisors, the Director of Operations and Maintenance, the
Director of Aviation and Community Services or the General Manager; however, the actual
contract must be signed by the General Manager.

e Minor purchases — Contracts for goods or services falling in the $10,001 - $60,000 range
can be arranged by the Director of Operations and Maintenance, the Director of Aviation
and Community Services or the General Manager; however, the expenditures must be
included in the Budget approved by the Board of Directors, and they must be signed by
the General Manager.
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e Major purchases — Contracts with a value exceeding $60,000 will typically require a
competitive sealed bid or request for proposal process. Expenditures in this classification
must be formally approved by the Board of Directors either through specific Board
action or as an element of the District’s annual budget with authorization to proceed
(not a “flagged” item). The contract must undergo a legal review by the District counsel

and be signed by the President of the Board of Directors. The General Manageﬁ may sign " commented [KS7]: This sentence was added to clarify
major purchase contracts if referenced by motion in a Board Meeting. Payments made e it ies e Clanarel My s auidimiie] by e

i Motion to sign major purchase items.
against the contract must be approved by the General Manager.

TRAVEL — Reimbursement of travel expenses for employees is covered under Policy Instruction 306.
Travel expenses incurred by members of the Board of Directors are covered by
policy Instruction 210.

PETTY CASH - A petty cash fund shall be maintained in the District’s office safe having a balance of

$400.
e Petty cash may be advanced to District staff upon their request and the execution of a

receipt for same, for the purpose of procuring items or services related to District business.
Expenditures of petty cash shall typically be limited to $50. After said items or services have
been obtained, a receipt for same shall be submitted to the Director of Finance and
Administration or the District Clerk, and any remaining advanced funds shall bereturned.

e No personal checks may be cashed in the petty cash fund.

e Reimbursement of the Petty Cash fund shall occur no less often than at eachcalendar
quarter end.

CREDIT CARDS - The Board of Directors may authorize certain members of executive management
to hold District credit cards. Charges made on the cards must be authorized in accordance with this
policy and appropriate purchase orders completed.

OTHER - Any expenditure outside the guidelines presented in this policy shall be approved by the
General Manager.

ADDITIONAL GUIDELINES

Sole source purchasing — In some cases, a required good or service is specialized and there is only
one known supplier. The employee with authority to authorize the Purchase Authorization or
Purchase Order will attest to the fact that the purchase qualifies as a ‘sole source’ transaction on
the face of the purchase order. The District will negotiate to obtain fair and reasonable pricing on
all sole source purchases.

‘Recurring Consulting Services for Projects, Analysis, or Study UpdatesF In some cases, it is Commented [KS8]: This is an important new section we
beneficial to have a specific project, program, or study updated or renewed by the original vendor would like to include as we have ad instances where it is

ltant t ficient| i d | h h the District h common sense to retain the original contractor to complete
or consultant to efficiently use time and resources. In such cases where the District has a S DA e St s S
substantial investment of funding and time with a specific vendor or consult on a project or study, source so should have its own section.

the District can re-engage with the specific consultant or vendor to solicit a bid to complete a
study revision, amendment, or update without requiring multiple quotes or a formal RFP. A fair
market price will be solicited. The original contract must have been secured through a
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competitive process outline in this policy. Re-engagement of an original consultant under this
policy must be approved by the Board of Directors. Examples of application of this policy: Godbe
Survey, Allocation Studies, Appraisals, Safety Gap Analysis, or other studies were the original
knowledge and expertise of the consultants is of high value to the District.

Small ‘Claim Resolution F The General Manager with the advice and consent of the Board
President and District Legal Council may resolve legal claims of an urgent nature against the
District of up to $10,000. The claim resolution will be reported to the Board at the next available
Board Meeting.

Recent Governmental Agency Purchases — If another governmental agency has obtained bids
within the past 120 days and the vendor offers the same pricing, the District may purchase from
that vendor without obtaining additional bids.

Emergency Situations — Purchases of supplies, services or construction during emergencies may be
made without bid procedures. The purchases may be authorized by an Operations and Maintenance
Supervisor, the Director of Operations and Maintenance, the Director of Aviation and Community
Services, or the General Manager. The General Manager will review and approve all emergency
purchases as soon as possible.

Local Business Preference — It shall be the policy of the District to encourage local businesses to
provide goods and services to the District in order to maintain a healthy local economy and to
increase local competition. The District wishes to promote employment and business opportunities
for local residents and firms to the extent consistent with the law and the interests of the public.
To qualify for this preference and be considered a Certified Local Vendor (CLV), the following
criteria must be met:

e The business must be primarily based and actively doing business within the District’s

geographical boundaries, and

e A majority of the full time employees of the business must regularly conduct operations
from a location within the geographical boundaries of the District,and

e The business must submit and have approved a “Local Vendor Certification” form.

To facilitate this policy, the District shall make purchases in accordance with the following guidelines:

e Alocal preference for the purchases of eligible goods and services may be allowed by
providing a 5% local preference (not to exceed $5,000) where the purchases or contracts
with a respective local vendor or business during any fiscal year do not exceed $100,000.

e Proposals for services, by their nature, are evaluated based upon qualifications. A 5% local
preference shall be applied towards the fee component when scoring the proposal (not to
exceed $5,000).

Commented [KS9]: Staff is proposing this new provision.
In rare instances, there is benefit to quickly being able to
resolve small legal claims against the District. These will
always be reported publicly at the next regular Board
Meeting. As mentioned, these types of claims are rare.

The following chart details the evaluation process for proposals from a Certified Local Vendor:

Vendor A (CLV) Vendor B (CLV) Vendor C—not a CLV
Original Bid Price $30,000 $32,000 $29,000
Less: Local Vendor 5% ($1,500) ($1,600) -S0-
Preference Allowance
Bid Evaluation Price $28,500 $30,400 $29,000
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’ Award Price | $30,000 | Not Awarded ‘ Not Awarded

In this example, Vendor A is selected and awarded the contract at a value of $30,000, which is their
original bid. The CLV receives the benefit of a local preference percentage for evaluation purposes
without the financial burden of meeting a lower price submitted by a non-certified local vendor. Note
that the maximum allowance is $5,000.

lProcu rements eligible for this preference are as foIIows\: [ commented [KS10]: Local Preference amounts were
e Commodities or equipment up to $15,000; (raised from $10,000 to $15,000) raised.
e Operations and Maintenance contracts up to $20,000; (raised from $15,000 to $20,000)
e Other service contracts up to $125,000; (raised from $100,000 to $125,000)
e Special services up to $125,000: and (raised from $100,000 to $125,000)
e Consulting services up to $125,000. (raised from $100,000 to $125,000).

It is the responsibility of the vendor to make known their local business status and complete the
required documentation.
S
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The local preference policy shall not apply to purchases or contracts which are funded in whole or in
part by a governmental entity if the laws, regulations, or policies governing such funding prohibit
application of the preference policy.

Payments - Payments made by check must be signed by two authorized signatories on the District’s
operations account. As an added level of review, one of the signatures on all checks in excess of
$5,000 must be that of a member of the Board of Directors.

Standard Procedure Documentation — The District will develop, implement and monitor adherence to
a standard procedure which ensures the application of this policy to all District purchases. This policy
and the related procedures shall be periodically reviewed to ensure consistency with the overall policy
objectives.

Teresa O’Dette, President
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