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Subject:
Procurement Guidelines

Purpose:
These guidelines are established for the purchasing of equipment, 



supplies, materials and services for MABAS Division 12.  These guidelines 

are created to ensure competitive and selection of qualified vendors and 


suppliers even though Division 12 does not have any legal statutory 


requirements for purchasing.

1.
Approval Process

1.1
Committee Chairpersons and Liaisons have the authorization to enter into 


purchases for products or services in an amount less that $500 if those 


purchases are in the approved budget.


1.2
Any purchase over $500 must be approved at a regular meeting.

1.3
Whenever possible, competitive pricing is to be used for all purchases 


over $500 unless the specific item is only available from a sole source.



A minimum of two (2) quotes for any purchase under $1,000. A minimum 


of three (3) quotes for any purchase over $1,000.


1.4
For Purchases over $10,000 a RFP or RFQ is required from three (3) 


sources.  If three sources are not obtainable justification should be 



provided to the Division 12 Board of Directors.

1.5.
Purchase Justification


The Committee Chairperson or Liaison will provide purchase justifications 


for any purchase in excess of $10,000.00. A “purchase justification” 



defined as a description of the purchase, including budget information, a 


description of the material or service sought, information regarding any 


quotes or proposals and the basis for the recommended vendor or 



product. 

1.6
Approval Limits



Separate purchases or contracts shall not be entered into for the purpose 


of avoiding the cost limits.
2.
Selection of Vendors

2.1
Purchases will be made on the basis of quality, service, delivery, and 


price. 

2.2
Preference for Local Vendors

2.3
The character integrity, reputation, judgment, experience and efficiency 


of the 
vendor.
 

2.4
The ability of the vendor to provide future maintenance and service for the 


use of the subject of the contract.

2.5
Whether the vendor can perform the service or provide the product 



promptly and without interference.
3.
Emergency Repairs and Services


3.1
The President may grant authorization to make emergency purchases for 


cases 
involving public health, public safety, or cases where immediate 


expenditure is necessary for repairs to Division property to protect against 


further loss or damage and to prevent or minimize serious disruption in 


Division services. Emergency conditions may result from fires, explosions, 

adverse weather conditions, or epidemic conditions. They may also result 


from untimely breakdown, damage, or loss of equipment vital to the 


maintenance of health or safety standards. 


3.2
In emergency situations, purchasing procedures, including Methods of 


Purchase Procurement and selection of vendor requirements, may be 


waived if it becomes important for an emergency transaction to be 



completed within a certain time.

4.
All purchases must be made within the appropriations of the fiscal year budget as 
previously authorized by the MABAS Division 12 Board of Directors.  If a 
purchase has to be made outside of the current fiscal year budget from cash 
reserves it will require the approval at the regular meeting of MABAS Division 12.
