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PREFACE
CHESTERFIELD COUNTY PROCUREMENT MANUAL
September 2018 Edition
•

The Chesterfield County Procurement Manual is promulgated pursuant to the Code of the
County of Chesterfield, 1997 as amended – Chapter 2, Article V –Procurement (Sec. 2-41
et seq.) and in accordance with the Virginia Public Procurement Act (Code of Virginia §
2.2-4300 et seq.) The Chesterfield County Procurement Manual establishes policies and
high-level procedures for the procurement of all goods, services, insurance, and
construction through the Procurement Director for all County Departments, Chesterfield
County Public Schools, the Department of Social Services, the Chesterfield Community
Services Board and other public entities for which the Procurement Director serves as the
procurement agent.

•

Consistent with September 27, 2017 changes to the County procurement ordinance in
which the title of the County procurement agent was changed from “Purchasing Director”
to “Procurement Director,” this manual’s title has changed from the Chesterfield County
Purchasing Manual to the Chesterfield County Procurement Manual.

•

Format changes of note include the following:

•

o Procurement policies were consolidated into a single volume electronic document.
o A new Policy 12-0 has been added to facilitate that consolidation by maintaining
a common set of definitions for words and terms used throughout the manual.
o Hyperlinks have been added to easily navigate to definitions, other policy
sections, and external code citations used or referenced in the text.
Policy changes of note include the following:
o New Policy 12-24 – Federal Grant Funded Purchases has been added to
incorporate federal flow-down requirements when purchasing with federal funds.
o New Policy 12-25 – e-Procurement has been added to establish the Procurement
Information Gateway “PInG” as the official County system for solicitation,
procurement notice posting, vendor database, and contract management functions.
o Revised Section 12-5 –Supplier Diversity and related procurement methods to
increase participation of Diversity Suppliers and Chesterfield Businesses.
o The Delegated Purchasing Authority for Using Departments has been increased to
the Single Quote Limit of $10,000.
o The Small Purchase Limit increased to $100,000 as allowed by the VPPA.
o Contract award authority has been simplified and clarified with respect to which
contracts the Procurement Director may award and which require award by the
Board of Supervisors and/or School Board.
o Contract Modifications, Amendments and Change Order approval authority has
been simplified to allow for approval by the Procurement Director for most
contract changes.
o Surplus Property Policy 12-20 has been updated to provide CCPS with more
authority for the disposition of surplus school property.

•

Comments, suggestions, and questions of interpretation should be sent to the
Procurement Director.

i

CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Procurement Manual, Mission and
Definitions

Policy Number:
Supersedes:
Date Issued:

12-0
N/A
09/01/2018

I.

INTRODUCTION
The information contained in this policy, 12-0, and the subsequent policies numbered in
the format 12-X, collectively known as the Chesterfield County Procurement Manual,
establish County policies and high-level procedures applicable to the Procurement of all
Goods/Services, Construction and insurance. The Procurement Department and
individual Using Departments may develop working procedures to delineate more
specific process level detail used to carry out the policies and procedures contained
herein.
Policy 12-0 describes the general purpose and intent of County Procurement policies,
contains definitions for terms used throughout the Chesterfield County Procurement
Manual, and contains a quick reference table for dollar thresholds and limits.

II.

MISSION STATEMENT
The mission of the Procurement Department is to procure high quality Goods and
Services at fair and reasonable prices in order to satisfy the specific needs of the County,
while striving to promote high standards for all business relationships. The Procurement
Department endeavors to ensure that the County obtains the maximum value for each
dollar expended. As stewards of the taxpayers’ dollars, the Procurement Department
operates in accordance with all applicable federal, state and County laws, and deploys
competitive practices in a fair and open environment, giving all qualified Businesses the
opportunity to offer their products and services to the County.

III.

LINKS
Links to other places within the Chesterfield County Procurement Manual and to external
sources are provided for convenience purposes only. If a link is broken, unavailable,
incorrect or otherwise does not work, the material referenced in the policy’s text is still
applicable. Please report any broken links to the Procurement Department for correction.

IV.

DEFINITIONS
A word or term defined in this policy section has the same meaning in this section and all
subsequent sections of the Chesterfield County Procurement Manual unless the law or
the context in which the word or term is used clearly requires a different meaning. For
convenience purposes, defined words or terms used within these policies contain links to
their definitions in this section. The omission of a link to a definition, does not
necessarily exclude the word or term from application of the definition contained herein.
Administrative Lead Time: The period of time from when a Using Department submits
a purchase request until issuance of a contract or purchase order.
Amendment: A formal, official written change or addition to a contract.
Bid Record: The set of documents, either paper based or electronic or a combination of
both, which contain the bids/quotes and any/all information related to the planning,
development, solicitation, evaluation, and award of a contract issued through Competitive
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Sealed Bidding or through any related Small Purchase procedure including, but not
limited to Request for Quotes, Single Quote Purchase, or Cooperative Purchase. Also see
Procurement File and Proposal Record.
Bidder: A Business who submits a Bid in response to an Invitation for Bids.
Blanket Purchase Order: An open-ended purchase order with a specific Vendor to
provide frequent, repetitive, small-order requirements for Goods/Services, on an asrequired basis, setting a limited period of time and maximum dollar amount for those
purchases.
Brand Name No Substitute Specification: A Specification using one or more
manufacturers’ brand names, with identifying model numbers, to describe the only
acceptable item(s); all other items will be excluded.
Brand Name or Equal Specification: A Specification using one or more
manufacturers’ brand names, with identifying model numbers, to describe the standards
of quality, performance, and other characteristics needed to meet the requirements of a
solicitation, and which invites bids for equivalent products from any manufacturer.
Business: A person or any type of corporation, partnership, limited liability company,
association, or sole proprietorship.
CCPS: Chesterfield County Public Schools.
Change Order: A written modification/amendment to a purchase order (PO), or any
other contractual document, that changes the price of the contract, the scope of the work,
time of performance, or any other provision of the contract.
Chesterfield Business: Any private Business enterprise, located within the jurisdictional
boundaries of Chesterfield County including headquarters or branch office.
Competitive Negotiation: A method of procurement whereby Offerors are solicited
through the issuance of a Request for Proposals, Proposals are evaluated based on criteria
described therein, and award(s) is/are made after negotiation with the highest ranked
Offerors.
Competitive Sealed Bidding: A method of procurement in which award is made to the
lowest priced, Responsive and Responsible Bidder based solely on the response to the
Specifications, terms and conditions set forth in the Invitation for Bids.
Construction: Building, altering, repairing, improving or demolishing any structure,
building or highway, and any draining, dredging, excavation, grading or similar work
upon real property.
Consulting Services: Services of a purely advisory nature provided for a predetermined
fee generally used to support policy development, decision making, administration, or
management of a government function; normally provided by persons/organizations
considered to have special or expert knowledge in that field.
Contract Administrator: Individual(s) from a Using Department authorized to oversee
the day-to-day execution and compliance of a contract.
Contract Officer: A Procurement Department Staff member authorized by the
Procurement Director to facilitate the solicitation, issuance, modification, amendment,
administration, extension, renewal, and termination of County contracts.
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Contractor: A Business that has entered into an agreement to provide Goods/Services to
the County.
Cooperative Purchase: A purchase made in accordance with Code of Virginia § 2.24304 whereby one or more public bodies issues a contract available for use by one or
more other public bodies, and any purchases made utilizing a Joint or Cooperative
contract.
County: The County of Chesterfield, Chesterfield County Public Schools and/or any
other entities for which the Procurement Director acts as the designated purchasing agent.
Crater Planning District: Includes the following Virginia localities: Charles City
County, Chesterfield County, the City of Colonial Heights, Dinwiddie County, the City
of Emporia, Greensville County, the City of Hopewell, the City of Petersburg, Prince
George County, Surry County, and Sussex County.
Debarment: Formal action taken to exclude persons or Businesses from contracting
with the County in general or for particular Goods/Services for a specified period of time.
Default: Failure to comply with the terms and conditions of a contract.
Delegated Purchasing Authority or Delegated Authority: Authority delegated by the
Procurement Director to individual Using Departments to make purchases up to an
established dollar limit following the established policies and procedures. Currently the
Delegated Purchasing Authority dollar limit for all Using Departments is the Single
Quote Limit unless otherwise restricted for specific Using Departments.
Delivery Time: The period of time from when a contract or purchase order is issued
until the Goods/Services are delivered/completed by the Contractor.
Department Director: See Using Department Director.
Design Specification: A Specification establishing the inherent characteristics an item
must possess, including if necessary, sufficient detail to show how it is to be
manufactured.
Diversity Vendor: Any Business meeting the definition of one or more of the following:
Small Business, Women-Owned Business, Minority-Owned Business, Service Disabled
Veteran-Owned Business, or Employment Services Organization.
Emergency Purchase: A purchase made with limited or no competition when
Goods/Services are needed for immediate use because there is an imminent threat to life,
health, property or of significant disruption to one or more County services/operations.
There are two categories of emergencies:
Type 1 Emergency: An emergency that is so significant that it presents
an imminent threat to life, health, or property.
Type 2 Emergency: An emergency that presents an imminent threat of
significant disruption to one or more County services/operations but does
not imminently threaten life, health, or property.
Employment Services Organization: As defined in Code of Virginia § 2.2-4310.
e-Procurement: An internet-based system used to issue solicitations; post notices;
receive quotes, bids and proposals; maintain a vendor database and manage contracts.
The County’s e-Procurement system is known as Procurement Information Gateway or
PInG.
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Evaluation Committee: Persons selected to evaluate proposals and recommend an
award pursuant to a Competitive Negotiation.
Facilities, Services, Equipment, and Repair Contracts: A subset of Construction and
construction related contracts including asbestos abatement, bleacher installation,
concrete work, data and voice wiring, demolition, equipment repair, fence installation,
HVAC systems installation, interior furnishings, irrigation system installation, kitchen
equipment installation, laundry equipment installation, moving services, parks
repair/replacement projects, paving, replacement lighting system installation at County
parks and school athletic facilities, roofing, security system installation, vehicle repair.
Firm Fixed Price Contract: A contract that establishes a price that is not subject to any
adjustment on the basis of the Contractor's cost experience in performing the
requirements of the contract. This contract type places upon the Contractor maximum
risk and full responsibility for all costs and resulting profit or loss. It provides maximum
incentive for the Contractor to control costs and perform effectively and imposes a
minimum administrative burden upon the contracting parties.
Fixed Asset: As defined in Accounting Policy 1-6, Fixed Assets.
Fixed Price Contract: See Firm Fixed Price Contract
Formally Competed Purchase: A purchase exceeding the Small Purchase Limit
requiring competition through Competitive Sealed Bidding or Competitive Negotiation.
Goods: All material, equipment, supplies, printing, and automated data processing
hardware and software.
Governing Body: Either the Chesterfield County Board of Supervisors, or the
Chesterfield County School Board as context dictates.
Immediate Family: As defined in Code of Virginia § 2.2-4368.
Informal Request for Proposals: An Informally Competed Purchase process used to
solicit proposals for a purchase not exceeding the Small Purchase Limit through which
multiple proposals are sought and factors in addition to cost are considered for award.
Informally Competed Purchase: A Small Purchase requiring competition usually
exceeding the Single Quote Limit but not expected to exceed the Small Purchase Limit.
Invitation for Bids (IFB): A document used to solicit bids pursuant to the Competitive
Sealed Bidding method of procurement.
Lead Time: The period of time from when a Using Department submits a purchase
request until the Goods/Services are delivered and received.
Lease-Purchase Agreement: A Contract for the lease of property, personal property,
equipment or Goods which includes an option for the lessee to purchase the property
during or at the expiration of the lease, usually for a single final or nominal payment.
Maintenance Contract: A contract for the upkeep of property that neither adds to its
permanent value nor prolongs its intended life appreciably, but instead keeps it in an
efficient operating condition.
Minority–Owned Business: As defined in Code of Virginia § 2.2-4310.
Non-Professional Services: Any Services not specifically defined as Professional
Services. See Professional Services.
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Offeror: A Business who submits an offer/proposal in Response to a Request for
Proposals.
Official Responsibility: As defined in Code of Virginia § 2.2-4368.
Payment Authorization: The process of electronically receiving Goods/Services which
constitutes authorization to pay the amount received.
Pecuniary Interest: As defined in Code of Virginia § 2.2-4368.
Performance Specification: A Specification setting forth the capabilities and
performance characteristics the article must satisfy.
Period of Performance: The time in which a Contractor is to deliver/complete the
Goods/Services specified in the contract.
PInG: The official name of the County e-Procurement system which is an acronym for
Procurement Information Gateway.
Practicable: Feasible.
Practicably: Feasibly.
Procurement: Acquisition of Goods/Services by a government entity from nongovernment sources.
Procurement Department: The Procurement Director and staff designated to perform
Procurement functions pursuant to Code of the County of Chesterfield, 1997 as amended
§2-41 et seq.
Procurement Director: The official granted authority by the Code of the County of
Chesterfield, 1997, as amended, § 2-41 et seq. to administer Procurement of all Goods,
Services, insurance, and Construction for the County.
Procurement File: The set of documents, either paper based or electronic or a
combination of both, which contain the bids/quotes and any/all information related to the
planning, development, solicitation, evaluation, and award of a Procurement contract.
May be used interchangeably with the terms Bid Record or Proposal Record.
Procurement Information Gateway: see PInG
Procurement Planning: A proactive approach for preparation in advance of a purchase
considering all elements that will affect the process to include required research,
economic and industry analysis, funding deadlines, anticipated method of Procurement,
and Lead Times.
Procurement Transaction: As defined in Code of Virginia § 2.2-4368.
Professional Services: As defined in Code of Virginia § 2.2-4301.
Proposal Record: The set of documents, either paper based or electronic or a
combination of both, which contains the proposals/quotes and any/all information related
to the planning, development, solicitation, evaluation, and award of a contract issued
through Competitive Negotiation, Sole Source, Emergency Purchase or through any
related Small Purchase procedure including, but not limited to Informally Competed
Purchase, Single Quote Purchase, or Cooperative Purchase. Also see Procurement File
and Bid Record.
Public Employee: Any person employed by a public body, including elected officials or
appointed members of Governing Bodies.

Chesterfield County Procurement Manual
Page 5

Request for Proposals (RFP): A document used to solicit proposals pursuant to the
Competitive Negotiation method of Procurement.
Request for Quotations/Quotes (RFQ): An Informally Competed Purchase process
used for a purchase not exceeding the Small Purchase Limit through which multiple
quotes are sought in accordance with policy 12-10.III.B and the award is made to the
lowest priced Responsive and Responsible Vendor.
Requirements Contract: A Contract that provides for purchases of an indefinite
quantity of Goods/Services to be delivered at indefinite times as needed by the County
over the period of the contract.
Responsible [Bidder/Offeror/Vendor/Contractor]: A Business who has the capability,
in all respects, to perform fully the contract requirements and the moral and business
integrity and reliability that will assure good faith performance, and who has been
prequalified, if required.
Responsive [Bidder]: A Business who has submitted a timely bid that conforms in all
material respects to the Invitation for Bids or Request for Quotes.
Richmond Regional Planning District: Includes the following Virginia localities: the
town of Ashland, Charles City County, Chesterfield County, Goochland County, Hanover
County, Henrico County, New Kent County, Powhatan County, and the City of
Richmond.
Service Disabled Veteran-Owned Business: As defined in Code of Virginia § 2.24310.
Services: Any work performed by an independent Contractor wherein the work does not
consist primarily of acquisition of equipment or materials, or the rental of equipment,
materials and supplies. See also Professional Services and Non-Professional Services
Single Quote Limit: The dollar threshold up to which a purchase may be made after
obtaining a minimum of one quote. The Single Quote Limit is currently set at $10,000.
Single Quote Purchase: A purchase of a dollar value up to and including the Single
Quote Limit.
Small Business: As defined in Code of Virginia § 2.2-4310.
Small Purchase: A purchase of a dollar value up to and including the Small Purchase
Limit made in accordance with the procedures set forth in Policy 12-10.
Small Purchase Limit: The dollar limit above which formal competition must be sought
for a single purchase or multiple purchases of similar Goods/Services satisfying the same
requirement. The Small Purchase Limit is $100,000 except that for transportation-related
Construction purchases the Small Purchase Limit is $25,000 and for Professional
Services purchases the Small Purchase Limit is $80,000. See Code of Virginia
§ 2.2-4303(G).
Sole Source: A non-competitive purchase made after a determination that there is only
one source Practicably available for that which is to be procured.
Specification: A description of the physical or functional characteristics, or of the nature
of Goods/Services to be procured; the requirements to be satisfied by a product, material,
or process indicating, and if appropriate, the procedures to determine whether the
requirements are satisfied.
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Standardization: The process of establishing a single, uniform Specification for an
item, or class of items which may include limitation to a specific make, model,
manufacturer, or provider.
Surplus Property: Property in excess of the needs of a Using Department.
Surplus Timber: Trees, standing or fallen, located on County property (including all
school locations and facilities) which require removal and/or disposal and have market
value.
Time and Materials Contract: A contract which provides for the acquisition of
Goods/Services priced on the basis of direct labor hours at specified, fixed rates that
include wages, overhead, profit, and general and administrative expenses. Pre-approved
materials entered directly into the end product or that are consumed directly in
connection with furnishing the end product or service are billed at actual cost. Preapproved direct travel and travel expenses may be billed at rates established or referenced
in the contract.
Using Department: Any Chesterfield County department, any Chesterfield County
Public Schools department or school, or any other entity whose purchases are executed
by or under the purview of the Procurement Department.
Using Department Director: The head of a Using Department. This term may be used
as context dictates to mean a director, principal or person with another title who is in
charge of the Using Department.
Vendor: A Business or individual who sells Goods, Services, insurance or Construction.
Women-Owned Business: As defined in Code of Virginia § 2.2-4310.
V.

QUICK REFERENCE TABLE – DOLLAR THRESHOLDS AND LIMITS
The table on the following page includes quick references to key dollar thresholds and
limits included in the in the Chesterfield County Procurement Manual. This table is
intended for convenience only. It is not all inclusive and is not intended to supersede any
policy contained elsewhere the manual.
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Quick Reference Table – Dollar Thresholds and Limits
Dollar Amount

Threshold/Limit

Notes

Reference

$2,000

Grant purchase review
threshold

Using Departments must notify the
Procurement Department when
making a purchase with grant funds
exceeding $2,000.

12-24 III.A.2

Delegated Purchasing
Authority

Using Departments have Delegated
Purchasing Authority to make
purchases up to $10,000. All
purchases above $10,000 shall be
executed by the Procurement
Department.

12-7

$10,000

Single Quote Limit

Purchases up to the $10,000 Single
Quote Limit may be made after
obtaining a quote from a single
Vendor. Purchases above this amount
require competition.

12-10 III.A

$10,000 $100,000*

Informally Competed Purchase

$10,000

$10,000 $25,000

Informally Competed Purchase
for transportation-related
Construction

$10,000$80,000

Informally Competed Purchase
for Professional Services

$50,000 or 25%

Change Order limit for Fixed
Price Contracts

$100,000*

Small Purchase Limit

$25,000

$80,000

$100,000

Small Purchase Limit for
transportation-related
Construction
Small Purchase Limit for
Professional Services

Governing Body contract
approval threshold

Informally Competed Purchases
in these respective ranges require
competition executed by the
Procurement Department such as a
Request for Quotes or Informal
Request for Proposals. Competition
must be sought from a minimum of
four valid sources, in writing
including a minimum of one (1)
Chesterfield Businesses and a
minimum of one (1) Diversity Vendor
if available.

12-10 III.B

For any Fixed Price Contract,
modification(s) exceeding the original
contract price by $50,000 or 25%
(whichever is greater) require
Governing Body approval.

12-16

Purchases exceeding the respective
Small Purchase Limit require formal
competition executed by the
Procurement Department through
Competitive Sealed Bidding (IFB) or
Competitive Negotiation (RFP).
Solicitation notifications shall be sent
to a minimum of one (1) Chesterfield
Business and a minimum of two (2)
Diversity Vendors.

12-11
12-12

Contracts for Construction,
Consulting Services, Professional
Services, and Lease-Purchase
Agreements require approval by the
appropriate Governing Body.

12-19

*except transportation-related Construction and Professional Services
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Authority and Responsibility
I.

Policy Number:
Supersedes:
Date Issued:

12-1
04/28/2008
09/01/2018

INTRODUCTION
This policy sets forth the legal authority and responsibility for County Procurement.

II.

POLICY
The Procurement Director is granted authority by the Code of the County of Chesterfield,
1997, as amended, § 2-41 et seq. (“Code”). In accordance with the Code, the Virginia
Public Procurement Act (Code of Virginia § 2.2 – 4300 et. seq.), and other relevant
federal, state and local law and regulation; the Procurement Director or designated
Procurement Department staff will conduct all Procurement for all Goods, Services,
Construction and insurance procured for Using Departments except for purchases
specifically delegated to Using Departments.
Exceptions –The Director of Food Services for the County School Board is the
Procurement agent for purchasing food supplies for schools and school system related
functions.

III.

RESPONSIBILITIES
A.
The Procurement Department shall serve as a strategic partner by supporting all
Using Departments as they perform their respective missions by providing
effective and efficient purchasing services.
B.
The Procurement Department, exclusively, will make all purchase commitments,
and perform all functions associated with Procurement except those delegated
under Policy 12-7.
C.
All Procurement activities will be administered in accordance with the
Chesterfield County Procurement Manual and applicable administrative policies
and procedures.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Ethics in Public Contracting
I.

Policy Number:
Supersedes:
Date Issued:

12-2
01/05/2010
09/01/2018

INTRODUCTION
This policy sets forth guidelines governing the conduct of Procurement Department and
Using Department personnel with Official Responsibility involving any Procurement
Transactions.

II.

POLICY
Public Employees having any involvement in a Procurement Transaction shall practice
the highest level of ethical standards and transparency in government, including but not
limited to compliance with the Virginia Public Procurement Act, Article 6 –Ethics in
Public Contracting (Code of Virginia § 2.2-4367 et seq.); the State and Local
Government Conflict of Interests Act (Code of Virginia § 2.2-3100 et seq.); and any other
applicable Federal, state and local law.

III.

RESPONSIBILITIES
A. Public Employees having any involvement in a Procurement Transaction are expected
to familiarize themselves with the requirements of the Virginia Public Procurement
Act, Article 6 –Ethics in Public Contracting (Code of Virginia § 2.2-4368 et seq.) and
the State and Local Government Conflict of Interests Act (Code of Virginia § 2.23100 et seq.).
B. Public Employees having any involvement in a Procurement Transaction shall abide
by the following ethical standards in accordance with applicable law:
1.
Public Employees shall neither ask for nor accept meals, money or other gifts
from Vendors.
2.
Public Employees shall neither ask for nor accept Vendor paid travel, unless
otherwise approved in advance and in writing by the County Administrator or
School Board Superintendent.
3.
Public Employees shall avoid any conflict of interests or appearance thereof.
4.
Public Employees shall identify to the Procurement Department any potential
conflict of interests and recuse themselves from related Procurement
Transactions.
5.
Public Employees shall treat all Vendors fairly and show no favoritism for a
particular Vendor.
6.
Public Employees shall not disclose confidential information.
7.
Public Employees shall act as good stewards of government resources,
regardless of the source of funds.
8.
Public Employees involved in Procurement Transactions shall disclose
subsequent employment after separating from the County for a period of one
year.
9.
Public Employees shall not misrepresent any material fact in execution of
Procurement Transactions.
10. Public Employees shall not use County contracts for personal purchases.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Purchasing Cycle

I.

Policy Number:
Supersedes:
Date Issued:

12-3
06/21/2010
09/01/2018

INTRODUCTION
This policy sets forth the high-level activities that comprise the purchasing cycle for
purchases conducted by the Procurement Department for Using Departments.

II.

POLICY
Using Departments identify Procurement needs and communicate any needs exceeding
their Delegated Authority to Procurement Department through submission of a purchase
requisition. The Procurement Department will select the appropriate method of
Procurement and execute the purchase in a timely manner.

III.

RESPONSIBILITIES
A.
When a need is recognized, the Using Department prepares and submits an
automated purchase requisition in the accounting system. Workflow will route
the requisition electronically to required approver(s) (see “Additional
Reviewers/Approvers” section below). Using Departments should attach
supporting documentation to the purchase requisition. If supporting
documentation cannot be attached electronically, it must be forwarded to the
Procurement Department. The purchase requisition number must be noted on all
supporting documentation.
B.
The Procurement Department reviews the requisition for accuracy and
completeness. If not accurate and complete, the requisition is returned
electronically to the Using Department for corrections.
C.
The Procurement Department will determine which of the following methods will
be appropriate to purchase the Goods/Services:
1.
Small Purchase Procedures (see Policy 12-10)
2.
Competitive Sealed Bidding (see Policy 12-11)
3.
Competitive Negotiation (see Policy 12-12)
4.
Sole Source Purchase (see Policy 12-13)
5.
Emergency Purchase (see Policy 12-14)
6.
Cooperative Purchase
D.
Once all necessary price verifications, quotations, bids, or proposals have been
obtained, evaluated and approved; an award is made, and notification is sent to
appropriate parties.
E.
Goods/Services are received, and payment is authorized in accordance with
Policy 12-17.

IV.

ADDITIONAL REVIEWERS/APPROVERS
This table below identifies certain Goods/Services where additional review is required by
departments other than the Procurement Department. The list below is not all inclusive
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but lists major categories for which additional approvals are required. These reviews may
add extra Administrative Lead Time to the processing of a requisition. Using
Departments should plan accordingly. Additional reviewers are identified in the
purchasing requisition electronic workflow and trigger prior to the requisition routing to
the Procurement Department. Proper approval workflow is dependent upon the correct
product code selection by the Using Department. A Using Department should contact the
Procurement Department if they are unsure of which product codes to select. Should the
requisition not possess appropriate approvals, the Procurement Department will return it
to the originating Using Department.
Good/Service

Additional Reviewers/Approvers

Audio Visual Equipment and Services

Schools: Department of Technology,
Finance
County: Information Systems Technology

Capital Expenditures

Budget & Management Department

Computer Equipment, Software, Forms
and Services

Schools: Department of Technology
County: Information Systems Technology
(For County purchases of $15,000 or
more, the Chief Information Officer or
Deputy Chief Information Officer must
approve the request.)

Construction

Budget & Management Department

Purchases over Delegated Authority

Schools: Finance Procurement Specialist

Radio Equipment and Services

General Services Radio Shop

Security and Locking Equipment

County: Office of Environmental &
Security Management
(except Sheriff’s Office as defined by
MOU and Police Department surveillance
equipment not installed on County
Property)

Telecommunications Equipment and
Services

County: Information Systems Technology

Vehicles (and related Goods/Services)

General Services Fleet Management
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Procurement Planning

Policy Number:
Supersedes:
Date Issued:

12-4
02/18/2009
09/01/2018

I.

INTRODUCTION
This policy sets forth guidance on Procurement Planning when ordering Goods/Services.

II.

POLICY
Sound planning of purchases is crucial to ensure proper prioritization of Procurement
Department resources. Using Departments must coordinate with the Procurement
Department well in advance of purchases to develop appropriate Lead Time expectations
for delivery of Goods and Services.

III.

ADDITIONAL INFORMATION
A.
Communication with Vendors
For non-routine purchases, it is important that Using Departments contact the
Procurement Department before meetings or substantive discussions conducted
with Vendors take place. The Procurement Department involvement will help to
ensure that all interested Vendors are given the opportunity to participate,
commitments are not made to Vendors that may be inappropriate, decisions on
potential Sole Sources are not formulated without due diligence, and Vendors are
not provided information that gives them a competitive advantage over others.
B.

Estimates of Administrative Lead Time
Administrative Lead Times indicated below are estimates only. Purchase
complexity, time of year and other issues may impact Administrative Lead Time.
These estimates only include the Administrative Lead Time, not Delivery Time
and/or Period of Performance which are both dependent on the Vendor and will
impact overall Lead Time required until Goods are received or Services are
performed.
1.
Small Purchases
a.
Single Quote Purchase: 1 -10 days
b.
Informally Competed Purchase: 10-60+ days
2.
Competitive Sealed Bidding (IFB): 60-90+ days
3.
Competitive Negotiation (RFP): 120-180+ days
4.
Sole Source: varies depending on research required to confirm Sole
Source status
5.
Emergency Purchases
a.
Type I Emergency: Immediately
b.
Type II Emergency: As soon as Practicable
6.
Cooperative Purchase: varies depending on research required to review
cooperative contract documents
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Supplier Diversity
I.

II.

III.

Policy Number:
Supersedes:
Date Issued:

12-5
01/05/2010
09/01/2018

INTRODUCTION
This policy sets forth the procedures for increasing Procurement and contracting
activities for Small Businesses (SB), Minority-Owned Businesses (MOB), WomenOwned Businesses (WOB), Service Disabled Veteran-Owned Business (SDVO)
Employment Services Organizations (ESO), and businesses located in Chesterfield
County also called Chesterfield Businesses (CB).
POLICY
All qualified Vendors shall have access to County Procurement opportunities and no
Vendor shall be arbitrarily or capriciously excluded from the opportunity to do business
with the County. The Procurement Department will proactively seek ways to increase
opportunities for participation by a diverse group of Vendors.
RESPONSIBILITIES
A.
Using Departments:
1. Should seek opportunities for Diversity Vendors (SB, MOB, WOB, SDVO,
ESO) and Chesterfield Businesses to participate in County business.
2. Are strongly encouraged to seek quotes from Diversity Vendors and
Chesterfield Businesses for Single Quote Purchases (see Single Quote
Purchase procedures in Policy 12-10).
3. Should encourage diverse participation on Evaluation Committees for
Requests for Proposals (RFP).
4. Should encourage appropriate staff to attend training sessions by the
Procurement Department, which includes a review of this policy and the
responsibilities outlined herein.
B.
Procurement Department:
1. Will coordinate and participate in Vendor outreach events highlighting
business opportunities with the County and encouraging Diversity Vendor and
Chesterfield Business participation in County Procurement.
2. Will solicit quotes, bids and proposals from Diversity Vendors and
Chesterfield Businesses:
i. For Informally Competed Purchases, seek competition from Diversity
Vendors in accordance with Small Purchase Procedures, Policy 12-10.
ii. For Formally Competed Purchases, seek competition from Diversity
Vendors in accordance with the Competitive Sealed Bidding and
Competitive Negotiation Policies 12-11 and 12-12, respectively.
3. Will include language in RFPs and IFBs, which requires Contractors to report
activity of Diversity Vendors at the time of award/completion of work on a
the “Certification of Subcontractor/Supplier Activity form.” Procurement
Department staff obtain a completed form from the Contractor at time of
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award/completion of work as appropriate. Award or contract renewal will not
be contingent on receipt of the certification form from the Contractor.
4. Will provide information and training to Using Departments and Vendors on
the Supplier Diversity Policy.
5. Will encourage diverse participation on RFP Evaluation Committees.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Exemptions
I.

Policy Number:
Supersedes:
Date Issued:

12-6
09/01/2018
02/25/2020

INTRODUCTION
This policy sets forth a list of categories of purchases that are exempt from standard
procurement procedures as provided by applicable law or policy.

II.

POLICY
Pursuant to the Virginia Public Procurement Act (Code of Virginia § 2.2-4300 et seq.),
all County Procurement from non-government sources require competition except where
law provides otherwise. Exemptions to standard procurement procedures are delineated
in this policy.

III.

PROCUREMENT EXEMPTIONS
A. Statutory Exemptions
Article 3 of the Virginia Public Procurement Act (Code of Virginia § 2.2-4343 et seq.)
And other applicable law provides specific exemptions from the VPPA and/or from
competition for certain types of purchases. All purchases exempted statutorily from the
provisions of the VPPA are exempted by this policy from competition accordingly.
Those purchase categories are indicated as Statutory Exemptions in the Exemptions
Table and are exempt from competitive requirements.
B. Administrative Exemptions
Pursuant to Code of Virginia § 2.2-4303(G) and Procurement Policy 12-10, the
Procurement Director has determined that competition is not Practicable for certain Small
Purchases. Those purchase categories are indicated as Administrative Exemptions in the
Exemption Table and are exempt from competitive requirements up to the dollar limit
indicated in the table, which may be less than, but in no case shall exceed, the Small
Purchase Limit.
C. Non-Procurement Transactions
Certain Non-Procurement transactions may require a requisition or purchase order but are
not under the purview of the Procurement Department or subject to requirements of the
Chesterfield County Procurement Manual. Those transactions types are indicated as NonProcurement Transactions in the Exemption Table.
D. Exemption Table
The table on the following pages lists exemptions as indicated above. Purchases made for
the categories contained in the table must be coded as “exempt” on the requisition and
include the exemption number from the table as the exempt category code on the
requisition.
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Exemptions Table
Exemption $ limit
Single Quote Limit

#
1

Exemption
Black History Month Celebration
Event Contracts

2

Bond Payments

Unlimited

Non-Procurement
Transaction

3

Bond Analysis, Sale, and Closing
Fees

Unlimited

Non-Procurement
Transaction

4

Community Development Block
Grant – payments to Grant
Recipients
Community Services Boards –
Goods or personal services
purchased for direct use by
recipients of such programs (not in
bulk)
Comprehensive Services – Goods or
personal services purchased for
individuals (not bulk) under the
Comprehensive Services Act for AtRisk Youth and Families
Data Line Service – covered under
the state contract only
Food/Food Supply Purchases for
Schools (Procured by Food and
Nutrition Services Department)
Purchases from other Governmental
Entities
Investments

Unlimited

Non-Procurement
Transaction

Unlimited

Statutory

Code of Virginia
§ 2.2-4345(A)(14)

Unlimited

Statutory

Code of Virginia
§ 2.2-4345(A)(14)

Unlimited

Administrative

Unlimited

Statutory

Use of existing
contract
County Code
Sec. 2-41(b)

Unlimited

Legal Services or expert witnesses
or other services associated with
litigation or regulatory proceedings
Meal Expenses, Business Meals

Unlimited

Non-Procurement
Transaction
Non-Procurement
Transaction
Statutory

Single Quote Limit

Administrative

Small Purchase
Limit
Unlimited

Administrative

14

Memberships and Dues
(professional organizations, etc.)
Real Estate Purchases/Leases

15

Refunds

Unlimited

16

Registration Fees for Conferences,
Seminars, Workshops, Lectures, etc.

Small Purchase
Limit

17

Reimbursements

Unlimited

Non-Procurement
Transaction

18

Risk Management Payment to
Claimants

Unlimited

Non-Procurement
Transaction

5

6

7
8
9
10
11
12

13

Unlimited

Exemption Type
Administrative

Non-Procurement
Transaction
Non-Procurement
Transaction
Administrative

Chesterfield County Procurement Manual
Page 17

Reference/Note
See 12-19 (III.B.2.c)
Does not require
Procurement
Department review
Governed by the
Public Finance Act,
Code of Virginia 15.22600 et seq.
Governed by the
Public Finance Act,
Code of Virginia 15.22600 et seq.
Federal or State Passthrough

Code of Virginia
§ 2.2-4344(A)(2)
See Accounting Bill
Approval,
Documentation and
Payment Policy 1-5
Code of Virginia
§ 2.2-4303(G)

See Accounting
Travel Policy 1-1;
Not to be used to
circumvent
Procurement Policy

Exemptions Table
Exemption $ limit
Single Quote Limit

Exemption Type
Administrative

Telephone Land Line Service –
covered under the county contract
only
Travel

Unlimited

Administrative

Unlimited

Administrative

Utilities: Electricity, Water/Sewer,
Miss Utility, Natural Gas; includes
the relocation/removal of utility
owned facilities, i.e. tracks, pipes,
mains, conduits, cables, wires,
towers, or other structures,
equipment and appliances of any
utility
Virginia Juvenile Community Crime
Control Act (VJCCCA): Goods or
personal services purchased for
individuals (not bulk) under the
VJCCCA
Wireless Communication Devices,
Accessories and Service – covered
under the county contract only
Donations approved by the Board of
Supervisors
Community Contracts approved by
the Board of Supervisors
Speaker / Instructor / Entertainer
fees
Advertising (e.g. newspaper,
magazine, inserts, radio, television,
internet, billboard, etc.)
Certification and recertification fees
for professional certifications
Equipment, software, services, the
printing of ballots or statements of
results, or other materials essential
to the conduct of an election
Textbooks approved by the State
Board of Education for use in public
schools
Used Vehicles/Equipment

Small Purchase
Limit

Administrative

Unlimited

Statutory

Code of Virginia
§ 2.2-4345(A)(14)

Unlimited

Administrative

Existing contract

Unlimited

Non-Procurement
Transaction
Non-Procurement
Transaction
Administrative

#
19

Exemption
Special Program Contracts for Parks
and Recreation

20
21
22

23

24
25
26
27
28
29
30

31
32

Unlimited
Small Purchase
Limit
Small Purchase
Limit

Administrative

Reference/Note
See 12-19 (III.B.2.b)
Does not require
Procurement
Department review
Existing Contract
See Accounting
Travel Policy 1-1
Code of Virginia
§ 2.2-4303(G)

Grant/Grant Passthrough
Code of Virginia
§ 2.2-4303(G)
Code of Virginia
§ 2.2-4303(G)

Small Purchase
Limit
Unlimited

Administrative

Unlimited

Statutory

Code of Virginia
§ 22.1-238 et seq.

Small Purchase
Limit

Administrative

Code of Virginia
§ 2.2-4303(G)

Statutory

Code of Virginia
§ 2.2-4303(G)
Code of Virginia
§ 2.2-4346(A)

E. Other Exemptions
Any other potential exemptions to standard procurement procedures not listed in the table
above must be reviewed by the Procurement Director, approved in writing, and include
such written approval in the purchase documentation.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Delegated Purchasing Authority

Policy Number:
Supersedes:
Date Issued:

12-7
04/13/2015
09/01/2018

I.

INTRODUCTION
This policy establishes Delegated Purchasing Authority for Using Departments to execute
purchase transactions up to the Single Quote Limit.

II.

POLICY
The Procurement Director may delegate to Using Departments heads and their designees
the authority to make purchases up to the Single Quote Limit using the Single Quote
Purchase procedures in Policy 12-10.

III.

RESPONSIBILITIES
A.
Using Departments
1. Using Departments must comply with Single Quote Purchase procedures in
Policy 12-10 and any other applicable policies and procedures when making
purchases using their Delegated Purchasing Authority.
2. The Using Department Director is responsible for administration and
monitoring of all purchases made under their department’s Delegated
Purchasing Authority.
3. Using Department staff involved in making purchases must attend training
provided by the Procurement Department and attend refresher training as
required by the Procurement Department.
4. Misuse or violation of procedures must be promptly reported in writing to the
Procurement Department and Internal Audit.
5. Using Department Directors and their designees are required to comply with
the Chesterfield County Procurement Manual and any other relevant laws,
regulations, policies and procedures.
6. Using Departments are responsible administering purchases made under their
Delegated Authority including follow up of back-ordered items, expediting
late deliveries, and handling problems with deliveries and invoices.
7. When Goods are needed by a CCPS department and these Goods are
available and in stock from CCPS Warehouse Services, the department or
school is required to purchase from this source.
8. Using Departments shall not use their Delegated Authority to purchase
Goods/Services covered by an existing Requirements Contract by any means
other than through that Requirements Contract without written approval in
advance from the Procurement Director or designee.
B.
Procurement Department
1. The Procurement Department will develop and provide appropriate training
to Using Departments and staff with purchasing responsibilities and provide
refresher training as needed.
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2. The Procurement Department may review any transaction executed by a
Using Department for compliance with Procurement Policies.
3. The Procurement Director may rescind or limit a Using Department’s
Delegated Authority at any time, if he/she determines that the Using
Department is not or cannot successfully and compliantly execute purchases.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Specifications
I.

Policy Number:
Supersedes:
Date Issued:

12-8
04/28/2008
09/01/2018

INTRODUCTION
This policy sets forth guidance for the preparation of Specifications to be used in the
Procurement of Goods/Services.

II.

POLICY
Pursuant to Code of Virginia §2.2-4300(C), Specifications developed by the County must
reflect the needs of the Using Department rather than being drawn to favor a particular
Vendor.

III.

GUIDANCE
A. A Specification should do four things:
i. Identify minimum requirements.
ii. Allow for competition.
iii. Contain test method(s) to be used to determine compliance with Specifications
when appropriate.
iv. Provide for an equitable award.
B. Vendor Assistance in Specification Preparation: Advice or assistance may be
received from a Vendor in identifying the features and characteristics needed by the
Using Department; however, no person who, for compensation, prepares an Invitation
for Bids or Request for Proposal for or on behalf of the County shall (i) submit a bid or
proposal for that Procurement or any portion thereof or (ii) disclose to any Bidder or
Offeror information concerning the Procurement which is not available to the public.
The name of such Vendor(s) providing assistance must be submitted with the
requisition.
C. Specification Development: The Specification process starts at the user level, where
the Goods/Services to be procured are identified and described. The responsibility of
reviewing, modifying, and approving Specifications shall rest with the Procurement
Department. The Procurement Department will ensure that the Specification describes
valid County needs and is not designed to restrict competition.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Blanket Purchase Orders
I.

II.

III.

Policy Number:
Supersedes:
Date Issued:

12-9
01/05/2010
09/01/2018

INTRODUCTION
This policy sets forth the procedures for the use of Blanket Purchase Orders for routine,
repetitive purchases of the same Goods/Services to avoid the administrative costs and
paperwork burden of issuing multiple purchase orders.
POLICY
A Blanket Purchase Order (BPO) may be issued when necessary to facilitate routine,
repetitive, small dollar purchases with the same Vendor.
RESPONSIBILITIES
A. Each Using Department is responsible for making an estimated dollar forecast as
they create a requisition for a BPO. To facilitate this, the Using Department
should review reports of all charges made against each BPO.
B. Using Department Directors or their designees are to ensure that invoices
approved against BPOs, established from County contracts, state contracts, etc.,
are in strict compliance with the pricing structure and payment terms set forth in
the particular contract. For BPOs that are not established against a contract, it is
the sole responsibility of the Using Department to ensure that reasonable prices
are paid for the Goods/Services procured.
C. In those situations when the Using Department desires award of a BPO to a
specific Vendor, appropriate documentation as to why only that Vendor should
receive the award must be included on the requisition. For example, acceptable
documentation would be geographic proximity of a hardware store to a particular
school or County park. Another justification would be that a particular Vendor is
a Sole Source with written documentation to substantiate that request.
D. In addition to the normal data furnished by a Using Department on a purchase
requisition (i.e., Deliver to Code, Requisition Number, Primary Account Code,
etc.) the following should be included on each request to set up a BPO:
i. Proposed or recommended Vendor name and address.
ii. Description of Goods/Services to be placed on BPO.
iii. Not to exceed Dollar amount of BPO.
iv. Documentation as to why award is to be made to a specific Vendor. (See
Section III.C.)
E. Requirements for authorized Using Department employees using Blanket
Purchase Orders:
i. An employee utilizing a BPO at a Vendor’s place of business must show
County or school identification to Vendor, if requested.
ii. The employee furnishes the BPO number to Vendor, if requested.
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F.
G.
H.
I.

iii. The employee shall always sign for items when they are physically
received. Documentation of this signature will be forwarded with the
invoice to Accounts Payable.
Unspent Balances: Unless encumbered to a life-to-date key, any unspent balance
as of June 30 of each fiscal year is automatically canceled.
The Using Department Director or designee, with appropriate approval authority,
shall electronically enter receipt of Goods/Services.
The BPO number shall be written on each invoice. All approved invoices must be
promptly forwarded directly to Accounts Payable for payment.
Using Departments may create a BPO up to the Single Quote Limit when it is
anticipated that purchases against the BPO will not exceed that amount during the
fiscal year. Otherwise, the BPO request should be submitted to the Procurement
Department. All changes to BPOs, including increases to an existing BPO over
the Single Quote Limit, must be in executed in accordance with Policy 12-16,
Contract Modification, Amendments and Change Orders.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Small Purchase Procedures
I.
II.

III.

Policy Number:
Supersedes:
Date Issued:

12-10
01/05/2010
09/01/2018

INTRODUCTION
This policy sets forth County procedures for Small Purchases.
POLICY
Pursuant to Code of Virginia §2.2-4303(G), County procedures for Small Purchases not
expected to exceed the Small Purchase Limit are established herein.
PROCEDURES
A. Single Quote Purchases
Using Departments may make individual purchases up to the Single Quote Limit and
within their Delegated Authority (see Policy 12-7) by obtaining at least one quote
from a Vendor.
1. Using Departments are strongly encouraged to obtain a quote from a Chesterfield
Business for each purchase requirement.
a. If no Chesterfield Businesses are available, Using Departments are
strongly encouraged to seek a quote from a regional business
located in either the Richmond Regional Planning District or the
Crater Planning District.
2. Using Departments may, but are not required to, seek multiple quotes.
3. If multiple quotes are obtained, the Using Department shall award to the lowest
priced Responsive and Responsible Vendor who meets the Using Department’s
need.
4. Using Departments shall include a record of the quote(s) with the purchase
requisition either as an attachment or in the comments. The quote shall contain,
at a minimum, the following information:
a. Vendor Name
b. Vendor contact information
c. Date of the quote
d. A list or description of the Goods/Services quoted
e. Price(s) quoted
f. Payment terms
g. Freight/shipping/handling costs
h. Delivery date of Goods/Services
i. A quote given over the phone may be used provided that the department
annotates the requisition with the information required above
j. Copies of a catalogue or internet catalogue items are acceptable as a quote
provided that the above items are appropriately addressed
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5.

6.

7.
8.

Using Departments may not split orders to avoid the Single Quote Limit.
a. Multiple purchases of same or similar Goods/Services from one or more
Vendors should be reviewed by the Procurement Department to determine if
the needs should be combined into a single purchase.
b. Intentional order splitting is a violation of policy and may be cause for
revocation of a Using Department’s Delegated Authority and appropriate
disciplinary action for individual employees.
Using Departments must obtain estimated freight/shipping/handling charges as
part of quote pricing; if this is not possible, these charges must be prepaid by
Vendor and added to the invoice. Should freight/shipping/handling charges
cause the total quoted price/purchase cost to exceed the Single Quote Limit, a
requisition must be completed and sent to the Procurement Department for
appropriate action.
Using Departments must create appropriate purchase requisitions and purchase
orders for any Single Quote Purchase and require the Vendor to include the
purchase order number on all invoices.
When a purchase involves a contract requiring signature, it must be sent to the
Procurement Department for review and signature, regardless of dollar value. No
employee outside of the Procurement Department may sign any Procurement
contract.

B. Informally Competed Purchases
For purchases expected to exceed the Single Quote Limit but not expected to exceed
the Small Purchase Limit, the Procurement Department is solely responsible for
executing an Informally Competed Purchase on behalf of the Using Department using
one of the methods described below. Competition must be sought from a minimum
of four valid sources, in writing, using one of the methods outlined below.
Procurement Department staff shall solicit a minimum of one Chesterfield Business
and a minimum of one Diversity Vendor if available. If no Chesterfield Businesses
are available, the Procurement Department is strongly encouraged to seek quotes
from regional businesses located in either the Richmond Regional Planning District
or the Crater Planning District, if available.
1. Request for Quotations: Procurement Department staff will issue a written
solicitation through PInG system to obtain quotes for Goods/Services in which
an award is made to the lowest priced Responsive and Responsible Vendor
submitting a quote based solely on the response to the Specifications, terms and
conditions set forth in the solicitation. Quotes are opened and evaluated upon
receipt. All responses must be received at the designated location by the date
and time stated in the solicitation.
2. Informal Request for Proposals: Procurement Department staff, with the
assistance of the Using Department, will develop an Informal Request for
Proposals to be issued through PInG that should include the following:
a.
Purpose statement
b.
Detailed scope of work or Specifications
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c.

Time frames in which Services are to be completed or Goods are to
be delivered
d.
Identification of any assistance or information to be furnished by the
County
e.
Special instructions for preparation and submission of the proposal
f.
Criteria that will be used in evaluating the proposal
g.
The basis for award
Proposals may be opened and evaluated upon receipt. All responses must be
received at the designated location by the date and time stated in the solicitation.
In lieu of an Evaluation Committee, the Procurement Department staff and the
end user may evaluate and rank the proposals. Upon completion of the
evaluation, negotiations shall be conducted as necessary.
C. Administrative Exemptions
The Procurement Director may determine that competition is not Practicable for
certain Small Purchases. Such transactions are exempted from competitive
processes and procedures of this Policy 12-10 and are delineated in Procurement
Policy 12-6, Exemptions.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Competitive Sealed Bidding
I.

II.

III.

Policy Number:
Supersedes:
Date Issued:

12-11
02/18/2009
09/01/2018

INTRODUCTION
This policy sets forth procedures for Formally Competed Purchases executed through
Competitive Sealed Bidding when the estimated sum of an individual purchase or the
estimated aggregate or sum of all phases is expected to exceed the Small Purchase Limit.
POLICY
Pursuant to Code of Virginia §2.2-4302.1, Competitive Sealed Bidding by use of an
Invitation for Bids (IFB) may be used as the method of Procurement when concise
Specifications can be defined, so that an award can be made to the lowest priced
Responsive and Responsible Bidder(s).
PROCEDURES
A.
The Procurement Department begins the process for Competitive Sealed Bidding
upon receipt of an approved requisition or other appropriate communication from
the Using Department.
B.
The Procurement Department sends an electronic IFB notification through PInG at
least ten days prior to the date of the bid opening.
C.
The Procurement Department will send IFB notifications to a minimum of one (1)
Chesterfield Business and a minimum of two (2) Diversity Vendors. Variances
from these minimums must be approved by the Procurement Director.
D.
The Procurement Department will timestamp each bid upon receipt and hold all
bids unopened until the time and date stated in the IFB. The names of Vendors
who have submitted a bid are not to be made public until the bid opening time. At
that time, the Procurement Department opens all timely bids publicly, announces
and records the bids. Then bids are either forwarded to the Using Department for
evaluation and award recommendation or kept in the Procurement Department for
evaluation and award recommendation.
E.
Any bid received after the announced time and date for submittal, shall be rejected.
The time of receipt shall be determined by the official time clock of the
Procurement Department for hard copy submissions or by PInG time for electronic
submissions. Bidders are responsible for ensuring that their bids are submitted
timely. Late bids will not be accepted by the PInG, in person, by mail/courier or by
any other means.
F.
Bids are evaluated based upon the requirements set forth in the IFB and award is
made to the lowest Responsive and Responsible Bidder(s).
G.
Bidders are afforded the opportunity, upon request, to inspect Bid Records within a
reasonable time after the opening of all bids but prior to award.
H.
The general public may inspect the Bid Records only after award.
I.
The Bid Record of a canceled IFB is not open to inspection by Bidders or the
general public.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Competitive Negotiation

Policy Number:
Supersedes:
Date Issued:

12-12
02/18/2009
09/01/2018

I.

INTRODUCTION
This policy sets forth procedures for Formally Competed Purchases executed through
Competitive Negotiation when the estimated sum of an individual purchase or the
estimated aggregate or sum of all phases is expected to exceed the Small Purchase Limit.

II.

POLICY
Pursuant to Code of Virginia §2.2-4302.2, Competitive Negotiation by use of a Request
for Proposals (RFP) may be used as the method of Procurement for Goods, NonProfessional Services, or insurance in excess of the Small Purchase Limit when needs are
expressed in general terms and when criteria in addition to price shall be considered in
the evaluation. Competitive Negotiation shall be used to procure all Professional Services
when the anticipated contract value is expected to exceed the Small Purchase Limit.

III.

PROCEDURES
A.
Using Departments
1.
The Using Department submits a purchase requisition or other appropriate
communication including the information outlined below. This
information will form the basis of the RFP.
a.
Purpose statement
b.
Statement of needs
c.
Time frames in which the work is to be completed or Goods are to
be delivered
d.
Identify any assistance or information to be furnished by the
County
e.
Special instructions for preparation and submission of the proposal
f.
Suggested criteria that will be used in evaluating the proposal
2.
The Using Department is expected to provide appropriate Evaluation
Committee members and subject matter experts as necessary. All
Evaluation Committee members and subject matter experts are expected to
commit appropriate time and effort to the process and fully participate in
any activity that the Procurement Department requires.
B.
Procurement Department
1.
The Procurement Department receives the requisition and begins
development of the RFP.
2.
The Purchasing Department sends an electronic RFP notification through
PInG at least ten days prior to the due date and places an ad in a
newspaper of general circulation in the area in which the contract is to be
performed.
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3.
4.
5.

6.
7.
8.

RFP notifications must be sent to a minimum of one (1) Chesterfield
Business and a minimum of two (2) Diversity Vendors. Variances from
this requirement must be approved by the Procurement Director.
The Procurement Department receives all proposals up to the time stated
in the RFP. All proposals remain unopened until the time and date stated
in the RFP.
Any proposal received after the time and date for submittal, will be
rejected. The time of receipt shall be determined by the official time clock
of the Procurement Department for hard copy submissions or PInG by
PInG system time for electronic submissions. Offerors are responsible for
ensuring that their proposals are submitted timely. Late proposals will not
be accepted by PInG or in person, by mail/courier or by any other means.
The Procurement Department distributes proposal copies to each member
of the Evaluation Committee, and they each independently evaluate and
score the proposals based on the criteria listed in the RFP.
After individual evaluations are completed, the Procurement Department
will create a composite evaluation matrix and may ask the Evaluation
Committee to complete consensus evaluation and scoring if necessary.
For RFPs for Professional Services:
a.
The County shall engage in individual discussions with two or
more Offerors deemed fully qualified, Responsible, and suitable on
the basis of initial responses and with emphasis on professional
competence, to provide the required services. Repetitive informal
interviews shall be permissible. Such Offerors shall be encouraged
to elaborate on their qualifications and performance data or staff
expertise pertinent to the proposed project, as well as alternative
concepts.
b.
At the discussion stage, the public body may discuss nonbinding
estimates of total project costs, including, but not limited to, life
cycle costing, and where appropriate, nonbinding estimates of
price for services.
c.
At the conclusion of discussion, on the basis of evaluation factors
published in the RFP and all information developed in the selection
process to this point, the County shall select in the order of
preference two or more Offerors whose professional qualifications
and proposed services are deemed most meritorious.
d.
Negotiations shall then be conducted, beginning with the Offeror
ranked first. If a contract satisfactory and advantageous to the
County can be negotiated at a price considered fair and reasonable,
the award shall be made to that Offeror. Otherwise, negotiations
with the Offeror ranked first shall be formally terminated and
negotiations conducted with the Offeror ranked second, and so on
until such a contract can be negotiated at a fair and reasonable
price.
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e.

9.

10.
11.
12.

Should the Procurement Director or his designee determine in
writing and in his/her sole discretion that only one Offeror is fully
qualified, or that one Offeror is clearly more highly qualified and
suitable than the others under consideration, a contract may be
negotiated and awarded to that Offeror.
For all other RFPs:
a.
Selection shall be made of two or more Offerors deemed to be
fully qualified and best suited among those submitting proposals,
on the basis of the factors involved in the RFP, including price if
so stated in the RFP.
b.
Negotiations shall then be conducted with each of the Offerors so
selected.
c.
After negotiations have been conducted with each Offeror so
selected, the County shall select the Offeror, which, in its opinion,
has made the best proposal, and shall award the contract to that
Offeror. Price shall be considered but need not be the sole
determining factor.
d.
Should the Procurement Director, or his designee, determine in
writing and in his/her sole discretion that only one Offeror is fully
qualified, or that one Offeror is clearly more highly qualified than
the others under consideration, a contract may be negotiated and
awarded to that Offeror. See Policy 12-19 – Contract Award and
Signing.
The Procurement Department issues notification to competing Offerors of
the award decision and of their right to inspect Proposal Records.
The general public will be afforded the right to inspect Proposal Records
only after award.
The Proposal Records of canceled RFPs is not open to inspection by
Offerors or the public.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Sole Source Purchases

Policy Number:
Supersedes:
Date Issued:

12-13
04/28/2008
09/01/2018

I.

INTRODUCTION
This policy sets forth the procedures for making Sole Source purchases. It is the intent of
law and policy that public contracts be awarded on a competitive basis; therefore, Sole
Source purchases must be limited to those instances where only one source is Practicably
available.

II.

POLICY
Pursuant to Code of Virginia §2.2 -4303(E), upon a determination in writing that there is
only one source Practicably available for that which is to be procured, a contract may be
negotiated and awarded to that source without competition.

III.

PROCEDURES
A.
Using Departments
1.
Complete a request for Sole Source form providing appropriate
justification to substantiate the request.
2.
Submit a purchase requisition or other appropriate communication and
include the completed request for Sole Source form with attachments.
B.
Procurement Department
1.
Review and determine validity of the Sole Source request.
2.
Obtain written quote and further information as applicable, e.g., insurance,
bonding, contractor licensing, references.
3.
Conduct negotiations with Vendor and include documentation of the
negotiation in the file.
4.
Research the product or service and determine whether the price is fair and
reasonable. The written determination of price reasonableness may be
based on price analysis or value analysis.
5.
Obtain approval of written determination of Sole Source from the
Procurement Director or designee.
6.
Publicly post notice in PInG.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Emergency Purchases

Policy Number:
Supersedes:
Date Issued:

12-14
02/18/2009
09/01/2018

I.

INTRODUCTION
This policy sets forth Emergency Purchase procedures wherein appropriate exigency is
taken to make necessary purchases of Goods/Service to address an emergency situation in
a timely manner preventing threat or further threat to life, health, and property or
disruption of County services/operations.

II.

POLICY
Pursuant to Code of Virginia §2.2-4303(F), in case of emergency, a contract may be
awarded without Competitive Sealed Bidding or Competitive Negotiation; however, such
Procurement shall be made with such competition as is Practicable under the
circumstances.

III.

PROCEDURES
A.
These procedures are intended to balance Procurement process requirements with
the exigency of rectifying emergency situations. In any case where imminent
threat to life, health, or property exists (Type 1 Emergency), Using Departments
should take immediate action to protect life, health, and property and then
communicate with the Procurement Department as soon as Practicable but after
the imminent threat is addressed.
B.
Using Department Directors and their designees are responsible for the proper
utilization of Emergency Purchase policy and procedures for both Type I and
Type II Emergencies. This responsibility includes, but is not limited to, proper
documentation of emergency situations and providing accurate and sufficient
information in compliance with provisions of these procedures.
C.
Emergency Purchases During Office Hours:
1.
Using Department Directors or their designees must contact the
Procurement Department at the time the emergency situation becomes
known and describe the emergency situation, the Emergency Purchase(s)
required and approximate cost.
2.
If it is determined that the Emergency Purchase(s) is/are justified, then the
Procurement Department will make the purchase(s) itself or authorize the
Using Department to purchase the needed Goods/Services issuing an
appropriate purchase order number.
3.
Competition should be solicited as Practicable under the circumstances.
The Procurement Department may perform the search for competition or
direct the Using Department to do so. Such competition, including
Contractor name, prices, date, and contact person must be noted on the
requisition, as well as the names of any Vendors that were contacted who
could not provide a quote. If an emergency request is not approved by the
Procurement Department, the requisition will be processed using
appropriate non-emergency procedures.
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D.

E.

F.

Emergency Purchases After Office Hours: Type 1 Emergency Purchases
(imminent threat to life, health, or property) up to the Small Purchase Limit do not
require prior approval by the Procurement Director or designee. Type 2
Emergency Purchases (threat to County services/operation) exceeding the Single
Quote Limit require approval by the Procurement Director or designee prior to
any commitment with a Contractor. After hours telephone numbers of the
Procurement Director and Assistant Procurement Director are available on the
Chesterfield County Emergency Call List.
A follow-up Purchase Requisition for Emergency Purchases made during or after
office hours must be submitted.
1.
Prepare purchase requisition and forward to the Procurement Department
along with the purchase order number previously given (if emergency
occurred during office hours), the invoice when available, and the required
documentation stating the specific emergency nature which necessitated
the purchase, plus the routine information submitted on a purchase
requisition for a normal order. If a purchase was made after office hours,
make a notation on the requisition stating this fact along with the name of
the authorizing purchasing official.
2.
Written documentation shall include but not be limited to:
a. Date of Emergency.
b. Description of Emergency.
c. Any quotes obtained from other Vendors including Vendor name,
price, date, and contact person.
d. Any Vendors that were contacted who did not quote a price.
For Emergency Purchases exceeding the Small Purchase Limit, the Procurement
Department is required to publicly post a notice of the Emergency Purchase as
required by law. Detailed documentation of the Emergency Purchase must be
maintained in the Procurement File.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Contract Administration

Policy Number:
Supersedes:
Date Issued:

12-15
04/28/2008
09/01/2018

I.

INTRODUCTION
This policy sets forth guidelines for the administration of Contracts to ensure compliance
with the terms of the Contract after award and by both Contractor and the County.

II.

POLICY
Using Departments are responsible for the day-to-day administration of contracts
awarded on their behalf. Any modifications, renewals, cancelations, Contractor
performance issues, or other non-routine issues shall be the responsibility of the
Procurement Department. The Procurement Department may appoint a Contract
Administrator as the primary point-of-contact for day-to-day administration for Countywide, multi-department or other large or complex contracts.

III.

RESPONSIBILITIES
A.
Using Departments
1.
After award of a contract, Using Departments are responsible for contract
administration to ensure that the Vendor fulfills the obligations of the
contract. County policies and procedures require Goods/Services to be
furnished, received, invoiced and paid in accordance with the contract
terms and conditions.
2.
Using Departments must ensure that procedures exist to enable effective
contract administration, e.g., inspection and acceptance/rejection of
Goods/Services, scheduling and monitoring of project progress, approval
of invoices, and requests for modifications and Change Orders.
3.
Using Departments must report specific instances of a Contractor’s
performance failure to the Procurement Department as they occur using an
incident report/report of performance form. Incident reports are necessary
in order for the Procurement Department to develop Vendor history,
evaluate performance, and when required, to take appropriate and timely
corrective action.
4.
For Requirements Contracts, which specifically contain renewal clauses,
Using Departments will be required to complete a contract renewal request
providing information and authorizing the Procurement Department to
negotiate renewal of the contract.
B.
Procurement Department
1.
A designated Procurement Department staff member shall serve as the
Contract Officer for each Contract, and shall be responsible for facilitating
the solicitation, issuance, modification, amendment, administration,
extension, renewal, and termination of County contracts.
2.
The Procurement Officer shall assist Using Departments, as required, with
contract administration to ensure that the Vendor fulfills the obligations of
the contract.
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3.
4.
5.

6.

The Procurement Officer should provide Using Departments with contract
documents outlining terms and conditions of the contract, e.g., pricing,
delivery or performance schedule, commodity or service type.
The Procurement Department may extend the term of an existing contract
for Services to allow completion of any work undertaken but not
completed during the original term of the contract.
In exceptional or extenuating circumstances, the Procurement Department
may approve/negotiate an extension of an existing contract. The County
may extend a contract using the existing terms, conditions and prices up
to, but not to exceed, 180 days following the expiration of any term of the
contract.
The Contract Officer shall respond to Using Department reports of
complaints and/or discrepancies on Contractor performance. Issue written
notification to a Contractor that they have failed to meet the contract
requirements, provide the Contractor a period of time to cure the
deficiency, and inform the Contractor on of the consequences for failure to
take the required corrective actions.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Contract Modifications, Amendments and
Change Orders
I.

Policy Number:
Supersedes:
Date Issued:

12-16
05/01/2012
09/01/2018

INTRODUCTION
This policy sets forth procedures for modifying an existing Contract through use of an
Amendment and/or Change Order.

II.

POLICY
Any modification to a contract must be made in writing through an appropriate Contract
Amendment or Change Order authorized by the Procurement Department. No fixed-price
contract may be increased by more than twenty-five percent of the amount of the contract
or $50,000, whichever is greater, without the advance approval of the Governing Body
(Board of Supervisor or School Board, respectively.)

III.

PROCEDURES
A.
Changes to Purchase Orders under the Single Quote Limit:
1. Making the Change: If a change to a PO will increase the price, but the PO
total price will still remain within the Single Quote Limit, then the change to
the PO may be processed by the creator electronically.
2. Encumbering the Change: The PO must be reprinted by the approver or
designee in order to encumber the change.
3. Changes that increase PO amount above the Single Quote Limit: When it
becomes necessary to increase a PO to an amount above the Single Quote
Limit see Section B.1. below.
B.
Changes to Purchase Orders issued by the Procurement Department:
1. Increases: Submit a purchase requisition using the original PO number
followed by the next available alpha character, e.g. P001054A.
2. All other changes: Changes such as decreases, cancellations,
disencumbrances, and account code splits, etc. are made by sending an email
to the Change Order email: PurchChangeReq@chesterfield.gov
C.
Contract Modifications/Amendments/Changes (to any contract):
1. Approval level: Except as otherwise provided in this policy or elsewhere in
the Chesterfield County Procurement Manual, the same official who has
authority to execute a contract on behalf of the County or School Board shall
have the authority to execute modifications, Change Orders or other
amendments to that contract.
2. Approval as to Form: Change Orders must be approved as to form by the
County Attorney, or his designee.
3. Pursuant to Code of Virginia § 2.2-4309, if any individual modification or the
aggregated sum of all modifications to a fixed-price contract exceeds the
original contract price by more than twenty-five percent or by more than
$50,000, whichever is greater, the Procurement Director must obtain
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D.

approval from the appropriate Governing Body before making such
modification.
4. Pursuant to Code of Virginia § 2.2-4309, in no event may the amount of any
contract, without adequate consideration, be increased for any purpose,
including, but not limited to, relief of an Bidder/Offeror from the
consequences of an error in its bid or offer.
5. The Using Department prepares documentation to support the change in
accordance with the III.B above, outlining the required change, attaching the
Change Order document, and reference the original purchase order/contract
number.
6. The Procurement Department will review the change to ensure that it is
within the scope of the contract.
7. The Procurement Department shall prepare a contract amendment to be
approved and signed by the same level signatory authority as the original
contract.
8. The Procurement Department will encumber or disencumber funds
accordingly.
9. Change Orders for individual projects for A/E services that are not under
provisions of a Requirements Contract shall be administered in accordance
with procedures outlined in section III.C. of this policy.
Changes to Construction Contracts: When Using Departments require
modifications to a Construction contract, except as exempt by Code, the following
additional conditions apply:
1. Approval of Change by the Board of Supervisors or School Board: The
Procurement Director shall not be required to submit to the Board of
Supervisors or School Board for approval any modification to a Construction
contract which was not originally required by County policy to be awarded
by the respective board. For Construction contracts which originally
required award approval by the Board of Supervisors or School Board, the
respective board must approve modifications to the contract before they are
executed under the following circumstances:
a.
The modification will cause the contract dollar amount to exceed the
dollar amount originally approved for award by the respective board.
However, the respective board may delegate to the Procurement
Director change order approval authority in an amount up to the
project appropriation.
b.
If any individual modification or the aggregated sum of all
modifications to a fixed-price contract exceeds the original contract
price by more than twenty-five percent or by more than $50,000,
whichever is greater –as required by Code of Virginia § 2.2-4309.
c.
If a modification materially changes the scope of the contract beyond
the scope originally awarded by the respective board.
2. Appropriation - No Change Order shall be executed unless sufficient funds
have been appropriated by the Board of Supervisors or School Board to
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authorize payment pursuant to the Change Order. The Using Department
Director or a designee of the Department Director who is responsible for
administering the contract, shall be responsible for coordination with the
Department of Budget and Management to ensure sufficient funds have been
budgeted to execute the Change Order.
E.

Changes to Architectural & Engineering (A/E) task orders initiated under
provisions of Requirements Contracts – Change Orders to individual project
task orders for A/E services initiated under provisions of Requirements Contracts
are approved by the Procurement Director under the following circumstances:
1. Any single change to a task order that increases the amount of a contract by
more than $50,000 shall be approved by the Procurement Director.
2. Change Orders that amend a contract in a way other than changing the amount
of the contract must be approved by the Procurement Director when the
change in the scope of the project is materially beyond its original scope.
3. The Using Department Director or designee, who is responsible for
administering task orders for A/E services, shall be responsible for
coordination with the Department of Budget and Management to ensure
sufficient funds have been budgeted to execute the Change Order.
4. The Using Department shall submit a requisition to the Procurement
Department outlining the required change, attach the supporting
documentation, and reference the original purchase order number for the task
order. Supporting documentation shall consist of original dollar value of task
order, prior Change Orders to date with cumulative amount, percentage and
current change request.

F.

Authorization for Extra Work for Construction or Architectural and
Engineering (A/E) task orders initiated under provisions of Requirements
Contracts - The Using Department Director or designee, who is responsible for
administering a contract for Construction or for task orders for A/E services
initiated under provisions of Requirements Contracts on behalf of the County,
shall have the authority to authorize extra work in accordance with the contract
when such work is necessary to complete the project and when expeditious
performance of such work is necessary to prevent a delay in the project.
Final approval of changes to a Construction contract or an Architectural and
Engineering (A/E) task order initiated under provisions of Requirements
Contracts is subject to ratification by approval and execution of a Change Order
document in accordance with section III.D. of this policy for Construction
contracts or section III.E. of this policy for A/E task orders initiated under
provisions of Requirements Contracts.
Routine changes that would not result in substantial risk of delay should be
approved in advance by the Procurement Director in accordance with the
procedures in section III.C.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Receiving/Payment Authorization for
Goods and Services
I.

Policy Number:
Supersedes:
Date Issued:

12-17
04/28/2008
09/01/2018

INTRODUCTION
This policy sets forth the procedures for the receipt and Payment Authorization of all
Goods/Services.

II.

POLICY
Payment for Goods/Services shall only be made after proper inspection and verification
that the Goods/Services were delivered in accordance with the Purchase
Order/Contract.

III.

PROCEDURES
A.
Inspection of Goods and verification of Services
1. Inspection of Goods must be made at the time of receipt or as soon thereafter
as is possible. Critical examination includes, but is not limited to the
following:
a. Goods are free from damages either obvious or concealed.
b. Deliveries include all items ordered and no shortages exist.
c. The delivery consists of new, unused merchandise unless otherwise
specifically ordered.
d. Goods delivered meet the quality, grade, or standard specified in the order.
e. Design, construction, ingredients, size, type, make, color, style, etc. of the
Goods delivered conform to the requirements of the order.
f. Packing and labeling, marking or other means of identification meet
Specifications, or conform to the best commercial practices for protecting
the items during transportation, storage, handling, and distribution.
g. Goods comply with Specifications in all essential respects and in
accordance with the terms and conditions of the order/contract.
2. Verification of Services ensures all work and activities have been performed
in accordance with the contract.
a. Fixed Price Contract: Using Departments shall ensure proper receipt of all
Services in accordance with the contracted amount.
b. Time and Materials Contract: Using Departments shall ensure the number
of actual labor hours, cost per hour, and an itemized list of all materials (if
any) used and their associated costs are in accordance with the contract.
B.
Payment Authorization
1. Deliveries where Goods/Services received are as ordered: When
Goods/Services received are as ordered, the Using Department enters the
receiving information electronically.
2. Deliveries where Goods/Services received are NOT as ordered and the
Purchase Order was originally issued by Procurement Department:
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When Goods/Services received are not as ordered, the Using Department shall
take the following steps:
a. Do not receive Goods/Services electronically until the discrepancy is
resolved.
b. Notify the Procurement Department immediately in writing describing
the exact nature of the discrepancy.
c. Await further instruction from the Procurement Department.
d. Procurement Department, after reviewing the information, will advise
the Using Department if an authorization form to return Goods is
needed. If the incorrect shipment is the fault of the Vendor, then the
Vendor shall be responsible for the cost of shipment. The Procurement
Department will settle this matter with the Vendor and forward a copy of
any discrepancy memo with corrective action to Accounts Payable.
e. It shall be the responsibility of the Using Department to prepare the
Goods for shipment back to the Vendor and ship as directed by the
Procurement Department.
3. Deliveries where Goods/Services received are NOT as ordered and the
Purchase Order was originally Issued by the Using Department: When
Goods/Services received are not as ordered, the responsibility for handling
any discrepancies rests solely with the Using Department. At a minimum, the
following steps should be taken:
a. Do not receive Goods/Services electronically until the discrepancy is
resolved.
b. Notify the Vendor immediately of the discrepancy.
c. If the incorrect shipment is the fault of the Vendor, then the Vendor shall
be responsible for the cost of shipment.
d. Prepare the Goods for shipment back or pick up by the Vendor including
any required return authorization.
e. Forward a copy of any discrepancy memo/correspondence with
corrective action to Accounts Payable.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Review and Approval Levels for
Solicitations and Cooperative Purchases

Policy Number:
Supersedes:
Date Issued:

12-18
02/18/2009
09/01/2018

I.

INTRODUCTION
This policy sets forth the levels of authorization for review and approval of solicitations
including Invitation for Bids, Request for Proposals, Informal Request for Proposals,
Request for Quotes and Cooperative Purchases.

II.

POLICY
All solicitations must be reviewed and approved before issuance in accordance with the
review and approval levels set in this policy.

III.

LEVELS FOR REVIEW AND APPROVAL OF SOLICITATIONS AND
COOPERATIVE CONTRACT PURCHASES
Procurement
Department
Buying Staff

Dollar Range

IV.

Up to Small Purchase
Limit

X

Above Small Purchase
Limit

X

Procurement Director or
Assistant Procurement Director

X

PROCEDURES
A.
Invitation for Bids (IFB): Buying staff prepares and submits the Bid
Award/Approval Documentation form and supporting solicitation file to the
Procurement Director or Assistant Procurement Director, as applicable, for review
and approval. All approval documentation is maintained in the appropriate IFB
file.
B.
Request for Proposals (RFP): Buying staff prepares and submits the RFP
Report and supporting solicitation file to the Procurement Director or Assistant
Procurement Director, as applicable, for review and approval. All approval
documentation is maintained in the appropriate RFP file.
C.
Cooperative Contract: Prior to any Purchase Order being issued, all purchases
using a Cooperative Contract issued by a public body other than the County will
be subject to review and approval at the level indicated in Section III. The
approver shall ensure that all requirements of Code of Virginia § 2.2-4304 are met
and that the Cooperative Contract to be used meets the legal and business
requirements of the County.

Chesterfield County Procurement Manual
Page 41

CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Contract Award and Signing

Policy Number:
Supersedes:
Date Issued:

12-19
11/10/2009
09/01/2018

I.

INTRODUCTION
This policy establishes who is authorized to award and sign Procurement contracts for the
County.

II.

POLICY
The Procurement Director or designee shall be authorized to award and sign all County
Procurement Contracts except as otherwise limited by this policy or applicable law. All
contracts must be approved as to form by the County Attorney or School Board Attorney,
pursuant to Section 2-50 of the Code of the County of Chesterfield.

III.

PROCEDURES
A.
Contract Award
Pursuant to the Chapter 2, Article V of the Code of the County of Chesterfield, the
Procurement Director is authorized to award all Procurement contracts on behalf
of all County departments, the County's Public Schools and School Board, and
other entities for which the Procurement Director acts as Procurement agent with
the following exceptions:
1. County Government contracts where the County Administrator or designee
has determined that award by the Board of Supervisors is necessary or
appropriate.
2. School Board contracts where the Superintendent of Schools or designee has
determined that award by the Board of Supervisors is necessary or
appropriate.
3. County Government or School Board contracts for Lease-Purchase
Agreements over $100,000 require Board of Supervisors award. School
Board contracts for Lease-Purchase Agreements must be approved by
resolution of the School Board prior to consideration by the Board of
Supervisors for award. During any fiscal year, once the cumulative amount of
new Lease-Purchase Agreements exceeds $300,000, all Lease-Purchase
Agreements from that point forward must receive Board of Supervisors
approval regardless of the amount of the individual transaction amount.
4. County Government and School Board contracts for Construction, Consulting
Services, and Professional Services exceeding $100,000 require Board of
Supervisors or School Board award, as applicable.
a. Facilities, Services, Equipment and Repair Contracts do not require Board
approval and may be awarded by the Procurement Director.
b. Maintenance Contracts do not require Board approval and may be
awarded by the Procurement Director.
5. Individual project task orders for Consulting Services or Professional Services
initiated under the provisions of a Requirements Contract are awarded using
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B.

C.

D.

purchase orders, American Institute of Architects (AIA) agreements, and/or
other forms of agreement signed by the Procurement Director. As appropriate
Board award has been previously obtained on the Requirement Contract itself,
additional Board award of individual project task orders is not required.
Contract Signature
1. After appropriate award authorization and applicable review as to form, the
Procurement Director is authorized to sign all Procurement contracts on behalf
of all County departments, the County's Public Schools and School Board, and
other entities for which the Procurement Director acts as Procurement agent.
2. Exemptions:
a. Constitutional Officers have authority to sign Contracts utilized solely by
their respective departments after approval by the County Attorney as to
form.
b. Special Program Contracts for Parks and Recreation: Parks and
Recreation Director or designee may sign Contracts not exceeding the
Single Quote Limit after approval by the County Attorney as to form.
c. Diversity Celebration Event Contracts: The Department Director assigned
with carrying out this event or designee may sign Contracts not exceeding
the Single Quote Limit after approval by the County Attorney as to form.
Signature by Contractors
1. In order to be accepted by the County, Contractor’s signatures must comply
with the following:
a. If a Contractor is an individual (sole proprietor), that individual may sign
the contract and any changes, modifications, or amendments thereto on
behalf of the Contractor.
b. If a Contractor is a partnership, only a general partner of the partnership
may sign the contract and any changes, modifications, or amendments
thereto on behalf of the Contractor.
c. If a Contractor is a corporation, only the President, Vice President, or
other person approved by resolution of the Corporation’s Board of
Directors may sign the contract and any changes, modifications, or
amendments thereto on behalf of the Contractor.
d. If a Contractor is a limited liability corporation, only a member of the
limited liability corporation may sign the contract and any changes,
modifications, or amendments thereto on behalf of the Contractor.
2. The Procurement Department in coordination with the County Attorney or
designee will review to ensure that only signatures of appropriate Contractor’s
representatives are accepted.
Electronic Signatures
The Procurement Director with advice of the County Attorney may adopt
procedures for acceptance of electronic signatures.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Surplus Property
I.

Policy Number:
Supersedes:
Date Issued:

12-20
01/05/2010
09/01/2018

INTRODUCTION
This policy sets forth procedures for the transfer and disposition of Surplus Property.

II.

POLICY
When a Using Department identifies that tangible property is no longer useful to or
needed by Using Department, that property shall be identified as Surplus Property and
transferred, sold or disposed of in a timely manner to maximize its sale/salvage value and
minimize the costs for storing items that are no longer needed by a Using Department.

III.

PROCEDURES
A.
General
1.
Except as provided in III.A.3. below, all County Surplus Property other
than computers must be reported to Department of General Services for
transfer to surplus. Request for pickup of Surplus Property is to be
accomplished via a request through the Buildings and Grounds work order
system. Fixed Assets, including vehicles, must be accompanied by an
Asset Transfer/Retirement Form when turned over to General Services.
(See Accounting Policy 1-6, Fixed Asset Policy).
2.
All surplus computers must be reported to the County’s Information
Systems Technology (IST) Information Center Manager or the CCPS’s
Department of Technology (SDT) respectively to update computer
maintenance contract records and sanitize (clean) all computers. IST and
SDT will label the computers verifying that they have been cleaned. The
Police Department will be responsible for cleaning and labeling their
computers.
3.
General Services will provide information on available Surplus Property
via County Intranet. Departments may also view available property by
visiting the Buildings and Grounds Warehouse. Using Departments are
encouraged to review Surplus Property for potential use in the Using
Department. Should a Using Department so choose, they may sell or
transfer property to another Using Department, completing an Asset
Transfer/Retirement Form as applicable.
4.
Each Using Department shall, upon determining the need to remove
Surplus Timber from County property, receive authorization from the
Procurement Department.
5.
Under no circumstances shall any Surplus Property be kept or used by an
employee for personal use.
6.
No employee (full-time, part-time, and volunteer) or member of the
employee's Immediate Family shall participate in the purchase of Surplus
Property. Employees shall not circumvent this policy by appointing an
agent to act on their behalf.
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B.

C.

Determination of Disposition Method of Surplus Property
1.
The Procurement Department or designated General Services and CCPS
staff determines the disposition of Surplus Property using one of the
following methods:
a. Facilitate transfer to other Using Department.
b. Trade-in on new equipment.
c. Sale by competitive sealed bid.
d. Sale through internet auction. (See General Service Section Below)
e. Sale at public auction.
f. Sale to salvage houses.
g. Alternative disposal methods approved by the Procurement
Director or his/her designee.
h. Negotiated sales or transfers to other public bodies.
2.
The Procurement Department documents transactions, collects and
deposits revenue with the County Treasurer for all County Government
Surplus Property.
3.
CCPS documents transactions, collects and deposits revenue for CCPS
Surplus Property.
General Services Department
1.
General Services will store Surplus Property and transfer Surplus Property
between Using Departments as requested.
2.
The Fleet Services Division of General Services will facilitate the disposal
of surplus vehicles by auction or salvage.
3.
The Building and Grounds Division Chief and designees are authorized to
dispose of junk property that meets one of the following conditions:
i. Broken, unserviceable, damaged or deteriorated to the extent that it
could pose a threat to the health and/or safety of the general public
should the property be sold.
j. No longer identifiable or operable as intended by the manufacturer
due to cannibalizing or normal loss of parts.
k. No resale value.
4.
All junk property shall be recycled if Practicable or discarded at an
authorized waste management facility.
5.
Based on availability of storage space and/or length of time Surplus
Property has been stored without being claimed by a Using Department,
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the Buildings and Grounds Division Chief may initiate the sale of Surplus
Property via internet auction on an as-needed basis.
D.

CCPS
1.
CCPS may transfer Surplus Property between CCPS departments or
schools as necessary.
2.
CCPS may dispose of its own surplus property in compliance with this
policy using one of the methods listed in section III.B above.
3.
CCPS is also authorized to dispose of junk property that meets one of the
following conditions:
a.
Broken, unserviceable, damaged or deteriorated to the extent that it
could pose a threat to the health and/or safety of the general public
should the property be sold.
b.
No longer identifiable or operable as intended by the manufacturer
due to cannibalizing or normal loss of parts.
c.
No resale value.
4.
All junk property shall be recycled, discarded at a County transfer station
or placed in the trash.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Certificate of Compliance
I.

II.

III.

Policy Number:
Supersedes:
Date Issued:

12-21
04//28/2018
09/01/2018

INTRODUCTION
This policy sets forth the procedures for annual certification of compliance by employees
involved in Procurement Transactions.
POLICY
All employees who have Official Responsibility for Procurement Transactions shall
certify annually in writing that they have fully complied with the Code of the County of
Chesterfield (Code) and the Virginia Public Procurement Act (Code of Virginia § 2.24300 et seq.)
PROCEDURES
A.
Any employee who has Official Responsibility for any aspect of a Procurement
Transaction must sign a statement annually certifying that they have complied
with all provisions of the Code and the Virginia Public Procurement Act (Code of
Virginia § 2.2-4300 et seq.)
B.
All employees in a supervisory capacity are responsible for ensuring that each of
their subordinate employees, who have Official Responsibility, complies with
item A above.
C.
In accordance with Code of Virginia § 2.2-4375, any employee required to sign a
certification who knowingly makes a false statement in such certification shall be
punished in accordance with Code of Virginia § 2.2-4377 with a Class 1
misdemeanor and, in addition to any other fine or penalty provided by law,
forfeiture of employment.
D.
An Annual Certification of Compliance form distributed each year by the
Procurement Department will provided for all applicable employees to sign. This
form is to be signed and forwarded to the Procurement Department. The forms
will be maintained on file in the Procurement Department for three years after the
current calendar year.
E.
One Certification of Compliance form may be used for signatures of all
employees in a Using Department.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Default
I.

Policy Number:
Supersedes:
Date Issued:

12-22
08/01/2009
09/01/2018

INTRODUCTION
This policy sets forth the procedures to be followed by the County when a Contractor
fails to comply with the terms and conditions of the contract.

II.

POLICY
If a Contractor fails to deliver or perform in accordance with the Contract Specifications,
or terms and conditions, the County may find the Contractor in Default. The County may
take appropriate action up to and including termination of the Contract for Default. In the
case of termination for Default, the County may then may procure the Goods/Services
from other sources and hold the Contractor in Default responsible for any resulting
additional purchase and administrative costs.

III.

PROCEDURE
A.
Default:
1. The following factors should be considered prior to taking any Default action:
a. The specific reasons for such failure.
b. The period of time needed to obtain Goods/Services from other sources
compared to remedy by the Contractor in Default.
2. Using Departments must notify the Procurement Department when a
Contractor is not performing in accordance with the contract. Using
Departments must provide the Procurement Department written
documentation of the issues to include all relevant information regarding the
Contractor’s non-performance.
3. The Procurement Department in coordination with the Using Department will
attempt to resolve the issue with the Contractor in a manner that it is in the
County’s best interest. Methods may include, but are not limited to the
following:
a. Phone calls, meetings and/or emails.
b. A “Notice to Cure” letter signed by the Procurement Director clearly
stating the issues and giving the Contractor a specific time frame in
which to resolve the issues.
c. Issuance of a “Notice of Termination for Default” following County
policies and procedures, and Procurement of Goods/Services from
another source, holding Contractor responsible for re-procurement costs
if in the best interest of the County.
d. Recommendation for Debarment if warranted; see Policy 12-23.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Debarment
I.

II.

III.

Policy Number:
Supersedes:
Date Issued:

12-23
08/01/2009
09/01/2018

INTRODUCTION
This policy sets forth guidelines for Debarment of Vendors and individuals when it
becomes necessary to exclude Vendors and individuals from participating in County
Procurement, County contracts and contracting opportunities.
POLICY
Pursuant to Code of Virginia § 2.2-4321 and County Code Sec. 2-42, the Procurement
Director may debar Vendors from contracting with the County for particular types of
supplies, Services, insurance or Construction, for specified periods of time. Debarment
does not relieve a Contractor from its responsibilities for existing obligations to the
County.
PROCEDURES
A.

Debarment Causes:
The Procurement Director may debar any Vendor including actual or prospective
Bidders, Offerors, Contractors or individuals for any of the causes listed
below. The existence of a cause for Debarment; however, does not require the
Procurement Director to take such action. The seriousness of the Vendor’s acts or
omissions and any mitigating factors should be considered in any Debarment
decision. Debarment may be instituted for any of the following reasons:
1.

Conviction of or civil judgment for (1) commission of fraud or a
criminal offense in connection with (i) obtaining, (ii) attempting to
obtain, or (iii) performing a public contract or subcontract; (2) violation
of federal or state antitrust statutes relating to the submission of offers;
(3) commission of embezzlement, theft, forgery, bribery, falsification
or destruction of records, making false statement, or receiving stolen
property; or (4) commission of any other offense indicating a lack of
business integrity or business honesty that seriously and directly affects
the present responsibility of a government Contractor or subcontractor.

2.

Conferring or offering to confer any gift, gratuity, favor, or advantage,
present or future, upon any employee of the County or School Board
who exercises any Official Responsibility for a Procurement
Transaction. It is not necessary that the offer be accepted by the
employee, or that the offer is made with intent to influence the
employee in an official act. Extending to any County or School Board
employee exercising Official Responsibility for a Procurement
Transaction any discount or privilege not available to all County and
School Board employees is considered to be offering an advantage.
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B.

3.

Failing to disclose a condition constituting a conflict of interest by any
officer, director, owner, or partner of the Vendor in a contract or
purchase order awarded by Chesterfield County (Code of Virginia, §
2.2-3109).

4.

Violation of the terms of a Contract or subcontract, including but not
limited to (1) willful failure to perform in accordance with the terms of
one or more Contracts; or (2) a history of failure to perform, or of
unsatisfactory performance of one or more contracts.

5.

Sale or attempted sale to the County of Goods/Services which are
required to be purchased under an existing County contract with
another Contractor, when the Vendor knew or had reason to know that
the Goods/Services are required to be purchased under that contract.

6.

Sale of Goods/Services to the County when such sale is prohibited by
any Debarment then in effect.

7.

Unwillingness or inability to honor a binding quote, Bid or Proposal.

8.

Falsifying or misrepresenting product Specifications.

9.

A determination by the Procurement Director that a Vendor has used
abusive or obscene language or a threatening manner toward any
County personnel, citizens, students, other Contractors, or
subcontractors during the performance of their duties or as a result of
the performance of their duties.

10.

Any other cause of serious or compelling nature, which in the sole
discretion of the Procurement Director warrants Debarment.

Debarment Process
1.

Debarment shall be initiated by a written notice from the Procurement
Director advising the Vendor that Debarment is to become effective ten
days from the date of notice. Such notice shall include the basis for the
Debarment, the commodities from which the Vendor is debarred, and
the duration of the debarment which shall be at minimum one year.

2.

The Vendor may, during the ten-day notice period, present a written
request for reconsideration, including any specific information
disputing the basis for Debarment. The Procurement Director shall
consider such additional information and render a final decision within
5 days decision either confirming or rescinding the Debarment.

3.

A debarred Vendor may not apply to the County for reinstatement
earlier than one year from the Debarment date. The term of Debarment
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shall last until the Vendor is reinstated by the County, and during the
Debarment term the Vendor shall not be permitted to submit quotes,
bids, proposals to the County for the Goods/Services for which the
Vendor is debarred, nor shall the Vendor sell, offer to sell or transact
any business with the County for such commodities as either a
Contractor or subcontractor.
4.

Internal Processes
a. Once a Vendor has been debarred, the Procurement Department will
notify Accounts Payable to flag the Vendor in its system by placing
the word “DEBARRED” in front the Vendor’s name in the
accounting system.
b. The Procurement Department will maintain a list of debarred
Vendors on the department’s website and keep documentation
supporting the Debarment action in its files.
c. The Procurement Department will set the Vendor to debarred status
in PInG.
d. Prior to creating a new Vendor in the accounting system, Using
Departments shall check the Debarment list on the Procurement
Department’s website.
e. Accounts Payable will periodically check the new Vendor report and
will inform Procurement Department if any debarred Vendor appears
on the report. The Procurement Department will follow-up with the
Using Department and take appropriate action.

C.

Reinstatement
1.

At the end of the Debarment period or after all conditions of
reinstatement are met, a debarred Contractor may send a written
request to the Procurement Director for reinstatement.

2.

To be reinstated, the Contractor shall be required to submit with his
application a list of at least three references with whom the
contractor has satisfactorily conducted business in the past year. The
Contractor's application shall not be processed until the required
references have been supplied, and the Contractor shall be barred
from doing business with the County during such time.

3.

The Procurement Director, in his/her sole discretion may decide if
the debarred Contractor may be reinstated and provide the
Contractor with a written decision.
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4.

Should the Debarment action involve funds the Contractor owes the
County, then the debarred Contractor may apply for reinstatement
only after payment in full of the debt owed to the County.

5.

If a Vendor is reinstated, the Procurement Department will set the
Vendor’s status to active status in PInG and request that Accounts
Payable remove the word “DEBARRED” from the Vendor’s name
in the accounting system.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
Federal Grant Funded Purchases
I.

Policy Number:
Supersedes:
Date Issued:

12-24
N/A
09/01/2018

INTRODUCTION
This policy sets forth guidelines governing Procurement involving the expenditure of
federal grant funding.

II.

POLICY
In addition to complying with all applicable Commonwealth of Virginia law, County
Ordinances and County Procurement policies, any Procurement which involves the
expenditure of federal grant funds must comply with the standards set forth in The Code
of Federal Regulations, 2 CFR §§ 200.318 – 326 as well as any requirements of the grant
award.

III.

RESPONSIBILITIES
A.
Using Departments
1. Using Departments must indicate so in the purchase requisition whenever
federal grant funding is being used for a purchase.
2. Using Departments shall submit any federal grant funded purchase
requirement exceeding $2,000 to the Procurement Department for processing.
3. Using Departments must provide the purchasing department a copy of the
grant award document and any other guidance issued by the federal granting
agency.
4. Using Departments must provide contract administration oversight and
coordinate with the Contract Officer to ensure that the Contractor performs in
accordance with the terms, conditions, and Specifications of the contract or
purchase order.
5. Using Departments must avoid acquisition of unnecessary or duplicative
items.
B.
Procurement Department
The Procurement Department shall ensure that the Procurement complies with the
Procurement standards set forth in 2 CFR §§200.318 – 326 as well as any other
requirements of the grant award. In addition to any other requirements stated in
the aforementioned, the Procurement Department will do the following:
1. Indicate that the Procurement involves the expenditure of Federal funds when
sending any Procurement document to the County Attorney’s office for
review.
2. Follow County Procurement procedures provided that the Procurement
conforms to applicable Federal law and the standards set forth in 2 CFR§§
200.318 – 326.
3. Identify any conflict between the County Procurement procedures and the
requirements set forth in 2 CFR§§ 200.318 – 326 or other requirements of the
award and confer with the Procurement Director for resolution.
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4. Ensure that the procurement transaction complies with the requirements of
Article VI of the Virginia Public Procurement Act (Code of Virginia §2.24367 et seq.) and the Virginia State and Local Government Conflict of
Interests Act (Code of Virginia §2.2.3100 et seq.), to ensure that there is no
actual conflict of interest or the appearance thereof with respect to the
procurement transaction.
5. Work with the Using Department to ensure that acquisition of unnecessary or
duplicative items is avoided, and when appropriate, perform analysis of lease
versus purchase or other appropriate analysis of the most economical
approach to the purchase.
6. Where appropriate, enter into state and local intergovernmental agreements or
inter-entity agreements for Procurement for use of common or shared
Goods/Services (joint and Cooperative Purchases) to foster greater economy
and efficiency.
7. Use Federal excess and surplus property in lieu of purchasing new equipment
and property whenever such use is feasible and reduces project costs.
8. Encourage the use of value engineering clauses in contracts for construction
projects of sufficient size to offer reasonable opportunities for cost reductions.
9. Award contracts only to Responsible Contractors possessing the ability to
perform successfully under the terms and conditions of a proposed
Procurement. Consideration will be given to such matters as contractor
integrity, compliance with public policy, record of past performance, and
financial and technical resources.
10. Maintain records sufficient to detail the history of the Procurement. These
records will include, but are not necessarily limited to the following: rationale
for the method of Procurement, selection of contract type, contractor selection
or rejection, and the basis for the contract price.
11. Use a Time and Materials type contract only after a determination that no
other contract is suitable and only if the contract includes a ceiling price that
the contractor exceeds at its own risk. Assert a high degree of oversight in
order to obtain reasonable assurance that the contractor is using efficient
methods and effective cost controls.
12. Be responsible, in accordance with good administrative practice and sound
business judgment, for the settlement of all contractual and administrative
issues arising out of Procurements. These issues include, but are not limited
to, source evaluation, protests, disputes, and claims.
13. Conduct Procurement in a manner providing full and open competition in
accordance with 2 CFR §200.319 and avoid situations considered to be
restrictive of competition including but not limited to the following:
a. Placing unreasonable requirements on firms in order for them to qualify to
do business;
b. Requiring unnecessary experience and excessive bonding;
c. Noncompetitive pricing practices between firms or between affiliated
companies;
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d. Noncompetitive contracts to consultants that are on retainer contracts;
e. Organizational conflicts of interest;
f. Specifying only a “brand name” product instead of allowing “an equal”
product to be offered and describing the performance or other relevant
requirements of the Procurement; and
g. Any arbitrary action in the procurement process.
14. Conduct Procurements in a manner that prohibits the use of statutorily or
administratively imposed state, local, or tribal geographical preferences in the
evaluation of bids or proposals, except in those cases where applicable Federal
statutes expressly mandate or encourage geographic preference. Nothing in
this section preempts state licensing laws. When contracting for architectural
and engineering (A/E) services, geographic location may be a selection
criterion provided its application leaves an appropriate number of qualified
firms, given the nature and size of the project, to compete for the contract.
15. Use only Methods of Procurement compliant with those allowed by 2 CFR
§200.320 including:
a. Single Quote Purchase procedures consistent with Chesterfield County
Procurement Policy 12-10 for purchases up to the Federal Micro-purchase
limit defined in 2 CFR §200.67 or the County’s Single Quote Limit,
whichever is the lower.
b. Small Purchase procedures consistent with Chesterfield County
Procurement Policy 12-10 processes for purchases not exceeding the
Federal Simplified Acquisition Threshold defined in 2 CFR §200.88 or the
County’s Small Purchase Limit, whichever is lower.
c. Competitive Sealed Bidding procedures consistent with Chesterfield
County Procurement Policy 12-11, resulting in a Firm Fixed Price
Contract (lump sum or unit price).
d. Competitive Proposals consistent with Chesterfield County Procurement
Policy 12-12.
e. Noncompetitive Proposals only when one or more of the following
circumstances apply:
(1) The item is available from only a single source (follow Policy
12-13).
(2) The public exigency or emergency for the requirement will
not permit a delay resulting from competitive solicitation
(follow Policy 12-14)
(3) The Federal awarding agency or pass-through entity expressly
authorizes noncompetitive proposals in response to a written
request; or
(4) After solicitation of a number of sources, competition is
determined inadequate.
16. Pursuant to 2 CFR §200.321and consistent with Chesterfield County
Procurement Policy 12-5, take all necessary affirmative steps to assure that
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minority businesses, women's business enterprises, and labor surplus area
firms are used when possible.
17. Pursuant to 2 CFR §200.322, ensure that all grant funded contracts comply
with section 6002 of the Solid Waste Disposal Act, as amended by the
Resource Conservation and Recovery Act. The requirements of Section 6002
include procuring only items designated in guidelines of the Environmental
Protection Agency (EPA) at 40 CFR part 247 that contain the highest
percentage of recovered materials practicable, consistent with maintaining a
satisfactory level of competition, where the purchase price of the item exceeds
$10,000 or the value of the quantity acquired during the preceding fiscal year
exceeded $10,000; procuring solid waste management services in a manner
that maximizes energy and resource recovery; and establishing an affirmative
Procurement program for Procurement of recovered materials identified in the
EPA guidelines
18. Apply the contract cost and price guidelines set forth in 2 CFR §200.323 as
follows:
a. Perform a cost or price analysis in connection with every Procurement
action in excess of the Simplified Acquisition Threshold including
contract modifications. The method and degree of analysis is dependent on
the facts surrounding the particular Procurement situation, but as a starting
point, the non-Federal entity must make independent estimates before
receiving bids or proposals.
b. Negotiate profit as a separate element of the price for each contract in
which there is no price competition and in all cases where cost analysis is
performed. To establish a fair and reasonable profit, consideration must be
given to the complexity of the work to be performed, the risk borne by the
contractor, the contractor's investment, the amount of subcontracting, the
quality of its record of past performance, and industry profit rates in the
surrounding geographical area for similar work.
c. Costs or prices based on estimated costs for contracts under the Federal
award are allowable only to the extent that costs incurred or cost estimates
included in negotiated prices would be allowable for County under the
Cost Principles of 2 CFR 200 subpart E. The County may reference its
own cost principles that comply with the Federal cost principles.
d. The cost plus a percentage of cost and percentage of construction cost
methods of contracting must not be used.
19. Pursuant to 2 CFR §200.324, make Procurement documents available for
review upon request of the Federal awarding agency or pass-through entity.
20. Ensure that construction or facility improvement contracts exceeding the
Federal Simplified Acquisition Threshold meet bonding requirements
specified in 2 CFR §200.325. Unless determined otherwise by the Federal
Awarding Agency the minimum requirements must be as follows:
a. A bid guarantee from each bidder equivalent to five percent of the bid
price. The “bid guarantee” must consist of a firm commitment such as a
bid bond, certified check, or other negotiable instrument accompanying a
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bid as assurance that the bidder will, upon acceptance of the bid, execute
such contractual documents as may be required within the time specified.
b. A performance bond on the part of the contractor for 100 percent of the
contract price. A “performance bond” is one executed in connection with a
contract to secure fulfillment of all the contractor's obligations under such
contract.
c. A payment bond on the part of the contractor for 100 percent of the
contract price. A “payment bond” is one executed in connection with a
contract to assure payment as required by law of all persons supplying
labor and material in the execution of the work provided for in the
contract.
21. In addition to any other provisions required by the Federal awarding agency,
or pass-through entity, or the County; ensure pursuant to 2 CFR §200.326 that
contracts funded by federal grants contain the applicable provisions described
in Appendix II to 2 CFR Part 200 – Contract Provisions for non-Federal
Entity Contracts Under Federal Awards as summarized in the table below and
detailed in the subsequent corresponding lettered paragraphs.
Provision Topic

Contract Type and Value

a

Contractual Procedures (breach, remedies,
sanctions and penalties)

All contracts exceeding Simplified Acquisition
Threshold ($150,000).

b

Termination Clause

All contracts exceeding $10,000.

c

Equal Employment Opportunity

All contracts. Any dollar value.

d

Davis-Bacon Act

Construction Contracts exceeding $2,000.

e

Contract Work Hours and Safety Standards
Act

Contracts that involve the employment of mechanics
or laborers exceeding $100,000.

f

Rights to Inventions Made Under a Contract
or Agreement

“Funding Agreements” related to related to
experimental, developmental, or research work type.
Any dollar value.

g

Environmental Protection (Clean Air Act and
Federal Water Pollution Control Act

All contracts exceeding $150,000.

h

Debarment and Suspension Certification

All contracts.

i

Lobbying Certification

All contracts exceeding $100,000.

j

Recovered Materials

Purchases of items exceeds $10,000 or the value of
the quantity acquired during the preceding fiscal
year exceeded $10,000.

a. Contracts for more than the federal Simplified Acquisition Threshold
currently set at $150,000, which is the inflation adjusted amount
determined by the Civilian Agency Acquisition Council and the Defense
Acquisition Regulations Council (Councils) as authorized by 41 U.S.C.
1908, must address administrative, contractual, or legal remedies in
instances where contractors violate or breach contract terms, and provide
for such sanctions and penalties as appropriate.
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b. All contracts in excess of $10,000 must address termination for cause and
for convenience by the non-Federal entity including the manner by which
it will be effected and the basis for settlement.
c. Equal Employment Opportunity. Except as otherwise provided under 41
CFR Part 60, all contracts that meet the definition of “federally assisted
construction contract” in 41 CFR Part 60-1.3 must include the equal
opportunity clause provided under 41 CFR 60-1.4(b), in accordance with
Executive Order 11246, “Equal Employment Opportunity” (30 CFR
12319, 12935, 3 CFR Part, 1964-1965 Comp., p. 339), as amended by
Executive Order 11375, “Amending Executive Order 11246 Relating to
Equal Employment Opportunity,” and implementing regulations at 41
CFR part 60, “Office of Federal Contract Compliance Programs, Equal
Employment Opportunity, Department of Labor.”
d. Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by
Federal program legislation, all prime construction contracts in excess of
$2,000 awarded by non-Federal entities must include a provision for
compliance with the Davis-Bacon Act (40 U.S.C. 3141-3144, and 31463148) as supplemented by Department of Labor regulations (29 CFR Part
5, “Labor Standards Provisions Applicable to Contracts Covering
Federally Financed and Assisted Construction”). In accordance with the
statute, contractors must be required to pay wages to laborers and
mechanics at a rate not less than the prevailing wages specified in a wage
determination made by the Secretary of Labor. In addition, contractors
must be required to pay wages not less than once a week. The non-Federal
entity must place a copy of the current prevailing wage determination
issued by the Department of Labor in each solicitation. The decision to
award a contract or subcontract must be conditioned upon the acceptance
of the wage determination. The non-Federal entity must report all
suspected or reported violations to the Federal awarding agency. The
contracts must also include a provision for compliance with the Copeland
“Anti-Kickback” Act (40 U.S.C. 3145), as supplemented by Department
of Labor regulations (29 CFR Part 3, “Contractors and Subcontractors on
Public Building or Public Work Financed in Whole or in Part by Loans or
Grants from the United States”). The Act provides that each contractor or
subrecipient must be prohibited from inducing, by any means, any person
employed in the construction, completion, or repair of public work, to give
up any part of the compensation to which he or she is otherwise entitled.
The non-Federal entity must report all suspected or reported violations to
the Federal awarding agency.
e. Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708).
Where applicable, all contracts awarded by the non-Federal entity in
excess of $100,000 that involve the employment of mechanics or laborers
must include a provision for compliance with 40 U.S.C. 3702 and 3704, as
supplemented by Department of Labor regulations (29 CFR Part 5). Under
40 U.S.C. 3702 of the Act, each contractor must be required to compute
the wages of every mechanic and laborer on the basis of a standard work
week of 40 hours. Work in excess of the standard work week is
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f.

g.

h.

i.

permissible provided that the worker is compensated at a rate of not less
than one and a half times the basic rate of pay for all hours worked in
excess of 40 hours in the work week. The requirements of 40 U.S.C. 3704
are applicable to construction work and provide that no laborer or
mechanic must be required to work in surroundings or under working
conditions which are unsanitary, hazardous or dangerous. These
requirements do not apply to the purchases of supplies or materials or
articles ordinarily available on the open market, or contracts for
transportation or transmission of intelligence.
Rights to Inventions Made Under a Contract or Agreement. If the Federal
award meets the definition of “funding agreement” under 37 CFR §401.2
(a) and the recipient or subrecipient wishes to enter into a contract with a
small business firm or nonprofit organization regarding the substitution of
parties, assignment or performance of experimental, developmental, or
research work under that “funding agreement,” the recipient or
subrecipient must comply with the requirements of 37 CFR Part 401,
“Rights to Inventions Made by Nonprofit Organizations and Small
Business Firms Under Government Grants, Contracts and Cooperative
Agreements,” and any implementing regulations issued by the awarding
agency.
Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution
Control Act (33 U.S.C. 1251-1387), as amended—Contracts and subgrants
of amounts in excess of $150,000 must contain a provision that requires
the non-Federal award to agree to comply with all applicable standards,
orders or regulations issued pursuant to the Clean Air Act (42 U.S.C.
7401-7671q) and the Federal Water Pollution Control Act as amended (33
U.S.C. 1251-1387). Violations must be reported to the Federal awarding
agency and the Regional Office of the Environmental Protection Agency
(EPA).
Debarment and Suspension (Executive Orders 12549 and 12689)—A
contract award (see 2 CFR 180.220) must not be made to parties listed on
the governmentwide exclusions in the System for Award Management
(SAM), in accordance with the OMB guidelines at 2 CFR 180 that
implement Executive Orders 12549 (3 CFR part 1986 Comp., p. 189) and
12689 (3 CFR part 1989 Comp., p. 235), “Debarment and Suspension.”
SAM Exclusions contains the names of parties debarred, suspended, or
otherwise excluded by agencies, as well as parties declared ineligible
under statutory or regulatory authority other than Executive Order 12549.
Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that
apply or bid for an award exceeding $100,000 must file the required
certification. Each tier certifies to the tier above that it will not and has not
used Federal appropriated funds to pay any person or organization for
influencing or attempting to influence an officer or employee of any
agency, a member of Congress, officer or employee of Congress, or an
employee of a member of Congress in connection with obtaining any
Federal contract, grant or any other award covered by 31 U.S.C. 1352.
Each tier must also disclose any lobbying with non-Federal funds that
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takes place in connection with obtaining any Federal award. Such
disclosures are forwarded from tier to tier up to the non-Federal award.
j. A non-Federal entity that is a state agency or agency of a political
subdivision of a state and its contractors must comply with section 6002 of
the Solid Waste Disposal Act, as amended by the Resource Conservation
and Recovery Act. The requirements of Section 6002 include procuring
only items designated in guidelines of the Environmental Protection
Agency (EPA) at 40 CFR part 247 that contain the highest percentage of
recovered materials practicable, consistent with maintaining a satisfactory
level of competition, where the purchase price of the item exceeds
$10,000 or the value of the quantity acquired during the preceding fiscal
year exceeded $10,000; procuring solid waste management services in a
manner that maximizes energy and resource recovery; and establishing an
affirmative Procurement program for Procurement of recovered materials
identified in the EPA guidelines.
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CHESTERFIELD COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
Department: Procurement
Subject:
e-Procurement
I.

Policy Number:
Supersedes:
Date Issued:

12-25
N/A
09/01/2018

INTRODUCTION
This policy sets establishes PInG as the official e-Procurement system for the County.

II.

POLICY
The County’s official e-Procurement system shall be known as the Procurement
Information Gateway or PInG. The name PInG shall remain the name used to refer to the
County’s e-Procurement system regardless of the Vendor, application or platform used
currently or in the future. PInG shall serve as the official location for posting of
solicitations, awards and any other public notice required by law or policy with respect to
a Procurement Transaction. PInG shall also serve as the vendor database and contract
management system. The PInG public facing website shall be ping.chesterfield.gov.

III.

RESPONSIBILITIES
A. The Procurement Director shall charge appropriate Procurement Department staff
with the responsibility of coordinating and maintaining the PInG system in a manner
that is consistent with law and policy and provides for efficient and effective
management of solicitations and contracts.
B. The PInG application and platform may be outsourced; however, the Procurement
Director and assigned staff will remain responsible for the effective operation,
administration, configuration of the system to comply with County requirements,
applicable law and best practices.
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