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INTRODUCTION 

  

The County of Monterey Procurement Manual is a comprehensive guide to provide County 

staff and stakeholders with a clear understanding of the County’s procurement processes and 

procedures. This manual includes existing policies, guidelines, standard operating procedures, 

and best practices aimed at ensuring the proper use of procurement processes.  

The purpose of this manual is to provide a centralized resource for procurement information, 

clarify roles and responsibilities within the procurement process, and outline procedures for 

purchasing goods and services. It is intended to ensure compliance with applicable laws, 

regulations, and County policies, while promoting transparency, accountability, and fairness 

in procurement practices.  

This manual will be regularly reviewed and updated to reflect changes in laws, regulations, 

and County policies. It is the responsibility of all County staff involved in procurement 

activities to familiarize themselves with the contents of this manual and adhere to it.  

By following the procedures outlined in this manual, we can ensure that the County’s 

procurement processes are efficient, effective, and conducted with the highest level of 

integrity.   
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1. COUNTY OF MONTEREY PURCHASING 

1.1 COUNTY ORDINANCE FOR PURCHASING AGENT 

1.1.1 2.32.010 - Office Established 

Pursuant to the provisions of Government Code Section 25500, et seq., the office of 

Purchasing Agent is hereby established. The duties of the office of Purchasing Agent 

shall be performed by the County Administrative Officer or the designee of the County 

Administrative Officer. The term “Purchasing Agent” as used in this Chapter shall mean 

the County Administrative Officer or the designee of the County Administrative Officer. 

(Ord. 3610 § 12, 1992; Ord. 1030 § 1, 1958) 

1.1.2 2.32.020 - General Duties 

The Purchasing Agent shall have the duties and powers prescribed by laws of the State 

of California relating to County Purchasing Agents, and as limited or specifically 

authorized by this Chapter. 

(Ord. 3610 § 13, 1992; Ord. 3536 § 1, 1991; Ord. 1030 § 2, 1958) 

1.1.3 2.32.030 - Specific Duties 

The Purchasing Agent shall: 

A. Purchase for the County of Monterey and its offices all materials, supplies, 

furnishings, equipment, livestock and other personal property of whatever kind 

and nature. Except in cases of emergency as provided in this Chapter and 

excepting the purchase of road equipment which the Public Works Director is 

authorized by law to purchase, no purchase of personal property by any person 

other than the Purchasing Agent shall be binding upon the County or constitute 

a lawful charge against any County funds. 

 

B. Rent for the County and its offices, furnishings, equipment, and livestock; 

excepting, however, such road equipment as the Public Works Director is 

authorized by law to rent. 

 

C. Negotiate and execute in the name of the County all equipment service 

contracts and lease-purchase agreements of personal property; 

 

D. Negotiate in the name of the County as lessee subject to approval by the Board 

of Supervisors all rentals of real property which the County may require;  

 

E. Sell any personal property belonging to the County and found by the Board of 

Supervisors not to be required for public use, or he or she may, when 

purchasing personal property for which it is not necessary to advertise for bids, 

solicit and accept advantageous trade-in allowances for County personal 
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property which has a scrap value of less than ten thousand dollars ($10,000.00) 

and which has been previously determined by the Purchasing Agent to be not 

further required for public use; 

 

F. Engage independent contractors to perform services for the County and the 

offices thereof with or without the furnishing of material where the aggregate 

cost does not exceed two hundred thousand dollars ($200,000.00); provided, 

however, that the foregoing shall not apply to contracts for: 

 

1) The construction or repair of any building or structure enumerated in 

Section 25450 of the Government Code; 

 

2) Work upon the public roads of the County; 

 

3) Election supplies; 

 

4) Expert services to be rendered to the offices of the District Attorney, 

County Counsel or Public Defender; 

 

5) Legal services; 

 

6) Services associated with the conduct of litigation (as defined in 

California Government Code Section 54956.9(c)) to which the County, 

or a public entity for which the Board of Supervisors is legislative body 

(“County related entity”), is a party; 

 

7) Services associated with the prosecution of cases by the District 

Attorney, or the defense of cases by the Public Defender; 

 

8) Appraisers’ services; 

 

9) Consultants and other experts employed directly by the Board of 

Supervisors; or 

 

10) Other services which, by law, some other officer or body is specifically 

authorized to or charged with obtaining, unless and until the officer or 

body has requested the Purchasing Agent to enter into such contract, 

and in such event the contract limits shall be that limit imposed by law 

upon the officer or body. 

 

G. Engage independent contractors through the use of informal or formal bidding 

procedures to construct, repair or furnish any building or structure enumerated 

in Section 25450 of the Government Code of the State of California when the 
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cost thereof does not exceed ten thousand dollars ($10,000.00). (Public 

Contract Code Section 20150.4) 

 

H. When specifically authorized by law, purchase for the superintendent of 

schools or other public officer or agency personal property; 

 

I. When specifically authorized by law, sell, or dispose of personal property of any 

special district and pay the proceeds thereof into the treasury of the district, or if 

an exchange or trade is made, return the proceeds to the special district; 

 

J. Perform such other services as the Board of Supervisors may from time to time 

by resolution require.  

(Ord. 5070 § 1, 2007; Ord. 3679 § 1, 1993; 1998: Ord. 3610 § 14,1992; Ord. 3536 § 2, 

1991; Ord. 2504 § 1, 1979; Ord. 2157. 1976; Ord. 2022, 1979; Ord. 1664, 1969; Ord. 

1030 § 3, 1958) 

(Ord. No. 5298, § 2, 2-13-2018) 

1.1.4 2.32.035 - Specific Contracts. 

Notwithstanding any other provision of this Chapter: 

A. The District Attorney shall have the authority to engage independent contractors 

for expert and other services associated with the prosecution of cases within the 

District Attorney’s authority where the aggregate cost does not exceed two 

hundred thousand dollars ($200,000.00) and provided that sufficient funds for 

such services have been appropriated in the District Attorney’s budget. 

 

B. The Public Defender shall have the authority to engage independent contractors 

for expert and other services associated with the defense of cases within the 

Public Defender’s authority where the aggregate cost does not exceed two 

hundred thousand dollars ($200,000.00) and provided that sufficient funds for 

such services have been appropriated in the Public Defender’s budget. 

 

C. The County Counsel shall have the authority to engage independent contractors 

for: 

  

1) All legal services provided to the County or a County related entity where 

the aggregate cost does not exceed two hundred thousand dollars 

($200,000.00); and 

 

2) Expert and other services associated with: (a) the assessment and 

processing of claims against the County, its related entities, or their officers 

or employees, or (b) the conduct of litigation (as defined in California 
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Government Code Section 54956.9(c)) to which the County, a County 

related entity, or their officers or employees are a party, and where the 

aggregate cost does not exceed two hundred thousand dollars 

($200,000.00). Such services may be paid, as appropriate, from the 

following sources, provided sufficient funds have been appropriated: 

 

a) The County Counsel’s budget; 

 

b) The Risk Management General Liability Internal Service Fund; 

 

c) The Risk Management Workers’ Compensation Internal Service 

Fund; 

 

d) Another Risk Management Enterprise Fund as established by the 

Board of Supervisors; 

 

e) Another department’s budget that is responsible for such costs and 

agreed to by the department, County Administrator, or the Board of 

Supervisors, as appropriate; or  

 

f) The Board of Supervisors otherwise makes available sufficient funds. 

(Ord. No. 5298, § 3, 2-13-2018; as amended by Ordinance No. 5413, Section 2., 3-26-

2024) 

1.1.5 2.32.040 - Emergency Purchases 

Emergency purchases may be made by any of his or her assistants in the purchasing 

department authorized to make purchases is not immediately available and the item or 

items so purchased are immediately necessary for the continued operation of the office 

or department involved or are immediately necessary for the preservation of life or 

property. Such emergency purchases shall be subsequently approved and confirmed by 

the Purchasing Agent or, if her or she refuses such confirmation, the Board of 

Supervisors may subsequently approve and confirm such purchase by a four-fifths vote 

of the entire Board. Unless such purchases are so approved and confirmed by either the 

Purchasing Agent or the Board of Supervisors, the costs thereof shall not constitute a 

legal charge against the County. 

(Ord. 1030 § 4, 1958) 

1.1.6 2.32.050 - Revolving Fund. 

There is established from the unappropriated funds of the County a revolving fund in 

such an amount as the Board of Supervisors may from time to time by resolution 

establish, such fund to be known as the purchasing department revolving fund. The 

Purchasing Agent may purchase supplies, materials, and equipment in quantity to be 
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issued to the several offices and departments of the County as needed and shall make 

payments therefor out of the funds of such revolving fund. As such supplies, materials 

and equipment are issued to an office or department, the fund shall be reimbursed from 

the budgeted funds of the requisitioning department. The Auditor shall certify 

availability of funds in the appropriate budget account of the department before such 

issues are made. 

(Ord. 1030 § 5, 1958) 

1.1.7 2.32.060 - Purchasing Procedure 

Except as to purchases from the revolving fund, all purchases, rentals, and contracts 

shall be made only upon proper written requisitions, the forms of which shall be supplied 

by the Purchasing Agent to the several offices of the County. No purchases order shall 

be issued until the County Auditor shall have certified that sufficient money is available 

in the proper budgeted fund of the department to pay for the purchase. The head of any 

County office, department, or institution or his or her duly designated assistant is 

authorized to draw requisitions for purchases for such office, department, or institution 

in accordance with current budget accounts. Such head may delegate such authority to 

one or more of his or her deputies, assistants, or employees within the department by 

filing a written authorization therefor with the Purchasing Agent and the Auditor. 

(Ord. 1030 § 6, 1958) 

1.1.8 2.32.070 - Competitive Bidding not Required 

Except as otherwise provided by ordinance or general law, the Purchasing Agent may, 

without notice, advertisement or the securing of competitive bids or quotations, make 

any purchase of personal property, or do any other thing which he or she is authorized 

to do in this Chapter. 

(Ord. 1030 § 7, 1958) 

1.1.9 2.32.080 - Posting Notices of Sales 

Notices of sales of surplus personal property shall be posted for not less than five 

business days preceding the day of sale in the County courthouse and in the office of the 

Purchasing Agent and in such other public place within the County as the Purchasing 

Agent may deem advisable. 

(Ord. 1030 § 8,1958) 

1.1.10 2.32.090 - Advertising Proposed Sale 

In the disposition of any surplus personal and upon approval of the Board of Supervisors, 

the Purchasing Agent may purchase advertising space and may advertise the proposed 

sale or other disposition of the personal property in such newspapers, magazines, and 

other periodicals as in his or her judgment will best publicize the proposed sale or other 

disposition to those persons most likely to bid for the purchase of the personal property. 

Within the limitation of the order of the Board supervisors approving the advertising, 
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the Purchasing Agent shall decide upon the amount, nature, makeup, and content of the 

advertising. 

(Ord. 1030 § 9, 1958) 

1.1.11 2.32.100 - Surplus Pool 

Whenever any item of personal property is no longer needed by the office, department, 

or institution in possession thereof, such fact shall be reported to the Purchasing Agent 

who may transfer suck item to a surplus pool to be maintained under the supervision of 

the Purchasing Agent. Whenever any office, department or institution is in need of an 

article which has been placed in such surplus pool or has requisitioned the purchase of 

a similar article, the Purchasing Agent, upon a properly drawn request for transfer or 

requisition approved by the administrative officer, may transfer the article to such 

department. 

(Ord. 1030 § 10,1958) 

1.1.12 2.32.110 – Standard Committees  

The Purchasing Agent may organize standards committees as needed to establish 

standards with respect to the type, design, quality or brand of a certain article or group 

of related articles or services purchased by the County. The membership of the 

committees shall be the Purchasing Agent, who shall be chairman, the County 

Administrative Officer and the heads of each County office, department or institution 

that is a primary user of the item or group of items for which the committee is appointed. 

Any member for the committee may act through a representative appointed by him or 

her.  

(Ord. 1030 § 11, 1958) 
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1.2 OFFICE OF THE PURCHASING AGENT/CONTRACTS & PURCHASING 

OFFICER 

1.2.1 Duties of the County Purchasing Agent 

Title 3, Division 2, Part 2, Chapter 5, Article 7 (Section 25500 et seq.) of the California 

Government Code authorizes the Board of Supervisors of the County of Monterey 

(Board of  Supervisors)  to employ a County Purchasing Agent to perform certain 

duties on behalf of the County of Monterey (County).  These duties are defined in 

Government Code Section 25501 and Title 2 of the Monterey County Code (MCC), 

Chapter 2.32, MCC Sections 2.32.010 through 2.32.030 and MCC Sections 2.32.040 

through 2.32.110. (See §1.1.1 - §1.1.10).   The County Administrative Officer (CAO) is 

the County Purchasing Agent (CPA).  The duties of the CPA shall be performed by the 

CAO or designee of the CAO. 

MCC Section 2.32.010, which established the Office of the Purchasing Agent, provides 

as follows: 

2.32.010 - Office Established.  Pursuant to the provisions of Government Code Section 

25500, et seq., the office of Purchasing Agent is hereby established. The duties of the 

office of Purchasing Agent shall be performed by the County Administrative Officer or 

the designee of the County Administrative Officer. The term “Purchasing Agent” as used 

in this Chapter shall mean the County Administrative Officer or the designee of the 

County Administrative Officer. 

(Ord. 3610 § 12, 1992; Ord. 1030 § 1, 1958) 

1.1.2 Description 

A. The CAO is the CPA per MCC Section 2.32.010.  The Contracts and Purchasing 

Office is a division of the County Administrative Office.  The Contracts and 

Purchasing Office is managed and supervised by the Contracts and Purchasing 

Officer (CPO).  The CAO act ing as  the  CPA or the County Purchasing 

Officer  (CPO) act ing  as  the  des ignee  of  the  CAO /CPA,  shall establish 

methods and procedures necessary for the proper functioning of county purchasing 

in an efficient, transparent, and economical manner.   

Except where statutes or ordinances dictate otherwise, the CAO/CPA, CPO and 

Deputy Purchasing Agents, acting as the designees of the CAO/CPA, are authorized 

to carry out the general and specific duties listed in MCC Section 2.32.010 et seq. 

and this PROCUREMENT MANUAL plus any additional duties as authorized by 

the Board of Supervisors pursuant to any Board Order or Board Resolution of said 

Board, any Codified Ordinances of the County of Monterey, or laws of the State of 

California.  The CAO/CPA and the CPO and Deputy Purchasing Agents, acting as 

the designees of the CAO/CPA, are authorized to: 
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1. Unless otherwise directed by the Board of Supervisors, or by the Codified 

Ordinances of the County of Monterey, including but not limited to MCC Section 

2.32.035 – Specific Contracts and subject to the review of fiscal provisions by the 

Auditor – Controller’s Office, review and approval as to legal form by the Office 

of the County Counsel and review of indemnification and insurance provisions 

by the Office of the County Counsel – Risk Management, the CAO/CPA and the 

CPO and the Deputy Purchasing Agents, acting as the designees of the CAO/CPA 

shall be responsible for engaging independent contractors to perform services for 

the County and the offices thereof, with or with the furnishing of materials, where 

the aggregate cost does not exceed $200,000; and 

2. Approve and confirm emergency purchases; and 

3. Review and approve Sole Source Justification requests; and 

4. Develop County-Wide Service contracts for use by individual departments to 

order commonly used goods and/or services on an as needed basis; and 

5. Encourage the procurement of “environmentally preferable” products in all 

bids and solicitations, where practical, that are executed by the County in 

accordance with current state and/or federal regulations as applicable; and 

6. Review specifications written for the acquisition of goods and services to ensure 

that they are not unnecessarily restrictive and provide the County with the 

benefits of open and fair competition; and 

7. Maintain a procurement process which is fair, effective, and efficient. 

B. The CAO/CPA, or the CPO or authorized designee, acting as the designees of the 

CAO/CPA, is/are responsible for the following: 

1. Soliciting bids/proposals for cooperative contracts for County-wide 

procurement of goods and services; and 

2. Establish procedures to be followed by departments in the procurement of 

goods and services; and 

3. Establish procedures to be followed by departments for the use of a County 

issued Purchasing Card Program to promote efficiencies for low dollar 

purchases; and 

4. Maintain the “vendors list”, as may be required, for use by departments 

purchasing units for solicitation of bids and proposals; and 

5. Identify other governmental agency cooperative purchasing agreements, that may 

be executed by local jurisdictions outside of the County of Monterey, that would 

be beneficial for County use and where appropriate, make these agreements 
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available for use by County departments in accordance with Section 4.6 of this 

PROCUREMENT MANUAL; and 

6. Pursue cooperative agreements with the state and other governmental agencies 

and organizations to obtain cost savings for the County and where appropriate, 

make these agreements available for use by each County department; and 

7. Sell County Surplus Property (Surplus) and dispose of surplus property, which 

includes electronic equipment no longer required for County use, in accordance 

with applicable state and federal regulations; and 

8. Manage a centralized program for the reuse of working electronic equipment to 

foster reuse by County departments, other governmental agencies, and non-profit 

organizations which serve the community and/or provide a public benefit; and 

9. Assist in identifying new advancements in technology and other innovations in 

public sector procurement that would be beneficial for County use and, working 

with the County’s Director of Information Technology, as appropriate, to 

implement these innovations for County-wide use; and 

10. Develop training materials and conduct training programs for Deputy 

Purchasing Agents, and others, as designated by department heads that ensure a 

County-wide procurement process which is fair, effective, and efficient, and 

ensures the integrity of the County’s procurement process; and 

11. Deputize those trained in the procurement process when assured that they are 

adequately trained to perform with the delegated authority of the CAO/CPA; and 

12. Provide support on a consultative basis, as requested by department heads or 

their designees, in the development of solicitations and contracts and the 

handling of vendor protests; and 

13. Review solicitations and contracts when so requested by department personnel; 

and 

14. Develop and implement a compliance monitoring plan with performance 

measures to review the procurement documents prepared by the Deputy 

Purchasing Agents, and to report to the appropriate department heads or 

designees with recommendations for corrective action to ensure the integrity and 

efficiency of County procurement processes; and 

15. Carry out the other duties and responsibilities as defined in this document; and 

16. Encourage County involvement in public procurement organizations to promote 

the public procurement profession through education and peer networking 

(California Association of Public Procurement (CAPPO), National Institute of 

Government Purchasing (NIGP), National Procurement Institute (NPI)); and 
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17. Amend this PROCUREMENT MANUAL to include additional Board 

policy, as directed by the Board of Supervisors or the CAO/CPA. 

C. Unless, otherwise authorized by the Board of Supervisors, all County procurement 

contracts shall be solicited and executed in accordance with the provisions of this 

PROCUREMENT MANUAL. 

1.2.3 Ethical Statement 

The CAO/CPA, CPO and Deputy Purchasing Agents, as well as all those involved in 

County purchasing shall discharge their duties in accordance with high ethical standards 

by practicing their profession with integrity, honesty, truthfulness, and adherence to the 

absolute obligation to safeguard the public trust. 

1.2.4 Scope 

It shall be the duty of the CAO/CPA, and the CPO and Deputy Purchasing Agents, acting 

as the designees of the CAO/CPA, to purchase for the County of Monterey, its offices, 

and any dependent special district whose operation and management and funds are under 

the supervision and control of the Board of Supervisors, and/or the Board of Supervisors 

acting as the Board of Directors of any dependent special district, all material, supplies, 

furnishings, equipment, and other personal property of whatever kind and nature. 

1.2.5 Signing Authority 

Paragraph F of MCC Section 2.32.030 authorizes the Purchasing Agent to engage 

independent contractors to perform services for the County and the offices thereof, with 

or without the furnishing of material, where the aggregate cost does not exceed $200,000. 

The CAO/CPA may delegate its authority to a designee.   

a) Pursuant to this PROCUREMENT MANUAL, the duties of the CAO/CPA shall 

be performed by the CPO acting as the designee of the CAO/CPA. 

b) In the absence of the CPO, the duties of the CAO/CPA shall be performed by 

the Deputy Purchasing Agents, acting as the designees of the CAO/CPA.  

1.2.6 Authority to Procure 

A. No purchase of personal property by any person other than the CAO/CPA or the 

C P O  or Deputy Purchasing Agents, acting as the designees of the CAO/CPA shall 

be binding upon the County, or constitute a lawful charge against any County funds, 

except in emergencies and as may be otherwise provided through action by the 

Board of Supervisors. 

B. Employees responsible for procuring goods and services on behalf of the County or 

their assigned department shall have the responsibility for approving requisitions for 

purchases; receiving the goods purchased, or the approval/processing of invoices for 

payment for said procurements. 
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1.3 DEPUTY PURCHASING AGENTS 

1.3.1 Description 

Deputy Purchasing Agents work in the County Administrative Office - Contracts & 

Purchasing Division under the direction of the Contracts and Purchasing Officer (CPO). 

A. Deputy Purchasing Agents shall be trained and certified through the County’s 

Contracts & Purchasing Academy under the direction of the CPO acting as the 

designee of the CAO/CPA. 

B. Deputy Purchasing Agents shall follow the procurement policies established 

herein, as well as those procedures established by the CPO acting as the designee 

of the CAO/CPA to ensure a procurement system which is fair, effective, efficient, 

transparent and in compliance with legal requirements, including State, Federal and 

local regulations and County Policies and Programs adopted by the Board of 

Supervisors. 

1.3.2 Scope 

A. Except as otherwise provided for in this PROCUREMENT MANUAL or as directed 

by the Board of Supervisors, only those employees who are trained and authorized 

by the CPO acting as the designee of the CAO/CPA have the authority to procure 

goods and services by signing contracts on behalf of the County. 

1.4 ADDITIONAL BOARD OF SUPERVISORS’ APPROVED SIGNING 

AUTHORITY 

1.4.1 Natividad Medical Center 

The Chief Executive Officer of Natividad Medical Center (“NMC” or “hospital”) has 

authority to sign contracts on behalf of the hospital through the delegations. 

Approved by the County of Monterey Board of Supervisors – October 16, 2007 

1.4.2 County Counsel (CC) 

Chapter 2.21, of Title 2 of the Monterey County Code provides as follows: 

Chapter 2.21 – COUNTY COUNSEL 

2.21.010 Intent and Purpose 

The County of Monterey has an appointed County Counsel in lieu of receiving legal 

services from the District Attorney. It is appropriate to set forth more specifically in the 

County Code the role and duties of the County Counsel and the Office of the County 

Counsel. 

(Ord. No. 5298, § 1, 2-13-2018) 

2.21.020 Appointment and Removal 
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The County Counsel shall be appointed and reappointed, and may be removed, only as 

set forth in California Government Code section 27641. 

 

(Ord. No. 5298, § 1, 2-13-2018) 

 

2.21.030 Qualifications 

The County Counsel shall be at all times a member in good standing of the State Bar of 

California and licensed to practice law in the state of California. The County Counsel 

shall also be admitted to practice law in the United States District Court for the Northern 

District of California and the United States Court of Appeals for the Ninth Circuit or 

shall seek appointment to those jurisdictions immediately upon appointment. 

 

(Ord. No. 5298, § 1, 2-13-2018) 

 

2.21.040 Rights, Privileges and Duties 

The County Counsel shall have and discharge all of the rights, privileges, and duties set 

forth in Chapter 12 of Part 3 of Division 2 of Title 3 of the California Government Code 

(commencing with Section 27640) and the rights, privileges, and duties of the District 

Attorney other than public prosecutor as set forth in Articles 2 and 3 of Chapter 1 of Part 

3 of Division 2 of Title 3 of the California Government Code (commencing with section 

26520). 

(Ord. No. 5298, § 1, 2-13-2018) 

2.21.50 Sole Legal Advisor 

 

A. Consistent with State law, the County Counsel shall be the sole legal advisor to 

the County, the Board of Supervisors, public entities for which the Board of 

Supervisors is the legislative body ("County related entities"), and all elected or 

appointed officers of the County or County related entities acting in the officers' 

official capacity. The County Counsel shall appoint such assistants and deputies 

as may be necessary to perform the duties of office, subject to the budgetary 

control of the Board of Supervisors. 

 

B. Consistent with State Law authorizing appointment of a County Counsel, to 

avoid conflicting advice and to provide for consistent applications of the law, 

elected or appointed officers of the County and County related entities shall not 

have any authority to contract for legal services, and shall not seek or receive 

legal advice in their official capacity from anyone other than the County 

Counsel, except: 

 

1. Upon the recommendation and concurrence of the County Counsel 
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a. When specialized legal services are necessary that the County Counsel's 

Office cannot provide;  

b. The County Counsel determines that it is in the entity's or officer's best 

interest; or  

c. In order to avoid an actual or potential conflict of interest in the 

representation of multiple parties; or 

 

2. In the case of a disqualifying conflict of interest of the County Counsel, but 

then only if an appropriate ethical wall cannot be established that allows an 

assistant or deputy county counsel to provide legal advice. 

 

C. The Board of Supervisors retains the authority granted by State law and may, 

upon 4/5 vote, retain outside legal counsel for the benefit of the County when: 

 

1. Specialized legal services are necessary that the County Counsel's Office 

cannot provide; 

2. The workload of the County Counsel's Office prevents adequate 

representation without short-term additional staff; 

3. It is necessary to avoid an actual or potential conflict of interest in the 

representation of multiple parties; 

4. There is a disqualifying conflict of interest of the County Counsel, but then 

only if an appropriate ethical wall cannot be established that allows an 

assistant or deputy county counsel to provide legal advice; or 

5. The Board finds that it is in the best interest of the County. 

 

D. Subject to the limitations on contracting authority set forth in this Code or state 

law, the County Counsel shall execute and manage all contracts for legal and 

related services entered into for the benefit of the County, County related entities, 

and their elected or appointed officers. 

(Ord. No. 5298, § 1, 2-13-2018; See also Ordinance No. 5413, Section 2, adopted March 

26, 2024, Ordinance to Amend Section 2.32.035 regarding the authority of the District 

Attorney, Public Defender and County Counsel, set forth above at §1.1.4, which revised 

MCC Section 2.32.035 - Specific Contracts.) 

2.21.060 Risk Management 

Risk management functions for the County of Monterey shall be discharged in the 

County Counsel's Office. The County Counsel shall appoint and supervise the County's 

Risk Manager, who shall discharge the duties of Risk Manager, including as set forth in 

the County Code, either directly or through designees. The County Counsel may 

organize the County Counsel's Office in a manner the County Counsel deems 

appropriate for the discharge of the County's risk management functions. 

 

(Ord. No. 5298, § 1, 2-13-2018; Ord. No. 5395, § 2, 1-31-2023) 
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1.4.3 Monterey County Water Resources Agency (MCWRA) 

Pursuant to the Monterey County Water Resources Agency Act (California Water 

Code, Appendix 52, Section 58, and as may be amended from time to time, the 

County Purchasing Agent, which is the County Administrative Officer or designee, 

for the County of Monterey shall be an ex officio Purchasing Agency for the 

MCWRA.  Also, the MCWRA General Manager may submit to the MCWRA Board 

of Directors for approval of any contract within the Purchasing Agent’s Authority.  

Per an October 16, 2018, MCWRA Board of Supervisors Order, the MCWRA 

General Manager is authorized to engage independent contractors on behalf of 

MCWRA to provide goods and services where the aggregate cost does not exceed 

$100,000.   

(Board of Supervisors Order dated October 16, 2018, File ID No. WRAG 18-213) 

1.4.4 Laguna Seca Recreational Area 

The Board delegated contract authority to the person designated as the County 

Representative by the CAO.  

1.4.5 California Public Contract Code 

Division 2 of the California Public Contract Code, as may be amended from time to 

time, is hereby incorporated by reference into this Procurement Manual. The 

following website is provided for reference purposes: California Legislative 

Information  

  

https://leginfo.legislature.ca.gov/faces/home.xhtml
https://leginfo.legislature.ca.gov/faces/home.xhtml
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1.5 COUNTY OF MONTEREY CONTRACTS & PURCHASING POLICIES 

1.5.1 Procurement Policy 

Policy 

It is the policy of the County of Monterey to centralize the purchasing of goods and 

services, to the extent possible, under the administration of an authorized purchasing 

agent.  The County Administrative Officer (CAO) or their designee is the County’s 

Purchasing Agent pursuant to Monterey County Code Section 2.32.010 et seq. which 

states: 

2.32.010 - Office Established Pursuant to the provisions of Government Code Section 

25500, et seq., the office of Purchasing Agent is hereby established. The duties of the 

office of Purchasing Agent shall be performed by the County Administrative Officer or 

the designee of the County Administrative Officer. The term “Purchasing Agent” as 

used in this Chapter shall mean the County Administrative Officer or the designee of 

the County Administrative Officer. 

(Ord. 3610 § 12, 1992; Ord. 1030 § 1, 1958). 

The County Administrative Officer or their designee, which may include the Contracts 

& Purchasing Officer and County Administrative Office - Contracts and Purchasing 

Division Staff as designated by the CAO shall perform the duties of the County’s 

Purchasing Agent. 

Except as otherwise noted in this manual, no purchase of personal property by any 

person other than the County’s Purchasing Agent or their designee shall be binding on 

the County or constitute a lawful charge against County funds. 

The CAO - Contracts & Purchasing Division is charged with the responsibility of 

administering the procurement of goods and services for use by all County Departments. 

The laws of the State of California and the Monterey County Code and its ordinances 

govern its procedures. 

The CAO - Contracts & Purchasing Division provides a resource of information and 

procurement solutions.  A staff of professional Buyers and Management Analysts 

provide purchasing services. Buyers and Management Analysts shall endeavor to 

become knowledgeable in the various commodities assigned to them as required to 

perform transactions in a fair and objective manner.  

It is the CAO - Contracts & Purchasing Division’s policy to provide procurement and 

contract services to County Departments in the most cost-effective manner.  Quality, 

value, and service shall be emphasized, through the use of active competition, good 

governmental business practices and efficient administration. 
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It is the policy of the CAO - Contracts & Purchasing Division to seek competitive 

quotations before committing County funds to the extent reasonably possible.  It is not 

mandatory to accept the lowest bid, or to use the competitive bidding process if such 

action is determined by the CAO - Contracts & Purchasing Officer in their capacity as 

the designee of the County’s Purchasing Agent to be in the best interest of the County. 

The CAO - Contracts & Purchasing Division is considered to be the liaison between the 

County and the vendor community.  It is the responsibility of the CAO - Contracts & 

Purchasing Division to provide County standard operating procedures for the 

procurement of goods and services for County departments from qualified, registered, 

responsible vendors at the lowest possible cost in a timely manner.  

All County employees are required to avoid conflicts of interest in matters of 

procurement and contracting for goods or services and are subject to remedies 

provided by law or policy in the event a conflict-of-interest situation arises. 

Contractor and Vendor Relationships 

It is the responsibility of the CAO - Contracts & Purchasing Division to identify and 

discourage practices by County Departments that may adversely affect vendor 

relationships or bargaining position.  Some of these practices may include: 

1) Implied or inferred purchase commitments to vendors. 

2) Acceptance of sample materials for use or testing without authorization. 

3) Persistent insistence on the special brands of materials. 

4) Acceptance of gifts or entertainment from County vendors. 

5) Agreement to accept materials other than those specified on the purchase order. 

In all matters of procurement, County officials shall follow sensible and ethical business 

practices while complying with existing statutes and Board approved policies. 

1.5.2 Procurement Card Policy (Exhibit A) 

 

Link:  Procurement Card Policy  

1.5.3  Monterey County Local Preference Policy (Exhibit B) 

 

Link: Monterey County Local Preference Policy  

1.5.4 CPP1001 – Purchasing Process Policy  

 

Purpose 

The purpose of this Policy is to provide requirements and standard operating 

procedures to the informal and formal purchasing process for County Departments to 

engage in services with outside Contractors. 

 

All processes that fall outside of this Policy and the exception herein must be approved 

by the Board of Supervisors.  In the event there is any conflict between this Policy and 

https://countyofmonterey.sharepoint.com/sites/Infonet/contracts-purchasing/ContractsPurchasing/Procurement%20Card%20Policy.pdf
https://countyofmonterey.sharepoint.com/sites/Infonet/contracts-purchasing/ContractsPurchasing/Local%20Preference%20Policy.pdf
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the Monterey County Code, California Government Code, Public Contract Code and/or 

any other State, Federal or local laws applicable to procurement, the Monterey County 

Code and any applicable State, Federal or local laws shall prevail.  

1.1 Department Responsibilities 

1) Departments are responsible for ensuring Agreement documents are properly 

reviewed and executed. The signatories for Agreement documents shall be in 

sequential order as follows: 

 

a) Vendor 

b) ITD (as necessary) 

c) Office of the County Counsel 

d) Auditor-Controller’s Office 

e) Risk Manager (as necessary) 

f) Contracts and Purchasing Officer (or CAO/County Purchasing Agent’s 

designee for Agreements up to $200,000 or Board-Approved Designee 

for Agreements over $200,000) 

1.2 CAO - Contracts & Purchasing Office Signing Authority 

1) As designated by the County Purchasing Agent, the Contracts and Purchasing 

Officer shall sign standard County Agreements when the cost does not exceed 

two hundred thousand dollars ($200,000) across the full term of the Agreement. 

2) Contracts & Purchasing Officer is the final signature to execute Agreement 

documents unless otherwise approved by the Board. 

1.3 Informal Competitive Bid Process 

1) For service Agreements for an amount less than $50,000, Departments obtain 

two informal quotes and complete the Informal Quotes form during the 

agreement execution process. Department includes the completed Informal 

Quotes form during the Agreement execution process and the ERP financial 

process.  

2) For service Agreements for an amount greater than $50,000 but less than 

$200,000, Departments obtain three informal quotes and complete the Informal 

Quotes form. Department includes the completed Informal Quotes form during 

the Agreement execution process and the ERP financial process. 

3) Departments shall submit a Sole Source Justification Request Form to the 

Contracts & Purchasing Officer when they are unable to obtain the required 

quotes.  

 

1.4 Formal Purchasing Process 
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1) When it is feasible and makes business sense, a formal purchasing process is 

used when a Department determines to engage in a service Agreement for an 

amount that shall exceed $200,000 across the Agreement term. 

a) The formal purchasing process is a solicitation (RFP, RFQ, or RFI). 

b) Departments shall work with the CAO - Contracts and Purchasing Division 

to obtain the project number, determine and document the Intent, Scope of 

Work (SOW), Background, proposed Calendar of Events, and the Selection 

Criteria. 

c) The CAO - Contracts and Purchasing Division provides assistance with the 

management and administration of the solicitation publication, selection, 

and tentative award process. 

 

2) When it is not feasible to use the formal purchasing process, a Department shall 

consult with the CAO - Contracts and Purchasing Division and the Office of the 

County Counsel to determine an alternative procurement process course of 

action. 

 

a) Sole Source Justification 

b) Direct Source Justification  

c) Emergency Purchase Order 

Please Note:  An approved alternative procurement process is not an Agreement.  

Departments shall follow the contract process and include the approved 

alternative procurement process as an Exhibit to their Agreement. 

a) If the resulting Agreement is for an amount not to exceed $200,000 aggregate 

across the Agreement term, the CAO - County Purchasing Officer, in their 

capacity as the County Purchasing Agent’s designee can sign the Agreement 

without Board of Supervisor’s approval if the maximum not to exceed 

amount of $200,000 for the term of the Agreement has not been exceeded.   

In the event additional funds are needed which will bring the maximum not 

to exceed amount above $200,000, then Board approval is required to amend 

the Agreement. Departments are responsible for ensuring that the Contractor 

has not exceeded $200,000 within the current fiscal year of the Agreement.  

Further, for Agreements with a maximum not to exceed amount of $200,000, 

County Departments are responsible for ensuring that the not to exceed 

amount is not exceeded during the term of the Agreement.  In the event 

additional funds are needed which will bring the maximum not to exceed 

amount above $200,000, then Board approval is required to amend the 

Agreement. 

 

3) If the resulting Agreement is for an amount that shall exceed $200,000 aggregate 

across the Agreement term, the Department must obtain Board of Supervisors’ 
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approval to authorize the CAO/County’s Purchasing Agent or their designee to 

execute the Agreement. 

1.5.5 Policy for Federal Grant Procurements 

  

The County is currently pursuing the draft of a Policy for Federal Grant 

Procurements. Once approved by the Board, the Policy for Federal Grant 

Procurements will be added to the Manual.  

2. ETHICS 

2.1 ETHICS IN PUBLIC CONTRACTING - COUNTY EMPLOYEES 

2.1.1 Procurement Ethics and Standards of Conduct 

Public service and employment are a public trust. Public officials and employees must 

discharge their duties impartially to assure fair, competitive access to government 

procurement by responsible contractors. Moreover, they shall conduct themselves in 

such a manner as to foster public confidence in the integrity of the County procurement 

process. Use the following six General Principles as a guide to our behavior: 

1) Treat suppliers, members of the public and fellow employees respectfully, fairly, and 

honestly, at all times.  Discussions with suppliers, customers, and other parties will 

be sensitive to appropriate procurement confidentially and fairness issues and comply 

with the Public Contract Code and the California Public Records Act provisions as 

applicable to the procurement and bidding process. 

2) Perform our official duties in compliance with all federal, state, and local laws. 

3) Conduct our official County duties in conformance with the County’s policies and 

procedures, the Monterey County Code, and in accordance with the highest standards 

of ethical and legal conduct.  

4) Ensure that County funds and resources are used with extreme care, guided by 

prudent judgement and good business practices. 

5) Create a work environment that promotes open and honest communications and 

encourages raising ethical concerns without fear of retribution or retaliation. 

These General Principles will apply to all County Officials, including elected Officials, 

employees, volunteers, interns and appointed or elected Boards and/or Commissions, 

Committees or Subcommittees affiliated with the County of Monterey and any 

Dependent Special Districts. 

2.1.2 Who must comply? 

The standards set forth in this manual pertain to all employees, supervisors, managers, 

and executives engaged in, or responsible for procurement, contracting and contract 



 

28  

administration on behalf of the County of Monterey. Consultants, contractors, or other 

individuals who participate in the County procurement process are required to be aware 

of and abide by the County’s General Principles regarding Procurement Ethics and 

Standards of Conduct set forth above, and in this PROCUREMENT MANUAL. 

Failure to adhere to applicable federal and California law, and the County’s General 

Principles regarding Procurement Ethics and Standards of Conduct as set forth herein is 

subject to disciplinary action up to and including termination, and/or referral to 

appropriate enforcement agencies.  Consultants, contractors, or other individuals are 

subject to applicable laws and contractual requirements. 

2.1.3 When do these Standards apply? 

These Standards apply to all phases and aspects of the procurement and contracting life 

cycle, including but not limited to the following activities: 

1) Acquisition Planning – Pre-Contract Activities: conducting market research, 

surveys, site visits, preparing specifications, statement of work or other requirement 

documents, and establishing budgets. 

2) Solicitation Phase: participating in and/or preparing specific solicitations and/or 

other acquisition documents. 

3) Proposal Evaluation and Supplier Selection: evaluating responses, preparing 

contract documents, placing and/or approving orders and/or awarding contracts. 

4) Post Award Administration: implementing, monitoring and/or performing contract 

administration duties, reviewing, or accepting goods and/or services on behalf of the 

County, approving payment for goods and/or services. 

2.1.4 “Arm’s Length” Principle 

All procurements must be “arm’s-length” transactions; meaning that the parties to a 

transaction have no conflict of interest in the transaction. Arm’s length transactions create 

an equitable agreement that will stand up to legal scrutiny. 

2.1.5 General Standards of Ethical Conduct 

1) Any attempt to realize personal gain through public employment by conduct 

inconsistent with the proper discharge of the employee’s duties is a breach of public 

trust. 

2) Pursuant to the Political Reform Act, which includes the Levine Act at Government 

Code section 84308 which may be amended from time to time, the County of 

Monterey prohibits the donation and receipt of gifts to public officials. The County 

Board of Supervisors has found that the receipt of gifts by public officials from 

persons who do business with the County erodes public confidence in the impartiality 

of decisions made by those officials (See Board of Supervisors Policy Manual, 
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Levine Act Policy, Policy Number G-125, which is hereby incorporated by this 

reference and as may be amended by said Board from time to time.   

3) Violation of the Political Reform Act, the Levine Act and Board of Supervisors 

Manual, Policy Number G-125 may constitute a misdemeanor, and any public official 

found in violation of these provisions shall be subject to discipline, including, in 

appropriate cases, termination of employment pursuant to the Monterey County 

Personnel Policies and Practices Resolution (PPPR) No. 98-394 and as said PPPR 

may be amended from time to time. 

4) To the extent that violations of the ethical standards of conduct constitute violations 

of the state of California Government Code, they shall be punishable as provided 

therein. Such sanctions shall be in addition to any other remedies which the County 

may pursue in the best interest of the County and pursuant to the Monterey County 

PPPR No. 98-394 and as said PPPR No. 98-394 may be amended from time to time. 

2.1.6 Conflict of Interest 

The State of California Government Code, Political Reform Act, addresses conflicts of 

interest as follows: 

a) Government Code Section 87100: 

A public official at any level of state or local government shall not make, 

participate in making, or in any way attempt to use the public official’s official 

position to influence a governmental decision in which the official knows or has 

reason to know the official has a financial interest. 

(Amended by Stats. 2021, Ch. 50, Sec. 190. (AB 378) Effective January 1, 2022.) 

b) Government Code Section 87103:  

87103.  A public official has a financial interest in a decision within the meaning 

of Section 87100 if it is reasonably foreseeable that the decision will have a 

material financial effect, distinguishable from its effect on the public generally, 

on the official, a member of the official’s immediate family, or on any of the 

following: 

(a) Any business entity in which the public official has a direct or indirect 

investment worth two thousand dollars ($2,000) or more. 

(b) Any real property in which the public official has a direct or indirect interest 

worth two thousand dollars ($2,000) or more. 

(c) Any source of income, except gifts or loans by a commercial lending 

institution made in the regular course of business on terms available to the public 

without regard to official status, aggregating five hundred dollars ($500) or more 

in value provided or promised to, received by, the public official within 12 

months prior to the time when the decision is made. 
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(d) Any business entity in which the public official is a director, officer, partner, 

trustee, employee, or holds any position of management. 

(e) Any donor of, or any intermediary or agent for a donor of, a gift or gifts 

aggregating two hundred fifty dollars ($250) or more in value provided to, 

received by, or promised to the public official within 12 months prior to the time 

when the decision is made. The amount of the value of gifts specified by this 

subdivision shall be adjusted biennially by the commission to equal the same 

amount determined by the commission pursuant to subdivision (f) of Section 

89503. 

For purposes of this section, indirect investment or interest means any 

investment or interest owned by the spouse or dependent child of a public 

official, by an agent on behalf of a public official, or by a business entity or trust 

in which the official, the official’s agents, spouse, and dependent children own 

directly, indirectly, or beneficially a 10-percent interest or greater. 

(Amended by Stats. 2021, Ch. 50, Sec. 195. (AB 378) Effective January 1, 2022. 

Note: This section was added on June 4, 1974, by initiative Prop. 9.) 

c) Government Code Section 1090 provides:  

(a) Members of the Legislature, state, county, district, judicial district, and city 

officers or employees shall not be financially interested in any contract made by 

them in their official capacity, or by any body or board of which they are 

members. Nor shall state, county, district, judicial district, and city officers or 

employees be purchasers at any sale or vendors at any purchase made by them in 

their official capacity. 

(b) An individual shall not aid or abet a Member of the Legislature or a state, 

county, district, judicial district, or city officer or employee in violating 

subdivision (a). 

(c) As used in this article, “district” means any agency of the state formed 

pursuant to general law or special act, for the local performance of governmental 

or proprietary functions within limited boundaries. 

(Amended by Stats. 2014, Ch. 483, Sec. 1. (SB 952) Effective January 1, 2015.)  

2.1.7 Use of Confidential Information 

Confidential information is defined as that information which is available only because 

of one’s status as a County employee.  It shall be a breach of ethical standards for any 

employee or former employee to use confidential information for actual or anticipated 

personal gain or for the actual or anticipated personal gain of another person. 

2.1.8 Purchase of Surplus Material and Equipment 

For any employee who participates in the decision to put materials or equipment in 

surplus status, it shall be a breach of ethical standards for that employee or any members 

of that employee’s immediate family to offer to purchase the same through sealed bid, 
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auction, or any other manner, or request that acquisition be made on his or her behalf by 

another person or persons. 

2.1.9 Auction Techniques 

It shall be a breach of ethical standards for any employee to engage in the practice of bid 

auctioneering, a technique whereby one vendor is given the price offered by another 

vendor and asked to submit a lower bid.  Bids offered by vendors will not be revealed to 

anyone until such time as all bids become public information. 

2.1.10 Purchase for Personal Use 

It shall be a breach of ethical standards for County employees to use the County’s 

procurement personnel or facilities for personal transactions unless such transactions can 

be shown to be in the County’s best economic interest. 

2.1.11 Equal Opportunity 

County employees shall ensure that all vendors receive an equal opportunity to do 

business with the County.  This opportunity will be provided without regard to race, 

religion, sex, age, national origin, or physical disability. 

2.1.12 Financial Stewardship 

The County is committed to the proper expenditure of County funds and the proper use 

of County assets and property.  All employees are required to comply with all applicable 

federal, state, and local laws, rules and regulations and must act promptly to report and 

correct problems if discrepancies are discovered. 

2.1.13 Confidential Information 

The County is committed to protecting the integrity, security and confidentiality of 

County data and information.  The County has developed data classification guidelines 

to assist in determining the security, protection, and handling protocol for different types 

of County data and information. The County guidelines extend to all data formats and 

mediums.  For example, there are guidelines for verbal communication, paper 

documents, electronic information, the physical location, and storage of data, and for data 

on mobile devices (e.g., laptop, tablets, smart phones).  In performance of regular duties 

and assignments, authorized users must be familiar with and observe the policies and 

procedures governing County data and information.  

2.1.14 County Information Systems 

Protecting County information systems and the data and information contained in them 

from unauthorized access, disclosure, damage, modification, or misuse is essential. 

Based on best business practices, the County has established policies and procedures to 

protect County information systems and County telecommunication systems and to guide 

the acceptable use of County data and information created, accessed, or stored via County 

information systems or through County internet service. In the performance of regular 

duties and assignments, authorized users must be familiar with and observe these policies 

and procedures.  
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2.1.15 Reporting Violations 

Employees shall immediately report issues, problems, concerns or violations of the 

Standard of Conduct or Conflict of Interest and any possible fraud by departments, 

programs, contractors, vendors, volunteers, or County employees. 

The County takes reports of violations seriously and works to resolve any potential issues 

as quickly as possible.  There are several resources to assist employees.  If employees 

have questions or concerns, they should discuss these matters with a supervisor, manager, 

or Human Resources contact. 

When considering reporting a violation, employees should ask themselves: 

1) What is the action I perceive violates standards as outlined in the Standards of 

Conduct or General Principles? 

2) What is the action that I perceive violates any known law, rule, regulation, or policy 

and procedure? 

3) What opportunity has been given to my supervisor or manager to make them aware 

of and to address the issue (if appropriate)? 

2.1.16 Protection Against Retaliation 

No disciplinary action or retaliation shall be taken against any employee for reporting in 

good faith a perceived issue, problem, concern, or violation. Additionally, no reprisal 

shall be taken against any County officer or employee who participates as a witness 

during the course of an investigation. 

2.1.17 Use of County Property 

County-owned property such as vehicles, telephones, fax or copy machines and any other 

tangible assets are only to be used for official County business. Employees are trusted to 

use County assets safely and properly. Abuse or misuse of County assets may be cause 

for disciplinary action. 

2.1.18 Four Key Ethical Standards of Conduct for Contracts/Purchasing 

1) Act for the benefit of the County 

a) Ensure public money is spent solely for the benefit of the public and is consistent 

in with applicable Federal, State, and local laws, regulations, policies, and 

procedures. 

b) With respect to transactions that you undertake on behalf of the County, account 

accurately for money paid and property/services received. 

c) Demonstrate a standard of reasonable and skill that promotes public trust and 

respect. 

2) Be familiar with all procurement transactions laws. 
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a) Ensure you are aware of current laws. 

b) Ensure that contracts are in compliance with these laws. 

c) Consult with the Office of the County Counsel if you have any questions. 

3) Conduct all County Business in an honest and impartial manner. 

a) Be consistent with the requirements of law, policy, and common sense, maintain 

appropriate confidentiality in both written and oral communications. 

b) Immediately inform department/management when procurement and contracting 

problems (or potential problems) arise. 

c) Resolve issues effectively and ethically. 

d) Refraining from exercising any pressure on staff that could be perceived as trying 

to apply inappropriate influence. 

4) Avoid actual and perceived conflicts of interest through the entire procurement 

process. 

a) Do not seek or accept any favors, gifts or benefits that are not offered routinely 

to the general public, from contractors, suppliers, vendors, firms, or person 

representing any of these entities or other parties that are doing business or 

seeking to do business with the County. 

b) Do not use your job to obtain benefits, directly or indirectly, for yourself or 

anyone else. 

c) Immediately report the involvement of a spouse, relative in a procurement 

transaction on which you are working, to your supervisor, or department 

management. 

2.1.19 Ethical Standards applicable in these Situations  

1) Acquisition planning and pre-contract activities. 

2) Solicitation phase. 

3) Proposal evaluation and supplier selection. 

4) Post-award administration. 

2.2 ETHICS IN PUBLIC CONTRACTING - VENDORS 

2.2.1 Conflict of Interest 

1) County Departments/Employees shall request client lists, disclosure statements, or 

any other information it may require to determine whether or not a proposer has a 

conflict of interest which: 
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a) May be detrimental to the County’s best interest and, therefore, could 

potentially provide sufficient cause for the County not to enter a contract; or 

b) May arise during the performance of the required services and, therefore, 

would provide reason for termination with cause. 

2) The County will be the sole judge in determining if such a conflict of interest  

would preclude the County from entering into a contract or provide grounds for 

termination with cause. 

3) By participating in any solicitation, bidders/proposers agree to furnish the required 

information as requested and accept the County’s decision as final. 

4) Employment outside of normal working hours may present a possible conflict of 

interest and must be reported.  Outside employment may be approved by a County 

Department Head if it is determined not to conflict with or be incompatible with an 

Employee's County job.  Each request is individually reviewed.  Declarations of 

Outside Employment must be filed with the County Human Resources Department. 

5) County officers and employees are prohibited from engaging in any outside 

employment or activity that is incompatible with the duties of their County 

Employment.  Each appointing authority of the County of Monterey is required to 

formulate rules for their employees under their jurisdiction which specify outside 

compensated activities that are inconsistent and incompatible with their County 

employment.  Prohibited activities include: 

a) Any activity that involves the use for private gain or advantage of County 

time or facilities, including outside employment which results in receipt of 

frequent telephone calls or visitors by employee while on duty at their County 

employment. 

b) Any activity which involves the use for private gain or advantage of the 

badge, uniform, prestige, or influence of the individual’s County 

employment. 

c) Any activity which involves the receipt by the employee of money or other 

consideration from private parties for the performance of acts that the 

employee is expected to render in the regular course of duty as a County 

employee.  

d) Any activity that is in conflict with the duties and responsibilities of the 

employee’s department and/or in conflict with the duties and responsibilities 

of the County.  

e) Any payment, offer, promise or authorization to pay money or to give 

anything else of value (commonly referred to as a “bribe” or “kickback”), 
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either directly or through a third party, intended to influence any act or 

decision of an official or employee of any governmental agency or its 

subdivision, including officials or employees of any foreign government or 

agency with which the County does business.  

3. TYPES OF CONTRACT TEMPLATES 

3.1 STANDARD AGREEMENT 
  

See EXHIBIT F.  

 

Link: County of Monterey Standard Agreement    

3.2 PROFESSIONAL SERVICES AGREEMENT 
 

 See EXHIBIT O. 

 

Link: Professional Services Agreement  

3.3 COUNTYWIDE SERVICE AGREEMENT 
 

3.3.1 Definition  

Countywide Service Agreements (CSA’s) are master agreements awarded by the 

County Administrative Office - Contracts & Purchasing Division. County departments 

may obtain products and services from vendors/suppliers signed to a CSA without 

having to execute separate agreements on their own. Each CSA has been awarded as per 

of a formal solicitation administered by the Contracts & Purchasing Division or awarded 

as per a solicitation awarded by way of a cooperative agency whose solicitation and 

contractual process meets or exceeds that of the County of Monterey. In both cases, the 

CSA is approved by the Board of Supervisors prior to being made available to County 

departments. Departments can process encumbrances from any of the over 80 individual 

CSA’s within the Countywide Service Agreement Program. 

 

3.4 SOLICITATION DOCUMENT TEMPLATE 
 

 See EXHIBIT H.  

 

Link: Solicitation (RFP, RFQ, Or RFI) Request 

3.5 EXHIBIT A TO AN AGREEMENT 
 

 See EXHIBIT G. 

 

Link: Exhibit A to an Agreement – Scope of Services/Payment Provisions  

3.7 SOLE SOURCE / SOLE BRAND JUSTIFICATION 
 

 See EXHIBIT C.  

https://countyofmonterey.sharepoint.com/sites/Infonet/contracts-purchasing/ContractsPurchasing/Standard%20Agreement.pdf
https://countyofmonterey.sharepoint.com/sites/Infonet/contracts-purchasing/ContractsPurchasing/PSA%20for%20Architectural,%20Engineering,%20Surveying%20Services%20%26%20Design%20Professionals.pdf
https://countyofmonterey.sharepoint.com/sites/Infonet/contracts-purchasing/rfp-rfq/initiate-a-rfp-rfq
https://countyofmonterey.sharepoint.com/:w:/r/sites/Infonet/contracts-purchasing/_layouts/15/Doc.aspx?sourcedoc=%7B56A09BEC-5910-486D-9FA6-351D4AD9C0DE%7D&file=Exhibit%20A%20template.doc&action=default&mobileredirect=true
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Link: Sole Source/Sole Brand Justification   

4. TYPES OF AMENDMENTS TEMPLATES  

4.1 AMENDMENT 

4.1.1 Amendment #1 to Agreement 

   

  See EXHIBIT P.  

4.1.2 Renewal and Amendment   

 

See EXHIBIT I. 

5. TYPES OF PROCURMENT 

5.1 PURCHASE ORDER (PO) 
 
The Award Document that encumbers funds for a one-time purchase of goods (i.e. printer, fax 

machine). 

5.2 BLANKET PURCHASE ORDER (BPO) 
 

The Award Document that encumbers funds for procuring repetitive routine supplies/goods and 

non-agreement services that cover the current fiscal year.   

5.3 EMERGENCY PURCHASE ORDER (EPO) 
 

The Award Document that encumbers funds for goods and services associated with an identified 

emergency. The department must first contact Contracts/Purchasing and obtain approval. 

5.4 DELIVERY ORDER (DO) 
  

The Award Document that encumbers funds against an MYA or MA Award Document.  
 

5.5 JOB DELIVERY ORDER (JDO) 
 

The Award Document for Job Order Contracting services that encumbers funds against the 

JMYA Award Document.   

5.6 MASTER AGREEMENT (MA) 
 

The Award Document used for a Countywide Service Agreement that does not encumber funds.  

The document is set up and managed by Contracts/Purchasing.  

5.7 MULTI-YEAR AGREEMENT (MYA) 
 

https://countyofmonterey.sharepoint.com/sites/Infonet/contracts-purchasing/ContractsPurchasing/Sole%20Source%20Fillable%20Request%20(Rev%204-21-2022).pdf
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The Award Document used for multiyear agreements that do not encumber funds.  The 

document is set up and managed by the Department. 

5.8 JOC MULTI-YEAR AGREEMENT (JMYA) 
 

The Award Document used for multiyear Job Order Contracting (JOC) agreements that do not 

encumber funds.  The document is set up and managed by Contracts/Purchasing. 

5.9 EMERGENCY MANAGEMENT AGREEMENT (EMA) 
 

The EMA (Emergency Master Agreement) is a non-encumbering requisition in the Advantage 

system to capture Master Agreements to be used in response to a declared emergency.  It will 

be set up and function like an MA, with limited usage by OES and C & P. 

 

5.10 EMERGENCY DELIVERY ORDER (EDO) 

 

The EDO (Emergency Delivery Order) is the encumbering document used against the EMA to 

procure the services.  It will be set up and function like a regular DO. 

5.11 CONSTRUCTION CONTRACT (CT) 

 

The Award document that encumbers funds for new construction project services 

5.12 LEASE PURCHASE ORDER (LPO) 
 
The Lease Purchase Order (LPO) is for procurement of leases. 
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6. EMERGENCY OPERATIONS CENTER - LOGISTICS SECTION  

6.1 EMERGENCY OPERATIONS CENTER (EOC) 
 

Emergency Operations Center logistics focuses on procedures and activating, dispatching, 

distributing, allocating and deactivating resources needed for emergency and disaster operations 

from government, private, or volunteer sources. Use of available tracking systems, including 

databases or basic equipment/supply lists for personnel, facilities, equipment, and supplies in 

the County. 

6.2 LOGISTICS CHIEF 

 
The Contracts and Purchasing Officer or their designee operates as the Logistics Chief during a 

declared emergency. The Logistics Chief is responsible for ensuring that incident personnel 

have the equipment, supplies, and nutrition they need to meet incident objectives. The mission 

is to keep the event functioning including communicating operations into all types of support 

needs, anticipating, filling those needs through an effective resource ordering system and have 

good financial and procurement knowledge. 

6.3 SERVICE 
 

6.3.1 Procurement 

The Procurement Unit identifies new or existing suppliers to source non county goods 

and services. Conducts intermediate purchasing activities, exemptions, or emergency 

non-competitive actions and may use existing County or cooperative contracts or 

coordinate the development of new contracts or agreements. 

 
6.3.1.1 Relevant County Positions  

The primary relevant County positions to provide services are:  

1. Contracts and Purchasing Coordinators 

2. Human Resources 

3. Information Technology   
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7. ENVIRONMENTALLY PREFERABLE PURCHASING AND 

PRACTICES POLICY  
      

See EXHIBIT E. 

 

Link: Environmentally Preferable Purchasing and Practices (EPPPP) Policy  

8. METHODS OF SOLICITATION 

8.1 REQUEST FOR INFORMATION (RFI) 
A request for information (RFI) is a process to collect and gather written information about the 

abilities and services of potential suppliers to help make a decision to determine the solicitation 

audience. 

8.2 FORMAL SOLICITATIONS 
 

8.2.1 Definition 

When it is not in the County’s best interest to acquire goods or services through normal 

competitive bidding, a contract may be solicited using the Request for Proposal (RFP) 

method. Such a situation may arise for any number of reasons, including, but not limited 

to: 

(1) The County’s requirements are not well-defined. 

(2) The County is interested in evaluating a range of offers so that it may take 

advantage of technical innovation and developments in the marketplace. 

(3) Factors such as availability, expertise, and quality override price as a criteria for 

award. 

8.2.2 Request for Proposal (RFP) Process 

A Request for Proposal (RFP) is a formal document issued by the County when seeking 

to procure a product or service. The RFP document outlines the requirements and criteria 

including a project’s scope, deliverables, and timeline. An RFP’s invites qualified 

vendors to submit proposals for consideration in a competitive, equitable, and 

transparent process to ensure choosing a vendor via an unbiased scoring process that 

provides the best value to the County. Bidders submit a proposal to present their solution 

providing the bidder’s method, pricing, delivery, etc.  

 

See EXHIBIT H.  

 

Link: Solicitation (RFP, RFQ, Or RFI) Request (sharepoint.com) 

8.2.3 Requests for Information 

When required by the County and determined to be in its best interest, a general Request 

for Information may be sent to vendors preceding the RFP process. The Request for 

Information will be a way of determining appropriate proposers. 

8.2.4 Request for Quotation or Qualification (RFQ) Process 

A request for quotation is usually specific in nature and invites bids on items or services 

that are clearly specified in the bid.  The RFP contains background information, bid 

https://www.countyofmonterey.gov/home/showpublisheddocument/118765/638225027961270000
https://countyofmonterey.sharepoint.com/sites/Infonet/contracts-purchasing/rfp-rfq/initiate-a-rfp-rfq


 

40  

content and format, time frames, instructions, rules, scope of the project, intent, pricing, 

and payment criteria, but leaves open the actual method, products, labor, material, etc., 

to the bidder.  

 

A Request for Proposal (RFP) is different from a Request for Quotation or Request for 

Qualifications (RFQ) in that the RFP invites a bid response in the form of a proposal and 

generally specifies the bidder's own solution and presents the bidder's method, pricing, 

delivery, etc.   

9. PUBLIC RECORDS ACT REQUEST (PRAR)  

9.1 DEFINITION 

The Public Records Act is designed to give the public access to information in possession of 

public agencies (California Government Code Section 7920.000 et seq.).  Public records are open 

to inspection during the office hours of the agency and every person has a right to inspect any 

public record, except as provided, (and to receive) an exact copy of an identifiable record unless 

impractical. Specific exceptions to disclosure are listed in Government Code sections 7926.300, 

7924.100-7924.110, 7924.005, 7921 et seq., 7927 et seq., 7922 et seq., 7927.105, 7928.005. 

7928.010,7930.105-7930.215; to ensure maximum access, they are read narrowly. The agency 

always bears the burden of justifying nondisclosure, and “…any reasonably segregable 

portion…shall be available for inspection after deletion of the portions which are exempt.” 

(Government Code Section 7922.525).  

9.2 POLICY 

(1) Contracts & Purchasing will, among other duties: 

a) Assist in giving access to information concerning the conduct of the people’s 

business, which access is a fundamental and necessary right of every person in 

this state; and 

b) Assist with making records of the County of Monterey, which are not exempt 

from disclosure, available for inspection and copying in accordance with the 

California Public Records Act upon a request that reasonably describes an 

identifiable record or records; and 

c) Identify records subject to inspection and copying, including any writings, 

meaning any handwriting, typewriting, printing, photostating, photographing, 

and every other means of recording upon any form of communication or 

representation, including information available in an electronic format 

(Government Code Section 7920.540 and 7922.570-7922.580).  

 

 

Link: County of Monterey Board Policy Manual 

  

https://www.countyofmonterey.gov/home/showpublisheddocument/131464/638494644755830000
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10. PROTEST POLICY 
 

See EXHIBIT J. 

11. SOLE SOURCE JUSTIFICATION REQUESTS 

It is best business practice of the County of Monterey to solicit competitive bids and proposals 

for its procurement requirements when it is feasible and in the best interest of the County.  Sole 

Source procurement is determined if a sole source or sole brand justification is right for your 

project. A Sole Source shall not be used unless there is clear and convincing evidence that only 

one source exists to fulfill the County’s requirements, you have an emergency, and the goods or 

services you want to purchase from a single source are required to continue department 

function(s) or to preserve life or property.  

11.1 SOLE SOURCE JUSTIFICATION 
(1) If your project requires the formal purchasing process, contact the County 

Administrative Office Contracts & Purchasing Division early in the contracting 

process to discuss whether using a Sole Source or Sole Brand Justification is 

applicable for your project.  If so, then your Department must submit the Sole 

Source/Sole Brand Justification form to the CAO-Contracts & Purchasing Division. 

 

(2) Formal justification for sole source procurements is required when competitive bid 

guidelines require pricing from competing firms.  A sole source justification will be 

prepared by the user departments/agencies/offices and approved by the 

departments/agencies/offices head or designee.  The County Purchasing Agent or 

Deputy Purchasing Agent shall retain a copy of this justification as part of the contract 

file.  As part of the sole source justification, the requestor shall clearly explain: 

a) A detailed description of the type of contract to be established. 

b) A detailed description of services/commodities to be provided by the vendor. 

c) Why the recommended vendor is the only one capable of providing the 

required services/commodities and include back-up information to support 

the justification. 

d) Identify other sources that have been contacted and explain in detail why they 

cannot fulfill the County’s requirements. 

e) How the recommended vendor’s prices or fees compare to the general market 

and attach quotes for comparable services and supplies, if available. 

f) How the County would accomplish this particular task if the recommended 

vendor could not provide the product or service. 

 

(3) Valid sole source justifications require strong technological or strong programmatic 

justifications.  Sole source justifications are not required for purchases where no 

competitive solicitation is required. 

 

(4) If a contractor develops a particular expertise through demonstrated past performance 

which has been investigated and determined to be satisfactory in this area of 

expertise, then such contractor may be awarded a subsequent contract for related 

work, provided that the sole source justification requirements outlined in this section 

are satisfied.  Such contractor may be designated as an exclusive contractor if the 

County would be adversely affected by bringing in another vendor who would be 
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required to meet the expert contractor’s level of expertise and existing knowledge 

and involvement in a specific project. 

 

(5) For the informal purchasing process, if your project will be $100,000 or more and 

you wish to use a Sole Source or Sole Brand Justification, you must submit the Sole 

Source/Sole Brand Justification form to the CAO- Contracts & Purchasing Division.  

11.2 Instructions for Completing the Sole Source/Sole Brand Justification Form 

You can obtain instructions on how to fill-out and submit the Sole Source/Sole Brand 

Justification form from the CAO - Contracts and Purchasing website at the following web link:  

SOLE SOURCE/SOLE BRAND JUSTIFICATION 

 

(1) Description of Item. This is the name of the preferred Contractor or the specific model 

and brand you wish to use for your purchasing project.   

 

(2) Sole Source.  Check this option if the goods or services you wish to purchase can 

only reasonably be obtained from one source. For example: 

 

a) A speaker or trainer has unique expertise that is required for your project and 

that cannot be duplicated by others.  

b) A particular manufacturer is the only one to distribute a one-of-a-kind item.  

c) An emergency prevents a department from functioning or poses an immediate 

danger to life or property. 

 

(3) Sole Brand. In some cases, there are multiple sources for the item, but a particular 

model or brand is the only one to meet requirements.  In this case, we can still ask for 

competitive bids from other contractors, but only for one specific item.  No other 

models or brands will be considered. 

 

(4) Contractor or Brand.  Fill out the information requested on the form for the specific 

person, company, or brand you are requesting.  

 

(5) Description and Rationale.  Answer the questions to describe the specific goods or 

services you wish to obtain and why you are requesting a sole source or brand.  The 

following factors are not considered useful in determining whether to use a sole 

source or brand.  Do not include them on the form.   

 

a) Personal preferences for a particular product or Contractor. 

b) Cost, Contractor performance, or local service (these may be considered when 

there are competitive bids, but they are not relevant when justifying a sole 

source or brand). 

c) “Extras” that are beyond the minimum requirements for this purchase. 

d) Why you need the goods or services unless this information helps to explain 

unique factors that can only be met by this Contractor or brand. 

e) A request for no substitutions; the sole source/sole brand request is sufficient. 

 

(6) Signatures.  Be sure to sign the form and to obtain your Department Head’s signature.  

 

https://countyofmonterey.sharepoint.com/sites/Infonet/contracts-purchasing/ContractsPurchasing/Sole%20Source%20Fillable%20Request%20(Rev%204-21-2022).pdf
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Once you have completed the form, submit it for review and approval by Contracts & Purchasing 

(C&P).  

12. COUNTYWIDE SERVICE AGREEMENTS (CSA) PROGRAM 

12.1 PURPOSE 

(1) Countywide Service Agreements (CSA) Program authorizes 

departments/agencies/offices and local government entities to obtain products and 

services from contracts awarded by the County Administrative Office - Contracts & 

Purchasing Division. 

 

(2) Contracts and Purchasing staff serve as deputized contract managers to assist with 

planning, implementing, and administering Countywide contract efforts. Staff 

collaborate with the Contracts & Purchasing Officer (CPO) to research, develop, and 

coordinate Countywide strategic initiatives for contract management. 

 

(3) The CSA Program provides over 80 individual Board of Supervisor (BOS) approved 

Agreements with a wide range of services for all County departments and/or 

agencies to utilize. Except for Architectural-Engineering projects, goods and 

services may be acquired through these Agreements.  The Agreements within the 

CSA program may include public procurement cooperative contracts. 

 

12.2 RESPONSIBILITY 

(1) The Contracts and Purchasing Officer or their designee is responsible for identifying 

and executing all Countywide Service Agreements for use by County agencies and 

departments. The County Contracts and Purchasing Officer or their designee may 

authorize and make use of the agreements, including the pricing, and terms and 

conditions of the contract of another public agency provided that: 

 

a.) The initial procurement the County is relying upon is consistent with County 

purchasing rules and requirements; and 

 

b.) The vendor/supplier holding the Agreement extends the same pricing, terms, 

and conditions to the County. 

 

c.) Negotiate contract provisions, interprets language, and analyzes program 

elements to develop relevant contract forms.  

 

d.) Develop, manage and administer the Countywide Service Agreement 

Program to ensure efficiencies, compliance, and continuity for complex 

solicitation of bids and proposals; leads, develops, and prepares 

specifications for bid packages; analyzes bid/proposal responses; negotiates 

and writes agreements and contract terms. This includes all formal 

solicitations, writing and managing all amendments, change orders, 
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vendor/supplier updates and Enterprise Resource Plan (ERP) finance 

modifications within the set deadlines. 

 

e.) Coordinate with the public, current/prospective vendor/supplier, County 

staff, and/or external agencies; facilitates, attends meetings; represents in 

Countywide collaboration and work group meetings; and prepares and makes 

presentations to the public, elected officials, Board of Supervisor and other 

stakeholders. 

 

f.) The County may also allow local schools, cities, and other public entities to 

take advantage of Agreements the County has competitively bid, although 

the County shall not be a signatory on these contracts and shall have no legal 

liability to either the contracting entities or to third parties as a result of the 

Agreements, including but not limited to:  

 

a. Issuing their own Agreement purchase documents, 

b. Providing for their own acceptance of the terms & pricing of the 

Agreement, 

c. Obtaining required certificates of insurance and bonds, and 

d. Making any payments due to the vendor/supplier. 

 

(2) Limitation of Liability – County of Monterey: The Agreement entities shall hold 

harmless the County of Monterey from all claims, demand actions, or causes of 

actions of every kind resulting directly or indirectly, arising out of, or in any way 

connected with the use of Countywide Service Agreements. 

 

(3) Review the County-wide contract and procurement documents in Advantage to 

ensure compliance with Board of Supervisor-approved CAO- Contracts and 

Purchasing Standard Operating Procedures, and the County of Monterey Ordinance 

(232.030). By County Ordinance (2.32.030), The County of Monterey Purchasing 

Agent is the County Administrative Officer. By appointment, the Contracts & 

Purchasing Officer (CPO) is formally deputized to operate as the Purchasing Agent.  

A Deputized Purchasing Agent has all of the authority/rights as the Purchasing 

Agent as outlined in the County Ordinance, which includes, but not limited to 

signing standard Agreement documents up to $200,000 without Board of 

Supervisor’s (BOS) approval and approving Emergency Purchase Orders without 

BOS pre-approval. In addition, the CPO’s direct designee employees who are vetted 

by the CPO, are formally deputized to sign contracts in accordance with the 

established rules and guidelines. Currently, I am a deputized purchasing agent in the 

County, in the CAO Contracts & Purchasing Division in this capacity and authorize 

to review and approve as such. 
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12.3 NO USAGE GUARANTEE 
While agencies may use these Agreements, the County of Monterey makes no guarantee of 

usage or dollar amount. 

12.4 TERM OF COUNTYWIDE SERVICE AGREEMENT 

(1) The duration of a County Agreement will depend upon the County’s need, prevailing 

market conditions, contract start-up costs, and the County’s best economic interest. 

 

(2) In no case will a Countywide Service Agreement exceed five (5) years in duration, 

unless specifically approved by the County Board of Supervisors. 

 

(3) County Agreements issued by the County Contracts and Purchasing Officer or their 

designee that are subordinate to state and/or federal government contracts/programs 

may be executed in accordance with the term of the overriding Agreement and where 

appropriate, may extend beyond five (5) years, with approval and authorization to 

extend by the County Board of Supervisors.  

12.5 COLLABORATIVE PURCHASING 

(1) In accordance with Section 1.2 of this manual, the County Contracts and Purchasing 

Officer or designee has the authority to identify and make use of other governmental 

agency Agreements that would be beneficial for County use. 

 

a.) The County Contracts and Purchasing Officer or designee may pursue both 

competitive and negotiated Countywide Service Agreements executed by the 

state and/or federal governments; and 

b.) May pursue Agreements with other governmental entities in order to obtain 

cost savings for the County; and 

c.) Shall make available Countywide Service Agreements to other government 

entities and pursue opportunities for collaboration in purchasing. 

 

(2) In the event an Agreement identified for use by the County Contracts and Purchasing 

Officer, or designee was awarded by a method other than a competitive bid, the 

County Purchasing Officer or designee is required to seek review from the Office of 

the County Counsel and County Risk Manager where appropriate, prior to 

authorizing the use of the contract. 
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13. JOB ORDER CONTRACTING (JOC) 
 

See EXHIBIT K.  

 

Link: Job Order Contracting Policy Guidelines 
 

14. VENDOR REGISTRATION 
To do business with the County, individuals and organizations must register and have an 

active vendor/supplier account. 

14.1 Registration Process 

Vendors/Suppliers should complete the Online Registration and provide the required 

documentation as outlined herein.   

Once the online registration is completed, Contractor will receive an email with their assigned 

Vendor number.  Please request the vendor/supplier to provide their vendor/supplier number 

when they submit the two vendor documents for review.  Should the department receive these 

documents, please forward them to Contracts & Purchasing for approval and activation.  These 

documents can be sent directly to Contracts & Purchasing following the instructions listed on the 

Vendor Data Record.   If further assistance is needed, the vendor/supplier can call 831.755.4990 

directly or send an email to MCVSS@countyofmonterey.gov. 

Visit the County's online Vendor Self Service (VSS) to register:  

 

Link: Vendor Self Service (VSS)  

 

14.1.1 Required Documents 

All required documents must be received in order to activate the vendors/suppliers 

account or to process payments for goods or services provided.  These forms will be 

kept on file with the Contracts and Purchasing Office should other departments wish to 

use the same vendor/supplier.  Departments may keep a copy with the Agreement.  

These forms should be updated every 2-3 years or when there is a change in the Legal 

Name and/or Taxpayer ID Number (TIN). 

(1) Vendor must complete the Vendor Data Record: See EXHIBIT L. 

  Link: VENDOR DATA RECORD 

 

(2) Depending on the selection on Section 5 of the Vendor Data Record one of the 

following must be completed: 

a. California Withholding Form 590: See EXHIBIT M.  

 

Link: California Form 590 

 

b. California Withholding Form 587: See EXHIBIT N.  

 

https://www.countyofmonterey.gov/home/showpublisheddocument/118563/638225076344570000
mailto:MCVSS@countyofmonterey.gov
https://vendor-center.co.monterey.ca.us/webapp/VSSPROD01/AltSelfService
https://www.co.monterey.ca.us/home/showpublisheddocument/26288/636326136608830000
https://www.countyofmonterey.gov/home/showpublisheddocument/26288/636326136608830000
https://www.countyofmonterey.gov/home/showpublisheddocument/128604/638429189552830000
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Link: California Form 587 

c. or a waiver letter from the State of CA or they will be subject to the 7% 

withholding law (more info at bottom of page) and submit to County (see 

where/how to submit below) 

 

d. Foreign Vendors:  

• Must complete the VDR and submit W-8 BEN (Businesses) or BEN-E 

(Individuals) in lieu of CA Forms.   

• Foreign Vendors should provide their US TIN if applicable. 

• Foreign Vendors should NOT complete the online registration.  These 

will be managed in-house by Contracts and Purchasing to set up. 

Vendors are required to submit all forms as listed in the registration steps above AND required 

to self-register in the County's online Vendor Self Service (VSS).  All forms should be submitted 

to the County via Facsimile, email, or postal mail. 

 

Email (preferred): mcvss@countyofmonterey.gov 

 

Mailing Address: 

County of Monterey, CAO - Contracts & Purchasing 

1488 Schilling Place 

Salinas, California 93901 

 

Fax: (831) 755-4969 

14.2 Certified Green Business 

County of Monterey encourages Vendors to become Green Certified through your own local 

authorities or within the Tri-County areas (Monterey, Santa Cruz, and San Benito Counties) 

through the Monterey Bay Area Green Business Program.  Green Certification may be used as 

one of the selection factors when awarding contracts from solicitations issued by the County. 

Details are contained within each individual solicitation so please visit our Solicitations web 

page. 

 

14.3 Commodity Codes 

Commodity Code(s) are not required, however, can be entered when completing the online 

registration or provided at a later time. These codes must be taken from NIGP Commodity Code 

Guide for Monterey County (.xls format). We do NOT recommend printing this document as 

there are over 700 Commodity Codes listed.  Please write down the relevant commodity 

code(s) for your goods or services and enter it in the appropriate field.   

 

14.4 Vendor/Supplier Portal 

Vendor Self Service allows vendors to view Purchase Orders, 1099 forms, Invoices, and Checks. 

Vendors can also maintain their contact and remittance information as well as discount and 

payment terms, contact persons, and a listing of commodity codes that represent the goods and 

services they offer. 

 

https://www.countyofmonterey.gov/home/showpublisheddocument/128606/638429189732670000
http://www.montereybaygreenbusiness.org/
https://www.co.monterey.ca.us/government/departments-a-h/administrative-office/contracts-purchasing/solicitation-center
https://www.co.monterey.ca.us/government/departments-a-h/administrative-office/contracts-purchasing/solicitation-center
https://www.countyofmonterey.gov/home/showpublisheddocument/19424/636228559142530000
https://www.countyofmonterey.gov/home/showpublisheddocument/19424/636228559142530000
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14.5 Vendor Assistance  

Contracts & Purchasing offers assistance to all potential vendors/suppliers to navigate the 

Vendor Self Service (VSS) management tool. If needed, in person assistance is available at the 

Contracts & Purchasing meeting room or virtually through Zoom. 

14.6 Insurance  
If you are providing services, you will be required to provide insurance documents per the written 

agreement. You may reference our Insurance Requirements for additional clarification and 

samples of required endorsements.  Note: The Contracts/Purchasing Division is not accepting 

insurance documents until a working agreement is underway between the County and a vendor. 

 

14.7 Certification of Insurance and Endorsements 
 

Contractors shall be required to comply with insurance requirements prior to engaging in work 

for the County.  It is the operating department’s responsibility to ensure that Contractors are 

provided information on the requirements as stated within the specified bid solicitations and/or 

associated agreements.  Exceptions to insurance requirements require approval by the Office of 

the County Counsel/Risk Management, County Risk Manager, or the Board of Supervisors if the 

exceptions are not approved by the County Risk Manager. 

 

14.7.1 Evidence of Coverage 

Prior to commencement of this AGREEMENT, the CONTRACTOR shall provide a 

“Certificate of Insurance” certifying that coverage as required herein has been obtained. 

Individual endorsements executed by the insurance carrier shall accompany the 

certificate. In addition, the CONTRACTOR upon request shall provide a certified copy 

of the policy or policies. 

 

This verification of coverage shall be sent to the County’s Contracts & Purchasing 

Department, unless otherwise directed.  The CONTRACTOR shall not receive a “Notice 

to Proceed” with the work under this AGREEMENT until the requesting County 

Department has obtained all required insurance and has met all requirements.  Approval 

of your insurance coverage by the County does not waive or relieve you of your 

contractual obligation to maintain the required insurance as specified in the agreement. 

 

14.7.2 Qualifying Insurers 

All coverage, except surety, shall be issued by companies which hold a current policy 

holder’s alphabetic and financial size category rating of not less than A VII, according 

to the current A.M. Best’s Rating Guide or a company of equal financial stability that is 

approved by the County’s Contracts & Purchasing Officer. 

 

14.7.3 Insurance Coverage Requirements 

Without limiting CONTRACTOR’S duty to indemnify, CONTRACTOR shall maintain 

in effect throughout the term of this AGREEMENT a policy or policies of insurance with 

the following minimum limits of liability:  

 

Commercial general liability insurance, including but not limited to premises and 

operations, including coverage for Bodily Injury and Property Damage, Personal Injury, 

Contractual Liability, Broad form Property Damage, Independent Contractors, Products 

https://www.countyofmonterey.gov/home/showpublisheddocument/84633/637123522425070000
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and Completed Operations, with a combined single limit for Bodily Injury and Property 

Damage of not less than $1,000,000 per occurrence, $2,000,000 in the aggregate. 

 

Auto Liability Coverage: must include motor vehicles, including scheduled, non-owned, 

and hired vehicles, and used in providing services under this Agreement, with a combined 

single limit or Bodily Injury and Property Damage of not less than $1,000,000 per 

occurrence.  

 

Workers’ Compensation Insurance, if CONTRACTOR employs others in the 

performance of this AGREEMENT, in accordance with California Labor Code section 

3700 and with Employer’s Liability limits not less than $1,000,000 each person, 

$1,000,000 each accident and $1,000,000 each disease. 

 

Professional liability insurance, if required for the professional services being provided, 

(e.g., those persons authorized by a license to engage in a business or profession regulated 

by the California Business and Professions Code), in the amount of not less than 

$1,000,000 per claim and $2,000,000 in the aggregate, to cover liability for malpractice 

or errors or omissions made in the course of rendering professional services. If 

professional liability insurance is written on a “claims-made” basis rather than an 

occurrence basis, the CONTRACTOR shall, upon the expiration or earlier termination of 

this AGREEMENT, obtain extended reporting coverage (“tail coverage”) with the same 

liability limits. Any such tail coverage shall continue for at least three years following 

the expiration or earlier termination of this AGREEMENT. 

 

(Note: any proposed modifications to these insurance requirements shall be attached as 

an Exhibit hereto, and all the sections(s) above that are proposed as not applicable shall 

be lined out in blue ink. All proposed modifications are subject to County Risk 

Management approval.) 

 

14.7.4 Other Insurance Requirements 

14.7.4.1 All insurance required by this AGREEMENT shall be with a company 

acceptable to the County and issued and executed by an admitted insurer 

authorized to transact Insurance business in the State of California. Unless 

otherwise specified by this AGREEMENT, all such insurance shall be written 

on an occurrence basis, or, if the policy is not written on an occurrence basis, 

such policy with the coverage required herein shall continue in effect for a period 

of three years following the date CONTRACTOR completes its performance of 

services under this AGREEMENT. 

 

14.7.4.2 Each liability policy shall provide that the County shall be given notice 

in writing at least thirty days in advance of any endorsed reduction in coverage 

or limit, cancellation, or intended non-renewal thereof.  Each policy shall provide 

coverage for CONTRACTOR and additional insureds with respect to claims 

arising from each subcontractor, if any, performing work under this 

AGREEMENT, or be accompanied by a certificate of insurance from each 

subcontractor showing each subcontractor has identical insurance coverage to the 

above requirements. 
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14.7.4.3 Additional Insured Status 

The County of Monterey, its officers, officials, employees, and volunteers are to 

be covered as additional insureds on the commercial auto and general liability 

policies with respect to liability arising out of work or operations performed by 

or on behalf of the CONTRACTOR including materials, parts, or equipment 

furnished in connection with such work or operations. General liability coverage 

shall be provided in the form of an endorsement to the CONTRACTOR’S 

insurance (at least as broad as ISO Form CG 20 10 11 85 or if not available, 

through the addition of both CG 20 10, CG 20 26, CG 20 33, or CG 20 38; and 

CG 20 37 if a later edition is used).  

 

Primary Coverage 

For any claims related to this contract, the CONTRACTOR’S insurance 

coverage shall be primary and non-contributory and at least as broad as ISO CG 

20 01 04 13 as respects the County, its officers, officials, employees, and 

volunteers. Any insurance or self-insurance maintained by the County, its 

officers, officials, employees, or volunteers shall be excess of the 

CONTRACTOR’S insurance and shall not contribute with it. This requirement 

shall also apply to any Excess or Umbrella liability policies.  

 

Waiver of Subrogation 

CONTRACTOR hereby grants to County a waiver of any right to subrogation 

which any insurer of said CONTRACTOR may acquire against the County by 

virtue of the payment of any loss under such insurance.  CONTRACTOR agrees 

to obtain any endorsement that may be necessary to affect this waiver of 

subrogation, but this provision applies regardless of whether or not the County 

has received a waiver of subrogation endorsement from the insurer. 
 

 

14.7.4.4 Prior to the execution of this Agreement by the County, CONTRACTOR 

shall file certificates of insurance with the County’s contract administrator within 

the requesting County Department and County’s Contracts/Purchasing Division, 

showing that the CONTRACTOR has in effect the insurance required by this 

Agreement. The CONTRACTOR shall file a new or amended certificate of 

insurance within five calendar days after any change is made in any insurance 

policy, which would alter the information on the certificate then on file. 

Acceptance or approval of insurance shall in no way modify or change the 

indemnification clause in this Agreement, which shall continue in full force and 

effect. CONTRACTOR shall always, during the term of this Agreement, 

maintain in force the insurance coverage required under this Agreement and shall 

send, without demand by County, annual certificates to County’s Contract 

Administrator and County’s Contracts/Purchasing Division. Failure by 

CONTRACTOR to maintain such insurance is a default of this Agreement, which 

entitles County, at its sole discretion, to terminate this Agreement immediately. 

 

14.7.5 Indemnification Language 

CONTRACTOR shall indemnify, defend, and hold harmless the County of Monterey 

(hereinafter “County”), its officers, agents and employees from any claim, liability, loss, 

injury, or damage arising out of, or in connection with, performance of this 

AGREEMENT by CONTRACTOR and/or its agents, employees, or sub-contractors, 
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excepting only loss, injury or damage caused by the negligence or willful misconduct of 

personnel employed by the County.  It is the intent of the parties to this AGREEMENT 

to provide the broadest possible coverage for the County. The CONTRACTOR shall 

reimburse the County for all costs, attorneys’ fees, expenses, and liabilities incurred with 

respect to any litigation in which the CONTRACTOR is obligated to indemnify, defend, 

and hold harmless the County under this AGREEMENT. 

15. SURPLUS COUNTY PROPERTY 

15.1 Definition 
Surplus County Property is defined as all tangible supplies, materials, or equipment to 

which the County acquired title by means of purchase, donation, grant, or any other lawful 

means of acquisition that is determined to no longer be useable or required.  Pursuant to 

Government Code section 25504, the Purchasing Agent shall place proceeds of the sale with the 

County Treasurer.    

15.2 Policy 
Section 2.32.100 of Chapter 2.32 or Title 2 of the Monterey County Code provides as follows: 

 

2.32.200 – Surplus pool. Whenever any item of personal property is no longer needed by the 

office, department, or institution in possession thereof, such fact shall be reported to the 

Purchasing Agent who may transfer such item to a surplus pool to be maintained under the 

supervision of the Purchasing Agent. Whenever any office, department or institution is in need 

of an article which has been placed in such surplus pool or has requisitioned the purchase of a 

similar article, the Purchasing Agent, upon a properly drawn request for transfer or requisition 

approved by the administrative officer, may transfer the article to such department. 

 

(Ord. 1030 Section 10, 1958)  
 

15.3 Disposal of Surplus County Property 

(1) The method used by departments to dispose of surplus county property must be 

approved by and coordinated with the County Purchasing Agent or designee.  Internal 

reuse of Surplus County Property by County departments is the preferred method of 

disposal. 

 

(2) Disposition Methods – Surplus County Property shall be disposed of in one of the 

following preferred methods: 

 

a) Internal transfer to a County department upon a properly drawn request for 

transfer or requisition approved by the County Administrative Officer. 

b) Sale by the County Purchasing Agent or designee. 

c) Donation of Computers and related equipment with a fair market value less than 

$5,000 per lot to the Monterey County Department of Education, dependent and 

independent Special Districts within the County of Monterey, and 501(c)(3) 

Nonprofit Organizations which provide a public benefit or serve a public purpose 

within the County of Monterey. 
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d)  Donation to local agencies within the Tri-County area including the Counties of 

Monterey, San Benito, and Santa Cruz, subject to Board approval and findings 

that said donation will provide a public benefit or serve a public purpose. 

e) Auction (material value). 

f) Recycling. 

g) Waste. 

15.4 Receipt of Fair Market Value 

If property is not transferred within the County and must be disposed of in another manner, every attempt 

will be made to receive fair market value for the property. 

15.5 Board Approval 

Approval from the Board of Supervisors is required prior to the donation of any Surplus County Property 

with an estimated market value that exceeds $5,000. 
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16. CONTRACTS AND PURCHASING ACADEMY 

16.1 CONTRACTS AND PURCHASING ACADEMY 
 

16.1.1 Purpose 

The Contracts and Purchasing Academy is a hybrid 6-week in person and on-line self-paced 

course that focuses on the mechanics and arts of contract creation and contract life cycle 

management for the County of Monterey’s contract and procurement process.  The goal of 

Contracts and Purchasing is to provide County staff with the skills for on-the-job contract 

creation, contract entry and contract lifecycle management. 

 

16.1.2 Objectives 

As a result of this course, County staff will be able to: 

• Increase Compliance. 

• Increase Efficiency. 

• Increase Value. 

• Minimize Risk. 

• Increase Satisfaction. 

 

16.1.3 Attendance and Weekly Course Completion 

Efficiency is one of the course goals and scenarios along with activities help with in a better 

understanding of the contract life cycle and attendance is essential.  In class and Zoom options 

are available and enrolled County staff (Learners) are asked to complete course modules and 

take tests following the modules (post-tests) before each class.  The regular date/time set for 

the Contracts Purchasing Academy is Thursday from 2:00 p.m. to 4:00 p.m. 

 

16.1.4 Communication 

Contracts and Purchasing will send out weekly emails announcing when new courses are 

available for Learners to access course materials for the upcoming week, consisting of 

modules, post-tests, or course related news. 

 

16.1.5 Accommodations 

If a Learner is unable to attend in-person class sessions, Contracts and Purchasing Academy 

will accommodate Learners by providing Zoom access to Learners who are unable to attend 

in person but have access to a computer to live stream the live session. 

 

16.1.6 NeoGov Courses 

Learners will be registered to learn, interact, and take quizzes/tests through modules each week 

through the Learner’s NeoGov account.  The Contracts and Purchasing Academy has a paced 

learning plan prior to attending the weekly in person and online training.  Learners are expected 

to complete all modules in NeoGov before receiving a Certificate of Completion.   

 

16.1.7 Week 1  

The Week 1 course introduces Learners to the Contracts and Purchasing Process, Purchasing 

Roles, Using DocuSign, and Purchasing Ethics.  Check Your Knowledge activities have been 

included to help Learners remember key concepts, principles, and procedures. 
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16.1.8 Week 2 

In this module, Learners will be learning about Contracting Documents, Scope of Work 

(SOW), Managing Contracting Documents and Evaluating Proposals using a scoresheet 

method, Qualifications and Quotes.  Learners will be working on Correcting SOWs and 

Writing SOWs in class. These topics will be covered in the on-line modules and during class.  

 

16.1.9 Week 3 

In this module Learners complete three activity-oriented lessons.  Each lesson includes a 

graded post-test.  The e-learning lessons are Procurement Tools and Systems, Terms and 

Conditions, and Contract Lifecycle Management.  The online module for Week 3 will include 

the “Interests and Options” assignment and the homework assignment that the class will use 

in the Contract Lifecycle Management hypothetical scenario.   

 

16.1.10  Week 1-3 Post-tests 
 

Week 1-3 post-tests will test Learners’ knowledge on what they have learned after each week’s 

lesson.  Learners are required to pass all Check Your Knowledge sub-sections within each 

week’s modules and each week’s post-test for Weeks 1 to 3 with a score of 80% or higher. 

 

16.1.11  Week 4 

This module focuses on the Week 4 Idea Lab activity homework.  This week’s idea lab 

question is: How can one ensure the successful completion of an Agreement? Learners will 

complete a homework assignment associated with this week’s case study, the Case of the 

Missing Scope.  Learners will use their analysis of this case as part of the instructor-led class. 

 

16.1.12  Week 5 
 

This module focuses on the Week 5 Idea Lab activity homework.  After reading about 

performance-based contracting, a contract administration method, Learners will then complete 

the Idea Lab homework. This week’s idea lab question is: How does one resolve problems 

with a contractor’s work or deliverables? The instructor will debrief this homework in class. 

In this module Learners complete a homework assignment associated with this week’s case 

study, the Case of the Disastrous Deliverables. Learners will use their analysis of this case as 

part of the instructor-led class. 

 

16.1.13  Week 6 
 

After reading about fair and reasonable pricing, Learners will then review the Idea Lab 

homework.  This week’s idea lab question is: How does one avoid bid protests?  The instructor 

will debrief this homework in the instructor-led class.  Learners will also complete a homework 

assignment associated with this week’s case study, the Case of the Pitiful Price.  Learners will 

use their analysis of this case as part of the instructor-led class. 

 

16.1.14  Completion 

After completing the Contracts and Purchasing Academy’s hybrid lessons and curriculum, 

Learners will receive a Certificate of Completion and access to the course materials if needed.  
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17. ORDINANCES FOR WORKS OF PUBLIC IMPROVEMENT 

17.1 Monterey County Code, Chapter 5.08 BIDDING 

 

5.08.010 - Purpose. 

 

The purpose of this Chapter is to comply with Public Contract Code Sections 20150—20150.14. 

(Ord. 3490, 1990; Ord. 1862 § 1, 1972) 

 

5.08.020 - Definition. 

 

As used in this Chapter, "public project" means: 

 

A. A project for the erection, improvement, and repair of public buildings and works; 

 

B. Work in or about streams, bays, waterfronts, embankments, or other work for protection against 

overflow, except maintenance, repair, or reconstruction work; 

 

C. Supplies and materials used in maintenance, repair, or reconstruction work in or about streams, 

bays, waterfronts, embankments; or other maintenance, repair, or reconstruction work for protection 

against overflow. 

 

(Ord. 1862 § 2(a), 1972) 

 

5.08.030 - Procedure—Type designated for certain purchases. 

 

A. Public projects between four thousand dollars ($4,000.00) and ten thousand dollars ($10,000.00) 

shall be let to contract by informal or formal bidding procedures. 

 

B. Public projects of ten thousand dollars ($10,000.00) and more shall, in all instances, be let to 

contract by formal bidding procedure. 

 

(Ord. 1862 § 3, 1972) 

 

5.08.040 - Procedure—Notice to contractors. 

 

Before any provisions of this Chapter relating to informal bidding procedures may be utilized, the 

County shall notify each contractor in the County of the opportunity to register with the County to 

be subsequently notified of informal bidding proceedings. 

 

(Ord. 1862 § 4, 1972) 

 

5.08.050 - Procedure—Informal. 

 

A. The notice inviting informal bids shall be by published notice and may, in addition, be 

supplemented by mailed notice to contractors registered pursuant to Section 5.08.040. The County 

may cause the notice to be printed as display advertising in such form and style as it deems 

https://library.municode.com/ca/monterey_county/codes/code_of_ordinances?nodeId=TIT5REFI_CH5.08BI_5.08.040PROTCO
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appropriate. The notice shall describe in general terms the project to be done and state closing date 

for submission of such informal bids. Publication of notice pursuant to this Section shall be in a 

newspaper of general circulation printed and published within the jurisdiction of the County. Notice 

shall be published in accordance with Section 6061 of the Government Code and shall be completed 

at least twenty-four (24) hours before the time scheduled for opening of the bids. 

 

B. In addition to notice published in a newspaper of general circulation, or mailed, pursuant to this 

Section, the County may also publish notice inviting bids in a trade publication. 

 

C. Bids shall be opened, examined, and declared by the Monterey County Purchasing Agent in the 

presence of the County Counsel and Clerk of the Board of Supervisors at a public meeting called by 

said Purchasing Agent in accordance with the notice inviting bids. The results of the bidding shall 

be reported to the Board of Supervisors at the next regular meeting after said bid opening. 

 

(Ord. 2628 (part), 1980; Ord. 1862 § 5, 1972) 

 

5.08.060 - Procedure—Formal. 

 

A. The notices inviting formal bids shall state the time and place for the receiving and opening of 

sealed bids and distinctly state the project to be done. The first publication or posting of the notice 

shall be at least ten (10) days before the date of opening the bids. Notice shall be published at least 

twice, not less than five days apart, in a newspaper of general circulation, printed and published in 

the jurisdiction of the County. 

 

B. In addition to notice published in a newspaper of general circulation, pursuant to this Section, the 

County may also publish notice inviting bids in a trade publication. 

 

C. Bids shall be opened, examined, and declared by the Monterey County Purchasing Agent in the 

presence of the County Counsel and Clerk of the Board of Supervisors at a public meeting called by 

said Purchasing Agent in accordance with the notice inviting bids. 

The results of the bidding shall be reported to the Board of Supervisors at the next regular meeting 

after said bid opening. 

 

(Ord. 2628 (part), 1980; Ord 1862 § 5, 1972) 

 

5.08.070 - Rejection of bids. 

 

In its discretion, the County may reject any bids presented. If, after the first invitation for bids, all 

bids are rejected, after reevaluating its cost estimates of the project, the County shall abandon the 

project or shall readvertise for bids in the manner prescribed by this Chapter. If, after readvertising, 

the County rejects all bids presented, the County may proceed with the project by use of County 

personnel or may readvertise. If two or more bids are the same and the lowest, the County may 

accept the one it chooses. If no bids are received, the County may have the project done without 

further complying with this Chapter. 

 

(Ord. 1862 § 7, 1972) 
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Link: Chapter 5.08 – BIDDING  

18. WORKS OF PUBLIC IMPROVEMENT PROCUREMENT PROCESSES 

18.1 Contracts and Purchasing Decision Table for Public Works Projects 

 

 

For inquiries regarding Works of Public Improvement Procurement Processes County Departments 

may contact:  

John Snively,     Florence Kabwasa-Green, 

Administrative Operations Manager  Chief of Facilities 

PWFP Department    PWFP Department 

 

1441 Schilling Place, South 2nd Floor  1441 Schilling Place, South 2nd Floor 

Salinas, California 93901-4527  Salinas, California 93901-4527 

O/C: (831)759-6617    O/C: (831)755-4805 

snivelyjm@countyofmonterey.gov  kabwasa-greenfa@countyofmonterey.gov 

  

https://library.municode.com/ca/monterey_county/codes/code_of_ordinances?nodeId=TIT5REFI_CH5.08BI
mailto:snivelyjm@countyofmonterey.gov
mailto:kabwasa-greenfa@countyofmonterey.gov


 

58  

19. STANDARD OPERATING PROCEDURES 

19.1 SP1010 Choosing the Agreement Type and Purchasing Process 
 

Link: Contracts and Purchasing - SP1010_AgreementType.pdf  
 

Contracts/Purchasing Decision Table 
 

https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1010%5FAgreementType%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
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Contracts/Purchasing Lifecycle Model 

 
 

 

19.2 SP1020 Requesting Contracts and Purchasing Services 

 

Link: Contracts and Purchasing - SP1020_RequestingContractingServices.pdf  
 

19.3 SP1030 – Selecting Alternative Agreement Types 
 

Link: Contracts and Purchasing - SP1030_AlternativeAgreements.pdf  
 

19.4 SP1050 – High-Level Formal Purchasing Process 
 

Link: Contracts and Purchasing - SP1050_FormalProcess.pdf 
 

19.5 SP1060 – Stakeholder Meeting and Bid Plan 
 

Link: Contracts and Purchasing - SP1060_StakeholderMeeting-BidPlan.pdf 

19.6 SP1080 - Solicitation Document Content 
 

Link: Contracts and Purchasing - SP1080_SolicitationContent.pdf  

https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1020%5FRequestingContractingServices%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1030_AlternativeAgreements.pdf?csf=1&web=1&e=gvYw4b
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1030%5FAlternativeAgreements%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1050_FormalProcess.pdf?csf=1&web=1&e=Qwn1h9
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1050%5FFormalProcess%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1060_StakeholderMeeting-BidPlan.pdf?csf=1&web=1&e=7RLGoG
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1060%5FStakeholderMeeting%2DBidPlan%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1080%5FSolicitationContent%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
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19.7 SP1090 – Writing a Scope of Work (SOP) 
 

Link: Contracts and Purchasing - SP1090_ScopeOfWork.pdf 

19.8 SP1100 – Document Version Control 
 

Link: Contracts and Purchasing - SP1100_DocVersionControl.pdf  

19.9 SP1105 – The DocuSign Process 
 

Link: Contracts and Purchasing - SP1105_DocuSignProcess.pdf 

19.10 SP1110 – Storing Purchasing Documents 
 

Link: Contracts and Purchasing - SP1110_StoringDocs.pdf  

19.11 SP1120 – Reviewing Solicitation Documents 
 

Link: Contracts and Purchasing - SP1120_SolicitationDocuments.pdf  

19.12 SP1140 – Publicizing Solicitation Document 
  

Link: Contracts and Purchasing - SP1140_PublicizeSD.pdf  

19.13 SP1150 – Pre-Proposal Meeting 
 

Link: Contracts and Purchasing - SP1150_PreProposalMeeting.pdf  

19.14 SP1180 – Preparing a Proposal 
  

Link: Contracts and Purchasing - SP1180_ProposalSummary.pdf  

19.15 SP1190 – Developing Evaluation Protocols  
 

Link: Contracts and Purchasing - SP1190_EvalProtocol.pdf  

19.16 SP1200 – Preparing the Final Proposal Summary 
 

Link: Contracts and Purchasing - SP1200_PrepProposalSummary.pdf  

19.17 SP1210 – Creating a Tentative Award 
 

Link: Contracts and Purchasing - SP1210_TentativeAward.pdf 

19.18 SP1215 – Protest Policy 
 

Link: Contracts and Purchasing - SP1215_ProtestPolicy.pdf 

19.19 SP1230 – Negotiation Skills for Purchasing  
 

Link: Contracts and Purchasing - SP1230_Negotiation.pdf  
 

https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1090_ScopeOfWork.pdf?csf=1&web=1&e=cqY7vU
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1090%5FScopeOfWork%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1100_DocVersionControl.pdf?csf=1&web=1&e=aufngS
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1100%5FDocVersionControl%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1105_DocuSignProcess.pdf?csf=1&web=1&e=8M9BYe
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1105%5FDocuSignProcess%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1110_StoringDocs.pdf?csf=1&web=1&e=AmyZ5z
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1110%5FStoringDocs%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1120_SolicitationDocuments.pdf?csf=1&web=1&e=Ffqftj
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1120%5FSolicitationDocuments%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1140_PublicizeSD.pdf?csf=1&web=1&e=wHbomr
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1140%5FPublicizeSD%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1150_PreProposalMeeting.pdf?csf=1&web=1&e=SeKaVn
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1150%5FPreProposalMeeting%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1180_ProposalSummary.pdf?csf=1&web=1&e=KlOpe4
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1180%5FProposalSummary%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1190_EvalProtocol.pdf?csf=1&web=1&e=WHewz2
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1190%5FEvalProtocol%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1200_PrepProposalSummary.pdf?csf=1&web=1&e=EdojUY
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1200%5FPrepProposalSummary%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1210_TentativeAward.pdf?csf=1&web=1&e=i2D1af
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1210%5FTentativeAward%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1215_ProtestPolicy.pdf?csf=1&web=1&e=EwMBHk
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1215%5FProtestPolicy%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1230_Negotiation.pdf?csf=1&web=1&e=hmf6AN
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1230%5FNegotiation%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
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19.20 SP1300 – Writing a Sole Source Justification 
 

Link: Contracts and Purchasing - SP1300_SoleSource.pdf 

19.21 SP1310 – Preparing a Board Report 
 

Link: Contracts and Purchasing - SP1310_PrepBoardReport.pdf 

19.22 SP1330 – Verifying a Contractor 
 

Link: Contracts and Purchasing - SP1330_VerifyContractor.pdf  

19.23 SP1370 – Amending an Agreement 
 

Link: Contracts and Purchasing - SP1370_Amendment.pdf  

19.24 SP1400 – Managing the Contract Lifecycle 
 

Link: Contracts and Purchasing - SP1400_Lifecycle.pdf

https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1300_SoleSource.pdf?csf=1&web=1&e=R9CpwI
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1300%5FSoleSource%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1310_PrepBoardReport.pdf?csf=1&web=1&e=oD2ecX
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1310%5FPrepBoardReport%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1330_VerifyContractor.pdf?csf=1&web=1&e=ZH7F2b
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1330%5FVerifyContractor%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1370_Amendment.pdf?csf=1&web=1&e=nsYKSW
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1370%5FAmendment%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
https://countyofmonterey.sharepoint.com/:b:/r/sites/ContractsPurchasing/Shared%20Documents/SOP%202022/SP1400_Lifecycle.pdf?csf=1&web=1&e=bV0n3G
https://countyofmonterey.sharepoint.com/sites/ContractsPurchasing/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=KpS44o&CID=2ba6bbe7%2D7444%2D4bcb%2D8d25%2D3ed31c304cc1&FolderCTID=0x01200099515E8E17EC794D88F75688B7379232&id=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP%2FSP1400%5FLifecycle%2Epdf&parent=%2Fsites%2FContractsPurchasing%2FShared%20Documents%2FSOP
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GLOSSARY 

1. Addendum: A written change, addition, alteration, correction or revision to a bid, proposal, 

or contract document. 

2. Agreement: See Contract. 

3. Amendment: An agreed addition to, deletion from, correction or modification of a 

document or contract. 

4. Arbitration: A process by which a dispute between two contending parties is presented to 

one or more                        disinterested parties for a decision; a process whereby a disagreement is 

resolved.    

5. Assignment and Assumption: An agreement that is established when one party of a 

contract wishes to transfer his or her contractual obligations and rights to another party. 

6. Auditor-Controller: Auditor-Controller is responsible for reviewing fiscal provisions and 

assessing the financial impacts of a contract on the County, as well as approving and 

processing Contractor invoices. 

7. Award: The presentation of a purchase contract or contract to a bidder or proposer. 

8. Best Interest: The discretionary rationale used by a purchasing official in taking action 

most advantageous to the jurisdiction when it is impossible to adequately delineate a 

specific response by            law or regulation. 

9. Best Practice: A business process, activity or operation that is authorized by the County 

Purchasing Agent of designee. 

10. Bid: The offer submitted by a bidder in response to an Invitation for Bid (IFB), a request for 

quotation, or a two-step bidding procedure. A bid includes a cost for commodities or 

services to be provided per the specifications included in the bid solicitation issued by the 

County. 

11. Bid Bond: An insurance instrument in which a third party agrees to be liable to pay a 

certain amount of money in the event that a specific bidder, if its bid is accepted, fails to 

accept the contract as bid. 

12. Bid Opening: The formal process through which sealed bids are opened by the Clerk of 

the Board of Supervisors and the contents are revealed for the first time to the jurisdiction, 

other bidders, and, usually, to the public. 

13. Bid Protest: A written objection of grievance from an actual or prospective bidder who 

alleges an error or impropriety in solicitation or award of a contract. 
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14. Bid Surety: A guarantee, in the form of a bond or deposit, that the bidder, if awarded a 

contract, will accept the contract as bid, otherwise the bidder (in the case of a deposit) or the 

guarantor (in the case of a bond) will be liable for the amount of the deposit or bond, 

respectively. 

15. Bidders List: A list maintained by the County’s bidding system setting out the names and 

addresses of suppliers of various services and commodities from whom bids, proposals, 

and quotations can be           solicited. 

16. Board Report: A document by which matters are submitted to the Board of Supervisors 

for consideration during its regular meetings. 

17. Board Order: A decision rendered by the Board of Supervisors concerning action 

brought forth to the County of Monterey. 

18. Brand Name: A name which serves to identify a product of a particular manufacturer; a 

trade name. 

19. Calendar Day: Every day shown on the calendar, including Saturdays, Sundays, and 

holidays. 

20. Calendar Year: The period of 365 days (or 366 days in leap years) starting from the first 

of January and ending on December 31, used for reckoning time in ordinary affairs. 

21. Capital Asset: A tangible property costing $5,000 or more per unit, including tax, 

delivery, and installation, with a useful life expectancy exceeding one (1) year. (See 

Exhibit Q Capital Asset Policy, effective December 11, 2007) 

22. Change Order: See Modification. 

23. Closing Date/Time: Refers to the date and time for a bid or proposal closing. 

24. Collusion: A secret contract or cooperation between two or more persons to accomplish a 

fraudulent,  deceitful, or unlawful act. 

25. Commodities: All supplies and all equipment costing less than $5,000 per item, including 

tax and freight, etc., or more than $5,000 but with a useful life of less than one (1) year. 

26. Commodity Codes: Codes from the National Institute of Government Purchasing (NIGP) 

Commodity Code Guide for County of Monterey (.xls format).  

27. Competitive Process: The process by which two or more vendors vie to secure the 

business of a purchaser by offering the most favorable terms as to price, quality, delivery, 

and/or service. 

28. Conflict of Interest: A situation where the personal interests of a contractor, public 

official and/or designated employee are/is, or appear to be, at odds with the interests of the 

jurisdiction. 
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29. Consent Agenda Items: Those agenda items, as identified by the CEO and the Board of 

Supervisors, which are placed in the section of the Board of Supervisors agenda for 

approval as a group of items.   Items on the Consent Calendar may be pulled by the Board, 

County staff, or a member of the public for discussion and individual Board action. 

30. Consultant: A person or firm who provides professional or expert advice and/or 

recommendations. 

31. Contingency: A Board of Supervisors authorized percentage or specific amount of money 

which can                       be added to the base contract amount to provide for small changes to the 

contract without returning to the Board for approval. The percentage granted will not be 

based on the total amount of the contract, as it may accumulate in the second and third 

years, etc., of the contract, but will be based on the initial contract amount. 

32. Contract: (1) A deliberate verbal or written agreement between two or more competent 

persons to perform or not to perform a specific act or acts; also, an agreement. (2) All 

types of government agreements, regardless of what they may be called, for the 

procurement or disposal of supplies, services, or construction. 

33. Contract Award: The final signed agreement on the terms and conditions of a contract 

between a buyer and seller. 

34. Contract Extension: An action to extend a contract termination date upon written mutual 

agreement by both parties. 

35. Cooperative Purchasing: Cooperative Purchasing is a strategy used by local 

governmental entities to purchase services and commodities from contracts awarded by 

other governmental entities or programs to take advantage of volume purchasing and 

reduce administrative expenses. 

36. Contractor: Any person or firm having a contract with a governmental body. 

37. Cooperative Agreement: A cooperative contract for commonly used services and 

commodities executed by the Office of the County Procurement Officer to take advantage 

of the County’s economies of scale and reduce the duplication of efforts across the County. 

38. County Council: A committee of County employees appointed by department heads and 

chaired by the County Procurement Officer to discuss purchasing issues and make 

recommendations regarding County-wide purchasing policies. 

39. County of Monterey Local Preference Policy: An initiative approved by the Monterey 

County Board of Supervisors to encourage local small businesses and disabled veteran 

businesses to compete in new solicitations released by the County of Monterey. 

40. Countywide Service Agreements (CSA):  A contract prepared for use by county 

agencies for goods or services [repeatedly purchased]. 
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41. Debarment: A shutting out or exclusion, through due process, for cause, e.g., a bidder 

from a list of qualified prospective bidders. 

42. Deputy Purchasing Agent: Under the direction and direct supervision of the County 

Purchasing Agent, or their designee, which is the County Procurement Officer to act in the 

capacity of the designee of the County Purchasing Agent to procure commodities and/or 

services for the department. 

43. Designated Employees: Those employees of the County of Monterey who are required to 

file conflict of interest statements because those employees, in the course of their 

employment make or participate                     in the making of decisions which may potentially have a 

material effect on the financial interest of the employees. 

44. Disabled Veteran Business Enterprise (DVBE): 

(1) To qualify as a DVBE, the DVBE must meet the following requirements: 

a) Must be certified as a DVBE by the State of California Department of General 

Services (DGS). 

b) DGS DVBE requirements must be valid at the time of bid/proposal submittal. 

45. Discount: An allowance or deduction from a normal or list price extended by a seller to a 

buyer to make the net price more competitive. 

46. Discussion Agenda Items: Those agenda items, as identified by the CEO and the Board 

of Supervisors, which are placed in the section of the Board of Supervisors agenda for 

discussion and individual Board action. All items requiring the Board to select from a 

slate or a list of recommendation options, among others, are placed on the Discussion 

Calendar. 

47. Dispute: A difference between a contractor and a jurisdiction over performance or other 

elements of a contract calling for appropriate administrative action with the intent of 

achieving a remedial result. 

48. Emergency: Those situations where the welfare of County residents is at stake and/or 

immediate purchasing action is required to prevent serious economic or other hardship to 

the County. 

49. Equal or Equivalent: A phrase used to indicate the acceptability of products of similar or 

superior function. 

50. Equipment: Personal property of a durable nature which retains its identity throughout its 

useful life. 

51. Evaluation Committee: A committee which advises and assists in proposal evaluation 

and the tentative award of a vendor. 
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52. Evaluation Criteria: Those criteria set forth in the Request for Proposal (RFP) and used 

by the evaluation committee to score and rank proposers who respond to the procurement 

solicitation. 

53. Express Warranty: Any affirmation of fact or promise made by a seller to a buyer which 

relates to the commodities and becomes part of the basis of the bargain. 

54. Firm Bid: A bid that binds the bidder until a stipulated time of expiration of the bid. 

55. Fiscal Year: A year that the County uses for financial and budgeting. In California, the 

fiscal year begins July 1 and ends the following June 30. 

56. Fixed Asset: assets which are purchased for long-term use and are not likely to be 

converted quickly into cash, such as land, buildings, and equipment. 

57. Fixed Price Contract: A contract which provides for a firm price under which the 

contractor bears the full responsibility for profit or loss. 

58. Formal Advertising: The placement of a notice in a newspaper or other publication 

according to legal requirements to inform the public that the government is requesting bids 

on a specific purchase it intends to make. 

59. Formal Bid Process: The competitive bid process requiring a Public Bid Opening with the 

date, time                         and location set forth in the bid solicitation. 

60. Gratuity: A payment, loan, subscription, advance deposit of monies, services, or anything 

of more than nominal value presented or promised for consideration of a purchasing 

decision or recommendation. 

61. Guarantee: To warrant, stand behind, or ensure performance or quality, e.g., a supplier in 

relation to his product. 

62. Indemnification: Protection against incurred loss, damage, or hurt, usually by monetary 

compensation. 

63. Informal Bid: An unsealed competitive offer conveyed by letter, telephone, telegram, or 

other means and under conditions different from those required for formal bidding. 

64. Insurance: A contractual relationship where an insurance company agrees, for a premium 

paid, to reimburse the insured or other party for a loss to a specified subject caused by 

designated hazards or risks. 

65. Invitation for Bid (IFB): The solicitation document used for competitive sealed bidding 

for the purchase of equipment, materials, supplies, services, and construction, for which 

clear specifications can be written. 

66. Liquidated Damages: Liquidated damages clauses are enforceable if: (1) damages are 

difficult to ascertain or estimate at the time the contract is formed; and (2) the amount is a 
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reasonable forecast of compensatory damages in the case of breach. Specifically, if the 

liquidated damages amount significantly exceeds the amount of damages prospectively 

probable, the liquidated damages clause may not be enforceable. Thus, liquidated damage 

clauses may be included in service contracts when the County could suffer financial loss 

due to delays in performance. Consistent with legal requirements, the amount of damages 

listed in the contract must be a “reasonable forecast” of the County’s actual damages. 

67. Milestones: Designated steps of the planned acquisition which usually signify a 

completion of a requirement or delivery of materials. 

68. Modification: A change in part or whole to a legally binding agreement between two or 

more participants.  

69. Monterey County Board of Supervisors: The County’s elected governing board that 

oversees County departments and programs and annually approves their budgets; 

supervises the official conduct of County officers and employees; controls all county 

property; and appropriates and spends money on programs that meet County residents' 

needs. 

70. Multi-Year Agreement: A contract for services for more than one year.  

71. Negotiation: The discussion or correspondence between the County and the preferred 

contractor in order to develop a contract with terms and conditions that serve the best 

interest of the County. 

72. Originating Department: A unit of the County which utilizes goods and services 

procured by the Deputy Purchasing Agent. 

73. Performance Bond: See Bid Surety. 

74. Pre-Bid/Pre-Proposal Conference: A meeting set up between the County parties issuing 

a bid/proposal solicitation and the potential bidders/proposers for the purpose of clarifying 

the bid/proposal solicitation and answering any questions the bidders/proposers may have. 

75. Prequalification: A process used prior to solicitation of bids to determine if potential 

bidders have the ability to fulfill the contract requirements for which the solicitation will 

be issued and/or to determine if the potential bidders’ products will meet the cost and 

performance criteria required to meet the County’s needs. 

76. Proposal: The executed document submitted by a proposer in response to a Request for 

Proposal (RFP). A proposal includes a detailed description of the commodities or services 

to be provided to the County per the scope of work included in the Request for Proposal 

(RFP), including, but not limited to cost, time frame for completion of work or delivery of 

commodities, and method of accomplishment of services. 

77. Proposer Interviews: Sessions conducted by the proposal evaluation committee for the 

purpose of interviewing proposers who submitted acceptable proposals within competitive 
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range for clarification to assure full understanding of and responsiveness to the solicitation 

requirements. 

78. Public Bid Opening: The process of opening sealed bids and reading bids at the time and 

place specified in the solicitation and in presence of anyone who wishes to attend. 

79. Purchase Order: A document issued by a buyer to a seller indicating types, quantities, 

and agreed prices for products or services. It is used to control the purchasing of products 

and services from external suppliers. 

80. Real Property Contracts: Includes acquiring, leasing, licensing constructing, operation, 

and maintaining County-owned or County-occupied facilities and assets. Agreements 

concerning the purchase or use of County owned or private sector parking spaces, or 

buildings are considered real property contracts. 

81. Rejection of Bid(s): The non-acceptance of submitted bid(s). 

82. Renewal Amendment & Agreement: A contract addition that enables one or more 

parties to renew an expired agreement. 

83. Request for Information (RFI): A request for information is used to obtain price, 

delivery, other market information, or capabilities for planning purposes. Responses to 

request for information notices are not offers and cannot be accepted by the County to 

form a binding contract unless otherwise specified in the solicitation. 

84. Request for Proposal (RFP): The solicitation document which includes a scope of work 

and terms and conditions used to secure proposals for services or commodities not clearly 

defined by the County in terms of exact specifications or manner of delivery of services or 

where price is not the sole selection criteria. 

85. Request for Qualifications (RFQ): A solicitation which describes the project or services 

required and solicits qualifications from potential vendors or contractors for purposes of 

evaluating those qualifications for screening or for award of contract. 

86. Responsible Bidder: A bidder who has the capability in all respects to perform in full the 

contract requirements and who has the integrity and reliability which will assure good 

faith performance. 

87. Responsive Bidder: A bidder whose bid conforms in all material respects to the terms and 

conditions, the specifications, and other requirements of the solicitation. 

88. Retroactive Contract: An unauthorized purchase or commitment made to a 

supplier/vendor without an approved written contract in place prior to delivery of any 

commodities and/or services. Approval by Board of Supervisors required. 

89. Risk: is the exposure to anything that threatens an organization’s ability to achieve goals 

that could lead to the potential for financial loss or projects to fail. 
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90. Risk Management: The forecasting and evaluation of financial risks together with the 

identification of procedures to avoid or minimize their impact. 

91. Services: The furnishing of labor, time or effort by a contractor involving the delivery of a 

specific performance. 

92. Sole Source: An award for a commodity or service to the only known capable supplier, 

occasioned by the unique nature of the requirement, the supplier, or market conditions. 

93. Sole Source Justification: A document submitted by department staff for approval to 

contract with a particular party without competitive bidding. 

94. Solicitation: A good faith effort to obtain a bid or proposal for the provision of 

commodities or services. 

95. Specifications: A description of what the purchaser seeks to buy, and consequently, what 

a bidder/proposer must be responsive to in order to be considered for award of a contract. 

96. Standard: A characteristic or set of characteristics for an item that, for reasons of 

performance level, compatibility, or interchangeability with other products, etc., is 

generally accepted by producers and by users of the item as a required characteristic of all 

items for the designed purpose. 

97. Subcontractor: Any person undertaking part of the work under the terms of the contract, 

by virtue of a separate contract between the contractor and subcontractor. 

98. Supplier: An actual or potential contractor; a vendor. 

99. Surplus County Department Property:  Tangible buildings, supplies, materials, or 

equipment to which the County acquired title by means of purchase, donation, grant, or 

other lawful means, that a County department has determined is no longer needed by the 

department. 

100. Surplus County Property:  Surplus County Department Property that the County 

Procurement Officer or designee has determined is not needed for public use by any other 

County department. 

101. Terms and Conditions:  A general reference applied to the provisions under which 

bids/proposals must be submitted and which are applicable to most purchase contracts. 

102. Terms of Payment:  Methods and timelines by which the County must render payment 

under a purchase contract. 

103. Vendors List:  See Bidders List. 

104. Vendor Self Service (VSS): System that allows vendors/payees to manage account 

information and view financial transactions. 
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105. Waiver of Bid(s): A process authorized by law or rule whereby the County Procurement 

Officer or Deputy Purchasing Agents may procure items without competitive bidding 

procedures because of unique circumstances related to a particular need or procurement. 

106. Warranty: A representation of utility, condition, and durability made by a bidder or 

proposer for a product. 
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EXHIBITS 

Exhibit A: PROCUREMENT CARD POLICY  
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END EXHIBIT A 
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Exhibit B: Monterey County Local Preference Policy 
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END EXHIBIT B 
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Exhibit C: SOLE SOURCE/SOLE BRAND JUSTIFICATION 
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END EXHIBIT C 
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Exhibit D: Procurement Award Documents 

 

 

 



 

109 
 

 

 

END EXHIBIT D  
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Exhibit E: Environmentally Preferable Purchasing and Practices (EPPPP) Policy
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END EXHIBIT E 
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Exhibit F: COUNTY OF MONTEREY STANDARD AGREEMENT
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END EXHIBIT F 
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Exhibit G: EXHIBIT A TO AN AGREEMENT 
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Exhibit H: RFP Template to Give Departments 
.
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Exhibit I: ASSIGNMENT AND ASSUMPTION 
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END EXHIBIT I 
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Exhibit J: PROTEST POLICY

 



 

142 
 

 



 

143 
 

 



 

144 
 

 

END EXHIBIT J 
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Exhibit K: JOB ORDER CONTRACTING (JOC) POLICY GUIDELINES 
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END EXHIBIT K 
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Exhibit L: COUNTY OF MONTEREY – VENDOR DATA RECORD
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END EXHIBIT L  
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Exhibit M: California Form 590 

 

END EXHIBIT M  
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Exhibit N: California Form 587 

 

END EXHIBIT N 
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Exhibit O: PROFESSIONAL SERVICES AGREEMENT 
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END EXHIBIT O 
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Exhibit P: Amendment #1 to Agreement 
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Exhibit Q: Capital Asset Policy
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