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INTRODUCTION

Purpose and Policy

The purpose of this policy is to establish uniform, sound, compliant, and efficient procedures
for the management of grants made to or by the Laramie County Board of Commissioners.
By following these policies and procedures there will be compliance with all state and federal
laws, proper use and distribution of funds, and timely submission of required reports and
other official documentation in order to protect Laramie County from legal or regulatory
liability.

The grant policy applies to grants and cooperative agreements to, with, or by all departments,
agencies, and/or joint agencies of the Laramie County Government whose budget is
approved in whole or part by the Laramie County Board of Commissioners. This grant
policy would not typically apply to the Laramie County Library System, the City/County
Health Department or off-line county boards, except when these entities receive a grant from
Laramie County.

Good management principles and practices are basic to the successful administration of
grant-funded projects and are required in administering Federal grants. This handbook
discusses the critical aspects of grants management to include planning, implementing,
financial management, monitoring, reporting, and evaluation.

Laramie County Board of Commissioners reserves all final authority governing the content
and use of this handbook. The board may add to the guidelines in this handbook or
revise/modify at any time and any revised/modified pages will be distributed to those that
have this handbook. If this policy is not followed in a correct and timely manner, a report
will be made to the Board of County Commissioners recommending review of continuation
in the grant program.

DEFINITIONS

Grants include all forms of financial assistance from Federal, State or Local Governments,
businesses, non-profits, foundations, corporations, or other entities for the purpose of
transferring a thing of value (money, property, services, etc.) to or from Laramie County.
Grants are for a public purpose of support or stimulation, rather than for the acquisition of
property or services for the direct benefit or use of the Laramie County Government or
external grantee.

Grants to or by the county may be identified by the following terms: grant, cooperative
agreement, participation agreement, financial assistance, project assistance, agreement, or
memorandum of understanding. Grants do not include everyday procurement of goods and
services for direct benefit or use of Laramie County.
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COUNTY PURCHASING

Laramie County does not have specified purchasing policies and procedures and falls under
the Wyoming Statutes. These statutes are indistinct as to specific purchasing policies and
procedures for counties, like the state and municipalities. Therefore, this Handbook has been
assembled using Wyoming Statutes where applicable, references from the Council of State
Governments “State and Local Purchasing”, the “Contracts Management Handbook™, the
“Internal Controls for Recipients of Federal Grants”, and past county practices. These
guidelines are subject to revision to meet the changing demands and complexity encountered
in the field of purchasing under grants. This policy and procedure handbook applies only to
expenditures made with grant funds or under grant programs.

County Purchasing Authority

Under Wyoming Statute 18-3-504 (a) “Each Board of County Commissioners may:

(i1) “Examine and settle all accounts of receipts and expenses of the county and examine,
settle, and allow all accounts against the county and issue county orders therefore as provided
by law;’

(iv) “Apportion and order the levying of taxes as provided by law;”

(v) “Represent the county, care for the county property and manage the business and
concerns of the county in all cases where no provision is made by law;”

Upon adoption of the fiscal year budget, the Board of County Commissioners authorizes each
department of the county to encumber and make purchases with the given appropriation
(W.S. 16-4-101, Uniform Municipal Fiscal Procedures & County Resolution for Budget
Adoption).

GRANT PROCEDURES

All grant applications will be submitted through or by the grants manager. Parties interested
in seeking or making a grant should involve the grants manager as early as possible in the
process. Grant applications must be provided to the grants manager as soon as possible and
in no case later than one month prior to the application deadline. Ultimately, responsibility
for the information contained in a grant application lies with the department seeking the grant
along with the responsibility of providing any information required by the grants manager to
prepare or review the application.

All grant applications must be authorized by resolution from the Board of County
Commissioners. The grants manager will draft a resolution authorizing the application,
obtain county attorney review, and place the resolution on the agenda. Departments or
agencies applying for a grant should have a representative at the agenda meeting and board
meeting when the resolution is scheduled for consideration.
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All grant applications, correspondence, and documents relating to a grant application must be
sent through the Grants Department rather than directly to the granting agency. The
resolution approved by the Board of County Commissioners will be retained as the “Copy of
Record” by the county clerk. A duplicate original will be provided to the grants manager and
placed in the application file.

Most, but not all, approved grant applications result in a grant agreement, contract, award
acceptance, or other legal document (hereafter “grant agreement”) containing the grant terms
or conditions. This document along with any amendments, attachments, or similar
documents will be forwarded to the grants manager upon receipt.

The grants manager will review the grant agreement for compliance. Any negotiation of the
terms of the grant agreement will be conducted by or through the grants manager and they
will prepare the agreement for consideration by the Board of County Commissioners, obtain
county attorney review, and place the grant agreement on the agenda.

Upon approval by the board of the grant agreement, a “Copy of Record™ will be retained by
the county clerk if the grant agreement is fully executed and a duplicate original is available,
otherwise the grants manager will obtain an executed agreement or stamped copy from the
grantor and provide this document to the county clerk. A copy of the executed grant
agreement and supporting documents will be placed in a grant file to be created and
maintained by the Grants Department. All files will also be scanned and saved in electronic
format by grant and fiscal year.

PRELIMINARY GRANT PROCESS

Definition and Purpose

This section discusses activities that occur before the grant is submitted to the funder.
A grant is an award of money so that an outcome, result, or product is accomplished by the
receiving entity (hereafter “grantee™).

The grants manager is responsible for tracking all grant funding through Laramie County
Government. This information is necessary for the Laramie County Financial Report (audit).

Procedure

The Grants Department is available to help all county departments, agencies, and
jurisdictions find funders for specific projects and writing the application or obtaining
specific information pertinent to the grant application.

1. Prior to the submission of the grant proposal, the grants manager will obtain approval
for submission from the Board of County Commissioners at the commissioner’s
meeting.

2. Once the grant application has been submitted to the funder, retain one copy of the
funder’s request for proposal and the grant proposal.
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3. After confirmation of award the Laramie County Board of Commissioners will vote
on the grant award at a regularly scheduled board meeting.
4. Files to be maintained by the Grants Department.

GRANT PURCHASING AND PROCUREMENT

Purpose

All procurement made by Laramie County involving the expenditure of grant funds will be
made in accordance with the following standards:

e Procurement transactions, regardless of method or dollar value, will maximize open
and free competition. Laramie County shall not engage in procurement practices,
which may be considered restrictive in trade.

e Purchases will be reviewed by the grants manager or designee to prevent duplication
and to insure that costs are reasonable and allowable.

e Purchases of unnecessary items will be avoided.

Where appropriate, an analysis will be made of lease and purchase alternatives to
determine which would be the most economical and practical.

Procedure

All payments related to grants from or to Laramie County will be provided to the grants
manager upon receipt of a valid invoice or payment request to code. The invoice will then be
processed by the Finance Department. All grant related payments shall be paid only upon
approval of the department making or receiving the grant and the grants manager.

If not specified within the grant agreement the following procurements/purchases shall be
made by one of the following methods for items under grant funds: (a) small or simplified
purchases procedures, (b) competitive bids, (c) competitive negotiation, or (d) non-
competitive negotiation.

Micro-Purchases

Purchases that are under $3,000 do not require any quotations, as long as items purchased use
an equitable distribution process.

Small or Simplified Purchases

Purchases, which cost between $3,000 and $150,000, require three over-the-telephone
quotations of rate, price, etc., but no legal advertisement is required. A memorandum
will be prepared setting forth the date the calls were made, parties that were
contacted, and prices obtained. For purchases of less than $5,000, efforts will be
made to get the lowest and best price but written records of such efforts are not
necessary.
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Sealed/Competitive Bids

Bidding will only be used when detailed specifications for the goods or services to be
procured can be prepared and the primary basis for award is cost. When the cost of a
contract, lease, or other agreement for materials, supplies, equipment, or contractual
services exceeds $150,000, an Invitation for Bids (IFB) notice will be prepared. This
notice will be published at least twice, in at least one official newspaper of general
circulation throughout the immediate service area. This newspaper notice will appear
not less than seven (7) days and not more than twenty-one (21) days before the due
date for bid proposals. The elected official, department head, or project manager or
designee may also solicit sealed bids from responsible prospective suppliers by
sending them a copy of such notice with coordination of Grants Department.

The IFB will include a clear and accurate description of the technical requirements
including the range of acceptable characteristics or minimum standards and the
specific features of a “brand name or equal™ descriptions that bidders are required to
meet for the goods or services to be procured. The IFB will also include the bid
deposit and bond performance required (if applicable), the location where bid forms
and specifications may be secured, the time and place for opening bids, and whether
the bid award will be made on the basis of the lowest bid price or the lowest
evaluated price. If the lowest evaluated price is used, the measurable criteria to be
utilized must be stated in the IFB. The newspaper notice must also contain language,
which calls to the attention of bidders, all applicable requirements which must be
complied with such as the Civil Rights Act of 1964.

Bids will be opened in public, at the time and place stated in the IFBs. The bids will
be tabulated by the grants manager or designee at the time of bid opening. The results
of the tabulation and the bid documents will be examined for accuracy and
completeness by the grants manager, county commissioners and department head or
project manager. Laramie County Board of Commissioners will make the decision as
to whom the contract shall be awarded. After the bid award is made by the Board of
County Commissioners, a contract will be prepared for execution by the successful
bidder by the Grants Department and the county attorney. After the contract is signed,
all bid deposits will be returned to all unsuccessful bidders.

Laramie County may cancel an Invitation for Bid or reject all bids if it has determined
in writing that such is in the best interest of Laramie County. Laramie County may
allow a vendor to withdraw a bid if requested at any time prior to the bid opening.
Bids received after the time set for bid opening shall be returned to the vendor
unopened.

Competitive Negotiations/Proposals

Laramie County will utilize competitive negotiations for purchases exceeding
$150,000 upon a written determination that:

6|Page



Specifications cannot be made specific enough to permit the award of a bid on
the basis of either the lowest bid price or the lowest evaluated bid price (in
other words, bidding is not feasible).

The services to be procured are professional or personal in nature and the
qualifications of the proposed contractor need to be determined. Evaluation is
done based on performance not price.

With the exception of procurement of certain professional services (principally engineering
services), competitive negotiations will proceed as follows:

Proposals will be solicited through newspaper advertisement; additionally, a
Request for Proposals (RFP) may be prepared and mailed to qualified
vendors. The newspaper advertisement must be published at least seven (7)
days and not more than twenty-one (21) days before the date for receipt of the
proposals. The RFP will describe services needed and identify the factors to
be considered in the evaluation of proposals and the relative weights assigned
to each selection factor. The document will also state where further details
regarding the RFP may be obtained. The RFP will call attention to the same
regulations discussed in the bidding process and will always include cost as a
selection factor.

Award must be made to the offer or whose proposal is determined in writing
by a review committee to be the most advantageous to Laramie County.
Evaluations must be based on the factors set forth in the RFP and a written
evaluation of each response prepared. The review committee may contact the
firms regarding their proposals for the purpose of clarification and record in
writing the nature of the clarification. If it is determined that no acceptable
proposal has been submitted, all proposals may be rejected. New proposals
may be solicited on the same or revised terms or the procurement may be
abandoned.

For the procurement of certain professional services, an alternative to an RFP may be used.
Laramie County may publish a Request for Qualifications (RFQ). An RFQ is handled in a
similar method to an RFP with the exception that cost is not a factor in the initial evaluation.
A review committee will evaluate the responses and rank them by comparative
qualifications. The highest scoring person or firm will be contacted and the selection
committee will negotiate cost. If the committee is unable to negotiate a satisfactory cost
arrangement, the second highest scoring person or firm will be invited to negotiate. The
committee will maintain a written record of all such negotiations.

Non-Competitive Negotiations

Non-competitive negotiations may be used for procurements in excess of $150,000
when bidding or competitive negotiations are not feasible. Laramie County may
purchase goods and services through non-competitive negotiations when it is
determined in writing by the elected official, department head, project manager or
designee that competitive negotiation or bidding is not feasible and that:
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e An emergency exists which will cause public harm as a result of the delay
caused by following competitive purchasing procedures;
The product or service can be obtained only from one source;
The contract is for the purchase of perishable items purchased on a weekly or
more frequent basis; or

¢ Only one satisfactory proposal is received through RFP or RFQ.

Procurement by non-competitive negotiation requires the strictest attention to the
observation of impartiality toward all suppliers.

Capital Purchases

It is the grants policy of Laramie County to solicit fair and impartial bids on all new and used
capital purchases of $5,000 and above. Specifications for equipment should be prepared by
the respective department and Grants Department and put out to bid. The bid process will
follow the schedule outlined in the contracts section of this policy. If a county agency wishes
to acquire equipment outside of the bid process, the procedures under “Sole Source
Purchases™ must be adhered to. This must also include the approval of the Board of County
Commissioners.

Sole Source Purchases

The purchase of new or used materials and/or services available from only one source may
be exempt from the quote process. A special equipment designation effectively eliminates
competition; concise written documentation should be prepared explaining why only a
particular model/brand is acceptable. Additionally, in some instances, there is only one
supplier who is capable of furnishing the required repair or replacement part to existing
county equipment.

Such purchases, when identified and justified, shall be exempt from the quote and bid
process, with approval of the grants manager, county attorney, or Board of County
Commissioners. All sole source documentation pertaining to grant purchase will be
maintained by the Grants Department and will be considered part of the grant file for that
project.

Supplier Obligation

Suppliers and contractors are expected to fulfill these basic responsibilities:

A. Realistic delivery dates shall be provided for services and materials by the supplier.

B. Suppliers are obligated to inform the county purchasing entity of improved products that
may be available or those which may soon be obsolete.

C. Suppliers shall conduct negotiations ethically without attempts to influence through offer
in personal gifts or entertainment.
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D. Suppliers shall be required to provide services during the warranty for the services or
merchandise acquired.

E. Suppliers are obligated to work with the purchasing entity to resolve instances where
damaged materials are received or faulty services are performed.

F. Suppliers are obligated to obtain bonding and insurance when required by the type of work
or contract.

Vendor Relations

It is the policy of Laramie County Grants Department, to maintain and practice the highest
possible standards of business ethics, professional courtesy, and competence in all of its
transactions. Applicable laws will be observed at all times. In this regard, the following

should be observed when dealing with vendors:

A. Accord prompt and courteous reception, as well as fair and equal treatment to all vendors
and representatives.

B. Provide equal opportunity for all vendors to make price and specification quotations.
C. Guarantee the confidentiality of all specifications and price quotations made by vendors.
D. Avoid putting suppliers to unnecessary expense or inconvenience on returned goods.

E. Explain to vendors, as clearly and to the fullest extent possible, the reason for the
rejection of the bids/proposals. '

F. Remain scrupulously free from obligations to any supplier.

G. If for any reason one vendor is permitted to requite, all competitors will be given the same
opportunity. Requoting should be restricted to a minimum.

H. Decline to take advantage of vendor’s errors and show consideration for difficulties by
cooperating when possible.

Standardization

Standardization of all supplies, materials, and equipment is to be achieved whenever
possible.
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