PGCMLS Procurement Policy

1. Policy Overview

The Prince George’s County Memorial Library System (“the Library” or “the Library System”) dedicates itself to the
procurement of the right goods and services at the best value for the Library, in a timely manner, assuring the
prudent and economical use of public monies. All procurement transactions will comply with the Library System’s
policy to be inclusive, transparent, and equitable with public funds.

This policy applies to all Library System employees who are responsible for, or partake in, procurement transactions
for or on behalf of the Library System. Employees are responsible for understanding and complying with this policy.

Il. __ Procurement Standards

The Library System has adopted the “Best Value Standard” as its basis for awarding contracts for goods and
services. Selection of vendors or service providers will be based on the best value that meets the specifications,
requirements, and needs of the library system. The Library System will utilize the “Best Value Standard” to meet its
goals of optimizing quality, cost, and efficiency, among responsive and responsible offerors.

Under the “Best Value Standard,” the Library may consider non-price factors when awarding the purchase contract
to include, but not limited to, the following:

e Technical advantages, such as reliability, efficiency, ease of maintenance, or lifespan;
e Past Performance;
® Integrity and Ethics;

ILA. Minority-Owned, Women-Owned and Small Business Vendors
It is the goal of the Library System to use its best efforts to encourage, promote, and increase significant,
meaningful participation of minority -owned business enterprises in contracts and projects funded by all
departments of the Library and to effectively monitor such participation.
It is the policy of the Library to take affirmative action to give certified minority-owned business enterprises (MBEs)
and women-owned business enterprises (WBEs) the opportunity to demonstrate their ability to provide the Library
with goods and services at competitive prices. Purchases of goods or services from these bona fide minority-owned

and women-owned vendors will be prioritized, provided that cost, quality, and service are comparable.

The Director of Finance will present a report summarizing the participation of MBEs and WBEs in the Library’s
procurement process annually to the Board of Library Trustees within the first quarter of the fiscal year.

11.B. Local Businesses

Though the Library does not make purchasing decisions based exclusively on the location of the vendor, efforts will
be made to encourage qualified local vendors and suppliers to compete for Library business.

The Director of Finance will present a report summarizing the participation of local vendors and suppliers in the
Library’s procurement process annually at the Board meeting scheduled closest to the end of the fiscal year.

II.C. Domestic Preferences



When possible, and consistent with law, the Library will provide a preference for the purchase, acquisition, or use
of goods, products, or materials produced in the United States.

I.D . Competition

The Library will conduct all procurements in a manner that maximizes full and open competition, consistent with
this policy. As such, the Library will not conduct procurements in a manner that restricts competition, such as the
situations below:

Placing unreasonable requirements on competitors to qualify to do business;
Require unnecessary experience;

Allow non-competitive pricing practices between business or affiliated businesses;
Allow for organizational conflicts of interest;

Specify only a “brand name” rather than equal products;

Or other arbitrary procurement actions.

Additionally, the Library will only utilize a time and materials contract when no other contract type is suitable, and
only where the contract contains a not to exceed ceiling price. A time and materials contract is defined as those
contract where the cost to the library is the sum of the actual cost of materials and direct labor hours charged at
fixed hourly rates that reflect wages, general and administrative expenses, and profit.

Il.E. Conflict of Interest

The Library is committed to conducting all procurements free from any conflict of interest. It is not permissible to
favor any particular individual or firm with orders, or to give those submitting bids or quotations information which
will give an advantage over others seeking library business.

Conflicts of interest may arise when any employee, officer, director, volunteer or agent of the Library system has a
financial, family or any other beneficial interest in the vendor firm selected or considered for an award. No
employee, officer, director, volunteer or agent of the Library shall do business with, award contracts to, or show
favoritism toward a member of his/her immediate family, spouse’s family or to any company, vendor or concern
which either employs or has any relationship to a family member; or award a contract or bid which violates the
spirit or intent of federal, state and local procurement laws and policies established to maximize free and open
competition among qualified vendors.

No employee, officer, director, volunteer or agent of the PGCMLS shall participate in the selection, award or
administration of a bid or contract supported if a conflict of interest is real or apparent to a reasonable person.

IL.F. Anti-Bribery and other Ethical Considerations
All forms of commercial bribery are prohibited by the Library System. The Library’s employees, officers, directors,
volunteers, or agents shall neither solicit nor accept gratuities, gifts, consulting fees, trips, favors or anything having
a monetary value from a vendor, potential vendor, or from the family or employees of a vendor, potential vendor or
bidder; or from any party to a sub-agreement or ancillary contract unless approved by the Board of Library

Trustees.

The use of procurement for personal purchases is prohibited. No employee, officer, director, volunteer or agent
shall use this procurement process for private use.

1. Methods of Procurement

All Library contracts shall be awarded by:



Competitive sealed bidding;
Competitive sealed proposal;

Small purchase procedures; or
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Non-competitive procurement consistent with this policy.
All contracts require signature of the Chief Executive Officer or the Chief Operating Officer.

LA, Small Purchases
Up to $10,000

Any contract not expected to exceed $10,000 for goods or services may be entered into by an authorized purchaser
without competition. When practical dependent on the needs of the Library System, the authorized purchaser
should seek more than one price quote and solicit quotes from certified minority-owned, women-owned, or small
businesses consistent with this policy.

$10,000 to $100,000

Any contract expected to exceed $10,000, but not exceed $100,000 may utilize a simplified acquisition procedure.
For contracts using a simplified acquisition procedure, the authorized purchaser should solicit no fewer than two
(2) responsive bids or offerors. Where practical and consistent with the needs of the Library, purchases which
exceed $50,000, but do not exceed $100,000, should consider soliciting bids through a publicly available oral or
written solicitation.

The aggregate amount known or reasonably expected to be expended for like commodities or services (whether
from a single vendor or multiple vendors) in a fiscal year or over the duration of the Library project or undertaking
for which the procurement is intended, whichever is longer, shall be used to determine the guidelines for
competitive bidding. Contracts for basic or essential recurring services or commaodities that extend for one or more
years, or that are renewable for additional years, shall be competitively bid based on the aggregate amount known
or reasonably expected to be expended for like commodities or services (whether from a single vendor or multiple
vendors) for the period of the contract, including potential renewals. (Examples of such recurring services include,
but are not limited to, facilities maintenance, equipment maintenance, security services, and IT software and
support.) Contracts may not be subdivided to avoid the competition requirements of this policy.

11.B Formal Procurement Procedures

For purchases in excess of $100,000, all procurements, whether competitive sealed bid, competitive procurement,
or contract negotiation, shall follow competitive procedures and require public notice.

Competitive Sealed Bidding

Competitive sealed bidding shall be used when the contract is being awarded to the lowest responsive, responsible
bidder. The authorized purchaser shall seek bids by issuing an Invitation for Bids, including detailed specifications of
the goods or services to be procured, and the basis of award.

Bids shall be opened in a public manner, examined for compliance, confirmed the successful bid is responsive, the
successful bidder is responsible and meets minimum qualifications.

Competitive Sealed Proposals

Competitive sealed proposals is the procurement method used where a contract is awarded based upon the best
value. A contract is awarded to the responsible offeror whose proposal is determined to be the most



advantageous, considering the price and the evaluation factors set forth in the request for proposals. Proposals
should be sought publicly, and at least two (2) proposals should be reviewed. Award should be made to the
responsive, responsible offeror whose offer represents the best value to the Library System.

1.C. Non-Competitive Procedures

The Library may utilize non-competitive procurement procedures in the following situations, described below. The
Director of Finance will provide quarterly reports to the CEO and the Board for all non-competitive procurements.

Sole Source

The Library may award to an identified vendor without competition when such vendor is the only available source
which can meet the requirements of the procurement. If there is any doubt, competitive procurement should be
followed. In circumstances where a contract is procured using a sole source procurement, the authorized purchaser
must first determine that the proposed price is fair and reasonable, and conduct negotiations as appropriate for
price, delivery, and terms.

The department head or other officer initiating the procurement request shall write a narrative justification for the
non-competitive procurement and submit it to the Library’s CEO for approval if the total amount is less than or
equal to $50,000. If the amount is above $50,000 or if the Library CEO is the initiator of the request, approval by
the PGCMLS Board is required.

Sole Source Justification Approval

Purchase Amount Justification Approver

$5,001 up to $50,000 PGCMLS CEO

Over $50,000 PGCMLS Board of Trustees
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The Library System may utilize contracts that have been extended to local governments or school districts by Prince
George’s County or another governmental body, or designated nongovernmental partner organizations. The Library
may only utilize contracts for the same type(s) of goods or services outlined in the original contract. The soliciting
department head shall consider whether such contracts will result in cost savings after all factors, including charges
for the service, material, and delivery have been considered.

Vendors on county contracts must be given priority consideration.

Emergency Purchases

In an emergency situation, the Library may issue procurement contracts without the formal competitive bidding
procurement process. In these instances, a reasonable attempt should be made to obtain at least three quotes.
Failure to properly plan in advance, or other avoidable situations caused by neglect, gradual wear and tear, or
budget or contract expiration, are presumed not to qualify as emergencies unless other factors create an
emergency situation. Examples of qualified emergencies include those that:



® Arise out of an incident, occurrence or condition that could not have been reasonably foreseen or
anticipated;

e Could adversely affect public buildings, property, or the life, health, safety of the Library’s
customers or staff; and

e Require immediate action which cannot await competitive bidding.

Emergency procurement procedures may be used to purchase only that which is necessary to meet the
requirements of resolving the emergency as justifiable in the public interest or to pay for unforeseen damage to
public machinery, equipment, or other property. Procurement to meet any subsequent requirements shall follow
normal purchasing procedures.

The authorized purchaser must still negotiate a fair and reasonable price and subsequently document the
procurement actions below on the Emergency Procurement Form:

Date

Statement of Work

Price(s) quoted

Name of the vendor representative(s) providing the information

Justification for emergency procurement, including a timeline of the emergency situation.

The Department Head must submit the Emergency Procurement Form to the CEO within 48 hours for their review
and approval or denial. If the CEO deems the situation not to be a true emergency, the Department Head will be
notified to continue using another procurement method.

If the Department Head determines that the use of the Emergency Procurement method is immediately necessary
and cannot wait 48 hours to obtain the CEO’s approval, the Department Head must: make every attempt to obtain
oral approval from the CEO to proceed with the work in question and document the explanation regarding why a
48-hour delay would cause imminent harm. A copy of the justification should be sent to the CEO within 48 hours of
determining the Emergency.

Expedited Procurement

The Library may conduct an expedited process in excess of $50,000 when fully competitive process cannot be used
because urgent circumstances require expedited action, and the action is in the public interest and outweighs the
benefits of the RFP process. However, a reasonable attempt should be made to obtain at least three oral quotes.
Examples include critical systems needed to maintain operations, repairs that would prevent the failure of a critical
system, or repairs that, if delayed, could adversely affect public buildings, property, or the life, health, and safety of
the Library’s customers or staff.

When the expedited procurement method is used, the Department Head shall make a written determination that:

e Explains why an expedited procurement best serves the public interest and why the need to make an
expedited procurement outweighs the benefits of making the procurement by a competitive process such
as an RFP.

The Department Head must submit the Expedited Procurement Form to the CEO within seven business days for
approval or denial. If the CEO deems the situation does not warrant an expedited procurement process, the
Department Head will be notified to continue using another procurement method.

Expedited procurement does not absolve the Department Head from negotiating a fair and reasonable price and
subsequently documenting the procurement actions below on the Expedited Procurement Form:



Date

Statement of Work

Price quoted

Name of the vendor representative providing the information

Justification for expedited procurement, including a timeline of the situation.

Blanket Purchase Orders

Blanket purchase orders may be issued to cover indeterminate requirements of specific commodities and services
when the exact quantity to be purchased is unknown. In cases where a "Not to Exceed" dollar valuation is shown,
the "blanket order" may be issued for the entire fiscal year, through June 30. The Finance Department will take
reasonable measures to close out any remaining open purchase orders as part of the year-end closing process. The
Director of Finance will provide a report to the CEO and the Board of any remaining open purchase orders from the
close of the fiscal year, no later than the September Board meeting.

V. Documentation and Reporting

The Library shall maintain records sufficient to detail the history of each procurement transaction. These records
must include the rationale for the procurement method, contract type selection, contractor selection or rejection,
and the basis for the contract price.

Additionally, on an annual basis, at the first scheduled Board meeting of the next fiscal year, a report shall be
prepared summarizing compliance with this policy, including but not limited to identification of (a) all procurement
contracts performed, awarded, extended, renewed or terminated during the preceding year, with key information
such as the goods or services purchased and the contract award dates, length and amounts; (b) the competitive or
non-competitive process used to award each contract; (c) any emergency designations justifying a contract award;
and (d) the participation of MBEs, WBEs and local businesses in the procurement process.



