Los Angeles County Service Authority for Freeway Emergencies
Kenneth Hahn Call Box System

One Gateway Plaza Los Angeles, California 90012-2952
TEL(213) 922-5652 rax (213) 922-2955

AGENDA

LOS ANGELES COUNTY
SERVICE AUTHORITY FOR FREEWAY EMERGENCIES
(SAFE)

REGULAR BOARD MEETING
BOARD OF DIRECTORS
MTA Headquarters
3rd Floor - Board Room
One Gateway Plaza
Los Angeles

Thursday, January 24, 2002 - 9:30 AM

Call to order:
Directors:

John Fasana, Chair

James Hahn, 1st Vice Chair
Zev Yaroslavsky, 2nd Vice Chair
Michael Antonovich

Hal Bernson

Yvonne Brathwaite Burke
Paul Hudson

Don Knabe

Gloria Molina

Pam O’Connor

Beatrice Proo

Frank Roberts

Allison Yoh

Robert Sassaman, Ex Officio



SERVICE AUTHORITY FOR FREEWAY EMERGENCIES BOARD RULES

PUBLIC INPUT

The meetings of the Service Authority for Freeway Emergencies Board are open to the public. A member of the public may address the Board on the subject of one or more
agenda items and/or other items of interest which are within the subject matter jurisdiction of the Service Authority for Freeway Emergencies. The total presentation for any
combination of agenda items and non-agenda items addressed shall not exceed two minutes in length. A request to address the Board must be submitted in person to the Board
Secretary prior to the start of the meeting.

All Public Comment will be heard at the end of each meeting. Each individual will have the opportunity to speak only once at the time Public Comment is heard and should
include all comments for all items. The Public Comment period will last thirty minutes maximum in length. Speakers will be called according to the order in which the
speaker request forms are received until the thirty minute period has expired. The Chair may limit the public inpur on any item or the total amount of time allocated for public
testimony based on the number of people requesting to speak and the business of the Board. If you are a party to a specific item, you will be called upon to speak at the time
that issue is being considered.

In accordance with Gevernment Code Section 549354.3(a) the Chair may from time to time dispense with public comment on items previously considered by a committee
composed exclusively of Board members.

In accordance with State Law (Brown Act), all matters to be acted on by the SAFE Board must be posted at least 72 hours prior to the Board meeting. In case of emergency, or
when a subject matter arises subsequent to the posting of the agenda, upon making certain findings, the Board may act on an item that is not on the posted agenda.

CONDUCT IN THE BOARD ROOM The following rule pertains to conduct at Service Authority for Freeway Emergencies Board meetings:

REMOVAL FROM THE BOARD ROOM  The Chair shall order removed from the Board Room any person who commits the following acts with respect 10 any meeting of
the SAFE Board:

Disorderly behavior toward the Board or any member of the staff thereof, tending (o interrupt the due and orderly course of said meeting.
A breach of the peace, boisterous conduct or violent disturbance, tending to interrupt the due and orderly course of said meeting.
Disobedience of any lawful order of the Chair, which shall include an order to be seated or to refrain from addressing the Board; and
Any other unlawful interference with the due and orderly course of said megting.

INFORMATION RELATING TO AGENDAS AND ACTIONS OF THE BOARD

Agendas for the Regular SAFE Board meetings are prepared by the Board Secretary and are available prior to the meeting in the MTA Records Management Department and
on the Internet.

Every meeting of the SAFE Board of Directors is recorded on cassette tapes, and duplicate tapes are available for a nominal charge. A Spanish language translator is available
at all Board Meetings. Translators for other languages must be requested 72 hours in advance.

After each Board meeting, a record is prepared which indicates the actions taken by the Board. This record is available on the second business day following the meeting.

DISCLOSURE OF CONTRIBUTIONS

The State Political Reform Act (Government Code Section 84308) requires that a party to a proceeding before an agency involving a license, permit, or other entitlement for
use, including all contracts (other than competitively bid, labor, or personal employment contracts), shall disclose on the record of the proceeding any contributions in an
amount of more than $250 made within the preceding 12 months by the party, or his or her agent, to any officer of the agency. Persons required to make this disclosure shall
do so by filling out a "Disciosure of Contribution” form which is available at the SAFE Board Meetings. Failure to comply with this requirement may result in the assessment
of civil or criminal penalties.

ADA REQUIREMENTS

A cordless microphone is available for those persons with mobility impairments who cannot access the public speaking area. Sign language interpreter services are available by
giving notice at least three business days in advance of the meeting. Please telephone (213) 922-4600 between 8 a.m. and § p.m., Monday through Friday. Our TDD line is
(800)252-9040.

HELPFUL PHONE NUMBERS

Copies of Agendas/Record of Board Action/Cassette Tapes of Meetings - (213) 922-2335 (Records Management Department)
General Information/Rules of the Board - (213) 9224600

Internet Access to Agendas - www.mta.net

TDD line (800) 252-9040

NOTE: ACTION MAY BE TAKEN ON ANY ITEM IDENTIFIED ON THE AGENDA.



APPROVE minutes of Regular Board meeting held November 29,
2001.

APPROVE the Procurement Policy, developed specifically for SAFE,
which includes the delegation of procurement authority to the SAFE
Executive Officer.

-

APPROVE execution of a three-year Memorandum of Understanding
(MOU) with the Los Angeles county Metropolitan Transportation
Authority (MTA) for construction management services in support
of the mobility impaired accessibility improvements to the Kenneth
Hahn Call Box System for a total amount not to exceed $1,200,000.

Public Comment.

Consideration of items not on the posted agenda, including: items to be
presented and (if requested) referred to staff; items to be placed on the
agenda for action at a future meeting of the Board; and/or items requiring
immediate action because of an emergency situation or where the need to
take immediate action came to the attention of the Board subsequent to
the posting of the agenda.

COMMENTS FROM THE PUBLIC ON ITEMS OF PUBLIC INTEREST
WITHIN COMMITTEE’S SUBJECT MATTER JURISDICTION

ADJOURNMENT



Los Angeles County Service Authority for Freeway Emergencies
Kenneth Hahn Call Box System

One Gateway Plaza Los Angeles, California 90012-2952
TEL{213) 922-5652 Fax (213) 922-2955

MINUTES /PROCEEDINGS

LOS ANGELES COUNTY
SERVICE AUTHORITY FOR FREEWAY EMERGENCIES
(SAFE)

REGULAR BOARD MEETING
BOARD OF DIRECTORS
MTA Headquarters
3rd Floor - Board Room
One Gateway Plaza
Los Angeles

Thursday, January 24, 2002

Called to order at 9:45 a.m.

Directors present:

John Fasana, Chair

Hal Bernson

Yvonne Brathwaite Burke
Paul Hudson

Don Knabe

Beatrice Proo

Frank Roberts

Allison Yoh

Robert Sassaman, Ex Officio



1.  APPROVED minutes of Regular Board Meeting held November 29,
2001.

2. APPROVED the Procurement Policy, developed specifically for
SAFE, which includes the delegation of procurement authority to
the SAFE Executive Officer.

3.  APPROVED execution of a three-year Memorandum of
Understanding (MOU) with the Los Angeles County Metropolitan
Transportation Authority (MTA) for construction management
services in support of the mobility impaired accessibility
improvements to the Kenneth Hahn Call Box System for a total
amount not to exceed $1,200,000.

4, Public Comment - NONE

Prepared by: Christina Lumba-Gamboa
Recording Secretary

Board|(Se /retazy



RECAP OF PROCEEDINGS
LOS ANGELES COUNTY, METROPOLITAN TRANSPORTATION AUTHORITY

SAFE REGULAR BOARD MEETING
THURSDAY, JANUARY 24, 2002

DIRECTORS VOTING

PROCUREMENT AUTHORITY TO THE SAFE
EXECUTIVE OFFICER.

PiPlAalalalrl{r|lalale]lrplr]|er
- b
r-f( O X pd
Z S = T n = 2 Z 2 =
ITEM ‘ 2 8 2 Z %3 & Zz & %2 2 8 x E =
SUBJECT ITEM ACTION TAKEN A€ Z2 O ¥ = <= 4z & O @ <
NO. g O 5 A B N x® D % @ u
< >
APPROVE MINUTES OF REGULAR BOARD _
! |MBETING HELD NOVEMBER 29, 2001. APPROVED Y YpAr Al Al Y[ Y[ ALALY Y Y| A
APPROVE THE PROCUREMENT POLICY,
DEVELOPED SPECIFICALLY FOR SAFE,
2 |WHICH INCLUDES THE DELEGATION OF APPROVED ylylalalalyly|lalalylyl|lyl]a

LEGEND: Y-YES, N-NO, C-CONFLICT, AB-ABSTAIN, A-ABSENT, P-PRESENT

1




RECAP OF PROCEEDINGS
LOS ANGELES COUNTY, METROPOLITAN TRANSPORTATION AUTHORITY

SAFE REGULAR BOARD MEETING

THURSDAY, JANUARY 24, 2002
DIRECTORS VOTING
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APPROVE EXECUTION OF A THREE-YEAR
MEMORANDUM OF UNDERSTANDING (MOU)
WITH THE LOS ANGELES COUNTY
METROPOLITAN TRANSPORTATION
AUTHORITY (MTA) FOR CONSTRUCTION
MANAGEMENT SERVICES IN SUPPORT OF

3 |THE MOBILITY IMPAIRED ACCESSIBILITY | 'ROVED Y Y AA]A Y PY PAab ALY Y PY Y
IMPROVEMENTS TO THE KENNETH HAHN
CALL BOX SYSTEM FOR A TOTAL AMOUNT

NOT TO EXCEED $1,200,000.

4 |PUBLIC COMMENT. NONE

LEGEND: Y-YES, N-NO, C-CONFLICT, AB-ABSTAIN, A-ABSENT, P-PRESENT
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RECAP
SERVICE AUTHORITY FOR FREEWAY EMERGENCIES
JANUARY 24, 2002 ‘

Item 1 APPROVED

APPROVE minutes of Regular Board meeting held November 29, 2001.

Pregent HUDSON YES
Present PROC YES
Absent O T"CONNOR

Absent MOLINA

Absent ANTONOVICH

Present KNABE YES
Present FASANA YES
Absent HAHN

Absent YAROSLAVSKY

Present BERNSON YES
Present BURKE YES
Pregent YOH YES
Absgent RCBERTS

Pregent SASSAMAN

Item 2 APPROVED

APPROVE the Procurement Policy, developed specifically for SAFE,
which includes the delegation of procurement authority to the SAFE
Executive_officer.

Present HUDSON YES
Present PROO YES
Absent O ' CONNOR

Abgsent MOLINA

Absgent ANTONOVICH

Present KNABE YES
Present FASANA YES
Abgent HAHN

Abgent YAROSLAVSKY

Pregent BERNSON YES
Present BURKE YES
Pregent YCH YES
Abgent ROBERTS

Present SASSAMAN



Item 3 APPROVED

APPROVE execution of a three-year Memorandum of Understanding
(MOU) with the Los Angeles County Metropolitan Transportation
Authority (MTA) for construction management services in support of
the mobility impaired accessibility improvements to the Kenneth
Hahn Call Box System for a total amount not to exceed $1,200,000.

Pregent HUDSON YES
Presgent PROO YES
Absent Q' CONNOCR

Absent MOLINA

Absent ANTONOVICH

Present KNARE YES
Present FASANA YES
Absent HAHN

Absent YAROSLAVSKY

Present BERNSON YES
Present BURKE YES
Pregent YOH YES
Present ROBERTS YES

Presgsent SASSAMAN



Los Angeles County Service Authority for Freeway Emergencies
Kenneth Hahn Call Box System

One Gateway Plaza Los Angeles, California 9001 2-2952
TEL (213) 922-5652 FAx (213) 922-2955

MINUTES/PROCEEDINGS

LOS ANGELES COUNTY

SERVICE AUTHORITY FOR FREEWAY EMERGENCIES

(SAFE)

REGULAR BOARD MEETING
BOARD OF DIRECTORS
MTA Headquarters
3rd Floor - Board Room
One Gateway Plaza
Los Angeles

Thursday, November 29, 2001 - 9:30 AM

Called to order at 9:55 a.m.

Directors present:

John Fasana, Chair
James Hahn, 1st Vice Chair
Zev Yaroslavsky, 2nd Vice Chair

Hal Beiiison

Yvonne Brathwaite Burke

Paul Hudson
Don Knabe

Gloria Molina
Beatrice Proo
Frank Roberts

Allison Yoh

1



1. APPROVED minutes of Regular Board meeting held August 23,
2001.

2. APPROVED execution of a three-year firm fixed-price contract with
Peterson Chase General Engineering Construction, Inc. for
construction of mobility impaired accessibility improvements
to the Kenneth Hahn Call Box System for a total contract value of
$7,500,000.

3. Public Comment - None

Prepared by: Dona Enright
Recording Secretary




RECAP OF PROCEEDINGS

BOARD MEETING
THURSDAY, NOVEMBER 29, 2001

LOS ANGELES COUNTY SERVICE AUTHORITY FOR FREEWAY EMERGENCIES

IMPAIRED ACCESSIBILITY
IMPROVEMENTS TO THE
KENNETH HAHN CALL BOX
SYSTEM FOR A TOTAL
CONTRACT VALUE OF
$7,500,000.
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Los Angeles County Service Authority for Freeway Emergencies
Kenneth Hahn Call Box System

One Gateway Plaza Los Angeles, California 90012-2952
TEL (213) 922-5652 rax (213) 922-2955

SAFE BOARD
JANUARY 24, 2002

SUBJECT: SAFE PROCUREMENT POLICY
ACTION: APPROVAL OF SAFE’S PROCUREMENT POLICY

RECOMMENDATION

Approve the Procurement Policy (Attachment A), which includes the delegation of procurement
authority to the SAFE Executive Officer, developed specifically for SAFE.

ISSUE
SAFE is authorized pursuant to California Streets and Highways Code Section 2554 to contract
and undertake any act convenient or necessary to carry out its duties. However, SAFE currently

has no specific procurement policies or procedures developed and/or approved for its own use,

POLICY IMPLICATIONS

The purpose of approving the Procurement Policy is to provide SAFE with specific Board
approved guidelines as to how to conduct procurement activities for SAFE. The implication of
this policy is to ensure the integrity of SAFE’s procurement process, while ensuring that
purchases are made in a cost effective, timely manner; with fair and open competition; and in
accordance with all applicable laws and regulations. Approval of the policy will enable SAFE to
develop streamlined procedures developed to address SAFE’s business needs.

Included in the Procurement Policy is the delegation of procurement authority to the SAFE
Executive Officer. The delegation is consistent with the delegated levels of authority approved
by the MTA Board of Directors.

OPTIONS
The Board has the option of not approving the Procurement Policy. This option is not
recommended as SAFE would continue to have no specific approved Procurement Policy to

govern its procurement activities.

FINANCIAL IMPACT

Approval of this policy is expected to provide administrative efficiencies for SAFE through the
implementation of streamlined procurement activities.



BACKGROUND

The Los Angeles County Service Authority for Freeway Emergencies was created in 1988 and
assumed the installation, operation, maintenance and administration of the Los Angeles County
Kenneth Hahn Call Box System from the County Department of Public Works. In March 1988
SAFE, then housed with the Los Angeles County Transportation Commission, adopted the use
of LACTC’s procurement policy specifically for consultant services. In May 1988, the Court of
Appeal, Fourth District, issued a ruling that SAFE’s were not subject to California Public
Contract Code Section 20128 or 20162 and were therefore not required to engage in competitive
bidding.

Since 1988, SAFE has continued to use MTA’s, and its predecessor LACTC’s, procurement
policy and procedures to conduct SAFE procurement activities. However, because MTA’s
procurement policies and procedures have been developed based upon requirements and
regulations specific to the MTA, many of the policies and conditions do not apply and are not
suitable for SAFE. This has required SAFE to continually revise and edit procurement
documents developed based upon the MTA procurement policies and procedures. The
development and approval of SAFE’s Procurement Policy will ensure that SAFE procurements
are conducted consistently and within Board approved guidelines applicable to SAFE.

NEXT STEPS

Upon approval of the policy, SAFE will develop procedures coﬁsistent with the policy.
ATTACHMENT

A. Los Angeles County Service Authority for Freeway Emergencies Procurement Policy

Prepared by: Kenneth Coleman
Program Manager

Roger Snoble 7
Executive Officer

Service Authority for Freeway Emergencies

Procurement Policy Approval



LOS ANGELES COUNTY
SERVICE AUTHORITY FOR FREEWAY EMERGENCIES
(SAFE)

PROCUREMENT POLICIES



1.0
2.0
3.0
4.0
5.0

6.0

7.0

LOS ANGELES COUNTY
SERVICE AUTHORITY FOR FREEWAY EMERGENCIES

PROCUREMENT POLICY
TABLE OF CONTENTS

INTRODUCTION ...oovvivierirereeereresiesiseeseseeesaeressssissssssssssastasaasmssassssssssssssessensssssisses 1
GENERAL PROCUREMENT POLICIES......c.oirniii e 2
COST AND PRICE ANALYSIS . ..ot cescnnsnsneres 5
APPROVAL AUTHORITY/DELEGATION......cciiviriime i 6
METHODS OF PROCUREMENT ..ottt 7
5.1 MICRO PURCHASES ...c.ootiiiimniinei s 7
52  SMALL PURCHASES ......cooivrrreviii et sres e ssasssesssss e asssesssssins 8
53 COMPETITIVE PROPOSALS ..ot issrie e 9

53,1 GENELAL .ottt e s s 9

5.3.2 Invitation for BidS.....cccoveevviecninininine s 10

5.3.3 Two-Step Sealed BIdAINg.....covvveevirinniinieiriniiis 11

5.3.4 Competitive Negotiations.....cccccenieeieriiinierinninseenscsennes 13
54  SOLE SOURCE PROCUREMENTS ......coviiiirireenecinereinaerennennerss 15
TYPES OF PROCUREMENTS ..oscoeeseesoseesosessosossessesosossosoesoeseee 17
6.1 PROFESSIONAL AND TECHNICAL SERVICES ....c.ccooviiiniiiiiiniees 17
6.2 FIXED ASSETS, PUBLIC WORKS AND CONSTRUCTION ................ 18
6.3 ARCHITECTURAL AND ENGINEERING SUPPORT ......cccoveiniiienne 19
PROTESTS ..ottt stetee oot st eseaeseetesass s besesmeese s b s b s arss e as st as et an e e sa et e e s 20
7.1 GENERAL .....ocoiitiieirsrnse st sessesesesrsssssss s st ssb s sbe st s smsmescsnsiesn 20
7.2  PROTEST SUBMISSION ....ccivvvremmireniirinenuiiesseessessssissssssssessonnosnsnssssins 20
7.3 TIME FOR FILING .....cooeeirireeerirrreteenitninesioesseressessssesssssessssesssnesssnions 21
T4 PROCESS ...otiiviiiirisiseeseseesessesiesesessssssssesssissiba s s sas s pesssasssssassssssnesssasss 21

B T L 521 § 2 5 T PP PPPT TP PPTPPPPPIO 23



1.0

INTRODUCTION

The Los Angeles County Service Authority for Freeway Emergencies (SAFE) is a local
motorist aid authority, created pursuant to California Streets & Highways Code Sections
2550 et. seq. SAFE receives dedicated funding from a vehicle registration surcharge on
each vehicle registered within Los Angeles County. The funds generated from the
vehicle registration surcharge are used to provide motorist aid services to the motoring
public in Los Angeles County, including but not limited to the installation, operation, and
maintenance of the Los Angeles County Kenneth Hahn Call Box System.

In order to carry out its required duties, SAFE is authorized, pursuant to California
Streets and Highways Code Section 2554, to enter into contracts in order to fulfill its
responsibilities. Specifically, Streets and Highways Code Section 2554 states:

An authority may contract and may undertake any act convenient or necessary to
carry out this chapter and any other law relating to the authority.

The SAFE procurement policies establish the guidelines and policies for procuring the
goods and services necessary for SAFE to carry out its responsibilities and duties. The
policies maintain the integrity of SAFE’s procurement process, while ensuring that
purchases are made in a cost effective, timely manner; with fair and open competition;
and in accordance with all applicable laws and regulations.

The establishment and adoption of these policies is in compliance with the California
Government Code, Sections 54202 and 54204, which states:

California Government Code Section 54202

Every local agency shall adopt policies and procedures, including bidding
regulations, governing purchases of supplies and equipment by the local agency.
Purchases of supplies and equipment by the local agency shall be in accordance with
said duly adopted policies and in accordance with all provisions of law governing
same. No policy, procedure, or regulation shall be adopted which is inconsistent or in
conflict with statute.

California Government Code Section 54204
If the local agency is other than a city, county, or city and county, the policies

provided for in Section 54202 shall be adopted by means of a written rule or
regulation, copies of which shall be available for public distribution.



2.0

GENERAL PROCUREMENT POLICIES

2.1

2.2

2.3

24

2.5

2.6

2.7

The Executive Officer has primary responsibility for ensuring that SAFE’s
procurement process is in accordance with various legal requirements and the
approved and adopted Procurement Policies.

The policies contained herein, shall be carried out by the Executive Officer or
designee. Any future revisions to the policies contained herein shall be subject to
the authorization and approval of the Executive Officer or designee. The
Executive Officer or designee shall have the authority to modify the policies
contained herein to ensure compliance with applicable laws or regulations.

The Executive Officer or designee shall execute all contracts, purchase orders,
modifications, and supplemental agreements in accordance with established
authority duly delegated by the SAFE Board of Directors and/or delegated by the
Executive Officer.

Goods and services for SAFE shall be acquired through a procurement process
that provides full and open competition to the maximum extent feasible,
consistent with applicable laws and regulations and the best interests of SAFE and
the public.

Procurements will be completed in a cost effective manner to ensure that
materials and services are obtained in a timely, efficient, economical fashion,
using good administrative practices and sound business judgment.

SAFE will contract only with responsible contractors possessing the ability to
provide necessary goods and services. Considerations may include, but are not
limited to, contractor integrity, record of past performance, compliance with
applicable laws and regulations, and financial and technical resources.

All SAFE Board Members, employees and other agents will conduct the
procurement process so as to avoid conflicts of interest, real or apparent. To
maintain full and open competition, no SAFE Board Member, employee or other
agent will give preferential treatment to any contractor or potential contractor or
hold a financial interest in any SAFE ftransaction. SAFE Board Members and
employees shall adhere to Government Code Section 8100 — 81016 “Political
Reform Act of 1974”.



2.8

2.9

2.10

2.11

2.12

2,13

2.14

2.15

2.16

2.17

Records sufficient to document the significant history of cach procurement
activity shall be maintained and retained for all procurements. Documentation
includes but is not limited to any and all applicable reports, memos, work papers,
proposals and evaluations. SAFE and its contractors shall retain all contractual
records in accordance with MTA’s General Management Policy and Procedure
No. 8, hereby incorporated as an interim reference and policy document with
respect to a records management program.

All contracts shall provide for access to records to facilitate audits and other
requirements imposed on SAFE by law or as prescribed by SAFE’s funding
pariners.

SAFE, pursuant to all applicable laws, regulation and Board directives, shall take
all reasonable steps to promote the utilization of small business enterprises (SBE)
to the maximum extent feasible in all aspects of SAFE’s procurement and
contracting processes. '

The policies and the accompanying procedures contained in this manual establish
the procurement process for SAFE procurements that do not involve federal
funding. Any procurement wholly or partially paid for with federal funds must
comply with applicable grant regulations and/or Federal Acquisition Regulations
as required, in addition to SAFE policies and procedures. Federally approved
MTA Polices and Procedures may be used in support of federally funding
procurement actions to ensure compliance with federal funding requirements.

SAFE, to the extent permitted by applicable laws, may reject any and all bids,
quotes or proposals and re-advertise in any manner at its discretion.

All procurement contracts shall provide for reimbursement of costs only to the
extent that such costs comply with the Federal Acquisition Regulations Part 31.

All individuals and firms with federally funded contracts shall be required to
maintain their accounting and financial management systems in accordance with
the Federal Acquisition Regulations.

For procurement transactions exceeding $100,000, contractors are required to
certify that neither it nor its principals have been debarred and provide
certification of restrictions on lobbying.

All payments shall be made in accordance with the requirements of California
Public Contracts Code Section 20104.50.

All contracts in excess of $2,000 shall provide for the termination of the contract
for SAFE’s convenience and for the termination of the contract for default in
cases of contractor non-performance.



2.18

2.19

2.20

Contracts that provide for payments and/or performance in multiple fiscal years
shall provide a limitation of funding clause. The clause shall clearly stipulate that
SAFE’s financial obligation under the terms of the contract shall be limited to the
appropriation/approval of funds every fiscal year and SAFE’s obligation does not
extend beyond the funds obligated/appropriated for the current fiscal year,

If a policy, procedure or particular strategy or practice is in the best interest of
SAFE and is not specifically addressed, nor prohibited by statute or case law,
users of this manual should not assume it is prohibited. Rather, absence of
direction should be interpreted as permitting the users to innovate and use sound
business judgment that is otherwise consistent with law and within the limits of
their authority and the authority of the SAFE.

SAFE encourages the use of electronic media and the internet to support SAFE’s
activities, Use of electronic media and the internet is encouraged and allowable
when deemed to be in the best interests of SAFE and the public.



3.0

COST AND PRICE ANALYSIS

3.1

3.2

33

3.4

3.5

3.6

SAFE shall take every step to ensure that all procurements are evaluated to
establish that the accepted costs and prices are reasonable and fair. SAFE may
utilize the guidelines provided in the Federal Acquisition Regulations Part 31 to
make determinations of the acceptability or unacceptability of proposed costs.

An independent estimate shall be conducted to determine the adequate level of
funding, the transaction processing level and to assist in analyzing the price of the
transaction. The term independent means, SAFE’s assessment without reliance
on a confractor’s bid or proposal. Therefore the independent estimate should be
completed prior to the receipt of bids or proposals.

SAFE shall perform a cost or price analysis on every procurement transaction.
The level and detail of analysis shall be commensurate with the administrative
risk associated with the procurement transaction.

Cost analysis means the examination of each element of cost and profit
separately. A Price Analysis means the comparison of prices without
consideration of each element of cost and profit or fee separately.

Price Analysis shall be conducted to the maximum extent possible. Cost Analysis
shall be performed where price analysis is not possible.

Audits in support of cost analysis will be requested when they are determined
necessary and essential. '



4.0

APPROVAL AUTHORITY/DELEGATION

4.1

4.2

4.3

All procurement actions, including but not limited to contracts, amendments,
purchase orders and other procurement activities, shall be approved and executed
in accordance with the authority granted to the Executive Officer by the Board of
Directors.

The Executive Officer has been delegated the following procurement authority by
the Board of Directors:

4.2.1 Execution of procurement actions valued in excess of $200,000 upon
approval by the Board.

4,2.2 Approval and Execution of all new procurement actions valued up to and
including $200,000.

4.2.3 Approval and Execution of amendments/change orders to existing
contracts not to exceed an aggregate value of $100,000 over the life of the
contract.

The Executive Officer has been granted the authority to further delegate the
procurement authority granted by the Board to ensure the efficient operation and
administration of SAFE.



5.0

METHODS OF PROCUREMENT

5.1

MICRO PURCHASES

S.1.1

5.1.2

513

5.14

S.1.3

5.1.6

Micro purchase procedures shall be used for the purchase of supplies,
services, and other items when the total cost does not exceed $2,500.
Micro purchases are generally for small, simple and easily obtainable
items and/or services from the genera! marketplace. Purchase orders are
not required for these procurements. Procurements for these items may be
awarded through an informal non-competitive market evaluation process.
A check request or purchase card instead of a purchase order may be used
for this type of procurement.

Micro purchases shall be completed using a check request or a purchase
card. Each purchase request must be accompanied with documentation
justifying the purchase and accompanied by documentation that the
accepted price is fair and reasonable.

Micro purchases may be conducted non-competitively, however, every
effort shall be made to rotate vendors,

Procurements estimated to exceed $2,500 shall not be split into several
micro purchases or purchased over a period of time in order to use the
micro purchase policies and procedures,

Records of oral and written price quotations, as well as documentation that
the accepted price was fair and reasonable, shall be maintained for all
procurements.

Pursuant to California Uniform Commercial Code Section 2-210, all
procurements in excess of $500 shall be accompanied by terms and
conditions deemed sufficient to be enforceable by way of action or
defense.



5.2

SMALL PURCHASE

5.2.1

5.2.2

5.2.3

5.24

5.2.5

5.2.6

5.2.7

Small purchase procurement procedures may be used for the purchase of
supplies, services, and other items when the total cost exceeds $2,500 and
does not exceed $100,000. Contracts or purchase orders for these
procurements may be awarded through informal competitive process. A
minimum of three (3) quotes from qualified sources will be obtained in
support of a small purchase.

Procurement estimated to exceed $100,000 shall not be split into several
smaller purchases or purchased over a period of time in order to use the
small purchase policies and procedures.

For procurements estimated to cost less than $10,000, every effort shall be
made to obtain at least three (3) verbal quotes.

For procurements estimated to cost between $10,001 and $100,000, at
least three written bids/quotations shall obtained.

If the required minimum number of bids or price quotations cannot be
obtained, documentation regarding the lack of appropriate number of
bids/quotations shall be provided.

Based on the bids/quotations obtained, the lowest qualifying bid/quotation
shall be selected unless it has been determined that factors other than cost
are relevant to obtaining the contract most advantageous to SAFE. In
cases where the contractor is selected based on factors other than lowest
bid, such as professional experience, technical approach, or
financial/technical resources, those factors and their importance to the
selection process must be documented.

Records of oral and written price quotations, as well as documentation that
the accepted price was fair and reasonable, shall be maintained for ail
procurements.



5.3 COMPETITIVE PROPOSALS
5.3.1 General

5.3.1.1 Competitive proposals are generally employed for procurements
estimated to exceed $100,000 and are not sole source
procurements. Procurement methods include  Sealed
Bids/Invitation for Bids (IFB); Two-step Sealed Bidding;
Competitive Negotiations/Request for Proposals (RFP) and
variations thereof.

5.3.1.2 Records shall be maintained for competitive proposals that show
the potential offerors that were solicited and responses received, as
well as the value of the award that each respondent received.
SAFE shall maintain the originals of all bids or proposals, together
with the invitation for bid (IFB), request for proposal (RFP),
evaluations of bids or proposals, and any negotiation notes.

5.3.1.3 Competitive proposals shall be advertised and/or publicized in
order to generate a sufficient level of interest and
proposals/bidders to ensure adequate competition.

5.3.1.4 If only one (1) bid or proposal is received in response to a
competitive proposal, SAFE shall conduct a survey of the known
potential bidders to determine if there is a circumstance that
restricted competition.

5.3.1.4.1 If such a circumstance exists SAFE shall make a
determination to proceed either with a sole source
procurement or revise the documents to eliminate the
restriction and re-advertise.

53.14.2 If SAFE determines that there is no restriction to
competition, then SAFE shall conduct a price and/or
cost analysis to determine if the bid/proposal is fair and
reasonable. If the price can be determined as fair and
reasonable based on a price analysis, SAFE shall
conduct a price analysis only. If a price analysis cannot
be performed, a cost analysis shall be performed.



5.3.2 Invitation for Bids

5.3.2.1 Invitation for Bids (IFB), or formal advertising, is generally used
in support of procurements for known, readily identifiable and
available services and/or items greater than $100,000. IFBs are
generally used in support of Fixed Asset and Construction/Public
Works contracts, where detailed specifications and descriptions are
available. IFBs are employed when:

A complete, adequate and realistic specification or purchase
description is available;

Multiple responsible suppliers are willing and able to compete
effectively for SAFE’s business;

The procurement lends itself to a firm-fixed-price contract, and
selection of the successful bidder can be made on the basis of
price.

IFB’s distributed to potential bidders shall include:

A clear, accurate description of the technical requirements for
the goods or services to be procured and, when necessary, a
description of the minimum essential characteristics and
standards to which the goods or services must conform to
satisfy the intended use;

All requirements that bidders must fulfill to be considered
responsive and all factors to be used in evaluating bids;

A bid form that clearly establishes the unit and total bid price,
including all costs to be considered in determining the lowest
bid price;

The time and date that bids received will be opened,

5.3.2.2 IFB’s shall be advertised and/or publicized in order to solicit a
sufficient number of bidders to ensure adequate competition.

5.3.2.3 Bids received will be kept sealed until opened at the time and date
indicated in the IFB.

5.3.2.4 SAFE will evaluate all bids received for responsiveness to the IFB
by comparing the bid forms to the provisions of the IFB. SAFE
may convene a bid panel to evaluate bids for responsiveness or to
confirm the evaluation of bids received.
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