To: All Elected Officials and Department Supervisors

From: County Commission

Date: 08-31-2009
Purchasing Policy and Bids

We would like to clarify the state laws and county policy regarding purchases and bidding.

I. Formal Bids: State law requires formal bids for purchases over $6,000.  The County Clerk handles all formal bids, which includes advertising.  The County Commission will receive and open the sealed bids on a specified date.

II. Informal Bids: Purchases under $6,000, but over $500.00 can be acquired by an informal bid, which does not require advertising. The County policy is for the office or department involved to solicit a minimum of three written proposals or quotes. Copies of the quotes along with your recommendation should be brought to the commission for approval, and then attached to the invoice when purchased.
III. Office Supplies: Any amount under $500.00 does not require bids or commission approval, but should always reflect the best price possible.

*Before purchasing any electronic equipment (computers, monitors, printers, fax machines, software, or hardware) consult a member of the Information Technology department as they have the best resources for pricing.
Whenever possible we should try to make our purchases from businesses within Cape Girardeau County, as long as there is no additional cost.
