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1. INTRODUCTION  

1.1. INTRODUCTION 

The Board of County Commissioners of Calvert County, Maryland (hereinafter, “the Board”) 
recognizes the need to ensure ethical and effective procurement of goods and services through 
the implementation of uniform procedures.  The Board identified the County’s Department of 
Finance & Budget, through its Procurement Office, as the department responsible for coordinating 
the County’s purchasing efforts and promoting efficiency, economy, and fair and open 
competition.  These efforts reduce the appearance of, or opportunity for, favoritism or impropriety 
and inspire public confidence that purchase orders, agreements, and contracts are awarded 
equitably.  It is essential for effective and ethical procurement to have a system of uniform 
procedures, utilized by all personnel, that establishes basic guidelines and procedures regulating 
procurement activities, contract management, and the resulting distribution of funds pursuant to 
Title 6 of the Code of Public Laws of Calvert County, Maryland, as amended from time to time.  
Administrative changes to the processing procedure portions of this Manual may be amended 
when required by changes in law or minor procedural changes (i.e., flow of documents) with the 
review and concurrence of the County Administrator. 

1.2. MISSION 

The mission of the Procurement Office is to provide fair and equitable treatment of all persons 
involved in public purchasing by the County and to provide like commodity and contractual 
services and procurement policies, rules, procedures, and forms to all County departments at the 
appropriate quality and quantity in a timely manner and at the least cost to the citizens while 
maintaining a procurement system of quality and integrity. 

1.3. CODE OF ETHICS AND CONDUCT 

Public procurement officials shall maintain complete independence and impartiality when dealing 
with vendors in order to preserve the integrity of the competitive process and to ensure public 
confidence that purchase orders, agreements, and contracts are awarded equitably and 
economically.  The Calvert County Code of Ethics, Chapter 41, Article 5 of the Code of Public Laws 
of Maryland governs ethics and conduct relative to purchasing and is incorporated herein by 
reference in the Procurement Policies and Procedures. 
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2. GENERAL INFORMATION 

2.1. SUMMARY 

Effective controls are necessary to ensure that: 

1. Purchases are made only when authorized, are executed in accordance with authorized 
terms, and utilize the lowest possible cost compatible with quality and time restraints.  

2. Authorized purchases are properly recorded to permit the preparation of financial 
statements in accordance with generally accepted accounting principles and provide a 
basis of asset and expenditure accountability.  

3. Only authorized purchases of goods and services are received according to authorized 
specifications.  

4. Payment is only provided for authorized purchases of goods and services that have been 
received.  

2.2. DUTIES AND RESPONSIBILITIES  

2.2.1. Procurement Office 

 Develops and administers the purchasing program for the County; 

 Assists County administration and departments in the procurement of goods and 
services; 

 Takes advantage of discounts offered by vendors for orders and in cooperation with 
the Department of Finance & Budget strives for the early and prompt payment of 
invoices; and  

 Reviews all purchase requisitions for adherence to policies and procedures, proper 
accounting, budget, and overall quality of supporting documentation.  

2.2.2. County Departments 

 Follows the Procurement Policies and Procedures; 

 Authorizes purchase requests; 

 Determines if sufficient budget funds are available for expenditures prior to 
purchase; 

 Submits purchase requisitions, unless exempt from the requisition process as defined 
in these policies and procedures; 

 Receives, inspects, and verifies that the goods or services are received; 

 Reviews and approves invoices promptly prior to submission to the Department of 
Finance & Budget for payment; and 

 Reviews financial reports to verify proper account classification of expenditures. 
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2.2.3. Department of Finance & Budget 

 Verifies agreements between vendor invoices and purchase orders; 

 Verifies the mathematic accuracy of invoices; 

 Approves vouchers for payment; 

 Verifies accurate and proper recordation of all transactions; 

 Notifies the County Administrator when revisions to a procedure becomes 
warranted; 

 Verifies each check is supported by an approved voucher; 

 Reviews supporting documentation before signing checks; 

 Signs checks electronically; 

 Voids checks as necessary; and 

 Files paid vouchers in an orderly manner. 

2.2.4. County Treasurer 

 Verifies all checks are accounted for; 

 Reviews supporting documentation before mailing checks; and 

 Mails checks. 

2.2.5. County Administrator 

 Continually implements and monitors policies and procedures. 

2.3. GENERAL PROCUREMENT POLICIES 

1. It is the intent of the County to provide all vendors with a fair and impartial opportunity 
in which to compete for the County’s business. 

2. County staff shall not issue any payment(s), agreement(s), or contract(s) to any vendor 
currently involved in litigation or arbitration with the County until such time as a 
satisfactory resolution is reached with such vendors; however, the County may, in its sole 
discretion, award payment(s), agreement(s), or contract(s) to such vendors. 

3. Payment for purchases made in the current fiscal year must be allocated to the current 
fiscal year’s financial records.  

4. Expenditures from funds other than the General Fund may legally require special 
processing due to certain conditions placed by the funding agency.  Grants often have 
certain purchasing requirements in addition to the Procurement Policies and Procedures, 
and they may require special purchasing procedures.  It shall be the responsibility of the 
respective department awarded grant funding to identify and transmit to the Procurement 
Office any special purchasing requirements or provisions for a purchase and to ensure 
that the requirements are followed. 

5. Acceptance of gifts is prohibited.  Employees must remain impartial to all vendors, 
contractors and suppliers and shall recuse themselves from any County transactions from 
which they may personally benefit. 
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6. All procurement records shall be retained and disposed of by the Procurement Office 
County in accordance with the records retention guidelines and schedules established by 
the County. 

7. Except as herein provided, it shall be a violation of the Procurement Policies and 
Procedures for any officer, employee, or agent of the County to order the purchase of any 
goods, to include, but not limited to, materials, supplies or equipment, or professional or 
contractual services, or to make any agreements or contracts within the purview of these 
policies and procedures other than through the policies and procedures stated herein.  
Any purchase order, agreement, or contract made contrary to the provisions herein shall 
be deemed void ab initio.  Purchases, orders, agreements, or contracts that are subdivided 
to circumvent the Procurement Policies and Procedures shall be considered unauthorized 
purchases. 
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3. PURCHASING PROCESS 

3.1. OVERVIEW 

1. Department identifies a need for goods or services. 

2. Department follows the guidelines of these policies and procedures to enter a purchase 
requisition. 

3. Procurement Office issues a purchase order. 

4. Department or Procurement Office places the order with the selected vendor. 

5. Department receives goods/services and invoice. 

6. Department verifies invoice, processes, and submits invoice to the Department of Finance 
& Budget, Accounts Payable, with the required backup documentation and voucher form 
for payment. 

7. Accounts Payable audits the invoice prior to processing a payment. 

8. Department of Finance & Budget issues a payment to the vendor for the goods/services 
provided. 

3.2. PURCHASE REQUISITIONS 

Requisitions are required for all purchases unless the procurement of goods or services is exempt 
according to the Requisition Exemption List as set forth in Section 3.2.4 below. See Section 
3.2.5 for details on how to submit a requisition.  Requisitions should be prepared far enough in 
advance to provide sufficient time for approvals and delivery of goods and services.  Poor planning 
does not constitute an emergency. 

 3.2.1. Authorization and Documentation Requirements  

The total purchase amount for each requisition will determine the authorized approver(s) 
and the required documentation. Thresholds and quote amounts will be monitored by the 
Procurement Office. 

Table 3.2.1. Authorization and Documentation Requirements 

Levels Authorized Approvers Documentation Requirements 

Category 1 
$9,999.99 or less 

PO Required 

Department Head, 
Division Chief, or 
Approvers Authorized by 
the Department Head 

 

Purchases under $2,500: 
Three (3) quotes are not required, they 
are strongly encouraged. 

Purchases $2,500 - $9,999.99: 
Three (3) quotes must be obtained. 

Category 2 
$10,000 and less than $30,000 

Contract and PO required 

Detailed specification package required 
to be submitted to the Procurement 
Office Division Chief to solicit 
competitive Informal Bids 

Category 3 
$30,000 and over 

Contract and PO required 

Detailed specification package required 
to be submitted to the Procurement 
Office Division Chief to solicit 
competitive Formal Bids  
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If the Procurement Office or any department foresees a need for products or services of a 
like or similar nature costing more than $30,000 in aggregate within a fiscal year, it may 
require competitive sealed bidding, even though the products and services individually may 
be under the $30,000 bid threshold. 

3.2.2. Authorization and Documentation Exceptions 

Emergency Purchases. An emergency is constituted as an emergency expenditure affecting 
the health, safety, or welfare of the County, its residents, or landowners.  A department’s 
failure to plan properly for an expenditure is not deemed an emergency. 

For an emergency purchase in excess of $29,999.99, the purchase is exempt from the 
formal bid procedures and authorization to contract is granted to the department with the 
provision that it will be brought to the attention of the  Board at their next regularly 
scheduled meeting for “after-the-fact” approval and the department shall publish an 
explanation of the circumstances constituting it as an emergency in two (2) local 
newspapers for two weeks in accordance with Title 6 of the Code of Public Laws, as 
amended from time to time.   

3.2.3. Quote and Bidding Exceptions 

Sole source purchases, purchases of standardized equipment, and purchase of goods for 

product testing are exempt from the three quote requirement and competitive bidding 

requirements, provided the purchases have been pre-approved by the Procurement Office 

Division Chief or their duly authorized representative. See Also Section 3.7.  

For purchases or contracts involving less than $250,000 where the County is acting as the 
general contractor, the purchase or contract may be awarded after the County obtains 
quotes for the purchase from at least three vendors or subcontractors. In these instances, 
approval must first be obtained by the Procurement Office Division Chief after thorough 
review.  

3.2.4. Requisition Exemption List 

The following expenditures are exempt from the requisition process and are to be paid 
without a requisition: 

 Pre-approved County employees’ reimbursements, to include, but not limited to, 
tuition reimbursement; 

 Monthly recurring utility and communication bills; 

 Interdepartmental billing such as worker’s compensation premiums and other 
insurance premiums; 

 Bulk fuel; 

 Refunds; 

 Federal Express or UPS invoices; 

 Reimbursements to residents serving on County boards; 

 Recurring monthly intergovernmental disbursements; and 

 Travel per diem and mileage. 
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3.2.5. Purchase Requisition Procedures 

The following procedures apply to all requisitions, including requisitions for blanket purchase 
orders.  For additional details and requirements for blanket purchase orders, see Section 
3.3.3. 

To submit a requisition, a department should: 

1. Obtain quotes with all charges including, but may not be limited to, shipping, 
handling, and inside delivery within the approved thresholds.  Ensure tax is not 
included in the quoted price. See Section 3.8 for further tax exemption details. 

a. Due diligence to obtain the best price is required no matter the purchase 
price.  If quotes are unobtainable due to lack of vendor interest or response, 
state the reason on the requisition. Competitive informal and formal 
solicitation procedures may be required if the commodity or service has the 
potential to exceed $10,000 or $30,000 respectively over the course of a 
fiscal year.  Refer to Table 3.2.1 above for requirements for quotes and 
solicitations. 

b. For quotes received under contracts, it is the responsibility of the department 
to ensure the quote pricing matches that of the contract and the contract is 
on file with the Procurement Office. 

2. Begin a requisition in FinPlus. 

3. Enter the buyer’s name, so there is a point of contact for the requisition if required. 

4. Enter the appropriate vendor after ensuring the vendor is active in the financial 
system and has met all vendor requirements.  If the vendor is not in the system, 
obtain a W-9 and, if providing a service on County property, the required certificate 
of insurance.   

5. Provide a detailed description for each commodity or service as well as the quantity 
and price. 

6. Enter the appropriate expense account, ensuring that funds are available for the 
purchase.  If funds are not available, contact the Department of Finance & Budget 
as a Budget Adjustment or other form of approval may be required. 

7. Attach the following supporting documentation, as applicable, to the requisition to 
assist in the approval process: 

a. Quote(s) shall include, at a minimum, the following: 

 Name of vendor; 

 Referenced contract number, if applicable; and 

 Itemized description of costs. 

b. Three (3) quotes for requisitions $2,500 to $9,999.99. 

c. Emergency purchase (include justification on the requisition). 

d. Pre-Approved Sole Source Form and supporting documentation. 

e. Insurance. Vendors providing a service to Calvert County Government, 
particularly if performed on Calvert County Government property, must 
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provide a Certificate of Insurance in accordance with the insurance 
requirements included in Section 6.3. 

 Independent Contractors. When certain small types of independent 
contracted services are on a purchase order, if the vendor does not 
have insurance, the department should provide the following to the 
Procurement Office: 

1) Sole proprietor form; and 

2) An email from their Department Head stating that their 
department or division assumes the risk of not requiring an 
independent contractor to provide Calvert County 
Government with a Certificate of Insurance. The Procurement 
Office will review to determine if entering into the contract 
without a Certificate of Insurance is in the best interest of the 
County.  

8. Identify the following in the Comments section, as applicable: 

a. Contract Information. Contract number, name, jurisdiction, etc.  

b. Blanket Purchase Order Information. The following shall be included, as 
applicable: 

 Dates the blanket purchase order is effective (e.g., July 1, 2021 – 
June 20, 2022); 

 Authorized buyers’ names; 

 Total amount buyers can spend per day/visit; 

 A description or reason for the blanket purchase order (e.g. Supplies 
for Volunteer Appreciation Day); 

 Type of work to be done (e.g., For continuous elevator maintenance 
at buildings A, B, and C); 

 Types of supplies allowable (e.g., Tractor parts as needed); and  

 For subscription blanket purchase orders, the amount that will be 
charged each month. 

c. Use of Sole Source. 

d. Notification of Emergency Purchase. 

e. For Bank Card Purchase Requisitions, the Vendor Name. 

f. Ordering Instructions (e.g., Do not mail, Department will place, etc.) 

9. Submit the requisition for approval. 

3.3. PURCHASE ORDERS 

After the approval of a requisition, and if all backup requirements are met, the Procurement Office 
will convert to a purchase order, review for completeness and ensure adherence to these policies 
and procedures. Once the purchase order is completed and signed, the Department may place 
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the order.  Orders requiring a purchase order should not be placed until a purchase order is 
issued. 

Upon conversion of requisitions to a purchase order, the Procurement Office will: 

1. Review to ascertain if properly completed.  If not properly completed, the purchase order 
will be marked as incomplete and the Department/Division will be notified. 

2. Verify the vendor and determine if additional information is required to include, but not 
limited to, a W9 or certificate of insurance. 

3. Ensure the correct account number(s) is utilized. 

4. Vet any referenced contracts. 

5. Ensure three (3) quotes are included, if required, for purchases $2,500 up to $9,999.99. 

6. Determine if a competitive informal bid is required if the purchase is over $10,000 up to 
29,999.99. 

7. Determine if a competitive formal bid is required if the purchase is over $10,000 up to 
29,999.99. 

3.3.1. Authorization to Sign Purchase Orders and Change Orders 

Purchase orders and change orders shall receive final review by the Procurement Office 
Division Chief or duly authorized designee and signature approvals shall be as follows: 

 
Table 3.3.1. Authorized Signature for Purchase Orders and Change Orders 

Dollar Amount Authorized County Employee 

$9,999.99 or less Procurement Office Division Chief or Duly Authorized Designee 

$10,000 and over Director, Department of Finance & Budget or Duly Authorized Designee 

 

3.3.2. Releasing Purchase Orders 

Once purchase orders are fully approved, they will be released into the department’s 
electronic folder for access. Unless stated otherwise, the Procurement Office shall mail, 
email, or fax all released purchase orders according to the vendor information provided from 
the requisition. If departments wish to place their own orders, they must indicate it on their 
purchase requisition as specified in Section 3.2.5. Failure to do this may result in placing 
duplicate orders. 

3.3.3. Blanket Purchase Orders 

Reoccurring purchases from the same vendor, which are easily predicted and measurable 
based on historical trending, may qualify for a blanket purchase order.  Blanket purchase 
orders should be used only in instances when there is a continuing need for small goods or 
services and where it is not practical to establish a continuing agreement or contract for the 
good or service. 
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Blanket purchase orders must go through the general requisition procedures, as stated in 
these policies and procedures.  Blanket purchases shall not exceed $30,000 in a fiscal year. 
If the blanket purchase order is expected to exceed $30,000 in a fiscal year, a competitive 
formal solicitation request must be completed.  See Also Section 4.2. 

Once a blanket purchase order has been issued, normal invoice procedures will apply. 
Blanket purchase orders will be closed at the end of each fiscal year.  Departments will be 
required to submit a new request for a blanket purchase order at the beginning of each 
fiscal year if necessary. 

3.3.4. Pre-Paid Expenses 

It is the County’s general policy not to pre-pay for any commodities or services.  However, 
there may be circumstances whereby a company requires pre-payment to include, but not 
limited to, deposits, start-up fees, etc.  If approved by the Procurement Office and the 
Director of Finance & Budget, the vendor must provide a performance bond in accordance 
with Md. Local Government Code Ann. 12-301. 

3.4 CHANGE ORDERS 

A change to a purchase order is a change order. A change order is necessary to correct errors, 
omissions, or discrepancies and/or to make monetary adjustments. Change orders shall not be 
used to avoid ANY standard purchasing procedures established within the Procurement Policies 
and Procedures. 

Purchase Order Change Order Forms and Contract Change Order Forms must be 
forwarded to the Procurement Office for processing. A department or division will have no 
authority to authorize any purchase related to the change order until a signed change order has 
been issued. 

3.4.1. Contract Change Orders to a Formal Solicitation 

A contract change order is necessary to correct errors, omissions, discrepancies or to make 
monetary changes to a contract. The contract change order shall come from the department 
responsible for managing the contract.  All contract change orders must be signed in 
accordance with directions on the form and, if needed, receive prior approval from the 
Board. 

3.4.2. Change Order Authorization Process 

The change type and monetary change amount for each change order will determine the 
authorized approver(s) of the change order and the type of documentation required.  
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   Table 3.4.2. Change Order Authorization Process 

Levels 
Authorized 
Approvers1 Category Requirements Required Documentation 

Category 1 
Non-monetary change 

Department Head 
Only change in account number, 
location address, no matter the 
dollar amount. 

Completed Change Order 
Form with supporting 
documentation. 

Category 2 
Monetary change is less 

than $10,000.00 
Department Head 

Any non-contractual purchase 
order change order if the change 
order does not cause the total 
purchase price (original purchase 
order plus all change orders) to 
exceed $9,999.99. 

Completed Change Order 
Form with supporting 
documentation. 

Category 3 
Monetary change orders for 
Contract purchase orders 

from an informal 
solicitation 

Department Head Informally solicited contractual 
purchase orders. 

Completed Change Order 
Form with supporting 
documentation. 

Category 4 
Monetary change orders for 
Contract purchase orders 
from a formal solicitation 

Department Head 
& Other Approvers 

as Required 
(See form) 

Formally solicited contractual 
purchase order that previously 
required Board approval. 

Completed Contract Change 
Order Form with supporting 
documentation. 

1 
Any change order utilizing a capital project account must be reviewed and signed by the Capital Projects Analyst, Department of Finance & Budget. 

 
3.5. BANK CARDS 

The use of bank cards allows authorized cardholders to purchase authorized goods and services 
directly from vendors.  A requisition made out to the issuing entity must be entered to cover the 
purchase.  Each bank card is issued in the name of the respective department of the County.  The 
Procurement Office is responsible for the administration and oversight of each bank card.  
Department cardholders are responsible for maintaining the bank card in their possession and 
adhering to the County’s bank card policies and procedures. Department Heads are 
responsible for monitoring the bank card purchases of their employees. Controls have been 
developed to ensure the card is used only for specific purchases and within specific dollar limits. 
Each department shall: 

 Ensure the purchases made with the bank card are in accordance with the Procurement 
Policies and Procedures; 

 Establish internal controls within each department to ensure the bank card is used for 
authorized purposes only; and 

 Provide an efficient supplement to the County’s purchasing system. 

The bank card is not to be used to circumvent any purchasing procedures established within the 
Procurement Policies and Procedures. The bank card is to be used for a when a vendor will not 
otherwise accept a purchase order from the County. 

No capital outlay items may be purchased with the bank card. 
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3.5.1. Bank Card Transaction Limits 

The single dollar limit shall not exceed the card limit per transaction unless specifically 
approved by the Procurement Office Division Chief.  In the event a permanent increase is 
necessary, the Department Head must contact the Procurement Office Division Chief. 

3.5.2. Bank Card Monthly Reconciliation Process 

To ensure prompt and proper payment of invoices, a fully approved signed purchase order 
and receipt must be sent to the Procurement Office. Timeliness and completeness are of 
utmost importance to the success of the process. 

3.6. TECHNOLOGY SERVICES PURCHASE REQUIREMENTS 

All hardware, peripherals, and software must be approved by the County’s Department of 
Technology Services during the annual budget process prior to purchase or installation.  This also 
includes online downloads of software. 

3.6.1. Software License Agreements 

For software purchases requiring software license agreements, the Software License 
Agreement provided by the County shall be utilized when at all possible. When soliciting 
bids for new software, the County’s Software License Agreement will be included in the bid 
documents. Any modifications to the County’s Software License Agreement required by the 
vendor must be reviewed for approval by the County Attorney.  

In instances where a vendor provides its own software license agreement, the respective 
department must direct the software license agreement to the County Attorney for 
review.  If deemed acceptable, the software license agreement will be sent to the County 
Administrator for final approval and signature.  If deemed unacceptable, the County 
Attorney may require the use of the County’s Software License Agreement in its place. 

3.7. SOLE SOURCE AND SINGLE SOURCE STANDARDIZED PURCHASES 

It is the policy of the County to purchase goods and services using full and open competition.  
However, there may be times when it is in the best interest of the County to purchase from a 
sole source or single source standardization.  These approved purchases allow requesting 
departments to purchase goods without a competitive solicitation or quotes.  Pre-approval must 
be obtained from the Procurement Office Division Chief prior to entering a requisition for these 
purchases.  A sole source or single source standardization is a waiver of the competitive 
requirements at all threshold levels. 

3.7.1. Sole Source Purchase 

A sole source is the only existing source of the item(s) that meet the need(s) of the 
requesting department as determined by a thorough analysis of the marketplace addressing 
all options.  A sole source purchase is defined as being noncompetitive in price or availability, 
legally and reasonably purchased from only one source.  Sole source purchases require 
justification from the requesting department to the Procurement Office.  Reasonable 
justification may include: 
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 The item is the only manufactured part or piece of equipment that will operate with 
a present component system (Original Equipment Manufacturer [OEM]); however, 
there may be resellers; 

 The item or service retains a copyright or patent and is only available from one 
manufacturer or developer.  (Letter from manufacturer required, patent number.); 

 Investigation has shown that there is no other like item available that performs the 
same function.  (Research required evidencing like brands.); 

 A service being performed is only available from one source as a result of agreement 
licensing requirement, warranty agreements;   

 The sole source specification has been recommended by the architect or engineer 
of record, when appropriate; and 

 Other reasons requiring extensive justification. 

Unreasonable justification may include: 

 Preferred brands; 

 Lack of planning; 

 Agency convenience; 

 A specialized incentive and 

 Request for proprietary item if more than one potential vendor exists.  

3.7.2. Single Source Standardization Purchase 

A single source standardization purchase differs from a sole source purchase in that there 
may be multiple sources but in order to meet certain functional or performance 
requirements (repair parts matching existing equipment or materials) there is only one 
economically feasible source for that purchase.  For example, a manufacturer may have 
designated exclusive territorial sales boundaries for its distributors.  In this case, a letter 
from the manufacturer is required.  A single source standardization purchase also may be a 
“best value” purchase after exhaustive research has proven that to use another brand or 
service would not be reasonable since the use of the part or service would cause undue 
hardship or modification to the present system or process which would potentially increase 
the overall cost to the County. 

A single source standardization of equipment allows the County to capitalize on purchasing 
economies or other benefits such as maintenance efficiency, spare parts consolidation, and 
interchangeability, etc. when the same type of equipment or goods are purchased 
consistently.  Examples include, but are not limited to, radio equipment, telephone 
equipment, etc. for interchangeability, cross use, and maintenance. 

3.7.3. Process for Sole Source/Single Source Standardization Request  

1. The requesting department provides justification. 

a. Sole Source Purchases.  A completed Sole Source & Single Source 
Standardization Justification Form that includes how a search for an 
alternative source was made and written justification as to why the source 
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selected is the only acceptable vendor fitting the need(s). Additionally, and 
as applicable, a research letter from the vendor or manufacturer with the 
reason why the item is the only product on the market that could meet the 
need. 

b. Single Source Standardization Purchases.  A completed Sole Source 
& Single Source Standardization Justification Form that includes a 
written justification for the request. Justification could be based on issues 
such as, but not limited to, purchase economies, safety considerations, 
training or maintenance economies. 

2. The Procurement Office Division Chief reviews the request and approves or denies 
the request and provides findings.  

3. If a sole source or single source standardization is rejected, the normal requisition 
process and documentation requirement will apply. 

NOTE: 

An approved sole source determination will be valid for subsequent purchases of the same 
supply or service for one year from the original approval date.  After expiration of the 
determination, the requesting department must repeat the above procedures as market 
conditions may have changed and more competition is available.  If so, the item may need 
to be bid or documentation from the manufacturer, publisher, or copyright should be 
updated. 

 A record of sole source and single standardization approvals shall be retained by the 
Procurement Office. 

 These are not emergency purchases.  Planned buying should always be a priority so 
that emergency expenditures are not necessary. 

3.8. TAX EXEMPTION INFORMATION 

The County is exempt from payment of sales and local use tax.  The County tax exempt number 
or certificate will be given to all vendors, as needed, to avoid payment of sales and local use 
taxes.  The tax-exempt number is found on purchase orders issued. Personal use of the County’s 
tax exempt certificate number is strictly prohibited. 
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4. SOLICITATIONS 

4.1. TYPES OF SOLICITATIONS 

A solicitation must be competitively bid for purchases greater than $9,999.99 which do not meet 
the exemption criteria set forth herein.  

4.1.1. Informal Solicitation ($10,000 to $29,999.99)  

Generally, an informal solicitation to be conducted by the Procurement Office is required for 
purchases between $10,000 and $29,999.99, individually and collectively, annually and are 
initiated using a Request for Quote (RFQ) or a Request for Proposals (RFP). Additional 
purchases may require formal solicitation procedures at the discretion of the Procurement 
Office Division Chief.  Some purchases between $10,000 and $29,999.99 are exempt from 
the solicitation procedures.  For a complete list of exemptions, see Section 4.4.8.   

4.1.2. Formal Solicitation ($30,000 and Over) 

Generally, formal solicitation procedures are required for purchases which exceed 
$29,999.99, individually and collectively, annually and are initiated using Invitations to Bid 
(ITB) and Request for Proposals (RFP). Contracts using said methods are awarded at a 
regularly scheduled meeting of the Board or by the official authorized to contract for the 
County. Additional purchases may require formal solicitation procedures at the discretion of 
the Procurement Office Division Chief.  Some purchases that may exceed $29,999.99 are 
exempt from the formal solicitation procedures.  For a complete list of exemptions, see 
Section 4.4.8.  All goods and services of a similar nature will be consolidated where 
practical for purchasing through a formal solicitation. 

4.2. SOLICITATION REQUEST 

The Solicitation Request Form shall be completed by the requesting department and include 
attachments, as applicable, of all supporting documentation including, but may not be limited to, 
specifications and drawings.  The Procurement Office Division Chief in conjunction with the 
requesting department shall identify which solicitation method is the most advantageous to the 
County. Solicitations should contain the following elements in addition to any special rules or 
other forms or notices required by the County. 

1. The requesting department must include detailed specifications clearly, accurately, and 
completely for the product or service to be purchased and shall include, but may not be 
limited to, the following: 

a. Intent and scope of work. 

b. Functional and general information or a narrative of the end goal that is desired. 

c. A list of all minimum requirements to include, but not limited to, years of 
experience, certifications and licensure. 

d. The quantity or estimated quantity to be furnished by the vendor. 

e. Applicable law and rules requirements. 

f. Time and place of product delivery. 



 

16 
  Chapter 4 – Solicitations  

g. Dimensions, tolerance, and performance expectations of an item or service, if 
applicable. 

2. Unnecessarily restrictive specifications or requirements that might unduly limit the number 
of respondents are prohibited. Careful attention must be given when a specific item or 
service is identified. 

 Avoid identifying unjustified performance characteristics.  For example, the specific 
wheelbase of a vehicle within six inches may be irrelevant and unduly eliminate a 
vendor without sufficient reason. 

 Avoid identifying a specific brand or manufacturer unless qualified with meets or 
exceeds condition is included or there is more than one reseller. 

3. Alternate products for consideration or justification as to why alternates will be accepted 
for review.  

4. A response, or lack thereof, to a solicitation does not qualify nor disqualify a vendor nor 
give future advantage to a vendor unless so stated in the solicitation document as issued. 

The Procurement Office will post the solicitation for potential bidders and proposers and provide 
all documentation on eMaryland Marketplace Advantage (eMMA). 

4.3. REQUEST FOR QUOTE (RFQ) 

A Request for Quote involves the issuance of an informal solicitation which calls to vendors to 
submit an emailed or hand-delivered quote for a product or service with clear specifications and 
adequate available competition.  Price is the determining factor based on the lowest responsible 
and responsive bidder whose bid will be the most advantageous to the County. For a revenue 
generating contract, the contract shall be awarded to the highest responsible bidder. 

4.3.1. Informal Solicitation Procedures 

1. The Procurement Office shall confer with the requesting department to determine 
how long to post the RFQ publicly. The Procurement Office shall specify the date, 
time and manner of receiving solicitations.  

2. The requesting Department shall determine if a site visit is required. If a site visit is 
determined to be required, they must be identified as being “mandatory” or “non-
mandatory” within the RFQ documents.   

3. The Procurement Office will post the RFQ on eMaryland Marketplace Advantage 
(eMMA).  Solicitation responses shall be received by a method specified, on the date 
and time established in RFQ. 

4. The Procurement Office representative will check the responses for any exceptions 
or deviations to the specifications or plans stated in the project.  Any exceptions or 
deviations must be reported to the end user. 

5. All unit prices, extensions and total dollar amounts will be checked for accuracy.  
Calculation errors may be corrected; however, the unit price will always prevail. 

6. If all submissions are rejected, the Procurement Office representative will be directed 
by the Procurement Office Division Chief, in conjunction with the end user, on how 
to proceed. If no responses are received by the County, the project will be 
considered cancelled and the Procurement Office Division Chief as well as the 
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respective department’s representative, will determine how to proceed, per the 
need, by either: 

a. Revising the specifications and reissuing a new solicitation. 

b. Issuing a rebid with the same specifications. 

c. Not resoliciting. 

7. If all bid submissions received are $30,000 or over, the RFQ must be re-solicited as 
an Invitation to Bid (ITB). In this case, formal solicitation procedures shall be 
followed. 

8. A contractor shall be selected for award in accordance with Section 4.4.4, the Basis 
of Award. 

9. The Procurement Office will issue a Notice of Award to the vendor for signature and 
collect the signed Notice of Award, certificate(s) of insurance, and other required 
documents as applicable.   

10. Once the contract documents are returned by the awarded vendor, the documents 
will be reviewed by the Procurement Office and due diligence conducted on the 
certificate(s) of insurance and other documentation if required.  

11. A Notice to Proceed letter is issued to the vendor, along with the fully executed 
contract.  

4.4. Invitation to Bid (ITB) 

An Invitation to Bid (ITB) involves the issuance of a formally advertised solicitation which calls to 
vendors to submit a sealed bid for a product or service with clear specifications and adequate 
available competition.  Price is the determining factor based on the lowest responsible and 
responsive bidder whose bid will be the most advantageous to the County. For a revenue 
generating contract, the contract shall be awarded to the highest responsible bidder. 

4.4.1. Formal Solicitation Commencement 

1. The requesting Department shall complete, sign, and submit a Solicitation Request 
Form for each formal solicitation needed and forward the form and supporting 
documentation to the Procurement Office Division Chief.  The Procurement Office 
Division Chief will review the request for all required documentation and forward to 
a Procurement Specialist to begin the solicitation process with the assistance of the 
requesting department. 

2. The requesting department, in conjunction with the Procurement Specialist, will 
formulate specifications using guidelines depicted within these policies and 
procedures for ITBs, RFPs, and RFQs. 

3. The Procurement Office shall determine how long to post and specify the date, time 
and location for receiving formal solicitations, as well as the date, time and location 
of the formal solicitation opening.  Input from the requesting department will be 
taken into consideration.   

4. Pre-proposal or pre-bid meetings or site visits, when required, should provide 
clarification of information for prospective consultants, vendors or contractors to 
ensure they submit formal solicitations with the best possible understanding of 
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conditions and circumstances surrounding the project. The requesting department 
shall determine if a pre-proposal or pre-bid meeting or site visit is required. If they 
are determined to be required, they must be identified as being “mandatory” or non-
mandatory” within the bid documents.  These site visits or meetings may not be held 
until the third week of being publicly posted after legal notices first appear in the 
two local newspapers. 

5. The Procurement Office will advertise for ITBs in two (2) local newspapers for two 
(2) weeks in accordance with Title 6 of the Code of Public Laws, as amended from 
time to time. Bids should not be received and opened until the fourth week of being 
publicly posted. (Note: Since the legal notices in the Recorder through APG Media 
run on Fridays, bids cannot be due and opened until the fourth Friday after the first 
legal notice publication or any time thereafter.  The Procurement Office will also post 
on eMaryland Marketplace Advantage (eMMA).  Solicitation responses shall be 
received and opened at the location, date, and time established in the legal notice. 

4.4.2. Bid Submission Procedures 

1. The Procurement Office shall maintain all formal solicitation documents both 
manually and electronically before and after Board award.  The original recordings 
of any open public meetings shall be made available for public review. 

2. Formal submissions will be opened at a public meeting, either in person or virtually, 
by a Procurement Office representative, and include the following provisions: 

a. A representative from the Procurement Office will attend the formal 
solicitation opening along with a representative from the requesting 
department. 

b. For ITBs, the vendor name, city, state and zip code, along with the pricing 
will be read aloud and recorded. 

c. Once formal responses are opened, the content of the submittals, including 
the time stamped envelope, should be checked to determine that all required 
documents are enclosed.  

1) If a formal response does not contain all the required documents or 
the documents are incomplete, the Procurement Office Division Chief 
will determine if the submission is deemed responsive or 
nonresponsive. 

a) Responses with Minor Infractions.  The Procurement Office 
Division Chief will determine if the informality is minor, and, if 
so, will notify the vendor and allow for immediate correction 
to the minor infraction. In accordance with 48 CFR 14.405, a 
minor informality or irregularity is one that is merely a matter 
of form and not of substance and also pertains to some 
immaterial defect in a bid or variation of a bid from the exact 
requirements that can be corrected or waived without being 
prejudicial to other bidders.  The defect or variation is 
immaterial when the effect on price, quantity, quality, or 
delivery is negligible when contrasted with the total cost or 
scope of the supplies or services being acquired. 



 

19 
  Chapter 4 – Solicitations  

The Procurement Office Division Chief shall consider the 
following three factors in determining whether a defect is an 
informality: 

 Nature of the Defect.  Determine whether the defect 
affects the price, quality or delivery schedule of an 
important policy, such as the provision of a valid bid 
bond.  If the defect is only a matter of form or is an 
immaterial variation from the exact requirement of the 
invitation to bids, then the informality is minor. 

 Significance of the Defect. If the defect affects price, 
quantity, quality or delivery schedule, determine how 
significant the defect is. In order for the defect to be 
waived as an informality, it must have trivial or no 
effect on these factors. 

 Creation of Unfair Competitive Advantage.  If the 
defect potentially gives the apparent low bidder an 
unfair competitive advantage, then the defect is 
material.  Thus, a waiver of a defect may not affect 
the relative standing of vendors or be otherwise 
prejudicial to them. 

Following are examples of informalities that may be waived 
by the Procurement Office Division Chief depending the 
particular circumstances of the procurement: 

 Failure to furnish any required information regarding 
the vendor’s qualifications to perform the contract; 

 Failure to submit descriptive information on the goods 
or services offered; 

 Failure to return a bid addendum or questions and 
answers for clarification document if these documents 
have no material effect on the vendor’s liability under 
the terms of the contract;   

 Failure to properly sign a bid bond; and 

 Failure to provide a sum of items bid as long as the 
unit cost and other totals are shown. 

This list is not exhaustive. 

b) Responses with major infractions. These submittals will be 
considered non-responsive and rejected by the Procurement 
Office Division Chief.  Notification will be given to the end user 
of the ruling.  The Procurement Office Division Chief will also 
identify the ruling on the opening tabulation for posting on 
the County’s website. 
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Following are examples of major infractions that may not be 
waived by the Procurement Office Division Chief depending 
the particular circumstances of the procurement: 

 Failure to provide a bid bond; 

 Failure to provide unit pricing when required; and 

 Pricing is clearly based on substitute or unauthorized 
items not permitted. 

This list is not exhaustive. 

d. The Procurement Office representative will check the formal responses for 
any exceptions or deviations to the specifications or plans stated in the 
project.  Any exceptions or deviations must be reported to the end user. 

e. All unit prices, extensions and total dollar amounts will be checked for 
accuracy.  Calculation errors may be corrected; however, the unit price will 
always prevail. 

f. If all formal submissions are rejected, the Procurement Office representative 
will be directed by the Procurement Office Division Chief, in conjunction with 
the end user, on how to proceed. If no responses are received by the County, 
the project will be considered cancelled and the Procurement Office Division 
Chief, as well as the department representative, will determine on how to 
proceed, per the need, by either: 

1) Revising the specifications and reissuing as a new solicitation. 

2) Issuing as a rebid with the same specifications. 

3) Not resoliciting. 

g. The cancellation of a formal solicitation usually involves a loss of time, effort 
and money spent by the County and bidders.  Invitations should not be 
cancelled unless cancellation is clearly in the best interest of the County and: 

1) Where there is no longer a requirement for the goods or service, or 

2) Where addenda to the solicitation would be of such a magnitude that 
a new solicitation is desirable. 

4.4.3. Due Diligence 

The Procurement Office will perform research to determine whether or not the County 
should enter into a contractual relationship with a vendor which shall include, but not be 
limited to, the following: 

1. The Procurement Office will ensure that the vendor does not have any unsatisfactory 
Contractor Evaluation Forms for work performed for the County within the past three 
(3) years, nor has any zoning violations with the County.  

2. The Procurement Office will ensure that the vendor is in good standing with the 
Maryland State Department of Assessments and Taxation and with the Calvert 
County Government, if applicable.  
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3. The Procurement Office will ensure that the vendor does not have any open court 
cases, judgments, or liens that could have a bearing on the vendor’s ability to fulfill 
a contract.

4.4.4. The Basis for Award

1. After thorough review and completion of due diligence, award will be made to the 
lowest  responsible bidder,  or,  for  revenue  generating contracts,  to  the  highest 
responsible bidder. Exceptions to this may include:

a. Split Bids.  When in the best interest of the County, an award may be made 
to one or more vendors who are the lowest responsible bidders for one or 
more items.

b. Tie Bids.  In the event two (2) or more vendors submit identical tie submittals 
with respect to price, quality and service, the following criteria, in order of 
importance shall be used to break said tie:

1) Flip a coin (coin toss must be recorded and witnessed); or

2) Reject all bids and resolicit the bid.

  

d. Reciprocal Preference for Resident Bidders. In accordance with Chapter 116, 
House  Bill  1114,  in  certain  circumstances,  Calvert  County   Government  is 
required to give a certain preference to a bidder whose principal office is in 
Calvert  County,  Maryland  over  a  bidder  whose  principal  office  is  outside 
Calvert County, Maryland; prohibiting any increase in the cost of a contract 
in which a preference is given from exceeding $25,000.  The County shall 
give a preference to a resident bidder over a nonresident bidder that is equal 
to  the  preference  given  by  the  County  or  state  in  which  the nonresident 
bidder has its principal office to bidders that have a principal office in that 
county  or  state.   Any  increase  in  the  cost  of  the  contract  in  which  a 
preference is given may not exceed $25,000.

2. The Procurement Office will send a bid tabulation/bid comparison and submittals to 
the end user for review and to conduct further due diligence including, but may not 
be limited to:

a. A thorough review of bid submissions; and

b. A  reference  check  of  the lowest  responsive  bidder. As  the  subject  matter 
expert,  the  end  user  shall contact  the  vendor’s list  of  references  and  ask 
questions relevant to the contract. All questions and responses must be put 
in writing and sent to the Procurement Office for record.

Upon  complete  review,  the  end  user  will  advise the  Procurement  Office  of  their 
recommendation for award.

4.4.5. Final Award Procedures

The Procurement Office will prepare the award recommendation for review by the end user. 
After  review,  the  award  recommendation  will  be  sent  to  the  Procurement  Office Division

c. One Bid Received.  If one bid is received, the County may negotiate the price 
with the bidder or reject the bids and resolicit the service.
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Chief for review to send to the County Attorney for review for legal sufficiency. Once 

returned by the County Attorney, and if there are no further revisions, the Procurement 

Office Division Chief will place the documents in Granicus Peak Agenda Platform 

(hereinafter, “Peak”) for a Board agenda item. 

1. After award by the Board, the Procurement Office will issue a Notice of Award to the 

vendor and collect the signed and witnessed agreement page and certificate(s) of 

insurance, bonds or other required documentation.   

2. Once returned by the awarded vendor, the documents will be reviewed, and due 

diligence conducted on the certificate(s) of insurance, bonds and other required 

documentation as applicable. 

a. The documents will be sent to the Procurement Office Division Chief along 
with a work request to the County Attorney for final review and signature for 
legal sufficiency. 

b. Contract signed by the County Attorney will be sent to the Board for final 
signature. 

3. Upon receipt of the fully executed contract, the Procurement Office will issue a 
Notice to Proceed which will include the effective date of the contract and the 
respective department representative who will act as the Project Manager. 

a. For construction and certain other projects, the Notice to Proceed will 
indicate a pre-construction meeting will be held at which time the actual 
contract start date will be determined. 

b. For one-time contracts, the Procurement Office will also process and include 
a purchase order with the Notice to Proceed. 

4. In the instance of a default by the awarded vendor, the County reserves the right to 
utilize the next lowest responsive bidder as the new awardee.  In the event of this 
occurrence, the following, the next lowest responsive bidder, if in acceptance of the 
award, shall be required to provide the required commodity or service at the prices 
and terms and conditions in their original bid submittal. 

4.4.6. Payment and Performance Bonds and Sureties 

Bids for projects which are anticipated to exceed $250,000 will include bond requirements.  

Each bid shall be accompanied by a Bid Bond for five percent (5%) of the bid price. A certified 
check for five percent (5%) of the bid price, payable to the Calvert County Treasurer shall be 
accepted in lieu of a Bid Bond.  Bids submitted without a Bid Bond or certified check shall not 
be considered. The Bid Bond or check of the contractor to whom the contract is awarded shall 
be forfeited to the Calvert County Government as liquidated damages in case the contract and 
surety are not executed within ten (10) business days after receiving the contract for execution.   

The contractor shall be required to post Security for both a Labor and Material Bond (Payment) 
and a Performance Bond for this contract in the amount of one hundred percent (100%) of 
the contract value each posted to the Calvert County Government in accordance with the 
solicitation.  
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The types of security acceptable are: 

1. Bonds in a form satisfactory to the Calvert County Government underwritten by a 
security company authorized to do business in the State of Maryland.  The Bonds 
shall contain the requirements set forth in the form hereto annexed.  The 
Performance and Payment Bonds shall be executed with the same surety.  Whenever 
the surety or the bonds so furnished shall be deemed by Calvert County Government 
to be insufficient or unsatisfactory, the contractor, within ten (10) calendar days 
after notice to that effect, shall furnish and deliver new bonds to the Calvert County 
Government in the same penalty and on the same conditions, with surety 
satisfactory to the Calvert County Government, and this duty shall continue on the 
part of the contractor, whenever and so often as the Calvert County Government 
shall require new bonds with a satisfactory surety.  If the contractor shall fail to 
furnish such bonds within ten (10) calendar days after said notice is mailed to 
contractor’s address, the Calvert County Government, through its proper agent, may 
stop all further work under the contract and re-let the unfinished work at the 
expense of the contractor. 

2. Cash or cash equivalent (bank certified check, bank cashier’s check, or bank 
treasurer’s check) in the amount of the total contract price. 

In addition, a Maintenance Bond in the minimum amount of ten percent (10%) of the Total 
Base Bid Price must be submitted upon completion of the project and shall remain in force 
for two (2) full years from the date of acceptance.  The Maintenance Bond shall be delivered 
to the Procurement Specialist before the final payment is issued.  Failure to do so shall delay 
final payment or the Calvert County Government shall observe the right to keep the 
retainage in reserve.   

4.4.7. Formal Solicitation Protest Procedures 

The County has no formal protest procedures. 

4.4.8. Solicitation Exceptions 

The requirement for competitive solicitation procedures may be waived for the purchase of: 

1. Books, periodicals, printed materials, artwork, photographs, film, film strips, video 
tapes, disc or tape recordings or similar material where such materials are purchased 
directly from the producer or publisher, the owner of the copyright, an exclusive 
agent with the State, a governmental agency or recognized educational institute. 

2. Utilization of goods or service from competitively solicited government entities. 

3. Purchase, lease or rental of real property. 

4. Goods, professional services and contract services from a sole source or single 
source standardization upon justification by the requesting department and 
approved by the Procurement Office Division Chief. Justification shall state the 
conditions and circumstances requiring the sole source or single source 
standardization purchase in accordance with these policies and procedures. 

5. Public utility services. 

6. Grants (direct payment to the granting agency). 
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7. Advertisements, postage, legal services, expert witnesses or court reporter services. 

8. Dues and memberships in trade or professional organizations, fees and costs of job-
related seminars, training and travel. 

9. Emergency purchases. 

10. Other goods or services as determined by the Procurement Office Division Chief. 

4.5. REQUEST FOR PROPOSAL (RFP) 

A Request for Proposal (RFP) is described as a request for products or services for which factors 
other than price is a main consideration for award such as qualifications, technology used and 
experience. Interviews or presentations may also be held as part of the evaluation.  An RFP is 
generally used to solicit professional services such as architecture, professional engineering, etc.  

An RFP is evaluated by a formal evaluation committee and awarded to the highest scored, most 
responsive and responsible proposer.  Evaluation Forms with weights and values specific to the 
RFP will be used by the Evaluation Committee to score each submittal.  Qualifications and 
technical aspects generally hold more weight than pricing in an RFP; however, price is still a factor 
in consideration during the evaluation process. See Also Section 4.5.2. 

4.5.1. Evaluation Committee Policies and Procedures 

All submittals resulting from a Request for Proposal (RFP) will be evaluated by an Evaluation 
Committee.  The Evaluation Committee will be used to review the qualifications and 
technical aspects of proposal submittals for compliance with the specifications and make 
recommendation on awards. 

The Evaluation Committee generally consists of at least three (3) members who are County 
employees with knowledge of the commodities or services sought.  Members on the 
Evaluation Committee should be selected to ensure the Committee is qualified and impartial.   

No person shall serve on an Evaluation Committee if he/she has a conflict of interest with 
respect to any proposer being evaluated.  The following instances shall be deemed to be a 
conflict of interest and shall preclude a person from serving on the Evaluation Committee 
if, at the time of the evaluation, the person: 

1. Was previously employed by the proposer. 

2. Has an ownership interest, to include, but not limited to, stocks, mutual funds and 
assets, in the proposer’s business being evaluated. 

3. Has a family member (i.e. spouse, child, sibling, parent, in-law) with an ownership 
interest in the proposer’s business being evaluated. 

4. Is or was a party to any current or past litigation/lawsuit with or against the proposer 
being evaluated. 

5. Has any other activity, interest, or relationship that could possibly be viewed as a 
conflict and possible violation of the Calvert County Ethics Code. All potential conflicts 
of interest must be disclosed in writing to the Procurement Office prior to serving on 
an Evaluation Committee. The Procurement Office Division Chief, in conjunction 
with, the Calvert County Ethics Commission shall make the determination as to 
whether or not a conflict exists. 
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4.5.2. Evaluation Committee Process 

Evaluation Committee members shall: 

1. Conduct independent evaluations. 

2. Comply with full confidentiality after receipt of proposals until such time as a Notice 
of Award is issued. 

3. Refrain from any conversations with each other for the duration of the process. 

4. Attend any oral presentations or interviews, if conducted. 

5. Evaluate proposal submittals based upon the written response to the scope of work 
and other pertinent information required by the terms of the proposal only.  

6. Refrain from inclusion of any personal knowledge or assumptions gained prior to or 
outside the evaluation process. 

7. Utilize Technical Evaluation Forms and Interview Evaluation Forms prepared for the 
particular Request for Proposal. 

8. Submit completed Technical Evaluation Forms and Interview Evaluation Forms, if 
applicable, to the Procurement Office. 

After Technical Evaluation Forms and Interview Forms, if applicable, are submitted to the 
Procurement Office, the Procurement Office will prepare an evaluation matrix with scores, 
input submission pricing and determine the highest evaluated proposer.  The results will be 
shared with the Evaluation Committee and the Evaluation Committee shall conduct 
reference checks on the highest responsive proposer. 

After completion, the Evaluation Committee shall recommend to award to a specific vendor 
or reject all formal solicitations to the Procurement Office. 

1. If a recommendation to award is received, the Procurement Office will prepare the 
award documents. 

a. For a formal award ($30,000 or over), documents are sent to the end user 
to review and approve.  The award documents will then be sent to the 
Procurement Office Division Chief for review to send to the County Attorney 
for review for legal sufficiency.  After review by the County Attorney, and 
there are no further reivisions, the Procurement Office Division Chief will 
place in Peak for an agenda item for Board award. 

b. For an informal award (under $30,0000), the Procurement Office will prepare 
and send a notice of award to the awarded vendor. The proposer will return 
the bid documents, along with any other required documentation, (i.e. a 
certificate of insurance), and the Procurement Office will issue a Notice to 
Proceed, along with a purchase order, if applicable, with the contract start 
date or notification that a kick-off meeting will be held to determine the 
actual contract start date. 

2. If a recommendation to reject all bids is received, the Procurement Office will 
prepare the rejection memorandum and submit to the County Administrator. 
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4.6 PUBLIC INFORMATION 

The public may participate in virtual bid openings and County Board Meetings involving the 
acceptance of an award. The following solicitation documents are released online to the public 
via the County’s webpage: 

1. ITB Bid Tabulations 

2. ITB and RFQ Bid Comparisons 

3. RFP Acknowledgement of Receipt 

Requests for additional information regarding solicitations and County contracts shall be directed 
to the Procurement Office or formally requested using the Public Information Act (PIA) Request 
via the County’s webpage.  
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5. CONTRACTS 

5.1. MULTIYEAR CONTRACTS 

When it is advantageous to the County to do so, the County may contract to purchase supplies 
or services for periods of more than one year if: 

1. Funds for the total cost of the contract are available at the time the contract is 
executed; or 

2. A contract requiring the payment of funds from appropriation of more than one fiscal 
year is approved by resolution of the Commissioners. 

3. A contract for solid waste disposal that: 

a. May include transportation; 

b. May require payment of funds from appropriations of the County or receipt of 
payment to the County; and 

c. Is not for more than a twenty-year initial term. 

4. A contract requiring the payment of funds from appropriations of more than one fiscal 
year is approved by resolution of the Commissioners and shall be awarded as a one-year 
contract with the option to renew for:  

a. Not more than four one-year terms; or 

b. Not more than 19 one-year terms if the contract is for: 

1) Banking and investment services; 

2) Retirement and pension system management; 

3) Health insurance; or 

4) Software. 

5.2.  CONTRACT RENEWALS 

All contracts resulting from an informal or formal soliciting listing contract periods with automatic 
renewals do not have to be presented to the Board for approval. 

5.3. CONTRACT AMENDMENTS 

Amendments to a contract are required for all price changes if so, determined as part of the 
original term of the contract as well as language, site or location additions or deletions.  If a 
Contract requires an amendment, a request must be submitted in writing to the Procurement 
Office with the reason for the request.  Amendments for Board awarded contracts will be prepared 
by the Procurement Office, reviewed by the County Attorney, and sent to the Board for signature.  

5.4. TERMINATION OF CONTRACTS 

Contracts may be terminated by the County for any reason; however, for multi-year contracts, 
termination by the contractor must be received at least ninety (90) calendar days prior to any 
renewal term. 
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5.5. PROHIBITION TO CONTRACTS 

1. No contract can offer indemnity by the County to another party. 

2. No contract can waive the County’s sovereign immunity. 

3. No contract can authorize advance payments. 

4. No contract can contain an indeterminate dollar exposure. 

5.6. PIGGYBACK COMPETITIVELY BID GOVERNMENT CONTRACTS 

As a government entity, the County has the ability to gain an economy of scale advantage and 

utilize competitively bid government contracts. 

5.6.1. Piggyback Procedures 

This method of providing additional purchasing options is common practice in the public 

purchasing community and offers significant benefits.  The use of comparable purchasing 

contracts allows the County to “piggyback” on other governmental contracts thereby 

providing favorable pricing and reducing costs associated with preparing specifications and 

issuing informal or formal solicitations. 

To “piggyback” is a procedure of procuring goods or services without informal or formal bid 

procedures by utilizing another public entity’s currently active, formally solicited and 

awarded contract(s).  The “piggyback” will be in accordance with all the terms and 

conditions, unit prices, time frames and other criteria as included in the other public entity’s 

formal solicitation.  Changes to terms, conditions and other criteria are not permitted. 

The end user department will contact the other governmental agency to determine if 

commodities or services or both conform to what is required by the County and if use of 

the contract is permissible.  

The following items are required to be part of the procurement package prior to presenting 

to the Procurement Office for approval: 

 A full copy of the entity’s formal solicitation including all addenda and other 

documentation issued; 

 Public posting of solicitation; 

 Bid tabulation, bid comparison, or evaluation as applicable; 

 Award documents; and 

 Fully executed contract to include, but not limited to, vendor pricing. 

5.6.2. Age Intended Agreement to be Piggybacked 

If the contract to be piggybacked has remaining terms beyond the current term, the County 

may piggyback on that contract, at its discretion, or the full remaining term(s), including 

renewals and extensions.   
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5.6.3. Unpermitted Use of Piggybacking 

“Piggybacking” is not permissible on the following: 

 Sole source, single source or standardization contracts. 

 Expired contracts. 

 Certain Federal contracts. 

5.6.4. Federal Contracts 

Federal contracts through the U.S. General Services Administration (GSA) which may be 

piggybacked are as follows: 

 Schedule 70 – Multiple Award Schedule (MAS) Information Technology 

 Schedule 84 – Law Enforcement, Security, Facility Management Systems, Fire, 

Rescue, Special Purpose Clothing, Marine Craft, and Emergency Disaster Response 

Schedule 

 Disaster Purchasing Program which allows state and local governments to buy 

supplies and services directly from all GSA Schedules to facilitate disaster 

preparation, response, or major disaster recovery.  Purchases made in support of 

recovery must be in response to a Stafford Act Presidential declaration. 

 Public Health Emergencies Program. Purchases from all Federal Supply Schedules 

but only when a Public Health Emergency has already been declared such as 

outbreaks of infectious disease or bioterrorist attacks. 

 1122 Program, owned and managed by the Department of Defense, allows states 

and nits of local government access to federal sources of supply to purchase 

equipment to support counter-drug, homeland security, and emergency response 

activities. 

5.7. CONTRACTOR PERFORMANCE EVALUATIONS 

The County reserves the right to enter into a contractual relationship with a contractor based on 
past performance. Contractor evaluations must be performed and submitted to the Procurement 
Office at the end of each contract as this information is essential for future source selection 
purposes.  

5.7.1. Policy 

1. The Project Manager shall provide the Procurement Office a record of a 

contractor’s performance using the Calvert County Government Contractor 

Evaluation Form within thirty (30) days of the end of the contract. 

2. The Procurement Office shall keep an electronic record of all Contractor Evaluation 

Forms. 

3. The County shall not enter into a contract with a contractor for a minimum of three 

(3) years if the recorded Contractor Evaluation Form states one of the following: 
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a. The contract was terminated for defaulted at the fault of the contractor; 

b. The overall rating of the contractor’s performance is Marginal or 

Unsatisfactory; or 

c. A recommendation was made against the contractor due to reasons that 

caused the County a loss or disadvantage.  

 5.7.2. Contractor Evaluation Form Requirements 

The Project Manager shall evaluate the contractor on the contract performance to the best 

of his/her knowledge and include the following: 

1. A justification for why a contract was terminated or defaulted on behalf of the 

contractor, if applicable.  

2. A rating for each area of contract performance provided on the Evaluation Form 

according to the definitions shown below in Table 5.7.2. 

3. A justification for why a contractor is not recommended, if applicable.  
 

 

Table 5.7.2. Evaluation Rating Definitions on Contractor Evaluation Form 

Rating Definition 

Exceptional 
Performance meets contractual requirements and exceeds expectations, many to the 
Government’s benefit. The contract was accomplished without the need for corrective 
actions. 

Very Good 
Performance meets contractual requirements and exceeds expectations. The contract was 
accomplished with minor problems, which were corrected effectively by the Contractor. 

Satisfactory 
Performance meets contractual requirements, and issues were corrected effectively by 
the contractor. 

Marginal 
Performance does not meet some contractual requirements or corrective actions for 
issues were not effective. 

Unsatisfactory 
Performance does not meet most contractual requirements, and/or serious issue(s) were 
not effectively corrected. 

 
 
5.8. AGREEMENTS 

The Procurement Office will review for the purpose of vetting the purchase only.  Once reviewed 

and, if approved, and the funds are available in that current year’s adopted BOCC budget, 
the requesting department will send to the County Attorney’s Office for legal review. These 
agreements will be signed by the County Administrator. 
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6. VENDORS 

6.1. GENERAL VENDOR INFORMATION 

It is the intent to provide all vendors with a fair and impartial opportunity in which to compete 
for the County’s business.   

6.1.1. Authority to Suspend a Vendor 

After reasonable notice to the person or entity involved and reasonable opportunity for the 
person or entity to be heard, the Procurement Office, after consultation with the affected 
department, shall have the authority to debar a person or entity for cause from 
consideration for submitting formal solicitation responses and award of contracts, provided 
that such debarment shall not be for a period of more than three (3) years. Vendors that 
have been disqualified from consideration as an eligible vendor may be reinstated upon 
written request and approval of the Procurement Office Division Chief; however, debarred 
or suspended vendors shall not be reinstated during the period of debarment or suspension. 

6.1.2. Vendor Requirements 

Vendors shall be responsible for adhering to the general vendor requirements by meeting 
the following additional vendor requirements for formal solicitations: 

1. All vendors awarded under a quote, informal bid, or formal bid process to perform 
work on County property shall meet the insurance requirements, as applicable to 
the service, in accordance with these policies and procedures. 

2. If a vendor is not on file with the County, the vendor must also provide a W-9. 

3. All vendors, except those providing commodities only, shall be in good standing with 
the State Department of Assessments and Taxation (SDAT) for Maryland. 

4. All vendors agree to hold the County harmless against all claims for bodily injury, 
sickness, disease, death or personal injury, or damage to property or loss of use 
resulting from contract, unless such claims are a result of the County’s sole 
negligence. 

5. Depending upon the goods or services provided by the vendor, additional 
documentation may be required. 

6.1.3. Vendor Ethics 

All vendor employees, officers, and directors must respect and obey the laws and regulations 
of the agencies with which they operate.  Vendors shall be responsible for complying with 
the following vendor ethical requirements: 

1. Shall promptly disclose any conflict of interest. 

2. Shall not profit from a conflict of interest on the part of a County employee or elected 
official. 

3. Shall not compensate County employees or elected officials for the performance of 
any activity related to the performance of his or her official duties. 
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4. Shall not profit, directly or indirectly, from the use of any secret or confidential 
knowledge or data of the County that a County employee or elected official has 
illicitly disclosed. 

5. Shall not influence, or attempt to influence or cause to be influenced, any County 
employee or elected official in his or her official capacity in any manner, which might 
tend to impair his or her objectivity or independence or judgment. 

6. Shall not cause or influence, or attempt to cause or influence, any County employee 
or elected official to use or to attempt to use, his or her official capacity to secure 
unwarranted privileges or advantages for the vendor or any other person or entity. 

7. Shall promptly report any illegal or unethical behavior. 

6.2. FORMAL BIDDING 

6.2.1. eMaryland Marketplace Advantage (eMMA) 

All vendors are required to register with eMaryland Marketplace Advantage (eMMA). eMMA 
is a system established by the State of Maryland to provide a bidding platform and the 
County is mandated by law through §17-502 of the State Finance and Procurement Article 
of the Annotated Code of Maryland to publish notice of a procurement on eMMA. Once a 
vendor is registered on the site, they will receive automatic email notifications based upon 
the commodity codes selected by the vendor at the time of their registration. 

6.3. VENDOR INSURANCE REQUIREMENTS 

6.3.1. Standard Requirements 

A contractor shall not commence work on County property until it has obtained the 
certificates of insurance required. It is the responsibility of each department to obtain all 
current certificates of insurance. For a certificate acquired under an informal or formal 
contract with the County, the certificate shall also show the contract number and name. 

All coverage shall be with insurance carriers licensed and authorized to do business in 
Maryland. Insurance companies providing insurance shall be acceptable to the County. Self-
insured contractors shall submit an affidavit attesting to their self-insured coverage.  

All insurance companies must have a financial rating of B+ or higher by A.M. Best Company 
Inc. with the exception of self-insured insurance companies. Insurance companies must also 
have no regulatory action with the State of Maryland Insurance Administration. 

1. Certificate Holder and Additional Insured 

a. The Board of County Commissioners of Calvert County, Maryland shall be named 
as certificate holder and as an additional insured of the work as follows:  

  Board of County Commissioners of Calvert County, Maryland 
  Attention: Procurement Office 
  Courthouse, 175 Main Street 
  Prince Frederick, Maryland 20678 

b. Additional insured shall be as pertains to general liability and automobile 
liability and shall be stated under Description on the certificate as: Board of 
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County Commissioners of Calvert County, Maryland shall be named as 
additional insured as pertains to general liability and automobile liability. 

c. The “ADDL INSD” box shall be checked for general liability and automobile 
liability. 

2. Commercial General Liability Insurance. During the performance of 
work, the contractor shall procure and maintain Commercial General 
Liability Insurance in an amount not less than $1,000,000.00 
(combined personal injury and/or property damage) per occurrence 
subject to $2,000,000.00 aggregate. 

3. Workers Compensation. During the performance of work, the 
contractor shall procure and maintain Workers Compensation 
insurance, including Employers Liability Coverage in accordance with 
the statutes of the State of Maryland, covering all employees engaged 
in performance service. If a contractor is a sole proprietor or is a 
company that is not required to maintain workers compensation 
insurance coverage under the laws of the State of Maryland, that 
contractor shall submit the Workers’ Compensation Commission Sole 
Proprietor’s Status indicating “I have not elected to become a covered 
employee” and provide proof of General Liability coverage. 

4. Automobile Liability Insurance. During the performance of the work, 
the contractor shall procure and maintain Automobile Liability 
Insurance, including applicable No-Fault coverage, with limits of liability 
not less than $1,000,000.00 per accident combined single limit Bodily 
Injury and Property Damage. Coverage shall include vehicles to be used 
in conjunction with the work on behalf of the contractor.  

If during the performance of the work the contractor owns 

commercial vehicles or obtains commercial vehicles, the contractor 

shall procure and maintain Automobile Liability Insurance, to include 

No-Fault coverage, with limits not less than $1,000,000.00 per 

accident combined Bodily Injury and Property Damage.  Coverage 

shall include “Any Auto” as indicated on the required Certificate of 

Insurance. 

If during the course of the work the contractor does not own 

commercial vehicles, the contractor shall procure and maintain vehicle 

coverage in accordance with the statutes of the State of Maryland. 

Coverage shall include “Non-Owned” and “Hired” as indicated on the 

required Certificate of Insurance. 

5. Notice of Cancellation. Prior to starting performance, a certificate of 

insurance shall be furnished to the County. Insurance companies 

providing insurance shall be acceptable to the County. The contractor 

agrees to provide the County with a Certificate of Insurance evidencing 

that all coverage, limits and endorsements required herein are 

maintained and in full force and effect. If the contractor receives a non-

renewal or cancellation notice from an insurance carrier affording 
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coverage required herein, or receives notice that coverage no longer 

complies with the insurance requirements herein, the contractor agrees 

to notify the County within two (2) business days with a copy of the 

non-renewal or cancellation notice, or written specifics as to which 

coverage is no longer in compliance. It shall be the contractor’s 

responsibility to make immediate notification to the County if any 

changes are made to the policy.  

6.3.2. OTHER INSURANCE, AS APPLICABLE 

1. Professional Liability (i.e. consulting services such as engineering, architecture, etc.). 
During the performance of the work, the contractor shall procure and maintain 
professional liability insurance coverage in the amount of one million ($1,000,000.00) 
dollars, with a minimum coverage of one million ($1,000,000.00) dollars per 
occurrence and one million ($1,000,000.00) dollars aggregate. 

2. Garage Keeper’s Liability (County vehicles in a contractor’s possession.). During the 

performance of work, the contractor shall procure and maintain Garage Keeper’s 

Liability Insurance in an amount not less than $1,000,000.00. 

3. Marine Liability (Certain projects in or around the water). Comprehensive Marine 

Liability in an amount no less than $1,000,000 per occurrence and $2,000,000 

general aggregate. This policy should be combined with the other forms (such as 

Ship Repairs’ Legal Liability and Stevedores’ Legal Liability) of marine liability 

coverage to cover operations, contractual liability, and products/completed 

operations liability exposure of the maritime operator, including bodily injury and 

property damage liability. 

4. Cyber Liability Insurance (i.e. electronic data). During the performance of work, the 

contractor shall procure and maintain Cyber Liability Insurance in an amount not less 

than $1,000,000.00. 

5. Builders Risk. The contractor shall carry, at his own expense, Builder’s Risk Insurance 

or its equivalent for the full amount for service to be performed against the perils of 

Fire, Lightning, Extended Coverage and Vandalism and Malicious Mischief, subject only 

to the minimum standard deductibles currently filed with the Insurance Service Office 

and the State Insurance Department.  The County shall provide no coverage during the 

construction period. All policies are to be written jointly in the name of the Board and 

that of the contractor, as their respective interests may appear. 

6. Pollution Liability. The contractor shall provide a liability insurance policy covering the 

liability of the contractor during the process of removal, storage, transport, and 

disposal of any waste and contaminated soil. The policy should include, but is not 

limited to, coverage for bodily injury, personal injury; loss of, damage to, or loss of 

use of property, directly or indirectly arising out of the discharge, dispersal, release 

or escape of smoke, vapors, soot, fumes, acids, alkalis, toxic chemicals, liquids or 

gases, waste materials or other irritants, contaminants or pollutants into or upon the 

land, the atmosphere or any water course or body of water, whether it be gradual 

or sudden and accidental. During the performance of service, the contractor shall hold 
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pollution liability of not less than $1,000,000.00 per occurrence and shall name The 

Board of County Commissioners for Calvert County, Maryland as an additional insured.  

6.3.3. INSURANCE REQUIREMENTS FOR STATE AND LOCAL GOVERNMENT  

1. State or Local Governments. Government agencies who are self-insured must submit 
a Certificate of Insurance, Liability Self-Insurance Program naming the Board of 
County Commissioners of Calvert County, Maryland as the Certificate Holder as well 
as Confirmation of Workers’ Compensation Coverage. 

2. Indemnification Clause Applicable to Local Government Agencies. To the extent 

permitted by the laws of the State of Maryland, existing appropriations or available 

insurance coverage and expressly subject to Section 5-301 et seq. of the Courts and 
Judicial Proceedings Article of the Annotated Code of Maryland, also known as the 

Local Government Tort Claims Act, and except in the event of the County's 

negligence or willful misconduct, Contractor shall protect, indemnify, and defend and 

hold harmless, and shall require in its agreements with contractors and 

subcontractors that they shall protect, indemnify, defend and hold harmless the 

County, its officers, agents, employees, successors and assigns or contractors, 

against and with respect to any and all liabilities arising out of or in any way 

connected with the exercise or performance by the Contractor (or its agents, officers, 

employees, successors or assigns or contractors) of any of its rights or obligations 

hereunder. 

3. Indemnification Clause Applicable to State Government Agencies. To the extent 

permitted by the laws of the State of Maryland, existing appropriations or available 

insurance coverage and expressly subject to the Maryland Tort Claims Act, §§12-

101, et seq. of the State Government Article of the Annotated Code of Maryland, 

and except in the event of the County's negligence or willful misconduct, Contractor 

shall protect, indemnify, and defend and hold harmless, and shall require in its 

agreements with contractors and subcontractors that they shall protect, indemnify, 

defend and hold harmless the County, its officers, agents, employees, successors 

and assigns or contractors, against and with respect to any and all liabilities arising 

out of or in any way connected with the exercise or performance by the Contractor 

(or its agents, officers, employees, successors or assigns or contractors) of any of 

its rights or obligations hereunder. 

6.4. AMAZON.COM 

The vendor, Amazon.com, should not be used for convenience purposes such as in the instance 
of office supplies which should be procured from one of the office supply companies holding 
competitively bid governments (i.e. Office Depot and Staples). If office supplies are procured 
from Amazon, documentation is required to show that Amazon provides a lower cost than 
companies holding contract pricing.  

Amazon.com can not be used for Blanket Purchases.  
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7. FIXED ASSETS 

7.1. RESPONSIBILITIES OF THE PROCUREMENT OFFICE 

The Procurement Office is responsible for the tracking and disposition of fixed assets.  Each 

department must report the status of its fixed assets in accordance with these policies to the 

Procurement Office by completing the appropriate form. Completed forms must be forwarded to 

the Procurement Office in a timely manner to afford the Procurement Office sufficient time to 

arrange for transfer or disposal.   

The Procurement Office, in conjunction with the end using department, shall make the 
determination for method of disposal using one of the following acceptable forms of disposition: 

 Transfer to another Department; 

 Trade in on new equipment; 

 Offer to other governmental agencies; 

 Cannibalize for parts; 

 Sell to the public through GovDeals; 

 Sell as scrap; 

 Donate to a local non-profit organization; or 

 Destroy or abandon. 

Once an item is declared surplus, it cannot be traded in, transferred, sold, cannibalized, or placed 
back into service without the approval of the Procurement Office. 

The Procurement Office shall be the sole entity to make arrangements for any disposition of 
assets. 

The Procurement Office shall maintain current listings of surplus property.  

The County has the discretion to classify any property as surplus that is obsolete or the continued 
use of which is uneconomical or inefficient, or which serves no useful function and is not otherwise 
lawfully disposed. Qualifying property may be disposed of for value, without bids to any 
governmental unit, or if the property is without commercial value, it may be donated, destroyed, 
or abandoned. 

7.2. FIXED ASSETS CORE GUIDELINES 

County property is acquired with taxpayers’ dollars. It is the responsibility of every County 
employee to safeguard all County property, whether or not it is assigned to their department or 
division. This includes everything from office supplies to vehicles. 

County assets having a value of $5,000 or more are assigned an asset identification number by 
the Fixed Asset Specialist. The asset number, along with the complete description, purchase date, 
purchase order number, unit cost, serial number and the department or division purchasing the 
asset are recorded and tracked in the financial database system. 

Asset stickers shall remain on tagged items. Items which cannot be physically tagged are entered 
and tracked in the financial database system. 
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7.3. PROPERTY ANNUAL AUDIT 

A Countywide physical audit of assets will be conducted annually. The Fixed Asset Specialist will 
send the audit list from the Finance system database to each department and division for the 
assets assigned to their office. It shall be the department and division’s responsibility to verify 
every item on the list is in active use and shall account for each item. If an item or items cannot 
be located, it shall be noted on the list, and the Department Head or equivalent shall be required 
to submit documentation to the Fixed Asset Specialist for the missing County property. The 
department and division will have thirty (30) calendar days to return their completed audit to 
the Fixed Asset Specialist. 

A list of unaccounted for items will be sent to the Director of Finance & Budget and County 
Administrator for informational purposes. 

Items not located (“CNL” – Cannot Locate) after three years can be retired with the approval of 
the Procurement Office Division Chief. 

7.4. FIXED ASSET FORMS 

Offices shall complete a Fixed Asset Transfer/Disposition Form for assets not needed or not 
located, including items that are for disposal. It shall be the responsibility of the department or 
division to complete a transfer form notifying the Fixed Asset Specialist of property to be traded 
in on a new purchase. The completed form shall be sent to the Fixed Asset Specialist for 
disposition on the property. 

7.5. DISPOSAL/TRANSFER/TRADE OF ASSETS 

The Fixed Asset Specialist will direct the disposal or transfer of all County property. No employee 
has the authority to dispose of, give away, transfer, sell or trade County property. 

7.5.1. Recycling/Scrapping Property 

The Fixed Asset Specialist will handle the disposal of property to be recycled or scrapped. 
Employees shall be strictly prohibited from taking County property to recycling facilities. 

7.5.2. Receiving/Requesting Property from Other Jurisdictions 

Offices must contact the Fixed Asset Specialist to obtain property from other jurisdictions 
and organizations. Property received from other jurisdictions shall become the property of 
the County and follow the policy as described above. 

7.6. SURPLUS FIXED ASSETS 

County surplus shall be distributed by the following guidelines: 

 County assets that are placed in surplus are offered in the following order: 

1. County offices. 

2. Volunteer Fire & Rescue departments. 

3. County funded government agencies, and other government agencies such as 
Annmarie Gardens, Board of Education, and Maryland State Police. 

4. General public sale (examples – yard sales and online auctions). 
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5. County employees teleworking (employee is responsible for picking up asset). 

 Surplus will be available to view electronically via the County’s shared drive or by 
appointment at the Storage Facility on Tuesdays and Thursdays only. 

 Offices obtaining property from surplus understand the property shall be used for County 
use only. 

 Transfer of surplus property to other counties and state agencies will require prior 
approval from the Director, Department of Finance & Budget. 

 Funds from the sale of surplus property will be deposited into the General Fund. 
Exceptions include sales of surplus from enterprise funds. Those monies collected will be 
placed in the General Fund of that enterprise. 
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GLOSSARY OF TERMS 

Agreement – A legally binding arrangement between two or more parties.  

Amendment – A formal change to an already awarded contract including, but not limited to, 

price changes and contract terms. 

Asset – A physical piece of property belonging to, acquired, or purchased by the County 

including, but not limited to, computer equipment, land, buildings, office furniture, shop 

equipment, tools, vehicles, office supplies, etc. 

Bid – A submission in response to an Invitation to Bid (ITB).  

Bid Opening – The unsealing and reading of sealed bids that have been received in response 

to an ITB.  

Bidder – A person or entity submitting a bid in response to an ITB issued by the County. 

Blanket Purchase Order (BPO) – A purchase order to cover multiple purchases throughout a 

set period of time from a single vendor.  

Board – The Board of Calvert County Commissioners, Calvert County, MD. 

Bonds - Legal agreements that ensures contractors fulfill their stated obligations. 

Certificate of Insurance – A document from an insurer showing proof of business insurance.  

Contract – A legally binding agreement that defines and governs the rights and obligations 

between its parties.  

Contract Change Order – A document to correct errors, omissions, or discrepancies and/or to 

make monetary increases or decreases to a Contract.  

Contract Period – The period of time from the commencement date to the date of expiration 

set forth in the Contract.  

Contractor – An individual, firm, or corporation.   

Contractor Performance – An evaluation of the successes and/or failures of a Contractor.  

Contract Purchase Order – A purchase order issued by the Procurement Division for the 

procurement of goods or services for an awarded contract. 

County – Calvert County Government, Calvert County, Maryland. 

County Representative – A County elected or appointed official, employee, or authorized 

member of a County committee. 

Department – A division of Calvert County Government.  

eMaryland Marketplace Advantage (eMMA) – A bidding platform established by the State 

of Maryland.  
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Emergency Purchase – An expenditure affecting the health, safety, or welfare of the County, 

its residents, or landowners, and not poor planning. 

End User – A County employee who initiates and serves as the point of contact for a purchase 

or solicitation. 

Evaluation Committee – A group of at least three (3) County employees with knowledge of 

the commodities or services sought in a Request for Proposal (RFP) to evaluate and select bid 

proposals for award. 

Fiscal Year – A one-year period from July-June used by the County for financial reporting and 

budgeting.  

Fixed Asset Specialist – The County employee responsible for the accountability of County 

property with a value of $5,000.00 or greater; reports to the Procurement Office Division Chief. 

Formal Solicitation – An invitation to receive quotes or proposals for purchases $30,000.00 or 

greater.  

Goods – Material products or items that have been or will be purchased for the County.  

Informal Solicitation – An invitation to receive quotes or proposals for purchases $10,000.00 

to $29,999.99.  

Invitation to Bid (ITB) – A document that solicits bid submissions from prospective 

contractors through for a specific product or service through a formal bidding process.  

Minor Infraction – An inconsequential flaw in a bid that can be corrected or waived without 

being prejudicial to other bidders. 

Nonresponsive Bid – A bid that is deemed unacceptable due to missing required documents 

considered major infractions, being unqualified, etc. 

Notice of Award (NOA) – A document issued by the Procurement Office to notify a 

Contractor of award of contract. 

Notice to Proceed (NTP) – A document issued by the Procurement Office to notify the 

awarded Contractor to move forward with providing the products or services at the pricing and 

terms set in their newly bound contract.  

Piggyback Contract – A contract to procure goods or services for the County utilizing another 

public entity’s currently active, formally solicited and awarded contract(s).   

Procurement – The purchasing of goods or services.  

Procurement Office – The division of the County’s Department of Finance & Budget 

responsible for procuring goods and services and accountability of fixed assets.  

Procurement Office Division Chief – The principal purchasing official of the County who is 

in charge of the Procurement Office Division; reports to the Director of Finance & Budget. 
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Procurement Specialist – A County employee assigned to procure goods and services for the 

County by issuing bids, solicitations, and other contract documents; and drafting and analyzing 

contracts under the direction of the Procurement Office Division Chief.  

Project Manager – The County’s point of contact and subject matter expert for a contract, 

who holds the responsibility of providing the Contract’s need and specifications, overseeing the 

intended products or services, and making sure the obligations of the contract are met.  

Proposal – A submission in response to a Request for Proposal (RFP).  

Purchase Order – A document issued by the Procurement Division for the procurement of 

goods or services. 

Purchase Order Change Order – A document to correct errors, omissions, or discrepancies 

and/or to make monetary increases or decreases to an already issued purchase order.  

Quote – A price provided by a vendor listing the cost(s) of goods or services.  

Requisition – A document issued by a County department requesting the procurement of 

goods or services. 

Request for Proposal (RFP) – A document that solicits a proposal through a formal bidding 

and evaluation process in which qualifications, technology used, experience, and offerings are a 

main consideration aside from price when determining which Contractor to award.  

Request for Quote (RFQ) – An informal competitive bidding process for procuring goods or 

services $10,000.00 to $29,999.00. 

Responsible Bidder – A responsive bidder who fully complied with all bid requirements and 

whose experience and financial capability is deemed acceptable. 

Responsible Proposer – A responsive proposer who fully complied with all bid requirements 

and whose experience and financial capability is deemed acceptable. 

Responsive Bid – An acceptable bid that includes all required documents. 

Scope of Work – Specifications of work to be performed under a Contract.  

Services – Work performed by a Contractor or Vendor at the request of the County.  

Single Source Standardization – A purchase where competitive bids are not needed 

because although multiple sources may provide certain functional or performance requirements, 

only one is economically feasible.  

Sole Source – A purchase where competitive bids are not possible because there is only one 

vendor capable of providing an item or service. 

Split Bid – When a solicitation includes multiple purchase segments versus one lump sum bid.  

Surplus – Excess County property that will not be used in the foreseeable future.  

Tie Bid – When two or more bid submissions have identical pricing.  
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Vendor – A person or company selling goods or services.  

Work – The services required under the contract.



 

 

 

 

REQUISITION REQUIREMENTS CHECKLIST 

This checklist is to serve as a quick self-check reference for buyers using FinPlus.  

 

 

 

 

 
 
 

1.  Comments on ordering if not listed in the Vendor section, if applicable. 
i. Example: “Do not mail – Department will place order” 

ii. Example: "Email PO to vendor@store.com” 
2. Quote – Quotes for active contracts must include the contract number and a breakdown of costs showing contract unit 

pricing and/or discounts.  
3. Good-Through Dates – The duration of time in which purchases can be made, usually for the entirety of the fiscal year.  

i. Example: “July 1, 2021 – June 30, 2022” 
4.  Monthly fee for subscription purposes – Only TS should be purchasing hardware/software 
5. Bank Card Purchases – Official, detailed receipts for Bank Card purchases must be sent to the Procurement Office within 

twenty-four (24) hours of purchase.  

Purchases 
$0.00 - $2,499.99 

☐ Buyer Name 

☐ Description of Item or Service 

☐ Back-up Documentation as necessary, including quotes 

☐ Active Contract # Being Used, if applicable 

☐ Up-to-date Certificate of Insurance (COI) (applicable for all Services) 

☐ Comments on ordering if not listed in Vendor section, if applicable1 

☐ For new vendors, W-9 

Purchases 
$2,500 - $9,999.99 

☐ Buyer Name 

☐ Description of Item or Service 

☐ Back-up Documentation as necessary, including quotes 

☐ Active Contract # Being Used, if applicable 

☐ Up-to-date Certificate of Insurance (COI) (applicable for all Services) 

☐ Comments on ordering if not listed in Vendor section, if applicable1 

☐ For new vendors, W-9 

☐ Three (3) Quotes 

 
  

☐ Buyer Name 

☐ Description of Item or Service 

☐ Active Contract # Being Used 

☐ Quote2 

☐ Sole Source if applicable (No contract #) 

☐ Up-to-date Certificate of Insurance (COI) (applicable for all Services) 

☐ Comments on ordering if not listed in Vendor section, if applicable1 

☐ For new vendors, W-9 

Blanket Purchases ☐ Buyer Name 

☐ Good-Through Dates3 

☐ Authorized buyers name for in-store purchases 

☐ Total Amount Buyers can spend per day/visit 

☐ A description/reason for the Blanket PO 

☐ Active Contract # being used, if applicable 

☐ Up-to-date Certificate of Insurance (COI) for services 

☐ For new vendors, W-9 

☐ Monthly fee for Subscription Purchases4 

Bank Card Purchases5 ☐ Requirements listed in applicable order-type above 

☐ Vendor Name 

Appendix A

Purchases
$10,000 +



 

  

 
 
 
*Please allow up to 14 business days for full approval by the Procurement Office for requisitions entered. 
*For true emergency requisitions, the Procurement Office will expedite the process as quickly as possible. 

 
 
Requisition is 
Entered by Buyer. 

 
 Requisition is 

fully approved by 
buyer’s 

department. 

 
The Procurement 
Office converts the 
requisition into a 
purchase order 
(PO). 

The PO is reviewed for accuracy and processed by the Procurement 
Assistant. 

The PO is reviewed by the 
Procurement Office Division Chief.  

The PO is approved by the Director 
of Finance and Budget. 

The PO is electronically filed and can now be placed with the vendor.  

 
The PO is approved by the 
Procurement Office 
Division Chief. 
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Suggested Vendor: Ship to:

From: Address: Ship Via:

Account #: F.O.B.

Date Prepared: Vendor #: Date Needed:

Quotes Received From:

Vendor: Amount:

Vendor: Amount:

Vendor: Amount:

General Purpose of Item Requested:

Item # Catalog # Qty. Unit Price Total $

1
2
3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

Description

CALVERT COUNTY PROCUREMENT

CHANGE ORDER REQUEST

REMEMBER -- Include SHIPPING in pricing request

$Authorized Signature:
                              _________________________________________

Exhibit A

Department Head

Authorized Signature:
  _________________________________________

Division Chief/Supervisor



CHANGE ORDER FOR CONTRACT AND ASSOCIATED PURCHASE ORDER 

Contract Number and Name:  

Contractor Name:  

Purchase Order #:  Change Order Number:   

Date:    Account Number:  

Description of Change and Justification for Change: 

 

 

 

    

        

Contract will be ☐ Increased ☐  Decreased ☐ Unchanged by this Change Order 

Completion date will be ☐ Increased ☐ Decreased ☐ Unchanged   by  days. 

Description 
Changes 

Covered by the 
Award 

Changes Not 
Covered by the 

Award 

1  Original Purchase Order Amount $  

2  Current Change Order $ $ 

3  Previous Change Orders $  $ 

4  Total Change Orders $ $ 

5  New Contract Total Including this Change Order $ 

 

Required signatures for ALL Change Orders: 

___________________________________                               _____________________________________ 

Department Head                             Date                               Capital Projects Analyst                         Date 
 

___________________________________ 

Contractor                                       Date 
 

Required Signatures for Change Orders NOT Covered by the Award: 
 

___________________________________ 

Director of Finance & Budget          Date         (Cumulative Change Orders up to $25,000) 
 

___________________________________ 
County Administrator                     Date          (Cumulative Change Orders up to $50,000) 

 

___________________________________ 
President, BOCC                           Date          (Cumulative Change Orders up to $100,000.00) 

 
 

 Exhibit B

Attach BOCC Meeting Summary of Actions when Cumulative change orders exceed $100,000.00.  Work 
shall not commence until a signed change order to the purchase order is issued.
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Credit Card Policies and Procedures

Objective

To  allow  Calvert  County  Government  (the  County)  personnel  access  to  efficient  and  alternative  means  of 
payment  for  approved  expenses  related  to  business  travel,  emergencies,  and companies  who  do  not  accept 
purchase orders.

Policies

1. The  credit  card  will  only  be  used  for  County  business  purposes.  Personal  purchases  of  any  type  are 
strictly  prohibited  including  but  not  limited  to  cash  advances,  traveler’s  checks,  or  electronic  cash 
transfers for personal expenses.

2. The following purchases shall be prohibited:

• Alcoholic beverages/tobacco products

• Capital equipment and upgrades

• Construction, renovation/installation

• Controlled and uncontrolled substances

• Items or services on term contracts

• Maintenance agreements

• Personal items or loans

• Purchases involving County property trade-in

• Rentals (other than short-term autos)

• Telephones, computer, electronic, related equipment, or services

• Any other items deemed inconsistent with County responsibilities

Procedures

1. A requisition must be entered into the financial system prior to the use of the credit card. If you do not 
have the exact dollar amount available, an approximate cost of the purchase(s) will be acceptable.

a. For  reservations,  if  travel  has  been  approved,  a  requisition must be  entered  into  the  financial 
system immediately following the use of the credit card.

Mailing Address: 175 Main Street, Prince Frederick, Maryland 20678

  Maryland Relay for Impaired Hearing or Speech: 1-800-735-2258



Credit Card Policies and Procedures 

Page 2 of 3 
 

 

 

 

2. All out-of-state travel expenses must be approved in writing by the County Administrator prior to use of 

the credit card. The signed travel form shall be attached to the requisition at the time of entry.  

 

3. Receipts 

 

a. Detailed receipts must be retained and forwarded to Procurement (within 3 days of use of the 

credit card) or attached to the requisition for submission with the credit card statement for 

payment. 

 

b.  For meals, each receipt must include the names of all persons involved in the purchase, and a 

brief description of the business purpose of the purchase, in accordance with Internal Revenue 

Service regulations. 

 

c. All receipts submitted for payment must include the initials of the employee using the credit card 

and the date and signature of the approving Department Head/Elected Official. Each receipt must 

have the appropriate signatures and initials before payment will be made.  

 

d. All receipts submitted for payment must have the appropriate account number(s) and the 

associated amounts clearly written on the receipt (back of receipt is acceptable).  

 

 

4. Calvert County Government is exempt from sales tax on purchases.  The County’s tax-exempt 

certificate must be provided to the vendor before using the credit card. Tax-exempt certificates are 

available on the S drive under Procurement. 

 

5. Lost or stolen cards must be immediately reported to the Procurement Officer and/or Procurement 

Assistant.  
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Disciplinary

The  following  actions  will  be  taken  for  those  employees/departments/divisions  who  do  not  adhere  to  these 
policies and procedures.

1. Risk revocation of their credit card privileges and/or disciplinary action.

2. Offices  causing  a  delay  in  payment  resulting  in a  late  fee  or  finance  charge  assessed  to  the 
County’s credit card account will be charged for those late fee or finance charges.

3. Misuses  of  the  card  will  result  in  cancellation  of  the  card  and  withdrawal  of  credit  card 
privileges.

4. If individuals use the card for an employee’s personal expenses, the County reserves the right to 
recover these monies from the employee. Cardholders will be required to sign a credit card use 
policy  authorizing  the  Finance  and  Budget  department  to  recover,  from  their  salary  or other 
means, any amount incorrectly claimed.

5. Misuse of any credit card may be cause for termination of employment.

Updated 02/11/2022
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As Department Head, I understand and agree to the following: 

• I bear ultimate responsibility for the card. 

• The County’s credit card(s) issued to my Department and Divisions will not be used for personal 

expenses and will only use the card for official business on behalf of Calvert County Government. 

• If the card(s) issued to my Department and/or Divisions are misused (i.e., used other than in accordance 

with the instructions given to me in this agreement or related policies) or otherwise fail to provide the 

proper receipts or documentation within the specified timeframe above, I authorize the Department of 

Finance & Budget to recover the funds through payroll deductions or other means necessary for any 

amounts incorrectly purchased.  

• If the County’s credit card is lost or stolen, I will immediately report it to the Procurement Officer 

and/or Procurement Assistant.  

 

Print Name: ____________________________________ 

 

  Signature: _____________________________________ 

 

          Title: _____________________________________ 

            

          Date: ___________ 
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