Procurement Manual
Effective: July 1, 2017
Due to the size of the Procurement Manual, only the Policy Overview is
provided in the Appendix. The complete Manual can be obtained by request
from the Accounting Department

POLICY OVERVIEW
MRWPCA recognizes its role as a business entity and public service agency. As such, the Agency holds to a high
standard of efficient, ethical, and economical procurement that is consistent with sound business principles
and efficient operations.
The overall purpose of the MRWPCA Procurement Policy is to


Establish the procurement authority within the organization



Simplify, clarify, and reflect the laws governing procurement



Provide uniform procurement policies throughout the organization



Build confidence in public procurement



Foster broad-based competition from all segments of the of the supplier community



Safeguard the integrity of the procurement system and protect against corruption, waste, fraud, and
abuse



Provide for increased efficiency economy, and flexibility in procurement activities

Definitions
Amendment - A formal modification or change of a material term, such as the term, cost, or scope of work, in
one or more provisions of an existing contract.
Change Order – Can be used as a synonym for amendment in formal proposals or bids; however this term may
also be used to reflect changes requested to be made on a purchase order.
Consultant Services – Professional work provided to the Agency by specially trained and experienced
individuals or firms regarding economic, financial, engineering, planning, architectural, environmental, legal, or
administrative matters.
Cooperative Agreement – A special agreement in which other public entities can take advantage of pricing or
benefits that are available to the contracting public entitiy.
Contingency – An amount added to an estimate to allow for items, conditions, or events for which the state,
occurrence, or effect is uncertain and that the experience shows will likely result, in aggregate, in additional
costs. Contingency can also be referred to as risk allowance to account for known or unknown risks.
Encumbrance – A commitment of funds guaranteeing a source of payment for a specific transaction.
Emergency Purchase – An emergency is defined as a breakdown in machinery or equipment or disaster,
including but not limited to a flood, storm or other disaster resulting in the interruption of an essential service
or a distinct threat to public health, safety, or welfare.
General Purchases – Contracts and purchases for supplies, equipment, or general services.
General Services – Services which could include janitorial contracts, vehicle repairs, falconry services, and
similar types of assistance.

Master Service Agreement – An agreement entered into by the California Department of General Services for
use by other agencies that wish to use the same services.
Payment Bond – A surety executed on the part of the contractor for 100% of the contract price. This is used to
assure the payment as required by law of all persons supplying labor and material associated with a contract.
Performance Bond – A surety executed in connection with a contract to assure fulfillment of all of the
contractor’s obligations under such contract. This bond shall not be less than 100% of the contract price.
Public Works Project/Public Work(s) – Construction, alteration, demolition, installation, or repair work done
under contract and paid for in whole or in part out of public funds. Public works include sewer, street or other
improvement work done under the direction and supervision or by the authority of the Agency or any of its
officers. ”Construction” includes work performed during the design and preconstruction phases of
construction, including but not limited to, inspection and land surveying work and work performed during the
post construction phases of construction, including but not limited to, all cleanup work at the jobsite.
“Installation” includes, but is not limited to, the assembly and disassembly of freestanding and affixed modular
office equipment.
Purchasing Authority – The Board of Directors and Agency employees who are authorized to procure goods,
services, or enter into contracts on behalf of the Agency. Different levels of approval authorities may be
assigned base on position or type of purchase.
Purchase Order – An Agency generated document that sets forth the descriptions, quantities, prices, discounts,
payment terms, date of performance or shipment, other associated terms and conditions, and identifies a
specific seller.
Request for Proposal (RFP) – A solicitation for procurement that includes a clear precise description of the
work to be performed or the services to be provided; a description of the format that proposals shall follow,
the required elements, the standards the agency will use in evaluating proposals, the date on which the
proposals are due, and the timetable the agency will follow when evaluating proposals.
Responsible Bidder – A contractor, business entity or individual who is fully capable to meet all of the
requirements of the solicitation and the subsequent contract. The bidder must possess the financial and
technical capabilities to perform as contractually required. They must be able to fully document the ability to
provide good faith performance.
Responsive Bidder – A contractor, business entity, or individual who has submitted a bid or request for
proposal that fully conforms in all material respects to the bid specifications or the Request for Proposal,
including both form and substance.

Ethical Standards of Conduct
Every employee of the Agency should seek to obtain the best value for each dollar expended and uphold the
public’s trust by processing public purchasing in an open environment. Each employee with purchasing
authority shall complete biennial California Assembly Bill 1234 General Ethics Training and adhere to the
following ethical standards of conduct.

I.

Ethical Standards
a. Consider first the interests of the Agency in conducting all transactions

b. Carry out the policies established by the Agency
c. Procure, without prejudice, the maximum value for each dollar expended, avoiding unfair
practices and giving all qualified vendors equal opportunity
d. Provide vendor representatives courteous and professional treatment.
e. Subscribe to and work for honesty in all business transactions

II.

Prohibited Practices
a. Conduct the public’s business for private gain.
b. Engage in the selection, award, and administration of contracts that would result in a real or
apparent conflict of interest. The following examples represent situations where a conflict of
interest may or could exist:
i.

An employee, officer, or agent, any immediate family member, partner, or an organization
which employs or is about the employ any of the parties indicated herein, has a financial or
other interest in a tangible personal benefit from a firm considered for a contract.

ii.

Accepting or soliciting from any person, firm, or corporation gratuities, favors, or anything of
monetary value from contractors or parties to subcontracts. Acceptable items may include:


De minimus items with a value of under $25 may be accepted when imprinted with
advertising for a company’s product or service. Examples include calendars,
inexpensive pens, coffee cups, paper note pads, etc.



Miscellaneous items left by suppliers which are made for the consumption of all staff,
such as candy, popcorn, etc.

Additional details on Conflict of Interest can be found in the Agency’s Personnel Policies and
Procedures Manual, Section 204.
c. Using information available to officials and employees, solely because of their Agency position, for
personal profit, gain, or advantage.
d. Knowingly influencing others to commit any act that would violate this policy
The Agency may impose discipline up to and including termination for situations that involve in a conflict of
interest, as well as non-adherence to the Procurement Manual.

Purchasing Authority
The Agency’s Purchasing Authority is assigned to the General Manager, with operational oversight of the
Agency’s program delegated to the Chief Financial Officer. The General Manager and the Chief Financial
Officer may in a prior writing approve an alternate purchasing authority level under specific circumstances and
in accordance with applicable law. This approval level shall be no greater than approval levels delegated to the
General Manager or Chief Financial Officer positions. This approval will be documented on a Purchasing
Authorization Form.
An over view of the Agency’s purchasing authority levels and responsibilities are included in the following
chart.

Purchasing Authority Levels
An overview of the Agency’s procurement responsibilities and purchasing approval levels are listed below:
- Approves Procurement Policy
Board of Directors

- Awards contracts for general purchases, consultant services, and change
orders with cumulative costs of $75,000 or more
- Approves public work contract contracts of $35,000 or more.

General Manager

- Implements purchasing policies
- Delegates purchasing authority
- Awards contracts for general purchases, consultant services, and change
orders with cumulative costs up to $75,000
- Approves public work contracts up to $35,000

Assistant General Manager

Chief Financial Officer

Awards contracts for general purchases, consultant services, and public
projects with cumulative costs up to $35,000
- Approves cumulative change order requests up to $35,000
-

- Develop and implement the purchasing guidelines
- Monitor and evaluate system performance
- Set payment schedules
Awards contracts for general purchases, consultant services, and public
projects with cumulative costs up to $35,000
- Approves cumulative change order requests up to $35,000

Department Heads

- Awards contracts for general purchases, consultant services, and public
projects with cumulative costs up to $10,000
- Approves cumulative contract costs or change orders up to $10,000, if
within budget

Authorized Employees

Amount of purchasing authority approved by the General Manager or
- the Chief Financial Officer. Guidelines for the purchase of goods and
services are listed below:
-Supervisors: Up to $5,000
-Designated Employees: Up to $3,000

Amounts exceeding an individual's purchasing limit must receive approval from the next highest purchasing authority

It should be noted that purchasing authority thresholds are established for the initial purchase. If an
employee is authorized to manage a contract that was approved by a purchase order, an employee may sign
off on invoices confirming that the purchase is in accordance within the invoiced amount. If the invoices or
required goods or services exceed the original purchase order, the appropriate purchasing authority must
approve the additional amount and/or scope of work.

Purchasing Methods
The Agency classifies purchases into the following three categories: General Purchases, Construction or Public
Works Contracts, and Contract Services. Based on the type of purchase and dollar threshold, the following
different methods of purchasing can be considered:


Petty Cash: Immediate General Purchases up to $50



Blanket Purchase Order: General Purchases with select vendors with purchases of up to $1,500



Credit Card: Individual General Purchases for approved cardholders and Agency card purchases up to
$1,500


Alternative levels may be approved for one-time approved purchases, and for positions, such
as the Procurement Specialist who purchases Agency-wide materials and supplies



Competitive Sealed Bid: Purchases of goods or Public Works Contracts of $35,000 or more



Competitive Sealed Proposal: Contract Services of $35,000 or more

An overview of practices associated with each purchasing category is listed below, with specified procedures
contained with the corresponding section of the policy.

General Purchases: Typically supplies, equipment, and general services

Up to
$3,000

Up to $1,500: No specific requirements; however competitive bidding or
cost analysis recommended. A purchase order (PO) is not necessary
Up to $3,000: Obtain at least three written or verbal quotes, whenever
possible
Award document: Petty cash, blanket purchase order, credit card, PO

GENERAL
PURCHASES
Supplies,
Equipment, or
General services

$3,000 to
$35,000

Solicit three written quotations and submit summary

$35,000
to
$75,000

Purchasing authority advertises for Sealed Bids or issues a Request for
Proposal (RFP)

Award Document: Purchase Order

Award Document: Purchase Order or contract
Purchasing authority advertises for Sealed Bids or issues a Request for
Proposal (RFP)

Above
$75,000

Award Document: Purchase Order or contract approved through the
Board of Directors

Construction or Public Works Contract
No specific requirements for projects less than $3,000
Up to
$35,000

Solicit three written quotes and submit summary for projects of $3,000 or
more
Award Document: Public Works Contract

CONSTRUCTION
OR PUBLIC WORKS
PROJECTS
$35,000
or above

Formal bidding procedures
Award Document: Public Works Contract Awarded by the Board

Consultant or Professional Services
Up to
$35,000

CONSULTANT
SERVICES

No specific requirements for services less than $3,000
Solicit three written quotes and submit summary for services above $3,000
Award Document: Purchase Order or Consultant Services Agreement

$35,000 to
$75,000

Request for Proposals or Qualifications

Above
$75,000

Request for Proposals or Qualifications

Award Document: Consultant or Professional Services Agreement

Award Document: Consultant or Professional Services Agreement

Contract Formation
The Agency is considered as having entering into a contract through the issuance of an approved purchase
order or contract for all goods and services above $3,000. A requisition must be approved and obtained prior
to purchasing goods or initiating services. Bids, quotations, scope of work proposals, etc., are not classified as
binding Agency purchase orders or procurement agreements.

General Procurement Practices
The following practices shall be considered to assure the best use of public funds:


Avoid purchasing unnecessary or duplicative items by considering consolidating or breaking out
procurements to obtain a more economical purchase.



Analyze lease versus purchase options to determine the most economical price.



Consider cooperative purchasing.



Reference the Federal Excess and Surplus property website in lieu of purchasing new equipment and
property, if it is feasible and reduces project costs. A link to the website, which includes online
auctions is provided for reference: https://www.gsa.gov/portal/content/104591



Award contracts to only to responsible contractors possessing the ability to perform successfully under
the terms and conditions of a proposed contract.



Engage in contracts for time and material only when no other contract is suitable; and if this form of
contract is used include a ceiling price in which the contractor exceeds at its own risk.



Use value engineering clauses in contracts for construction projects of sufficient size to offer
reasonable opportunities for cost reductions. This could include alternate options, additives, or
deductive change orders.



Refrain from splitting purchases to circumvent purchasing thresholds or practices.

Competition
All procurement transactions must be conducted in a manner providing full and open competition. To ensure
the best value for the Agency, while also encouraging a competitive environment, the following practices shall
be restricted:
o

Allowing contractors that were used to develop or draft specifications, requirements, statements of
work, and invitations for bids or request for proposals to compete for the related procurements.

o

Placing unreasonable requirements on firms in order for them to qualify to do business.

o

Requiring unnecessary experience and excessive bonding.

o

Entering into noncompetitive contracts to consultants that are on retainer contracts.

o

Creating organizational conflicts of interest.

o

Specifying only a “brand name” product instead of allowing an “an equal” product to be offered or
characteristics, unless the product meets the sole source criteria.

Effective Solicitations
o

Incorporate a clear and accurate description of the technical requirements for the material, product,
or service to be procured. The description may include a statement of qualitative nature of the
material, product, or service to be procured and, when necessary, must set forth those minimum
characteristics and standards to which it must conform.

o

Identify and quantify all requirements which the offers must fulfill and other factors to be used in
evaluating qualifications or proposals.

o

Consider maintaining a list of prequalified persons, firms, or products which are used in acquiring
goods and services are current and include enough qualified sources to ensure maximum open and
free competition.

o

Publicize proposals at least ten days prior to opening and identify any evaluation factors and their
relative importance



Solicit proposals or qualifications from an adequate number of qualified sources

General Evaluation Practices
The following general award practices should be referenced when considering proposals. It should be noted
that Public Works contracts are subject to award practices outlined in the Public Contract Code and include
other statutory requirements.
o

Prepare a written method for conducting technical evaluations of proposals received and for selecting
recipients

o

Award contracts that were initiated through a Request for Proposal or Request for Qualifications
proposed to the firm whose proposal is most advantageous to the Agency, with price and other factors
considered

o

Use competitive proposal procedures for qualifications-based procurement of architectural and
engineering professionals, evaluating qualifications, and negotiating compensation of a fair and
reasonable compensation.

Non-Competitive Procurements
The Agency has identified three circumstances when non-competitive procurements are acceptable.
Information relating to those circumstances is included within this section. It should be noted that if the
procurement is funded through a Federal loan or a pass-through entity, the Agency may be required to obtain
written approval from the external entity prior to accepting a competitive proposal.
I.

Sole Source Procurement

Purchase or acquisition of equipment, goods, or services may be made by a sole source procurement
without engaging in competitive procurement when requirements are so critical or call for such specialized
expertise that only one source is capable of satisfying those requirements and accordingly competitive
procurement may be waived. Sole source means that only one vendor possesses the unique and singularly
available capability to meet the requirements of the solicitation, such as technical qualifications, matching
to currently owner equipment or supplies, or the ability to deliver at a particular time. Purchasing from a
sole source, including purchases made with to funds received from a federal or pass-through entity, shall
only be permitted after approval, by the person authorized to give purchasing authority approval, of
written justification from the requesting department explaining why a sole source has been specified, and
a factual finding by the awarding authority that it is in the best interest of the Agency to purchase without
competitive procurement. Since sole-source purchases eliminate competition, the Agency carefully
regulates them and requires that they be clearly identified within the purchasing process.
The Agency requires justification, and in some instances Board approval. The requesting department is
responsible for providing detailed, reasonable, and defensible justification of sole sourcing. The following
information should be included on the Agency’s Sole Source Questionnaire Form.
a. An explanation of the need for the unique features, applications, and circumstances that apply to the
specified good or service and why it is only available from one vendor.
b. The reason competing products are not satisfactory, including the name, model number, and
manufacturer of the unacceptable products that have been investigated.
c. Supporting information as to how the pricing was determined to be fair and reasonable.

Additional procedural information is included in the Sole Source section of this document.
II.

Emergency Procurement

An emergency purchase is a purchase made in response to a public calamity, such as an extraordinary fire,
flood, storm epidemic or other disaster which results in an unexpected occurrence that poses a clear and
imminent danger requiring immediate action to prevent or mitigate the loss or impairment of life, health,
property, or essential public services.
The agency classifies emergencies into two categories:
a. Operational Emergency: When a situation occurs, an Agency employee may purchase goods or
services on an “emergency” basis outside of the normal procurement process. The employee shall
obtain the necessary purchasing authority approval.
b. Board Declared Emergencies: Pending the Board of Director’s formal declaration that an emergency
has occurred or is imminent, the Agency’s General Manager may authorize the expenditure of any sum
required for the purchase of goods or services during the emergency without soliciting competitive
proposals or formal sealed bids. The emergency may be based on any of the following:
i.

Threat to public health, safety, or welfare

ii.

Potential interruption of vital Agency services

iii.

Threat of financial loss to the Agency

Regardless of the size of the purchase, a completed requisition must be submitted to Purchasing
within three (3) working days of placing the order. In the event an emergency is not declared or
following the termination of the emergency the Board shall be requested to ratify any expenditure of
in excess of the General Manager’s purchasing authority levels.
Any quantities purchased on an emergency basis are limited to the amount necessary to meet the immediate
need or until additional quantities can be obtained through regular procurement procedures.

III.

Other Exception to Competitive Bidding

As a general rule, unless a sole source or an emergency procurement is justified, competitive procurement
is a mandatory requirement as provided herein. The only exception to sole source or emergency situations
is where the nature of the subject of the work, procurement or contract is such that competitive proposals
would be unavailing or would not produce an advantage, and the advertisement for competitive bid or the
solicitation of competitive proposals would thus be undesirable, impractical, or impossible. In Graydon v.
Pasadena Redevelopment Agency (1980) 104 Cal.App. 631, 164 Cal.Rptr. 56, it was held that where
competitive proposals work an incongruity and are unavailing as affecting the final result, or where
competitive proposals do not produce any advance, or where it is practically impossible to obtain what is
required and to observe such form competitive bidding is not applicable.
The Agency must be able to substantiate claims that competitive bidding would not be advantageous.
Contracting under this exception to competitive procurement may only be permitted after approval, by
the person authorized to give purchasing authority approval of specific written justification from the
requesting department explaining why a competitive procurement is unavailing, would not produce and
advantage and would therefore be undesirable, impractical or impossible, and a factual finding by the

awarding authority that it is not in the best interest of the Agency or the public to engage in competitive
bidding.
All non-competitive procurements are subject to approval by the appropriate purchasing authority.

Recordkeeping
The Agency shall retain records sufficient to detail the history of procurement for purchases over $35,000 or
thresholds established as stated in any grant documents. This information should include, but is not limited to
the following components:





Rationale for the method of procurement
Selection of a contract type
Contractor selection or rejection
Basis for the contract price

Records shall be retained in accordance with the Agency’s retention policy; and any grant or loan documents,
with the lengthiest duration taking precedence.

Special Procurement Requirements
The Agency may be required to incorporate special requirements in Requests for Proposals or bid documents.
This could be based on the type of the procurement, as well as any terms associated with grants and/or loans.
The following statements are associated with Federal loans, grants, or pass-through grants, but may not
represent all requirements. Care should be taken to read and comply with all loan or grant conditions.
Socio Economic/Affirmative Statements
The Agency must take all necessary affirmative steps to assure those minority businesses, women’s business
enterprises, and labor surplus area firms are used whenever possible. This requirement does not impose an
obligation to reserve or set aside either the solicitation or award of a contract to these firms; however it does
require the Agency to document the six identified affirmative steps listed below:


Placing qualified small and minority businesses and women’s business enterprises on solicitation lists.



Assuring that small minority businesses and women’s business enterprises are solicited whenever they
are potential sources.



Dividing total requirements, when economically feasible, into smaller tasks or quantities to permit
maximum participation by small and minority businesses, and women’s businesses.



Establishing delivery schedules, where the requirement permits, which encourage participating by
small and minority businesses, and women’s businesses.



Using the services and assistance as appropriate, of such organizations as the Small Business
Administration and the Minority Business Development Agency of the Department of Commerce.



Requiring the Prime Contractor, if subcontracts are to be let, to take the affirmative steps listed in this
section.

Procurement of Recovered Materials
The Agency must comply with Section 6002 of the federal Solid Waste Disposal Act, as amended by the
Resource Conservation and Recovery Act. This includes procuring only items designated in guidelines of the
Environmental Protection Act (EPA) as 40 CFR part 247 that contain the highest percentage of recovered
materials practicable, consistent with maintaining a satisfactory level of competition, where the purchase price
of the item exceeds $10,000 or the value of the quantity acquired by the preceding fiscal year exceeded
$10,000; procuring sold waste management services in a manner that maximizes energy and resource
recovery and over-the-counter Purchases of less than $1,500.
Staff are also encouraged to incorporate Socio-Economic/Affirmative Statements or Procurement of Recovered
Materials whenever relevant and feasible.

SURPLUS PERSONAL PROPERTY
Purpose
The purpose of this policy is to document the appropriate process for the transfer of surplus property
between departments; the sale or disposal of Agency property; establish internal controls to safeguard
property, and record the disposition of Agency property.
This policy applies only to surplus personal property, and not to surplus real property.

Policy
It is the Agency’s Policy that either the Assistant General Manager or General Manager may make the
determination that any Agency property is not needed for public use. The Chief Financial Officer is
responsible for the disposal, sale or donation of any approved surplus items and audit review of any surplus
inventories.
The Chief Financial Officer is authorized to transfer surplus property within the Agency for exclusive Agency
use.
The removal or designation of surplus property for the purpose of taking personal possession or ownership is
strictly prohibited.
Agency employees and their families are prohibited from purchasing or acquiring surplus property.

Definitions
Capital Assets - Assets with initial lives extending beyond one year, subject to the following capitalization
thresholds:


Prior to Fiscal Year 2015/16: Original costs of $2,500 or more



Purchased in 2015/16 and Subsequent Years: Original costs at $5,000 or more

Additional information regarding capital assets can be found in the Agency’s Capital Asset Policy.
Controlled Assets - All items that do not meet the technical definition of capital assets; however should be
controlled based on the following criteria: (1) Requires special attention to ensure legal compliance,
contractual, or grant provisions (2) Items that could pose a risk to public safety or potential liability (3) Assets
of value that are both easily transportable and readily marketable or easily diverted to personal use.
Surplus Property - Surplus supplies, property, and equipment that are obsolete, or have been fully
depreciated, or is scheduled for replacement pursuant to a replacement schedule approved by the General
Manager, or is no longer necessary for Agency purposes. Items meeting the definition of scrap or recyclable
materials are subject to unique disposal procedures as provided in this policy.
Scrap or Recyclable Material - Any type of metal or copper, or metal valves piping, or component units that
are deemed by the Assistant General Manager or General Manager to only have a residual value merely as
scrap or recyclable material. Assets that can function independently or stand-alone items, such as
generators, refrigerators, desks, and computers are subject to evaluation as a surplus item.

Disposition
Surplus items shall be disposed using any of the following methods


Reassignment to another department



Storage



Sale with public notification



Donation to another governmental or charitable organization



Trade-in for a similar good



Disposal of items at Monterey Regional Waste Management District

All recommendations for disposition must be accompanied by a Property Control Form (Exhibit A). This form
should be completed by a department representative and include an item description, evaluated condition,
explanation as to why the item is no longer needed, and estimated residual value. Photos should accompany
the form, if available.
The appropriate Department Manager must sign the Property Control Form prior to forwarding to the Chief
Financial Officer, Assistant General Manager or General Manager.
Agency officers, employees, agents, or members of the immediately family of an officer, employee, or
agency shall not purchase directly or indirectly Agency property sold or otherwise disposed of pursuant to
this Policy.

Procedures
I.

Reassignment to another Department:
Agency items that may typically be reassigned to other departments include, but are not limited to:
File cabinets, tables, chairs, desks, bookcases, credenzas, partitions, desktop organizers, computers,
and typewriters.
When a department possesses surplus items it would like to make available for use by other
departments, the following steps must be followed:
A.

Complete the Property Control Form

B.

Forward the document to the Procurement Specialist
i.

The Procurement Specialist will circulate the notice throughout the Agency, which will
include the following information:
a.

Quantity and description of item(s) (including general condition and serviceability)

b.

Contact name and phone number

c.

Deadline for responding (allow enough time for a department to adequately
determine the need for the item(s)

d.

If more than one department responds to the notice, the property should be reassigned on a “first-come, first-served” basis.

II.

Initiating a Disposal
Property that has been approved for disposition or that has not been reassigned will be placed in
storage, made available for sale, sold for salvage, donated to an authorized non-profit organization,
or discarded. The following steps must be followed to initiate the storage, sale, or disposal of
Agency property.
A.

Properties Presented for Reassignment; however not claimed
i.

B.

The Procurement Specialist will coordinate with the Chief Financial Officer to determine the
appropriate disposition of the asset; and obtain any additional signatures. Information
provided on the Property Control Form will be referenced to assess the viability of sale and
resale value.
Department Surplus

i.

The department representative shall complete the Property Control Form. Depending on
the reporting structure, the Assistant General Manager or General Manager can authorize
the disposal

ii.

The Assistant General Manager or General Manager shall forward the approved document
to the Chief Financial Officer for disposition.

iii.

The department initiating the request will be advised on the proposed disposition of the
property. Some properties may be redirected to surplus storage pending arrangement for
salvage, sale, or disposal.

All items held awaiting determination, must be retained at its current location or placed in Surplus
Storage by the Maintenance Manager or his designee.
The Procurement Specialist will retain all Property Control Forms until properties are subject to
disposal.
III.

Maintaining Surplus Storage
The Maintenance Manager will serve as the primary custodian of surplus items. Inventory records
of items retained in Surplus Storage shall be maintained by this position.
A.

Existing Surplus
i.

B.

All surplus items held in storage will be inventoried and listed on an inventory control sheet.
This initial control sheet shall include any asset identification numbers, estimated value, an
item description, any manufacturing model numbers, mileage, and condition. The inventory
control sheet will include the Assistant General Manager’s signature validating the items
held in inventory.
Items Pending Disposition

i.

All items pending disposition will be recorded when received into the Surplus Property
listing. This listing will include at minimum, the item name, reason for being placed in
storage, any asset identifier (e.g. model #, asset tag #) and date; or a Property Control Form.

B. Removal of Items from Surplus
i.

Removal of items from surplus must be accompanied by approval for disposition from the
Chief Financial Officer

IV. Disposition
The Agency may dispose of surplus property through individual sales, trade-in allowances, or public
auctions. The Chief Financial Officer and the Procurement Specialist shall review the best value for the
Agency when determining the appropriate disposition of the items. Items published for sale, shall be
either advertised in a local paper of general circulation or an online auction website. All sales will be
subject to a competitive bid process to assist in obtaining an appropriate market value. Bid opening or
auction dates shall be scheduled no earlier than two weeks following the initial advertisement.
Periodically, enough surplus items may accumulate in storage to warrant an auction sale. When that
occurs, the Accounting Department will coordinate and administer the auction process (either directly or
through contractual agreement with an auction company) as follows:
A. Inventory the items to be sold
B. Determine the scope of auction services needed and solicit quotes
C. Publish adequate notice of the auction
D. Arrange required personnel support
E. Coordinate appropriate documentation of items sold and coordinate collection/deposit of sale
proceeds
F. Prepare an auction summary to be submitted to General Manager
Items with little to no value may be approved for disposition at the Monterey Regional Waste
Management District or sold at a salvage value.
Affirmation of disposition of the disposition of assets through sale, donation, or disposal must be
documented on the Property Control Form. The completed form, along with any receipts validating the
disposition should be attached and forwarded to the Accounting Department. Copies of all disposals
should be forwarded to the Capital Asset Accountant and personnel responsible for maintaining
inventory records of Controlled Assets.

Scrap or Recyclable Material
The Agency retains a contract for the disposal and purchase of scrap or recyclable material. The related
recycling receptacle is located at the Regional Treatment Plant. Items meeting the Agency’s definition of
scrap or recyclable material shall be placed in the recycling bin or processed in accordance with the Surplus
Property procedures.
A Property Control Form must be completed for all scrap or recyclable materials that were originally listed as
a capital asset. The completed Property Control Form must be approved by the Assistant General Manager
and forwarded to the Finance Department. To assist with administration, these documents can be forwarded
to the Finance Department on a monthly basis.
The Maintenance Manager or designee is responsible for ensuring that the recycling bin materials are
collected at least annually, with supporting information and revenues forwarded to the Finance Department.
The Agency will periodically review the agreement with the recycling provider to ensure the Agency receives
the best value for recyclable and scrap materials.

