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INTRODUCTION

The intent of this policies and procedures manual is to provide easy accessibility and
understanding of the legal requirements necessary to meet your needs.
The Purchasing Department is responsible for the acquisition of common goods and services
inherent to all county agencies and departments where the Board of Mahoning County
Commissioners is the contracting and/or appropriating authority.
For agencies and departments not under the Mahoning County Commissioners contracting
and/or appropriating authority, a spirit of cooperation and coordination will be pursued. This
will further benefit economy of scale discount levels being obtained through total quantity usage.
The procurement of mission-specific goods and services will be the responsibility of the using
department or agency in compliance with the policies and procedures set forth within.
The Board of Commissioners reserves the right to require agencies and departments to provide
additional information to obtain quotations and/or formal bids on any request for goods or
services, regardless of the dollar value of the procurement. Where there are interpretations or
contractual disputes, as a matter of law, the Board of Commissioners will direct the Purchasing
Department to notify the Prosecutor’s Office of the situation and seek an interpretation or
opinion pertaining to issues of law.
Where there is a deviation or procedural dispute that does not require specific attention by the
Prosecutor’s Office, such resolution shall be the responsibility of the Board of Commissioners.
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MISSION STATEMENT

The mission of the Purchasing Department is to provide cost effectiveness and accountability in
the manner in which goods and services are acquired with public funds in accordance with the
Ohio Revised Code and Mahoning County Policies and Procedures Manual.
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ETHICS

No county elected official, employee, or agent should participate in selecting, awarding, or
administering procurement if, to his or her knowledge, any of the following has a financial, or
other interest, in the firm of a prospective prime contractor or any subcontractors or suppliers
considered for awards;
1.)

The elected official, employee or agent.

2.)

Any member of his or her immediate family: (“immediate family” is defined as
mother, father, brother, sister, child, spouse, grandparent, grandchild, mother-inlaw, father-in-law, brother-in-law, sister-in-law, son-in-law, daughter-in-law,
legal guardian, or other person who stands in place of a parent)*.

3.)

His or her partner.

4.)

An organization which employs any of the above, or with which any of them have
any arrangement concerning prospective employment.

The county elected officials, employees, or agents should neither solicit, nor accept gratuities,
favors, or anything of monetary value from vendors or potential vendors.

*References – Chapter 102 Public Officers – Ethics
Manual of Personnel Policies of Mahoning County
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STANDARDIZATION AND CONSOLIDATION

The objective is to show how all using departments and agencies within Mahoning County can
benefit from economy of scale discount levels and cost reduction for commonly used goods and
services under one contract.
The intent will be to eliminate duplication of effort, establish centralization, and be in
compliance with the Ohio Revised Code.
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AGGREGATE PROCUREMENTS
An aggregate procurement is the sum total of common goods and services that can logically be
purchased from one vendor during a budget year.
Operational and capital equipment budgets are a means to address the on-going needs of a
department’s mission statement, goals, and objectives.
In preparation of the budget for the calendar year, departments have made projections of the
majority of common goods and services that exceed fifty thousand dollars ($50,000).
The acquisition of recurring common goods and services that can be anticipated over $50,000.00
in aggregate requires competitive bidding or purchasing thru state cooperative purchasing.
Any attempt to divide an aggregate procurement is a violation of Section 307.86 of the Ohio
Revised Code.
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PURCHASING REQUISITION
The purpose of the purchasing requisition is to inform the Purchasing Department of the needs of
the requesting department and to correctly define the goods and/or services requested.
All requisitions shall be prepared far enough in advance to permit the Purchasing Department to
obtain and/or review competitive prices, and to allow sufficient time for deliveries to be made.
Goods and services should be purchased only when needed. Acquisitions will be systematically
planned and scheduled.
All pertinent information must be put in the description. Also, any quotes or state contract
information must be attached to the requisition by using the paper clip or the camera in
Munis. If items are covered under state purchasing all pricing must be shown from the
state contract site.
If the requisition pertains to equipment, you must indicate by attaching the following
information: If a new item; is it a replacement or addition? Also, what will happen with the old
equipment; will it be traded in, scrapped, stored or given to another department?
All requisitions not properly entered will be rejected and returned to the requesting/using
department or agency.
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MAHONING COUNTY REQUEST FOR QUOTATION FORM
The use of the request for quotation form is to obtain competitive quotations that will result in an
“apple to apple” documented comparison that meets your specific needs.
This documentation should be included when you enter your requisition request for approval.
Consideration should be given for the following factors:
1) Availability of parts.
2) Installation, complete and operational.
3) Removal of old unit if applicable.
4) Warranty.
5) Time frame for delivery and/or installation.
Also, consideration for vendor response time should be given to the complexity of your needs for
goods and/or services. Allow equal and sufficient time for vendors to respond.

This form may be faxed and/or e-mailed to prospective vendors. If the request for quotation
form does not allow for sufficient space and/or is not applicable to address your needs, use a
second sheet to be included with the request for quotation form.

7
Issued 1/97

Revised 04/15

8
Issued 1/97

Revised 04/15

PURCHASE ORDERS

The purchase order will be issued only when a properly completed requisition and any other
necessary or required documentation is entered into Munis.
Purchasing goods and/or services without a purchase order, and requisitioning a purchase
order after-the-fact, is in direct violation of Section 5705.41(D) of the Ohio Revised Code
unless a direct voucher is being used (Please refer to page 12). Any officer, employee, or
other person shall be liable to the political subdivision for the full amount paid from the
funds of the subdivision on any such order, contract, or obligation.
Per Section 5705.45 of the Ohio Revised Code, the Prosecuting Attorney of the county shall
enforce this liability by civil action brought in any court of appropriate jurisdiction in the name
of Mahoning County. If the Prosecuting Attorney fails upon the written request of any taxpayer
to institute action for the enforcement of the liability, the taxpayer may institute suit in his own
name on behalf of Mahoning County.
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RESTRICTION UPON APPROPRIATION AND EXPENDITURE
OF MONEY AND REQUIRMENTS OF BLANKET PURCHASE ORDERS
Ohio Revised Code 5705.41(D) (1) defines the services and other purposes for which Blanket
Purchase Orders may be issued. The using department/agency is responsible for ensuring that
the blanket purchase orders are in compliance with Ohio Revised Code 307.86, for any specific
vendor. A Blanket Purchase Order must be made out to a specified vendor and requires a
contract. These include:
1.)

The services of the following professionals:
(a) Accountant.
(b) Architect.
(c) Attorney.
(d) Physician.
(e) Professional Engineer.
(f) Construction Project Manager.
(g) Consultant.
(h) Surveyor.
(i) Appraiser.

(Items “a” through “i” require contracts.)
2.)

The following specific purchases or obligations:
(a)
(b)
(c)
(d)
(e)

Fuel Oil.
Gasoline.
Food Items.
Roadway Materials.
Utilities (The County will no longer make payments to utility companies
based upon an estimated reading of a utility meter. Pursuant to
resolution 03-413, all county departments must adhere to the new policy
that utility payments must have an actual meter reading evidencing the
actual amount of utility used.)
(f) Any other specific expenditure that is a recurring and reasonably predictable
operating expenses.
(g) Purchases exempt from competitive bidding under Ohio Revised Code
125.04. These purchases are limited to items purchased pursuant to the
Department of Administrative Services Cooperative Purchasing Program.
(Items “a” through “g” require compliance with goods and services procedures for
expenditures over $1,000.)
The requesting department will be required to enter a requisition in Munis. This is required for
the original purchase order.
The using department/agency is responsible for maintaining running totals at any given time of
their blanket purchase orders. Purchases on blanket purchase orders that exceed $1,000 require
three (3) written quotations, as per policies and procedures pursuant to page 14. Documentation
of quotations to be provided upon request of the Board of Commissioners.
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The Blanket Purchase Order may not extend beyond the end of the current fiscal year or beyond
the end of any quarter if a quarterly spending plan has been used to appropriate funds to general
fund agencies. If a quarterly spending plan has not been adopted, the three-month limitation
does not apply.
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CERTIFICATE OF AVAILABILITY OF FUNDS REQUIREMENT
(DIRECT VOUCHERS)
Per Section 5705.41 (D) (2) of the Ohio Revised Code (HOUSE BILL 509), authorizes
Mahoning County Commissioners to exempt purchases of $1,000.00 or less from the certificate
of availability of funds requirement.
The use of direct vouchers for these specific items does not exclude departments from
compliance with Ohio Revised Code, budgetary, and purchasing policies/procedures.
Standard vouchers must be submitted to the Auditor’s Office within three (3) business days of
receiving an invoice.
Expenditures authorized not to exceed $1,000.00 from the certificate requirement applies to the
following specific items:
1)
2)
3)
4)
5)
6)
7)
8)

Subscriptions, publications, and bulletins.
Conference registration expense.
Court transcription.
Reimbursement of personal cash expenses.
Licenses, permits, and fees.
Memberships.
Vicinity mileage reimbursements.
Other expenses for which bidding or quotation are not required, or feasible, which are not
fragmented in fashion as to circumvent required bidding procedures, and whereas, to
qualify for such expenditure as specified by Ohio Revised Code 5705.41, standard
vouchers MUST BE submitted to the Auditor’s Office within three (3) business days of
receiving an invoice.

NOTE:
The acquisition of goods and/or services, which can logically be purchased from one vendor
during one year, either fiscal or calendar, over $1,000.00, is a violation of using direct
vouchers. Any attempt to divide recurring expenses for the purchase of goods from one
vendor is a violation of procedure. Direct vouchers shall not be used in any manner that
circumvents the competitive bidding requirements.
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GOODS UNDER $1,000.00
The acquisition of nonrecurring goods within a calendar year, where annual needs can be
anticipated under $1,000.00 in aggregate; do not require three (3) written quotes.
The requesting department will be required to enter a requisition into Munis in order to process a
purchase order.
An aggregate procurement is the sum total of goods which can logically be purchased from one
vendor during one year, either fiscal or calendar.
Any attempt to divide an aggregate procurement unnecessarily is a violation of procedure.
(Please refer to page 12, “Direct Vouchers”, to determine if this expenditure is applicable).
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GOODS BETWEEN $1,000.00 AND $50,000.00

All goods over $1,000.00 but less than $50,000.00 require three (3) written quotes from three (3)
different vendors and/or documentation of three (3) different fax’s or email’s, (fax or email
quotes to be consistent with the same information of written quotes), and a written
recommendation attached to the requisition entered into Munis.
When obtaining quotes, they must be consistent with the following information:
1) Name of company.
2) Contact person.
3) Quantity needed.
4) Specific requirements.
5) Unit and total price.
6) Price protection.
7) Delivery:
a) When needed. (If there is a cost for delivery, you will need to follow the
contract procedure)
8) Warranty.
Departments and agencies must utilize the “Request for Quotation” form to obtain accurate
comparisons as to quantity, specifications, and cost. (Please refer page 8).
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SERVICES $1,000.00 AND UNDER

The acquisition of nonrecurring services, maintenance and/or repairs, within a calendar year
where annual needs can be anticipated under $1,000.00 in aggregate; do not require three (3)
written quotes and/or a contract. A signed vendor copy of the purchase order returned by the
vendor to the Purchasing Department will serve as the contract.
The requesting department will be required to enter a requisition in order to process a purchase
order. The requisition must provide detailed information as to equipment (year, make, model,
and serial number), nature of problem, effective dates, cost, and funds available.
An aggregate procurement is the sum total of services which can logically be purchased from
one vendor during one year, either fiscal or calendar.
Any attempt to divide an aggregate procurement unnecessarily is a violation of procedure.
(Please refer to page 12, “Direct Vouchers”, to determine if this expenditure is applicable).
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SERVICES BETWEEN $1,000.00 AND $50,000.00
All services over $1,000.00 but less than $50,000.00 require three (3) written quotes from three
(3) different vendors and/or documentation of three (3) fax or email quotes, (fax or email quotes
to be consistent with the same information of written quotes), written recommendation, and a
contract attached to the requisition.
When obtaining quotes, they must be consistent with the following information:
1)
2)
3)
4)
5)
6)
7)

Name of the Company.
Contact Person.
Quantity needed.
Specific requirements.
Unit and total price.
Price protection.
Delivery:
a) When needed.
b) Cost of delivery.
8) Warranty.
Departments and agencies must utilize the “Request for Quotation” form to obtain accurate
comparisons as to quantity, specifications, and cost. (Please refer page 8).
The recommendations submitted to the Board of County Commissioners must contain:
1) A written letter to the Board of Commissioners indicating:
a)
b)
c)
d)
e)

Name and address of lowest and best bidder.
Lowest and best responsible bidder vendor number.
Total cost of contract.
Availability of funds (Specify account code)
Any other pertinent information.

2) Tabulation of bids (spreadsheet).
3) Original contract for the goods and/or services signed by the vendor. (Be advised that
facsimile copies of contracts will not be accepted, original contracts and original
signatures are necessary). If vendor is unable to supply contract, contact the Purchasing
Department for assistance.
4) A copy of the requisition that was entered into Munis.
Upon acceptance of the recommendation, the Board of Commissioners will process the contract
as follows:
1) The original signed contract and supporting documentation are submitted to the
Prosecutor’s Office for approval as to form.
16
Issued 1/97

Revised 04/15

2) Once approved by the Prosecutor, the Purchasing Department will approve the
requisition that has been entered into Munis and the purchase order will be
processed.
3) The original contract, purchase order, and supporting documentation are then submitted
to the Auditor’s Office for certification of funds.
4) The original contract, purchase order, and supporting documentation are returned to the
Commissioner’s Office to proceed to award contract at the next regular Board
meeting.
Upon approval of the contract at the Commissioner’s Board Meeting, the Board of
Commissioners will formally award the contract by Resolution.
After the formal award of the contract, the vendor’s copy of the purchase order and the contract
are sent to the successful vendor. Copies of the purchase order, and contract with certification,
are sent to the requesting department, Auditor’s Office, and Purchasing Department, and an
original is kept on file in the office of Mahoning County Clerk of the Board.
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GOODS AND SERVICES OVER $50,000.00
COMPETITIVE SEALED BIDDING AND REQUIREMENT
O.R.C. 307.86
Anything to be purchased, leased with an option or agreement to purchase, or constructed,
including, but not limited to, any product, structure, construction, reconstruction, improvement,
maintenance, repair or service.
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GOODS AND SERVICES OVER $50,000.00
EXCEPTIONS TO COMPETITIVE SEALED
BIDDING REQUIREMENT O.R.C. 307.86
Anything to be purchased, leased, leased with an option or agreement to purchase, or
constructed, including, but not limited to, any product, structure, construction, reconstruction,
improvement, maintenance, repair, or service, except the services of an accountant, architect,
attorney at law, physician, professional engineer, construction project manager, consultant,
surveyor, or appraiser, by or on behalf of the county or contracting authority, as defined in
section 307.92 of the Revised Code, at a cost in excess of fifty thousand dollars, except as
otherwise provided in division (D) of section 713.23 and in sections 9.48, 125.04, 125.60 to
125.6012, 307.022, 307.041, 307.861, 339.05, 340.03, 340.033, 4115.31 to 4115.35, 5119.16,
5513.01, 5543.19, 5713.01, and 6137.05 of the Revised Code, shall be obtained through
competitive bidding. However, competitive bidding is not required when any of the following
applies:
(A) The board of county commissioners, by a unanimous vote of its members, makes a
determination that a real and present emergency exists, and that determination and the reasons
for it are entered in the minutes of the proceedings of the board, when either of the following
applies:
(1) The estimated cost is less than one hundred thousand dollars.
(2) There is actual physical disaster to structures, radio communications equipment, or
computers.
For purposes of this division, “unanimous vote” means all three members of a board of county
commissioners when all three members are present, or two members of the board if only two
members, constituting a quorum, are present.
Whenever a contract of purchase, lease, or construction is exempted from competitive bidding
under division (A) (1) of this section because the estimated cost is less than one hundred
thousand dollars, but the estimated cost is fifty thousand dollars or more, the county or
contracting authority shall solicit informal estimates from no fewer than three persons who could
perform the contract, before awarding the contract. With regard to each such contract, the
county or contracting authority shall maintain a record of such estimates, including the name of
each person from whom an estimate is solicited. The county or contracting authority shall
maintain the record for the longer of at least one year after the contract is awarded or the
amount of time the federal government requires.
(B)
(1) The purchase consists of supplies or a replacement or supplemental part or parts for a
product or equipment owned or leased by the county, and the only source of supply for the
supplies, part, or parts is limited to a single supplier.
(2) The purchase consists of services related to information technology, such as programming
services, that are proprietary or limited to a single source.
(C) The purchase is from the federal government, the state, another county or contracting
authority of another county, or a board of education, educational service center, township, or
municipal corporation.
(D) The purchase is made by a county department of job and family services under section
329.04 of the Revised Code and consists of family services duties or workforce development
activities or is made by a county board of developmental disabilities under section 5126.05 of the
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Revised Code and consists of program services, such as direct and ancillary client services, child
care, case management services, residential services, and family resource services.
(E) The purchase consists of criminal justice services, social services programs, family services,
or workforce development activities by the board of county commissioners from nonprofit
corporations or associations under programs funded by the federal government or by state
grants.
(F) The purchase consists of any form of an insurance policy or contract authorized to be issued
under Title XXXIX of the Revised Code or any form of health care plan authorized to be issued
under Chapter 1751. of the Revised Code, or any combination of such policies, contracts, plans,
or services that the contracting authority is authorized to purchase, and the contracting authority
does all of the following:
(1) Determines that compliance with the requirements of this section would increase, rather than
decrease, the cost of the purchase;
(2) Requests issuers of the policies, contracts, plans, or services to submit proposals to the
contracting authority, in a form prescribed by the contracting authority, setting forth the
coverage and cost of the policies, contracts, plans, or services as the contracting authority
desires to purchase;
(3) Negotiates with the issuers for the purpose of purchasing the policies, contracts, plans, or
services at the best and lowest price reasonably possible.
(G) The purchase consists of computer hardware, software, or consulting services that are
necessary to implement a computerized case management automation project administered by
the Ohio prosecuting attorneys association and funded by a grant from the federal government.
(H) Child care services are purchased for provision to county employees.
(I)
(1) Property, including land, buildings, and other real property, is leased for offices, storage,
parking, or other purposes, and all of the following apply:
(a) The contracting authority is authorized by the Revised Code to lease the property.
(b) The contracting authority develops requests for proposals for leasing the property, specifying
the criteria that will be considered prior to leasing the property, including the desired size and
geographic location of the property.
(c) The contracting authority receives responses from prospective lessors with property meeting
the criteria specified in the requests for proposals by giving notice in a manner substantially
similar to the procedures established for giving notice under section 307.87 of the Revised Code.
(d) The contracting authority negotiates with the prospective lessors to obtain a lease at the best
and lowest price reasonably possible considering the fair market value of the property and any
relocation and operational costs that may be incurred during the period the lease is in effect.
(2) The contracting authority may use the services of a real estate appraiser to obtain advice,
consultations, or other recommendations regarding the lease of property under this division.
(J) The purchase is made pursuant to section 5139.34 or sections 5139.41 to 5139.46 of the
Revised Code and is of programs or services that provide case management, treatment, or
prevention services to any felony or misdemeanant delinquent, unruly youth, or status offender
under the supervision of the juvenile court, including, but not limited to, community residential
care, day treatment, services to children in their home, or electronic monitoring.
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(K) The purchase is made by a public children services agency pursuant to section 307.92 or
5153.16 of the Revised Code and consists of family services, programs, or ancillary services that
provide case management, prevention, or treatment services for children at risk of being or
alleged to be abused, neglected, or dependent children.
(L) The purchase is to obtain the services of emergency medical service organizations under a
contract made by the board of county commissioners pursuant to section 307.05 of the Revised
Code with a joint emergency medical services district.
(M) The county contracting authority determines that the use of competitive sealed proposals
would be advantageous to the county and the contracting authority complies with section
307.862 of the Revised Code.
Any issuer of policies, contracts, plans, or services listed in division (F) of this section and any
prospective lessor under division (I) of this section may have the issuer’s or prospective lessor’s
name and address, or the name and address of an agent, placed on a special notification list to
be kept by the contracting authority, by sending the contracting authority that name and
address. The contracting authority shall send notice to all persons listed on the special
notification list. Notices shall state the deadline and place for submitting proposals. The
contracting authority shall mail the notices at least six weeks prior to the deadline set by the
contracting authority for submitting proposals. Every five years the contracting authority may
review this list and remove any person from the list after mailing the person notification of that
action.
Any contracting authority that negotiates a contract under division (F) of this section shall
request proposals and negotiate with issuers in accordance with that division at least every three
years from the date of the signing of such a contract, unless the parties agree upon terms for
extensions or renewals of the contract. Such extension or renewal periods shall not exceed six
years from the date the initial contract is signed.
Any real estate appraiser employed pursuant to division (I) of this section shall disclose any fees
or compensation received from any source in connection with that employment.
Amended by 129th General Assembly File No. 141, HB 509, § 1, eff. 9/28/2012.
Amended by 129th General Assembly File No. 28, HB 153, § 101.01, eff. 9/29/2011.
Amended by 128th General Assembly ch. 7, SB 79, § 1, eff. 10/6/2009.
Effective Date: 09-26-2003; 09-16-2004; 05-18-2005; 06-30-2005; 2008 SB268 09-12-2008
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COMPETITIVE SEALED PROPOSALS
307.862
A competitive sealed proposal entails the use of a request for proposal and may be advantageous
to a contracting authority when it is proposing to purchase supplies or services of a qualitative
rather than quantitative nature. Competitive sealed proposals may not be used for any public
improvement project.
A) When a county contracting authority uses competitive sealed proposals pursuant to section
307.86 of the Revised Code, the county contracting authority shall do all of the following:
(1) Develop factors and criteria to receive and evaluate each proposal, specify the relative
importance of each factor or criterion in writing, and describe the evaluation procedures the
contracting authority shall follow when awarding a contract to an offeror.
(2) Solicit competitive sealed proposals through a request for proposals;
(3) Include, at a minimum, all of the information described in division (B) of this section in the
request for proposals;
(4) Give notice of the request for proposals in the same manner that notice must be given for
competitive bidding pursuant to section 307.87 of the Revised Code. The county contracting
authority also may give notice of the request for proposals and receive proposals through a
uniform, interactive, and secure electronic system in a manner consistent with Chapter 1306. of
the Revised Code.
(5) Open proposals that the contracting authority receives in a manner that prevents the
disclosure of contents of competing offers to competing offerors;
(6) Rank each proposal using the factors and criteria the contracting authority develops pursuant
to division (A)(1) of this section;
(7) If necessary, conduct discussions with offerors for the purpose of ensuring full understanding
of, and responsiveness to, the requirements specified in the request for proposals, and accord
fair and equal treatment with respect to any opportunity for discussion with offerors to provide
any clarification, correction, or revision of proposals;
(8) If the contracting authority determines that discussions described in division (A)(7) of this
section are necessary, avoid disclosing any information derived from proposals submitted by
competing offerors during those discussions;
(9) Negotiate with the offeror who submits the proposal that the contracting authority
determines is the most advantageous to the county based on the rankings performed by the
contracting authority pursuant to division (A)(6) of this section and including any adjustment to
those rankings based on discussions conducted pursuant to division (A)(7) of this section;
(10) Conduct negotiations with only one offeror at a time;
(11) Except as provided in division (F) of this section, award a contract in accordance with
division (E) of this section.
(B) A contracting authority shall include, at a minimum, all of the following information in the
contracting authority’s request for proposals:
(1) The name and address of the department, office, institution, board, or commission that is
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requesting to purchase supplies, services, or both;
(2) Instructions for offerors to follow when submitting proposals;
(3) Instructions governing communications between an offeror and the contracting authority,
including, but not limited to, the name, title, and telephone number of the person to whom
questions concerning the request for proposals should be directed;
(4) A description of the scope of work that the contracting authority requests an offeror to
perform or supplies the contracting authority plans to purchase;
(5) To the extent possible, a description of the performance criteria the contracting authority
shall require an offeror to satisfy, including but not limited to, the quantity of the supplies,
services, or both, to be purchased; the requirements the contracting authority shall follow for
inspection and acceptance of the supplies, services, or both; and the delivery schedule for each
such supply or service;
(6) The factors and criteria the contracting authority shall consider in evaluating proposals
received;
(7) Any terms and conditions that the contracting authority is required by law to include in the
contract the contracting authority awards, including any requirement for a bond and the amount
required for that bond;
(8) The date and time by which, and the place to which an offeror must deliver the offeror’s
proposal to the contracting authority in order to be considered for the contract;
(9) A list of any documents that the contracting authority incorporates by reference in the
request for proposals, provided that the contracting authority specifies in the request for
proposals that the documents are readily available to all offerors and the location where an
offeror may obtain those documents;
(10) A statement that includes all of the following information:
(a) That the contracting authority reserves the right to reject any proposal in which the offeror
takes exception to the terms and conditions of the request for proposals; fails to meet the terms
and conditions of the request for proposals, including but not limited to, the standards,
specifications, and requirements specified in the request for proposals; or submits prices that the
contracting authority considers to be excessive, compared to existing market conditions, or
determines exceed the available funds of the contracting authority;
(b) That the contracting authority reserves the right to reject, in whole or in part, any proposal
that the county contracting authority has determined, using the factors and criteria the
contracting authority develops pursuant to division (A)(1) of this section, would not be in the
best interest of the county;
(c) That the contracting authority may conduct discussions with offerors who submit proposals
for the purpose of clarifications or corrections regarding a proposal to ensure full understanding
of, and responsiveness to, the requirements specified in the request for proposals.
(11) Information concerning any potential partial or multiple party awards that the contracting
authority may include in the contract, and a description of the supplies, services, or both that
may be subject to a partial award or multiple awards;
(12) Any additional information the contracting authority considers necessary for its purposes in
determining to whom to award the contract.
(C) In order to ensure fair and impartial evaluation, proposals and any documents or other
records related to a subsequent negotiation for a final contract that would otherwise be available
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for public inspection and copying under section 149.43 of the Revised Code shall not be available
until after the award of the contract.
(D) An offeror may withdraw the offeror’s proposal at any time prior to the award of a contract.
A contracting authority may terminate negotiations with an offeror at any time during the
negotiation process if the offeror fails to provide the necessary information for negotiations in a
timely manner or fails to negotiate in good faith. If the contracting authority terminates
negotiations with an offeror, the contracting authority shall negotiate with the offeror whose
proposal is ranked the next most advantageous to the county according to the factors and
criteria developed pursuant to division (A)(1) of this section.
(E) A county contracting authority may award a contract to the offeror whose proposal is
determined to be the most advantageous to the county, taking into consideration the evaluation
factors and criteria developed pursuant to division (A)(1) of this section and set forth in the
request for proposals. A contracting authority may award a contract in whole or in part to one or
more offerors. The contracting authority shall include a written statement in the contract file
stating the basis on which the award is made.
The contracting authority shall send a written notice to the offeror to whom it wishes to award
the contract and shall make that notice available to the public. Within a reasonable time period
after the award is made, the contracting authority shall notify all other offerors that the contract
has been awarded to another offeror.
(F) A contracting authority may cancel or reissue a request for proposals if any of the following
apply:
(1) The supplies or services offered through all of the proposals submitted to the contracting
authority are not in compliance with the requirements, specifications, and terms and conditions
set forth in the request for proposals;
(2) The prices submitted by the offerors are excessive compared to existing market conditions or
exceed the available funds of the contracting authority;
(3) The contracting authority determines that award of a contract would not be in the best
interest of the county.
(G) A county contracting authority shall not use competitive sealed proposals for contracts for
construction, design, demolition, alteration, repair, or reconstruction of a building, highway,
drainage system, water system, road, street, alley, sewer, ditch, sewage disposal plant,
waterworks, and all other structures or works of any nature by a county contracting authority.
(H) Nothing in this section limits a county contracting authority’s ability to award a contract
under this section through the use of a uniform, interactive, and secure electronic system.
Amended by 129th General Assembly File No. 64, HB 225, § 1, eff. 3/22/2012.
Effective Date: 2008 SB268 09-12-2008
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PROCESS FOR PURCHASING OR ACQUIRING GOODS AND/OR SERVICES
IN EXCESS OF $50,000.00
The process for purchasing or acquiring goods and/or services in excess of $50,000.00 is as
follows:
1) Bid specifications describe the item(s) or service(s) to be purchased and must be clear,
concise, and nonrestrictive. The specification process starts in the using department.
The Purchasing Department will assure that the specifications that accompany the
bid package is not restrictive and does not call for features, or for a level of quality not
needed for the item’s intended use. The using department will be required to identify the
source(s) used in preparing their bid specifications.
2) Written request must be submitted to the Board of Commissioners containing:
a) Reason of need (justification).
b) Cost benefit and return on investment to be provided upon request of the
Board of Commissioners.
c) Time frame (quarter of year needed).
d) Availability of funds (specify account code).
e) Bid specifications attached to the written request.
3) Advertisement done by requesting department.
Upon approval of the Board of Commissioners, the request for goods and/or services in excess of
$50,000 will be legally advertised by the Purchasing Department for departments under the
authority of the Commissioners, per Section 307.87 of the Ohio Revised Code.
1) Advertisements will be approved at the earliest Commissioner’s Board Meeting. All
advertisements must have the departments Vindicator account number and purchase order
listed.
2) Upon approval of the advertisement, the Clerk of the Board and the Purchasing
Department will forward the advertisement to the paper of general circulation.
3) Notice shall be published once a week, for not less than two consecutive weeks,
preceding the day of the opening of bids, in a newspaper of general circulation within the
county for any purchase, lease, lease with option or agreement to purchase, or
construction contract in excess of fifty thousand dollars ($50,000). The contracting
authority may also cause notice to be inserted in trade papers or other publications
designated by it.
After sealed bids have been received, opened, and publicly read, they will be returned to the
requesting/using department to prepare a recommendation and bid evaluation. The
recommendation submitted to the Board of Commissioners must contain:
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1) A written letter to the Board of Commissioners indicating:
a) Name and address of lowest and best and/or lowest responsive and responsible
bidder.
b) Lowest and best and/or lowest responsive and responsible bidder vendor number.
c) Total cost of contract.
d) Availability of funds (specify account code)
e) Any other pertinent information.
2) Tabulation of bids (record of bids).
3) Evaluation and ranking forms (if applicable).
4) Vendor compliance with construction provides bid criteria.
5) Unresolved findings for recovery (if applicable);
6) Contract for the goods and/or services signed by the vendor. If the vendor is unable to
supply the contract; contact the Purchasing Department for assistance. (Please be
advised that facsimile copies of contracts will not be accepted, original contracts and
original signatures are necessary).
7) A copy of the requisition that has been entered into Munis.
Upon acceptance of the recommendation, the Board of Commissioners will process the contract
as follows:
1) The contract and supporting documentation are submitted to the Prosecutor’s Office for
approval as to form;
2) Once approved by the Prosecutor, the Purchasing department will approve the requisition
that has been entered into Munis and the purchase order will be processed.
3) The contract, purchase order, and supporting documentation are then submitted to the
Auditor’s Office for certification of funds.
4) The contract, purchase order, and supporting documentation are returned to the
Commissioner’s Office to proceed to award contract at the next regular Board Meeting.
Upon approval of the contract at the Commissioner’s Board Meeting, the Board of
Commissioners will formally award the contract by Resolution.
After the formal award of the contract, the vendor copy of the purchase order and the contract are
sent to the successful vendor. Copies of the purchase order and contract with certification are
sent to the requesting department, Auditor’s Office, and Purchasing Department, and an original
is kept on file in the office of Mahoning County Clerk of the Board.
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SINGLE SOURCE
O.R.C. 307.86
1) The purchase consists of supplies or a replacement or supplemental part, or parts, for a
product or equipment owned or leased by the county, and the only source of supply for the
supplies, parts, or parts, is limited to a single supplier.
2) The purchase consists of services related to information technology, such as programming
services, that are proprietary or limited to a single source.
3) The purchase is from the federal government, the state, another county or contracting
authority of another county, or a board of education, educational service center, or municipal
corporation.
Single Source procurements present both questions and difficulties. These problems may occur
for a variety of reasons, such as special purpose equipment having features unique to only one
supplier, or items that must be compatible with equipment already in place, critical time
schedules which cannot be met by another supplier, patent/copyright considerations or a product
available from only one prime source and not merchandised through wholesalers, jobbers, or
retailers.
When a Single Source is requested, the reasons and action taken must be supported by the
following documentation submitted to the Purchasing Department:
1) Completed requisition in Munis.
2) Written letter explaining:
a) Why it is a single source.
b) How the requesting department determined it is a single source.
c) Written certification from vendor that they are the single source supplier, barring
any territorial boundaries, attached to the letter and requisition.
Single Source purchases under $50,000.00 for goods do not require a contract and will be issued
a purchase order upon approval and verification of supporting documentation (Requisition
entered in Munis. Letter of explanation and vendor certification letter attached to requisition in
Munis).
However, Single Source purchases over $50,000.00, and services $1,000.00 and over, requires a
written recommendation submitted to the Board of Commissioners containing:
1) Why it is a single source.
2) How the requesting department determined that it is a single source.
3) Written certification/affidavit from vendor that they are the single source supplier,
barring any territorial boundaries, attached to the letter and requisition.
4) The original contract for the goods and/or services signed by the vendor that they are the
single source supplier; barring any territorial boundaries, attached to the letter.
5) The total cost of the contract.
6) Availability of funds (specify account code)
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7) A copy of the requisition that has been entered into Munis.
8) Any other pertinent information.

Upon acceptance of the recommendation, the Board of Commissioners will process the contract
as follows:
1) The original contract and supporting documentation are submitted to the Prosecutor’s
Office for approval as to form.
2) Once approved by the Prosecutor, the Purchasing Department will approve the requisition
that has been entered into Munis and the purchase order will be processed.
3) The original contract, purchase order, and supporting documentation are then submitted
to the Auditor’s Office for certification of funds.
4) The original contract, purchase order, and supporting documentation are returned to the
Commissioner’s Office to proceed to award contract at the next regular Board Meeting.
Upon approval of the contract at the Commissioner’s Board Meeting, the Board of
Commissioners will formally award the contract by Resolution.
After the formal award of the contract, the vendor copy of the purchase order and the contract are
sent to the successful vendor. Copies of the purchase order and contract with certification are
sent to the requesting department, Auditor’s Office, and Purchasing Department, and an original
is kept on file in the office of Mahoning County Clerk of the Board.
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RECEIPT AND INSPECTION OF GOODS AND SERVICES
To ensure that county departments and/or agencies receive the needed quality and quantity of
goods/services requested the using department and/or agency is responsible for receiving and
inspecting the goods/services. (No advance payments are to be made prior to inspection).
The using department is also responsible for providing written feedback to the Purchasing
Department regarding any complaints as to vendor performance or received goods/services.
When discrepancies, damages, shortages, and/or returns are reported, the using department has
the responsibility for contacting the vendor and coordinating the appropriate expediting action.
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ACQUIRING PROFESSIONAL SERVICES
Per Section 307.86 of the Ohio Revised Code, professional services of an accountant, architect,
attorney at law, physician, professional engineer, construction project manager, consultant,
surveyor, or appraiser by or on behalf of the county or contracting authority, as defined in
Section 307.92 of the Ohio Revised Code, at a cost in excess of fifty thousand dollars
($50,000.00) are exempt from competitive bidding. However, if the cost is in excess of
$50,000.00, the Purchasing Department may require departments and agencies to follow the
process as indicated in pages 30 through 37 as part of the documentation for their
recommendation to insure pricing is competitive and a prudent process has been followed.
When requesting for a professional service, the requesting department must submit to the Board
of Commissioners:
1) A written letter to the Board of Commissioners indicating:
a)
b)
c)
d)
e)

Name and address of the vendor.
Vendor number;
Estimated total cost of contract.
Availability of funds (specify account code).
Any other pertinent information.

2) Contract for the services signed by the vendor. If vendor is unable to supply contract,
contact the Purchasing Department for assistance.
Upon acceptance of the recommendation, the Board of Commissioners will process the contract
as follows:
1) The contract and supporting documentation are submitted to the Prosecutor’s Office for
approval as to form.
2) Once approved by the Prosecutor, the Purchasing Department will approve the requisition
that has been entered into Munis and the purchase order will be processed.
3) The contract, purchase order, and supporting documentation are submitted to the
Auditor’s Office for certification of funds.
4) The contract, purchase order, and supporting documentation are returned to the
Commissioner’s Office to proceed to enter into a contract at the next regular Board
Meeting.
Upon approval of the contract at the Commissioner’s Board Meeting, the Board of
Commissioners will formally enter into a contract by Resolution.
After the formal entering of contract, the vendor copy of the purchase order and the contract are
sent to the vendor. Copies of the purchase order and contract with certification are sent to the
requesting department, Auditor’s Office, and Purchasing Department, and an original is kept on
file in the office of Mahoning County Clerk of the Board.
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PROCESS FOR ACQUIRING PROFESSIONAL DESIGN SERVICES

Statements of Qualifications must be in the accordance with applicable sections of O.R.C.
153.71-153.65-153.66-153.67-153.68-153.69 and 153.693 as follows:

153.71 Administrative rules.
Any public authority planning to contract for professional design services or design-build services
may adopt, amend, or rescind rules, in accordance with Chapter 119. of the Revised Code, to
implement sections 153.66 to 153.70 of the Revised Code. Sections 153.66 to 153.70 of the
Revised Code do not apply to either of the following:
(A) Any project with an estimated professional design fee of less than fifty thousand dollars if
both of the following requirements are met:
(1) The public authority selects a single design professional or firm from among those that have
submitted a current statement of qualifications within the immediately preceding year, as
provided under section 153.68 of the Revised Code, based on the public authority’s
determination that the selected design professional or firm is the most qualified to provide the
required professional design services;
(2) The public authority and the selected design professional or firm comply with division (B) of
section 153.69 of the Revised Code with respect to the negotiation of a contract.
(B) Any project determined in writing by the public authority head to be an emergency requiring
immediate action including, but not limited to, any projects requiring multiple contracts let as
part of a program requiring a large number of professional design firms of the same type
Amended by 129th General Assembly File No. 28, HB 153, § 101.01, eff. 9/29/2011.
Effective Date: 11-24-1995

153.65 Professional design services definitions.
As used in sections 153.65 to 153.73 of the Revised Code:
(A)(1) “Public authority” means the state, a state institution of higher education as defined in
section 3345.011 of the Revised Code, a county, township, municipal corporation, school district,
or other political subdivision, or any public agency, authority, board, commission,
instrumentality, or special purpose district of the state or of a political subdivision.
(2) “Public authority” does not include the Ohio turnpike commission.
(B) “Professional design firm” means any person legally engaged in rendering professional design
services.
(C) “Professional design services” means services within the scope of practice of an architect or
landscape architect registered under Chapter 4703. of the Revised Code or a professional
engineer or surveyor registered under Chapter 4733. of the Revised Code.
(D) “Qualifications” means all of the following:
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(1) (a) For a professional design firm, competence to perform the required professional design
services as indicated by the technical training, education, and experience of the firm’s personnel,
especially the technical training, education, and experience of the employees within the firm who
would be assigned to perform the services;
(b) For a design-build firm, competence to perform the required design-build services as
indicated by the technical training, education, and experience of the design-build firm’s
personnel and key consultants, especially the technical training, education, and experience of the
employees and consultants of the design-build firm who would be assigned to perform the
services, including the proposed architect or engineer of record.
(2) Ability of the firm in terms of its workload and the availability of qualified personnel,
equipment, and facilities to perform the required professional design services or design-build
services competently and expeditiously;
(3) Past performance of the firm as reflected by the evaluations of previous clients with respect
to such factors as control of costs, quality of work, and meeting of deadlines;
(4) Any other relevant factors as determined by the public authority;
(5) With respect to a design-build firm, compliance with sections 4703.182, 4703.332, and
4733.16 of the Revised Code, including the use of a licensed design professional for all design
services.
(E) “Design-build contract” means a contract between a public authority and another person that
obligates the person to provide design-build services.
(F) “Design-build firm” means a person capable of providing design-build services.
(G) “Design-build services” means services that form an integrated delivery system for which a
person is responsible to a public authority for both the design and construction, demolition,
alteration, repair, or reconstruction of a public improvement.
(H) “Architect or engineer of record” means the architect or engineer that serves as the final
signatory on the plans and specifications for the design-build project.
(I) “Criteria architect or engineer” means the architect or engineer retained by a public authority
to prepare conceptual plans and specifications, to assist the public authority in connection with
the establishment of the design criteria for a design-build project, and, if requested by the public
authority, to serve as the representative of the public authority and provide, during the designbuild project, other design and construction administration services on behalf of the public
authority, including but not limited to, confirming that the design prepared by the design-build
firm reflects the original design intent established in the design criteria package.
(J) “Open book pricing method” means a method in which a design-build firm provides the public
authority, at the public authority’s request, all books, records, documents, contracts,
subcontracts, purchase orders, and other data in its possession pertaining to the bidding, pricing,
or performance of a contract for design-build services awarded to the design-build firm.
Amended by 129th General Assembly File No. 28, HB 153, § 101.01, eff. 9/29/2011.
Effective Date: 09-26-2003
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153.66 Submitting statement of qualifications.
(A) Each public authority planning to contract for professional design services or design-build
services shall encourage professional design firms and design-build firms to submit a statement
of qualifications and update the statements at regular intervals.
(B) Notwithstanding any contrary requirements in sections 153.65 to 153.70 of the Revised
Code, for every design-build contract, each public authority planning to contract for design-build
services shall evaluate the statements of qualifications submitted by design-build firms for the
project, including the qualifications of the design-build firm’s proposed architect or engineer of
record, in consultation with the criteria architect or engineer before selecting a design-build firm
pursuant to section 153.693 of the Revised Code.
Amended by 129th General Assembly File No. 28, HB 153, § 101.01, eff. 9/29/2011.
Effective Date: 11-24-1995

153.67 Announcing contracts available for professional
design or design-build services.
Each public authority planning to contract for professional design services or design-build
services shall publicly announce all contracts available from it for such services. The
announcements shall:
(A) Be made in a uniform and consistent manner and shall be made sufficiently in advance of the
time that responses must be received from qualified professional design firms or design-build
firms for the firms to have an adequate opportunity to submit a statement of interest in the
project;
(B) Include a general description of the project, a statement of the specific professional design
services or design-build services required, and a description of the qualifications required for the
project;
(C) Indicate how qualified professional design firms or design-build firms may submit statements
of qualifications in order to be considered for a contract to design or design-build the project;
(D) Be sent to any of the following that the public authority considers appropriate:
(1) Design-build firms, including contractors or other entities that seek to perform the work as a
design-build firm;
(2) Architect, landscape architect, engineer, and surveyor associations;
(3) The news media;
(4) Any publications or other public media, including electronic media.
Amended by 129th General Assembly File No. 28, HB 153, § 101.01, eff. 9/29/2011.
Effective Date: 11-24-1995

153.68 Instituting prequalification requirements.
Any public authority planning to contract for professional design services may institute
prequalification requirements for professional design firms seeking to provide services to the
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public authority and may require that each prequalified firm maintain a current statement of
qualifications on file with the public authority. The prequalification requirements shall be based
on factors such as those set out in division (D) of section 153.65 of the Revised Code.
Effective Date: 11-24-1995

153.69 Evaluating and selecting firms.
For every professional design services contract, each public authority planning to contract for
professional design services shall evaluate the statements of qualifications submitted by
professional design firms specifically regarding the project, and may hold discussions with
individual firms to explore further the firms’ statements of qualifications, the scope and nature of
the services the firms would provide, and the various technical approaches the firms may take
toward the project. Following this evaluation, the public authority shall:
(A) Select and rank no fewer than three firms which it considers to be the most qualified to
provide the required professional design services, except when the public authority determines in
writing that fewer than three qualified firms are available in which case the public authority shall
select and rank those firms;
(B) Negotiate a contract with the firm ranked most qualified to perform the required services at a
compensation determined in writing to be fair and reasonable to the public authority. Contract
negotiations shall be directed toward:
(1) Ensuring that the professional design firm and the agency have a mutual understanding of
the essential requirements involved in providing the required services;
(2) Determining that the firm will make available the necessary personnel, equipment, and
facilities to perform the services within the required time;
(3) Agreeing upon compensation which is fair and reasonable, taking into account the estimated
value, scope, complexity, and nature of the services.
(C) If a contract is negotiated with the firm ranked to perform the required services most
qualified, the public authority shall, if applicable under section 127.16 of the Revised Code,
request approval of the board to make expenditures under the contract.
(D) Upon failure to negotiate a contract with the firm ranked most qualified, the public authority
shall inform the firm in writing of the termination of negotiations and may enter into negotiations
with the firm ranked next most qualified. If negotiations again fail, the same procedure may be
followed with each next most qualified firm selected and ranked pursuant to division (A) of this
section, in order of ranking, until a contract is negotiated.
(E) Should the public authority fail to negotiate a contract with any of the firms selected
pursuant to division (A) of this section, the public authority may select and rank additional firms,
based on their qualifications, and negotiations may continue as with the firms selected and
ranked initially until a contract is negotiated.
(F) Nothing in this section affects a public authority’s right to accept or reject any or all proposals
in whole or in part.
Amended by 129th General Assembly File No. 28, HB 153, § 101.01, eff. 9/29/2011.
Effective Date: 11-24-1995
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153.693 Evaluation of design-build firms.
(A) For every design-build contract, the public authority planning to contract for design-build
services, in consultation with the criteria architect or engineer, shall evaluate the statements of
qualifications submitted by design-build firms specifically regarding the project, including the
design-build firm’s proposed architect or engineer of record. Following this evaluation, the public
authority shall:
(1) Select and rank not fewer than three firms which it considers to be the most qualified to
provide the required design-build services, except that the public authority shall select and rank
fewer than three firms when the public authority determines in writing that fewer than three
qualified firms are available;
(2) Provide each selected design-build firm with all of the following:
(a) A description of the project and project delivery;
(b) The design criteria produced by the criteria architect or engineer under section 153.692 of
the Revised Code;
(c) A preliminary project schedule;
(d) A description of any preconstruction services;
(e) A description of the proposed design services;
(f) A description of a guaranteed maximum price, including the estimated level of design on
which such guaranteed maximum price is based;
(g) The form of the design-build services contract;
(h) A request for a pricing proposal that shall be divided into a design services fee and a
preconstruction and design-build services fee. The pricing proposal of each design-build firm
shall include at least all of the following:
(i) A list of key personnel and consultants for the project;
(ii) Design concepts adhering to the design criteria produced by the criteria architect or engineer
under section 153.692 of the Revised Code;
(iii) The design-build firm’s statement of general conditions and estimated contingency
requirements;
(iv) A preliminary project schedule.
(3) Evaluate the pricing proposal submitted by each selected firm and, at its discretion, hold
discussions with each firm to further investigate its pricing proposal, including the scope and
nature of the firm’s proposed services and potential technical approaches;
(4) Rank the selected firms based on the public authority’s evaluation of the value of each firm’s
pricing proposal, with such evaluation considering each firm’s proposed costs and qualifications;
(5) Enter into contract negotiations for design-build services with the design-build firm whose
pricing proposal the public authority determines to be the best value under this section.
(B) In complying with division (A) (5) of this section, contract negotiations shall be directed
toward:
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(1) Ensuring that the design-build firm and the public authority mutually understand the
essential requirements involved in providing the required design-build services, the provisions for
the use of contingency funds, and the terms of the contract, including terms related to the
possible distribution of savings in the final costs of the project;
(2) Ensuring that the design-build firm shall be able to provide the necessary personnel,
equipment, and facilities to perform the design-build services within the time required by the
design-build construction contract;
(3) Agreeing upon a procedure and schedule for determining a guaranteed maximum price using
an open book pricing method that shall represent the total maximum amount to be paid by the
public authority to the design-build firm for the project and that shall include the costs of all
work, the cost of its general conditions, the contingency, and the fee payable to the design-build
firm.
(C) If the public authority fails to negotiate a contract with the design-build firm whose pricing
proposal the public authority determines to be the best value as determined under this section,
the public authority shall inform the design-build firm in writing of the termination of
negotiations. The public authority may then do the following:
(1) Negotiate a contract with a design-build firm ranked next highest under this section following
the negotiation procedure described in this section;
(2) If negotiations fail with the design-build firm under division (C)(1) of this section, negotiate a
contract with the design-build firm ranked next highest under this section following the
negotiation procedure described in this section and continue negotiating with the design-build
firms selected under this section in the order of their ranking until a contract is negotiated.
(D) If the public authority fails to negotiate a contract with a design-build firm whose pricing
proposal the public authority determines to be the best value as determined under this section, it
may select additional design-build firms to provide pricing proposals to the public authority
pursuant to this section or may select an alternative delivery method for the project.
(E) The public authority may provide a stipend for pricing proposals received from design-build
firms.
(F) Nothing in this section affects a public authority’s right to accept or reject any or all proposals
in whole or in part.
Added by 129th General Assembly File No. 28, HB 153, § 101.01, eff. 9/29/2011.

The requesting department and/or Board of Commissioners must evaluate the qualifications of
each firm, and then narrow the field to a “short list” of no fewer than three (3) firms. Each of the
short listed firms may be invited to submit detailed technical proposals.
Once the qualified firm has been identified, the department and/or Board of Commissioners
should contact representatives of the firm and invite them to engage in contract negotiations
regarding the scope of services and the fee for those services.
This negotiation/discussion leads to the development of the detailed scope of service, the written
document that specifies the services to be provided by the design firm. This document is the
foundation of the contract between the two parties. When the detailed scope of service is agreed
upon, the design firm then has sufficient information to develop a detailed fee proposal for
submission to the department and/or Board of Commissioners.
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The contract between Mahoning County and the design professional should also address the new
professional liability insurance requirement enacted in House Bill 231. As a protection to the
public, the law now requires that any engineer, architect, or land surveyor providing services to
the public authority must be covered by professional liability insurance, per Section 153.70 of
the Ohio Revised Code.
The department and/or Board of Commissioners should prepare a recommendation and bid
evaluation.
The recommendation letter must contain a written letter to the Board of Commissioners
indicating:
1) Name and address of most qualified firm.
2) Evaluation and ranking forms.
3) Firm’s vendor number.
4) Total cost of contract.
5) Availability of funds (specify account code).
6) Copy of the requisition entered into Munis.
7) Any other pertinent information.
8) Contract for the Design Professional Services signed by the vendor.
Upon acceptance of the recommendation, the Board of Commissioners will process the contract
as follows:
1) The contract, purchase order, and supporting documentation are submitted to the
Prosecutor’s Office for approval as to form.
2) Once approved by the Prosecutor, the Purchasing Department will approve the requisition
that has been entered into Munis and the purchase order will be processed.
3) The original contract, purchase order, and supporting documentation are submitted to the
The Auditor’s Office for certification of funds.
4) The original contract, purchase order, and supporting documentation are returned to the
Commissioner’s Office to proceed to enter into a contract at the next regular Board
Meeting.
Upon approval of the contract at the Commissioner’s Board Meeting, the Board of
Commissioners will formally enter into a contract by Resolution.
After the formal entering of contract, the vendor copy of the purchase order and the contract are
sent to the vendor. Copies of the purchase order and contract with certification are sent to the
requesting department, Auditor’s Office, and Purchasing Department, and an original is kept on
file in the office of Mahoning County Clerk of the Board.
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STATE COOPERATIVE PURCHASING CONTRACTS
Section 125.04 of the Ohio Revised Code (Ohio Department of Administrative Services
Cooperative Purchasing Program) and Section 5513.01(B) of the Ohio Revised Code (Ohio
Department of Transportation Cooperative Purchasing Program) allows political subdivisions to
purchase goods and/or services through utilization of state contracts without competitive bidding.
In addition, a county can participate in contracts of other counties or townships if the contract
has been competitively bid by the other jurisdiction (Section 9.48, Ohio Revised Code) for the
acquisition of equipment, materials, supplies, or services. Ohio Revised Code 9.48 also
specifically allows counties to participate in a joint purchasing program operated by or through a
state or national association of political subdivisions if the county is eligible for membership. A
county may participate in such a joint purchasing program without the necessity of competitive
bidding if the association joint purchasing program employs a competitive selection procedure
substantially similar to Ohio Revised Code 307.86.
The Purchasing Department may require departments and agencies to evaluate three (3) state
cooperative contracts of different manufacturers for goods and/or services as part of the
documentation for their recommendation to insure pricing is competitive. Exceptions would be
reasons pertaining to standardization, add-on to an existing system, sole source, and/or other
agreed upon factors. Information pertaining to updated state contracts is available in the
Purchasing Department. Pricing is subject to the rate schedule based on the latest
amendment/addenda.
Goods/Services between $1,000 - $50,000:
When requesting a purchase order using a state contract, the requesting department must attach
to the requisition they entered into Munis, the following:
1) Copy of state contract, including authorized dealers and an authorized current schedule
price list must be attached to the requisition.
2) Letter and/or quotation from the state authorized dealer/contractor indicating a detailed
listing of items to be provided pursuant to terms, conditions, pricing of the state contract,
and time frame. The state term pricing for the items being requisitioned must be
marked or highlighted for verification purposes.
Upon approval of the request by the Purchasing Director, the Purchasing Department will
process as follows:
1) The Purchasing department will approve the requisition that has been entered into Munis
and the purchase order will be processed and sent to the Auditor for certification. Once
the purchase order is certified, the original purchase order will be mailed to the vendor
(unless it is for Data equipment, then it will be sent to Data to place the order).
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State Contract Goods/Services Over $50,000.00

The process for acquiring goods and services over $50,000.00 requires:
1) A written letter to the Board of Commissioners indicating:
a) Name and address of lowest and best and/or lowest responsive and
responsible vendor.
b) Lowest and best and/or lowest responsive and responsible vendor number.
c) Copy of the state contract, including authorized dealers and an authorized
current schedule price list must be attached to the requisition in Munis.
d) Availability of funds (specify account code).
f) Any other pertinent information.
2) Comparison of three (3) State Contracts, if applicable.
3) Letter and/or quotation from the state authorized dealer/contractor indicating a detailed
listing of items to be provided pursuant to terms, conditions, pricing of the state contract,
and time frame. The state term pricing for the items being requisitioned must be
marked or highlighted for verification purposes.
Upon acceptance of the recommendation, the Board of Commissioners will process as follows:
1) The Purchasing Department will approve the requisition that has been entered into Munis
and the purchase order will be processed.
2) The purchase order and supporting documentation are then submitted to the Auditor’s
Office for certification of funds;
3) The purchase order and documentation are sent to the Commissioner’s Office to proceed
to award at the next regular Board Meeting.
Upon approval of the request at the Commissioner’s Board Meeting, the Board of
Commissioners will approve by Resolution.
After the approval by Resolution, the vendor copy of the purchase order is sent to the successful
vendor. Copies of the purchase order are sent to the requesting department, Auditor’s Office and
the Purchasing Department, and an original is kept on file in the office of Mahoning County
Clerk of the Board.
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PRODUCTS AND SERVICES OF PERSONS
WITH SEVERE DISABILITIES
Per Sections 4115.31 to 4115.35 of the Ohio Revised Code, known as the State Use Law, all
political subdivisions are required to purchase various products and services from a qualified
non-profit agency for persons with severe disabilities.
As part of this law, OIH, Inc. was created as the designated agency. The primary function of
OIH is to inform state and local agencies of the State Use Law and the full line of products and
services offered under this program. If you need to purchase a service or product, which is
available and listed in the OIH catalog, you are required to purchase from OIH. The Purchasing
Department highly encourages departments and agencies to participate in the State Use Law for
goods and/or services. Information pertaining to OIH catalogs is available in the Purchasing
Department.
Goods between $1,000.00 - $50,000.00
When requesting a purchase order using State Use Law Goods, the requesting department must
attach to the requisition entered in Munis the following:
1) Copy of the State Use Law Goods.
2) Letter from the state authorized dealer/contractor indicating a detailed listing of items to
be provided pursuant to terms, conditions, and pricing of the State Use Law contract.
The Purchasing Department will verify the validity of the State Use Law contract and process the
request by issuing a purchase order.
Services $1,000.00 -$50,000.00
When requesting contractual State Use Services, the requirements are:
1) A written letter to the Board of Commissioners indicating:
a) Name and address of lowest and best and/or lowest responsive and
responsible vendor.
b) Vendor number.
c) Copy of the State Use Law contract attached to the letter.
d) Availability of funds (specify account code).
e) Copy of the requisition that was entered into Munis.
f) Any other pertinent information
2) Copy of the contract for the services signed by the state authorized dealer/contractor
indicating a detailed listing of services to be provided pursuant to terms, conditions, and
pricing of the State Contract Use Law.
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Upon acceptance of the recommendation, the Board of Commissioners will process the contract
as follows:
1) The contract and supporting documentation are submitted to the Prosecutor’s Office for
approval as to form.
2) Once approved by the Prosecutor, the Purchasing Department will approve the requisition
that has been entered into Munis and the purchase order will be processed.
3) The contract, purchase order, and supporting documentation are then submitted to the
Auditor’s Office for certification of funds.
4) The contract, purchase orders, and supporting documentation are returned to the
Commissioner’s Office to proceed to award the contract at the next regular Board
Meeting.
Upon approval of the contract at the Commissioner’s Board Meeting, the Board of
Commissioners will formally award the contract by Resolution.
After the formal award of the contract, the vendor copy of the purchase order and the contract are
sent to the successful vendor. Copies of the purchase order and contract with certification are
sent to the requesting department, Auditor’s Office, and Purchasing Department, and an original
is kept on file in the office of Mahoning County Clerk of the Board.
Goods over $50,000.00
1) A written letter to the Board of Commissioners indicating:
a)
b)
c)
d)
e)
f)

Name and address of lowest and/or lowest responsive and responsible vendor.
Vendor number.
Copy of State Use Law contract attached to the letter.
Availability of funds (specify account code).
Copy of the requisition entered into Munis.
Any other pertinent information.

Upon acceptance of the recommendation, the Board of Commissioners will process the contract
as follows:
1) The contract and supporting documentation are submitted to the Prosecutor’s Office for
approval as to form.
2) Once approved by the Prosecutor, the Purchasing Department will approve the requisition
that has been entered into Munis and the purchase order will be processed
3) The contract, purchase order, and supporting documentation are then submitted to the
Auditor’s Office for certification of funds.
4) The contract, purchase order, and supporting documentation are returned to the
Commissioner’s Office to proceed to award the contract at the next regular Board
Meeting.
Upon approval of the contract at the Commissioner’s Board Meeting, the Board of
Commissioners will formally award the contract by Resolution.
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After the formal award of the contract, the vendor copy of the purchase order and the contract are
sent to the successful vendor. Copies of the purchase order and contract with certification are
sent to the requesting department, Auditor’s Office, and Purchasing Department, and an original
is kept on file in the office of Mahoning County Clerk of the Board.
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WRITING BID SPECIFICATIONS
Specifications describe what is required or desired and thus, what the successful bidder is to
furnish. They are the communication media between buyer and seller, and the basis on which
bids are prepared. The degree to which specifications are open or non-restrictive directly affects
the type and extent of competition obtained. In addition, specifications provide a control to
ensure that the proper quality level is purchased. Specifications are public records. They serve
to keep the purchase process open by allowing the public to see exactly whether or not bids are
responsive.
Good specifications are needed to ensure competition and to maintain the appropriate quality
level for items purchased. Specifications must not preclude qualified suppliers from competing,
and they must not incorporate personal preferences, which are not pertinent to an item’s intended
use.
Bid specifications should set out essential characteristics of the items being purchased so that all
bidders know exactly what the using department or agency wants to buy and can accurately
compute their bids.
An essential element of bid specifications is the Proposal Page. The Proposal Page should ask
for certain information: date of delivery, project completion date, unit pricing, extended pricing,
and total cost. The total cost should be written, as well as numeric. This page should be clearly
marked as “Proposal Page”.
Checklist/Review of Specifications
1) Any restrictions/unfair conditions/unnecessary terms.
2) Resolution approved and advertising dates coordinated.
3) Is a pre-bid meeting advisable?
4) Contact Person.
5) Is there a proposal page specific to the specifications?
6) Are delivery and/or project completion dates required?
7) Contents of bid notice and submission, and opening of bids pursuant to Ohio Revised
Code 307.86 and other applicable Ohio Revised Code sections.
8) Compliance with Mahoning County Resolution 00-442, pertaining to the Construction
Projects Bid Criteria and/or project labor agreement if applicable.
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CONSTRUCTION PROJECTS BID CRITERIA
Per Resolution 00-442, the Board of Mahoning County Commissioners have adopted a
Construction Projects bid criteria to be included and made part of all Mahoning County public
works projects bid specifications.
The following factors will be evaluated by the Board of Mahoning County Commissioners when
making a decision of award as to whether a bid is not only the lowest bid, but also the best
responsive bid:
1) Whether bidder’s work force is drawn mainly from area residents who historically look to
the user/customer/agency of construction services for employment.
2) Experience of bidder’s work force.
3) Continuity of bidder’s work force.
4) The bidder’s participation under the auspices of a jointly administered apprenticeship
program, which complies with the minimum standards, as adopted by the State of Ohio or
Federal Bureau of Apprenticeship Training.
5) Bidder must produce evidence of registration of its apprenticeship program with either
the Ohio State Apprenticeship Council or Federal Bureau of Apprenticeship Training.
6) The number of year’s bidder has been in the construction business.
7) Bidder’s familiarity with the project.
8) Bidder’s record on similar construction projects.
9) Whether bidder generally experiences cost overruns.
10) Bidder’s compliance with completion deadlines.
11) Bidder bonding record.
12) Bidder’s compliance with Workers’ Compensation laws.
13) Bidder’s compliance with Unemployment Compensation laws.
14) Bidder’s compliance with Federal and State Prevailing Wage laws.
15) Bidder’s compliance with the Fair Labor Standards Act.
16) Bidder compliance with Fringe Benefit Contribution requirements.
17) That Affiant has not been convicted of a criminal offense related to the application for or
performance of any public or private contract, including, but not limited to,
embezzlement, theft, forgery, bribery, falsification or destruction of records, receiving
stolen property, and any other offense that directly reflects on the vendor’s business
integrity.
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CONSTRUCTION PROJECT ESTIMATES/PARTIAL PAYMENTS
Engineer’s estimates of cost must be included in the plans and specifications for the project
being bid.
Per Section 153.12 of the ORC, no contract to which this section applies shall be entered into if
the price of the contract, or, if the project involves multiple contracts where the total price of all
contracts for the project, is in excess of ten percent above the entire estimate thereof, nor shall
the entire cost of the construction, reconstruction, repair, painting, decorating, improvement,
alteration, addition, or installation, including changes and estimates of expenses for architects or
engineers, exceed in the aggregate the amount authorized by law.
The unit or lump sum price state in the contract shall be used in determining the amount to be
paid and shall constitute full and final compensation for all the work.
Partial payment to the contractor for work performed under the lump sum price shall be based on
a schedule prepared by the contractor and approved by the architect or engineer who shall
apportion the lump sum price to the major components entering into or forming a part of the
work under the lump sum price.
Partial payments to the contractor for labor performed under either a unit or lump sum price
contract shall be made at the rate of ninety-two percent of the estimates prepared by the
contractor and approved by the architect or engineer. All labor performed after the job is fifty
percent completed shall be paid for at the rate of one hundred percent of the estimates submitted
by the contractor and approved by the architect or engineer.
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PROCEDURE FOR PLACEMENT OF ADVERTISEMENT FOR BIDS
Where competitive bidding is required by Section 307.86 of the Ohio Revised Code, notice
thereof shall be given in the following manner:
1) Notice shall be published once a week, for not less than two consecutive weeks,
preceding the day of the opening of bids in a newspaper of general circulation within the
county, for any purchase, lease, with option or agreement to purchase, or construction
contract in excess of fifty thousand dollars ($50,000.00). The contracting authority may
also cause notice to be inserted in trade papers or other publications designated by it.

307.87 Notice of competitive bidding.
Where competitive bidding is required by section 307.86 of the Revised Code, notice thereof
shall be given in the following manner:
(A) Notice shall be published once a week for not less than two consecutive weeks preceding the
day of the opening of bids in a newspaper of general circulation within the county for any
purchase, lease, lease with option or agreement to purchase, or construction contract in excess
of fifty thousand dollars. The contracting authority may also cause notice to be inserted in trade
papers or other publications designated by it or to be distributed by electronic means, including
posting the notice on the contracting authority’s internet site on the World Wide Web. If the
contracting authority posts the notice on that location on the World Wide Web, it may eliminate
the second notice otherwise required to be published in a newspaper of general circulation within
the county, provided that the first notice published in such a newspaper meets all of the
following requirements:
(1) It is published at least two weeks before the opening of bids.
(2) It includes a statement that the notice is posted on the contracting authority’s internet site
on the World Wide Web.
(3) It includes the internet address of the contracting authority’s internet site on the World Wide
Web.
(4) It includes instructions describing how the notice may be accessed on the contracting
authority’s internet site on the World Wide Web.
(B) Notices shall state all of the following:
(1) A general description of the subject of the proposed contract and the time and place where
the plans and specifications or itemized list of supplies, facilities, or equipment and estimated
quantities can be obtained or examined;
(2) The time and place where bids will be opened;
(3) The time and place for filing bids;
(4) The terms of the proposed purchase;
(5) Conditions under which bids will be received;
(6) The existence of a system of preference, if any, for products mined and produced in Ohio and
the United States adopted pursuant to section 307.90 of the Revised Code.
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(C) The contracting authority shall also maintain in a public place in its office or other suitable
public place a bulletin board upon which it shall post and maintain a copy of such notice for at
least two weeks preceding the day of the opening of the bids.
Amended by 129th General Assembly File No. 141, HB 509, § 1, eff. 9/28/2012.
Effective Date: 09-26-2003

Procedures for departments/agencies under the contracting authority of the Commissioners are as
follows:
Submission to the Board of Commissioners
1. The date and time for the bid opening, and location for submitting and opening, is to be
coordinated with the Purchasing Department via e-mail in conjunction with the Clerk of
the Board of Commissioners.
2. Requesting departments are to prepare the advertisement and submit it to the Clerk of the
Board by 10:00 a.m., the Monday prior to a scheduled Board Meeting. The
advertisement must indicate the department’s Vindicator account code Purchase Order
number.
Scheduling Dates for Advertisements
1) All bid-opening dates are to be scheduled for Wednesday afternoons (and/or
subject to needs), opened and read in the Purchasing Department, Suite 100 of the
Mahoning County Administration Building, 21 W. Boardman Street, Youngstown, Ohio
44503.
Placement of the Advertisement
1) Upon approval of the Board, a copy of the approved advertisement will be forwarded to
requesting department.
2) The Clerk of the Board and/or Purchasing Department will be responsible for placement
of the advertisement with the Vindicator.
Preparation of Bids
1) The requesting and/or Purchasing Department are to assemble the signed advertisement,
“boiler plate”, specification, and proposal pages.
2) Make applicable copies.
3) Forward copies to the Purchasing Department.
Issuance of Proposals/Specifications
1) Proposals/Specifications are not to be issued to prospective bidders until the notice
appears in a newspaper of general circulation within the county.
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CRITERIA FOR EVALUATING LOWEST AND BEST,
AND/OR LOWEST RESPONSIVE AND RESPONSIBLE INFORMAL AND/OR
FORMAL BIDDING

1.)

Responsiveness to requirements spelled out in “Request for Quotations” bid
specifications and/or Predetermined Evaluation Criteria.

2.)

Verify that all vendors or bidders are quoting or bidding on like items or services.

3.)

General provisions:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)
l)
m)
n)
o)
p)
q)
r)
s)
t)
u)

4.)

Delivery time.
Operational costs (i.e. supplies, maintenance).
Warranty.
Product availability.
Delivery charges.
References.
Storage or handling costs.
Trade-in allowances.
Location of authorized dealer/service.
Service response time.
Quality of product (brand name or off-brand).
Price.
Past performance with Mahoning County.
Total acquisition cost (cost of equipment, maintenance, and supplies).
Price escalation clauses, if any.
Inspection of goods or services.
Insurance.
Lease vs. purchase.
Standardization.
Add on to an existing system.
Single source.

Tabulations and/or spreadsheets.
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REJECTION OF BIDS
After request-for-proposals have been received, opened and publicly read, and determined that
the bid(s) must be rejected, the requesting/using department must prepare a letter of
recommendation for rejection of bid(s).
The recommendation submitted to the Board of Commissioners must contain:
1) A written letter to the Board of Commissioners indicating the reasons for rejection of the
bid(s). For example:
a) Exceeds engineer’s estimate.
b) Clerical error or omission of information that may cause a misinterpretation of
the intent of the specifications.
c) None of the bidders meet specifications.
d) Past performance.
If the county finds that an apparent low bidder is not responsive and responsible the bidder must
be notified of this fact in writing by certified mail. The notice must include the reasons the
county found the bidder was not responsive and responsible.
If the county found the apparent low bidder not to be responsive and responsible the bidder may
file a written protest to such a finding by the county. The county must then meet with the bidder.
The written protest must be filed within five days after the county notifies the apparent low
bidder that he is not responsive and responsible, and the county may not award the contract until
it affirms or reverses its previous decision (ORC 9.312).
Upon acceptance of the recommendation for rejection of bid(s), the Board of Commissioners will
formally reject the bid(s) at the next regular Commissioner’s Board Meeting.
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UNRESOLVED FINDINGS FOR RECOVERY DATABASE
Ohio Revised Code section 9.24 prohibits a state agency or political subdivision from awarding a
contract for goods, services, or construction, paid for in whole or in part with state funds to a
person with an unresolved finding for recovery issued by the state.
Ohio Revised Code 9.24 only applies to contracts which have been subjected to a competitive
contracting process in which the cost for the goods, services, or construction exceeds $50,000.00
or meet the aggregating criteria.
The aggregate criterion applies to a contract awarded to any person who, in the previous fiscal
year, received contracts from the state agency or political subdivision, the aggregate of which
exceeded $100,000.00.
State agencies and political subdivisions that purchase off the state term schedule, however, do
not engage in their own contracting process and are not subject to the provisions or Ohio Revised
Code 9.24.
Prior to your recommendation to the Board of Mahoning County Commissioners you must check
the Ohio Auditor of State Findings for Recovery Database website at www.auditor.state.oh.us to
verify that the person to whom you plan to award a contract does not appear in the database and
include the results with all other applicable information.
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PRE-BID MEETING PROCEDURE
The following procedure should be followed for conducting all pre-bid meetings. This procedure
is necessary to ensure proper understanding of the intent of the bid so that all bidders can
respond in an equal and competitive manner.
1) All prospective bidders need to sign in with their name, company they are representing,
address, phone, fax numbers and e-mail address.
2) The meeting should be tape-recorded and/or minutes taken.
3) Representatives asking questions or concerns must identify themselves and the
company they represent.
4) After the discussion of questions or concerns, any conclusions reached whether or not
they change the bid will be recorded in writing and sent by certified mail to those in
attendances and on the list of prospective bidders.
5) Once the pre-bid meeting has been completed, no further verbal communication between
the bidders and the agency bidding will be permitted unless extended by the owner or its
representative or unless, within seventy-two hours prior to the published time for the
opening of bids, excluding Saturdays, Sundays and legal holidays, any modification of
the plans or specifications and estimates of cost for the project for which bids are is
solicited is issued and mailed or otherwise furnished to persons who have obtained plans
or specifications for the project, for which the time for opening of bids shall be extended
one week, with no further advertising of bids required. If a bidder discovers and
inconsistency, error or omission in the invitation to bid, the bidder must submit a written
request for clarification within a minimum of five (5) working days prior to the date of
the bid opening.
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RENEWAL AND/OR AUTOMATIC RENEWAL
OF CONTRACTS UNDER THE SAME
EXACT TERMS AND CONDITIONS
The process for recommendation of a renewal of a contract under the same exact terms and
conditions is as follows:
1) A written letter submitted to the Board of Commissioners indicating:
(a) Reason why the option for renewal is being recommended.
(b) The expiration date of the existing contract.
(c) Terms and conditions of the renewal. (A copy of the existing
contract/proposal showing the terms and conditions for renewal.)
Upon acceptance of the recommendation, the Board of Commissioners will process the contract
as follows:
1) A requisition will be entered into Munis (if you want to keep the same po #, send a PO
Maintenance form to the Purchasing Department). The purchase order will be processed
by the Purchasing Department.
2) The contract, purchase order, and supporting documentation are then submitted to the
Auditor’s Office for certification of funds.
3) The contract, purchase order and supporting documentation are returned to the
Commissioner’s Office to proceed to award contract at the next regular Board Meeting.
Upon approval of the contract at the Commissioner’s Board Meeting, the Board of
Commissioners will formally award the contract by Resolution.
After the formal award of the contract, the vendor copy of the purchase order and the contract are
sent to the successful vendor. Copies of the purchase order and contract with certification are
sent to the requesting department, Auditor’s Office, and Purchasing Department, and an original
is kept on file in the office of Mahoning County Clerk of the Board.
*Note: If the agreement states it is an “Automatic Renewal”, no board action is needed.
However, if you want to cancel the “automatic renewal” you must be in compliance with the
current contracts terms and conditions.
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CHANGE ORDER TO CONTRACTS
UNDER TEN PERCENT

Under ten percent of the project award there are three types of change orders:
1) Unforeseen Change Orders
2) Owner’s Request Change Orders
3) Errors and Omissions Change Orders
The process for a change order to contracts, in conjunction with O.R.C. 153.12 is as follows:
1) A written letter to the Board of Commissioners indicating:
a) Explanation/justification of submitted change order.
b) Cost of increase or decrease of change order.
c) Explanation of any change deviating from original terms, conditions, and
specifications of the original contract, if applicable.
d) Availability of funds (specify account code).
e) Effects on time line of contract.
2) A completed standard change order form signed by the vendor and requesting elected
official or department head and attached to the written letter to the Board of
Commissioners.
Upon acceptance of the request, the Board of Commissioners will process the change order as
follows:
1) The original change order and supporting documentation are submitted to the
Prosecutor’s Office for approval as to form.
2) Once the Prosecutor approves the change order, it will be sent to the Purchasing
Department. The original purchase order will be increased or decreased according to the
purchase order maintenance, or will be changed to reflect any deviation from the original
terms, conditions, and specifications of the original contract, if applicable.
3) The change order, purchase order, and supporting documentation are submitted to the
Auditor’s Office for certification of funds.
4) The change order, purchase order, and supporting documentation are returned to the
Commissioner’s Office to proceed with formal approval of the submitted change order.
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Upon approval of the change order at the Commissioner’s Board meeting, the Board of
Commissioners will formally award the change order by Resolution. A copy of the change order
and revised purchase order are sent to the vendor. Copies of the change order and revised
purchase order, with certification, are sent to the requesting department/agency, Auditor’s
Office, and the Purchasing Department, and an original is kept on file in the office of Mahoning
County Clerk of the Board.
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CHANGE ORDER TO CONTRACTS
OVER 10 PERCENT

Over ten percent of the project award there are three types of change orders:
1) Unforeseen Change Orders
2) Owner’s Request Change Orders
3) Errors and Omissions Change Orders
The process for a change order to contracts, in conjunction with O.R.C. 153.12 is as follows:
1) A written letter to the Board of Commissioners indicating:
a) Explanation/justification of submitted change order.
b) Cost of increase or decrease of change order.
c) Explanation of any change deviating from original terms, conditions, and
specifications of the original contract, if applicable.
d) Availability of funds (specify account code).
e) Effects on time line of contract.
2) A completed standard change order form signed by the vendor and requesting elected
official or department head and attached to the written letter to the Board of
Commissioners.
Upon acceptance of the request, the Board of Commissioners will process the change order as
follows:
3) The original change order and supporting documentation are submitted to the
Prosecutor’s Office for approval as to form.
4) Once the Prosecutor approves the change order (per O.R.C. 153.12), it will be sent to the
Purchasing Department. The original purchase order will be increased or decreased
according to the purchase order maintenance, or will be changed to reflect any deviation
from the original terms, conditions, and specifications of the original contract, if
applicable.
5) The change order, purchase order, and supporting documentation are submitted to the
Auditor’s Office for certification of funds.
6) The change order, purchase order, and supporting documentation are returned to the
Commissioner’s Office to proceed with formal approval of the submitted change order.
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Upon approval of the change order at the Commissioner’s Board meeting, the Board of
Commissioners will formally award the change order by Resolution. A copy of the change order
and revised purchase order are sent to the vendor. Copies of the change order and revised
purchase order, with certification, are sent to the requesting department/agency, Auditor’s
Office, and the Purchasing Department, and an original is kept on file in the office of Mahoning
County Clerk of the Board.
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CONTRACT EXTENSIONS
The process for recommendation of a contract extension is as follows:
1) A written letter submitted to the Board of Commissioners indicating:
a) Reason why the extension is necessary.
b) Pricing, terms, and conditions.
2) Original contract for the goods and/or services signed by the vendor. If vendor is unable
to supply contract, contact the Purchasing Department for assistance.
Upon acceptance of the recommendation, the Board of Commissioners will process the contract
as follows:
1) The original contract and supporting documentation are submitted to the Prosecutor’s
Office for approval as to form.
2) Once approved by the Prosecutor, the Purchasing Department will approve the requisition
that has been entered into Munis or process the PO Maintenance and the purchase order
will be processed or adjusted.
3) The original contract, purchase order, and supporting documentation are then submitted
to the Auditor’s Office for certification of funds.
4) The original contract, purchase order and supporting documentation are returned to the
Commissioner’s Office to proceed to award contract at the next regular Board Meeting.
Upon approval of the contract at the Commissioner’s Board Meeting, the Board of
Commissioners will formally award the contract by Resolution.
After the formal award of the contract, the vendor copy of the purchase order and the contract are
sent to the successful vendor. Copies of the purchase order and contract with certification are
sent to the requesting department, Auditor’s Office, and Purchasing Department, and an original
is kept on file in the office of Mahoning County Clerk of the Board.
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RESCINDING A CONTRACT
1) A written letter is submitted to the Board of Commissioners indicating:
a) Reason why it is necessary to rescind the contract.
b) Copy of contract attached.
c) Any other supportive documentation.
2) Upon acceptance of the recommendation, the Board of Commissioners will submit to the
Prosecutor’s Office for review as follows:
a) Prosecutor’s Office reviews contract and supportive documentation for any nonperformance recommendations.
b) Prosecutor’s recommendation and supportive documentation are returned to the
Commissioner’s Office to proceed to rescind the contract at the next regular Board
Meeting.
3) Upon approval to rescind the contract, the Board of Commissioner’s will formally
rescind the contract by resolution.
4) After the formal rescinding of the contract, a letter is sent to the vendor (contingent upon
legal action).
5) Department to notify Purchasing to liquidate purchase order.

59
Issued 1/97

Revised 04/15

FAILURE TO AWARD AND EXECUTE A CONTRACT
Per Section 153.12 of the Ohio Revised Code, the award and execution of a contract shall be
made within sixty (60) days and/or applicable sections of the Ohio Revised Code after the date
on which the bids are opened.
Failure to award and execute the contract within sixty (60) days and/or applicable sections of the
Ohio Revised Code invalidates the entire bid proceedings and all bids submitted. The time for
awarding and executing the contract can be extended by mutual consent per Prosecutor approval
and Resolution.
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PROCESS FOR EMERGENCY PURCHASES AND/OR REPAIRS
Section 307.86 of the Ohio Revised Code provides that:
(A) The board of county commissioners, by a unanimous vote of its members, makes a
determination that a real and present emergency exists, and that determination and the reasons
for it are entered in the minutes of the proceedings of the board, when either of the following
applies:
(1) The estimated cost is less than one hundred thousand dollars.
(2) There is actual physical disaster to structures, radio communications equipment, or
computers.
For purposes of this division, “unanimous vote” means all three members of a board of county
commissioners when all three members are present, or two members of the board if only two
members, constituting a quorum, are present.
Whenever a contract of purchase, lease, or construction is exempted from competitive bidding
under division (A) (1) of this section because the estimated cost is less than one hundred
thousand dollars, but the estimated cost is fifty thousand dollars or more, the county or
contracting authority shall solicit informal estimates from no fewer than three persons who could
perform the contract, before awarding the contract. With regard to each such contract, the
county or contracting authority shall maintain a record of such estimates, including the name of
each person from whom an estimate is solicited. The county or contracting authority shall
maintain the record for the longer of at least one year after the contract is awarded or the
amount of time the federal government requires

After obtaining three (3) informal quotes, the requesting department must submit to the Board of
Mahoning County Commissioners:
1) A written letter to the Board of Commissioners indicating:
a) Name and address of lowest and best and/or lowest responsive and
responsible bidder.
b) Lowest and best and/or lowest responsive and responsible bidder’s vendor
number.
c) Total cost of contract.
d) Availability of funds (specify account code).
e) Copy of the requisition entered into Munis.
f) Any other pertinent information.
2) Tabulation of bids.
3) Original contract for the goods and/or services signed by the vendor. If vendor is unable
to supply contract, contact the Purchasing Department for assistance.
Upon acceptance if the recommendation, the Board of Commissioners will process the contract
as follows:
1) The original contract and supporting documentation are submitted to the Prosecutor’s
office for approval as to form.
2) Once approved by the Prosecutor, the Purchasing Department will approve the requisition
that has been entered into Munis and the purchase order will be processed.
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3) The original contract, purchase order, and supporting documentation are then submitted
to the Auditor’s Office for certification of funds.
4) The purchase order and supporting documentation are sent to the Commissioner’s Office
to proceed to award contract at the next regular Board Meeting.
Upon approval of the contract at the Commissioner’s Board Meeting, the Board of
Commissioners will formally award the contract by Resolution.
After the formal award, the vendor copy of the purchase order is sent to the successful vendor.
Copies of the purchase order are sent to the requesting department, Auditor’s Office, and
Purchasing Department, and an original is kept on file in the office of Mahoning County Clerk of
the Board.
If, for any reason, the Board of Commissioners disapproves the request for an emergency
resolution for the payment for goods or services provided by a vendor for which full compliance
with the Ohio Revised Code purchasing requirements have not been met, the department must
submit the request as moral obligation resolution for payment. This resolution must be prepared
by the department and sent to the Prosecutor, along with the invoice in question, for a letter of
opinion, and then places on the Board of Mahoning County Commissioners agenda for review.

62
Issued 1/97

Revised 04/15

REPAIRS WITHOUT A MAINTENANCE AGREEMENT
The using department will be responsible for contacting the Purchasing Department for a
purchase order number and contacting a vendor for repair service. In addition, a requisition must
be entered into Munis for $1.00 providing detailed information, as to equipment (year, make,
model, and serial number), nature of problem, effective dates, cost and funds available.
Consideration should be given for the following factors:
1)
2)
3)
4)
5)

Availability of parts.
Installation complete and operational.
Removal of old unit if applicable.
Warranty.
Time frame for delivery and/or installation.

Upon completion of repair, the using department will be responsible for maintaining a copy of a
completed work order/invoice, provided by the vendor and sending a PO Maintenance to the
Purchasing Department to adjust the purchase order accordingly. The Purchasing Department
will adjust the purchase order and mail the original purchase order to the vendor. The vendor
must sign the back of the purchase order accepting the terms and conditions and return it to the
Purchasing Department for repairs $1,000.00 and under. The invoice will not be paid until the
original signed purchase order is returned and attached to the existing purchase order.
If estimate of repair is over $1,000.00, due to an unexpected or sudden occurrence of a serious
and urgent nature that demanded immediate action a moral obligation will be required (reference
page 64). The approval of this moral obligation is subject to the Board of Mahoning County
Commissioners. The nature of the emergency must be explained that supports why it was an
emergency and why a specific vendor was contacted at the next staff meeting.
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MORAL OBLIGATIONS

5705.45 Liability for wrongful payments from public funds enforcement.
Any officer, employee, or other person who issues any order contrary to section 5705.41 of the
Revised Code, or who expends or authorizes the expenditure of any public funds, or who
authorizes or executes any contract contrary to sections 5705.01 to 5705.47 of the Revised
Code, unless payments thereon are subsequently ordered as provided in section 5705.41 of the
Revised Code, or expends or authorizes the expenditure of any public funds on any such void
contract, obligation, or order, unless subsequently approved as provided in that section, or
issues a certificate under the provisions thereof which contains any false statements, shall be
liable to the political subdivision for the full amount paid from the funds of the subdivision on any
such order, contract, or obligation. Such officer, employee, or other person shall be jointly and
severally liable in person and upon any official bond that he has given to such subdivision, to the
extent of any payments of such void claim. The prosecuting attorney of the county, the city
director of law, or other chief law officer of the subdivision shall enforce this liability by civil
action brought in any court of appropriate jurisdiction in the name of and on behalf of the
municipal corporation, county, or subdivision. If the prosecuting attorney, city director of law, or
other chief law officer of the subdivision fails upon the written request of any taxpayer, to
institute action for the enforcement of the liability, the taxpayer may institute suit in his own
name in behalf of the subdivision.
Effective Date: 11-01-1977

Any department requesting a moral obligation must schedule to be on a staff meeting for a
verbal explanation on why policies and procedures were not followed.
Moral obligation is a payment to vendor for goods/services provided by a vendor for which noncompliance with the O.R.C. and/or purchasing policies and procedures that were not followed.
The Board of Commissioners may proceed to adopt a resolution to make payment for services
rendered when:
1) The Requesting/Using department specifies the reason that non-compliance with
O.R.C./Purchasing Policies and Procedures were not followed in a letter to the Board of
Commissioners. .
2) The Requesting/Using department must attach and provide the language for a
draft resolution.
3) Once approved by the Board of Commissioners, enter the requisition into Munis and
attach the resolution approving said moral. Once the purchase order is processed, the
Purchasing Department will send the purchase order to the Auditor for certification.
Once the purchase order is certified, the department can process the invoice for payment.
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PROCESS FOR ACQUIRING ALL COMPUTER RELATED EQUIPMENT,
SOFTWARE AND/OR SERVICES
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DISPOSITION OF UNNEEDED, OBSOLETE, OR UNFIT PERSONAL PROPERTY
The disposition of non-serviceable surplus or scrap, whether by transfer, trade-in, auction, or
sealed bid necessitates that prudent procedures are maintained in order to assure accountability
of public property.
Disposition of items fall into one of two categories:
1) Surplus – Surplus items are those that exceed present and near-future needs, but are still
useful. For example, passing down a copier, typewriter, or vehicle. (A list will be
distributed to all departments/agencies, townships, and other Government entities prior to
an auction/disposal)
2) Scrap – Scrap represents property that is of no further use to the county because of the
effects of use, time, or accident.
When a department has determined that an item is no longer needed, a written letter must be
submitted to the Board of Commissioners containing the following:
a) Descriptive ratings of the condition of the item, including known defects. For
example, year, make, model, brand, odometer reading, serial number, accessories, etc.
b) Appraised value, (potential resale value).
The Purchasing Department will coordinate the best method of distribution and any applicable
departments needed to aid in this process.
Sale of personal property of the county will be in compliance, per Ohio Revised Code 307.12, as
follows:

307.12 Resolution for disposal of unneeded, obsolete
or unfit personal property.
(A) Except as otherwise provided in divisions (D), (E), and (G) of this section, when the board of
county commissioners finds, by resolution, that the county has personal property, including
motor vehicles acquired for the use of county officers and departments, and road machinery,
equipment, tools, or supplies, that is not needed for public use, is obsolete, or is unfit for the use
for which it was acquired, and when the fair market value of the property to be sold or donated
under this division is, in the opinion of the board, in excess of two thousand five hundred dollars,
the board may do either of the following:
(1) Sell the property at public auction or by sealed bid to the highest bidder. Notice of the time,
place, and manner of the sale shall be published in a newspaper of general circulation in the
county at least ten days prior to the sale, and a typewritten or printed notice of the time, place,
and manner of the sale shall be posted at least ten days before the sale in the offices of the
county auditor and the board of county commissioners.
If a board conducts a sale of property by sealed bid, the form of the bid shall be as prescribed by
the board, and each bid shall contain the name of the person submitting it. Bids received shall be
opened and tabulated at the time stated in the notice. The property shall be sold to the highest
bidder, except that the board may reject all bids and hold another sale, by public auction or
sealed bid, in the manner prescribed by this section.
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(2) Donate any motor vehicle that does not exceed four thousand five hundred dollars in value to
a nonprofit organization exempt from federal income taxation pursuant to 26 U.S.C. 501(a) and
(c)(3) for the purpose of meeting the transportation needs of participants in the Ohio works first
program established under Chapter 5107. of the Revised Code and participants in the
prevention, retention, and contingency program established under Chapter 5108. of the Revised
Code.
(B) When the board of county commissioners finds, by resolution, that the county has personal
property, including motor vehicles acquired for the use of county officers and departments, and
road machinery, equipment, tools, or supplies, that is not needed for public use, is obsolete, or is
unfit for the use for which it was acquired, and when the fair market value of the property to be
sold or donated under this division is, in the opinion of the board, two thousand five hundred
dollars or less, the board may do either of the following:
(1) Sell the property by private sale, without advertisement or public notification;
(2) Donate the property to an eligible nonprofit organization that is located in this state and is
exempt from federal income taxation pursuant to 26 U.S.C. 501(a) and (c) (3). Before donating
any property under this division, the board shall adopt a resolution expressing its intent to make
unneeded, obsolete, or unfit-for-use county personal property available to these organizations.
The resolution shall include guidelines and procedures the board considers necessary to
implement a donation program under this division and shall indicate whether the county will
conduct the donation program or the board will contract with a representative to conduct it. If a
representative is known when the resolution is adopted, the resolution shall provide contact
information such as the representative’s name, address, and telephone number.
The resolution shall include within its procedures a requirement that any nonprofit organization
desiring to obtain donated property under this division shall submit a written notice to the board
or its representative. The written notice shall include evidence that the organization is a nonprofit
organization that is located in this state and is exempt from federal income taxation pursuant to
26 U.S.C. 501(a) and (c) (3); a description of the organization’s primary purpose; a description
of the type or types of property the organization needs; and the name, address, and telephone
number of a person designated by the organization’s governing board to receive donated
property and to serve as its agent.
After adoption of the resolution, the board shall publish, in a newspaper of general circulation in
the county, notice of its intent to donate unneeded, obsolete, or unfit-for-use county personal
property to eligible nonprofit organizations. The notice shall include a summary of the
information provided in the resolution and shall be published twice or as provided in section 7.16
of the Revised Code. The second and any subsequent notice shall be published not less than ten
or more than twenty days after the previous notice. A similar notice also shall be posted
continually in a conspicuous place in the offices of the county auditor and the board of county
commissioners. If the county maintains a web site on the internet, the notice shall be posted
continually at that web site.
The board or its representative shall maintain a list of all nonprofit organizations that notify the
board or its representative of their desire to obtain donated property under this division and that
the board or its representative determines to be eligible, in accordance with the requirements set
forth in this section and in the donation program’s guidelines and procedures, to receive donated
property.
The board or its representatives also shall maintain a list of all county personal property the
board finds to be unneeded, obsolete, or unfit for use and to be available for donation under this
division. The list shall be posted continually in a conspicuous location in the offices of the county
auditor and the board of county commissioners, and, if the county maintains a web site on the
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internet, the list shall be posted continually at that web site. An item of property on the list shall
be donated to the eligible nonprofit organization that first declares to the board or its
representative its desire to obtain the item unless the board previously has established, by
resolution, a list of eligible nonprofit organizations that shall be given priority with respect to the
item’s donation. Priority may be given on the basis that the purposes of a nonprofit organization
have a direct relationship to specific public purposes of programs provided or administered by
the board. A resolution giving priority to certain nonprofit organizations with respect to the
donation of an item of property shall specify the reasons why the organizations are given that
priority.
(C) Members of the board of county commissioners shall consult with the Ohio ethics
commission, and comply with the provisions of Chapters 102. and 2921. of the Revised Code,
with respect to any sale or donation under division (A) or (B) of this section to a nonprofit
organization of which a county commissioner, any member of the county commissioner’s family,
or any business associate of the county commissioner is a trustee, officer, board member, or
employee.
(D) Notwithstanding anything to the contrary in division (A), (B), or (E) of this section and
regardless of the property’s value, the board of county commissioners may sell or donate county
personal property, including motor vehicles, to the federal government, the state, any political
subdivision of the state, or a county land reutilization corporation without advertisement or
public notification.
(E) Notwithstanding anything to the contrary in division (A), (B), or (G) of this section and
regardless of the property’s value, the board of county commissioners may sell personal
property, including motor vehicles acquired for the use of county officers and departments, and
road machinery, equipment, tools, or supplies, that is not needed for public use, is obsolete, or is
unfit for the use for which it was acquired, by internet auction. The board shall adopt a resolution
expressing its intent to sell property by internet auction. The resolution shall include a
description of how the internet auctions will be conducted and shall specify the number of days
for bidding on the property, which shall be no less than ten days, including Saturdays, Sundays,
and legal holidays. The resolution shall indicate whether the county will conduct the internet
auctions or the board will contract with a representative to conduct the internet auctions and
shall establish the general terms and conditions of sale. If a representative is known when the
resolution is adopted, the resolution shall provide contact information such as the
representative’s name, address, and telephone number.
After adoption of the resolution, the board shall publish, in a newspaper of general circulation in
the county, notice of its intent to sell unneeded, obsolete, or unfit-for-use county personal
property by internet auction. The notice shall include a summary of the information provided in
the resolution and shall be published twice or as provided in section 7.16 of the Revised Code.
The second and any subsequent notice shall be published not less than ten nor more than twenty
days after the previous notice. A similar notice also shall be posted continually in a conspicuous
place in the offices of the county auditor and the board of county commissioners. If the county
maintains a web site on the internet, the notice shall be posted continually at that web site.
When property is to be sold by internet auction, the board or its representative may establish a
minimum price that will be accepted for specific items and may establish any other terms and
conditions for a particular sale, including requirements for pick-up or delivery, method of
payment, and sales tax. This type of information shall be provided on the internet at the time of
the auction and may be provided before that time upon request after the terms and conditions
have been determined by the board or its representative.
(F) When a county officer or department head determines that county-owned personal property
under the jurisdiction of the officer or department head, including motor vehicles, road
machinery, equipment, tools, or supplies, is not of immediate need, the county officer or
department head may notify the board of county commissioners, and the board may lease that
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personal property to any municipal corporation, township, other political subdivision of the state,
or to a county land reutilization corporation. The lease shall require the county to be reimbursed
under terms, conditions, and fees established by the board, or under contracts executed by the
board.
(G) If the board of county commissioners finds, by resolution, that the county has vehicles,
equipment, or machinery that is not needed, or is unfit for public use, and the board desires to
sell the vehicles, equipment, or machinery to the person or firm from which it proposes to
purchase other vehicles, equipment, or machinery, the board may offer to sell the vehicles,
equipment, or machinery to that person or firm, and to have the selling price credited to the
person or firm against the purchase price of other vehicles, equipment, or machinery.
(H) If the board of county commissioners advertises for bids for the sale of new vehicles,
equipment, or machinery to the county, it may include in the same advertisement a notice of the
willingness of the board to accept bids for the purchase of county-owned vehicles, equipment, or
machinery that is obsolete or not needed for public use, and to have the amount of those bids
subtracted from the selling price of the other vehicles, equipment, or machinery as a means of
determining the lowest responsible bidder.
(I) If a board of county commissioners determines that county personal property is not needed
for public use, or is obsolete or unfit for the use for which it was acquired, and that the property
has no value, the board may discard or salvage that property.
(J) A county engineer, in the engineer’s discretion, may dispose of scrap construction materials
on such terms as the engineer determines reasonable, including disposal without recovery of
costs, if the total value of the materials does not exceed twenty-five thousand dollars. The
engineer shall maintain records of all dispositions made under this division, including
identification of the origin of the materials, the final disposition, and copies of all receipts
resulting from the dispositions.
As used in division (I) of this section, “scrap construction materials” means construction
materials that result from a road or bridge improvement, remain after the improvement is
completed, and are not reusable. Construction material that is metal and that results from a road
or bridge improvement and remains after the improvement is completed is scrap construction
material only if it cannot be used in any other road or bridge improvement or other project in its
current state.
Amended by 129th General Assembly File No. 141, HB 509, § 1, eff. 9/28/2012.
Amended by 129th General Assembly File No. 28, HB 153, § 101.01, eff. 9/29/2011.
Effective Date: 01-25-2002; 09-23-2004; 11-05-2004; 03-29-2005; 2008 HB48 09-12-2008;
2008 SB353 04-07-2009

NOTE:
Ohio’s Ethics Law prohibits a public official from using his/her public position to secure
anything of value, including surplus county property, for himself/herself or someone with
whom he has close family or business ties. A county official who is responsible for
declaring property salvage or for managing the sale of the property should not purchase
the same property from the county, and should not use his position to make the property
available for family members or business associates.
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PURCHASE OF SURPLUS AND/OR USED EQUIPMENT
The acquisition of surplus and/or used equipment necessitates that prudent procedures are
maintained in order to ensure accountability of public property.
Acquisition of items falls into one of four categories:
1) State/Federal surplus property.
2) Transfers from within Mahoning County.
3) Purchases from other governmental agencies.
4) Purchases from private sources.
When a department has determined that an item is needed, a written letter must be submitted to
the Board of Mahoning County Commissioners containing the following:
1) Funding source. (If insurance claim, attach copy).
2) Explain why the item is needed. (If the item is a replacement, explain what is to be done
with the original).
3) Descriptive ratings of the condition of the items, including known defects (year, make,
model, brand, odometer reading, serial number, accessories, etc.)
4) Cost of a new item.
5) Appraised value.
6) Warranty.
7) Documentation as follows:
State/Federal Surplus Property
Surplus inventory list and/or quotation.
Transfers
If from within Mahoning County, a letter is needed from department declaring items/
surplus.
Purchases from other Governmental Agencies
Letter from agencies declaring items surplus.
Purchases from Private Sources
Explain why the item wasn’t available through a State/Federal Surplus Program. (A list of
the most recent surplus inventory must be attached for verification if the item is a vehicle.)
Three written quotations are needed from reputable companies (contact person, number of
years the company has been in business, Better Business Bureau report, warranty policy,
authorized parts/service availability).
Goods in Excess of $50,000.00
(Please refer to pages 25-26)
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PURCHASE OR LEASE OF MOTOR VEHICLES

307.41 Purchase or lease of motor vehicles.
Whenever the board of county commissioners deems it necessary to purchase or lease motor
vehicles for its use, or for the use of any department, commission, board, office, or agency under
its direct supervision, or for the use of any elected county official or his employees, it shall adopt
a resolution setting forth the necessity for such purchase or lease, together with a statement of
the kind and number of vehicles required and the estimated cost of purchasing or leasing each.
Upon adoption of the resolution the board may purchase or lease such vehicles, subject to
sections 307.86 to 307.92 of the Revised Code and all applicable sections of the Mahoning
County Purchasing Manual including certification of funds.

307.42 Use of vehicles to be regulated.
Motor vehicles purchased or leased as provided by section 307.41 of the Revised Code shall be
for the use of the county commissioners or other county officials, their use to be subject to the
regulation of the board of county commissioners. Vehicles shall be used by the officials, deputies,
and employees in lieu of hiring vehicles unless the county vehicles are not available for such use.
When vehicles are so purchased or leased, the board may purchase or lease supplies as are
necessary. All vehicles shall be plainly and conspicuously lettered as the property of the county.
No official or employee shall use or permit the use of any vehicle or any supplies for it, except in
the transaction of public business or work of the county.

A purchase order will not be issued until insurance documentation from the Risk Management
Department verifies the vehicle(s) are insured.
For purchases up to $50,000.00 departments are to comply with the following:
1) Review the availability and pricing with the State of Ohio.
2) Obtain “apple to apple” quotations from three (3) local Mahoning County vendors.
3) Follow Board of Commissioners approval procedures.
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THE PROCEDURE FOR OBTAINING VEHICLES AND COMPLIANCE
WITH HOUSE BILL 204
(WAIVING THE COMPETITIVE BIDDING THRESHOLD
COMPLAINCE REQUIREMENT OF O.R.C. 307.86)

1) Contact the Purchasing Department to review the State of Ohio Cooperative Purchasing
Programs for available vehicle contracts.
2) Select the vehicle/s that meets your departmental needs.
3) Obtain three (3) written quotations from local vendors using the State of Ohio Vehicle
Contract specifications without the pricing for an “apple to apple” comparison.
(Reference example page:
4) The vendor quotation must match item per item identically off of the State of Ohio
Cooperative Contract and at a lower price.
5) The recommended vendor must submit a bidder’s affidavit with their quotation indicating that
all the specification items are identical with the State of Ohio Cooperative referenced contract
and that all the items are factory installed.
NOTE:
In addition, this procedure is to be followed for obtaining vehicle/s under the competitive
bidding threshold requirement.
Please reference pages 74-76, for an example of the documentation that must be presented to the
prospective vehicle dealers.
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BIDDER'S AFFIDAVIT
STATE OF __________________)
COUNTY OF ________________)
_________________________________________________,* being first duly sworn, deposes
and says as follows:
1. That the said Affiant is the ____________________** of
__________________, *** the firm or corporation submitting
the attached proposal or bids;
2. That the facts contained in the proposal submitted herewith are
true to the best of Affiant’s knowledge and belief and that
Affiant has made no material misstatements of fact in order to
secure an advantage over other bidders or for any other reason.
3. That the bid herewith submitted by the Bidder complies in full
with the specifications promulgated by the County, and that any
deviations from those specifications are specifically set forth in
the proposal or an attachment appended thereto.
4. That Affiant has not been convicted of a criminal offense related
to the application for or performance of any public or private
contract, including, but not limited to, embezzlement, theft,
forgery, bribery, falsification or destruction of records, receiving
stolen property, and any other offense that directly reflects on
the vendor’s business integrity.
________________________________
SIGNATURE OF AFFIANT
Sworn and subscribed before me this __________ day of ____________________, 200 ____.
_________________________________
SIGNATURE OF NOTARY PUBLIC
A Notary Public in and for ______________________________County, _________________.
My Commission expires____________________________.
S E A L ]
Type or print name of

*
Affiant
**
Affiant occupies
***
firm submitting bid

Type or print office
Type or print name of
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CREDIT CARDS
Sections 301.27 (amended) and 301.28 (enacted) of the Ohio Revised Code authorizes and
regulates the use of county credit cards. The primary purpose of the statute, when enacted, was
to authorize the use of bank cards, such as VISA and MasterCard, for work related travel, food,
and lodging expenses. Prior to this time, it was not uncommon for counties to use credit cards
issued by major oil companies and telephone credit cards. While it appears that it was not the
intent of the original statute, to apply to gasoline and telephone credit cards, over time this statute
has been interpreted to apply to all county credit cards.
Before any county credit card may be issued it must be approved by the County Commissioners.
Approval for the issuance of a county credit card is initiated by application from a county
appointing authority. The application is a request for either an officer or employee of the
appointing authority to use a credit card held by the appointing authority. In addition, the request
must state whether the card is to be issued in the name of the office of the appointing authority or
whether it is also to include the name of a specified officer or employee.
Thus, all county credit cards must include the name of the office to which it is issued, and may
additionally include the name of a specific person on the card. In the case of credit cards issued
only to the office, the request must include specific names of employees or officials who may
use the credit card.
For each county credit card, there should be a Resolution that authorizes the issuance of the card
and specifies who may use the card.
A county credit card can only be used for certain specified and authorized purposes. The
purposes for which a county credit card may be used are limited to the following types of workrelated expenditures:
1) Food.
2) Lodging.
3) Telephone.
4) Gas and oil for county owned vehicles.
NOTE:
All departments that have an authorized county vehicle are required to utilize the Sanitary
Engineer’s fuel distribution depot for day to day gasoline consumption. When it is necessary
to utilize a credit card for the purchase of gasoline, a receipt must always be obtained, and
the following information must be written on the receipt for proper payment
documentation:
a)
b)
c)
d)

Signature of authorized person, per Resolution.
Year, make, and model of vehicle.
License number.
Odometer reading.

5) Minor motor vehicle maintenance for county owned or leased vehicles.
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6) Emergency motor vehicle repair for county owned or leased vehicles.
7) Work related travel.
8) Internet Service provider expenses.
These are the only purposes for which a county credit card may be used. Other expenditures are
clearly not legal, and anyone who uses a card for such purposes is subject to criminal penalties.
The law establishes procedures that must be followed, before anyone who has been authorized to
use a county credit card, may make changes to the card. There are two separate procedures
established in the law. The first procedure requires that before expenditures can be made in any
one-month, a request must be submitted to the County Commissioners before the first day of that
month that includes an estimate of the amount of expenditures that will be made on the card
during that month. Second, Commissioners may adopt an alternate policy that allows estimates
to be submitted for a three-month period, or for any number of months, as long as the period
does not go into a new fiscal year.
The law makes the individual personally liable for such overspending by requiring the person to
repay the county for any amount over what the person was authorized to spend on the credit card.
The following procedures apply if a person exceeds the amount authorized by the County
Commissioners:
1) An appointing authority may request the Commissioners to authorize the amount in
excess of what the Commissioners originally approved.
2) The Commissioners review the request and may either approve or deny the request for an
“after-the-fact expenditure” for all or any part of the excess amount.
3) Before the Commissioners may approve such a request, it must receive a certification
from the County Auditor that the money is in the treasury or in the process of collection
to the credit of the appropriate line item and is free from previous encumbrances. This is
essentially the certification of availability of funds requirement provided for in Section
5705.41(D) of the Ohio Revised Code.
4) If the Commissioners do not approve all or any part of a request from an appointing
authority, then the county treasury must be reimbursed for any amount not approved by
the Commissioners as follows:
(a) If the card is issued to a specific individual, then that person is liable in person
and upon that person’s official bond for the excess.
(b) If the card is issued in the name of the office and not to a specific individual,
then the appointing authority is liable in person and on his or her official bond
for the excess, even though the appointing authority did not personally use the
card or make the transaction that caused the excess.
5) If the Commissioners require the responsible person to repay the county treasury, they
must give the person written notice of the fact and the amount.
6) The person has thirty (30) days to make payment to the county treasury.
7) If payment is not received within thirty (30) days, then the County Prosecutor must
recover the amount due by civil action.
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Any use of a county credit card other than those purposes specifically authorized by the statue, is
a violation of the law and is subject to the criminal penalties for misuse of credit cards, as
provided for in Section 2913.21 of the Ohio Revised Code.
If any person authorized to use a county credit card suspects the loss, theft, or unauthorized use,
that person must immediately notify the appointing authority or the County Commissioners in
writing.
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MAHONING COUNTY GASOLINE CREDIT CARD POLICY
A County credit card can only be used for public safety and welfare purposes, as determined by
the Board of Commissioners, limited to the following:
Gasoline and oil expenses, minor motor vehicle maintenance expenses and emergency
motor vehicle repair expenses incurred for motor vehicles owned or leased by the
County.
Pursuant to a formal request, the Board of Commissioners, by Resolution, designates who shall
have authorization to use the gasoline credit card.
A County appointing authority may apply to the Board of Commissioners for authorization to
have an officer or employee of the appointing authority to use a credit card held by that
appointing authority.
The authorization request shall state whether the card is to be used only in the name of the office
of the appointing authority itself, or whether the issued card shall also include the name of a
specified officer or employee. The Board of Commissioners shall review all credit card
Resolutions every six (6) months. In addition, the Board of Commissioners shall restrict its
approval of gasoline credit cards to specific vendors for the entire County.
Any use of a County gasoline credit card, other than those specifically authorized by Resolution,
is a violation of the law and is subject to misuse of credit cards, as provided for in Section 301.27
and 2913.21 of the Ohio Revised Code.
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LEASE OR RENTAL OF SPACE AND FACILITIES
Per Section 307.86 of the Ohio Revised Code, property, including land, buildings, and other real
property leased for offices, storage, parking, or other purposes, the following applies:
1) The Board of Commissioners is authorized, by the Ohio Revised Code, to lease property.
2) The county must develop a request for proposals (RFP) for leasing the property. This
RFP must specify the criteria that will be considered by the County before it enters into a
lease. These criteria may include the desired size and geographic location of the
property.
3) The county must give notice in a manner substantially similar to the notice required under
competitive bidding, as specified in Section 307.87 of the Ohio Revised Code.
4) The county receives responses to the RFP from prospective lessors after giving public
notice. The responses to the RFP from prospective lessors must meet the criteria
specified in the RFP.
5) The county then negotiates with prospective lessors that meet the criteria of the RFP to
obtain a lease at the best and lowest price reasonably possible, considering the fair market
value of the property and any relocation and operational costs that may be incurred.
The process for lease or rental of space and facilities is as follows:
1) Written request must be submitted to the Board of Commissioners containing:
a)
b)
c)
d)

Reason of need (justification).
Time frame (quarter of year needed).
Availability of funds (specify account code).
Bid specifications, for inclusion in the request-for-proposals, attached to the
written request.
2) Bid specifications must be clear, concise, and nonrestrictive. The specification process
starts in the using department.
The Purchasing Department will assure that the specifications that accompany the bid package
are not restrictive.
Upon approval of the Board of Commissioners, the request-for-proposals will be legally
advertised by the Purchasing Department, per Section 307.87 of the Ohio Revised Code:
1) Advertisements will be approved at the earliest Commissioner’s Board Meeting.
2) Upon approval of the advertisement, the Purchasing Department will secure funds for
a purchase order to cover costs of advertising.
3) Notice shall be published once a week, for not less than two consecutive weeks,
proceeding the day of the opening of bids in a newspaper of general circulation within
the county.
4) Bid openings shall follow not less than eight (8) days after the second publishing of
the advertisement.
After requests-for-proposals have been received, opened, and publicly read, they will be returned
to the requesting department to prepare a recommendation and bid evaluation.

81
Issued 1/97

Revised 04/15

The recommendation submitted to the Board of Commissioners must contain:
1) A written letter to the Board of Commissioners indicating:
a) Name and address of lowest and best lessor.
b) Lessor vendor number.
c) Total cost of contract.
d) Availability of funds (specify account code).
e) Copy of requisition entered into Munis.
f) Any other pertinent information.
2) Tabulation of proposals (spreadsheet).
3) Contract for the lease or rental signed by the lessor. If vendor is unable to supply
contract, contact the Purchasing Department for assistance.
Upon acceptance of the recommendation, the Board of Commissioners will process the contract
as follows:
1) The contract and supporting documentation are submitted to the Prosecutor’s Office for
approval as to form.
2) The contract, purchase order, and supporting documentation are submitted to the
Auditor’s Office for certification of funds.
3) The contract, purchase order, and supporting documentation are returned to the
Commissioner’s Office to proceed to award the contract at the next regular Board
Meeting.
Upon approval of the contract at the Commissioner’s Board Meeting, the Board of
Commissioners will formally award the contract by Resolution.
After formal award of the contract, the vendor copy of the purchase order and the contract are
sent to the successful vendor. Copies of the purchase order and contract with certification are
sent to the requesting department, Auditor’s Office, and Purchasing Department, and an original
is kept on file in the office of Mahoning County Clerk of the Board.
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CONCLUSION

This Purchasing Policy and Procedure Manual is designed to aid departments in
complying with the requirements of the Ohio Revised Code and policies and procedures
approved by the Board of Mahoning County Commissioners.
This manual does not supersede the Ohio Revised Code General Provisions. If
inconsistencies arise between the provision of this manual and the Ohio Revised Code,
the Ohio Revised Code shall prevail. Where there are interpretations or contractual
disputes, as a matter of law, the Board of Mahoning County Commissioners will direct
the Purchasing Department to notify the Prosecutor’s office of the situation and seek an
interpretation or opinion pertaining to issues of law.
Reference: Ohio Revised Code & The County Commissioners Association.
This revision of the Policies and Procedures Manual supersedes all previous manuals.
Created by James M. Fortunato, Director of Purchasing
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