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I. PURPOSE AND INTRODUCTION

1.0  Objectives - As a recipient of federal funds, the Jonesboro Economical Transit
System (from this point on known as JETS) has the responsibility to use
prudent procurement practices in its purchasing activities. The purpose of this
procurement manual is to define the basic pO]lCleS and procedures that govem
the procurement, accounting, and disposal' of JETS facilities, rolling stock?,
materials, and equipment. It also governs the procurement and accounting of
professional services that may be required by JETS. This manual sets forth the
guidelines and policies to be followed by all JETS personnel ia$olved in the
procurement process including members of the J Community
Transportation Advisory Board and all other boards that, the JETS
domain.

e purchase of all
boro’s Purchasing
b support JETS
on by fac111tatmg
oducts and services, in
Ag procurements outside
fstifying and documenting
approvals prior to submitting

2.0  General Procurement Policy — 1t is the policy of JET
goods and services be handled through the
Department. The Purchasing Depaﬂment s
management, staff, and employees in pege
the procurement of quality, cost-effe
an efficient and responsive manner. At
of this policy w1ll bear the sole '

¥ implementation and vigorous enforcement of
ished as a high priority by JETS Community

®ale, donate or trash any item in the JETS inventory that no

2 Circular 5000, Chap ‘ ent of Real Property, Equipment and Supplies”. Any disposition of
rolling stoc & Gscrvice life requires prior FTA approval. FTA is reimbursed its share of
the procgy 5 f revenue rolling stock is being removed from service before the end of its

Mhough the unamortized value is $5,000 or less). www.fta.dot.gov

o Purchasing Manual, 2006, STATE STATUE 19-4425; SEC 5 ACT 28 OF 1959; SEC
979: SEC 3 ACT 745 OF 1985.“The Purchasing Department is the centralized
purchasing system for the City of Jonesboro. It is under the authority of the Purchasing Department as
designated by the Mayor of the City of Jonesboro to do so. No department or division head, supervisor, or
city employee is authorized to purchase, make commitments to purchase, or indicate to any salesman or
company a personal recommendation of their product. This does not preclude departments from furnishing
information on supplies or products and making recommendations to the Purchasing Agent, the Mayor or
Council Members.” pp. 3-4

* Minority Business Policy - 1t is the policy of the City of Jonesboro that minority business enterprises
shall have the maximum opportunity to participate in the city purchasing process. Therefore, the City of
Jonesboro encourages all minority businesses to compete for, win and receive contracts for goods, services,
and construction. The city also encourages all companies to subcontract portions of any city contract to
minority business enterprises.




Transportation Advisory Board. All JETS personnel, regardless of the size of
the procurement, are encouraged to ensure that DBE’s receive the maximum
opportunity to compete for all goods and services procured by JETS.

The Purchasing Department of the City of Jonesboro is responsible for
selecting qualified suppliers, but JETS also may suggest suppliers. It is noted
that the Purchasing Department has a high level of authority to designate
which suppliers will receive bids. A supplier’s qualification evaluation, pre-
bid conference, or mandatory inspection of the site may also be conducted if it

warrant these extra steps.

All procurement steps will follow the Assurance ) ailability,
Advertising for Bids and Invitation to Bid, Sealed ings;
Awarding of the Bid.

If the Purchasing Department concludes, on?
evidence, that a particular bidder app
ensure adequate performance, their b
bid submitted. The Purchasing Depa
when costs are higher than bydgs
specifications, or when it i
JETS.

, even if it is the lowest
the right to reject bids

This Procurement
the DBE Plan is,

ontains ingtnation as to the DBE Plan to ensure
anplemented at each level of the procurement
as to the DBE Plan can be obtained from the

hy applicable federal, state, and local guidelines, which
2. For procurements in which federal funds are used,
@s will take precedence, in many instances, over state and
. The Federal Transit Administration (from this point on known
2\ provides guidance relating to procurement matters in FTA Circular

i FTA Circular 5010.1C, and FTA Circular 4716.1A and 49 CFR Part
f8.° Each of these Federal Circulars provides guidance for the procurement
ion of transit agencies. The Arkansas Highway and Transportation
Department (from this point known as AHTD) and City of Jonesboro
requirements must also be followed as appropriate, unless they contradict with
Federal procurement law or the regulations are more stringent.

3.0  Change, Review, and Update — This manual, or parts thereof, will only be
changed with the approval of JETS Community Transportation Advisory
Board, Public Services Committee, the FTA and adopted by the Jonesboro

* www fta.dot.gov



City Council. Any Board member may request revision. Recommendations by
staff for revisions shall be submitted to the Board for its consideration after
request for approval has been reviewed by the Department Head. In all
instances, only the JETS Board shall approve any and all changes to the
Procurement Manual before being advanced to other governing bodies for
approval.

This manual will be reviewed as changes in regulations and circumstances may
arise which will require that the Purchasing Agent for the City of Jonesboro,
with assistance from the Department Head, the Accounting h for JETS
(who will oversee the FTA issued grants), and other Adminisggtors of the City
of Jonesboro review and/or comment on these changes a charge in

appropriate will be submitted to the Departmentd [ , With
consultation from the Legal Counsel for the City of Jo )fo, if necessary, to
hanges will be
to the JETS
approval before

forwarded to the Department Head of JETS t
Community Transportation Advisory Bg

The entire solicitation, bid and “all times comply with the
City of Jonesboro, the FTA ting Guidelines and the FTA
Procurement Alerts which are i issued, amended and rescinded.
C cally amended in accordance with
the on-going issuan endment Fescission of the FTA Circulars and
Alerts.® “At the &

tees’ procurement processes while remaining
and regulations, particularly the Uniform
“tor Grants and Cooperative Agreements to State

of Jonesboro employee, Purchasing Agent, Service Contractor for the
ity of Jonesboro, JETS employee, City of Jonesboro Legal Counsel
representing JETS, any member of any evaluation committee for a
JETS funded project, any member or employee of the JETS
Community Transportation Board or an immediate family member of

S“Third Party Contracting Requirement—Fully Annotated Version” Number C 4220.1E. United States
Department of Transportation, FTA, www.fta.got.gov/legal/guidance/cirulars/4220.

7 FTA circulars set forth the requirements a grantee must adhere to in the solicitation, award and
administration of its third party contracts. These requirements are based on the common grant rules, Federal
statutes, Executive Orders and their implementing regulations, and FTA policy.




any of the above shall have any simultaneous relationship or engage in
any activity while serving in such position or capacity which might:

A. Involve or lead to personal or financial obligations that impair
the objectivity or such person’s judgment; or

B. Give the appearance to others that favoritism or obligations
exist between the Board or its members or employees, and any
other party. (JETS Board Members are also subject to City of
Jonesboro Code specifically defining Confligf of Interest
Provisions as adopted by the Arkansas Sta n relation to

including

oo

urchasing Agent,
Jonesboro Legal
ber, officer or
ittee for a JETS

No JETS employee, City of Jonesboro emplo
Service Contractor for the City of Jone i

funded project, or an immedigf
may participate in the selectio
supported by federal fi i

pinistration of a contract
harent conflict of interest

Gifts — No employee of the City of Jonesboro, JETS, Purchasing
Pepartment or Agent, Service Contractors for the City of Jonesboro, or
member of the Community Transportation Board, Public Service
Committee, any committee affiliates for the City of Jonesboro, or City
Council, or an immediate family member of any of the above shall
solicit or accept directly or indirectly, any gift, gratuity, favor,
entertainment, food, lodging, loan or other thing of any value from any
person or organization known to have or known to be seeking to
establish a business relationship with JETS. All gifts or other gratuities
from any party having or seeking to establish a business relationship
with JETS are discouraged and are contrary to this declared policy.

%Jonesboro Purchasing Manual, Arkansas Statutes: 19-716 (e), p. 5



This policy is not intended to prohibit the ordinary and accepted
courtesies of business, such as promotional desk calendars, diaries,
cigarette lighters, pencils, and novelty items, but it is intended to
prohibit receipt of valuable gifts and extended or expensive hospitality.
Proper personal conduct requires that:

A. Gifts or other gratuities which might adversely affect the
exercise of Board member’s or employee’s judgment in
matters pertaining to JETS, or tend to impair public confidence
in JETS, must never be accepted.

B. Entertainment in any form must not be ac
might feel an obligation, or if a third pg
obligation exists.

C. If luncheon or dinner meeting
the conduction of business, JET
share of expenses of suc et

D. Board members, emplo

Service Contract
Rball neither solicit nor accept
anything of monetary value

43

Mtes, or an immediate family member of any of the above
all have a financial interest in any other organization which
» might profit either from the decisions he/she makes in carrying
out his/her JETS responsibilities, or from his/her knowledge of
JETS actions or future plans while such individual is a board
member or employee of the City of Jonesboro, JETS or a
Service Contractor under contract with JETS or the City of
Jonesboro. Any interest as an owner, partner, joint-venture, or
stockholder of 1% or less in any such organization shall not be
deemed as having a “financial interest” prohibited hereunder;
but serving as Director, Officer, Consultant, employee or



having 1% or more invested in such organization shall be

deemed as having a “financial interest”.’

B. No board member, agent, employee of the City of Jonesboro,
Purchasing Agent, Service Contractor for the City of
Jonesboro, employee of JETS, or an immediate family member
of any of the above shall make investments or act for personal
gain based upon confidential knowledge he or she obtained—
whether directly or indirectly—as a result of his or her position
as an affiliate of JETS."®

4.4  Guidelines of Purchasing in Service Contracts
whether real or apparent, the following shal
any organization, group, or affiliate of
purchasing or sending out to bid for a Service

A. Neither the City of Jonesboro¥
support staff of the P asin
recommendations or b in
for any contract for wh
of Jonesboro may

aration of specification
Contractor for the City
e a b for consideration.

as been awarded to the Service Contractor unless their
n-involvement will interfere with the well-being of the City
of Jonesboro or JETS.

D. Neither the City of Jonesboro Purchasing Agent nor support
staff of the Purchasing Department shall be involved in any
aspect of any change of order of a contract or subcontract that
has been awarded to the Service Contractor unless their non-

° FTA Master’s Agreement for the Definition of Personal Conflict of Interest from Circular 4220.1E
2.4.2.2.2 Conflict of Interest located at

www.fta.dot.gov/legal/federal _register/2001/361_7235 ENG_HTML.htm.

940 CFR §18.36(c)(v) & §19.43 prohibit organizational conflicts of interest as restrictive of competition.
40 CFR §19.43 specifically prohibits contractors that develop or draft specifications, requirements,
statements of work, invitations for bids and/or requests for proposals from competing for such work.

10



4.5

involvement will interfere with the well-being of the City of
Jonesboro or JETS.

E. Neither the City of Jonesboro Purchasing Agent nor support
staff of the Purchasing Department, no board member, agent,
employee of the City of Jonesboro, committee nor City Council
affiliates, Service Contractor for the City of Jonesboro,
employee of JETS, or an immediate family member of any of
the above, shall participate directly or indirectly in any
procurement of petroleum products and materialgtand supplies

JETS Community Transporta
City of Jonesboro employee,
Service Contractor for th
regards to JETS outlé
individual or group to
Mayor and/or the City
subject him/hemgdisci

"and any other entities in
] procedures shall subject the
ctions by the Coordinator of JETS,
ny violation by the Director will

ndations to the Mayor and/or the City Council.
bt to circumvent these procurement procedures
J/proposers, or those potential contractors and
eir agents shall be considered a breach of JETS

disciplinary action up to and including suspension or
ment from contracting with JETS.

p shall be the responsibility of each Community Transportation
Advisory Board member, City of Jonesboro employee, JETS employee,
Purchasing Agent and their support staff, and Service Contractor for the
City of Jonesboro to familiarize themselves with the provisions of these
procurement procedures. All inquiries concerning same should be
directed to the Coordinator of JETS, the Purchasing Agent for the City
of Jonesboro, or the Mayor. The Coordinator of JETS, the Purchasing
Agent for the City of Jonesboro, and the Mayor will be notified of any
violations or questionable action immediately.

11



JETS Board members are also subject to the City of Jonesboro Code
which provides that violation thereof constitutes a misdemeanor.
Penalties include discharge or removal.'’

5.0  Vendor Relations — JETS maintains an “open door” policy and makes every
effort to maintain a good business relationship with all bidders and potential
bidders with whom it does business. The Purchasing Agent and the support
staff of the Purchasing Department assumes responsibility to:

establish and maintain ethical purchasing policies a
maintain open and fair competition;
maintain fair and objective purchase and bid sp
observe and maintain honesty and candor ingf
suppliers; \
respect the confidence of suppliers in the h3
remain free from any obligation to s
answer all inquiries promptly;
decline to take advantage of
see that all sales represe
hearing;
j- furnish complete an
k. expedite delivery
invoices within th
each month;
l. keepan

o op

~ g e

&, promote prompt payment of
nt schedule of the 10" and 25™ of

or demonstration of materials and products
ue to JETS; and
and keep informed as to their methods and

rscussion of products and services. At various times, JETS
SSIstance from vendors requiring the expenditure of time and
art of the vendors This in no way commits JETS toa purchase

®incurred by the vendor in assisting JETS so long as JETS informs the
ndor that such request shall create no obligation, reimbursement
mitment, or otherwise. Furthermore, JETS never pays any expense for
any bidder/proposer in the preparation or submission of any bid/proposal. It is
deemed _a_conflict of interest when any consultant or advisor in_the
preparation_of a_bid/proposal criterion submits to compete for that
particular bid project.

While it is true that the City of Jonesboro Purchasing Department maintains
an open door policy to all companies and citizens in the discussion of products

" Jonesboro Purchasing Manual, Arkansas Statutes: 19-716 (e}, p. 5

12



or services, the open door policy closes somewhat during active procurement.
Discussion with vendors remains open only as technical guidance and
assistance. Information regarding any technical guidance during a pending
procurement is provided to all vendors participating in a particular
procurement.12

At all times the City of Jonesboro Purchasing Department operates with
integrity and fairness to its suppliers. Through these principles, JETS intends
to create an atmosphere which JETS, vendors, and citizens can work together
for the provisions of goods and services to JETS at a fair and reggbnable price.

'2 In reference to this subsection, JETS staff should refer to the FTA Circular 4220.1 E which can be
viewed at www_fta.dot.gov.

13



POLICIES

General Policies — The authority and responsibility for the purchase and sale
of all personal property and services rests with the Purchasing Department of
the City of Jonesboro subject to approval in some instances by the JETS
Community Transportation Board. Occasionally, this authority may be
delegated to the Coordinator of JETS, but only for a limited period and
purpose and always subject to the Purchasing Department’s review and
approval.

A. Except as noted, all purchases for goods or services ” initiated by a

purchase requisition.

h vendors cOgg
JETS location is
its through the
ke not disbarred
tifents. Pricing and
e Purchasing Agent in
instances that involve

B. JETS staff who request purchases may consult
details of their products; however, if a visit to@
required, the requestor will need to requg
Purchasing Department in order to establis
from participating in any federall ded ¥
quantities should have the initial }
regards to necessary billing and pa
Section IV, paragraph 4.5

: contractual nature, or modification
to the scope of work, is to be through the Service Contractor for
any project, Cogadimator of JE embers of the Board, Mayor and/or
City Council. orders to a contract shall require the approval of
the Coordinator embers of the Board, Mayor and/or the City
can be made to a contractual order as long as
Ptor the project, the subcontractors (if any are
H&winvolved entities of JETS agree to the changes in
er member can make any indications of these changes
zation or approval. All announcements of these changes
gh the Purchasing Department for the City of Jonesboro.

C. All correspondence with su

, to all purchases of major supplies, services and/or construction, the
ice Contractor for any project or his’her designee will conduct all
negotiations with assistance from the initial Project Manager (which in
?most cases will be the Coordinator of JETS), the Purchasing Agent, and
any City of Jonesboro departmental representatives deemed necessary for
the involvement of the project. See Article VII- “Negotiations”, Section
1.0 (a).

E. All contracts which meet the approval of the JETS Community
Transportation Board shall be reviewed as to legal form by the Legal
Counsel for the City of Jonesboro, as required, prior to the voting and
execution of the contracts. Contracts prepared by JETS shall be utilized

14



unless otherwise mandated or required by other governing bodies. JETS
shall not enter into any contract with a period of performance exceeding
three years' inclusive of options for rolling stock'* or replacement parts.

F. The Purchasing Department has full authority to question the quality,
quantity, and brand of material and services asked for, in order that the
best interest of JETS and the City of Jonesboro may be served.

G. The City of Jonesboro provides for emergency purchases when there is
insufficient time for public advertisement. An emergency hase is one
where there is imminent threat to life, health or propertygff accordance to
the Emergency Policy of the City of Jonesboro'
reference to the FTA. Only in such cases may t
procure the item upon approval of the Mayg 0 :
Complete documentation of the circumstances the emergency
procurement and the quotes shall be forw i

The DBE requirements of the ( : 0’s Minority Business
Policy will also apply to all g

ed 1n accordance with policies and
as special policies and procedures

Behases — The following represents the approval levels
Bhase requisitions and must be obtained prior to committing
ases are before sales tax.

4220.1E, paragraph 7.m states that although the five (5) year rule has been eliminated for
ek and replacement part contracts (for which the rule is statutorily required) that Grantees
shall not enter into any contracts for rolling stock or replacement parts with a period of performance
exceeding five (5) years inclusive of options. All other contract should be based on sound business
judgment. This sound business judgment should be evident in the procurement files. Contract extensions
will be reviewed with an eye to whether they are in-scope and out-of-scope contract changes. Out-of-scope
changes will be regarded as a new procurement and the normal sole source rules will apply.
" Rolling stock is defined as the equipment or supplies that is maintained and rotated out on a regular basis.
This particular stock is necessary for the daily functions of a company or business.
'’ City of Jonesboro Purchasing Manual deals with the proper procedures when dealing with emergency
procurements. These requisitions should be delivered directly to the Purchasing Director rather than placed
in the file with other incoming requisitions. Purchase order numbers will be given to authorized personnel
over the telephone. This is the only time that a Purchase Order will be given over the phone. (p.14)

15



Total Request/Contract Amount Approval or Process Required*®

(1) Up to $250.00 Coordinator of JETS

(2) $250.01 to $500.00 3 phone quotes, to be faxed/emailed
(3) $500.01 to $1,000.00 Purchase request along with quotes
(4) $1,000.01 to $1,999.99 Purchase Order along with request
(5) $2,000.01 to $10,000.00 Mayor’s approval

(6) $10,000.01 or more Formal Bidding Procedures'’

The purchase of 1tems for mventory must be approved by the Purchasing

grounds for disciplinary actlon up to dismissal.

3.0  Inventory — An inventory of materials and®
recurring basis will be maintained, provided tha
is offset by purchase discounts and/or ot ’

icy. JETS will identify the number of DBE’s
services and supplies. Annually, JETS will

Rill commit to undertaking special efforts to seek socially
disadvantaged firms to attain this goal. The Minority
for JETS upcoming projects is established annually so that
encourage DBE’s to respond to all annual procurement
ities, as well as those on a project-to-project basis.

JETS Board has assigned high priority to the DBE program.
Consideration of DBE participation and providing DBE’s the maximum
opportunity to compete is a part of all JETS procurement, from the smallest

'® City of Jonesboro Purchasing Manual ref Ordinance #1445, sec, 2-3.3, Purchasing Agent, adopted

May 5,1975p. 6

'” Formal Bidding Procedures as outlined in Ark. Stats. 19-4425 (Repl. Sec.3 Act 745 of 1985) Contracts
exceeding $10,000 or for which prescribed procurement procedures have not been followed as specified in
the Purchasing Manual or as specified by state law shall be approved by a resolution, in writing, by a
majority vote of the City of Jonesboro City Council (Ordinance #3424, 7-21-2003) before preceding with
formal bidding procedures to follow according to the City of Jonesboro Purchasing Manual pp. 15-17.

16



routine requisition to the largest contract. The City of Jonesboro expects all of
their undersigned departments and the Service Contractors of Jonesboro, their
support personnel and agents who do business with JETS to solicit and
encourage DBE participation.

The Purchasing Agent for the City of Jonesboro maintains an “open door”
policy and is primarily responsible for the enforcement of the Minority
Business Plan established by the City of Jonesboro. The Purchasing
Department is integrally involved in the day-to-day operations of the DBE

Purchasing Department and may review other procureméfts as deemed
necessary. ' :

JETS will develop its annual goals and provideg _ 4
procurements including construction, professiona® ices, materials,
supplies, equipment, and other items. JETS W '
when available, to DBE’s to help facilitate t
DBE’s in the procurement process. The
procedures to fairly and expeditious
can be turned in to the Coordinator fo

participation of
Pn includes written
Wflaints. These complaints

Full and Open Competiti
conducted in a manner prov
situations considered to be restr
limited to:

ement transactions will be
ad open competition. Some of the
competition include, but are not

A. Unreasonabl
do busin

placed on firms in order for them to qualify to

e and excessive bonding requirements,

itivé¥pricing practices between firms or between affiliated

ncompetitive awards to any person or firm on retainer contracts,

Organizational conflicts of interest. An organizational conflict of interest
eans that because of other activities, relationships, or contracts, a
contractor is unable or potentially unable, to render impartial assistance or
advice to JETS; a contractor’s objectivity in performing the contract work
is or might be otherwise impaired; or a contractor has an unfair
competitive advantage,

F. The specification of only a “brand name” product without listing its

prominent characteristics and not allowing “an equal” product to be
offered,

17



G. Geographic requirements, and
H. Any arbitrary action in the procurement process.
6.0  Audits

6.1 Fixed Assets — Once a year, JETS will inventory and account for all its
fixed assets with a purchase price of $100.00 or more in accordance with
FTA Circular 5010.1B. The inventory will consist of] following
information: '1

a. Description

1.D. Number

Grant Number

Vested Title

Purchase Date

Purchase Cost

Federal Grant Number

Federal Portion

Location

Disposition Data

TR me a0 o

funded items will be certified as to
i¥ntified will be documented, tagged,

In addition to the invento
their continuing need.'® All
and so noted 0% 55 s

will account for all fixed assets, in accordance
C by having an itemized inventory. If an item
n identification made of the item along with its

set forth by the FTA and set into motion by the
gent. This plan will be forwarded for review to the JETS
nt Head for approval by the Community Transportation Board.

Accounting Department for JETS will consolidate the audit findings
and have the audit certified in a written statement to be presented to the
JETS Department Head and then to the JETS Board for review. The
report will be submitted to the Coordinator of JETS, the Mayor, the
Grants Administrator, and the Purchasing Agent for additional review
and/or comments. The latest biennial inventory will be kept in the
Accounting Office of JETS.

"®In accordance with Circular 5000, “Management of Real Property, Equipment and Supplies,” This policy
applies only to property that continues to be needed and used for an FTA project or program. It is the FTA
intention to assist only in the purchase of property that is needed for an FTA project.

18



6.2  Parts Inventory — JETS will conduct an annual physical inventory of
parts and reconcile the inventoried parts-in-stock versus those actually
on hand at the end of the year. A variance report will be prepared by the
Purchasing Agent and/or the Accounting Department for JETS to
identify discrepancies in the count of line items and their value.”” A copy
of the inventory report shall be given to the Coordinator of JETS and the
City of Jonesboro Accountant.

7.0  Scrap and Surplus

7.1 Identification of Surplus/Obsolete Materials, Supplie quipment_and

the mission of JETS. Such equipment ma
determined to be obsolete or surplus, un
local funds.

Parts are surplus when stoc ds the maximum as
established due to the his ] k levels and order levels
will be reviewed for all § g inventory.

7.2

ir market value. This equipment will be advertised
sealed or electronic bid or auction®, or traded for new

old as scrap while it is still applicable to vehicles in the JETS fleet. The
position of all surplus materials, supplies and equipment must be
authorized by the Board and approved as to price by the Mayor and the
City Council of Jonesboro prior to disposition. All sales shall be by a
certified cashier’s check, a transit system’s check or cash. The
Accounting Department will be responsible for fixed assets. The

' The Federal interest in rolling stock is determined on the basis of straight line depreciation over the
service life of the asset. That is, a 12 year minimum service life depreciates 1/12 of its original purchase
price each year. The FTA interest in that vehicle therefore decreases each year by 1/12 of the amount of the
Federal grant that was awarded for its purchase.

2% Property can be disposed of during the City of Jonesboro’s annual auction so long as all requirements
have been met to dispose of the property according to the FTA Regulations for Property Disposal.
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Purchasing Department for the City of Jonesboro and the FTA shall be
notified in writing of all disposition of surplus stock and/or equipment.

7.3 Disposition of Scrap — Parts or equipment identified as scrap shall be
sold to the highest bidder of three scrap dealers willing to make bids.
The Purchasing Agent or his/her designee is authorized to dispose of
scrap.

7.4  Disposition of Rolling Stock — All rolling stock with a per unit value of
$1,000.01 or more based upon the approved fair market apghaisal value®’
may be assigned to the Reserve or the Emergency Co
Vehicles with the per unit value of $1,000.01 or

or electronic bid, sold at auction, traded in for
exchange), or used as scrap. Disposition shal
Board and approved as to price and?¥
Coordinator of JETS and the Mayor prior t

Rolling stock with a per-unit a
disposed of by one of the preced
and the Board determineggii
insufficient per-unit va

T $1,000 or less may be
dn addition, when JETS
Solete rolling stock are of
expense of advertising, the

$fed to local government entities and
ies that provide financial and other assistance to

the waiting list, which shall be maintained and determined
asing Department and the Mayor’s Office. After a not-for-
eives one vehicle, its name shall go on the bottom of the
aiting list and the next name shall become first. Transfers shall be
horized by the Board and shall be on an “as is” basis.

All vehicles sold or transferred shall not be returned to JETS for
maintenance or disposal unless there is an agreement for such
maintenance and/or disposal signed by the Coordinator of JETS with
prior approval from the City Council of Jonesboro.

8.0  Life Cycle Costing — Life cycle costing is the measure of the total cost of a
product over its service life, including maintenance; incidental cost for tools

! Fair market value as determined in Section 7.2 according to the Disposition of Surplus Stock and/or
Equipment in regards to FTA regulations as well as City of Jonesboro Code in regards to disposing surplus.
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or installation; and expected useful life span. As a general principle, life cycle
costing will be considered in all purchases by JETS when possible

JETS reserves the right to apply life cycle costing to purchases in the formal
bidding/proposed process, and bidders/proposers may be required to provide
information as may be necessary to perform such analysis. If JETS elects to
use life cycle costing, it shall be stated in the IFP/RFP.

9.0  Geographic Preferences — JETS shall conduct procurements in a manner that
prohibits the use of statutory or administratively imposed ing§tate or local
geographical preferences in the evaluation of bids or progtsals, except in
those cases where applicable Federal statutes expressly me§ encourage

geographic location may be a selection criterig]
architectural and engineering (A&E) services providé pplication leaves
an appropriate number of qualified firms, gi
project, to compete for the contract.

10.0 Payment Provisions

10.1 Payment Discounts
days?? after acceptay
material/service unle
negotiation process. Bid

. specified items shall be net 30
%and required documentation or
e accepted by JETS during the
gposers should note any discounts for

10.2

i¥. All payment requests in amounts greater than
delayed withstanding any penalties.

Mz purchases/services in excess of $10,000 that will require
draw down of Federal Funds prior to payment will need to have
the checks processed within three to five business days or Federal
¥ penalties may apply. The extra time needed in this process will need
to be minimized. (There may be instances where the City of
Jonesboro may need to cover these funds until the draw down is
completed.)

10.4 Advanced Payments — Advance payments are never authorized and
JETS will never participate in funding payments to a contractor prior
to the incurrence of costs by the contractor, unless prior written
agreement is obtained from the FTA.

?2 City of Jonesboro Accounts Payable check processing schedule is the 10™ and 23" of each month.
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10.5 Progress Payments — JETS may use progressive payments provided
the following requirements are followed and met:

a. Progress payments are only made to the contractor for cost
incurred in the performance of the contract.

b. When progress payments are used, JETS must obtain title to the
property (materials, work in progress, and finished goods) for
which progress payments are made. Alternative security for
progress payments by irrevocable letter of crediyghr equivalent
means to protect JETS’ interest in the process gi€ments may be
used in lieu of obtaining title. '

11.0 Liguidated Damages — Liquidated damages are

ices, or the work
specified in a contract within the contract peri ance or schedule
which causes increased cost to JETS, the extey o
would be difficult or impossible to asseggainiquida} es are most often

utilized in construction contracts.

Is necessary in a contract,

If JETS determines that a liquid
‘ of the rate of assessment prior

the Purchasing Agent shall da
to the solicitation. The City
ensure it is reasonable, proper,
Codes, Statues, or Paligtes. If liqu
course of the projg ]
to the assessment

dlely of this reason once JETS becomes aware of
The amount shall be deducted from the next

Pnecessary facilitators for the project shall be notified of
piency prior to the assessment of the liquidated damages. All
shall become a part of the contract life.
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HI. RESPONSIBILITIES

The authority to award all contracts of $10,000 or greater relating to JETS rests
with the City Council of Jonesboro. The City of Jonesboro holds the sole
contracting authority for JETS. This awarded authority cannot be delegated to
the members of the JETS Community Transportation Board, the Coordinator of
JETS, or JETS staff or its affiliates under any circumstances. Furthermore, all
procurement matters and acts associated with procurement should be subject to
and in compliance with the policies, procedures, resolutions, and ordinances of
the City of Jonesboro, FTA, AHTD, and JETS. '

The general JETS procurement function is the responsibility oordinator
for JETS and the Accounting Department of . peting the
Coordinator for JETS is the Accounting Tech, ini i i
Administrative  Grant Specialist, and/or the

responsibility, JETS can assure close control an
process, and consistent application of its procure
The administrative responsibilities when
of the Coordinator for JETS, Purchasing
Accounting Tech for JETS, the Board
and Legal Counsel for the City of Jef

By centralizing
the procurement

ty Council, the Mayor
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V. ACQUISITION PLANNING

1.0 Initiation of Procurement — JETS staff who initiate a project are responsible

for providing the in-house independent cost estimate, the technical
specifications and drawings for equipment, materials, and service contracts.
Preparation of technical requirements/statements of work for contracts shall
be the responsibility of the project’s staff member.

Technical specifications or statements shall set forth the minimum essential
characteristics or standards and shall not include any features thgpmay unduly
restrict competition. Brand name descriptions are only to bgffllsed when it is

specifications must include a descrlptlon statmg the characteristics of
the brand name item.

Initiators are responsible for providi ormation to the
Coordinator of JETS in order for the oli procurement strategy to
be used: ’

Product/service descript
Desired delivery schedule
Progress reportmg requlrem
Technical ev; i

e op

order of merit and weight

ns for the contract; and
ff1al vendors if the City of Jonesboro Purchasing
Ve a list for the item/service;

Worke@®The work order shall contain the date assigned, the vehicle number
d mileage or, if the work is not related to a vehicle, a description of the
, the estimated number of hours required for the work and the major
components and subcomponents required in completing the work. The work
order shall also contain the AHTD vehicle assignment number, the last known
driver, supervisor, and/or service worker, their comments on the work
required including the type of work (i.e. scheduled maintenance, road-call,
body work, recalls, etc.) to be completed. The reference information of the
Service Company or mechanic responsible for completing the work shall also
be listed on the work order.
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4.0

Each work order shall include the work order number, description of work
required, vehicle number, if applicable, the mechanic identification number,
and supervisor’s signature. The work order shall also include the part number,
if available, a full description, the quantity required, and service account
number. The JETS Accounting Department shall reject work order requests
for payment if the proper documentation of all required and requested
information is not submitted with the work order.

When a component or subcomponent will need to be rebuilt the company
responsible for the initial rebuild, will need to submit a cosigfuote for the

shall include the part number, if available, a full de quantity
required, cost, and the vehicle number on which thg i will be
installed

Right to Reject Bids/Proposals — JETS reserv reject all bids or
proposals and reselect or cancel the procuremen JETS to be in

its best interest.

Release of Procurement Request
and RFPs, shall not be p
bidder/proposer before maki
V, 3.0, Advertising. As to proc
potential vendor or suppller will
of the formal commegs

bidder/proposer or potential
ement as specified i in Sectlon

e following methods of procurement may be
hasing Agent for the City of Jonesboro will

nv1tat10n for Bids (IFB)
equests for Proposals (RFP)

h. Request for Qualifications (RFQ)
1. Non-Competitive Procurements

JETS will maintain written records detailing the history of procurement. As a
minimum, these records shall include:

a. The rationale for the method of procurement
b. Selection of contract type
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c. Reasons for contractor selection or rejection
d. Negotiation documentation
e. The basis for the contract price

4.1 Purchase Requisition — The purchase requisition shall, in most
instances, be completed and approved prior to the commitment of any
JETS funds. The exceptions include:

a. Emergencies coordinated through the Purchasing Department.
b. Maintenance tools and parts necessary to maintain the gy@ilability and
safety of the fleet and other allied equipment.

4.2 Emergency Purchase — In the event of an emergencgya mgaed by the
Director, where there is imminent threat to life
would be a detrimental effect on JETS operation;
time for advertising in newspapers as requfj to be purchased
or service or work to be performed may be ¢ emergency is
defined as “imminent threat to life, hgs ' This means a real
and present threat exists to the |
Jonesboro Personnel, JETS, JET
provision of transit servi
alleviated by the purchas
to advertise for bids/propo

bly be expected to be
must also be insufficient time
hall document the procurement and
forward all documentation to hasing Department for processing.
emergency procegees.will not ed to circumvent established policies
or procedure of Jonesboro City Council will approve all
emergency f equipment or services totaling $2000 or
JETS, the Mayor of the City of Jonesboro, and
i0unsel for the City of Jonesboro must make a
gach emergency purchase totaling $2000 or greater,
, publicly announced at the next City of Jonesboro City
at which contracts are awarded. The Director and the
Department of JETS shall forward complete purchase
ation to the Chair of the Public Service Committee before the
Council meeting to have this request approved.

Petty Cash Purchases — Petty cash may be used for purchases up to $30
per purchase. Petty cash procedures will not be used to circumvent
established policies or procedures.

4.4 Purchase Orders and Contracts — It shall be the responsibility of the
Coordinator of JETS and the Accounting Department of JETS to
coordinate with the staff to determine the best method for procurement.

Competition will be encouraged by the following guidelines:
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a. Purchases less than $500: Obtain quote from one or more reputable
sources. Procurements under this category are exempt from
documentation requirement from sole source procurements.

b. Purchases $500 but less than $1,000: Three or more quotations will be

obtained. These may be from a price book, by telephone, by internet, or
by fax.

Purchases $1,000 but less than $2,000: Three or more quotations must
be obtained either from a price book, by written quote by
fax. A purchase order will be required for this purchasg
can be sent.

Purcha 2,000 but less th
must be obtained directly from the purchasin
internet, or fax. No book quotes will bef
contain a contact person.

registration fees
izational and professional membership dues

bursement of petty cash accounts and funds transfer
Mtility and phone bills

Travel advances and employee reimbursements

Investigative expenses

Settlement of claims and litigation

Postage

Subscriptions to magazines, newspapers, periodicals, or trade
journals.

For some of these items, JETS will receive a bill or invoice and, for others
JETS bears the responsibility for meeting a scheduled payment without an
invoice or reminder from the payee. Since the usual purchasing paperwork
(i.e. Purchase Requisition, Purchase Order) is not present from approval
documentation for the types of items listed above, a Check Request is
usually issued to authorize and order payment. All such check requests
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must be submitted to the Accounting Department then to the Director for
the appropriate signatures for payment.

4.6 Invitation for Bids (IFB) (over $10,000) — Bids are formally advertised
and a firm-fixed price contract (lump sum or unit price) is awarded to the
lowest and best bidder. Lowest and best will mean the lowest responsive
and responsible bidder.

a. Responsive Bidder: The responsiveness of the bid itself is determined by
its conforming to the technical and legal requirementsp
documents. "’

b. Responsible Bidder: The term responsible reft
resources, judgment, skill, integrity, and ability-
requirements of the contract.

4.6.1 AnIFB will be used when:
a. A complete, ad ¢

b.

urement method is used the following

18 apply:

will be publicly advertised and bids shall be

Whcited from an adequate number of known suppliers,

providing them sufficient time to prepare bids prior to

the date set for opening the bids

. The IFB, which will include any specifications and

pertinent attachments, shall define the items or services

sought in order for the bidder to properly respond

All bids will be publicly opened at the time and place

described in the IFB

. A firm fixed-price contract award will be made in
writing to the lowest responsive and responsible bidder.
When specified in the bidding documents, factors such
as discounts, transportation costs and life cycle costs
shall be considered in determining which bid is lowest;
and

e. Any or all bids may be rejected if there is a sound,

documented business reason
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4.6.3 The sealed bid method is the preferred method for
procurement construction if the conditions in paragraph
4.6.1. in this section apply.

4.7 Competitive Technical Proposals

4.7.1 Request for Proposals (RFP) — (Over $10,000). Proposals
are formally advertised and a fixed fee or cost-
reimbursement type contract is awarded to the responsible
proposer whose proposal is most advantaggbus to JETS
with price and other factors considereddRFP’s will be
publicly advertised.

An RFP will include; .

a. All evaluation factors listed 1

importance in dete
proposer.

b. Proposer will

cr of their relative
most responsive

so stated in the RFP, the
‘fade on the basis of original

iation is used at all, JETS must
fall proposers that it determines have a
able chance of being selected (i.e. proposers
he competitive range).

will be made to the responsible firm whose

ather factors considered except for procurements of
architectural/engineering related services as outlined
below.

Architectural/Engineering (A&E) services and A&E
related services such as program management,
construction  management, feasibility  studies,
preliminary engineering, value engineering, design
surveying, mapping, or related services shall be
procured using the “Brooks Method”?* as defined in
40 U.S.C. § 541. Following this method, proposers
qualifications are evaluated and the most and

* Procurement of Architectural and Engineering Services (A-E). Grantees shall use qualifications-based
competitive proposal procedures (i.e., Brooks Act procedures) when contracting for A&E services as
defined in 40 U.S.C. Section 1102 and U.S.C. Section 5325(d). Services subject to this requirement are
program management, construction management, feasibility studies, preliminary engineering, design,
architectural, engineering, surveying, mapping, and related services.
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reasonable compensation®’. Under this method, JETS
may not consider price as an evaluation factor in
determining the most qualified proposer. Negotiation
is conducted with only the most qualified proposer. If
JETS is unable to arrive at an agreed price with the
proposer, negotiations are terminated with that
proposer, and the negotiation process is begun with
the next most qualified proposer. This method of
procurement cannot be used to obtain other types of
services even though a firm that proviges the above
types of services is also a potential
other services.

4.7.2 Negotiated Contracts - This 4
procedures for competitive negot
applicable to all Professioft
JETS and any other procure
fully detail the scope opa
be obtained so thaj
reserves the righ

professional

uld be received. JETS
e _and local law for
as__appropriate, when
ot being used in the contract,

fications leading to negotiated

minimum of three) of potentially qualified
order to maximize free and open competition.
¥ reserves the right to enter into a contract with
poser based upon the initial proposal or on the basis
a best and final offer without conducting written or oral
Scussions; provided, the solicitation specifically stipulates
» this reservation of JETS rights. Execution of any aspect of
the contract is dependent upon approval by the Jonesboro
City Council and upon the negotiation of a mutually
acceptable contract with the successful proposer, if
required.

4.8 Non-Competitive Procurements — (Sole Source, Single Bid, or Options).
All procurements of $10,000 or greater will be advertised at least every

* FTA has expanded this section to better explain the breadth of this statutorily prescribed procurement
method. FTA recognizes that most of the services listed (e.g., surveying) are not performed by architectural
or engineering services companies. Qualifications-based competitive proposals (i.e., Brooks Act
procedures) still must be applied to these procurements because of the statutory directive in 49 U.S.C.
Section 5325(d)
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two years, or sooner, if such need is determined by JETS or the City
Council of Jonesboro, to ascertain whether or not competition still exists.
The response of a single bidder or sole source supplier may be used as
documentation in support of a sole source purchase for two years
immediately following such advertisement. On an annual basis, the
Purchasing Agent of the City of Jonesboro will publish an Advance Notice
of Upcoming Purchases which lists procurements JETS anticipates making
during the period covered by the Advance Notice. The Advance Notice
will include items $5,000 or above and may include items under $5,000

DBE policy, that additional information as to the D
obtained from the City of Jonesboro Purchasing &
additional information as to any item contained in ¢bt

list of telephone quotes, can be obtained from the"§
Advance Notice of Upcoming Purchases Wil be p
web page, on the City of Jonesboro web page

ement is accomplished

a proposal from only

of a number of sources,

o be inadequate. A contract

amendment 6 order that is not within sole source

definition mustSiglentily competition to be inadequate. A

mendmelg Br change order that is not within the

the original contract is a non-competitive

at must comply with this sub-paragraph.

ent by non-competitive negotiation may be

ly when the award of a contract is not feasible

er small purchase procedures, sealed bids, or

competitive proposal and at least one of the following

» circumstances applies:

i. The item(s) is/are available only from a single
source;

ii. The need for the requirement will not permit a
delay resulting from competitive solicitation;

iii. FTA authorizes non-competitive negotiations;

iv. After solicitation of a number of sources,
competition is determined inadequate; or

v. The item is an associated capital maintenance
item as defined in 49 U.S.C. § 5307(a)(1) that is
procured directly from the original manufacturer
or supplier of the item to be replaced. JETS will
certify in writing to the FTA: (1) that such
manufacturer or supplier is the only source for
such item; and (2) that the price of such item is

31



not higher than the price paid for such item by
like customers.

b. A cost analysis, i.e. verifying the proposed cost data,
the projections of the data, and the evaluation of the
specific elements of costs and profit is required.

c. City law permits sole source procurements only as to
copyrighted publications and films or novelty items
such as candy, t-shirts, and souvenirs. This is one of the
few areas in which City law imposes greater restrictions
than federal law. Such procurementsgghall not be
exempt from DBE requirements.

d. Even if a procurement meets all ot}
source procurement in 4.8.1.(a
within one of the above-liste#
law, the procurement must be fo%
$10,000 or over.

Written justification
procurement shall -
Purchasing Agent Jonesboro, and the JETS
Accounting Def
market sum
reasonable

for determining the fair and
€ source  procurements  or
name products must be properly

nts that the price is fair and reasonable. If JETS has
vertised for bids and no other acceptable bid has been
Reived, JETS may proceed with a negotiated contract for
the work, service, or product with the apparent lowest and
best bidder. JETS cannot negotiate with a vendor who did
not submit a bid. The negotiations must be fully
documented in writing.

Contract Options — The Federal Acquisition Regulation (FAR) defines an
option as: A unilateral right in a contract by which, for a specified time, a
grantee may elect to purchase additional equipment, supplies or services
called for by the contract or may elect to extend the term of the contract.

The award of options is subject to approval by the City Council of
Jonesboro.
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When used properly, options can greatly increase the flexibility of JETS.
Prior to inserting an option clause in any solicitation document, the
Coordinator of JETS shall obtain approval of the Mayor or the City
Council. Options shall not be added to procurements if they were not
included in the solicitation document. The Coordinator of JETS should ask
several questions to determine the best interest of JETS before electing to
include an option clause in a solicitation document. Such questions should

include:
a. How long may the period for option renewal last?
b.  What is considered an appropriate option qua iy (in relation
to the base quant1ty)‘7
c.  How may option prices be evaluated in ipn process?

4.9.1 Use of Options — JETS will folla
Circular 4220.1E as follows:

a. Evaluation of Options
periods contained in the

evaluated in ord dete

 be considered a sole

sure that the exercise of an option
nce with the terms and conditions
option stated in the initial
ontract/purchase order awarded.

An option may not be exercised unless JETS has
fetermined that the option price is better than
prices available in the market or that the option
is the more advantageous offer at the time the
option is exercised.

Contracts —

a. The total of the base and option periods shall not
exceed two years in the case of services and
requirements contracts and any such options for three to
five year service contracts shall be reviewed and
approved by the Mayor and the City Council with prior
legal review from the City of Jonesboro Legal Counsel
before execution.

b. The contract shall specify the firm price for the
products or services for the specified option period.

4.10 Time and Material Type Contracts — JETS will use time and material
type contracts only:
a. After a determination that no other type of contract is suitable; and,
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b. If the contract specifies a ceiling price that the contractor shall not
exceed except at its own risk.

5.0 Procurement Summary — This document is a tabulation of bid/proposals received,

a technical analysis of the bids/proposals, reasoning for the determination of a
successful bidder/proposer, an explanation of the specific procurement process for
a specific contract, the basis of contractor selection, the basis for type of contract
and results of negotiations, if applicable. This document should justify in writing
the selection of a specific contractor. The Coordinator of JETS is responsible for
the preparation of the document. It shall be reviewed as to form gffd content by
the Purchasing Agent. ;

DBE Acquisition Planning - The Purchasing Agent sha
of certified DBE vendors. If the DBE has expressed intg

goods (e.g., bus filters, bus batteries) or certain services electrical HVAC,
plumbing); it shall be maintained on the list. The ct all such goods
and services. Vendors included will have already be e DBE vendor
list will be used by JETS management a ce to assure that
qualified DBE vendors are certified and ng the beginning stages
of an acquisition and at all planning levels

JETS Accounting Department DBE directories compiled by
other governmental entities. Ma f the€®DBE directories serve two useful

giential source for DBE participation
Vhich JETS is not aware of the DBE
ind staff should consult the DBE directories
maintained by the Puréljgsing M&partment. Second, the DBE directories are a
useful tool in ing tial vendors’ requests for technical assistance
and guidance f

functions. First, the directories serve
on JETS contracts, partjgm}

&t equipment or construction or planning services with
requestors will first ask the Grants Administrator or
ment if such an expense can be offset by existing capital and

34



V. SOLICITATION

1.0 Bidders/Proposers List — Lists of Bidders/Proposers for equipment, construction,
and service procurements shall be maintained by the Purchasing Department for
the City of Jonesboro. The lists shall be reviewed for additions and deletions.
Additions to the lists shall be sought through trade journals, trade shows, surveys
of other operations and at the request of vendors.

JETS shall ensure that all lists of pre-qualified persons, firms, or products that are
used in acquiring goods and services are current and include engfigh qualified
sources to ensure maximum full and open competition. Al TS shall not
preclude potential bidders/proposers from qualifying dug solicitation

Deletions from the list shall be based on a determination &@bh-responsibility by
the Purchasing Department or at the Bid&gs/P &h, direction. This
determination may be based upon the City of Jon i

agencies. ;

JETS shall afford potential Bidders/Prop
Bidders/Proposers List as part of 4 :
Upcoming Purchases as descrilg

gnity to be placed on the
en the Advance Notice of
3.0 below, Advertising. No

The Chasing Department of the City of
for providing a list of potential bidders and
bids and placing the required advertisements.
list will be reviewed and approved by the

swith the Coordinator of JETS to determine the most appropriate
d of procurement and to avoid exclusionary or discriminatory
Mlcations in accordance with regulations at 49 U.S.C. § 5323(h)(2). A
purchase requisition and cost estimate will be completed, approved and
forwarded to the Purchasing Department when technical specifications are first
prepared.

The Accounting Department shall be responsible for submitting the following to
the Purchasing Department when requisitioning a product or service:
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a. A completed requisition including a complete description, including part
number, if applicable, quantity, date required, account number to be
charged, and Director’s approval,

List of vendors for non-stock procurements;

Drawings/Diagrams, if required;

Statement of Work (Scope of Work, Specifications);

Cost estimate or quote; and

Amount of liquidated damages (if applicable) and documentation of the
derivation of the rate of assessment.

o ae o

The Purchasing Department is responsible for assembling
package. A solicitation package includes instructions tog
technical specifications and plans, drawings, or blue pg
special terms and conditions recommended by JE
provisions required by the federal, state, and local go
contract terms and conditions, and the evaluation?
determine contractor selection.

e solicitation

nts, the proposed
will be utilized to

All departments and groups involved n of the IFB/RFP shall
review the portions for which they are ry IFB/RFP in excess of
$10,000 will be reviewed and appg ase B the following persons in
order:

Requestor
Coordinator of JETS

TE@ 0 Q0 oW

Shave been completed and approvals obtained, the Purchasing
make any corrections or changes noted and issue the final

Requirements of an unusual or compelling urgency wherein JETS
would be seriously injured if bids/proposals were permitted to be
made more than 10 days from date of advertising.

b. Modifications to existing contracts that were advertised prior to
award.

For negotiated procurements, the Coordinator of JETS shall provide to the
Purchasing Department a detailed independent estimate for the required services
with the purchase requisition. The independent estimate shall be utilized as a
basis to establish the competitive range for the resultant negotiations with
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potential contractors. This estimate must be computed prior to the
bids/proposals being received.

Solicitations for Professional Services (other than A&E) such as legal services,
audit services, management consultants, and other professional services shall
require submittal of both technical and cost proposals. After technical and cost
evaluations have been completed, negotiations will be entered into with all
firms determined to be in the competitive range and shall include all proposers
who have a reasonable chance of being selected for award. The final selection

evaluation of best and final offers unless the determination been made to
award on the basis of the initial proposals without conduc wssions with

management, feasibility studies, preliminary engineerf ign, surveying,
mapping or related services. ]

3.0 Advertising — All IFBs/RFPs in excess of rtised on the date
of their release to the public in a newsp circulated in the City
of Jonesboro. They may also advertise i in hal minority newspapers
or other publications depending o of the procurement. If the
project complexity warrants wid B insure adequate competition,
advertising shall be placed in¥ rnals/magazines, or other mass
communication media. The Purchasi ment shall send the advertisements
to the necessary publicajigims

In addition to
construction p

gertisements, all IFBs/RFPs for equipment,
lonal services in excess of $10,000 will also be
of the bid/proposal due date in a manner to
ufﬁc1ent time to prepare blds/proposals Such

ptime to time, JETS will provide “Advance Notices” of intent
pposals for particular products, equipment, materials, or services

On an as needed basis, the Purchasing Department will publish an Advance
Notice of Upcoming Purchases which list procurements JETS anticipates making
during the period covered by the Advance Notice. The Advance Notice will
include items totaling $10,000 or above and may include items under $10,000 or
requiring a Purchase Order. The Advance Notice will state that JETS has a DBE
program, that additional information as to the DBE program can be obtained
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from the Purchasing Agent for the City of Jonesboro, and that the additional
information as to any item contained in the Advance Notice of Upcoming
Purchases, including a request to be added to the mailing list or list for telephone
or fax quotes, can be obtained from the Purchasing Agent. The Advance Notice
shall be published in local minority newspapers and other publications and
distributed to organizations promoting minority business enterprises.

3.1 Shortened Bidding Time — For FTA funded projects, solicitation time is
at least 20 calendar days for procuring standard commercial items, and
shall be at least 30 calendar days when procuring otherg}
commercial items. The solicitation period may be gHortened under
special circumstances only when justified and in the
contract file. This documentation should includ
reasons for shortening the solicitation time
detrimental effects to JETS if the time is not
responsible for preparing this documentat

1ance bonds are to be

required, and for indicating the bond reqt bsolicitation document.
State law and city law require 8¢ and (2) a 100% payment and
performance bond for all con rojects over $3,000. Bid and/or

supplies, materials, a
a. Deliverig

cPover a period of time or where a warranty might not offer
t protection to JETS.
e judgment of the Purchasing Agent, the nature of the purchase

®r/proposer, they will promptly execute the contract and provide a
performance bond (if a performance bond is required by the IFB/RFP/RFQ).

Communications with Bidders/Proposers and Potential Bidders/Proposers —
The Purchasing Department will provide technical assistance and guidance to
bidders and prospective bidders. Communications with bidders/proposers and
potential bidders/proposers after the IFB/RFP is issued will be only through the
Purchasing Department, or the person designated by JETS in the IFB/RFP.
After the release of the IFB/RFP, all other communication must be in writing to
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the City of Jonesboro Purchasing Department. JETS’ response will be sent to all
bidders/proposers and prospective bidders/proposers via mail. JETS staff will
direct/redirect all inquiries from bidders/proposers and prospective
bidders/proposers to the Purchasing Department of the City of Jonesboro. Any
bidders/proposers/ and prospective bidders/proposers will be banned from
participating in the bid process any further if it is discovered that improprieties
have taken place. Any JETS staff member who discloses any information
concerning the bids without prior authorization, will receive a reprimand.

6.0 Insurance

a. The Legal Counsel for the City of Jonesboro will revi contractual
involvement to evaluate such contracts’ impact on JET 3
b. JETS will identify exposures with the view of risk t
define a plan of insurance and safety commensurate w
c. The evaluation process is subjective; the
requirements will vary commensurate with th
insurance requirements will be from no
d. Coverage and limits, so dictated, w,
“reasonable and prudent”, in keeping
e. The insurance and safety requi
basis. The Legal Counse
recommendation to the JETS D

within the bounds of
rement practice.
Folished on a case-by-case
faf Jonesboro shall submit a
Accounting Department for JETS

cations. The insurance requirements will be in a
Batim to the IFB or RFP. Insurance companies

Craighead County. (This does not mean that the
tten or issued by an insurance agent in Craighead County.)
#that JETS and the City of Jonesboro be added to the
as co-insurers, and that JETS be given 60 days advance
garrier of cancellation or renewal.

to the Purchasing Agent who shall respond directly to all inquiries.

ease note that JETS will receive any information concerning requests to be

arded to the Coordinator of JETS.

h. Certificates of Insurance required in the contract will be included with the
bid/proposal for review. If the insurance is not in order, the Purchasing
Department in consultation with the Coordinator of JETS will identify the
areas of non-compliance and implement whatever procedure is necessary to
correct the matter.

i. The Coordinator of JETS, with the Purchasing Agent for the City of,
Jonesboro will monitor compliance with insurance requirements throughout
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the duration of the contract and will correct matters of non-compliance as they
occur.

j. The Purchasing Agent is responsible for obtaining renewal certificates during
the life of the contract.

k. Upon contract completion and settlement of all insurance claims and/or
litigation, all documents that could be relevant to the contract will be
forwarded to the Purchasing Department and/or Legal Counsel for the City of
Jonesboro for inclusion in the official file.

1. The Contractor will be required to report all clalms to thelr appropriate

Manager, who will investigate on behalf of JETS. iy will be
advised by the Legal Counsel for the City ofg]
cooperation to the JETS Project Manager. Under no ¢
involving parties negotiate claims for damage
Any such request for negotiation should be refel
the City of Jonesboro and the Mayor for temsic

7.0 DBE Solicitation — All JETS procure
bids and proposals, the Purchasi : ity®of Jonesboro shall consult
with the DBE Liaison for the G Qo
determine appropriate participa for DBE contractors. A contract
project goal may be established anges from a small percentage to a
percentage in excess nual DBE@®al reported to FTA, depending on the

joint determinationgf Qtchasing Agent for the City of Jonesboro, the

Coordinator of JETS E Liaison for the city of the availability of
, tC ¥ the product to service. For procurements in

Pthe procurement In all contracts, JETS’ normal practice
the Contractor to report DBE participation levels whether a
set or not. The Purchasing Agent shall consult with the DBE

atP IFBs/RFPs JETS shall insert a clause stating that in situations involving a
procurement with a particular percentage DBE goal, if no bidder/proposer meets
or exceeds the specs, JETS reserves the right to award the contract to the
bidder/proposer with an acceptable DBE participation rate, price and other
factors being considered. The determination of the acceptable DBE participation
rate shall be made by the DBE Liaison.

Bidders/Proposers shall also be notified that JETS reserves the right to award a
contract under $10,000 to a certified DBE whose bid/proposal is within five
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percent (5%) of the lowest and best bidder/proposer, price and other factors
being considered.

For contracts and/or purchases of less that $50,000 the Purchasing Agent will
provide DBEs, currently certified and offering the products or services required
by JETS for the particular contract or purchase, an opportunity to bid on the
product or services.

All written solicitations and contracts over $10,000 of JETS shall include what

is known as “Ultilization of Disadvantaged Business Enterprises” 4% a part of its
documentation.
The DBE Liaison shall submit a report to the Mayor elinator of

JETS quarterly showing the actual DBE expendit
previous quarter.

8.0 Compliance with Davis-Bacon Act” — All procur i ng construction
in excess of $2,000 shall include a copy o lab
Jonesboro, along with the appropriate g
County, Arkansas. Contractors will b
provisions and submit weekly pay
records shall be sent to the P

omply with the labor
nstruction work.”® Such
or the City of Jonesboro, the
Clerk for JETS, and the Legal
ater than or equal $100,000.

All procurements o
a Davis-Bacon C with their bid/proposal to signify that they are

Regulatory Requirements.

5 The DaviN Act as amended, requires that each contract over $2,000 to which the United States or
the District of &glumbia is a party for the construction, alteration, or repair of public buildings or public
works shall contain a clause setting forth the minimum wages to be paid to various classes of laborers and
mechanics employed under the contract. Under the provisions of the Act, contractors or their
subcontractors are to pay workers employed directly upon the site of the work no less than the locally
prevailing wages and fringe benefits paid on projects of a similar character. The Davis-Bacon Act directs
the Secretary of Labor to determine such local prevailing wage rates.

% hitp://www.dol.gov/esa/regs/statutes/whd/dbra.htm The web site deals directly with the Davis-Bacon Act
Regulations. If any participating contractor fails to comply with these regulations the Government may, by
written notice to the contractor, terminate his right to proceed with the work or such part of the work as to
which there has been a failure to pay required wages and to prosecute the work to completion by contract or
otherwise, and the contractor and his sureties shall be liable to the Government for any excess costs
occasioned the Government thereby.
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VI. EVALUATION

L0

Evaluation Committee — An Evaluation Committee shall be appointed by the
Mayor of the City of Jonesboro after consultation with the Purchasing Agent
and the Coordinator of JETS before the preparation of the IFB/RFP. It may
consist of each of the following:

e Purchasing Agent

o Technical Staff Members

e Coordinator of JETS or Staff Member

e JETS Community Transportation Advisory Board

¢ City of Jonesboro Public Services Committee

e Others as designated

The Coordinator of JETS in consultation with§ ‘ Masing Agent, the

Project Manager shall estabhsh written @ ; Or the procurement
that shall be a part of the solicitation. TH i
be established in writing during the prep

2 agh be deemed received by JETS
g4t Office located at City Hall at 515
¥ unless instructed otherwise in the

when received by the Purchasing
West Washington, Jonesboro, AR

received. Bidders/Proposers who rely on
nited State Postal Mail, private mail services,
sts remain solely responsible for timely delivery
all risk of late delivery, mis-delivery, and non-

that his/her prop
overnight delivg

Gity of J8hesboro Purchasing Department label or seal and be clearly marked
b’ or ‘PROPOSAL’. This initial step is included to insure no tampering with
the Bids has taken place.

Because of security reasons, Purchasing will only receive bids/proposals during
regular business hours (8:00 a.m. until 4:00 p.m., Monday through Friday,
excluding holidays). Bidders/Proposers are reminded of their sole responsibility
for ensuring that their bid/proposal is timely received by the Purchasing
Department.
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Bidders/Proposers may verify receipt of bids/proposals by contacting the
Purchasing Department.

In some instances, such as consultant contracts, the IFB/RFP will require
bidders/proposers to submit a Technical Proposal and a separately-sealed Price
Proposal (or Cost Proposal).

In the event a bidder/proposer feels that a certain portion of its bid/proposal
contains trade secrets, confidential information or proprietary information, the
bidder/proposer must place all such information in a separately sggted envelope
which is prominently marked as containing confidentigor proprietary
information. JETS will not release such information to thir without the
consent of the bidder/proposer, or unless required to do J ;
a court of competent jurisdiction.

Withdrawing Bids/Proposals — Each and every%bid ohoser who submits
his bid/proposal specifically waives any right to W y it 8@eept as follows:
Bidders/Proposers will be given permissigas
it has been, deposited with JETS provigdé
in writing on company letterhead. This
and labeled “BID WITHDRAW
be submitted 24 hours before th§
pertaining to withdrawals by te

oposer makes a request
bto be notarized, sealed,
atcepted. The request must
jd/proposal due date. Requests
or email will not be accepted under
ach the Purchasing Department
gdcsignated in the solicitation, no later
fixed for submission of bids/proposals.

y the Purchasing Agent for the City of Jonesboro, and
gnyone until the time bids/proposals are due. None of the
ained in them or concerning the number or identity of bidders/

Bid®penings — At bid openings, sealed bids (IFBs) will be opened and the bid
prices read aloud. For procurements in which bidders/proposers are required to
submit a Technical Proposal and a separately-sealed Price/Cost Proposal, the
Price/Cost Proposal shall remain sealed, and will be placed in a secure location
until evaluation of the Technical Proposals is completed. To protect the integrity
of the procurement process for proposals, no additional information concerning
the contents of a proposal will be released or made available to proposers,
potential proposers or the public, until awarded by JETS, Public Service
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Committee, City Council, the Mayor, and/or Legal Counsel for the City of
Jonesboro, at any conclusion of any unforeseeable protests.

5.1 Returned Bids/Proposals — Any bids or proposals received after the date and
times specified in the solicitation will be returned to the bidder/proposer
unopened.

Bid Tabulation — All bids will be publicly opened at the time and place
prescribed in the IFB. When bids are opened, they will be tabulated and retained
by the Purchasing Agent until award is recommended, at which gfhe they shall
be placed in the contract files.

Cost Price Analysis — JETS is required to perform saf
analysis in connection with every procurement actlon nelgding change orders
and options. The method and degree of analy efident on the specs
surrounding the particular procurement sntuatlon
must make independent estimates before rg
In order to reach a final evaluation that t e selected includes fair
and reasonable cost/prices, it i *S technical support staff
submit, simultaneously with ' Qisition and the Statement of
Work, an estimate of the wd Min a detailed format to permit

contractor is required to submit the elements (i.e.
erhead, materials, time constraints, etc.) of the estimated
professional consulting, architectural and engineering
ftracts. It is conducted to form an opinion as to the degree to
he Contractor’s proposed cost actually represents what his or her
rformance should cost. A cost analysis is generally conducted to
rmine whether the resources and costs to the contracted project are
proper, allowable, and allocable. Cost analysis is a more detailed review
of a Contractor’s proposal than a price analysis. It involves an in-depth
look at the Contractor’s cost and pricing data and at the judgmental
factors applied in projecting the data to estimated costs. The objective is
to form an opinion as to the degree to which the proposed costs represent
what performance of the contract should cost, assuming reasonable
economy and efficiency.

In conducting a cost analysis, it is not enough simply to examine a
Contractor’s proposed figures on the number of hours his staff will
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work, the amounts and costs of materials, and the rates of labor and
overhead from accounting records. And, it is not enough to project the
actual cost experience and call it the estimate of future costs.

Contract cost analysis is the element-by-element examination of the
estimated or actual cost of performing a contract, the analysis of cost
accounting data furnished by a Contractor. It involves:
a. The verification of cost data;
b. The evaluation of specific cost elements; and
c. The projection of the cost data to determin
prices.
A cost analysis looks into such factors as:
The necessity for certain costs;
The reasonableness of amounts estim
The basis for allocating overhead costs;
Allowances of contingencies;
The appropriateness of allocation
and the contract; and
f. The reasonableness of

dgts effect on

oae o

A cost analysis is perfo
option, or change orde
It is also appropriate fo
contracts when the contract
estimated coS{gf

al consulting and A&E services
ired to submit the elements of his

d for non-competitive procurements, including
kice reasonableness can be established on the

— This is an evaluation of the proposed price that does
an in-depth evaluation of all the separate cost elements and
factors that comprise a potential Contractor’s price proposal

Wee analysis is a broad term that includes whatever actions the

Purchasing Agent, Coordinator of JETS, JETS Accounting Department,

and the Contracting Officer takes to reach a decision that the price is fair

and reasonable. These actions should include not less than two of the

following approaches:

a. A comparison of competitive price quotations;

b. A comparison of prior quotations and contract prices with
current quotations for the same or similar end-items.

c. The use of rough yardsticks such as dollar per pound, per
horsepower, or other units to point up gross inconsistencies;
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d. A comparison of prices or published price lists issued on a
competitive basis, and published market prices of commodities,
together with discount or rebate schedules; and

e. A comparison of proposed prices with independent estimates.

The conclusion that a price is fair and reasonable is based on either a
price analysis or combination of price analysis and an analysis supported
by discussion of the elements of cost that support the price. Some form
of analysis, either price or cost analysis is performed for all
procurements over $500. The person conducting the
analysis is required to document that “the price is faiggihd reasonable”
and the basis for that conclusion. This statement i
contract file.”’

fient manufacturer
es the vendor is
Pricing Data
issues a change

When an item is procured from the original
(OEM)28 under non-competitive purchash
required to complete a Certificate of
Certificate”. A Certificate is also

b terms of the original

e, OEM vendors are required to
fing specifications, if appropriate,

*" This statement vl 0, 1 d where an ordinance or resolution for purchase requires approval
from city council. "4 :

** An Origi turer is a company that builds products or components which are used in
product any (often called a value-added reseller, or VAR). An OEM will typically

rok Silgsi @product they are manufacturing. The term Original Design Manufacturer (ODM)
is used to degggibe both the companies that design and manufacture a product that is then sold under other
brand names.
The practice of utilizing OEMs and V ARs falls under the broader category of outsourcing — a popular
business strategy which taps into the original manufacturer’s ability to drive cost out of production of the
product through manufacturing economies of scale; thereby being able to pass on a more competitive
purchase price to the reseller. OEM is a term that predates the computer/electronics industry. It refers to the
a subassembly used in the manufacturing of a larger item (e.g. Delphi is the OEM of the climate control
system for the Fusion vehicle manufactured by Ford.) www.en.wikipedia.org.

** A Certificate of Current Cost or Pricing Data Certificate describes the proposal, quotation, request for
price adjustment or other submission information involved in price negotiations according to the Federal
Acquisition Regulation (FAR) as required by FAR subsection 15.403-4. This will need to include all cost
or pricing data supporting any advance agreements and forward pricing agreements between the Contractor
and the Governing party of the proposal.
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7.3 Profit — JETS will negotiate profit as a separate element of the price for
each contract in which there is no price competition and in all cases
where a cost analysis is performed. To establish a fair and reasonable
profit, consideration will be given to the complexity of the work to be
performed, the risk borne by the contractor, the Contractor’s investment,
the amount of subcontracting, the quality of its record of past
performance, and industry profit rates in the surrounding geographical
area for similar work.

7.4 Cost Plus Percentage of Cost Prohibited — The cost pl
cost and percentage of construction cost methods of
be used.

percentage of
ing shall not

nsiveness of their
responsibility in

8.0 DBE Evaluation — JETS will evaluate contractors on thé

proposal/bids to DBE participation and not t i
carrying out the program. Certification of DBE’s
the time that bids or proposals are due.

DBE participation will be an evaluat ingall JETS procurements
where a specific goal has been asgigiity
the Bid/Proposal Evaluation i eigh the DBE criterion. For
contracts less than $10,000 in Wi '
which price is the sole determinin
best bid will be aw

sal is within 5% of the lowest and best
factors being considered. In the event that
S will notify the identical bidder that at least

nt with a particular percentage DBE goal where no bidder/proposer
ets or exceeds the goal, to the bidder/proposer with an acceptable DBE
ipation rate, price and other factors being considered. The determination
of the acceptable DBE participation rate shall be made by the DBE officer.
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VI. NEGOTIATIONS

1.0 Negotiations —

®

The person(s) who shall be responsible for negotiations depends upon the
nature of the particular procurement. As to all purchases of supplies,
services, and/or construction, the Contracting Officer or his/her designee
will conduct all negotiations with assistance from the Purchasing Agent,
Mayor, Peer Review Board, Construction Manager, and Coordinator of
JETS.

b. All proposers selected to participate in negotiations sh
writing, of deficiencies in their proposals and shall be g
opportunity to correct or resolve the deficienci :
revisions to their proposals that may result from tk

advised, in
reasonable

satisfy JETS requirements.
c. Discussions shall not disclose the s
proposers or disclose any inform
enable another proposer to improve
d. When options have been i
conducted, negotiations shal§ d for the options.
e. A memorandum summarizirigi otiations shall be included in the
contract file.

proposal which would
@ result thereof.

2.0 Exercise of Contragi

JETS must ensure that the exercise -of an option is in
accordance with the terms and conditions of the option
stated in the initial contract awarded.

2. An option may not be exercised unless JETS has
determined that the option price is better than prices
available in the market, or that the option is the more
advantageous offer at the time the option is exercised.
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VIII. AWARD

1.0 Award Process —

a.

bo

Unless all bid/proposals are rejected, award will be made to the lowest and
best bidder/proposer based on the evaluation criteria established in the
IFB/RFP. Notice to Proceed will not be issued until City Council and/or
other primary legislative bodies (i.e. FTA) awards the Notice to Proceed. All
signature approvals and all required documentation have to be obtained
before any project can begin.

Consideration shall be given to such matters as co
compliance with public policy, record of past perfo
technical resources and delivery schedule. If the a
other than the apparent low bidder/propos
memorandum must be prepared and put into the co

[Ctor integrity,

In the event that identical bids are received,
bidder that at least one other identical i
the identical bidders the opportuni
that the revised bids are identical, JE'%
successful low bidder is reachg

S will then give
. In the unlikely event
right to negotiate until a

The City Council or any othl
recommendation of the selectio

legislative body is not bound by
ttee staff when they believe their

requirements, and must have a rational basis
documented by the JETS Department for the

forward/return bid/proposal bonds to the unsuccessful
S¢ he Purchasing Department will notify all the successful and
ders/proposers in writing. Bid/Proposal bonds submitted by the

essful bidder/proposer. When it is returned, along with the performance
#and certificate of insurance, if required, the Purchasing Agent for the City

of Jonesboro will obtain the appropriate signatures of the Mayor, the Legal
Counsel for the City of Jonesboro, and the Coordinator of JETS, if required.
Two copies will be retained along with the bid/proposal bond (for the
Purchasing Agent and contract files). The third will be returned to the vendor.

3.0 Required Federal Clauses — If any exceptions to the proposed contract

contained in the solicitation document were made, the Legal Counsel for the
City of Jonesboro will review the draft contract before submitting it to the
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vendor to assure that the revised contract is acceptable and all the applicable
federal, state, and local clauses are included. These would include, but not be
limited to Civil Rights, DBE, Buy America, Lobbying, Debarment, Brooks Act,
and Davis-Bacon Act. The Purchasing Agent will also assure that where
required the proper certifications are included and signed.

Protest Procedures — Protest may be made by prospective Bidders or Proposers
whose direct economic interest would be affected by the award of a Contract or
by failure to award a Contract. JETS will consider all protest requested in a
timely manner regarding the award of a Contract, whether subnyffed before or
after an award. All protests are to be submitted in writing he Purchasing
Agent for the City of Jonesboro, City Hall, 515 W. ashington,
Jonesboro, AR 72401. Protest submissions should Jogically
arranged, and clearly state the grounds for the protesg ude at
least the following information:
a. Name, address, and telephone number
b. Identification of the solicitation or Contt :
c. A detailed statement of the le d fa ds for the protest,
including copies of relevant
d. A statement as to what relief ')
Protest must be submitted to Jk > with these procedures within
30 days of bid approval/award. § be complete and contain all issues
that the protestor believes relevant.
4.1 Protests Befqf dpening —~ Bid protests alleging restrictive
specifications ORdg ies which are apparent prior to bid opening or
receipt ¢ e submitted in writing to the Purchasing Agent

and m

Jon is required. Oral protest not followed up by a written
be disregarded. The Purchasing Agent may request additional

Bidders, which shall likewise be submitted in writing to the
Purchasing Agent no later than 10 days from the date of JETS request. So
ar as practicable, appeals will be decided upon the basis of the written
appeal, information, and written response submitted by the appealing party
and other Bidders; all parties are urged to make written submissions as
complete as possible. Failure of any party to timely respond to a request
for information may be deemed by JETS that such party either does not
desire to participate in the proceeding, does not contest the matter, or does
not desire to submit a response; and, in such event the protest will proceed
and will not be delayed due to the lack of a response. Upon receipt and
review of written submissions and any independent evaluation deemed
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appropriate by JETS, the Purchasing Agent shall either (a) render a
decision, or (b) at the sole election of the Purchasing Agent, conduct an
informal hearing at which the interested participating parties will be
afforded an opportunity to present their respective positions and facts,
documents, justification, and technical information in support thereof.
Parties may, but are not required to, be represented by counsel at the
informal hearing, which will not be subject to formal rules of evidence or
procedures. Following the informal hearing, the Purchasing Agent shall
render a decision which shall be final and advise all interested parties

iward by the JETS
Section 4.1, will
b subject to any
take precedence

Department and received within seven (7) days pri

Board. The process for resolving protest, li abo
be followed for any protest received unde
current or future federal, state or lo
over the above provisions.

Notice of the protest andg therefore will be given to all

determined to withhold the award
idders or Proposers whose Bids or

expiration of acceptance, to extend or withdraw the Bid or
Proposal.

be procured are urgently required;

gy or performance will be unduly delayed by failure to make
promptly; or

Failure to make award will otherwise cause undue harm to JETS or
Wthe Federal Government.

PProtests-No Bid (Private Enterprise Participation) — In accordance with

FTA Circular 7005.1, JETS may from time to time, after considering the
option of privatization, decide to operate a new or restructured service “in-
house”. FTA Circular 7005.1 does not require JETS to solicit bids for the
new service; however, if it elects to operate the service in-house without
soliciting competitive bids, JETS must be prepared to process complaints
from the private sector for its decision to “no-bid” and provide a procedure
for doing so.
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For protests filed in “no-bid” situations, the firm or individual wishing to
file a protest will have seven (7) days to do so from the date of the City
Council meeting approving the operation of the new service in-house. Oral
protests not followed up by a written protest, will be disregarded. The
process for resolving protests listed above in Section 4.1 will be followed
for any protest received under this section, subject to any current or future
federal, state or local regulations which take precedence over the above
provisions.

Protests After Award — Protests made after contract ayhrd shall be
received no later than seven (7) calendar days afte

received after award will be reviewed by the Purchas;j

the protest and the basis thereof. If the Contrac 25 not executed the
Contract as of the date the protest is recei? :
the Contract will not be made prior to seven
the protest unless JETS determines t

b. Delivery or performance wi
award promptly; or :
c. Failure to make awas cause undue harm to JETS or
the Federal Governm ’

The process fo ing protestggifsted above in preceding Section 4.1
will be followgty

ingPepartment and received within seven (7) days after the
written determination by the Purchasing Agent. The Mayor
cguest additional information from the appealing party and

ise be submitted in writing to the Mayor and the Purchasing
Department. So far as practicable, appeals will be decided upon the basis
f the written appeal, information, and written response submitted by the
appealing party and other Bidder/Proposers. All parties are urged to make
written submissions as complete as possible. Failure of any party to timely
respond to a request for information may be deemed by JETS that such
party does not desire to participate in the proceedings, and does not
contest the matter, or does not desire to submit a response; and, in such
event, the appeal will proceed and will not be delayed due to the lack of
response. Upon receipt and review of written submissions and any
independent investigation deemed appropriate by JETS, the Mayor shall
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either (a) render a decision, or (b) at the sole election of the Mayor
conduct an informal hearing at which the interested participating parties
will be afforded an opportunity to present their respective positions and
facts, documents, justifications, and technical information in support
thereof. Parties may, but are not required to, be represented by counsel at
the informal hearing, which will not be subject to formal rules of evidence
or procedures. Following the informal hearing, the Mayor shall render a
decision, which shall be final and advise all interested parties thereof in
writing by no later that 10 days from the date of the informal hearing.

Protests _to Federal Transit Administration — Undegg€ertain limited
circumstances, an interested party may protest to i award of a
Contract pursuant to an FTA grant. FTA’s revie bst will be
limited to: \ :
a. Alleged failure by JETS to have writte
alleged to follow such procedures.

b. Alleged violations of a specific Fedeg

an applicable complaint proge
processed in accordance wi

est procedures or

Protestors shall file a protess
after a final decision of £
procedure. In instances w

ater than five working days
js Tendered under the JETS protest

testor alleges that JETS failed to
rotest, the protestor shall file a

Wort Worth, TX 76102
(817) 978-0550 telephone
(817) 978-0575 fax

b. The protest filed with the FTA shall:
1. Include the name and address of the protestor
2. Identify JETS project number and the number of the Contract
solicitation.
3. Contain a statement of the grounds for the protest and any
supporting documentation. This should detail the alleged
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failure to follow protest procedures or the alleged failure to
have procedures and be fully supported to the extent possible.

4. Include a copy of the local protest filed with JETS and a copy
of the JETS decision, if any.

Internal _Conflict _of Interest Procedures- In order to ensure that
appropriate conflict of interest measures are implemented, the Purchasing
Agent shall promptly inform the Mayor, upon receipt of all bid/proposal
protests, of the identity of the protesting party and all other interested
parties, the procurement action which is the subject of the pgptest, and the
general nature of the protest. The purpose of this informg is to enable
the Mayor to properly recuse himself and to initiate al conflict
of interest procedures in appropriate instances. Ingifl stance, the
Purchasing Agent consult with all involvings )
his/her initial report to the Mayor.

54



IX.

1.0

CONTRACT ADMINISTRATION

Project Management — The Coordinator of JETS, based upon consultation with
the Purchasing Department and the Mayor, shall designate a Project Manager
for all planning or capital procurement in excess of $25,000. This Project
Manager can be from an Internal Source such as a City of Jonesboro employee
or an external source such as a Consultant Firm. If the project is a construction
project and/or will occur over a period of time, a Technical Representative may
be designated by the Mayor and/or City Council. It shall be the Project
Manager’s responsibility to monitor the Contractor throughgit the work
process. Generally, the Statement of Work in the negotiatedg€tntract defines

Contractor and respond to correspondence on tec
Contractor’s designated representative. A copy of all
provided to the JETS department and the Pur
Jonesboro. The Project Manager shall review t
periodic basis and initiate review by JE
Board, public agencies and affected utilj

ondence shall be
for the City of

The Contractor is required to do
the work on a period basis spec§

ime and money spent on
dact. The Project Manager shall
~ and invoices in relation to the
milestones, work expended to datcg Budgeting information. The Project

: or, City*g¥uncil, the Purchasing Agent, and the
tractor is not in compliance with the contract.
The aforementioned@ il take appropriate actions to correct this
situation. Thg # shall also review invoices for accuracy and
oices for payment in accordance with Contract

W and Change Orders — Changer Orders are, in effect,
ontract and may require periodically adjusting a contract
srmance period due to unanticipated conditions. Change Orders
ered a non-competitive procurement and as such are subject to the
irements as noted in Section IV, 4.8. The Purchasing Agent, Contract
gicer, Mayor, or his designee(s) have the authority to authorize expenditures
for'extra work without the necessity of advertising for bids, provided that the
cost for the extra work does not exceed $50,000 or 10% of the original contract,
whichever is greater. All Change Orders must be processed through the
Purchasing Department with supporting documentation. Prior to issuing any
change order, the Grants Administrator and Accounting Department shall be
informed, so that a determination can be made as to the availability of funds.
The Contracting Officer shall also be contacted to determine if the proposed
change in the order contains a change in scope which may be grounds for
bidding the extra work. If over $50,000 or 10% of the original contract amount,
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the Mayor must review and recommend for the change to be approved. The
JETS Board along with the City Council must be given an opportunity to view
the change and determine whether this change meets with their approval. All
Change Orders must be signed by the Contracting Officer and, if necessary,
reviewed and approved by Legal Counsel for the City of Jonesboro and Grants
Administrator for the FTA.

A cost analysis must be performed, unless price reasonableness can be
established based on the basis of catalog or written/printed market price of a
commercial product or on the basis of prices set by law or reguylgtion. Change
Orders must address DBE participation.

ined for
. The
al cost downward
ase (adjusting the
a zero dollar
| affect the time

Change Orders must be prepared in triplicate. Two cop
Purchasing and JETS. The third will be returneds
adjustments may be in the form of a credit (adjusting 1
due to unanticipated savings), or in the form %
contract amount upward due to extra work) 0
change. Change Orders must also addre
required for the project. Change
Administrator.

2.1 General —If in the courg
in the Statement of Work’
request to the Contracting O (ar a Change Order, explaining why it

is necessary a not ha

¥ applicable, any changes to the schedule, and
Statement of Work and required documentation

tost of the change, if any, are to be negotiated with the
y the Contracting Officer before the Change Order is

he Project Manager has a continuing responsibility to monitor the
Cntractor’s work progress until it is completed and the product or
service is accepted by JETS. The Project Manager must notify the
Contracting Officer when the work is completed.

2.2 Construction — JETS will solicit the use of a consultant for the
construction projects designated as the Construction Manager. The
Construction Manager will normally be appointed as the COTR
(Contracting Officer’s Technical Representative). For technical matters,
the Construction Manager/COTR works for the JETS Project Manager
under the City of Jonesboro umbrella. However, the Construction
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Manager does have obligations to the JETS Contracting Officer as will
be defined in the letter of appointment

Construction changes will normally be originated from the Contractor,
the Construction Manager or the design consultant. The Construction
Manager will prepare a request for a Change Order and forward it to the
JETS Project Manager. This request will define the scope of and reason
for the change, with an order of magnitude estimated cost, and if
applicable, the change to the schedule.

Project Manager and Mayor will approve
concurrence of the Contracting Off
Construction Manager who willgh
emergencies, this review w1ll b
previous verbal actions.

quest for Proposal. For
hnd a ratification of the

estmate, and the schedule are in
in conjunction with the Project

When the Contractor’s pH
hand, the Constructlon
Manager, €

¥®is greater, without JETS Board approval. A copy of all
H Change Orders shall be forwarded to the Grants Administrator,
he Mayor and the JETS Department.

The Change Order file shall contain the executed order, reason/scope of
change, record of negotiations, contractor’s proposal, estimate and
schedule as appropriate and all approval documentation. The debit (or
credit if the change is a deductive change order) to project contingency
will be changed to the actual value as will the credit (or debit) to
contract price.
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3.0 File Administration —

3.1 Contract Files — Orderly documentation of the entire procurement
process is essential to support sound procurement practices. It will be the
responsibility of the Contracting Officer to periodically review
procurement files and assure that proper documentation is being
maintained. All contract files are centralized under lock and key, and
numerically coded. To insure that all pertinent and required
documentation is contained within a standardized ﬁlmg system, at a
minimum, the following documentation will be incorp@rated in the
contract file:

Purchase Requisition
Draft Solicitation Document and Schedule
Legal Notice to Bidders/Proposers

Solicitation Document with all Adden
Technical Specifications and Plans
Bid/Proposal Requirements ang,
Copy of General Contract P
Requests for Approved Equ ins and JETS Responses
Bid/Proposals and Su : :

B3 T ATTE@ MO Qs o

include internal documentation of the

Contract Type

gtor Selection or Rejection

for Contract Price (Cost/Price Analysis)
Summary of Negotiations and Approvals

Construction Contract Files — Construction Contract (RFP/IFB) Files
shall include the items listed in Section 3.1 above including the
following:

Weekly Payroll Sheets as Required by the Davis-Bacon Act
Release of Liens, Materials, and Payment Bonds, etc.
Insurance Document

Pending Change Orders

Approved Change Orders

cao o
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As-Built Drawings

Warranties

Building Permits

Inspection Sheets Approved/Denied

-

4.0 Contract Closeout Procedures — Prior to the contract completion date, the
Contracting Officer shall contact the Project Manager to confirm that all
contracted equipment, services and/or supplies have been delivered in an
acceptable manner, that the Contractor has complied with all clauses of the
Contract, and that no Contractor effort will be required aftergdhe specified
Contract completion date and that the Contract may be clg out after the
initial inspection. This action shall be initiated at least G§ Wprior to the
specified completion date, whenever possible. This is g
whether there will be an overrun; to negotiate amf
performance, if necessary; and, to allow sufficient prog
there is a follow-up effort. If the Contract is to |
Purchasing Department in conjunction with the
with the Contract closure; otherwise, apprg
the Contract. ;

tent lead time if
on schedule, the

be taken to extend

Upon completion of the work ug Purchasing Agent shall
ontractor. This letter contains
t of rebates and credits, release of

liability, and Contractor’s closing statay f appropriate.

Administrator (whic ¢ would be the Purchasing Agent for the City of
Qi jcuments for completeness and, if applicable,
zing JETS closeout checklist. The Grant

figgtiate grant closeout with the FTA, AHTD, and other
ncies, as applicable. If the documents are not accepted, the

complete t
Adminis

p the Contractor until the Contractor has completed the required
ing documents, made final disposition of JETS property, and reached final
agré@ment with JETS regarding the amount of final payment due. Withheld
costs, fees, and retainers shall be included in the final payment to the
Contractor.

As to all routine contract supplies, materials and non-professional services,
upon receipt of the Project Manager’s confirmation of a pending contract
completion, the Contracting Officer shall determine whether a final contract
audit is required. A memorandum outlining the contract particulars and status
shall be sent to the Grants Administrator for assistance in making the
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determination. If an audit is required, the Contracting Officer shall submit a
recommendation to the Mayor, Legal Counsel, Purchasing Agent, Planning
Manager for Capital Projects and/or City Council as to the need for a final
contract audit and shall implement the decision of the Mayor and/or City
Council.

Professional Services contract closeout will occur upon acceptance and
completion of all services. The Contract Administrator is responsible for
insuring that contract files are closed in a timely manner and closeout actions
are documented in details as appropriate. Upon completion gfthe closeout
checklist, the contract file shall be reviewed and certified plete by the
Contract Administrator.

Contract_Termination — The performance of work : nay be

contracts awarded by the Council) or the Mayor %
in consultation with the Contracting Officer and/o
necessary, the Legal Counsel for the Ci
termination is in the best interest of
convenience; 1.e. a reduced need or in t
i.e. the Contractor failed to
requirements.

may be terminated for
of JETS, or for default;

When the decision to terminate a Coi Is made, a “Notice of Termination:
shall be sent by the ing Offi
Council) or the Pu

Contractor. rmination shall specify the reason for the
termination, the performance of work is terminated; i.e. in
whole or in on which such termination is effective.

\ settlement of claims, etc. shall be accomplished as soon
et the interests of and minimize the liability of JETS.

ded in the contract. The objective of the disputes resolution is for a prompt
ent as to the merit, and if merited, the quantum of the claim.

6.1 Construction projects — The Contractor will present a claim from which
there may be a dispute to the Construction Manager. If such a claim is
submitted to any other official, either JETS or consultant, it will be
directed to the Construction Manager.

The Construction Manager will review the claim, obtain additional
information from the Contractor as required, consult with the Contract
Administrator and make a recommendation as to the merit of the claim.
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If the Construction Manager believes there is merit, even partial, the fact
will be provided to the Contract Administrator. The Contract
Administrator will prepare a Memorandum of Merit, which shall be
coordinated with the Project Manager. This document will be placed in
contract file. It becomes the basis for a Change Order. From this point
on, there is no dispute.

If the Construction Manager believes that there is no merit, then that
individual will formally respond to the Contractor to that effect. In the
letter, the Contractor will be advised of the right to gbpeal to the
Contracting Officer as provided in the Disputes clause. g#fe Construction
Manager will transmit all the facts to the Contractin

6.2 Other Projects — Non-construction projectsgg
procedure as construction projects, but insted€
Manager receiving and investigating the

the Construction
ect Manager will.

6.3 Final Decision — The Contractor maz
under the terms of the Disputg
consult with the Construction M
and/or the Project Managg fficer shall review all the

Decision provided there
merit be recognized, this wt Ibcumented and an attempt to settle
that portion of, im shall ade. The Contracting Officer’s Final
isi ’ acts and rationale for the decision. It shall also
an appeal may be made to the Mayor within

&he Contracting Officer shall be final and conclusive
10 days from the receipt of such copy, the Contractor
ise furnishes to the Contracting Officer a written appeal
jo the Mayor and Coordinator of JETS. The Mayor, Legal
and Purchasing Agent shall review the dispute, related
cuments and the Contracting Officer’s Final Decision. The Mayor

9y consult with the Construction Manager, Project Manager, and the
Contracting Officer. The decision of the Mayor shall be final and
conclusive unless, within 10 days from the date of the receipt of such
copy, the Contractor mails or otherwise furnishes to the Contracting
Officer a written appeal addressed to JETS and the City Council of
Jonesboro. The decision of the Council, or its duly authorized
representative, for the determination of such appeals shall be final and
conclusive, unless in proceedings initiated by either party for review of
such decision in a court of competent jurisdiction, the Court determines
the decision to have been fraudulent, capricious, arbitrary, or so grossly
erroneous as necessarily to imply bad faith, or is not supported by
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substantial evidence. In connection with any appeal proceeding under
this Section, the Contractor shall be afforded an opportunity to be heard
and to offer evidence in support of his/her appeal. Pending final decision
of a dispute hereunder, the Contractor shall proceed diligently with the
performance of the Contract and in accordance with the Contracting
Officer’s decision.

Contract_Administration-DBE — The Project Manager and the Contract
Administrator shall review Contractor invoices to assure that the Contractor’s
proposed DBE participation levels, accepted by JETS, are being@net. Further,
JETS will require the Contractor to report its payment of BBE invoices in
each reporting period. DBE participation by the Contrag§ H be defined

ractor’s proposed
nd ask his/her to

If there is slippage on DBE participation, based on t
work plan, the Project Manager will notify th
justify the slippage in a written report to the
provide a written action plan to bring £
with its work plan. If slippage conting
JETS Contract Administrator, the DB
determine what corrective actigsfSh
maintain a journal of DBE cgit
also track the actual DBE billi

k into compliance
anager shall notify the
je Contracting Officer to
_ > The DBE Liaison shall
L for each fiscal year and shall
payments by contract, if any.
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