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Report No: 

Meeting Date: 

Alameda-Contra Costa Transit District 

STAFF REPORT 
TO: AC Transit Boa~d of Directors 

FROM: Denise C. Standridge, General Counsel 

SUBJECT: Board Policy 350 - Procurement Policy 

ACTION ITEM 

RECOMMENDED ACTION(S): 

Consider approving amendments to Board Policy 350 - Procurement Policy. 

BACKGROUND/RATIONALE: 

16-089 
June 8, 2016 

Board Policy 350 is the District's Procurement Policy. Since it was last amended in November 
2015, issues have arisen about contact with potential vendors just before and during a 
procurement and conflicts of interest. Each issue is addressed below. 

1. Contact Before and During the Procurement Process 

Although the District's Procurement Procedure Handbook addresses such contact, there is 
currently no Board Policy pertaining to Board member and employee contact before and during 
the procurement process. Without such a policy, neither the Board members, nor the general 
employee population have clear guidance on appropriate contact before and during the 
procurement process. Staff recommends incorporating the appropriate sections on the topic 
from the District's Procurement Procedures Handbook. Sections 1.4.2 and 1.4.3 of the 
Handbook pertain to Contact with Vendor/Contractor and are set forth below with a few 
amendments: 

Prior to issuance of a solicitation: 

Informational and market research contacts with prospective Contractors are a valuable source 
of data to the District. These contacts are necessary but should be guided by the exercise of 
good judgment. The primary pitfalls to be avoid~d are promises or implications of a future 
contract and requests for complimentary services or supplies, which may create the impression 
of an obligation on the part of the District and may, in some instances, present conflict of 
interest problems. Some specific services or assistance from potential Contractors that should 
be avoided are: 

a. Testing services. 
b. Custom drawings. 
c. Special investigations. 
d. Major demonstrations. 
e. Furnishing significant samples. 
f. Free trips to view products. 
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If any of the above is required, coordinate the contact with the .Procurement and Materials 
Director who will consult with the Office of the General Counsel concerning the potential for 
conflict of interest problems. 

Contractors' requests for price histories or the opportunity to examine a part should be 
directed to the Procurement and Materials Director. A Contractor's request will be honored to 
the extent of the requirements of the Public Contract Code. Parts are not to be loaned/sold to 
Contractors as part of this process. 

During the Procurement Period: 

Once a procurement action has been initiated (and even during the planning stages for some 
procurements), no District personnel (including Board members) outside the Purchasing 
Department shall have any contact with potential Contractors unless they have specific 
permission of the Procurement and Materials Director. Questions received by anyone in the 
District from prospective Bidders/Offerers/Proposers regarding interpretation of the bid 
documents, specifications or other terms and conditions must be referred to the Procurement 
and Materials Director for action. If a need for clarification or alteration of bid/proposal 
documents exists, the Purchasing Department will issue an addendum to the bid/proposal 
document. 

At pre-bid/pre-proposal conferences, no District personnel shall have any discussions of the 
requirements with individual bidders/offerers/proposers representatives. All the proceedings 
at such conferences shall be open to all participants. 

2. Conflicts of Interest 

Board Policy 135 and the District's Procurement Procedure Manual discuss Conflicts of Interest 
as do the California Government and Public Contract Codes. Each of the District's solicitations 
also includes a conflict of interest clause. Essentially, these all state that Board members, 
General Managers and employees shall not be interested, directly or indirectly, in any contract 
awarded, or to be awarded by the Board. They also state that a conflict exists not only if the 
Board Member or employee has an interest, but also if their immediate family, partner or an 
organization that employs, or is about to employ, that individual has a financial interest. 
However, this is currently not included in Board Policy 350. Staff recommends adding a 
conflicts clause to the policy. 1 

There is a pending senate bill, SB 330 authored by Senator Tony Mendoza that expands the list 
of family members that would trigger a conflict of interest. Although this has not yet been 
enacted, it provides a clearer definition, beyond the current one, of "immediate family 
member." As such, staff recommends that the language be added to Board Policy 350. The 
pertinent section provides the following list of family members that would trigger a conflict: 
spouse, child, parent, sibling or the spouse of the child, parent or sibling. Staff recommends that 
the conflicts clause being added to Board Policy 350 reflect this expanded definition. 

1 Staff will review other Board policies to see if updates are necessary if the Board passes this staff recommendation. 
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BUDGETARY/FISCAL IMPACT: 

These changes will not have a budgetary or fiscal impact. 

ADVANTAGES/DISADVANTAGES: 

The advantage of adding a section to address contact with potential vendors is that Board 
members and employees will have clear direction on what is and what is not allowed. There is 
no disadvantage to adding this language. 

The advantage of adding a clause regarding conflicts of interest is that these are specific to 
procurements and can be easily found when a Board member or employee looks at the policy. 
Currently, the language is in a different Board policy not specific to procurements and in the 
Procurement Procedures Manual, which is not usually read by anyone outside of the 
Procurement Department. The advantage of using the expanded language is that it is very clear 
and conservative showing that the District is serious about avoiding conflicts of interest. There 
is no disadvantage to adding the clause, or to using the expanded language. 

ALTERNATIVES ANALYSIS: 

The alternative is to wait until Board Policy 350 comes up for its review in 2017 to make any 
necessary changes. This is not recommended because these changes offer clarity and the 
clause regarding contact with potential vendors was requested by the Board President. 

PRIOR RELEVANT BOARD ACTION/POLICIES: 

Board Policy 350 
GM Memo 15-280 

ATTACHMENTS: 

1. Board Policy 350 with proposed amendments 

Approved by: Denise C. Standridge, General Counsel 

Reviewed by: Michael A. Hursh, General Manager 
Claudia Allen, Chief Financial Officer 
Jonathan Medwin, Procurement and Materials Director 

Prepared by: Denise C. Standridge, General Counsel 
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AC Transit Policy No. 350 

BOARD POLICY 

Category: FINANCIAL MATTERS 

PROCUREMENT POLICY 

I. PURPOSE 

The purpose of this policy is to ensure that the District's procurement activities are 
conducted in accordance with the applicable sections of the California Public 
Contract Code and Federal Transit Administration (FTA) Circular(s). This Policy 
incorporates applicable legal and District policy requirements and sets forth the 
guidelines for meeting these requirements. The General Manager shall establish 
administrative procedures to ensure proper review and budgetary monitoring for all 
procurement activities. 

II. DEFINITIONS 

Best Value: means the overall combination of quality, price, and other elements of a 
proposal that when considered together, in response to the requirements described 
in the solicitation documents, provides the greatest overall benefit to the District. In 
a qualitative evaluation, a best value evaluation may necessitate award to other than 
the firm who receives the most points. For example, a best value award may be 
based on determining the firm with the lowest cost per qualitative point. If a best 
value approach is utilized, that approach shall be specifically stated in the 
solicitation. 

Cardinal Change: means a major deviation from the original purpose of the work or 
the intended method of achievement, or a revision of contract work so extensive, 
significant, or cumulative that, in effect, the contractor is required to perform very 
different work from that described in the original contract. (FTA Circular 4220.1 F, Ch. 
1.5.c.) 

Goods: means the purchase of materials, supplies and equipment, including rolling 
stock. 

Independent Cost Estimate (ICE): means the cost or price analysis performed by the 
requesting department in connection with every procurement action, including 
contract modifications. Ideally, the ICE should be prepared prior to issuance of 
solicitation(s). At the very latest, it needs to be prepared and in possession of the 
Purchasing staff prior to receipt of financial bids or proposals. 

Invitation For Bid (IFB): means a procurement done by sealed bid. At a designated 
time and location, all bids will be opened in a public forum and the apparent low 
bidder, pending thorough staff review, disclosed. This is appropriate when: 
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(1) precise specifications are available; (2) adequate sources are available; (3) fixed 
price contract; (4) evaluation is price determinative; (5) negotiations are prohibited 
using this approach, although clarifications are acceptable based solely on 
information already submitted. (FTA Circular 4220.1 F, Ch. VI, 3.c.1) 

Micro-Purchase: means purchases of $2,500 or less (California Public Contract 
Code §20211) 

Request For Proposals {RFP): means a formal competitive procurement method that 
is appropriate when: (1) performance or functional specifications are utilized; (2) 
there are uncertain number§. of sources; (3) price alone is not determinative, or 
deemed to be a secondary factor in consideration of award; and (4) discussions with 
potential vendors is expected. (FTA Circular 4220.1 F, Ch. VI. 3.d.1.) 

Request For Qualifications: (a.k.a. Brooks Act Procurement, 40 U.S.C. §§ 1101-
1104) means a formal procurement method for procurements of $2,000 or more 
which are limited to professional architectural/engineering (A/E) services, and are 
also for program management, construction management, feasibility studies, 
preliminary engineering, design, architectural, engineering, surveying and mapping 
related services. The nature of the work to be performed and its relationship to 
construction, not the nature of the prospective contractor, determine whether 
qualifications-based procurement procedures may be used as described above. 
(FTA Circular 4220.1 F, Ch. Vl.3.f.) 

Request For Quotes {RFQ): means a method of soliciting quotes for procurements 
under $100,000. 

Rolling Stock: means transit vehicles such as buses, vans, cars, railcars, 
locomotives, trolley cars and buses, and ferry boats, as well as vehicles used for 
support services. (49 CFR 661.3) 

Sole Source: means that there is only one known person or entity that can provide 
the contractual services required. 

Ill. POLICY GOALS 

A. 
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Buy American Goods: Resolution 09-051 adopted by the Board of Directors 
on October 14, 2009, requires that "the District employ its best efforts to 
procure goods manufactured in America". The District's Buy American Goods 
requirement is implemented under this Policy in a manner intended to mirror 
the federal Buy America rule (49 CFR 661) and is applicable to the following 
types of procurements: 

1. Negotiated procurements of goods over $100,000 under California 
Public Contract Code sections 20216 and 20217 and to procurements 
of goods over $100,000 where a Best Value procurement process is 
utilized; when possible, the documentation of "Best Efforts" by the 
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bidder to offer goods manufactured in America will be included as an 
evaluation criterion. 

2. The Procurement Department will engage in outreach efforts to the 
maximum extent practical, to ensure that vendors of U.S. made goods 
are informed of bidding opportunities and encouraged to participate in 
District procurements. 

3. The Buy American Goods requirement shall not apply to the following 
procurements 

• Procurements that are federally funded, as they are governed by 
FTA's Buy America requirements; purchases from the State of 
California Multiple Award Schedule (CMAS); purchases from the 
Strategic Source Initiative; intergovernmental contracts; and other 
procurements where the District is not the lead agency and cannot 
exercise control over the content of the solicitation. 

B. Disadvantaged Business Enterprise Participation: The District shall 
administer its Disadvantaged Business Enterprise (DBE) Program in 
accordance with the Department of Transportation's (DOT) Federal Transit 
Administration (FTA) regulations found at 49 CFR Part 26 and as authorized 
by Board Policy 326, Disadvantaged Business Enterprise Policy. Formal 
advertisements shall explicitly state the District's commitment to using 
DBE's";--_DBE outreach shall be carried out in each federally funded 
procurement and whenever practicable, procurement strategies shall be 
implemented, pursuant to applicable laws and regulations, that provide 
maximum opportunities for DBEs to participate in the District's DOT-assisted 
procurements. 

C. Small and Small Local Business Enterprise Participation: The DOT's FTA 
Small Business Enterprise (SBE) regulations and provisions will apply to all 
DOT-assisted procurements. A list of qualified Small Businesses, if available 
from the California Unified Certification Program (CUCP), the District's vendor 
data base, and/or the Alameda County Small, Local and Emerging Business 
Program data base shall be prepared and such firms notified via email upon 
the release of a formal solicitation. 

D. 

E. 
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The use of small business enterprise goals, set-asides, or in the case of non
federally funded procurements, bid discounts shall be applied on a case-by
case basis and supported by an availability analysis or other reasonable 
means for warranting such actions. (Reference Board Policy 351 Small and 
Small Local Business Enterprise Policy for additional guidance.) 

Transparency and Fairness: District procurements shall be conducted in a 
manner that is open, transparent and fair and equitable to all parties. 

Efficient and Cost Effective: District procurements shall be conducted in an 
efficient and cost effective manner. 
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IV. PROCUREMENT STANDARDS 

Procurement Standards have been developed to ensure that all federally and non
federally funded procurements meet the minimum basic requirements outlined in 
Exhibit A of this policy for the following types of procurements: 

A. 

B. 

• Materials, Supplies and Equipment 

• Professional Services 

• Construction Services (including repairs or remodeling of District facilities) 

• Architectural and Engineering Services 

Negotiated Procurement of Rolling Stock and Other Technology 

1. Notwithstanding the Procurement Standards outlined in Exhibit A of 
this Policy, the procurement of computers, data processing equipment, 
telecommunications equipment, fare collection equipment, radio and 
microwave equipment, and other related electronic equipment and 
apparatus used in transit operations and specialized transit equipment 
including buses may be made using competitive negotiations in 
accordance with California Public Contract Code Sections 20216 and 
20217. As applicable and allowable, at least one of the qualified 
sources should be a DBE or SLBE. 

2. As an FTA grant recipient, the District will require and include 49 CFR 
Part 26 procedures in all federally funded contract actions. 

3. The Board of Directors may direct the purchase by competitive 
negotiation upon a finding by two-thirds vote of all members of the 
Board that the purchase of the above-described items by competitive 
sealed bid does not constitute a method of procurement adequate for 
the District's needs. 

4. Procurement under this section will be by formal advertisement 
requesting proposals and shall strictly adhere to any established DBE, 
SBE and/or SLBE participation goals. 

Procurement by Non-Competitive Proposals (Sole Source) 

1. Sole Source procurement is a procurement action utilized when the 
goods or services are available from only one source for a required 
proprietary need of the District, or for compatibility purposes, or for 
reasons of continuity with previous delivered services or products. A 
Sole Source procurement is accomplished through solicitation or 
acceptance of a proposal from a single source. A contract amendment 
or change order that is not within the scope of the original contract is 
considered a Sole Source procurement. 
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2. Notwithstanding Public Contract Code Section 20213, the intent to 
award a Sole Source contract shall be published on the District's 
website for at least three (3) business days; providing an opportunity 
for review by SBEs, SLBE's and DBE's. In the event an expression of 
interest is received from firms with the requisite capabilities, the sole 
source status must be reassessed and consideration given to compete 
the project. 

3. Sole Source procurement is a limited exception to the procurement 
process and may be used only where the award of a contract is 
infeasible or impracticable under competitive procedures and at least 
one of the following circumstances applies, supported by written 
justification and documentation: 

a. the item is available only from a single source, and there is no 
comparable or "as equal" available; 

b. there exists a public exigency or emergency as defined by 
Public Contracts Code Section 20213 (not including delays in 
planning or in initiating the procurement) which will not permit 
the delay accompanying competitive solicitation; or 

c. the procurement is FTA funded, and Sole Source procurement 
is authorized under FTA Third Party Contracting Guidelines 
(FTA C. 4220 1 F), and/or the use of a specific firm is contained 
within a grant. 

4. In the appropriate case, where supported by case law or statutory 
authority, the Procurement and Materials Director may recommend to 
the General Manager the authorization of exception to the competitive 
bidding requirements provided for in this Policy. 

V. CONFLICTS OF INTEREST 

Board Members and District employees are expected to demonstrate the highest 
standards of personal integrity, honesty, and truthfulness in all their public activities 
in order to inspire public confidence in the District. 

No employee, officer, agent, immediate family member, or Board member of the 
District shall participate in the selection, award, or administration of a contract if a 
conflict of interest, real or apparent, exists. 

Conflict of interest develops when any of the following have a financial or other 
interest in a firm being solicited for a quote, bid, or proposal: 
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a. The employee, officer, agent, or Board member; or 
b. Any member of his or her family, including spouse, registered domestic 
partner (RDP), child, parent, sibling, or the spouse/RDP of the child, parent or 
sibling; or 
c. An organization that employs, or is about to employ, any of the above, or 
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d. Any contractor or consultant who participated in developing the 
requirements. 

VI. CONTACT WITH POTENTIAL BIDDERS/OFFERORS/PROPOSERS 

A. 

B. 
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Prior to issuance of a solicitation: 

Informational and market research contacts with prospective Contractors are a 
valuable source of data to the District. These contacts are necessary but 
should be guided by the exercise of good judgment. The primary pitfal ls to be 
avoided are promises or implications of a future contract and requests for 
complimentary services or supplies which may create the impression of an 
obligation on the part of the District and may, in some instances, present 
conflict of interest problems. Some specific services or assistance from 
potential Contractors that should be avoided are : 

1. Testing services. 

2. Custom drawings. 

3. Special investigations. 

4 . Major demonstrations. 

5. Furnishing significant samples. 

6. Free trips to view products. 

If any of the above is required, coordinate the contact with the Procurement 
and Materials Director who will consult with the Office of the General Counsel 
concerning the potential for conflict of interest problems. 

Contractors' requests for price histories or the opportunity to examine a part 
should be directed to the Procurement and Materials Director. A Contractor's 
request will be honored to the extent of the requirements of the Public 
Contract Code. Parts are not to be loaned/sold to Contractors as part of this 
process. 

During Procurement Period : 

Once a procurement action has been initiated (and even during the planning 
stages for some procurements), no District Board members or personnel 
outside the Purchasing Department shall have any contact with potential 
Bidders/Offerers/Proposers unless they have specific permission of the 
Procurement and Materials Director. Questions received by anyone in the 
District from prospective Bidders/Offerers/Proposers regarding interpretation 
of the bid documents, specifications or other terms and conditions must be 
referred to the Procurement and Materials Director for action. If a need for 
clarification or alteration of bid/proposal documents exists, the Purchasing 
Department will issue an addendum to the bid/proposal document. 
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At pre-bid/pre-proposal conferences, no District Board Members or personnel 
shall have any discussions of the requirements with individual 
Bidders/Offerors/Proposers' representatives. All the proceedings at such 
conferences shall be open to all participants. 

¥.~AUTHORITY OF THE GENERAL MANAGER 

A. With the exception of the items identified in Section VI of this policy (Board of 
Directors Approval) the General Manager has the authority to approve all 
formal solicitations and the award of any contract where the services, 
materials, or supplies are specifically demarcated the approved annual 
District Operating or Capital Budget. For unbudgeted amounts, the General 
Manager's authority shall not exceed $100,000. 

B. The General Manager, at his or her discretion, may forward any contract 
within his or her authority outlined above that he or she deems to be of 
significant importance to the Board of Directors for action. 

C. The General Manager has the authority to execute contract extensions that 
are tied to options that have been previously addressed in the solicitation, 
provided that such extension(s) is/are within the General Manager's authority 
and subject to all of the following conditions: 

1. there is a continued need for the services performed under the 
contract; 

2. sufficient funds are available; 
3. the contractor's performance has been satisfactory; and 
4. the General Manager, Director of Procurement, Chief Financial Officer 

and the respective Executive Staff member agree that the contract 
extension or the exercise of an option to extend the contract is in the 
best operational and financial interest of the District. 

D. The General Manager has the authority to enter into agreements including, 
but not limited to, agreements for professional, technical , architectural, 
engineering, construction, and construction management services; 
agreements for repair or remodeling of District facilities; and lease or license 
agreements for District use of real property, facilities, equipment and 
software, provided that the General Manager or his ·or her designee first 
determines that the work or subject matter of the agreement cannot 
satisfactorily be performed by District officers or personnel. The General 
Manager also has the authority to enter into leases to third parties of District 
property provided that the annual amount of the lease not exceed $100,000 
and the term of the lease not exceed five (5) years. Any leases entered into 
by the General Manager shall be included in the General Manager's "GM 
Report to the Board". 

VJ.VIII. BOARD OF DIRECTORS APPROVAL 

A. Solicitation of Contracts 
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The Board of Directors shall approve all solicitations of contracts where: 

1. the anticipated cost is $100,000 or more per contract year; 

2. the solicitation is for the following professional services regardless of cost 
or inclusion in the approved District Annual Operating or Capital Budget: 

• audit services 
• legal services related to Board Officers 

3. the purchase of rolling stock which requires a public hearing pursuant to 
Vehicle Code Section 35554(d)(1)1 

4. solicitations for the items exempted in section B below are exempt from 
Board approval. 

B. Award of Contracts 

C. 

Except as indicated below, the Board of Directors shall approve the award of 
any contract where the cost is $100,000 or more per contract year. 

The following items are exempted from Board approval: 

• fuel and/or parts for revenue vehicles exceeding $100,000 either in 
aggregate or individually that impact delivery of service 

• emergency procurements to avoid impacts to the health, welfare, or safety 
of an employee or the public;* or 

• any procurement action taken to prevent a violation of law or a fine by 
another political jurisdiction.* 

[* Any procurement of this nature will come to the Board for ratification at 
the earliest possible date.] 

Contract Amendments: The Board of Directors shall approve all amendments 
to Board-approved contracts in excess of 15% of the original contract amount 
per contract year, or any cardinal change in the terms and conditions of the 
original contract as defined by this policy. 

In the case of capital improvement or construction contracts, the Board of 
Directors shall approve all amendments to Board-approved contracts whose 
cumulative total exceeds 15% of the original contract amount, or $75,000, 
whichever is greater. 

1 Until January 1, 2015, a public hearing is required for the purchase of any bus procured through a 
solicitation process that began on or after January 1, 2013, if the procured bus represents a new fleet 
class. A public hearing is not required for the procurement of a bus that is of the same or lesser weight 
than the bus it is replacing. (See Board Policy 163, Public Hearing Processes for the Board of Directors.) 
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D. Contract Assignments: The Board of Directors shall approve the assignment 
of any contract that was originally approved by the Board. 

E. Contract Extensions: The Board of Directors shall approve contract 
extensions that are tied to options in Board approved contracts that have 
been previously addressed in the solicitation, regardless of cost or inclusion 
in the annual District Operating or Capital Budget 

VII.IX. REPORTING 

A. The Board of Directors shall review on a quarterly basis the status of all 
contracts over $100,000 awarded by the District. The report shall identify the 
purpose of the contract and the funding source for each contract. 

B. The Board of Directors shall review on a quarterly basis the status of all 
contracts approved by the General Manager between $50,000 and $100,000. 
The report shall include an explanation of the purpose of the contract and the 
funding source for each contract. 

VUh&._FACSIMILE SIGNATURES 

The use of facsimile signatures on purchase orders faxed or emailed directly from 
the District's automated purchasing system to vendors is authorized if the purchase 
order is within the delegated signature authority of the buyer. 

IX.Kl_PERIODIC REVIEW 

This policy shall be reviewed and amended as necessary every two years pursuant 
to Board Policy 302 unless earlier review becomes necessary. 
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