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1. Purpose of Purchasing Guidelines and Procedures
The purchasing guidelines and procedures are intended for the internal use of the Lynx
Library Consortium. The purpose of these guidelines are:
e to comply with all Idaho laws on procurement,
e to be good stewards of the money entrusted to Consortium members by
taxpayers,
e to adhere to strict accounting controls and accountability,
e to maintain budgetary control of expenditures,
e to assure organizational efficiency, and
e to balance quality with cost for the best value and quality of products possible.

2. Expenditure Approval
O After the annual budget has been approved by the Board of Directors, the Lynx Library
Consortium Administrator (“Administrator”) is authorized to expend funds within the
confines of the budget's categories. Categories approved by the Board are Personnel,
Operating, and Capital. Expenditures and budget allocations may be adjusted at the
discretion of the Administrator without the approval of the Board of Directors.

0 The Board of Directors and the Administrator meet to review budget authority in each
new fiscal year. All expenditures are to be approved by the Administrator. The
Administrator reviews all expenditures through the payment process. Employees who
make unauthorized purchases are subject to corrective action up to and including
immediate dismissal.

o Quarterly financial reports are submitted to the Board of Directors summarizing the
percentage of the budget expended for each category and the percentage of the budget
expended for the detailed budget lines within each category.

o Purchases of $75,000 or more require approval by the Board of Directors. Procedures
for purchases of $75,000 or more will follow Idaho Code section 67-2806.

Public Procurement of Goods and Services Bidding

$0to $75,000 | No bidding requirements IC 67-2803
$100,000 to Semi-formal bidding; Issue written requests for bids describing goods | IC 67-2806 (1)
$250,000 or services desired to at least 3 vendors. Allow 3 business days for

written response, unless an emergency exists; objections must be
submitted no later than 1 business day PRIOR to bid due date. Keep
records for at least 6 months. Accept low bid or reject all bids.




$250,000 and | Formal bidding; Publish two bid notices, the first at least 2 weeks in IC 67-2806 (2)
above advance of bid opening and the second at least 7 days before the date
bids are scheduled to be opened. Make bid specifications available;
written objections must be received at least 3 business days before
the bids are scheduled to be opened. May request bid security/bond.
Can reject all bids and re-bid or, after finding it to be a fact, may pass
a resolution declaring that the subject goods or services can be
procured more economically in the open market.

Request for For procurement of goods or services for which fixed specifications IC 67-2806A
Proposal might preclude discovery or a cost-effective solution, or a problem is

amenable to several solutions, or price is not the sole determining

factor.

Exemptions to Public Procurement of Goods and Services Bidding (for information on exemptions see

1C67-2803)

Personal Already competitively bid (piggy-backing) IC 67-2803 (1)
Property

Less than Contracts or purchase of goods or services IC 67-2803 (2)
$100,000

Any Amount Payment of wages IC 67-2803 (3)
Any Amount Personal or professional services preformatted by an independent IC 67-2803 (4)

contractor (refer to info on qualifications in IC 67-2320)

Any Amount Procurement of an interest in real property (lease or purchase) IC 67-2803 (5)
Any Amount Procurement of insurance IC 67-2803 (6)
Any Amount Costs of Joint Powers participation IC 67 2803 (7)
Any Amount Emergency expenditures and sole source IC 67-2808 (1)

O The Consortium is a government entity and shall in no way or manner bind or obligate
beyond the term of any particular appropriation of funds. The Consortium is unable to
enter into multiple year purchasing or leasing commitments unless there is a non-
appropriation clause added to the agreement or contract.

O The Administrator is the only authorized contract signer on behalf of Lynx Library
Consortium.

o The Lynx Library Consortium is eligible to purchase under the Idaho State Division of
Purchasing as defined by Idaho Code 67-2327. “Public Agency means any city or
political subdivision of this state, including but not limited to counties; school districts;
highway districts; port authorities; instrumentalities of counties, cities or any political
subdivision created under the laws of the State of Idaho...” Open contracts are
executed by State of Idaho - Purchasing. State agencies can contact a vendor directly to
purchase goods or services at terms, conditions, and rates specified in the contract.

o Fixed assets are property, plant, furniture, and equipment costing $5,000 or more with a
useful life of three years or more. An inventory of fixed assets is maintained by the

Consortium. A tag will be issued and placed on the fixed asset.

3. Types of purchase transactions



0 Reimbursement
When personal funds are used for Consortium expenditures, a Reimbursement Form is
completed and submitted to the Board of Directors for approval. The Reimbursement
Form is located on the Lynx Staff Hub.

O Mileage Reimbursement
A Lynx employee who is required to travel will use their personal vehicle to conduct
business on behalf of Lynx. This includes, for example, drives to and from employees’
home to a respective Lynx Member Library.

Employees will be offered a reimbursement for usage of their vehicle; the rate is
determined using the current GSA Rate/Mile multiplied by the number of miles the
employee has driven. Employees will log miles driven and to what location. This rate
may change from year-to-year as the GSA rate changes. Any other expenses must be
substantiated by receipts.

At the end of each month, employee will submit mileage log to receive a lump
reimbursement sum based on how much mileage and business-related expenses they
have accumulated. The Lynx Executive Committee will approve expenses monthly
before they are submitted for payment.



