
 

 

4.8 SIERRA KINGS HEALTH CARE DISTRICT 
FINANCE 
POLICIES AND PROCEDURES 

 
PROCUREMENT – in the furtherance of fiscal stewardship, and in compliance with the 
Health Care District Law, for the Sierra Kings Health Care District (referred to as the 
District). 

 
Purpose:  
The purpose of this policy is to ensure good financial stewardship and fairness in the 
marketplace. 
 
Policy: 
It is the policy of the District that the following guidelines govern staff processes and 
procedures related to procurement.   
 

I. Methods for purchasing goods and services 
I. Document the bidding requirement process for goods and services 

II. Describe the Request for Proposal (RFP) process 
III. Outline the selection process 
IV. Assigning authority 

 
I. PURCHASING/RECIEVING 

1. Purchasing Requirements 
Purchases for goods and services for the operations of the District must be 
authorized by the Executive Director and/or the District.  The competitive 
bidding process is used in acquiring goods and services based on certain dollar 
thresholds. 

               Required # 
 For Purchases   Type of Bid  of Bids/Quotes 
 $1,000 to $9,999.99  Informal   2 
 $10,000 to $24,999.99 Informal   3 
 $25,000 and greater  Formal    3 
 

Note: Sole Source Procurement is possible with the appropriate documentation. 
 

For purchases requiring Informal bidding pursuant to the above table, District 
staff is required to obtain informal bids from prospective venders over the 
phone, fax, or e-mail, and any purchase resulting from the informal process must 
comply with the receiving requirements contained below in Section I.2.  For 
purchases requiring Formal bidding pursuant to the above table, District staff is 
required to utilize the Request for Proposal or Request for 
Information/Quotation processes described below in Section III. 
 



 

 

2. Receiving Requirements 
For all purchases, District staff must prepare a detailed request that lists the 
supplies required.  That request must then be approved by the Executive 
Director.  
 
Upon approval, a copy of the approved request must be submitted to the staff 
member assigned the receiving function.  Another staff member other than the 
Financial Representative must perform the receiving function.  This provides 
greater segregation of duties of internal control purposes related to the 
purchasing and receiving function. 
 
When goods and supplies are received, the receiving staff member should verify 
the items ordered to the items received.  The packing slip and other appropriate 
documentation should then be forwarded to the Financial Representative to 
reconcile with the invoice once received. 
 
Goods and supplies received are verified by a staff member (other than the 
Financial Representative) against the purchase order to ensure segregation of 
duties. 

 
II. BIDDING REQUIREMENTS 

District policy requires that competitive bids or request for proposals shall be 
secured for all contracts for goods or services that are proposed to be acquired 
by the District except in the following cases: 

  

• In an emergency when goods or services are immediately necessary for the 
 preservation of the public health, welfare or safety or for the protection of 
 District property. 
 

• When the contract is with a state, federal or local government entity. 
 

• When it is determined that there is but a single source from which the 
goods or  services may be acquired.  Justification for the determination 
must be documented and in the file. 
 

• The District may use a vendor under contract to the County or State in lieu 
of competitive bidding when the County or State contract is selected by 
competitive bidding and the vendor accepts the same terms of the 
contract. 
 

• When in unusual or extraordinary circumstances, the District determines 
   that the best interests of the District would not be served 
 by securing competitive bids or issuing a request for proposal. 
 



 

 

• The District may request multi-year bids for professional services when the 
 Executive Director deems it is in the best interest of the District. 

Multi-year bids for professional services will require an annual contract 
reviewed and renewed each year with the professional service provider by 
the Executive Director or designee.  In no case, will the bid(s) exceed a 
period of five years. 

  
1.   Prohibition of Financial Interest in Contracts 
No Board member, advisory committee member, officer or employee shall 
have any financial interest in any contract made by them in their official 
capacity.  No Board member, advisory committee member, officer or 
employee shall be purchasers at any sale or vendors at any purchase made 
by them in their official capacity.  No Board member, advisory committee 
member, officer or employee shall be interested directly or indirectly in any 
contract or transaction with the District.  No Board member, advisory 
committee member, officer or employee shall receive any commission, 
money, or thing of value, or derive any profit, benefit or advantage directly 
or indirectly from or by reason of any dealings with or service for the 
District, by themselves or otherwise, except any lawful compensation as a 
Board member, advisory committee member, officer or employee. 

 
2.   Prohibition of Incompatible Activities 
No officer or employee shall engage in any activity for compensation that is 
inconsistent, incompatible, in conflict with or equal to their duties as Board 
member, advisory committee member, officer or employee. 

 
3.   Prohibition of Kickbacks 
It shall be unethical to be party to a retainer agreement in order to solicit or 
secure a District contract in exchange for a commission, percentage, 
brokerage, contingent fee, except for retention of bona fide employees or 
bona fide established commercial selling agencies for the purpose of 
securing business. 

 
4.   Prohibition Against Contemporaneous Employment 
 No officer or employee of the District shall accept any employment or 
undertake any activity not a part of their duties where they are to receive 
any compensation, benefit, or advantage of any kind whatsoever there 
from where the subject of such employment or activity is one which is the 
subject of review, regulation, or control of the District or is one which 
otherwise creates a conflict in interest between such outside employment 
and the Board member, advisory committee member, officer or employee 
duties with the District.  The prohibition hereof does not apply where the 



 

 

benefit or advantage to the employee accrues to them merely as a member 
of the public generally or a particular class thereof. 

 
 

5.  Unethical Use of Confidential Information 
It shall be unethical for any current of former Board member, advisory 
committee member, officer, or employee knowingly to use confidential 
information related to any District procurement for actual or anticipated 
personal gain, or for the actual or anticipated personal gain of any other 
person. 

 
6.   Employee Interests in Suppliers 
In order to avoid any actual or apparent conflict of interest, each Board 
member, advisory committee member, officer, or employee must avoid 
making award decisions that affect their personal financial interest or that 
of a family member.  Any such financial interest in a District supplier or 
bidder must be disclosed to the District immediately. 

 
7. Procurement Opportunities 
It is the policy of the District not to discriminate in regard to procurement 
procedures. 

 
III.  REQUEST FOR PROPOSAL (RFP) 
The RFP is used when the District cannot precisely set forth its needs.  Instead of 
specifications, a statement of work is written and the vendors are asked to propose 
solutions.  The RFP will detail what vendors are to submit, the cost for their proposals, 
how the District will evaluate the proposals, select the vendor, and develop the 
contract. 
 
All District RFPs shall include: 

 

• A clear description of the problem to be solved 

• What the bidder is to accomplish.  This would include any desired approach 
 to the problem; practical, policy, technological, and legal limitations; specific 
questions to be answered; description of the items to be delivered; format and 
number of copies of the completed reports; and the extent and nature of the 
assistance and cooperation which will be available to the bidder from the District 
or its designee. 

• Firm or establish time schedules with dates including but not limit to: 
   award of contract, commencement of performance, submission of 
   progress reports, if any, and completion. 

• Whether and to what extent progress payments will be allowed and, if 
   deemed  appropriate, known, or estimated budgetary limitations on the 
   contract price. 



 

 

 
 

• A requirement that the prospective bidder include in the proposal: 
o The professional qualifications of the personnel that the firm will commit to 

the assignment. 
 

o An overall description of the techniques to be used in solving the problem. 
 

o The total cost of the proposal, a detailed breakdown of how it was computed 
and any desired method of payment. 

 
 Throughout the proposal and negotiation process all contact with bidders and 
 prospective contractors shall be at arm’s length to avoid any conflict of interest  

or the appearance thereof. 
 
Other considerations; optional provisions: 

• Description of applicable District contract language. 

• If a sample contract is included, disclaimer language must be included stating that 
it is a sample contract and may or may not reflect final terms and conditions of 
contract. 

• Counsel shall be consulted in the development of complex proposals. 

• The evaluation process, including the criteria and evaluation committee, shall be 
prepared in writing in advance and kept on file prior to the release of the RFP. 
o A prospective bidder shall not be involved in drafting the RFP.  While 

 specifications can be obtained from potential bidders, the 
 District is responsible for ensuring that those specifications are not unduly 
 restrictive. 

 
 1.  Public Notice (Posting Bid Advertisements) 

RFPs will be posted publicly to ensure competition.  The option to create and 
maintain a vendor list for specific professional services will be utilized when it is 
determined and approved by the Executive Director to be most practical. 
 

 
2. Bidding Time and Due Date 
The bidding time will be determined by the District but should be no less than 
ten (10) calendar days after release of RFP and shall provide sufficient time for 
bidders to prepare and submit their bids. 
 
The District may change the bid due date.  Such changes will be issued in writing 
in the form of an addendum to all prospective bidders who receive the original 
RFP documents. 
3. Addendum to RFP 



 

 

An RFP may be amended by the District provided the change is issued in writing 
in the form of an addendum to all vendors who received the original RFP.   
 
4. Specifications 
Specifications contained in the RFP will, where practical, be nonrestrictive so as 
to provide an equal basis for competition and participation by an optimum 
number of qualified bidders.  The final decision as to whether items are equal 
shall rest with the District or its designee.  The District shall have the discretion 
to accept an equal bid if it can be shown that the equal substantially conforms to 
the RFP specifications. 
 
5. Form of Bid 
To receive consideration, bids shall be made on the forms provided by the 
District in the RFP or in a letter containing the information and conditions of the 
terms provided in the RFP. 
 

• All bids must be in ink or typewritten.  All changes or erasures must be 
          initialed in ink. 

• An authorized representative of the vendor must sign the bid. 

• The District reserves the right to waive any informality or irregularity in 
   the bids. 

 
6. Bid Acceptance and Bid Evaluation 
Bids shall be unconditionally accepted without alteration or correction, except as 
authorized in this policy.  Bids shall be evaluated based on the requirements set 
forth in the RFP, which may include criteria to determine acceptability such as 
inspection, testing, quality, workmanship, delivery, or suitability for a particular 
purpose.  Those criteria that will affect the bid price and be considered in 
evaluation for award shall be objectively measurable, such as discounts, 
transportation costs and total or life cycle costs. 
 
After the bids are opened, they shall be evaluated.  The District or the Executive 
Director will designate a chair for the independent evaluation and selection 
committee.  The District or its designee will be consulted for the makeup of the 
selection committee. 
 
All contracts and purchases shall be based strictly upon the face value of the bids 
received.  No secret rebates, discounts, and other consideration can be 
accepted.  Selection shall be made to the bidder whose proposal is determined 
to be the most advantageous to the District.  The evaluation will take into 
consideration price and other evaluation factors set forth in the RFP and in 
subsequent negotiations, such as: 
 

a. The cost, including the effect of taxes. 



 

 

 
b. The quality of the good(s) or service(s) proposed to be supplied, 

conformity with the District’s specifications, and the purpose(s) for which 
they are required. 

 
c. Compliance with all bid requirements, terms, and conditions contained in 

the RFP and this policy. 
 

d. The ability, capacity, and skill of the bidder to perform the contract or 
provide the services required. 

 
e. Whether the bidder can perform the contract within the time specified.   

 
f. The quality of performance of previous contracts or services. 

 
g. The previous and existing compliance by the bidder with the laws relating 

to the contract or services. 
 

h. Uniformity or interchangeability if such factors are important. 
 

i. Other information required by the RFP that has a bearing on the decision 
to select a bid. 

 
 
7. Notice of Cancellation of RFP or Rejection of Bids 
In the event of an RFP cancellation or rejection of bids, all participating bidders 
will be notified.  If all bids are rejected, the reason(s) will be documented in the 
RFP file. 
 
8. Disclosure of Bids After Award 
After a contract has been awarded following an RFP, the bids of all bidders who 
submitted under the RFP shall be open to public inspection at the offices of the 
District by appointment during normal business hours.  The District assumes no 
responsibility for the confidentiality of information offered in a bid. 
 
9. Mistakes in Bid Detected Prior to Bid Opening 
Mistakes in bids detected prior to bid opening may be corrected by the bidder by 
withdrawing the original bid and submitting a corrected bid to the District before 
the bid due date.  If there is not sufficient time prior to the bid due date to 
withdraw the original bid and submit a corrected bid, the bidder or an 
authorized representative may correct the mistake on the face of the original 
bid, provided that the official due date has not yet been reached.  A corrected 
bid must be time-stamped upon re-submission. 
 



 

 

10. Mistakes in Bid Detected During or After Bid Opening 
Bidder mistakes in a bid detected during or after bid opening may not be 
corrected.  If the bidder submits evidence in writing to the District or its designee 
that a mistake has been made by the bidder in the calculation of his bid, the 
District or its designee may allow the bid to be withdrawn, provided the claim of 
mistake and the evidence in support thereof is made and provided within five (5) 
business days after the bid due date. 
 
11. Determination of Nonresponsiveness 
Failure of a bidder to promptly supply information in connection with a bid or an 
inquiry with respect to the vendor’s bid may be grounds for a determination of 
nonresponsiveness, in which case the bid may be rejected. 
 
 

IV.  SELECTION 
Selection shall be made to the bidder whose proposal is determined to be the most 
advantageous to the District. 

 
The evaluation will take into consideration price and other evaluation factors set forth in 
the RFP and in subsequent negotiations. 

 
The contract file shall contain a written explanation of the selection decision. 

 
V.   Authority 
The District Chair is authorized to sign contracts up to $25,000 for nonprogrammatic 
items between regular board meetings. 
 
 


