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September 9, 2015
5:30 p.m.
Polk County Administration Bldg., Room 120
111 Court Ave., Des Moines

AGENDA

1) Roll Call

2) Public Comments

3) Fourmile Creek Watershed Plan Presentation

4) Easter Lake Park, Lodge - Preliminary Design Presentation
5) Financial Reports

6)  Action on the Minutes of the Previous Meeting(s)

CONSENT AGENDA

Note: These are routine items and will be enacted by one roll call vote without separate discussion unless a Board
Member or member of the public requests an item be removed to be considered separately. Please notify a PCCB
Member to have an item removed.

7)  Action on Bill List

ACTION ITEMS

8) Easter Lake, Water Quality Restoration Projects: Authorizing staff to proceed with construction design details
for Easter Lake restoration and Easter Lake watershed improvements for an amount not to exceed
$19,070,000 and a commitment of $3.2 million in Polk County Water & Land Legacy bonds.

9) Procurement Policy Revisions: Approving Procurement Policy for Polk County Conservation.

BOARD DISCUSSION
10) Director's Report
11) Board Chair and Member's Remarks

ADJOURNMENT

Upcoming Events

IACCB Fall Conference, September 17-19, 2015, Cedar Rapids

Great Outdoors Foundation Annual Celebration, September 18, 2015, Jester Park Lodge
Brown's Woods Grand Reopening, October 7, 4:30-6:30

The information identified on this agenda may be obtained in accessible formats by qualified persons with a disability. To receive information or to
request an accommodation to participate in a meeting, hearing, service, program or activity conducted by this office, contact the Polk County
Conservation Board Office, 11407 NW Jester Park Drive, Granger, 515-323-5300
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Polk County Conservation Board
Jester Park Equestrian Center
11171 NW 103" Court

Granger, 1A

PROCEEDINGS OF THE POLK COUNTY CONSERVATION BOARD

The Polk County Conservation Board met in regular session on Wednesday, August
12, 2015. The meeting was called to order at 5:40 p.m.

#15-0801  Roll Call
Members Present: Northway (lowa Code 21, section 5) participated via
phone, Johnson, Levis
Members Absent: Smith, Cataldo
#15-0802 Public Comments
The following appeared before the Board about the Great Western Trail:
Tim Lane, School Street, Windsor Heights
Greg Peterson, 58" Street, Des Moines,
#15-0803  Financial Reports
No comments.
#15-0804 MOVED BY Levis to approve the July 8, 2015 meeting minutes as written.
Vote Yea: Levis, Northway, Johnson
CONSENT AGENDA
MOVED BY Northway to approve the following Consent Agenda items:
#15-0805  Approving PCCB July 2015 bill list
#15-0806  Approving purchase of four (4) CXT vault toilets from L.B. Foster for

$78,393.23 and the associated costs of $9,000 for a project cost not to
exceed $87,393.23 and authorize the Board Chair to sign the purchase
agreements.

Vote yea: Northway, Johnson, Levis

ACTION ITEMS

Public Hearing on the Chichaqua Valley Trail to Mally's Park connection project. No
one spoke for or against. Public Hearing closed.



#15-0807

08/12/15
Page 2

MOVED BY Leuvis to approve the plans, specifications, form of contract
documents, engineers estimate of $150,000 for the Chichaqua Valley Trall
to Mally's Park Connections project; approve awarding the contract to RW
Excavating & Dozing (13293 S. 88th Avenue W, Prairie City, lowa 50228)
as the low responsive bidder in the amount of $84,854.48 for construction
of the Chichaqua Valley Trail to Mally's Park Connection; and authorizing
the Chair to execute the contract on behalf of the Board.

Vote yea: Johnson, Northway, Levis

Public Hearing on the Great Western Trail Extension project. No one spoke for or
against. Public Hearing closed.

#15-0808

#15-0809

#15-0810

#15-0811

MOVED BY Leuvis to approve the plans, specifications, form of contract
documents, engineers estimate of $154,000; approve awarding the
contract to RW Excavating & Dozing (13293 S. 88th Avenue W, Prairie
City, lowa 50228) as the low responsive bidder in the amount of
$128,527.46 for construction of the Great Western Trail extension; and
authorizing the Chair to execute the contract on behalf of the Board.
Vote Yea: Northway, Levis, Johnson

Moved by Northway to approve recommending to Polk County Board of
Supervisors for their action and conveyance of an electrical easement to
MidAmerican Easement at Fort Des Moines Park.

Vote yea: Levis, Northway, Johnson

Moved by Levis to approve the prairie hay harvesting from selected
areas at Chichaqua Bottoms Greenbelt to the highest responsive bidder
Paul Overturff for an estimated revenue amount of $31,847 and
authorizing the Director or his designee to finalize the agreement for said
services.

Vote yea: Johnson, Northway, Levis

Moved by Levis to approve Amendment #4 of the Jester Park
Improvement design contract with RDG Planning and Design for an
amount not to exceed $350,000 and authorizing the Chair to
execute said contract on behalf of the Board.

Vote yea: Northway, Johnson, Levis

BOARD DISCUSSION

#15-0812

Internship Program Presentation

Clarke Johnson, Parks Superintendent, indicated policies and procedures
for internship program for PCC was being developed. This would be a
year-round program.



#15-0813

#15-0814

#15-0815

#15-0816
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Director reported on the following:

Conservation Corps of Conservation Minnesota/lowa — Letter of
Interest

Four Mile Creek Watershed Management Authority, won Governors
award for overall environmental excellence

Great Western Trail update

Mally’s Connection update

Director’'s Report will be coming soon to the Board

Board Chair and Member’'s Remarks

Chair Johnson reported she would be sending survey monkey to Board
Members to conduct the Director's Evaluation. Survey Monkey will
collate responses for her. Hope to have back in time for review at the
October Board meeting. Board Members were asked to email her with
any questions they would like asked.

Northway asked about engaging high school individuals as a part of
the Internship Program Johnson discussed earlier. Johnson said yes
he will be reaching out to high school individuals.

Moved by Levis to go into closed session pursuant to lowa Code

Section 21.5(j) for the purpose of discussing the purchase of particular real
estate where premature discussion could reasonably increase the price of the
property.

Vote Yea: Levis, Johnson, Northway

Meeting adjourned at 6:41 p.m.



Date September 9, 2015

POL @\/ Agenda Item No. 8 ACTION
4

COUNT Roll Call No. 15-0908

Submitted by: Douglas C. Romig
CONSERVA ON Deputy Director

AGENDA HEADING:

Authorizing staff to proceed with construction design details for Easter Lake restoration and Easter
Lake watershed improvements for an amount not to exceed $19,070,000 and a commitment of $3.2
million in Polk County Water & Land Legacy bonds.

SYNOPSIS:

Authorizing Polk County Conservation staff to proceed with contract bid documents for Easter Lake
water quality improvements (Easter Lake restoration and Easter Lake watershed restoration)
including but not limited to: fish rearing pond and spillway; dredging, grade control and drainage;
dikes, jetties, fish habitat, shoreline restoration and outlet structure rehabilitation.

FISCAL IMPACT:

Amount: Estimated Cost - $19,070,000
Easter Lake Restoration estimate: $12,045,000

Easter Lake Watershed Restoration estimate: $ 7,025,000

Funding Source: $ 3.2 million; Polk County Water and Land Legacy
$15.87 million; Other

ADDITIONAL INFORMATION:

One of the major elements of the Polk County Water & Land Legacy bond is improving water
quality. Within the initial bond planning documents, $1.7 million has been identified to leverage and
support implementation of the Easter Lake master plan which includes improving water quality and
reducing erosion within the lake in addition to reducing sediment deposits from up-stream. To date
approximately $300,000 has been expended on Easter Lake improvements leaving an available
balance of $1.4 million for the planned water quality work. In order to complete the basic elements
of these plans an additional $2.2 million is needed from the bond proceeds.

The current request before the Polk County Conservation Board (PCCB) is for authorization to
proceed with the development and publication of construction plans and specifications for Easter
Lake restoration (dredging, shoreline, fish habitat, etc.) and watershed restoration work along the
streams feeding into the lake. Extensive work has been completed in development of the
conceptual plans that includes identifying shoreline restoration work; dredging areas, improving
habitat conditions and establishing a fish rearing pond. Upon Board approval, staff will work with
our consultant and engineer to prepare bid documents and identify potential savings as it is
expected to take two years under four separate contracts to complete all phases of this plan.

Polk County Conservation staff have been working with Mike McGhee, consultant (former Lake
Restoration Coordinator with the lowa Department of Natural Resources) and Snyder Engineering
to generate the initial conceptual plans and are now seeking authorization to develop bid
specifications for public letting.
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The above referenced projects will be broken down into four separate construction contracts that do
not include architectural and engineering fees which are noted in a lump sum under each major
project category below:

Contract | includes: Fish rearing pond, gate value control, spillway, shoreline and erosion control
improvements - $561,000

Contract Il includes: Water control structure, ditch checks and excavation work - $376,000

Contract lll includes: Dredge piping, dredging, debris removal, erosion control - $6,465,000

Contract IV includes: Shoreline restoration, jetties and in-lake fish habitat. - $2,610,000

The construction contract breakdown will allow Polk County Conservation to seek local bids,
expedite renovation work and coordinate overall logistics related to the complete scope of work
need to implement the water quality improvement projects.

Breakdown of the two major projects (Lake Restoration and Watershed Restoration)

Lake Restoration
Amount:

Funding Source:

$12,045,000
$ 9,100,000
$ 1,765,000
$ 280,000
$ 900,000

$12,045,000
$ 3,120,000
$ 8,925,000

Construction

Architectural, Engineering & Permits
J.C. White Land Acquisition
Contingency (10%)

PCWLL bond
lowa DNR Lake Restoration Grants

Leverage impact: 26% PCCB and 74% IDNR

Watershed Restoration

Amount:

Funding Source:

$7,025,000
$ 5,746,500
$ 500,000
$ 778,500

$7,025,000
$ 469,000
$ 974,190
$ 2,275,310
$ 2,159,300
$ 302,000
$ 443,000
$ 402,200

Construction
Architectural, Engineering & Permits
Contract Management and Monitoring

PCWLL bond

lowa DNR Lake Restoration Grants

EPA/DNR 319 Funding

Local Government

lowa Department of Agriculture and Land Stewardship
Natural Resources Conservation Service

Landowners

Leverage Impact: 7% PCCB and 93% Other
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Implementation of the complete Easter Lake Master Plan is estimated to cost approximately $32.0
million. To date the following projects have been completed:

» Phase | and Il of the Ackelson trail $2,350,000
> Covered Bridge restoration has been $ 62,714
» J.C. White property has been acquired for the lake dredging spoils $ 279,894
» Water quality improvement with installation of 1 of the 3 rain gardens $ 50,000
Total $2,742,608
Future work includes the following:
> Phase Il of the Ackelson trail $ 2,100,000
» Watershed and lake quality improvements $19,069,000
» Easter Lake Lodge $ 8,000,000
Total $29,169,000

As staff prepares construction bid documents we will work with our consultant and engineering firm
to value engineer and prioritize work elements within each contract to maximize the environmental
benefits to Easter Lake.

PREVIOUS BOARD ACTION(S):

Date: October 10, 2012

Roll Call Number: N/A

Action: Authorizing staff to commit the necessary funds toward the partnership grant application
(319 funding) related to the Easter Lake watershed project. 3 - Yeas / 2 Absent

Date: May 14, 2003

Roll Call Number: N/A

Action: Approved Easter Lake master plan and directed staff to bring back to the board within 60-
days a 10 year implementation plan. 5 - Yeas / 0 Nay's

RECOMMENDATION:

Authorizing Polk County Conservation Director or his designee to issue competitive bids for Easter
Lake improvements and Easter Lake watershed improvements in an amount not to exceed
$19,070,000 and authorization to commit up to $3.2 million of Agency funds towards said
improvements.

For more information on this and other agenda items, please Polk County Conservation Office at 515-323-5300 or
visit the office (11407 NW Jester Drive, Granger, lowa). Polk County Conservation Board agendas are available
to the public at the Polk County Conservation Office on Monday afternoon preceding Wednesday’s Board meeting.
Citizens can also view the Board agenda on Agency's website at pccb_info@polkcountyiowa.gov or request to
receive meeting notices and agendas by email by calling the office or sending their request via email to
cynthia.lentz@polkcountyiowa.gov.
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Date September 9, 2015

POL %\/ Agenda Item No. 9 ACTION
4

COUNT Roll Call No. 15-0909

Submitted by: Douglas C. Romig
CONSERVA ON Deputy Director

AGENDA HEADING:
Approving Procurement Policy for Polk County Conservation.

SYNOPSIS:

Approval of the revised Procurement Policy for Polk County Conservation employees identifying
purchase limits and procurement authority.

FISCAL IMPACT: N/A

Amount:

Funding Source:

ADDITIONAL INFORMATION:

Polk County Conservation staff are going through our Administrative Manual and reviewing each Board
Policy for relevance, clarity and functionality. Additionally, staff is developing internal procedures to aid
current and new employees in understanding what is expected of them regarding implementation of
Board adopted policies.

It is the staff recommendation that the Board adopts the Procurement Policy attached to this
communication which establishes the purchasing threshold limits, identifies various processes based on
type of procurement; authorizes key employees various procurement rights based on the cost of
products or services; and establishes the Agency's disposition of used equipment and furnishings.

The Board Policy being requested for adoption is the first page of the packet. The following pages with
the heading PROCUREMENT PROCESS is the procedure to further explain and provide examples for
staff but is not a part of the policy being requested for Board approval.

PREVIOUS BOARD ACTION(S):

Date: March 13, 2013

Roll Call Number: N/A

Action: Approved Revisions to the 2011 approved policy.

RECOMMENDATION:
Approval of Polk County Conservation Procurement Policy effective immediately.

For more information on this and other agenda items, please Polk County Conservation Office at 515-323-5300 or
visit the office (11407 NW Jester Drive, Granger, lowa). Polk County Conservation Board agendas are available
to the public at the Polk County Conservation Office on Monday afternoon preceding Wednesday’s Board meeting.
Citizens can also view the Board agenda on Agency's website at pccb_info@polkcountyiowa.gov or request to
receive meeting notices and agendas by email by calling the office or sending their request via email to
cynthia.lentz@polkcountyiowa.gov.




PROCUREMENT POLICY

PCC Approval 09/09/15

Dollar Amount

Process

Authority

$0.01-$100.00

Petty Cash

Field staff approved by Unit
Manager and Unit Managers

$100-$5,000

Direct Pay (Charge accounts), No Quotes
Required

Field staff approved by Unit
Manager and Unit Managers

$5,000-$10,000

Written or fax quotes -- three
recommended ( two are required)

Unit Manager with budget
approval by Accountant

$10,000 + Informal Competitive Quotes for Unit Manager approved by
equipment, supplies and services Deputy Director/Director and
Three formal quotes recommended (two PCCB approval.
are required)
Public Improvements
$10,000 - Informal Competitive Quotes Unit Manager approved by
$93,000 Three formal quotes recommended (two Deputy Director/Director and
are required ) PCCB approval.
$93,001 - Formal Competitive Quotes (Sealed Bids) | Unit Manager approved by
$135,000 Three formal quotes recommended two Deputy Director/Director and

are required )

PCCB approval.

Over $135,000

Formal Competitive Quotes

(Sealed Bids)

Three formal quotes recommended (two
are required)

May require bid bond

Official Publication published 4 - 45 days
from date of bid opening and placed on
PCC website

Award of bid date shall be published and
placed on PCCB agenda 4 - 20 days prior
to the Board meeting date.

Unit Manager approved by
Deputy Director/Director and
PCCB approval.

Petty Cash:

Purchases using PCC cash on hand or personal funds with original receipt.

Direct Pay/No Quotes:

Supplies and materials less than $5,000 purchased with PCC credit card or established charge
account with original receipt.

Informal Competitive Quotes:
Use of Bid tabulation form detailing bid specifications, list of bidders and tabulation of returned bids
with staff recommendation to Accountant.

Formal Competitive Quotes:

Sealed Bids/RFP's with deadline date and time; public bid opening and tabulation. May require
architect/engineer specifications and bid bond. Published Notice and Public Hearing required for
public improvements.

Threshold Adjustment:
Threshold limits shall be adjusted annually based on the lowa Department of Transportation's Bid and
Quote Thresholds for lowa Counties.

Disposition of Real Property:

Disposal of real property shall be managed by Polk County Conservation employees following Polk
County guidelines and reported to the Board on an as needed basis when disposition occurs.

15



PROCUREMENT PROCESS

Purpose
The purpose of this directive is to outline guidelines for employees for purchasing supplies, services,
equipment, and for public improvements.

Applicability

This directive is applicable to any employee who is authorized to purchase supplies, services,
equipment and public improvements for Polk County Conservation Board (PCCB) and complies with
or exceeds requirements of State Code Statutes.

Definitions
Supplies: Supplies are consumable goods purchased to maintain operations on an annual basis.

Services/Contracts/Agreements: Services are work done or duty performed by outside source and
Contracts/Agreements are the written documents that describe the terms for supplying services.

Equipment Purchases: Goods purchased for some purpose; i.e., to do repair or maintenance work,
transportation, etc.

Public Improvements: means a building or construction work which is constructed under the control of
a governmental entity and is paid for in whole or in part with funds of the governmental entity,
including a building or improvement constructed or operated jointly with any other public or private
agency, emergency work or repair or maintenance work performed by employees of a governmental
entity.

Notice to Bidders: Notice of project name; agency name; project ID number; date, time and location
Bids can be picked up; contact information for bid packets; date/time sealed bids are due; public
letting of bid responses indicating that the bids will be read aloud; and date of public hearing by the
PCCB Board for bid award. Additionally, PCC shall post all bid projects in excess of $50,000 on its
website.

Invitation to Bid (ITB): Invitation to vendors, through a bidding process, to submit a proposal on a
specific project to be realized or product or service to be furnished.

Request for Proposal (RFP): Document that is posted to bring out bids from potential vendors for a
product or service. An RFP is part of an organization’s procurement process, which begins with an
assessment of needs and ends with delivery and/or support of the finished product or service. RFP is
typically used when competitive bidding is either not practicable or not advantageous to PCCB.

Request for Qualification (RFQ): RFQ is issued when exploring or seeking to retain the services of an
architect, engineer, or other professional. These fees are not statutorily part of the competitive
bid/quote process, however, may be used.

DOCUMENTATION REQUIREMENTS
e Quotes/bids shall be submitted to the Accountant. Quotes/bids shall be scanned and
maintained for three years.
e Documentation of rationale used for selections shall be submitted to Accountant.

GRANTS

When working with grants all of the requirements identified in this policy apply unless the conditions
outlined in the grant are more stringent in which case those conditions shall apply. Accountant shall
be notified of all grant activity (application, approval notices, etc.)



IOWA & LOCAL PREFERENCE -

By virtue of statutory authority, preference will be given to products and provisions grown and
produced within the State of lowa. To qualify businesses with headquarters, or headquarters of its
parent or holding company must reside within the corporate limits of Polk County, lowa.

At the discretion of the PCCB, preference may be given to Polk County vendors who produce goods
or maintain an office in Polk County. Notification of this preference will be included in quote/bid
solicitation.

Further, it shall be policy to actively solicit and seek out local vendors of goods and services and to
encourage local vendors to stock and supply lowa-made products.

FEDERAL, STATE, COUNTY AND MUNICIPAL CONTRACTS
Existing contracts available through current Federal, State or County government agencies may be
considered, if competitive.

SPLIT PURCHASING (IOWA CODE, CHAPTER 26)
Purchases are not to be broken into smaller quantities to avoid following purchasing guidelines.

TAX EXEMPT
When making any purchase, vendors shall be notified that PCCB is a tax exempt entity. Sales Tax
Exemption Certificates may be obtained from the Administration office.

SOLE SOURCE PURCHASE

A purchase may be awarded without competition when the Director determines after a good faith
review of available sources that there is only one source for the required goods or services. The
basis of the determination shall be documented and maintained on file.

EMERGENCIES

In emergency situations (defined as immediate public health and welfare) the Director may spend up
to $25,000 as necessary to meet the needs of the emergency within 48 hours and inform the PCCB of
any emergency spending as soon as possible.

Emergency expenses of $5,000 to $25,000 shall be reviewed by PCCB Accountant.

DISPOSAL OF COUNTY PROPERTY -

Unit Managers shall work with Equipment Maintenance Superintendent on equipment disposals. The
Equipment Superintendent shall maintain a list of equipment that goes to County auction and shall
submit the list of equipment to the Administrative Supervisor to update PCC's inventory.

Disposal of property other than equipment shall be coordinated between the Unit Manager and
Deputy Director.

THRESHOLD LIMITS ESTABLISHMENT
The procurement threshold limits shall automatically adjust annually upon the published Bid and
Quote Thresholds for Counties by the lowa Department of Transportation.

SUPPLIES/EQUIPMENT

Prior Approval Requirements

Unit Deputy /
Amount Levels Process # Manager Accountant Director PCCB
$5,000 or Less S&E-1 X
$5,000 - 10,000 S&E-2 X X X
Greater than $10,000 S&E-3 X X X X




The following are guidelines for the purchase of supplies:

#S&E 1: $5,000 OR LESS

No quotes required; however compare prices as a careful consumer.

Employee's responsibility to get unit manager's approval prior to purchase.

Obtain purchase order (PO) if invoice is not obtainable at time of purchase; employee's
responsibility to get PO.

Pack slip(s) and/or invoice(s) must be submitted to Unit Manager or their designee for
approval and for proper expense coding.

Unit Manager or their designee responsible for submitting pack slip(s) and/or invoices promptly
to Administration office for payment

Examples: hand tools; cameras; chainsaws; outdoor power products; general office supplies; ladder;
binoculars; tires; filters

#S&E-2: $5,000 - $10,000

Obtaining three quotes recommended, two are required

Bid requests shall be in written form (company letterhead/email/fax) Information about
supply/equipment needs to be specific as it is the vendor's responsibility to quote accordingly.
Request for purchase shall be made to the Accountant minimum of one week in advance of
when purchase is made and shall include quote information

Accountant shall present purchase request to Deputy Director/Director for approval and shall
notify employee of action.

Obtain purchase order (PO) if invoice is not obtainable at time of purchase; employee's
responsibility to get PO.

Pack slip(s) and/or invoice(s) must be submitted to Unit Manager or their designee for approval
and for proper expense coding.

Unit Manager or their designee responsible for submitting pack slip(s) and/or invoices promptly
to Administration office for payment

Examples: seed; chemicals; rock; some trailers; ATVs; snow blades

#S&E-3: Greater than $10,000

To get a particular quality or feature(s) for a product, use an Invitation to Bid (ITB). ITB's are
not required but is recommended. Deputy Director shall make the determination.

Obtaining three quotes recommended, two are required.

Bid requests shall be in written form (company letterhead/email/fax) Information about
supply/equipment needs to be specific as it is the vendor's responsibility to quote accordingly.
Request for purchase shall be made to the Accountant minimum of two weeks in advance of
when purchase would like to be made and shall include quote information.

Accountant shall present purchase request to Deputy Director/Director for approval and shall
notify employee of action.

Upon Deputy Director/Director approval, item will be placed on PCCB's next monthly meeting
agenda. Unit manager or their designee will prepare written information for the PCCB's
meeting packet at least one week in advance of the date of the PCCB meeting.

Upon PCCB approval, Unit Manager or their designee shall obtain purchase order (PO) if
invoice is not obtainable at time of purchase.

Pack slip(s) and/or invoice(s) must be submitted to Unit Manager or their designee for approval
and for proper expense coding.

Unit Manager or their designee responsible for submitting pack slip(s) and/or invoices promptly
to Administration office for payment.

For equipment purchases, Unit Manager or their designee shall complete inventory sheet
along with copy of invoice to Administrative Supervisor immediately following purchase.



Examples: playground softfall material; vehicles; tractors; trail maintenance equipment; chippers

SERVICES/CONTRACTS-AGREEMENTS
(INCLUDES PROFESSIONAL CONSULTING SERVICES)

Services

For services that don't fall within service contracts and professional consulting services below, follow
the same amount guidelines as identified for supplies/equipment. Examples: public speakers; pest
control; repairs to equipment/buildings & grounds by outside sources

Service Contracts
An Invitation to Bidders may be issued and shall include a purchase description and all contractual
terms and conditions applicable to the purchase.

A Public Notice in the newspaper is not required but may be done, if it is considered to be of special
interest to vendors or the public. Deputy Director shall make the determination. Examples of services
that might go through the bid process: haying ground; refuse disposal; cleaning services.

Contracts (Code of lowa, 573.2)

Make sure truly independent contract. Be sure to not make the person(s) an employee(s). As an aid
to determining whether an individual is an employee under the common law rules, 20 factors or
elements have been identified as indicating whether sufficient control is present to establish an
employer-employee relationship. Go to: http://www.mdc.edu/hr/Operations/AFS/IRSFactorTest.pdf

Contracts-Agreements (Includes Professional Consulting Services)

Less than $10,000

= Request for professional consulting services shall be made to the Accountant a minimum of
one week in advance of when services are needed along with documentation explaining
rationale for selection.

= No Request For Qualifications or required.

= Accountant shall present request to Deputy Director/Director for approval and shall notify
employee of action.

= Written contract required with Director's or their designee's signature.

= Orignial signed contract shall be submitted to Accountant.

= |nvoice(s) must be submitted to Unit Manager or their designee for approval and for proper
expense coding.

= Unit Manager or their designee responsible for submitting invoices promptly to Administration
office for payment.

Greater than $10,000

= Request for professional consulting services shall be made to the Accountant a minimum of
two weeks in advance of when services are needed.

= Request For Qualifications (RFQ) may be issued - Deputy Director shall make the
determination.

= |ndividuals with known qualifications may be sent a copy of the RFQ or notified in some other
manner.

= Public notice in the newspaper is not required, but may be done if it is considered to be of
special interest to vendors or the public - Deputy Director shall make the determination.

= Document rationale for selection and submit to Accountant.

= Upon Deputy Director/Director approval, item will be placed on PCCB's next monthly meeting
agenda. Unit manager or their designee will prepare written information for the PCCB's
meeting packet at least one week in advance of the date of the PCCB meeting. Contract or
agreement should be included if available.


http://www.mdc.edu/hr/Operations/AFS/IRSFactorTest.pdf�

= Unit Manager shall provide Accountant with contract/agreement prior to Board meeting when
possible.

= PCCB Chair shall sign contracts or agreements unless Board authorizes designee through
Board action.

= Original signed contract shall be submitted to Accountant

Examples of Contracts/Agreements include: project design work; FEMA consulting; master planning

Contracts (Code of lowa, 573.2)

Make sure truly independent contract. Be sure to not make the person(s) an employee(s). As an aid
to determining whether an individual is an employee under the common law rules, 20 factors or
elements have been identified as indicating whether sufficient control is present to establish an
employer-employee relationship. Go to:

http://www.mdc.edu/hr/Operations/AFS/IRSFactorTest.pdf

PUBLIC IMPROVEMENTS (Chapter 26 and Chapter 573, Code of lowa)

Procurement thresholds shall be updated annually and shall be based on the published lowa
Department of Transportation Bid and Quote Thresholds for lowa Counties.

2015 Thresholds Prior Approval Requirements
Unit Deputy /
Amount Levels Process # Manager Accountant Director PCCB
Less than $10,000 PI-1 X X X
$10,000 - $93,000 PI-2 X X X X
$93,001 - $135,000 PI-3 X X X X
Greater than $135,000 PI-4 X X X X

#PI- 1 LESS THAN $10,000 (Informal Competitive Quotes)

Obtaining three quotes recommended, two are required.

= Bid requests shall be in written form (company letterhead/email/fax). Information about public
improvement needs to be specific as it is the contractor's responsibility to quote accordingly.

= Request for use of funds for public improvement(s) shall be made to the Accountant minimum
of two weeks in advance of start of project and shall include quote information.

= Accountant shall present improvement request to Deputy Director/Director for approval and
shall notify employee of action.

= Obtain purchase order (PO) if invoice is not obtainable at time of purchase(s); employee's
responsibility to get PO.

= Pack slip(s) and/or invoice(s) must be submitted to Unit Manager or their designee for approval
and for proper expense coding.

= Unit Manager or their designee responsible for submitting pack slip(s) and/or invoices promptly
to Administration office for payment.

Examples: interpretive/informational signs; utility hookups; reroofing

#PI- 2 $10,000 - $93,000 (Informal Competitive Quotes)

Obtaining three quotes recommended, two are required.

= Bid requests shall be in written form (company letterhead/email/fax). Information about public
improvement needs to be specific as it is the contractor's responsibility to quote accordingly.

= Request for use of funds for public improvement(s) shall be made to the Accountant minimum
of one month in advance of start of project and shall include quote information.

= Accountant shall present improvement request to Deputy Director/Director for approval and
shall notify employee of action.
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Upon Deputy Director/Director approval, project will be placed on PCCB's monthly meeting
agenda. Unit manager or their designee will prepare written information for the PCCB's
meeting packet at least one week in advance of the date of the PCCB meeting.

Performance bond and payment bond necessary for projects over $25,000.

Consult with Polk County's Risk Management Department on Insurance Requirements for
each project.

Pack slip(s) and/or invoice(s) must be submitted to Unit Manager or their designee for approval
and for proper expense coding.

Unit Manager or their designee responsible for submitting pack slip(s) and/or invoices promptly
to Administration office for payment.

Examples: picnic shelters; vault toilets; campground electrification

#P1-3:

$93,001 — $135,000 (Formal Competitive Quotes - Sealed Bid)

Obtaining three formal quotes recommended, two are required.

Contractor's shall provide quotes based on description of work to be performed provided by
PCCB, including the plans and specifications prepared by a licensed architect, landscape
architect, or engineer, if applicable.

Designate the time, place, and manner for filing quote.

All bid projects in excess of $50,000 shall be posted on the PCC's website.

Projects proposed to be completed "in house" over #67,000 should be competitively bid.
Request for use of funds for public improvement(s) shall be made to the Accountant a
minimum of two months in advance of start of project and shall include quote information.
Accountant shall present improvement request to Deputy Director/Director for approval and
shall notify employee of action.

Upon Deputy Director/Director approval, project will be placed on PCCB's monthly meeting
agenda. Unit manager or their designee will prepare written information for the PCCB's
meeting packet at least one week in advance of the date of the PCCB meeting.

Performance bond and payment bond necessary for projects over $25,000

Retainage up to 5% of work completed governed by Chapter 573. Early release of retainage
based on substantial completion.

Consult with Polk County's Risk Management Department on Insurance Requirements for
each project.

Pack slip(s) and/or invoice(s) must be submitted to Unit Manager or their designee for
approval and for proper expense coding.

Unit Manager or their designee responsible for submitting pack slip(s) and/or invoices promptly
to Administration office for payment.

Examples: larger shelters; shower buildings; trail bridge

#PI-4:

Greater than $135,000 (Formal Competitive Quotes - Sealed Bid)

Licensed engineer, landscape architect or architect shall prepare plans, specs, and establish
the estimated cost of the project.

A Request for Qualifications (RFQ) may be issued when seeking these services, but is not
required. Deputy Director shall make this determination.

These fees are not statutorily part of the competitive bid/quote. Rationale for making selection
shall be documented and submitted to Accountant.

Deputy Director/Director approval of licensed engineer, landscape architect, or architect
required. If approved, selection will be placed on the PCCB's monthly meeting agenda. Unit
manager or their designee will prepare written information for the PCCB's meeting packet at
least one week in advance of the date of the PCCB meeting.

Upon completion of the plans and specifications an Official Publication shall be published for
the Request for Proposal (RFP) or ITB not less than 4 days nor more than 45 days from date
sealed bids are due. Notification of intent to procure deliverables shall also be placed on the
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PCC website and when possible direct delivered to potential responders via U.S. Postal
Service or email.

= Awarding of bid date and date of public hearing shall be placed in the Official Publication.

= Contract award shall be held through a Public Hearing at a PCCB meeting. The Board will
approve plans, specifications, form of contract documents and the engineer/architect's
estimate and designating lowest responsible bidder.

= Notice of Public Hearing shall be published 4 to 20 days prior to the date of Board meeting.

= Public hearing and award of bid will be placed on the PCCB's monthly meeting agenda.

= Unit manager or their designee will prepare written information for the PCCB's meeting packet
at least one week in advance of the date of the PCCB meeting.

= Performance bond and payment bond necessary for projects over $25,000 for amount of
project.

» Retainage of 5% of work completed governed by Chapter 573. Early release of retainage
based on substantial completion.

=  Minimum of 5% Bid Bond is required (not to exceed 10%)

= Consult with Polk County's Risk Management Department on Insurance Requirements for
each project.

» Pack slip(s) and/or invoice(s) must be submitted to Unit Manager or their designee for approval
and for proper expense coding.

= Unit Manager or their designee responsible for submitting pack slip(s) and/or invoices promptly
to Administration office for payment.

Examples: administration buildings; bridges; trails; lake/river stabilization
Summary: State law, County and administrative policies combine and interact to create a sometimes,
complex procurement system. Divisions are not expected to completely know or understand that

system, and should rely on the PCC Accountant or Deputy Director for help. Feel free to contact Carol
Ann at (515) 323-5368 or Doug Romig at (515) 323-5355.
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