Exhibit O

RULE 3210
NON-INSTRUCTIONAL SERVICES: Purchasing Services

Purchasing Guides

1. Procedures

The Office of Purchasing shall establish procedures for school administrators and
office heads to obtain goods, equipment, and services essential for the effective
operation of the school system. These procedures shall include a [centralized]
purchase order process, the use of published [BCPS'] catalogs identifying [pre-
approved] materials, supplies, equipment, media, and textbooks approved for
instructional purposes, the use of a [BCPS'] procurement card for SMALL
DOLLAR VALUE purchases [having a dollar value of less than $1,000], and for
the electronic transmission of requisitions and purchase orders.

2. Formal Bids

The Office of Purchasing shall ESTABLISH PROCEDURES FOR THE
ISSUANCE [issue] OF formal bids[, for requirements] in compliance with [state
procurement regulations,] SECTION 8§85-112 OF THE ANNOTATED CODE OF
MARYLAND, EDUCATION ARTICLE.

THE OFFICE OF PURCHASING SHALL ASSIST SPONSORING SCHOOLS
AND OFFICES IN DEVELOPING specifications [for all supplies, equipment,
services, renovations and construction, shall be developed] for the purpose of
obtaining competitive bids. The specifications shall be based on knowledge of use,
functional value, product life cycle, environmental impact, operational safety, and
in observance of all related federal, state, and county building codes.

The specifications shall identify the requirements for bid security, i.e., a bid bond,
certified company or cashier's check, a performance bond, and/or a payment bond.
The bid security shall be provided in an amount not less than five percent (5%) of
the amount of the base bid.

3. Advertisement

All formal bids shall be advertised [in a local newspaper] in accordance with 85-
112, Annotated Code of Maryland, Education Article. ADVERTISEMENTS
SHALL BE PLACED ON THE INTERNET, IN THE MARYLAND
CONTRACT WEEKLY, AND PROMINENTLY POSTED IN THE OFFICE OF
PURCHASING. Notice of formal bids shall also be issued to agencies and
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organizations designated by the Governor's Office of Minority Affairs. The Office
of Purchasing shall have the option of advertising bids in additional publications to
encourage competition and to notify construction industry resources.

. Informal Bids and Price Solicitations

The Office of Purchasing SHALL ESTABLISH PROCEDURES FOR THE
ISSUANCE OF [has the option to issue] informal bids, REQUESTS FOR
PROPOSALS (RFP), AND SOLICITATION OFJor solicit] price quotations [for
requirements having a dollar value less than the statutory bidding requirement.
This judgment is based on the value of the purchase, its function, the length of the
contract, the need to ensure the vendor's performance, to maintain reliable sources
of supply, and to encourage a competitive buying atmosphere]. Informal bids,
RFPs, AND [or] price QUOTATIONS [solicitations] are exempt from the
statutory requirements for advertisement and award of contract.

. INSTRUCTIONAL MATERIALS

BOOKS AND OTHER INSTRUCTIONAL MATERIALS SHALL BE
EVALUATED AND SELECTED IN ACCORDANCE WITH BOARD POLICY
AND SUPERINTENDENT’S RULE 6163.2 — INSTRUCTION, SELECTION OF
INSTRUCTIONAL MATERIALS.

. [5.]Volume Purchases

The Office of Purchasing shall administer the issuance of [bid specifications to
establish] contract(s) [between the Board of Education and award bidders to
establish a fixed price] for use by [BCPS'] schools and offices for the purchase of
selected supplies, equipment, and furnishings. Information on existing state,
county, or local contracts shall be made available to all schools and offices.

. [6.] TIME AND MATERIAL CONTRACTS

A. CONTRACTS MAY BE ESTABLISHED WITH VENDORS TO PERFORM
ON-CALL MAINTENANCE AND REPAIR WORK ON A TIME AND
MATERIAL BASIS.

B. APPROVED VENDORS FOR TIME AND MATERIAL MAINTENANCE
AND REPAIR WORK SHALL BE SELECTED IN ACCORDANCE WITH
THE FORMAL BID PROCESS DESCRIBED ABOVE.

C. ON-CALL TIME AND MATERIAL VENDORS SHALL PROVIDE
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WRITTEN PRICE QUOTES FOR INDIVIDUAL PROJECTS.

. THE MAXIMUM AMOUNT PAID TO A TIME AND MATERIAL

VENDOR FOR A SINGLE PROJECT SHALL NOT EXCEED $100,000.
ANY PROJECT WHICH IS EXPECTED TO EXCEED $100,000 SHALL BE
FORMALLY BID.

TIME AND MATERIAL CONTRACTORS MAY BE USED TO PERFORM
EMERGENCY WORK IN EXCESS OF $100,000 UPON APPROVAL OF A
DECLARED EMERGENCY BY THE PURCHASING MANAGER.

8. [6.] Quality of Goods and Services

The quality standard for goods, equipment, and services shall be established by the
Office of Purchasing on advice of school administrators and office heads. The
basic criteria in determining quality shall be the function and use of the goods,
equipment, or services. Additional factors are availability, product standardization,
packaging, the manufacturer's practices, financial stability, and prior performance
of the award bidder.

9. AWARD OF CONTRACT

TO DETERMINE THE VENDOR TO WHOM A CONTRACT SHOULD BE
AWARDED, THE FOLLOWING CRITERIA MAY BE CONSIDERED:
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THE PURCHASE PRICE

THE REPUTATION OF THE VENDOR’S GOODS OR SERVICES

THE QUALITY OF THE VENDOR’S GOODS OR SERVICES

THE EXTENT TO WHICH THE GOODS OR SERVICES MEET THE
SYSTEM’S NEEDS AND SPECIFICATIONS

THE STANDARDIZATION OF EQUIPMENT OR SUPPLIES

THE VENDOR’S PAST PERFORMANCE WITH THE SYSTEM

THE IMPACT ON THE ABILITY OF THE SYSTEM TO COMPLY WITH
THE LAWS AND REGULATIONS RELATING TO MINORITY BUSINESS
ENTERPRISES

THE TOTAL LONG-TERM COST TO THE SYSTEM TO ACQUIRE THE
VENDOR’S GOODS OR SERVICES

OTHER CRITERIA THAT IS DETERMINED TO BE ESSENTIAL TO THE
DECISION.

10. [7.]Ordering Goods and Services

The Office of Purchasing shall establish PROCEDURES FOR SCHOOLS AND
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OFFICES TO ORDER GOODS AND SERVICES. [and utilize a]A formal
purchase order document MAY [to] serve as a contract or shall act as a
notification against an existing contract between the school system and the
vendor(s). [Procedures for the management of such transactions shall be
documented by the Office of Purchasing.]

11.[8.] Receiving of Goods and Authorization of Payment

The Offices of Purchasing and Accounting shall establish procedures for the
receipt of goods or services delivered to the school building or central office, and
related payment. Instructions shall be provided to [each] school administratorS
AND [or] office headS [for the effective management of federal, state, and local

dollars].
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