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I. Purpose 

 

The purpose of this policy is to establish purchasing procedures to be utilized by all 

Maine County Commissioners Association (MCCA) employees, as well as committees 

that receive budgetary appropriations from the MCCA. 

 

It is the responsibility of the MCCA’s employees and committees to purchase goods or 

services that provide the best value consistent with the needs of the MCCA.  The goods 

and services shall be purchased within the restrictions of the budgeted funds available.  

Unless otherwise provided by law, the MCCA shall make purchases of goods or services 

as stated in this policy. 

 

II. Purchases, Bids, Awards, and Contracts 

 

A. Purchases for goods or services which involve expenditures of less than $1,000 may 

be made after the MCCA’s Executive Director/Purchasing Agent or her/his designee 

has shopped for the best all-around price and quality for the product or service desired 

and approved by the Executive Director.  Board and committee purchases must be 

approved by the board or committee chairperson and the MCCA Executive Director. 

 

B. Purchases from approved vendors “on account” must be approved in advance by the 

Executive Director when the cumulative monthly total will exceed $500. 

 

C. Purchases for goods or services, which involve expenditures with a cumulative total 

of $1,000 to $5,000, may be made after at least three (3) recorded quotations are 

received and approved by the Executive Director.  (See attached form.)  The 

competitive bid process described below may also be used if the MCCA Executive 

Director or the Board of Directors determines that it is in the best interests of the 

MCCA for situations such as complex technical needs or services.   

 

D. The MCCA may accept contract pricing for goods or services; however, it is not 

obligated to purchase from a vendor who guarantees a rate if a lower price is 

available. 

 

E. The procurement of goods or services, which involves expenditures of more than 

$5,000, must be done through a competitive bid process under the direction of the 

Executive Director. 

 

III. Competitive Bid Process 

 

A. The MCCA Executive Director shall ensure that the invitation to bid includes: 

 

1. Specifications for the goods or services  
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2. Public notice given on the MCCA web site and in local newspapers as 

determined by the MCCA Executive Director. 

3. Statement that sealed bids will be accepted. 

4. Statement of the time and place of the public bid opening. 

 

B. Bids may be awarded to the lowest bidder who meets the specifications and 

submits proper insurance requirements, if applicable.  However, if supporting 

information presented recommends another bid, the Board of Directors may 

award the bid to another bidder who better meets requirements.  In any case, the 

Board of Directors shall make the final decision if supporting information justifies 

other than the low bid be awarded.   The Board of Directors may reject any or all 

bids, if it deems it is in the best interest of the MCCA to do so.   

 

C. The Board of Directors may waive the competitive bid process when: 

 

1. Emergencies or justifiable special circumstances require the timely 

procurement of goods or services; 

2. There is only one source of supplier; or 

3. The service or products are received through the state or other joint bid 

processes. 

 

IV. Payment for Goods or Services 

 

A.  Payment requests for any purchases of $1,000 or more must include: 

 

1. Requisition/Invoice signed as approved by Executive Director and MCCA 

Secretary-Treasurer; 

2. Account to be charged written on the Requisition Form; and 

3. Invoice. 

 

B. Payment requests for purchases less than $1,000 must include: 

 

 Invoice with the account to be charged written on the invoice and signed as 

approved by the Executive Director. 

 

C. Credit Card Purchases 

 

TThhee  EExxeeccuuttiivvee  DDiirreeccttoorr  iiss  tthhee  oonnllyy  ppeerrssoonn  wwhhoo  ccaann  aauutthhoorriizzee  tthhee  iissssuuaannccee  ooff  aa  nneeww  

ccrreeddiitt  ccaarrdd..    AAllll  rreeqquueessttss  sshhaallll  bbee  ssuubbmmiitttteedd  ffrroomm  ddeeppaarrttmmeenntt  mmaannaaggeerr  ttoo  tthhee  

EExxeeccuuttiivvee  DDiirreeccttoorr  iinn  wwrriittiinngg..  

  

            TThhee  uussee  ooff  aa  MMCCCCAA  ccrreeddiitt  ccaarrdd  iiss  ssuubbjjeecctt  ttoo  tthhee  ffoolllloowwiinngg  rreessttrriiccttiioonnss::  

  

11..  NNoo  ccaasshh  aaddvvaanncceess  
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22..  TThhee  ccrreeddiitt  ccaarrdd  lliimmiitt  sshhaallll  bbee  $$22,,550000..  

33..  NNoo  ppeerrssoonnaall  oorr  pprriivvaattee  eexxppeennddiittuurreess    

44..  NNoo  rreegguullaarr  ooppeerraattiinngg  eexxppeennsseess  ((ee..gg..,,  mmoonntthhllyy  tteelleepphhoonnee  cchhaarrggeess,,  ooffffiiccee  ssuupppplliieess,,  

eettcc..))  

55..  NNoo  cchhaarrggeess  ffrroomm  aaccttiivvee  vveennddoorrss  oorr  vveennddoorrss  tthhaatt  wwiillll  iinnvvooiiccee  MMCCCCAA    

66..  NNoo  llaattee  ffeeeess  oorr  iinntteerreesstt  ppaayymmeennttss  sshhaallll  bbee  rreeiimmbbuurrsseedd;;  tthheessee  aarree  tthhee  ppeerrssoonnaall  

rreessppoonnssiibbiilliittyy  ooff  tthhee  ccaarrdd  hhoollddeerr  iiff  tthhee  cchhaarrggeess  aarree  dduuee  ttoo  tthhee  eemmppllooyyeeee''ss  llaattee  

ssuubbmmiissssiioonn  ooff  tthhee  nneecceessssaarryy  iinnvvooiiccee//rreecceeiipptt,,  aanndd  mmuusstt  bbee  ppaaiidd  wwiitthhiinn  ssiixxttyy  ((6600))  

ddaayyss..  

ii..  IIff  tthheerree  aarree  tthhrreeee  ((33))  iinnssttaanncceess  ooff  iinntteerreesstt  aanndd//oorr  llaattee  ffeeeess  iinn  aannyy  ttwweennttyy--

ffoouurr  ((2244))  mmoonntthh  ppeerriioodd  aass  aa  rreessuulltt  ooff  tthhee  eemmppllooyyeeee''ss  llaattee  ssuubbmmiissssiioonn  ooff  tthhee  

nneecceessssaarryy  iinnvvooiiccee//rreecceeiipptt,,  tthhee  ccaarrdd  wwiillll  bbee  ccaanncceelllleedd..    

77..  AA  ddeettaaiilleedd  rreecceeiipptt  mmuusstt  aaccccoommppaannyy  eeaacchh  eexxppeennssee  cchhaarrggee;;  ssuummmmaarryy  iinnvvooiicceess  tthhaatt  

oonnllyy  lliisstt  aa  ttoottaall  aanndd  ddoonn’’tt  pprroovviiddee  ddeettaaiill  wwiillll  nnoott  bbee  aacccceepptteedd..    IInn  ssoommee  ccaasseess  aann  

eexxppllaannaattiioonn  ooff  tthhee  cchhaarrggee  mmiigghhtt  bbee  rreeqquuiirreedd..      FFoorr  eexxaammppllee,,  iiff  tthhee  eexxppeennssee  iiss  ffoorr  

mmeeaallss  oorr  ffoooodd,,  nnoottee  oonn  tthhee  rreecceeiipptt  iiff  iitt  wwaass  ffoorr  aa  lluunncchheeoonn  mmeeeettiinngg  aanndd  hhooww  mmaannyy  

bbyy  nnaammee  wweerree  iinncclluuddeedd  oonn  tthhee  bbiillll..  CClleeaarr  ddooccuummeennttaattiioonn  aanndd  rreecceeiippttss  sshhaallll  bbee  

ssuubbmmiitttteedd  iimmmmeeddiiaatteellyy  aafftteerr  tthhee  ttrraannssaaccttiioonn  hhaass  bbeeeenn  mmaaddee  ttoo  ddeeppaarrttmmeenntt  mmaannaaggeerr  

oorr  hhiiss//hheerr  ddeessiiggnneeee  ffoorr  ppaayymmeenntt  pprroocceessssiinngg..  OOnnee  rreecceeiipptt  sshhaallll  bbee  pprroovviiddeedd  ffoorr  eeaacchh  

cchhaarrggee  oonn  tthhee  ccaarrdd..  AAllll  ssttaatteemmeennttss  sshhaallll  bbee  rreevviieewweedd  aanndd  rreeccoonncciilleedd  pprriioorr  ttoo  

ffoorrwwaarrddiinngg  ttoo  tthhee  AAddmmiinniissttrraattiivvee  OOffffiiccee  mmoonntthhllyy..    EExxppeennsseess  wwiitthhoouutt  pprrooppeerr  

ddooccuummeennttaattiioonn  sshhaallll  bbee  tthhee  rreessppoonnssiibbiilliittyy  ooff  tthhee  eemmppllooyyeeee..  

    

VViioollaattiioonnss  ooff  MMCCCCAA''ss  CCrreeddiitt  CCaarrdd  PPoolliiccyy  mmaayy  rreessuulltt  iinn  ddiisscciipplliinnaarryy  aaccttiioonn,,  uupp  ttoo  

aanndd  iinncclluuddiinngg  tteerrmmiinnaattiioonn  ooff  eemmppllooyymmeenntt  aanndd//oorr  pprroosseeccuuttiioonn..  

 

V. Accounting for Purchases 

 

A. Posting of purchases to the appropriate budget line is required. If the purchase 

will create an overdraft position (negative balance) in the budget line, the 

purchase must be approved in advance by the MCCA Executive Director. The 

budget line may then be frozen to any additional purchases.  

 

B. Any purchase required as an operational necessity of the MCCA that will 

further overdraw a budget line must be approved in advance by the MCCA 

Executive Director.         

 

VI.   Amendments, State Laws and Limitations 

 

A. This policy may be changed by a vote of the Board of Directors from time to time. 

 

B. Any part of this policy is subject to present and future laws of the State of Maine that 

regulate governmental spending. Conflict between this policy and Maine law shall be 

resolved in favor of Maine law. 
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Adopted this 12th day of November, 2014. 

 

 

Approved: _______________________________________________ 

           President, MCCA Board of Directors 

 

Attest: __________________________________________________ 

            Executive Director 
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REQUEST FOR QUOTATION 
 

Date: _________________________________ 

 

PURCHASE INFORMATION: 

 

Vendor: _____________________________________ Amount:  $______________ 

 

Item(s) purchased: ________________________________________________________ 

 

 

Account(s) to be charged:    # __________________ $ ______________________ 

 

    # __________________ $ ______________________ 

 

    # __________________ $ ______________________ 

 

 

 

QUOTATIONS FOR PURCHASES 
 

$1,000 - $5,000 

 

Three (3) quotations must be recorded before the purchase order is authorized.  Purchase order 

will not be processed without the following quotations. 

 

   VENDOR      PRICE 

 

1. ____________________________________________ $ ____________________________ 

 

2. ____________________________________________ $ ____________________________ 

 

3. ____________________________________________ $ ____________________________ 

 

 

 

MCCA Executive Director Authorization 
 

Authorization: ______________________________________ Date: ___________________ 

 

Explanation for Vendor Selection: __________________________________________________ 

 

______________________________________________________________________________ 
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PURCHASE REQUISITION 

 

 

MCCA Department: ________________________________ Req. No.________________ 

 

MCCA Budgetary Account Number: __________________ 

 

 

Company: _______________________________________________________________ 

Address:_________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

 

   Quantity      Item Description        Unit Price          Total  
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
 
 

   

 
 
 
 

   

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
 
 
 

  

 

 

 

 _____________________________________            

___________________________________ 

                                     Authorized by Executive Director                     

Secretary-Treasurer 
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 _____________________________________            

___________________________________ 

____________________________________ 

                                                       Date                                                                               

Date 

 


