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CP’s Mission and Vision
The mission of C&P is to provide professional, 
eff icient procurement services and promote fair and 
open competit ion to attain the best value for the 
County.

We Strive to …

• Be proactive in our communications

• Be a valued partner to county agencies

• Find solutions

• Be adaptable
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Ordinances and Policies Overview
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Ordinances:

3.20  Purchasing Procedures

3.28  Contract Processing

Policies:

7010  Procurement

7020  State Contracts and Cooperative Agreements

7021  Small Cost Purchasing Procedures

7030  Request for Proposals (RFP)

7035  Purchasing Cards Authorization and Use

https://library.municode.com/ut/salt_lake_county/codes/code_of_ordinances?nodeId=TIT3REFI_CH3.20PUPR
https://library.municode.com/ut/salt_lake_county/codes/code_of_ordinances?nodeId=TIT3REFI_CH3.28COPRPA
https://slco.org/globalassets/1-site-files/policies/countywide/7010.pdf
https://slco.org/globalassets/1-site-files/policies/countywide/7020.pdf
https://slco.org/globalassets/1-site-files/policies/countywide/7021.pdf
https://slco.org/globalassets/1-site-files/policies/countywide/7030.pdf
https://slco.org/globalassets/1-site-files/policies/countywide/7035.pdf


The Purchasing Decision Matrix
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https://www.saltlakecounty.gov/contentassets/f516c3ccd5184fe0b1b3635281c72852/3.0-purchasing-decision-flow-chart-9.2020.pdf


Contract Purchases
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Policy 7020 – State Contracts & Cooperative Agreements Highlights
The County is not l imited to purchasing from county contracts alone; policy 7020 allows 
us to purchase from State contracts and cooperative agreements which are establ ished 
for state agencies and other political subdivisions of the State of Utah.

1. A master agreement wil l be used to make repetit ive purchases (1.1)

A. To request a State Contract be set up as a Master Agreement, contact C&P

2. County agencies must fulf i l l  the requirements of any state or cooperative contract 
(1.4.1)

3. Sometimes it ’s in the best interest of the County to NOT use a cooperative contract 
and to go out to bid on our own (1.5)

A. Can the County get a lower price or better terms by going out to bid? What is the 
volume of products being purchased?

LINK to Contract Search Pages

https://slco.org/globalassets/1-site-files/policies/countywide/7020.pdf?v=12082023114612852
https://slco.org/contracts/county-employees/contract-information/


Small Cost Purchasing

Procurement 101 7

Policy 7021 – Small Cost Purchasing Procedures Highlights

1. Purchases made below the small cost limit ($10,000) do not require formal bids (1.1.1)

2. Purchases made between $5,000 - $10,000 require agency to get at least 3 quotes and 
maintain a file of quotes for that procurement (where a sole source or other exception 
applies, agency writes and keeps justification, signed by management, in its file)

 A. Getting an “apples-to-apples” quote comparison is key

3.  Purchases $5,000 - $50,000 can be made by soliciting 3 written quotes and award goes to 
the low quote – Purchases over $10,000, the quotes come through Contracts & Procurement 
(1.1.2) 

4.  Invoices shall not be split into multiple invoices to avoid procurement process (2.2)

LINK to Request for Quote Info

https://slco.org/globalassets/1-site-files/policies/countywide/7021.pdf?v=12082023114612852
https://slco.org/contracts/county-employees/solicitation-information/


Small Cost Purchasing using P-Cards

Policy 7035 – Purchasing Cards Authorization & Use Highlights

Used to make small cost purchases, uti l i ty payments, and purchases authorized by the 
Purchasing Agent 

1. Cardholder is solely responsible for use of the p-card (1.2)

2. Training materials are incorporated into the policy (1.8)

3. No sales tax, personal purchases, split purchases, or purchases made by anyone other 
than the cardholder (4.0)

4. Capital purchases, 3 rd Party Payment Processors, purchase deliveries to non-county 
operated /owned addresses and alcohol purchases must obtain additional approval from 
the county mayor/elected off icial or designee(5.0)
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https://slco.org/globalassets/1-site-files/policies/countywide/7035.pdf?v=12082023114612852
https://slco.org/contracts/county-employees/purchasing-card/


Small Cost Purchasing on Amazon Business
1. Small cost purchases may be made through the Amazon Business Account. 
2. To join the Amazon Business Account, email request from supervisor and access the 
account through the county’s ePortal with network credentials. 
3.  User guides and Training resources are provided on C&P/s website under P-Card 
info. 
4.  Group Administrators can review, run reports, and assign the roles for their off ice.
  -  Mon i to r  (o r  Approve )  a l l  Amazon T ransac t i ons  w i th in  your  Group
  -  On ly  County  P -Cards  f o r  Payment  Method
  -  No  pe rsona l  purchases
  -  Ensure  approva l  o f  non -coun ty  sh ip - t o  addre s se s  i s  documented  and f i l ed
  -  T rack  and  Accoun t  f o r  Cont ro l l ed  Asse ts  purchased
  -  Rev iew User  Access  -  Remove  inac t i ve / te rm ina ted  emp loyees
  -  Don ’ t  pay  sa les  tax
  -  Re funds  must  be  c red i ted  to  county  P -Card  (not  Amazon c red i t )
  -  Have  in te rna l  p rocedu re s  f o r  the  accep tab le  use ,  sa feguard i ng ,  and  t rack ing  and d i s t r i bu t i on  o f  g i f t  ca rds .
  -  Remove  te rm ina ted  emp loyees  f rom accoun t  
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https://slco.org/contracts/county-employees/purchasing-card/


Purchasing Thresholds   5 – 10 – 50
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Quotes Encouraged but not required. 
Use P-Card to pay

Under $5,000

Quotes Required.  Agency keeps a file 
of quotes or other purchasing 
justification.  Use P-Card to pay.  

$5,000 - $10,000

Info rmal  P rocurement .  Quotes  
Requ i red .  CP  Rev iews Quotes  and  
generates  Purchase  Order  (PO)

$10,000 - $50,000

Formal Bid Limit requires formal 
solicitation.  CP Oversees the 
Procurement Process.  

Over $50,000 



Procurement – General Rules 
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Ordinance 3.20 – Purchasing Procedures Highlights
1.    All procurements shall be competitive unless an exception applies (3.20.020.A)

A. Exceptions include (not a complete list): small cost, under $10,000 (quotes encouraged $5,000 and 
under; required between $5,000 - $10,000); exigency; sole source; legal services and notices; utilities; 
non-software subscriptions; media advertising; goods & supplies for authorized resale; dues and 
membership fees; speech, lecture, specialized training or performance (3.20.030 A.4, 5, & 6)

2. Sole source must be approved by Purchasing Agent, Jason Yocom (3.20.030.A.5)
A. If there is reasonable doubt, competition shall be solicited  
B. Sole source procurements over formal bid limit, $50K, must be advertised for at least 7 days – any 
responses will be considered before moving forward with the sole source procurement
C. Examples of sole source circumstances:

i.  Standardization or compatibility of equipment, materials, technology, software, accessories, replacement parts, or service

ii. Transitional costs are unreasonable or cost prohibitive

iii. Item is needed for trial use or testing

LINK to Agency-Buyer Liaison 

https://library.municode.com/ut/salt_lake_county/codes/code_of_ordinances?nodeId=TIT3REFI_CH3.20PUPR
https://www.saltlakecounty.gov/contentassets/028573c48ff544a08bbdd5bc017e96f0/agency-buyer-liaison_buyer-assignments_1.17.25.pdf


Formal Procurement – Bids 
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Policy 7010 – Procurement Highlights

1. The purpose is to invite maximum competit ion practicable (1.1)

2. Bids are out for a minimum of 10 calendar days (3.0)

 A. Bids, RFB/RFC, are awarded to the lowest responsible /responsive bidder(13.0)

3. Sole source needs justif ication – why is this vendor the only source? (16.1)

4. When is a contract benef icial? Two guiding conditions to consider (17.2):

A. Dollar volume should exceed $50,000

B. Frequency of purchases should exceed 20 per year

LINK to Instructions for Solicitation Development
LINK to RFB/RFC Development Worksheet

https://slco.org/globalassets/1-site-files/policies/countywide/7010.pdf?v=12082023114612852
https://www.saltlakecounty.gov/contracts/county-employees/solicitation-information/
https://www.saltlakecounty.gov/contentassets/9df5485edd7e477795ef00c8fda28f14/1.2-rfb-rfc-development-worksheet_01.24.24.docx


Formal Procurement – Proposals 
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Policy 7030 – Request for Proposals (RFP) Highlights

1. RFPs are typical ly used for professional services, consulting services, and 
complex technology services and equipment (1.0)

2. RFPs are used when low bid isn’ t going to be the most advantageous, and other 
factors should be considered in an award (2.1)

3. Minimum advertising time is 20 days from issue (4.1.2)

4. Expedited RFPs are quicker (advertised for 5 days), but must stay under the 
formal bid l imit ($50,000) for the l ife of the contract (13.0)

LINK to Pre-Solicitation Considerations Sheet for RFPs
LINK to RFP Development Worksheet 

https://slco.org/globalassets/1-site-files/policies/countywide/7030.pdf?v=12082023114612852
https://www.saltlakecounty.gov/contentassets/0523beb9a475456e84d4bf6af0f5e3b5/pre-solicitation-considerations.pdf
https://www.saltlakecounty.gov/contentassets/d420e91cddb745c3929e4e249e405757/rfp-0.0-development-worksheet-1.17.24.dotx


Contract Processing
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Ordinance 3.28– Contract Processing and Payments Highlights

Typical contract process: 1. Go through procurement 2. Have your attorney review the 
contract to form & legality  3. Have the Vendor sign 4. Send contract to C&P for processing 5. 
Return fully executed contract to Vendor

1. C&P to ensure contracts (and amendments) are reviewed as to form by DA’s Off ice and 
authorized by the director of the agency, enter the contract in the f inancial system, and 
submit to the proper signing authority for execution (3.28.020.B&C)

2. C&P to act as a repository for all county contracts (3.28.020.A)

3. Payment requests are submitted to Mayor’s Finance, if payment is against a contract, the 
contract number must be referenced (3.28.130.A)

LINK Contracts Information Page

https://library.municode.com/ut/salt_lake_county/codes/code_of_ordinances?nodeId=TIT3REFI_CH3.28COPRPA
https://slco.org/contracts/county-employees/contract-information/


Reminder: per ordinance 
(3.16.050), only the Mayor 
or her Designee who has 
been authorized can sign a 
contract on behalf of the 
county. Any violation of 
this could “result in 
voiding the contract and 
the personal obligation and 
l iabil ity of the person at 
fault for such violations.”
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Contracts Processing …



CP Web Resources
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• Purchasing Resource Guide
• MyFIN eProcurement Troubleshooting Guide
• Search County Contracts (SharePoint)
• RFP Flowchart
• RFB/RFC Flowchart
• Construction Flowchart
• Surplus Information
• PCard Information
• Project Tracking    
• State Contract Search 

https://slco.org/contracts/
https://slco.org/contentassets/55107c4ccc584606ac25831e8ede375e/resourceguide2020.pdf
https://slco.org/contentassets/8f995b2b3d42435aa8c6c0fcc2f7897c/myfin-troubleshooting-guide-for-purchasing-v.-6.27.22.pdf
https://www.slcounty.org/vwdocs/cpsearch.aspx
https://www.saltlakecounty.gov/contentassets/9e6829ca61bc4d6eac670fe9fdc96503/visio-rfp-flowchart-_3.21.pdf
https://www.saltlakecounty.gov/contentassets/fd3afa8afb6d4718bd2fe22d7b843c8a/0.00-rfb-rfc-flowchart-april-2017.pdf
https://www.saltlakecounty.gov/contentassets/5d61abc062af45bbb63ae54fdbd1d217/construction-flowchart-may-2022.pdf
https://slco.org/contracts/county-employees/surplus/
https://slco.org/contracts/county-employees/purchasing-card/
https://slco.org/contracts/county-employees/project-tracking/
https://statecontracts.utah.gov/Home/Search


Four C’s to Compliance & 
Success
• C = Competition – most competition as practicable 
• C = Contracts - don’t sign them, only the Mayor or one 

of her Designees can execute a contract (process 
through C&P)

• C = Check your Contracts & Contractors – manage 
your contractors and make sure you’re buying 
items/services at or below contracted rates

• C = CONTACT US – C&P is here to help; we want to be 
your valued partner



Contracts & Procurement Team
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Your Partners in Procurement
• Jason Yocom  Division Director   385-468-0304  jyocom@saltlakecounty.gov 

• Teresa Young  Procurement Manager  385-468-0307  tyoung@saltlakecounty.gov  

• Rachael Rigdon  Contracts Manager   385-468-0310  rrigdon@saltlakecounty.gov 

• Shawna Soliz  Operations Manager   385-468-0306  ssoliz@saltlakecounty.gov 

• Marisela Garcia  Operations Coordinator  385-468-0300  magarcia@saltlakecounty.gov 

• Michael Emery  IT Professional Services Buyer 385-468-0308  memery@saltlakecounty.gov 

• Bibi Whitehead  Senior Buyer    385-468-0312  bwhitehead@saltlakecounty.gov 

• Matthew Bass  Senior Buyer    385-468-0309  mabass@saltlakecounty.gov 

• Aaron Stone  Senior Buyer    385-468-0311  astone@saltlakecounty.gov 

mailto:jyocom@saltlakecounty.gov
mailto:tyoung@saltlakecounty.gov
mailto:rrigdon@saltlakecounty.gov
mailto:ssoliz@saltlakecounty.gov
mailto:mgarcia@saltlakecounty.gov
mailto:memery@saltlakecounty.gov
mailto:bwhitehead@saltlakecounty.gov
mailto:mabass@saltlakecounty.gov
mailto:astone@saltlakecounty.gov


THANK YOU
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