
Procurement 
No employee, Board member, or volunteer shall participate in the selection, award, or 
administration of a contract where the possibility of a conflict of interest either real or 
apparent, exists.  

 
Definition 
Procurement refers to the acquisition of property and services by purchasing, renting, or 
leasing. All procurements shall be made using competitive bidding practices in accordance 
with the following:  

 
1. Purchases less than or equal to $3,000 

For purchases with an estimated cost up to $3,000, only informal means of cost 
comparisons need to be implemented. The Executive Director must authorize the 
expenditure.   

 
2. Purchases greater than $3,000 but less than or equal to $25,000. 

For purchases with an estimated cost greater than $3,000 but less than $25,000, three 
written cost quotes must be sought prior to purchase and provided to the Executive 
Committee for review. The exception to this policy is with ongoing, reoccurring 
purchases where a vendor selection has been made using a competitive bidding 
process and the work by that vendor can be best done to ensure continuity.  

 
3. Purchases greater than $25,000  

For purchases with an estimated cost greater than $25,000, an open bidding process 
must occur with a formal request for proposals and a minimum of three bids must be 
sought. If the purchased services represent a continuation or modification of the work 
previously done for the organization, and the use of a different vendor may negatively 
affect the desired outcome, The Executive Director may seek a waiver from the Board 
to the open bidding process. This request must be accompanied by written 
documentation.  
 

4. Contract Terms  
Terms for all contracts for services conducted annually may be greater than one year 
but no more than three years without seeking new bids.   

 
5. Required documentation 

The following documentation is required to support all bidding: 
� Request for proposals/application for purchases 
� List of bidders and quotations for purchases 
� Justification for selection of the vendor or contractor 

       
        6.     Considerations 

The Human Services Coalition recognizes that a successful, vibrant community is one 
with healthy companies committed to the Prince George’s Community.  As such, when 
seeking vendors, consideration will be given to those businesses with a significant 
Prince George’s County commitment or presence.  Consideration may also be given to 
those businesses that support philanthropy in Prince George’s County. 

 


