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CONTACT US 

If you would like to know more about the Customer Commitment Program or have any 
comments about these Customer Service Standards, please contact the County Manager’s 
Office.







































































































































































 

   
 
Performance Appraisal Process   
Updated 12/09/2021 
 
 
Cherokee County is implementing a new Performance Appraisal form and process for 2022.  The new Employee 
Performance Appraisal form is designed to facilitate a performance conversation between the employee and the 
supervisor/manager.  Each employee will be evaluated on eight different areas of behavior and skill using a 3 points 
scale.  Comments will be provided for areas with a rating of 1 or 3.  The employee and supervisor/manager will also have 
an interactive discussion of goals and opportunities. 
 
The first Performance Appraisal meetings should be completed in Q1 of 2022.  At the end of the meeting, the manager 
and employee will decide when to schedule the next performance meeting.  Meetings should be held at least annually, 
but should be held more often when needed to address improvement opportunities or shorter term project goals.   
 
It's important to ensure that two-way conversations occur between managers and employees, resulting in a complete 
understanding of what is required, when it is required and how everyone's contribution measures up.  
 
Everyone benefits when: 

• The employee knows exactly where he or she stands in relation to achieving goals and reaching performance 
milestones that contribute to career development, promotions and more. 

• The manager gains insights into the motivations of the people working for him or her through the required 
conversations. 

• The County retains motivated employees who understand their role and the roles of others in contributing to the 
overall success. 

 
When setting goals with employees, keep these common types of goals in mind: 

 Job description goals - Goals may be based on the achievement of a pre-established set of job duties from the 
description. These goals are expected to be accomplished continuously until the job description changes. 
Examples might be financial, customer oriented, or process- or system-oriented goals. 

 Project goals - Goals may be based on achievement of a project objective. These goals may be set for a single year 
and changed as projects are completed. Job description and project goals are "what" needs to be accomplished. 

 Behavioral goals - Goals may be based on certain behaviors. These goals are expected to be accomplished 
continuously. Behavioral goals are "how" things need to be accomplished. 

 Stretch goals - Goals that are especially challenging to reach are sometimes referred to as stretch goals. Stretch 
goals are usually used to expand the knowledge, skills and abilities of high-potential employees 

 
Recommendations for an effective performance review process include: 

 A feedback process that is continuous and timely so that employees know what is expected and how they are 
doing. 

 A dialogue that includes performance feedback measured against clear and specific goals and expectations. 
 A process for acknowledging the outcomes of the performance review process that is documented between the 

manager and the employee. 
 A two-way individual conversation between the manager and the employee (preferably face-to-face) at least once 

a year, but more often if needed. 
 
After the performance meetings, scan signed copies to Madelyn Chester in HR for the employee file.   
 



[Grab your reader’s attention with a great quote from the document or use this space to emphasize a 
key point. To place this text box anywhere on the page, just drag it.]

[Cite your source here.]Employee

Employee Information 

Details of the Plan 

Acknowledgment 

PERFORMANCE IMPROVEMENT PLAN 
  A FORMAL PLAN FOR IMPROVEMENT WHEN AN EMPLOYEE SHOWS A PATTERN OF UNDER-PERFORMANCE 

Employee Name:_____________________________     Date:___________     Job Title:___________________________ 

Department:______________________________________     Supervisor:______________________________________ 

 

Improvement Needs (List performance areas that need to improve in order to meet the expectations of the position): 

Action Plan (Outline specific action items that will support the employee in achieving the desired performance improvement.  
Incorporate due dates for completion of action items, and ask for the employee’s input into the action plan; consider a 
variety of tools and resources that can be effective in improving performance): 

Due Date:__________    Action Item: 

Due Date:__________    Action Item: 

Due Date:__________    Action Item: 

Due Date:__________    Action Item: 

*** Attach additional sheets if necessary *** 

Expected results from this Performance Improvement Plan are for the employee’s performance to improve to a level of 
consistently meeting the expectations of the position, as well as, sufficiently completing all action items within the 
Performance Improvement Plan by the stated due date.  However, if under-performance continues, further disciplinary 
action up to and including termination may occur.   

The above has been discussed with me by my supervisor.  I understand the contents and acknowledge and understand 
the corrective action required.  I also acknowledge and understand the potential consequences of noncompliance.     

Employee Signature:__________________________________________________     Date:________________________ 

Supervisor Signature:__________________________________________________    Date:________________________ 

Department/Agency Director Signature:___________________________________     Date:________________________



Employee Performance Appraisal 

This review is designed to facilitate a performance conversation between an employee and the 
supervisor/manager annually.   The supervisor/manager is to evaluate the individual in terms of fit 
with the position and with the County, assess the employee’s performance in the role and future 
goals/professional development plans.  

Department:  
Date of Hire: 

Employee Name
Employee Title
Supervisor Name Date of Review: 

SUPERVISOR/MANAGER: Please evaluate the employee against the criteria listed below using 
a 3 point scale.  A rating of “1” = below expectations and requires improvement, “2” = at 
expectations, and “3” = exceeds expectations.  Ratings of “1” or “3” should include comments. 

ATTENDANCE & PUNCTUALITY – Please rate the employee’s attendance including timeliness in 
arriving to/departing from work. Does the employee demonstrate an appropriate work ethic and 
commitment to the job? 

Comments: 

JOB KNOWLEDGE & UNDERSTANDING OF RESPONSIBILITIES – Please rate the employee’s 
abilities to do the work assigned, to understand directions, and to effectively apply training 
(formal or informal) to the actual work.  Does the employee understand the issues relevant to 
the department and the work that must be done? 

Comments 

CUSTOMER SERVICE MINDSET – Please rate the employee’s interaction with internal and 
external customers.  Is the employee professional and courteous when communicating and 
interacting with the general public and/or internal customers? 

Comments 

COMMUNICATION SKILLS – Please rate the employee’s ability to inform, listen, and follow 
directions.  Does the employee communicate effectively, either verbally or written, as 
appropriate for their position?   

Comments: 

INTERPERSONAL SKILLS – Please rate the employee’s ability to interact positively and work 
effectively with others.  Does the employee display the appropriate behaviors and attitude with 
supervisor, manager and coworkers? 

Comments: 
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 Employee Performance Appraisal 

ORGANIZATION SKILLS – Please rate the employee’s ability to manage work details, organize 
work into reasonable and thorough plans, and set objectives and priorities.  Does the employee 
demonstrate the ability to work efficiently and effectively within the department? 

Comments: 

INITIATIVE – Please rate the employee’s willingness and drive to complete tasks and 
responsibilities.  Does the employee start and finish work without prompting? Does the 
employee seek opportunities for improvement and efficiency?  Does the employee identify 
problems and take appropriate action for resolution? 

Comments: 

WORK QUALITY & ACCURACY – Please rate the quality of the employee’s work. Is the 
employee’s work generally of high quality without errors, accurate and neat?  How often is re-
work required? 

Comments: 

SUPERVISOR/MANAGER WITH EMPLOYEE: Complete this section during interactive 
discussion of goals and accomplishments during review meeting. 

Goals met or accomplishments in the past year: 

Goals not met or opportunities for improvement: 

Goals for the next year (include any planned professional development): 

Next Performance Meeting to be scheduled: 3 Months 6 Months 12 Months 

Employee Signature:_____________________________________  Date:__________________ 

Supervisor/Manager Signature:_____________________________  Date:__________________

Agency Director/ Designee ________________________________ Date:__________________



(Use for disciplinary actions involving Adverse Action to include: suspension, disciplinary demotion, 
disciplinary salary reduction, or termination) – Delete this instruction from the final letter before giving to 
the employee and place the memorandum on letterhead.  

Memorandum 

To: 

From: 

Date: 

Subject: Notice of Pending Disciplinary Adverse Action 

In accordance with section 8.2.4 of the Cherokee County Personnel Policies Manual, I am notifying you of 

the following pending disciplinary adverse action against you and that a pre-disciplinary meeting has been 

scheduled for  to review the incident(s) 

leading to the action. Please understand, if you elect not to attend the scheduled pre- disciplinary meeting 

your decision will constitute a waiver of your right to appeal this action in the future. 

I acknowledge receipt of this Notice and the accompanying Disciplinary Action Form. 

Employee Signature       Date 

encl: Disciplinary Adverse Action Form 

cc: Kathy Lambert HR Director



[Grab your reader’s attention with a great quote from the document or use this space to emphasize a 
key point. To place this text box anywhere on the page, just drag it.]

[Cite your source here.]Employee

Employee Information 

Cause of Action 

Acknowledgment 

DISCIPLINARY ADVERSE ACTION FORM 
  TO BE COMPLETED IN ACCORDANCE WITH PERSONNEL POLICIES MANUAL §8.2 

Employee Name:_____________________________     Date:___________     Job Title:____________________________ 

Department:______________________________________     Supervisor:______________________________________ 

Type of Action (check all that apply) 

___ Suspension Without Pay:  # of Workdays Unpaid:______   From:_______________  To:_________________ 
___ Salary Reduction:  Percentage or Amount of Reduction:_________________ 
___ Demotion:  Effective Date:________________    New Job Title:_____________________________________ 
___ Termination:  Effective Date:__________________ 

 

 Reason for administering Adverse Action:

 Brief Summary, with Dates, of Prior Discussions or Reprimands regarding under performance or inappropriate conduct 
(if any):

Relevant County Policy Violated (if any): 

Plan for Improvement (not applicable for termination):

I acknowledge receipt of this disciplinary adverse action and that its contents have been discussed with me.  I have also 
been made aware that further disciplinary action up to and including termination may take place if continued performance 
and/or conduct issues occur. 

I understand that my signature does not necessarily indicate agreement with the action taken. 

Employee Signature:___________________________________________     Date:________________________ 

Supervisor Signature:___________________________________________    Date:________________________  

Agency Director Signature:_______________________________________    Date:________________________



Personnel Policies Manual 

January 1, 2019 

Open PPM on Human Resources Intranet page.
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2.0 PURPOSE 

ADMINISTRATIVE POLICIES 
AND PROCEDURES 

NUMBER: REVISIONS: 

PUR-02 

SUPERSEDES: 

New Issue 

SUBJECT: 

Ethics in the Procurement Process 

EFFECTIVE DATE: 

May 01,2017 

c ' ( 

The purpose of this policy is to further define the roles and responsibilities of County employees to ensure 
ethical procurement. These policies and procedures are in addition to the requirements for all employees found 
in the Cherokee County Code of Conduct which is a part ofthe Cherokee County Personnel Policies Manual. 

2.1 APPLICABILITY AND SCOPE 

It is the policy of the Cherokee County to promote the public trust. ln doing so, the County seeks to demonstrate 
integrity and ethical conduct during the procurement of essential goods and services required by the County to 
serve the public. Public employees must discharge their duties impartially so as to assure fair competitive access 
to governmental procurement by responsible contractors. To achieve this purpose, it is essential that those 
procuring goods and services for the County also observe the ethical standards prescribed herein. 

2.2 PROCEDURE 

County employees involved in the procurement process are required to exercise the highest level of due diligence 
to ensure that solicitations and awards have promoted integrity and ethical procurement. In particular, employees 
should be trained to recognize and respond to the following issues that may arise during the procurement process: 

I. Conflict of Interest- Cherokee County employees involved in the procurement process must conduct 
all activities in a manner that avoids real and perceived conflicts of interest. A conflict of interest could 
be either a financial interest in the procurement or allowing impartiality into the procurement process. 
Activities that give rise to a conflict of interest include, but are not limited to: 

a. Conducting personal business with a supplier; 
b. Lending money to or borrowing money from a supplier; 
c. The overlap of duties in procurement process; and 
d. Allowing political or outside influence to play a role in the procurement 

2. Conduct with Suppliers- Cherokee County employees involved in the procurement process must 
foster a competitive atmosphere where all suppliers have an equal chance of providing their 
goods/services to the County. To meet these ends County employees are required to: 

a. Refrain from showing favoritism or being influenced by suppliers (gifts); and 
b. Safeguard supplier confidentiality; 
c. Select Suppliers based on meeting acceptable criteria; 
d. Discourage arbitrary or unfair used of purchasing leverage when dealing with suppliers; 
e. Be impartial and treat all suppliers fair and equal; and 
f. Avoid exertion of undue influence or abuses of power 



3. Corruption- Cherokee County employees involved in the procurement process must conduct 
solicitations and awards in a manner that avoids corruption. County employees must not use their public 
office for personal gain. Employees have a duty to report any activity that appears to be corruption 
including bribery, extortion, or undue influence. 

4. Business Gifts - Cherokee County employees involved in the procurement should avoid accepting meals 
and other hospitality from suppliers. While some gifts are allowable as defined in the Code of Conduct 
of the Cherokee County Personnel Policy Manual, those involved in the procurement process should 
exercise additional discretion regarding gifts beyond those restrictions placed on other employees. 

PUR-2.3 RELATED DOCUMENTS AND REFERENCES 

1. Ethical Procurement consists of procurement activities and safeguards designed to prohibit breach of the 
public's trust by discouraging public employees from attempting to realize personal gain through 
conduct inconsistent with the proper discharge of the employee ' s duties. 

PUR-2.4 RESPONSIDILITIES 

I. It is the responsibility of the Director of the Director of Procurement to train employees on the standards 
of ethical procurement, monitor procurement activities to ensure that the procurement process is 
promoting ethical procurement, and offer corrective measures in the event that these standards have been 
violated 

2. It is the responsibility of the county employee involved in the procurement process to promote ethical 
procurement and report any action that violates this policy or brings into question the integrity and 
fairness of the procurement 

References: 

For additional guidance, please consult the National Institute of Government Purchasing's Ethical Procurement 
Guide: https://www.nigp.org/docs/default-source/New-Site/global-best-practices/ethical.pdf?sfvrsn=2 

Attachment: 

Appendix A: NGIP Code of Ethics 



Appendix A 

Code of Ethics NIGP 

The Institute believes, and it is a condition of membership, that the following ethical principles 
should govern the conduct of every person employed by a public sector procurement or 
materials management organization: 

• Seeks or accepts a position as head (or employee) only when fully in accord with the professional principles 
applicable thereto and when confident of possessing the qualifications to serve under those principles to the 
advantage of the employing organization. 

• Believes in the dignity and worth of the service rendered by the organization, and the societal responsibilities 
assumed as a trusted public servant. 

• Is governed by the highest ideals of honor and integrity in all public and personal relationships in order to 
merit the respect and inspire the confidence of the organization and the public being served. 

• Believes that personal aggrandizement or personal profit obtained through misuse of public or personal 
relationships is dishonest and not tolerable. 

• Identifies and eliminates participation of any individual in operational situations where a conflict of interest 
may be involved. 

• Believes that members of the Institute and its staff should at no time, or under any circumstances, accept 
directly or indirectly, gifts, gratuities, or other things of value from suppliers, which might influence or appear 
to influence purchasing decisions. 

• Keeps the governmental organization informed, through appropriate channels, on problems and progress of 
applicable operations by emphasizing the importance of the facts. 

• Resists encroachment on control of personnel in order to preserve integrity as a professional manager. 
• Handles all personnel matters on a merit basis, and in compliance with appl icable laws prohibiting 

discrimination in employment on the basis of politics, religion , color, national origin , disability, gender, age, 
pregnancy and other protected characteristics. 

• Seeks or dispenses no personal favors. Handles each administrative problem objectively and 
empathetically, without discrimination. 

• Subscribes to and supports the professional aims and objectives of NIGP- The Institute for Public 
Procurement. 





































PUR-4.0 PURPOSE 

ADMINISTRATIVE POLICIES 
AND PROCEDURES 

NUMBER: REVISIONS: 
PUR-04 

SUPERSEDES: 

SUBJECT: 
Procurement Delegation Policy 

EFFECTrVE DATE: 

08/2017 

The purpose of this policy is to further define the process for the delegation ofthe Procurement Director' s duties 
pursuant to the Procurement Ordinance §2-5-2.03 . 

PUR-4.1 APPLICABILITY AND SCOPE 

This policy applies to all employees that have been delegated purchasing authority by the Purchasing Agent 
pursuant to the Procurement Ordinance. 

PUR-4.2 POLICY 

ln order to maintain an effective and efficient procurement process, the County seeks to empower employees 
closest to the need for goods and services to be involved directly in the procurement process. The Procurement 
Department may formally delegate specific responsibilities to individuals in areas where a need has been 
identified. County employees delegated such authority will be subject to the requirements in the Procurement 
Ordinance and periodic mandatory training provided the Procurement Department. 

I. Each delegation shall contain such constraints and controls as deemed necessary by the Procurement 
Agent for successful and compliant performance: 

a. Constrains shall be designed to ensure: 
l. Consistency of the procurement process, 
2. Use of best practices, 
3. Protection of the County' s interest, and 
4. Compliance with the Procurement Ordinance and state law. 

b. Controls shall be designed to allow Procurement oversight, 
c. Required documentation shall be maintained by the Procurement Department. 

2. Training shall be provided periodically and shall be required to maintain delegation. 

3. Those involved in the Procurement process shall be subject to PUR-02, Ethics in the Procurement 
Process. 

PUR-4.3 RELATED DOCUMENTS AND REFERENCES: 

Procurement Ordinance - The most current version as approved by the Cherokee County Board of 
Commissioners. 

Administrative Policy PUR-01 , Procurement Requirements - Addresses general procurement requirements. 

Administrative Policy PUR-02, Ethics in the Procurement Process- Addresses the need for an unbiased and fair 
process. 



PUR-5.1 PURPOSE 

ADMINISTRATIVE POLICIES 
AND PROCEDURES 

NUMBER: REVISIONS: 
PUR-05 

SUPERSEDES: 

SUBJECT: 

Single/Sole Source Procurements 

EFFECHVE DATE: 

3/20/2018 

The purpose of this policy is to establish uniform standards, responsibilities, and guidelines for ensuring that Single/Sole 
Source purchases are conducted in accordance with the requirements of the County's Procurement Ordinance. 

PUR-5.2 APPLICABILITY AND SCOPE 

A. This policy establishes guidance and process requirements necessary to submit a single/sole source request in 
compliance with Procurement Ordinance section 2-5-3.07 . 

B. This policy applies to requests for purchases that are restricted to a single supplier that exceed $1,500. 

C. This policy applies to all non-public works construction contracts. 

PUR-5.3 DEFINITIONS 

A. Sole Source: any contract entered into without a competitive process, based on a justification that only one 
known source exists or that only one single supplier can fulfill the requirements. 

B. Single Source: any contract for goods and/or services that could potentially be competitively bid that is instead 
entered into without a competitive sourcing process based on the determination that there are unique, compelling 
and justifiable circumstances for not using the competitive process. 

PUR-5.4 POLICY 

A. Competitive Requirement: The County is committed to utilizing the competitive process whenever possible. 
Initial procurements of items or services are to maximize the competitive marketplace so that competitive pricing 
can be evaluated against the performance requirements to ensure that the County is obtaining the best possi ble 
value. Initial procurements should take into consideration the total cost of ownership over a reasonable product 
usage lifecycle and provisions for adding requirements should also be addressed in the competitive selection 
process. 

B. Prior to requesting a single/sole source procurement action, the requesting Agency shall explore all reasonably 
viable options to allow potential competition. As a part of this due-diligence, the Agency shall define their 
requirements in such a way as to separate attributes that are actual must-have requirements from those attributes 
that are desired . An Agency's preference for a brand name product does not justify a single/so le source purchase. 

C. Following an attempt to identify ways of introducing competition to the procurement process, if the requesting 
Agency determines that no acceptable alternative products and/or suppliers are available that meets their 
requirements or that there is a clear and compelling justifiable reason for only considering one source in the 
procurement process, the Agency shall be responsible for documenting the due-diligence resulting in single/sole 
source requirement. 



D. Acceptable single/sole source situations tend to fall into one or more of these major categories: 

1. Required Sourcing: situations where (a) legislation or (b) an appropriation mandates the use of a specific 
source, or (c) in cases of regulated utilities that cover a specific geography. 

2. Proprietary Sourcing: situations where only the original manufacturer, seller or developer can reasonably 
(a) service, sell or repair an item, software or system, or (b) in the case of a software where a subscription 
license is required to be renewed or added to and the licensing company is the on ly one that can provide 
this authorization, or (c) in cases of proprietary or protected products where there is a patent, copyright, 
trade secret or a unique feature involved precluding others from meeting the Agency's requirements. 

3. Single Source: unique situations where (a) a product is of such complexity and is so critical to the 
mission of the Agency that switching products represents a risk to successfu lly meeting the 
organization ' s objectives without significant disentanglement planning and cost, (b) where the facts of 
the requested action are clear, compelling and overwhelmingly support the best interest of the County for 
reasons of public safety and/or, interoperability or (c) where after a reasonable search on ly one potential 
source of supply has been identified. 

E. The requesting Agency shall submit to the Procurement Department a completed Single/Sole Source Request 
Form. The Single/Sole Source Request Form must be signed by both the person requesting the product and the 
Agency director. The Single/Sole Source Request form should address the following: 

1. General performance requirements, 

2. Critical or unique performance factors only available from one known source, 

a. Training, risk or safety factors associated with the use of other source(s), 
b. Relevant patents and proprietary processes, components and/or information, 
c. Due diligence performed: 

1. A list of organizations contacted and evaluated, 

2. Timing of the analysis performed, 

3. Document the costs associated with selecting alternative products, 

3. If another Agency or funding source (grant [federal or state] , donation, SPLOST, Parks Bond, etc.), is 

directing purchase, and 
4. Internal and external deadlines. 

F. The Procurement Agent wi ll conduct a good faith review of the facts as submitted on the Single/Sole Source 
Request Form. If necessary, the Procurement Agent will conduct an independent review of potential suppliers 
and/or specifications to determine if additional competition is avai lab le. 

1. If the Procurement Agent determines that additional competition may be available from another supplier 
either through the identification of a new source not yet evaluated by the requesting Agency or through 
the use of modified specifications they will advise the Agency of their findings: 

a. If the use of more generic requirements is recommended, the Agency shall evaluate the proposed 
changes and determine if the changes are acceptable: 

I. If so, the Agency will modify the requirements and provide to Procurement to begin the 
formal bidding process. 

2. If not, the requesting Agency will update their documentation to show that the 
requirements were reevaluated and could not be changed and forward this documentation 
to the Procurement Agent. 

b.If the use of a newly identified source is recommended, then the Agency shall determine the 
acceptabil ity of the proposed source(s) and : 

1. If the proposed source is determined potentially viable, the Agency shall then assist 
Procurement in developing the necessary documentation to bid the requirement(s) out 
pursuant to the Ordinance' s requirement(s). 



2. If the proposed source is detennined not to be viable, the requesting Agency will update 
their documentation to show that the additional source was evaluated and could not be 
changed and forward this documentation to the Procurement Agent. 

2. If the Procurement Agent detennines that following a good faith review that no alternative products 
and/or suppliers can meet the requesting Agency' s requirements or that the proposed limit on the 
competitive process is justifiable based on the circumstances, then they will approve the sole source 
purchase request. 

G. All single/sole source purchases up to $25,000 shall be approved by the Procurement Agent. All single/sole 
source purchases over $25,000 must be approved by the County Manager. The Procurement Agent has discretion 
to request the County Manager' s approval on sole source requests under $25,000. 

H. The approved Single/Sole Source Request Fonn only addresses the matter of source selection and price 
reasonableness, additional approvals may be necessary based on the type of contract required to obtain the goods 
or services or the expected dollar value of the procurement action. 

I. Records related to source/sole purchases shall be maintained by the Procurement Department. 

PUR-5.5 RELATED DOCUMENTS AND REFERENCES 

A. Single/Sole Source Request Fonn- The most current version of the County Manager approved fonn required for 
documenting the request and outcome. A copy of the initial version of this form is attached hereto for illustrative 
purposes, the then-current version of this fonn can be located on the Procurement intranet page. 

B. Procurement Ordinance- The most current version approved by the Cherokee County Board of Commissioners. 

PUR-5.6 PROCEDURES/RESPONSffill.,ITIES: 

Procurement Director 
Define the process within the authority of the Purchasing Ordinance, monitor for compliance and report on the 
Procurement Process. 

Requesting Agency 
Support the Procurement Policy and Procedures as defined. 



SINGLE/SOLE SOURCE REQUEST 

This form is to be used when an agency believes an 
acquisition is a single/sole source and the acquisition dollar 
amount is above $1,500. Requests $1,500 - $5,000 are to be 
approved by the Agency Director or their designee; >$5,000 
shall require Agency Director approval. The completed form 
is to be submitted to the Cherokee County Procurement 
Department. The signed form will be retained in the 
purchasing file. 

[Note: Double click on check boxes to access pop-up box for completion.] 

AGENCY NAME DIVISION NAME 

PROPOSED CONTRACT VENDOR DATE NEED IDENTIFIED 
Company: 
Address: REQUESTED DELIVERY DATE 

Telephone: QUOTED PRICE I EXPECTED ANNUAL VALUE 
Web Address: 
Contact: $ 
E-mail: 

DESCRIPTION OF GOODS AND/OR SERVICE REQUIRED: 

Further Definition of the Requirement: 

D Attached is a Statement of Work or a detailed work definition and/or an item specification/definition. 

Purchase History: 

D This item and/or service has not been purchased before. 

D This item and/or service has been purchased before and this is a follow-on to that action as follows: 

D Date of initial approval ________ _ 

0 Date approval expires: ________ _ 

D Approved by: __________ _ 

D Value of Award : __________ _ 



SINGLE/SOLE SOURCE CATEGORY (Check applicable box and attach documentation and provide (at a 
minimum) the required support under the category.) 

D 

D 
D 

A. Required Sourcing B. Proprietary Sourcing C. Single Source 

Legislation or appropriation 
mandates use of contract 
vendor (legislation or 
grant/funding source 
attached) 

Regulated utilities 

Other 

Category A Required Support: 

1. State the situational 
background. If it involves a 
utility include location where 
utility is needed. 

2. Attach legislation or 
grant/funding source 
document. 

3. Utility company and type. 

D 

D 
D 
D 

Software license renewals, 
additions, or upgrades 

D lnteroperability 

D 
Warranty requirements D 
OEM service or parts required D 
Other ________ D 

Category B Required Support: 

1. State the situational 
background. 

2. Provide sole source letter from 
software supplier addressing 
the limited sales channels. 

3. Attach warranty. 

4. Indicate if only OEM parts are 
available. 

Public safety/interest 

Agency safety 

Disentanglement impact 

Other -----------------

Category C Required Support: 

1. State the situational background. 

2. Provide business case addressing 
the need to act without competition , 
address market availability of 
similar product, including pricing 
and why these products are 
unacceptable. 

3. Include cost/impact of making a 
change. 

IF A BOX IN "A" or "B" ABOVE IS CHECKED, PROVIDE EVIDENCE THAT THIS IS A SOLE SOURCE 
PROCUREMENT (attach back-up), or: 

IF A BOX IN "C" ABOVE IS CHECKED, PROVIDE INFORMATION THAT SUPPORTS WHY ADDRESSING THIS 
SITUATION AS A SINGLE SOURCE IS IN THE BEST INTEREST OF THE COUNTY (attach back-up): 



NOTE: The following are UNLIKELY to be sufficient Single/Source justifications: 
• Personal or Agency preference for a product or vendor or past or existing relationsh ip (should define service 

expectations, quality requirements, and requ ire a transition plan in formal RFB/P process) 
• Agency perception that the vendor is the best qualified (should define necessary qualifications and quality 

requirements in a formal RFBIP process) 
• Special incentive or deal offered (can be assessed in the pricing section of a formal RFBIP process) 
• Agency convenience or lack of planning resulting in inadequate time to conduct a competitive procurement 

(request expedited support from the Procurement Department) 

SEARCH RESULTS (if a box in "A" or "8" above is checked) 
Ordinance References§ 2-5-3.07 & 2-5-5.03: "Sole Source" means an acquisition where, after a search, only one 
supplier is determined to be reasonably able to provide the required product, service, or construction item. 

~search was conducted consisting of: (check all that apply) RESULTS 

Internet search (attach search results) AFTER THE SEARCH: D 
D Market research I other vendors contacted (provide the 

names and dates of the contacts) 
D 
D 

No alternatives were identified 

D Other 
No alternatives were deemed acceptable 
because (explain below) : 

Describe the search from above in detail: (attach documentation as necessary) 

CERTIFICATIONS: Each signer must certify the following: 
• I recognize that State law requires the use of competitive solicitations unless exempted by law . I have 

reviewed the information and materials relevant to th is procurement of goods and services, and am requesting 
approval of an exception to the competitive process for the reasons described herein , and 

• this request for an exception to the competitive sol icitation process is not the result of inadequate advance 
planning or for purposes of securing the services of a preferred vendor. 

SIGNATURES 

Person Requesting the Single Source Status. By signing this document, I certify that the statements in the 
Certifications section above are true. 

Signature: Date 

Printed Name I Title Phone No. 

Agency Head Approval (>$5,000) or Agency Head Delegate Approval ($5,000). By signing this document, I certify 
that the statements in the Certifications section above are to the best of my knowledge true. 

Signature: Date 

Printed Name I Title Phone No. 



SOLE SOURCE PROCUREMENT ASSESSMENT AND FINDINGS 
(To be completed by the Procurement Department) 

A search was conducted consisting of: (check all that apply) 

D 
D 

Internet search (attach search results) 

Market verification (Provide the names and dates of the 
contacts) 

0 Public notice given on County website and the 
newspaper 

D Other 

RESULTS 

AFTER THE SEARCH ... 

D 
D 

No alternatives were identified 

No alternatives were deemed acceptable 
because (explain below) : 

Describe the search conducted or assessment of the Compelling Situation: 



. 
' 

D Approved: 
D The agency is given a one-time approval to process th is Single/Sole Source acquisition , subject to 

Procurement's ability to make a fair and reasonable price determination. (Any terms and conditions proposed 
by vendor must be approved in writing by the County's attorney and the County Manager.) 

D The agency is given a time-bound approval allowing it to process Single/Sole Source acquisitions through 
, subject to Procurement's ability to make a fair and reasonable price determination. 

D A solicitation document containing the County's intent to pursue th is as a Single/Sole source is required to be 
posted for two weeks Cherokee County's internet site for solicitations. Should there be no concerns raised by 
the posting/advertisement, the acquisition shall proceed as a sole source, subject to Procurement's ability to 
make a fair and reasonable price determination . 

Next Step(s) : 

D Requires Procurement Summary 

D Requires Agenda Request and BOC Approval 

D Requires Non-standard Terms & Cond itions be approved by the County Manager and Legal 

D Requires Purchase Requisition be Submitted 

D Other: 

0Not Approved. Reason : 

Procurement Director or Designee 

Signature: Date 

Printed Name/Title Phone No. 

County Manager or designee (Required signature when over $25,000). 

Signature: 

Printed Name: Jerry Cooper, County Manager 

Concurrence: 

D Approved 

D Rejected 
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