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BOARD OF COUNTY COMMISSIONERS OF GUNNISON COUNTY, COLORADO 
RESOLUTION NO. 2025- � 

A RESOLUTION UPDATING GUNNISON COUNTY FINANCIAL, PROCUREMENT, 
TRAVEL, AND GRANT POLICIES 

WHEREAS, Gunnison County is a statutory county with an elected Board of 
Commissioners that is responsible for setting policy, appointing administrative 
personnel and the adoption of an annual budget in accordance with state statutes; and 

WHEREAS Gunnison County has established a uniform policy format and an 
adoption and periodic review process to promote consistency and uniformity throughout 
the organization; and 

WHEREAS Gunnison County previously adopted Gunnison County Financial # 
1.2.1.3, Procurement# 1.2.10, and Travel Policies# 4.3.6 via Resolution 2024-33; and 

WHEREAS Gunnison County previously adopted Grant Policy # 1.2.1.3.2 via 
Resolution 2023-5; and 

WHEREAS, Gunnison County's current Financial Policies (1.2.1.3), Procurement 
Policy (1.2.10), Grant Policy (1.2.1.3.2), and Travel Policy (4.3.6) have undergone 
review by the Finance Department; and 

WHEREAS, Gunnison County's current Financial Policies (1.2.1.3), Procurement 
Policy (1.2.10), Grant Policy (1.2.1.3.2), and Travel Policy (4.3.6) required changes to 
more clearly document policy best practices already followed by Gunnison County 
personnel and more specifically address requirements of certain state funding agencies; 
and 

WHEREAS, the attached Financial Policies (1.2.1.3), Procurement Policy 
(1.2.10), Grant Policy (1.2.1.3.2), and Travel Policy (4.3.6) (Exhibit A) were updated to 
document Gunnison County's current practices related to financial operations, 
procurement procedures, grant, and travel policies. 

NOW, THEREFORE, BE IT RESOLVED by the Board of County Commissioners 
of Gunnison County, Colorado that the attached Financial Policies (1.2.1.3), 
Procurement Policy (1.2.10), Grant Policy (1.2.1.3.2), and Travel Policy (4.3.6) (Exhibit 
A) are adopted; 

INTRODUCED by Commissioner Houck 
_,
seconded 

by Commissioner uce\ Danwis _ and adopted this 18th day of 
February 2025. 

BOARD OF COUNTY COMMISSIONERS 
OF GUNNISON COUNTY, COLORADO 

2c-s Laura Puckett Daniels, Chairpeae* 



JonananH ouck, Commissioner 

Attest: 

1.g31 
Deputy County Clerk 
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EXHIBIT A 

GUNNISON 

Co 

Policy Name: Gunnison County Financial Policies 
Policy 

1.2.1.3 Number: 
Approval Gunnison County Board of County Adoption 

Resolution #2019-1 Authority: Commissioners Document 
Date of Initial 

1/8/2019 
Effective 

1/1/2019 
Policy Finance 

Adoption: Date: Custodian: Department 

Last Review / 
2/18/2025 

Review Every one ( 1) Next Review 
2/18/2026 Revision Date: Frequency: year. Due: 

PURPOSE 
The purpose of Gunnison County's financial policies is to serve as a foundation for long- a n d  

sho r t - range  planning, facilitate decision making, and provide direction to staff for handling the 

County's day-to-day financial business. These policies also serve as a blueprint to achieve the fiscal 

stability necessary to carry out the County's mission, vision and values. Because of the broad and 

diverse nature of the County's offices and departments it is critical to have written, clearly defined, 

financial policies which minimize the risk of developing conflicting or inconsistent goals and objectives 

causing negative impacts on the overall financial position of Gunnison County. 

Each annual Gunnison County budget is developed using the Managing for Results (MFR) performance 
management initiative, which links resources to results and aligns with the Board of County Commissioners' 
Strategic Plan. Each budget is a crucial element of the MFR process. 

SCOPE 
This policy applies to the entire Gunnison County organization, including all departments and offices. 

DEFINITIONS 
• Balanced Budget. The recommended budget presented annually to the Board of County 

Commissioners shall be balanced by fund. According to C.R.S, 29-1-103 no budget adopted shall 
provide for expenditures in excess of available revenues and beginning fund balances. 

POLICY STATEMENTS 
Auditing and Financial Reporting 

• An independent audit will be performed annually in accordance with State law (C.R.S.29-1-603). 
• The County's ERP system shall be maintained in conformance with Generally Accepted Accounting 

Principles (GAAP) established by the Governmental Accounting Standards Board (GASS) and with 
the goal of obtaining an unqualified opinion from the independent auditor. 

• The County will produce its General Purpose Financial Statements (GPFS) in conformance with 
GAAP. 

• The County must create an RFP for independent auditor bids every five years, beginning with the 
2025 audit. 

Fund Accounting 
Pursuant to GASS 34 the principal role of funds in the new financial reporting model is to demonstrate 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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fiscal accountability. While there are no limits to the number of individual funds a government elects to 
use, a basic principle of governmental accounting recommends that the entity use the smallest number of 
individual funds possible, consistent with its particular circumstances. Gunnison County has 25 funds, which 
are broken out into three classifications: Governmental, Proprietary and Fiduciary Funds. 

The general ledger is organized on the basis of these funds and the fund's classification and maintained 
in conformance with GAAP. Each fund is considered a separate accounting entity. The operations of each 
fund are accounted for with a separate set of self-balancing accounts that consist of assets, liabilities, fund 
equity, revenues and expenditures. The fund structure in the audited financial statements is different from 
the budgetary fund structure since the County does not budget for Agency Funds or Asset and Liability 
accounts. Therefore, these are not included in the budget document. 

Governmental Funds: 
General Fund 
01 General Fund 

Special Revenue Funds 
02 Road & Bridge Fund 
03 Human Services Fund 
04 Public Health Fund 
07 Conservation Trust Fund 
12 Sales Tax Fund 
13 Land Preservation Fund 
30 Mosquito Control Fund 
32 Sage Grouse Trust Fund 
34 Risk Management 
70 Housing Authority 
91 Gunnison River Valley Local Marketing District 
92 Gunnison Valley Transportation Authority 

Capital Funds 
41 Airport Construction Fund 
43 Capital Expenditures Fund 

Proprietary Funds: 
Enterprise Funds 
10 Airport Operations Fund 
50 Sewer District Fund 
51 Water District Fund 
52 Solid Waste Fund 
71 Senior Housing Fund 

Internal Services Funds 
80 Internal Service Fund I (County Shops/Equipment) 
82 Internal Service Fund II (Information Technology/Mapping) 
90 Internal Service Fund III (Unemployment/Insurance) 

Fiduciary Funds: 
County Treasurer Agency Fund 
Public Trustee Agency Fund 

Basis of Budgeting and Accounting 
The basis of accounting for governmental funds is modified accrual. The basis of accounting for 

proprietary funds is full accrual, and the basis of budgeting proprietary funds is full accrual. Revenues are 
recognized in the accounting period in which they become "available and measurable." Expenses are 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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The County budgets on a calendar year, January 1- December 31 for all funds. Any increase to the 
adopted budget requires that a supplemental budget and appropriation be approved by the Board of County 
Commissioners at a public hearing, with prior published notice of the proposed change (C.R.S. 29-1-109). 
Expenditures must not exceed appropriations approved by the Commissioners (C.R.S. 29-1-110). The 
appropriations are established by classification and function. 

According to the Colorado State Statute (C.R.S. 30-25-202), moneys credited to Capital Funds shall not 
revert or be transferred to any other fund. Likewise, no transfers are allowed from the General Fund into 
the Road & Bridge Fund per State Law (C.R.S. 30-25-106). 

Fund Balances 
• Each fund should maintain a fund balance at a level that will provide for a positive cash balance 

throughout the fiscal year, which will reduce the likelihood of having to enter into short-term debt 
to pay for current operating expenditures. 

• Adequate fund balances will be maintained so major unplanned occurrences will not jeopardize the 
financial position of the County. 

• In order to meet emergency obligations, avoid interruptions in cash flow, generate interest income, 
and maintain a sound bond rating, the County shall maintain a Committed fund balance in its 
General Fund of 25% of operational expenditures (which is defined as the total budget less capital 
outlay and transfers to other funds). GFOA recommended practice is at a minimum no less than 
five to fifteen percent of regular General Fund operating revenues, or no less than one to two 
months of regular General Fund operating expenditures. Because of the conservative approach to 
maintaining sufficient resources, Gunnison County requires an unassigned fund balance in the 
General Fund in excess of these recommended minimums. 
Fund balance may be used as appropriate (and approved by the Board of County Commissioners) 
under sound management practices when current revenues are not adequate to cover current 
expenditures. 

• Gunnison County will maintain an emergency reserve in an amount equal to at least three percent 
of fiscal year spending in accordance with the provisions of Article X, Section 20 of the State 
Constitution (TABOR Amendment). 

Revenues 
• The County should strive to maintain a diversified and stable revenue base; to the extent it has 

the legal authority to do so. 
• All revenue projections should be realistically calculated and budgeted. 
• Funding through grants is encouraged as a means of financing a project or one-time expenditures. 

Programming may be cancelled if grants are not sustained. 

Fees and User Charges 
The County will set its fees and user charges to recover, at a minimum, the variable costs of 
services in order to reduce reliance on property and other taxes. 
The County should charge fees and user charges when it is allowable, when a limited and specific 
group of beneficiaries can be identified or when it is feasible to charge beneficiaries for services 
rendered. To the extent possible, fee levels should be set to recover the full costs of the services 
provided, unless it is deemed necessary or desirable to subsidize the service. 

• The capital and operating budgets of enterprise funds (i.e., Solid Waste Fund), shall not be 
subsidized by the General Fund and shall be supported wholly by fees and charges generated by 
the enterprise. 
As part of the budget process, the County shall annually review the fees and user charges. All 
changes to the schedule of fees and charges must be approved by the Board of County 
Commissioners. 

Operating Expenditures 
• The County will pay all current expenditures with current revenue. 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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In accordance with Colorado State Law, Gunnison County will adopt a balanced budget for each 
fund. 
The County will maintain a budgetary control system to ensure adherence to the budget and will 
make timely reports available to management which compare actual revenues and expenditures to 
budgeted amounts. 
The County will encourage the use of technology and capital investment programs that are cost 
effective and will manage the growth of operating costs. 
Supplemental requests for funding will be submitted to the Board of County Commissioners (BOCC) 
on an as needed basis, no less than annually. 
Services that directly contribute to the BOCC Strategic Plan for the County will receive the highest 
priority for funding. 
A plan should be maintained and funded which provides for the orderly replacement of equipment. 

Debt is an important tool for financing capital facilities. 
• The issuance of debt is in accordance with Colorado State Laws. 
• Debt will not be used to finance current operating expenses. Debt should only be used for the 

construction of capital facilities or the purchase of capital assets. 

Capital Improvement Program (CIP) 
The County will plan for its capital needs at least five years into the future to address needs and 
to earmark revenues. 

• A five-year CIP shall be prepared and updated annually. Elected official offices and departments 
shall request items meeting the definition of capital assets through the annual capital budget 
process. 
Year 1 of the five-year CIP will be fully funded in the same year's budget that the five-year CIP 
was adopted, if it cannot be funded the project will be moved to Year 2. 

• The County will strive to fund capital improvements on a pay-as-you-go basis to enhance its 
financial condition and bond rating. 

• An asset is classified as a fixed asset if the cost is greater than $10,000 and its useful life is greater 
than one year. 

Compensation 
One of the largest expenditure items is salaries and benefits for Gunnison County employees. The 

County recognizes its employees as its greatest asset and takes pride in its ability to deliver a total 
compensation package that includes cash compensation, health insurance and retirement benefits, and 
other employee benefits that provide employees with security and opportunity. 

Gunnison County is committed to compensating its employees fairly, within economically feasible 
parameters, while considering the competitive job market, internal equity and individual performance. 

• Salary range structures should be evaluated periodically to determine the relative competitiveness 
of the pay structure to the job market. 

• The midpoint of the salary range is the market value against which the County will assess its pay 
plan relative to the job market. 
Staffing levels will be identified in the approved budget document and shall not exceed the 
authorized level. 
Savings in an adopted budget that result from vacant positions are not to be used as justification 
for Elected Officials or Department Heads to increase expenses for operational or capital 
expenditure purposes unless approved by the County Manager in advance. 

• Gunnison County does not have a defined benefit plan for retirees. 

Internal Controls 
Gunnison County management is responsible for establishing and maintaining an internal control 

structure. Internal controls are defined as the organization and methods used to: 1) safeguard assets from 
loss by fraud or by unintentional errors; 2) assure the reliability of the accounting data which management 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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may use in making decisions; and 3) promote operational efficiency and encourage adherence to adopted 
policies. The internal control structure is designed to provide reasonable, but not absolute, assurance that 
these objectives are met. The concept of reasonable assurance recognizes that the cost of control should 
not exceed the benefits likely to be derived and that the evaluation of costs and benefits requires estimates 
and judgments by management. We believe the County's internal control structure adequately safeguards 
assets and provides reasonable assurance of proper recording of financial transactions. 

• The County will utilize an ERP software system in tandem with a Budgeting and reporting system 
to maintain its financial accounting and reporting. Payroll and HR functions take place in the payroll 
system. All records and reporting will be in accordance with GASB and GAAP. The County will 
maintain an accounting system which provides internal budgetary and accounting controls designed 
to provide reasonable assurance regarding both the safeguarding of assets against the loss from 
unauthorized use or disposition and the reliability of financial information used in the preparation 
of financial statements and reports. 
An independent certified public accounting firm will perform an annual audit and will publicly issue 
a financial opinion and a statement on internal controls. A management letter will be part of this 
report. 

• The County will maintain, and update procedures designed for position control, as it relates to 
authorized positions, hours budgeted and worked, and filling vacancies. All positions dependent 
on grant funding will require the employee to verify their understanding that if grant funding 
decreases or ends, their compensation will also decrease or end. 

• The County Finance Office will maintain a fixed assets inventory for assets greater than $10,000. 
Capitalization thresholds will not be applied to groups of similar items if they individually do not 
meet the capitalization criteria unless deemed as material for financial statement reporting. 

• The County Departments will maintain an inventory of items that require special attention to ensure 
legal compliance. Legal or contractual provisions may require a higher than ordinary level of 
accountability over certain items (i.e., items acquired through grant contracts). 

• The County Departments will maintain an inventory of theft sensitive items (i.e., computers, 
laptops, monitors). 

• The County Departments will maintain an inventory of items that require special attention to protect 
public safety and avoid potential liability (i.e., Sheriff's or Airport firearms). 
The Finance Department, Internal Service Fund II (Information Technology/Mapping), and the 
Treasury's Office will coordinate internal control efforts to safeguard assets against electronic theft. 

• Internal control procedures will be formally documented and reviewed annually with this Finance 
Policy. Appendix 1 of this policy document includes Documented Internal Control Procedures 
followed to ensure the objectives listed here. 

Amending the Budget 
A budget amendment will increase or decrease budget appropriations adopted by the BOCC. Budget 

appropriations may be adjusted due to the following: 
• Appropriation Transfers - the transfer of appropriated budget from one or more spending agencies 

in a fund to one or more spending agencies in another fund or between spending agencies within 
a fund (C.R.S. 29-1-109 1a). 

o Used when a unit is identified as having insufficient budget dollars while at the same time 
another appropriation unit is identified as having an excess budget. 

• Supplemental Appropriations - if, during the fiscal year, unanticipated revenues that were not 
assured at the time of the adoption of the budget from any source other than the local government 
property tax mill levy are received or if the beginning fund balance is in excess of the budgeted 
fund balance, the result is additional available revenues 29-1-109 1b). 

o Used when a policy, law, statute, or court ruling becomes effective which mandates 
expenditures that were not anticipated or budgeted. 

o Used when an expenditure item is essential to the operation of a county office or 
department that was neither anticipated nor budgeted. 

o Used when revenue is received and designated for a particular purpose that was neither 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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Budgetary Decreases - if revenues are lower than anticipated in the adopted budget (C.R.S. 29-1-
109 1c). 

o Used when the projected revenue shortfall is large enough that it would cause a shortfall 
for a fund or for a program dependent upon it. 

Review Timeline 
These policies will be evaluated annually and updated periodically, no less than once every five years. 

COMPLIANCE 

This policy shall be complied with in all respects. Revisions to this policy may occur. However, when 
deemed necessary to fully protect the County's interests, the interest of the public, and to more fully protect 
the safety of the public, including employees governed by this policy, this policy may be changed without 
notice. 

APPLICABLE LEGISLATION AND/OR RELATED REGULATIONS, POLICIES AND FORMS 
• Article X, Section 20 of the Colorado Constitution (TABOR Amendment) 
• C.R.S. 29-1-109 & C.R.S. 29-1-109(1)(a-c) 

• C.R.S. 29-1-110 

• C.R.S. 29-1-506 

• C.R.S. 29-1-603 
• C.R.S. 30-25-106 

■ C.R.S. 30-25-202 
• Generally Accepted Accounting Principles (GAAP) 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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Gunnison County Finance Department Procedures for Maintaining Effective Internal Controls 

PAYMENTS USING Gunnison County FUNDS (Including Warrants and EFTs) 
1. All payments made must be requested using the Finance Department Approved Payment Voucher 

Form. 
2. All vouchers must undergo accounting review, 
3. All purchasing and use of Gunnison County funds must adhere to Gunnison County Financial 

Policy 1.2.1.3, Gunnison County Procurement Policy 1.2.10, and Gunnison County Grant Policy 
1.2.1.3.2. 

4. The vendors invoice must be submitted to Finance AP Accountant (FAPA) with the Current 

Finance Department Approved Payment Voucher Form (voucher) with the following information 
clearly identified: 
• Budget year 
• Invoice/Effective Date (date items received/work completed) 
• Vendor Name & Address 
• Vendor Code 
• Account Number, if applicable 
• Invoice Date 
• Invoice Number 
• Description 
• Amount 
• Signature of Director/Authorized Department Approver 
• Date of signature 
• W9 for new vendors 
• Department Head or authorized designee signature/initials with date signed 

5. All vouchers must be approved by an authorized departmental signer. The authorized signature 
must be on file with the Finance Department and be renewed each year. By signing the 
voucher, the signer confirms that the expense is within the approved budgetary authority (as 
outlined in Colorado Revised Statutes Title 29, Article 1) and complies with Gunnison County 
policies. 

6. Vouchers from Human Services (must be submitted using ye/low vouchers) are reviewed by the 
Senior Operations Accountant (SOA) to confirm their designation as non-agenda items, as these 
typically contain sensitive information. The SOA initials vouchers before forwarding them to the 
FAPA. 

7. Vouchers coded to Grant Codes (Gxxxx) are reviewed by the Finance Grant Accountant (FGA) to 
verify proper coding and adherence to grant budgets and other grant requirements. The FGA 
initials vouchers before forwarding to the FAPA. 

8. Vouchers are forwarded to the FAPA for verification of proper coding and verification of the 
presence of the above information and approvals. 

9. The FAPA maintains current vendor files and updates vendor information as needed. Vendor 
Files that are updated or created require approval from the Finance Director or Designee before 
changes become effective. 

10. The FAPA groups vouchers for weekly check/EFT (electronic fund transfer) batches. All Vouchers 
received before 5pm on Wednesdays will be processed and paid each Friday. 

11. The Finance Director or Designee reviews all vouchers for department authorization and coding 
and approves each individual voucher by initialing the voucher. 

12. Once a full weekly batch is ready for EFT release or check printing, the Finance Director or 
Designee approves the batch for payment within the ERP software. When all voucher batches 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.orq/Policies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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are approved for payment, the Finance Director or Designee then provides a second approval 

within the ERP software for check printing or EFT release. 

13. A signature token (contained in a USB memory stick) is required for the printing of checks. The 

signature token is kept in a locked location by the Finance Director. 

14. The FAPA prints checks/uploads EFT files and creates a Positive Pay file for uploading to the 

bank. 

15, The Finance Director or Designee then uploads and approves the Positive Pay file and approves 

EFT's in the bank online interface. Approving EFT's and uploading Positive Pay files requires the 
possession of a bank token. Bank tokens for approving EFT's and Positive Pay files are 

possessed by the Treasurer, Finance Director, and SOA. (Note: All EFTs are sent via ACH and 

not wire transfer). 

16. All vouchers and invoices are maintained in both physical and electronic scanned form to enable 

quick and convenient review later. 

17.  The AP Bank Account is reconciled each month by the Finance Designee and reviewed by the 

Finance Director. The reconciliation compares the ERP software General Ledger Balance, the 
Treasurer General Ledger Balance, and the Bank Statement's monthly activity. 

REQUESTING AND RECEIVING FUNDS (including billing and reimbursement settlements) 
Genera l Business 

1 .  All Funds received in relation to Gunnison County Grants must adhere to the Gunnison County 
Grant Policy 1 . 2 . 1 .3.2. 

2 .  Checks or  funds are received in person or  via USPS by the Finance AR Accountant (FARA). 

3 .  Any cash received is verified by at  least one other employee in  addition to the FARA. 

4. The FARA records all receipts in a physical receipt book located at the Finance Office Window. 
5 .  The FARA posts Customer receipts to the ROA (Receipt on Account) module in the ERP software. 

6. The FARA prepares deposits which are then given to the Treasury Department where amounts 

are again verified and then deposited to the County Operating Bank Account. 

7. The Treasurer provides the Finance Department with a monthly Cash Receipts Journal which 
includes all funds received by the Treasurer, including funds receipted directly to the Treasurer 

without passing through the Finance Office. 

8. The County Operating Bank Account is reconciled each month by the Finance Designee and 

reviewed by the Finance Director. The reconci l iation compares the ERP software General Ledger 

Balance, the Treasurer General Ledger Balance, and the Bank Statement Activity and Balance. 

CFMS Settlements for Gunnison and Hinsdale Counties 
CFMS State Settlements are prepared and submitted by the SOA. 

Non-Payroll Expenditures 
1 .  The SOA compiles monthly non-payroll transactions related to Human Services and programs 

processed through CFMS (County Financial Management System). This includes: 
• Yellow vouchers for Human Services Department (typically include confidential information). 
• P-card transactions for Human Services employees. 
• Cellphone reimbursements for Human Services Employees. 
• Motor pool charges. 
• Journal entries (e.g. ,  rent, computer system charges, mapping system charges, equipment 

rental ,  internet) . 
• Attorney fees are billed on a quarterly basis according to the actual hours worked on specific 

human services programs. The County Attorney Office provides quarterly billing statements 
to the SOA. 

2. Review Expenditures 
• The SOA reviews expenditure coding, expenditure amounts and payees with corresponding 

receipts. 

is44..erau.as.me465es465 iiiinsane.amews.omsow.nee4 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
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• The SOA assesses the reasonableness of each expenditure based on context and a llowability 
rules. 

• The SOA assures that department head or signer has authorized the expenditure. 
• The SOA reviews any related contracts to verify that expenditures fal l  within the scope of the 

contract. (all contracts go through legal and finance review before they are brought to the 
County Manager or BOCC for approval) . 

• The SOA compiles the above for inclusion in the monthly settlement and reconciliation 
process below. 

Payroll Expenditures 
1 .  The H R  and Payroll Administrator (HRPA) generates the payroll general ledger report i n  the 

Payroll System.  
• Managers review employees' timesheets to ensure accuracy and appropriate bil l ing to each 

progra m. 
• The SOA randomly selects and reviews a sample of employees, comparing the detai ls from 

their timesheets to the general ledger report to verify accuracy. 
• The SOA makes manual entries for programs that only permit FICA tax to be 

reimbursed/charged, excluding other benefits. The remaining benefits are allocated to the 
programs where the employee worked during the period. 

2. The SOA records Journal Entries in CFMS 
• For both Gunnison County and H insdale County, the SOA enters the reviewed journal entries 

in CFMS. 
• The SOA ensures that all non-payroll and payroll-related entries are properly coded and 

al igned with CFMS standards. 

Monthly Settlement and Reconciliation 
1 .  After the CFMS journal entries are processed, the State generates the monthly settlement, pays it 

via EFT, and sends a settlement report to the SOA. 
2. The SOA reconciles the monthly State Settlement to the ERP software general ledger. 
3 .  The SOA ensures that a l l  programs that were settled are accurately reflected in the ERP software 

general ledger and al ign with CFMS submissions. 

PAYROLL: TIME AND EFFORT REPORTS (TIME SHEETS) 
Time and effort reports (time sheets) are required for all personnel regardless of the funding 
stream. 
For employees working on multiple activities or cost objectives: 
1 .  Must be an after-the-fact determination of the employee's actual effort. Salaries and wages charged 

to all awards must be based on records that accurately reflect the work performed. 
2. Must account for total activity fa which employees are compensated, and which is required in 

fulfillment of their obligations to the organization. For example, if the employee spends 60% of their 
time on project A, 20% on Project B and 20% Project C; time and effort for al l three areas must be 
i ncluded in the report. 

a .  100% i s  generally expected to reflect 4 0  hours for one ( 1 )  full time equivalent (FTE) 
b. The cost of the employee and associated fringe benefits and taxes must be allocated 

proportional to the hours paid. Any leave time or time off (vacation, sick, comp time 
used, holiday) must be allocated proportional to the hours worked. 

3. Must be signed by the employee and a supervisor with firsthand knowledge of the activities 
performed by the employee. The signature on the time sheets is affirmation that the report is an 
accurate accounting of the actual time the employee spent on the project. 

4. Must be prepared monthly to correspond to one pay period. 
5. Must be submitted to the HRPA by the date requested by the HRPA each month. 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.orq/Pollcies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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6. Volunteer time and personnel costs being used as a match must be accounted for in the same 
manner as personnel being charged to the grant. 

7. Applies to full-time and part-time employees. 

Departments are encouraged to engage in the following best practices 
• Employees record time daily. 

• Project codes/names are provided to the employee in advance and employees and 
supervisors should be familiar with the codes for the projects upon which they work. 

PAYROLL: PROCESSING AND DIRECT DEPOSIT 

1 .  The HRPA receives physical and electronic time records for entry into the payroll system .  

2 .  All New Employees or changes to Employee information are submitted via document 

management system. All new or discharged employees and/or employee changes must be 

approved by the department head, HR Director and Finance Director before changes can be 

made to employee fi les in the payroll system. (the one exception here is changes made directly 

by an employee with record to direct deposit or benefits information). 

3. The HRPA runs the monthly payroll in the payroll system in time for Direct Deposit of Payroll on 

the last business day of each month. 

4. The HRPA notifies the Treasurer of the total funds requi red to settle Direct Deposit Payroll checks 

and other payroll liabilities when the payroll is submitted. 

5. Di rect Deposit Payroll checks, and other payroll l iabilities are drawn on a separate Payroll Clearing 
Bank Account. A $6,000 regular balance is maintained in this account. Only required funds are 

transferred to the account after each payroll run.  

6 .  The Payroll Clearing Bank Account is reconciled each month by the Finance Designee a nd 

reviewed by the Finance Director. The reconcil iation compares the ERP software General Ledger 

Balance, the Treasurer General Ledger Balance, and the Bank Statement's monthly activity. 

7. Quarterly and annual payroll reporting is generated within the payroll system.  The reports are 

compiled and stored by the HRPA. 

8. Following each monthly payroll ,  a General Ledger report is generated in the payroll system and 

uploaded to the ERP software to facilitate accurate expenditure and l iabil ity tracking across 

departments, grants and programs. 

PETTY CASH 

1. The FARA maintains the Finance Petty Cash Fund. 
2. Individual departments maintain their own Petty Cash Funds and request replenishment on their 

own schedules following individual department policies. 

3 .  The FARA monitors the Finance Petty Cash Fund and requests replenishment from time to time 

or when the fund is depleted below $100. 

4. The replenishment is  conducted via the voucher procedure above, using the receipts within the 

box as invoices being vouchered. 

5. Both the FARA a nd the FAPA prepare the replenishment voucher together. 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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PURPOSE 

The pu rpose of Gunn ison County's procu rement Pol i cy i s  to : 
• Provide fa i r  a nd equitable treatment by the County of a l l  people i nvolved i n  pub l ic  

procurement. 
• Maxim ize the purchasing va lue of pub l ic  funds .  
• Codify and standard ize the County's procurement rules a nd regu lations for orderly  and 

efficient admin istration . 
• Provide safeguards  for ma inta i n i ng  a procurement system of qua l ity a nd i ntegrity . 
• Foster effective, broad-based competition with i n  the free enterprise system .  

SCOPE 
Th is  pol i cy a pp l i es to the entire Gunn ison County organ izat ion, i nc lud ing a l l  departments and 

offices, a nd to the procu rement of a l l  goods and services requ i red by the County, i rrespective 
of the source of the County fu nds.  

D EFINITIONS 
• Award is the acceptance of a quote or proposa l by the execution of a written 

agreement. 
• Bidder i s  a busi ness, i nd ivid ua l ,  com mittee, cl ub,  organ i zation or group of i nd ividua ls  

that  provide a competitive price offer and  has the capabi l i ty i n  a l l  respects to perform 
fu l ly  the contract requ i rements . 

• BOCC is the Gun n ison County Boa rd of County Commissioners .  
• Brand Name or Equal  Specification i s  a bid specification that identifies a pa rticu lar  

manufacturer's product by name, trademark, or other identifyi ng  n u m bers to describe 
the standard of qua l ity, performance, a nd other sa l ient characteristics needed to meet 

County requ i rements a nd a l l ow vendors to submit equiva lent products . 
• Brand Name Specifications means a bid specifi cation l im ited to a particu lar  

manufacturer's brand name product or trademarked item whereby vendors may only 
submit b ids for the brand name product identified . In certa i n  i nsta n ces, County efforts 
to ga i n  effic iencies through standard iz ing on certa i n  brand  of products may j ustify the 
use of a brand name specification i n  a b id  sol icita tion . 

• The contract inc ludes contracts for Professiona l  Services, Professiona l  Servi ces 
Ag reements, Capita l Construction Contracts, a nd a ny other contract executed by 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Pol icies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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Gunnison County or Procurement Ca rd (P-Card )  transaction i n  which County funds are 
used to acq u i re goods or services. 

• Contractor is any person or compa ny having a contract with Gunn ison County. 
• The County Manager is the person serving i n  the position of County Manager, except 

that the County Manager may delegate authority for specific purchases to a nother 
employee. 

• Direct or Indirect Participation is the i nvolvement th rough decis ion,  approva l ,  
d i sapprova l ,  recommendation,  prepa ration of any part of the purchase request, 
i nfl uenci ng the content of a specification or standard,  renderi ng of advice, 
i nvestigation, aud iti ng ,  or in a ny other advi sory capacity .  

• Financial Interest i s  a ny moneta ry i nvolvement i n  a business, employment or 
prospective employment for which negotiations have begun ,  an  ownersh ip  i nterest i n  
rea l  or personal property, a loa n or any other debtor i nterest, or bei ng  an  officer i n  a 
busi ness. Employees who may serve as a vot ing  member on a non-profit boa rd or 
commission that receives fund ing  from Gunn ison County must recuse themselves from 
a ny moneta ry decis ions i nvolvi ng  the Cou nty. 

• Gratu ity is a payment, loan subscri ption,  advance, deposit of money, service, or 

a nyth i ng of more than nomina l  va l ue, present or promised . 
• Immediate Family i s  the spouse, domestic partner, pa rent, g randparent, ch i l d ,  

g ra ndch i l d ,  brother, s ister, either through blood , adoption or marriage, which i ncl udes 
in- law a nd step re lationsh ips .  

• Invitation for Bid {IFB) is the process used to sol icit b ids from qua l ified vendors for 
goods or services when complete specifi cations or specific purchase descri ptions a re 
ava i lab le .  The specifications for the items to be procured are not subject to 

negotiation . 
• Personally Identifiable Information {PII) is any i nformation that ca n be used to 

identify a person ,  either d i rectly or i nd i rectly. PII ca n be ma inta i ned i n  a variety of 
med ia ,  i nc lud ing  paper and  electron ic  formats. 

• Procu rement is the buyi ng ,  purchas ing,  renti ng,  leas ing,  or other acqu isit ion of 
supp l ies/services that i n vo lve the expenditure of funds or the rendering  of a ny 
considerat ion on the part of the County. Though the terms "Procurement" a nd 
"Purchasi ng" a re often used i nterchangeably, "Purc hasi ng"  is on ly one phase of the 
procurement cycle. Procurement consists of: 

• Plan n i ng and sched u l i ng inc lud ing defi n i ng  the need , sou rce selection ,  risk 
assessment and a l locati on of resources .  

• Source selection (purchas ing) is the process through which qua l ified providers 
are identified , sol icited , eva l uated a nd selected . 

• Contract adm in i stration inc l udes fi na l ization of terms and cond it ions, payment 
of i nvo ices, and adherence to identified insurance requ i rements through 
contract completion .  

• Procu rement Process is a series of acts of defi n i ng requ i rements, sol i citation of 
sources, issu ing  bid documents, source selection ,  prepa ration and award of contract, 

and  adm inistration of the contract . 
• Request for Information { RFI ) i s  a written request for contractors to provide non­

propri eta ry product and/or service information . An RFI is issued by the County for the 
purpose of a l lowing contractors an opportun ity to make representations concern ing 
products they sel l  or services they render; without any obl igation on the part of the 
County to purchase such goods or services. 

• Request for Proposal {RFP) i s  a l l  written documents, whether attached or 
i ncorporated by reference, uti l i zed for the sol i c itation of proposa ls .  An RFP req u i res a 
contractor to propose a solution to Gunn ison County based on the contractor's 
i nterpretation of the RFP specifi cations and statement of work .  The terms of the 
proposa ls  upon submission a re open to negotiation . 

• Request for Qual ifications {RFQ) is the forma l  process for the County to sol ic it 
statements of qua l ifications of potentia l  service providers a l l owing  potenti a l  service 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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providers a n  opportun ity to make representati ons concern ing  services they render; 
without any obl igation on the part of the County to purchase such services . 

• Scope of Work (SOW) descri bes the specific service requ i rements and expectations 
a pp l icab le to a contractor concern ing goods a nd/or services bei ng procured by the 
County. The SOW identifies the responsib i l it ies of both the County and the Contractor. 

• Services a re the fu rn ish ing of labor, t ime, materia ls, tools and/or equ ipment by a 
contractor which involves the del ivery of a specific end resu lt related to the 
performance criteria in  the contract . 

• Specification is any descri ption of physica l or functional  characteristics or description 
of the un ique nature of a product or service . 

• Surplus Property is  a ny County-owned property that i s  no  longer functiona l  (and is  
beyond repa i r) ,  has been uti l ized for a period equa l  to its u sefu l l ife, and/or i s  no  longer 
of any use to any County department. 

POLICY STATEM ENTS 
General 
When the procu rement i nvolves the expend itu re of State or Federa l assistance, grants or 
contract funds, the procurement sha l l  be conducted in  accordance with any a pp l icab le loca l ,  
State or Federa l  laws/regu lations as  they perta in  to  the  State or Federa l assistance, grant or 
contra ct funds. 

The County is  responsib le for purchasing  h igh-qua l ity goods and services, at  a reasonab le 
cost and  i n  a t imely manner, through a n  open competitive selection process. 

The County is  responsib le for ensuring fa i r  and equ itable treatment of a l l  people involved in 
provid i ng goods, services and/or construct ion to the County. 

The County is responsi ble for ma inta i n ing an open and competitive environment for a l l  
q ua l ified vendors where sel lers have a ccess to County business and where a l l  procurement 
actions are conducted fa i rly and impartia l ly  in  the best interest of Gunn ison County. 

Competit ive sea led b ids or competitive proposa ls sha l l  be used to faci l i tate contracts with 
non-governmenta l contractors for the purchase or lease of g oods and services i n  a ccordance 
with the l im itations descri bed here in .  

Ethical Standards 
Al l Gunn ison County officia ls and employees must comply with the Standards of Cond uct and 
the Code of  Eth ics conta i ned i n  C . R. S .  §24- 1 8- 1 0 1 ,  et seq . ,  the ru les concern ing i nterests i n  
contra cts conta i ned i n  C .R .S .  §24- 18-20 1 ,  and the eth ics in govern ment provisions a ppl icable 
to County offic ia ls and employees conta ined in  Article XXIX of the Colorado State Constitution .  
The Eth ical  Standards stated in  th is  section a re summaries of the statutory and constitutiona l  
req u i rements, and do not supersede the statutory and constitutiona l requ i rements. Any 
offic ia l  or  employee who has a question a bout whether a specific action is a violat ion of the 
Ethica l Standards should review the app l i cab le statutes a nd constitutiona l  provis ions cited i n  
th i s  section and/or consult with the County Attorney. 

A Gunn ison Cou nty offic ia l  or employee sha l l  not : 
• D isclose or use confident ia l i nformation acqu i red during h is or her offic ia l  duties to 

fu rther su bstantia l ly h is  or her personal fi nanc ia l  i nterests; or 
• Accept a g ift of substantia l  va lue or a substantia l  economic benefit tantamount to a 

g ift of substantia l  va l ue, as descri bed in  C .R .S .  §24- 18-104, i nc lud ing,  without 
l im itation,  a ny g ift with a va lue i n  excess of the amount of $75 .00,  as such amount 
l i m itation may be a dj usted for i nflation pursuant to Section 3 of Article XXIX of the 
Colorado State Constitution . 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Pol icies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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A Gunn ison County offic ia l  or employee should not, with i n  s ix months fol lowing the 
term i nation of h is  or  her office or employment with Gunn ison County, obta i n  employment i n  
which he or  she wi l l  take d i rect fi na ncia l advantage, u nava i l able to others, of matters with 
which he or she was d i rectly i nvolved during his or her term of employment. These matters 
i nc lude ru les, other  than rules of general app l i cation ,  wh ich he or she actively he lped to 
formu late and  a pp l ications, cla i ms or contested cases i n  the consideration of which he or she 
was an active partic ipa nt .  

A Gunn ison County officia l or employee should not perform an  officia l act d i rectly and 
substantia l ly affecti ng a business or  other undertakin g  to its economic detri ment when he or  
she has  a substantia l  financia l  i nterest i n  a competi ng firm or underta king .  

A Gunn ison County offic ia l  or employee i s  prohibited from assisting  or enab l ing members of 
h is or her immed iate fam i ly i n  obta i n i ng  employment, a g ilt of substantia l va lue,  or a n  
economic benefit tanta mount to a g ift or substantia l  va lue from a person whom the offic ia l  or 
employee i s  in a position to reward with officia l  action or has been rewarded with offic ia l  action 
i n  the past. 

To the extent that violat ions of eth ical  sta ndards  of conduct constitute violations of State or 
Federa l  laws, sanctions sha l l  be i mposed as provided by law. 

Vendor Requirements 
No bidder, vendor, potent ia l  suppl ier, contractor or subcontractor sha l l  confer upon any pub l ic  
officia l  or employee, participati ng i n  a procurement tra nsaction,  any  payment, l oan ,  
subscri ption ,  advance, deposit o f  money, or service, either presented or prom ised . 

A l l  b idders, vendors, potentia l  suppl iers, contractors or subcontractors shal l  complete a 
d isclosure of interest form to inform them of any  County Employees' persona l  i nterest i n  the 
respective p rocurement . Fa i l u re to make the req u i red d isclosure may result i n  d isqua l ification , 
d isbarment, suspension from b idd ing,  rescission of contracts and/or other sa nctions as 
appropriate. 

No contractor or subcontractor sha l l  give, demand or receive from any suppl iers, 
subcontractors or  competitors a ny bri be or  kickback or anyth i ng  of va lue i n  return for 
participation i n  a procu rement transaction or agreei ng not to compete i n  a transaction . 

Architects or  eng ineers contracted by the County may not d irectly or  i nd i rectly furn i sh bu i ld ing  
materia ls ,  suppl ies or equ ipment for a ny structu re on which they a re provid i ng professiona l  
services, u n less the provision has  been formal ly i nc luded i n  the service contract. 

Contem poraneous Employment Prohibited 
No County employee d i rectly or i n directly involved i n  the County's procurem ent process sha l l  
engage i n  a ny outside employment or other activity that is a confl i ct of interest with the 
proper d ischarge of the employee's County office or position . 

Confl ict of Interest Waiver 
The County Manager, i n  consultation with the County Attorney, may grant a waiver from the 
above Employee Requ i rements provisions upon making a determi nation that:  

• The confl ict or fi nancia l  i nterest has been d isclosed ; 
• The employee w i l l  be a ble to perform thei r p rocurement function without actual  or 

apparent b ias or favorit ism, and without a violation of State or Federa l  law; and 
• The awa rd w i l l  be i n  the best i nterests of Gunn ison Cou nty. 

Remedies and Consequences of Breach 
The value of a nyth ing  tra nsferred or received in a breach of eth ica l standards  wi l l  be 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
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recovera b le by the County from the reci p ient i n  accordance with due  process requ i rements 
and existi ng law. Any employee involved in  a breach of eth ical  standards may a lso be 
d isc ip l i ned i n  accorda nce with Section 6 of the Gunn ison County Employee Handbook. 

Authority 

* Board of County Commissioners - The Board of County Commissioners sha l l  
estab l ish the pol i cy for a l l  procurement conducted by Gunn ison County government. 

* The County Manger - The County Manager i s  responsible for ensuring  compl i ance 
with this Procurement Pol i cy. Also, the G u nn ison County Manager has contract 
execution a uthority as governed by Pol icy # 1 .2 . 1 . 2 ,  Gunn ison County Manager 
Contract-Execution Authority Pol icy . 

* Department Directors - Department d i rectors sha l l  be delegated purchasing 
authority and respons ib i l ity as set forth,  a nd department d i rectors may delegate 
purchasing a uthority to department staff as req u i red . 

Expenditure Approval and Source Selection Requirements 

The fol lowing table refl ects expenditure a pprova l and source selection requ i rements : 

Expenditure Amount Expenditure Approval Level Source Selection 

Up to $ 10,000 ' Department Di rector No competitive IFB, RFI, RFP 
a nd/or RFQ a re requ i red .  

$ 10,001 to $60,000' Department D i rector No competitive IFB, RFI, RFP 
a nd/or RFQ are requ i red, but a 
m i n imum of th ree (3 )  i nforma l  
bids a re recommended . 

$60,001 - $ 1 4 1 ,000 County Manager Documented, competitive b id  
from at l east three (3)  sou rces . 
Exceptions may be i nd iv idua l ly 
considered . 

Greater than $141 ,000 BOCC Formal ,  advertised bid (IFB or 
RFP) . 

1 .  Department Di rector purchasi ng/selection authority does not g ive them 
contra cting/signatory a uthority . A l l  norma l  contract ing  processes m ust be fol lowed . 

2 .  Pol i cy 1 . 2 . 1 . 2 outl i nes the Cou nty Manager's contract-execution authority, wh ich 
i ncl udes an  automatic annua l  CPI adjustment . Therefore, the authority g ranted i n  
Pol icy 1 . 2 . 1 . 2  w i l l  p reva i l  i n  any confl ict between the  above maxim u m  expenditure 
amount shown for the County Ma nager a nd the correspond ing threshold for req u i ring  
BOCC approva l .  

Additional Table Notes: 
• County staff will exercise due diligence to ensure competitive pricing for all purchases 

and seek to avoid the acquisition of unnecessary or duplicative items. 
• All thresholds above are per total transaction cost not per item. 
• Adequate current year budget appropriation required for all purchases. 
• Expenditures involving County facilities including leases, rentals, maintenance, 

furniture, or vehicles must be coordinated with Facilities and/or, Fleet. 
■ Expenditures involving computer or phone equipment, hardware, software, 

peripherals, subscriptions, or professional services must be coordinated with the IT 
Department. 

• Expenditures involving insurance claim purchases or services must be coordinated with 
Finance, County Attorney and Facilities or Fleet Managers. 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
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• Expenditures involving legal purchases or services require approval from the County 
Attorney. 

• In all purchases, the bid or contract shall be awarded to the most responsive, 
responsible and best-value bidder, which may not necessarily be the lowest-price 
bidder being selected. 

Documented Competitive Bids or Competitive Source Selection 
In competitive b idd ing ,  the fol lowing may be requ i red, as app l ica b le : 

• 

• 

• 

• 

• 

• 

• 

Instructions a n d  i nformation to b idders concerning  the b id  submission requ i rements, 
i ncl ud ing  the t ime and  closing date, and the address of the office to which b ids a re to 
be del ivered ; 

The project d escri ption incl udes the Specificat ions and/or Scope of Work (SOW) and 
a l l  d rawi ngs; 

The basis of awa rd ,  del ivery, or performa nce schedu le, a nd i nspection and  
acceptance requ i rements; 

The proposed contract and  a l l  standard c lauses, cond it ions, and attachments, as may 
be amended u pon consu ltation with the County Attorney; 

Cost-p lus percentage contra cts shou ld be avoided un less no other options a re 
ava i l able ;  

To the extent feasib le,  geog ra ph i c  preferences i n  vendors should be avoided ; 

When feasib le,  affi rmative steps shou ld be ta ken to encourage b ids from sma l l ,  
m inority-owned, women-owned a n d  labor a rea surplus fi rms .  Documentation of efforts 
should be made when feasib le .  

• Al l requests for sol icitations m ust incorporate a c lea r and a ccu rate d escription of the 
techn ica l requ i rements for the materia l ,  prod uct, or service to be procu red . Such a 
descri ption must not conta in  features which undu ly restrict competition . 

• A schedu le  of a l l  app l icab le deadl ines and key dates; a nd 
• C . R. S .  §43-2-209 requ i res that proposed work on h ighways be advertised and that a 

forma l  competitive sou rce selection process be conducted, for work req u ir ing a 
contra ctor's bond . 

Sole Source Procurements 
If a competit ive p rocess is requ i red, a depa rtment d i rector may recommend , and the County 
Manager may approve the award of a contract without competit ion after conduct ing a good 
fa ith review of ava i lab le  sources . The department d irector of the requesti ng department, with 
ass istance from the F inance Director, may conduct negotiations, as appropriate, regard ing 
price, del ivery, and other terms and cond itions.  

Acquisition of unnecessary or dupl icative items 
Al l  personnel  approving  vouchers for payment must endeavor to review that no vouchers for 
dup l icative or unnecessary items are a pproved . The Fina nce AP Accountant ( FAPA) w i l l  
consider whether any submitted vouchers a re for dup l icative or unnecessary items.  
Consideration shou ld  be g iven to conso l idati ng or breaking out procurements to obta in  a 
more economical  purchase .  Where appropriate, an  ana lysis wi l l  be made of lease versus 
purchase a lternatives, a nd any other a ppropriate ana lys is  to determ ine  the most econom ical 
approach . 

Invitation for Bid (IFB) Requirements 
The department responsib le w i l l  prepare and pub l ish an  IFB sol i citation package that sha l l ,  at 
m in imum,  inc lude :  

• Instructions and i nformation to b idders concern ing  the b id  submission requ i rements, 
inc lud ing the t ime and closi ng date a nd the address of the office to wh ich b ids a re to 
be del ivered ; and  

• Accurate and thorough descri ption of the Specifications a nd/or Scope of Work (SOW) 

Al l  policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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A l l  b ids sha l l  be uncon d it iona l ly accepted without a lteration or correct ions, except as 
specifica l ly  authorized el sewhere i n  these procedures. B ids sha l l  be eva l uated based on the 
requ i rements set forth in the IFB document which may i nc lude consideration for such factors 
as :  i nspect ion, standard izat ion,  testi ng ,  references, q ua l ity, price, workmansh ip ,  del ivery, 
functiona l ity, and  su itabi l ity for a pa rt icu lar  purpose . Potential supp l iers respond ing  to an  IFB 
may be contacted by the department d i rector or designee prior to the award ,  for the purposes 
of obta i n i ng  cla rification  to assu re a fu l l  u nderstand ing of, and  conformance to, a l l  IFB 
requ i rements. 

Request for Proposal (RFP) Requirements 
The d epartment responsi ble w i l l  prepa re and pub l ish a n  RFP sol i citation package that sha l l ,  at 
m i n i m u m ,  i ncl ude :  

• Instructions a nd i nformation to the proposer concern ing  proposa l subm ission 
req u i rements, i nclud ing  the time and clos ing date and the address of the office to 
which proposals a re to be del ivered ; 

• Accurate and thorough descri ption of the Specifications and/or Scope of Work (SOW) , 
a ny drawings, a nd a ny i nsurance/bond ing requ i rements; 

• The eva l uation factors and their  relevant i mportance, a nd 
• A schedu le  of a l l  dead l i nes a nd key dates . 

The source selection process for RFP's i s  the same as identified for IFB's and RFQ's with two 
( 2 )  except ions :  

• 

• 

The record that i s  prepa red, conta i n ing i nformation on the p roposa ls received and 
other associated i nformation, may or may not be d isclosed unt i l  after awa rd of the 
contract, depend i n g  on the Cou nty's best i nterests . 
The identity of com peti ng supp l iers, a nd the associated i nformation derived from the i r  
RFP responses, may or may not be d isclosed to any com peting RFP respondent prior 
to the awa rd of the contract, depend ing on the County's best i nterests . After the awa rd 
of a contract, a l l  i nformation (except for proprieta ry bus iness and fi nancia l  i nformation ) 
received from a l l  vendors who responded to the RFP sha l l  be considered pub l ic  
i nformation and  sha l l  be ava i lab le  for pub l ic  review u pon  request. 

Request for Qual ification ( RFQ) Requirements 

The department responsib le w i l l  prepare a nd pub l ish  an  RFQ sol icitat ion package that sha l l ,  
at m i n i m u m ,  inc lud e :  

• Instructions a nd i nformation to the potenti a l  suppl ier concern ing  submission 
requ i rements, i nc l ud ing the t ime and clos ing date and the address of the office to 
which responses a re to be del ivered . 

Verification of SAM status 

Al l  bids i nvolving  Federa l Funds m ust i nc lude verification of SAM status before a n  award can 
be made.  

Gunnison County is  committed to ensuring the proper management and monitoring of subrecipient 
sponsored awards in accordance with federa l Uniform Guidance (2 CFR Part 200). Staff wi l l  follow SAM 
(System for Award Management) 2 CFR 180 to ensure staff does not exclude vendors in accordance with 
the 0MB guidel ines. 

Public Notice of RFP or RFQ 
In cases where an RFP or RFQ is used , adeq uate pu b l ic  notice of at least seven (7 )  days w i l l  
be provided on the  Gunn i son County website to a l l ow potenti a l  supp l iers a n  opportun ity to 
respond to the respective RFP or RFQ document. Pub l ic  notices for construct ion work must be 
pub l ished fourteen ( 14)  days prior  to the RFP or RFQ closing date . Advertis ing i n  add it iona l 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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Exceptions to Competitive Selection Requirements 
The fol lowing are exempt from competit ive sou rce selection : 

• Notwithstand ing any other provis ions of th is Gunn ison County Procurement Pol icy, the 
County Manager may make, or a uthori ze others to make, emergency procurements of 
goods or services u p  to the expend iture l imit  outl i ned i n  Pol i cy # 1 .2 .4 . 3 . 1  (Resolution 

2024-20) ,  currently $350,000, when there exists a threat to pub l ic  health, welfare or 
safety, a nd/or the expend iture l im it outl i ned i n  Pol icy # 1 . 2 . 1 . 2, cu rrently $ 14 1 ,000, 
when there exists a n  u rgent need to support the County's del ivery of essent ia l  services 
a nd l im it i nterruption of operations, a nd :  

o The emergency procu re ment is made with as much competition as is practica l 

under the circumstances; 
o Suffic ient budgeted a nd appropriated funds a re ava i lab le ;  and 
o The emergency purchase is placed at the next regu larly schedu led BOCC 

meet ing for ratification . 
• Advertisements p laced i n  newspapers to meet obl igations under Colorado  Statutes 

concern ing  legal  a nd/or publ ic notices; or, for pu rposes of increas ing pub l i c  awareness 

of services. 
• Governmental agency agreements that faci l itate payments (or re imbursements) 

between Gunn ison County a nd other agenc ies for wh ich a n  appropriat ion was 
determi ned by budget hearings whether conveyed under contract, g ra nt or other 
means, a nd whether Gunn ison County receives goods, services, or other val ues there 
under. (i. e., emergency search & rescues, cities, counties, public education 
institutions, etc.) .  

• M i leage and persona l  re imbursements to County officia ls  or employees or i nd iv idua ls 
for expenses pa id out-of-pocket as  stated i n  the Gunn ison County Travel Pol icy . 

• Dues, m eetings, a nd miscel laneous travel expenses for sem inars or convent ions.  
• Education and tra i n i ng  fees paid for tra in ing  of Gunn ison County offici a l s  or employees. 
• Expert witness and tra nscri pt services for the County Attorney or Sheriff. 
• Licensed professiona ls  such as attorneys, specia lty eng ineers, su rveyors a nd medical 

professiona ls .  
• Intergovern mental Ag reements a nd Memora ndums of Understand ing to receive 

specific services from other government entit ies. 
• Goods or services that a re ava i l ab le v ia a prior awarded b id to a governm enta l entity 

in the State of Colorado .  
• Uti l ization of State b id l i sts and pric i ng agreements to procure items a l ready vetted 

through the State's process . 

Waiver of Competitive Sou rce Selection Requirements 
Requ i rements outl i ned i n  these procedures may be wa i ved by the County Manager when the 

same or sim i l a r  supp ly or service has been put out to b id by Gunn ison County (or other 
Government entities) with in  the last six (6) months. 

The competitive source select ion process may be waived by the County Manager upon a 
determination that the IFB or RFP requ i rements wou ld cause undue delay or hardsh ip  for a 
County depa rtment, a delay that contri b utes to a pub l ic  safety hazard ,  a nd/or such waiver is  
deemed to be i n  the best i nterest of Gunn ison County. 

Cost Plus Contracts and Federal Funds 
No Cost-Plus Contracts should be approved for the use of Federa l Funds .  If such contracts a re 
the most effic ient means for completi ng the req u i red task, specia l  a pprova l must be g iven 
alter legal  review and i n clus ion of specific Federa l  Funds language in re lat ion to cost p lus type 
contracts. 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 

Page 8 of 1 1  

https://www.GunnisonCounty.org/Policies


Gunnison County, CO 700720 
2/ 18/ 2025 3 :38:58 PM 

447 

Page 21  of 28 
R 0.00 D [fee:doc] 

Cancellation of IFB, RFP or RFQ I 11111111 11 11 1 111 1111! 11111 11111 11111 11111 1111 11 1 Ill lllll 1111 1111 
An IFB, RFP, RFQ or other type of sol icitation i n it iated by Gunn ison County may be cancel led, 
or a sol i citation response by a vendor may be rejected i n  whole or in  part as specifica l ly  
identified i n  the sol icitation document or when it is  i n  the best interest of  Gunn ison County. 
Each sol icitation issued by Gunn ison Cou nty sha l l  state that the sol icitation may be cancel led 
a nd that any  response to a sol icitation issued by Gunn ison County may be rejected as  a whole 
or in  pa rt when i n  the best i nterest of Gunn ison County. 

Withdrawal of Bid 

Withdrawa l of a b id by a suppl ier may be permitted (up  to the t ime of award)  if the suppl ier 
provides a written req uest to withdraw a b id or if the suppl ier subm its written proof that 
clearly and convincing ly  demonstrates that an error was made with in  their b id .  

Award of Contract 
Any contract or purchase order sha l l  be awarded with reasonab le promptness by appropriate 
notice to the most responsive, responsib le and best-va lue b idder, which may not necessari ly  
be the lowest-price b idder being selected . If a l l  b ids received exceed ava i l ab le funds, the 
depa rtment d i rector i s  authorized , i n  situations where t ime or economic considerations 
preclude the re-sol icitation of b ids, to attempt to negotiate a n  adjustment of the price and/or 
the Scope of Work with one or more of the bidders. 

Bid Protests, Claims, Remedies, and Non-responsibil ity 
Any b idder, submitter of a proposa l ,  o r  contractor who is aggrieved in  connection with the 
sol icitat ion or award of a contract may protest. Protestors sha l l  i n itia l ly seek resolut ion of their 
comp la i nts with Gunn ison County .  A protest with respect to a n  IFB, RFP or RFQ sha l l  be 
subm itted i n  writ ing prior to the open ing  of sol icitat ions or the closi ng date of sol icitations, 
un less the aggrieved person did not know and should not have known of the facts g ivi ng  rise 
to such protest prior to b id opening or the clos ing date of proposa ls .  

The protest sha l l  be  subm itted in  writi ng to  Gunn ison County with i n  seven (7)  busi ness days 
after such a n  aggrieved person knows or should have known of the facts g iv ing rise thereto . 
In the event of a t imely protest, Gunn ison County sha l l  ca l l  the matter to the County 
Manager's attention i mmedi ately and ask for a determ ination a bout whether it is necessa ry 
to delay or to go forwa rd on the project desp ite the objection . 

If prior to or after the b id  opening or the closing date for receipt of proposa ls,  it is determ i ned 
that a so l i citation is i n  violation of State or Federa l l aw, the sol icitation or proposed award 
shal l  be cancel led or revised to comply with a ppl icable law.  

Brand Name or Equa l Specification 
Because the use of a b rand name specification i s  restrictive, it may on ly  be used wh en the 
brand name wi l l  satisfy the Cou nty's needs, and : 

• No other desig n ,  performa nce specification or q ua l ified product l i st is ava i la ble ;  
• Time does not permit the preparation of another form of produ ct description ; 
• The nature of the product or the nature of Gunn ison County's requ i rements ma kes use 

of brand name or equal  specifications suitab le  for the procurement; or 
• It i s  i n  Gunn ison County's best interest due to compatib i l ity with existi ng products . 

Non-restrictive Use of Brand Name or Equal Specification 
When a brand name or equal  specification is used i n  a b id  document, the b id document sha l l  
i nc lude language that the  use of  a brand  name is for the purpose of describ ing  the standard 
of qual ity, performance and characterist ics desired and  is not i ntended to l imit  or restrict 
competition . 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
the official, most recent version of any pol icy adopted by the Gunnison County Board of County Commissioners. 
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Procu rement decisions and  ordering  must be made by a n  ind ividua l  who is not d i rectly 
involved with processing payments to vendors .  F inance staff i n  the accounts paya ble  function 
responsib le for processing payments to vendors wi l l  not m a ke decisi ons nor p lace orders for 
materi a l ,  goods or services. 

Contract Admin istration 

All contracts and  agreements must inc lude the County's standard contractua l  terms as  
a pproved by the County Attorney. Contracts or agreements that incur l i ab i l ity for the County 
m ust i nc lude evidence of insurance and  be a pproved by the County Attorney. 

Annual  contracts may inc lude extensions. Mu lt i -yea r contracts may a lso be approved, but 
they a re subject to annua l  appropriation . 

Personally Identifiable Information (PII) 
All contractors a nd vendors completi ng work for the County must have in  place protections 
surround ing PII.  Any loss of PII must be reported to the County by the contractor or vendor 

i mmed iately. 

Professional Services Contracts, i nc lud ing the i n itia l  term and a l l  ava i l able  extension 

options, may be approved by the County Manager. Exceptions to Professiona l  Servi ces 
Contract terms :  

• Long-term agreements with other government entities 
• Licensing agreements 
• As agreed to by the County Manager 

Change Orders to Professional Services and Capital Construction Contracts 
Professional Services a n d  construction contracts shal l  conta in  a d efined procedu re to 

document any change to the Scope of Work. The Gunn ison County Contract Admin istrator 

identified in the contract sha l l  be responsib le for documenti ng the change and any result ing 
changes in the contract va lue .  Contracts shal l  conta i n  instructions which d efine  the way 

cha nges a re documented .  

A l l  change orders requ ire the County Manager's approval . 

Contract Claims 
All cla ims by a contractor aga i nst Gunn ison County relati ng  to a supply contract, except bid 
protests, sha l l  be submitted in  writi ng  to the County Manager for a decision . The contractor 
may request a conference with the County Manager on the cla i m . C la ims inc lude, without 
l im itation ,  d isputes a rising under a supply contract and  those based u pon breach of contract, 

m istake, misrepresentation,  or other cause for contract mod ificati on or cancel lation . 

Authority to Settle Bid Protests and Contract Claims 
The Gunn ison County Manager is a uthorized to settle any protest regard ing  the sol icitation or 
award of a Gunn ison Cou nty supply contract, or any cla i m  a ris ing out of the performa nce of 

a Gunnison County supply contract .  

The Gunn ison County Manager wi l l  review the contract cl a im and a written decision sha l l  be 
promptly i ssued . The decision sha l l  state the basis for the decision reached . 

If the Gunn ison County Manager does not i ssue a written decision regard i ng a ny controversy 
with i n  twenty (20) business days after a written request for a fina l  decisi on , or with in a longer 
period as  may be agreed upon between the parties, then the aggrieved party may proceed as 
if a n  adverse d ecision had been received . 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
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Disposal of Surplus Property 

Pol icy # 5 . 1 . 3 ,  the Gunn ison County Surp lus Disposition Pol icy outl ines the fi nal  step i n  the 
procurement cycle, wh ich is the d isposa l of persona l  or rea l property that exceeds Gunn ison 
County's needs and is  n ot requ i red for Gunn ison County's foreseeab le  needs .  

COMPLIANCE 

This pol icy shal l  be compl ied with in  a l l  respects. Revisions to th is pol icy may occur and every 
attempt wi l l  be made to provide prior notice of any such change.  However, when deemed 
necessary to fu l ly p rotect the County's i nterests, the interest of the pub l ic, and to more fu l ly 
protect the safety of the pub l ic, i nclud ing employees governed by this pol icy, th is pol icy may 
be changed without notice .  

E-PROCUREMENT 

Util ization of eProcurement and Automated Technology to improve efficiency and vendor data 
management should be pa rt of the purchasing operation if the technology is ava i l ab le  for the 
County to use. 

TRANSPARENCY 

Purc hasing pol icy/manua l ,  to incl ude Procu rement Eth i cs, must be pub l ished on the County's 
website . 

APPLICABLE LEGISLATION AND/OR RELATED REGU LATIONS, POLICIES AND FORMS 
• C .R .S .  §24- 18- 1 0 1 ;  Leg islative D i rection 
• C .R .S .  §24- 18- 104;  Rules of Conduct for Al l  Pu b l ic  Officers, Mem bers of the Genera l  

Assembly, Local Govern ment Officials, and Employees 
• C . R. S .  §24- 18-2 0 1 ;  Interests in  Contracts 
• C .R .S .  §24- 103-202;  Invitation for Bids 
• C .R .S .  §43-2-209; Contract for Work on H ighways - Advertise for Bids 
• Article XXIX of the Colorado State Constitution 
• Gunn ison County Pol i cy # 1 .2 . 1 . 2  - Gunn ison County Manager Contract-Execution 

Authority Pol i cy 
• Gunn ison County Pol i cy # 1 . 2 .4 . 3 . 1  - Gunn ison County Emergency and D isaster 

Management Procedures 
• Gunn ison County Pol icy #4 . 3 . 1  - Gunn ison County Employee Handbook 
• Gunn ison County Pol i cy # 5 . 1 .3 - Surp lus Property D isposition Pol icy 
• National Procu rement Institute - Best Practices & Exce l lence i n  Procu rement criteria 
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Policy Name: Gunnison County Grant Policy 
Policy 

1 . 2 . 1 .3 .2  
Number: 

Approval Gunnison County Board of County Adoption 
Resolution #2023-5 

Authority: Commissioners Document 

Date of Initial 
2/21/2023 

Effective 
1/1/2023 

Policy Finance 
Adoption: Date: Custodian: Department 

Last Review / 
2/18/2025 

Review Every five (5) Next Review 
2/18/2030 

Revision Date: Frequency: years. Due: 

PURPOSE 
• This policy provides standard procedures for grant procurement, coordination, oversight, 

reporting and record retention. 
• A centralized repository will be maintained in the Finance department to identify, catalog and 

report all grants. 
• The impl ications of Tabor and other impl icated laws wil l be considered when applying or 

accepting grants. 
SCOPE 
This policy applies to a l l  County departments. 
DEFINITIONS 

• Grantor: Provider of funds 
• Grantee: Recipient of funds 

GUIDELINES 
• Grants wil l fol low the requi rements of the grant contract. 
• The accounting system wil l  capture revenues and expenditures, including supporting 

documentation, for each individual grant via the general ledger and/or project accounti ng 
system.  

• Grants wil l  be reconciled and reviewed monthly, to ensure revenues and expenditures are 
appropriately coded. 

• Only a l lowable costs will be al located to a grant. 
• Grants identified and sufficiently quantifiable but for which a grant award letter has not yet been 

received can be included in department budgets during the regular annua l budgeting cycle. 
• Grants appl ications submitted after the annual budget is approved wil l only be budgeted when 

the grant award letter has been received. These mid-year grants received following budget 
adoption will require submission of a budget amendment to be approved by the Finance Director 
and County Manager and then submitted to the Board of County Commissioners with a l l  other 
annual amendments at the close of the year. 

• Recipient departments are responsible for a l l  aspects of the grant process including: 
o Planning for grant acquisition 
o Preparation and submission of grant proposa ls 
o Preparing requests to accept funds 
o Developing grant implementation plans 
o Managing grant programs 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Pol icies) for 
the official, most recent version of any policy adopted by the Gunnison County Board of County Commissioners. 
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COU 

o Managing and adhering to grant reporting deadlines 
o Working with Finance to meet al l reporting requirements 
o Closing out grant projects and making final reports 

• During the grant period of any grant received, the Finance Department and/or Auditors may 
review the files associated with the grant and the project or program it funds. 

PROCEDURES 
Applications 

• Grant appl ications for which the total budget (requested funding plus match) is less than 
the indexed contract-execution authority for the County Manager set forth in Policy 1 . 2 . 1 . 2  
may be submitted with approval of the County Manager. 

• Grant applications for which the total budget (requested funding plus match) is greater 
than the indexed contract-execution authority for the County Manager set forth in Policy 
1 . 2 . 1 . 2  shal l  require formal approval by the Board of County Commissioners. 

Acceptance/Contracting Authority 
• All contracts, agreements and final acceptance of grant funding shal l  require review for 

legal sufficiency by the County Attorney's Office and formal approval by the County 
Manager and/or Board of County Commissioners where appropriate. 

• Amendments to such contracts should also require review for legal sufficiency by the 
County Attorney's Office and formal approval by the County Manager and/or the Board of 
County Commissioners where appropriate. 

• Should the County Attorney, Deputy County Attorney, or Assistant County Attorney 
recommend aga i nst entering into a contract or agreement for grant funding because of a 
legal issue or concern, only the County Manager and/or Board of County Commissioners 
may override this recommendation where appropriate. 

Receipt of funds 
• The recipient department must identify the type of money transfer: Electronic Funds 

Transfer or Check, from granter and coordinate with Finance/Treasurer departments for 
EFTs. 

• The recipient department must obtain and secure private passwords and log-ins for 
creation of payment requests from grantor unless the grantor authority requires other 
methods for requests through common requesting systems managed by Finance. 

Reporting of Grant 
• The recipient departments shall prepare al l  reports required by the grantor. 
• The finance department shall ensure the collection of required financial information related 

to grant reporting and coordinate with recipient departments to assist with timely reporting 
to grantors. 

• File Management 
• Recipient departments shal l  maintain files, in a centralized electronic location of the 

County, grant-related documents, including separate sections for: 
• Copy of grant appl ication 
• Statistical or other information supporting request for grant 
• Copy of award letter 
• Reports to grantor 

All policies are subject to amendment. Refer to the Gunnison County website (www.GunnisonCounty.org/Policies) for 
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• Copy of payment requests 
• Copy of closing documents 

Record Retention 
• Grant records wil l  be maintained for seven years after the end of the fiscal year, that 

includes the date of the grant. 
• Federal grants are required three (3) years after the close-out by the Federal agency (2 

CFR § 200). 
• If any litigation, claim, negotiation, audit or other action involving records has been 

initiated before the expiration of the seven-year period, or if the County has received a 
request to preserve records related to actual or potential litigation or criminal investigation, 
the records must be retained until completion of the action and resolution of al l  issues 
which arise from it, or until the end of the regular seven-year period, whichever is later. 

• Grantors may require retention periods in excess of seven years. 
Subrecipient Monitoring 

As per the Uniform Guidance 2 CFR § 200, this guidance requires grantees to monitor Federally 
activities for compliance and all applicable requirements. If the grant allows subrecipients, staff 
wi l l  monitor subrecipients to make sure they meet requirements for pass-through entities. County 
staff wil l fol low the County's Procurement policy and SAM.gov (System for Award Management) 
inquiry search to ensure subrecipient is not excluded (2 CFR § 180) . 
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Policy Name: Travel Policy Policy 
4.3.6 

Number: 

Approval Gunnison County Board of County Date of 2/18/2025 
Authority: Commissioners Adoption: 

Effective 10/2/2018 Adoption Resolution #2018-39 
Date: Document: 

Review 02/18/2025 Review Every five (5) Policy 

I 

Administration 
Date: Frequency: years. Custodian: Department 

PURPOSE 
This document outlines Gunnison County's policy related to officia l business travel . If a department 

has specia l  circumstances not addressed in these policies, the elected official or department head should 
submit a request for consideration of unusual circumstances in writing to the County Manager for approval .  

SCOPE 
This policy applies to all Gunnison County employees. 

DEFINITIONS 
• IRS - Internal Revenue Service. 
• M&IE - Meals and Incidental Expenses. As defined by the IRS, this refers to meals, tips and fees 

for food and luggage-handling services. 

POLICY STATEMENTS 
Gunnison County's policy is to utilize County-issued purchasing cards for meals, travel and lodging 

expenses incurred in the performance of official business except for incidentals. If a department has special 
circumstances not addressed in these policies, the elected official or department head should submit a 
request for consideration of unusual circumstances i n  writing to the County Manager for approval .  

Meals 
Within Colorado: Pursuant to IRS regulations, travel-related M&IE are a l lowable County expenses only 

when overnight travel is included . M&IE incurred during same-day travel, in-County meals at the beginning 
or end of travel , tips exceeding 20%, alcohol, and personal charges are not al lowable County expenses. 
Itemized receipts are required, and expenses will be al lowed up to the average of IRS's daily M&IE al lowance 
rates for Colorado, which will be identified and posted to the staff intranet and updated annual ly. This rate 
will apply to all travel within Colorado. 

Outside of Colorado: For out-of-state travel, refer to the current IRS per diem rate chart (posted to 
the staff intranet) to determine the maximum allowed for M&IE relative to the area of travel. If the travel 
location does not have a specific M&IE rate assigned, travelers should use the standard rate for the state. 

Conference Meals: When attending conferences, training sessions or traveling with overnight stays, 
employees may not charge or be reimbursed for meals provided by lodging establishments, training 
sessions, or conferences. 

Lodging 
The actual cost of a hotel or motel room (single occupancy) wil l  be allowed when incurred during official 

County-related business travel. Employees should indicate lodging is tax exempt (in Colorado), when 
making reservations and use their purchasing card for payment of hotel rooms, which includes the tax 
exemption number, to avoid paying sales and/or lodging taxes whenever possible. Employees should use 
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standard business accommodation or lodging simi lar in cost to standard business accommodation. 
Transportation 

County Fleet and Personal Vehicles 
Employees are required to use fleet vehicles from the Public Works Department motor pool for 

work-related travel, whenever possible. See the Motor Pool Policy for more information. 

Public Transportation 

Reasonable commercial ground, a ir and rental transportation costs wil l be allowed for official 
travel between a irports, hotels, conferences or meeting places. Receipts must be provided. 
Vehicle Rental 

Rental car costs for County-related business wil l  be allowed only when other options are not 
avai lable to accommodate the purposes of the travel. When renting a vehicle for officia l  County 
travel, employees should not purchase the rental agency loss damage because the County's 
insurance carrier provides liabil ity coverage with a $500 deductible. In the event of an accident, 
the employee should contact the County's cla im contact. 
Airfare 

The County wil l a l low airfare costs (airfare and one checked bag) for County-related business. 
Employees making travel reservations should take care to seek the lowest possible fares by making 
advance reservations whenever possible. If the employee chooses to travel by car when the 
employee can fly for less (based on the rate avai lable two weeks prior to the trip), only the lesser­
cost figure wil l  be a llowed/reimbursed . Lodging and meal costs incurred during travel by car wil l 
not be reimbursed unless these costs, a long with mi leage, are less than a irfare (if purchased two 
weeks prior) plus ground travel at the destination. 

Out-of-State Travel Approval 

The County Manager must approve al l  out-of-state travel prior to the traveler incurring any related 
expenses. The department head should submit into Laserfiche the purpose of the travel, location, total 
estimated cost, whether or not the costs are included in the department's budget, and the benefit to the 
County in the request. Elected officials and their staff are exempted from this requirement if adequate 
travel funds are available as approved during the budget process and the out-of-state travel for staff is 
approved by the appropriate elected officia l .  

COMPLIANCE 

This policy shall be complied with in all respects. Revisions to this policy may occur and every attempt 
wil l be made to provide prior notice of any such change. However, when deemed necessary to fully protect 
the County's i nterests, the i nterest of the public, and to more fully protect the safety of the public, i ncluding 
employees governed by this policy, this policy may be changed without notice. 

Fai lure to obtain any necessary approvals or inabil ity to document expenditures by acceptable receipts 
may preclude reimbursement by the County. 

APPLICABLE LEGISLATION AND/OR RELATED REGULATIONS, POLICIES AND FORMS 

1 .  Gunnison County Motor Pool Policy (updated as needed by Gunnison County and posted to the 
County intranet) . 

2 .  Gunnison County Mi leage Reimbursement, Travel Expense and Transportation, and Out-of-State 
Travel Expense and Transportation Forms (updated annually by Gunnison County and posted to 
the County intranet) . 

3. Gunnison County VISA Purchasing Card Policies and Procedures Manual (updated as needed by 
Gunnison County and posted to the County intranet) . 

4. IRS Mi leage Reimbursement Rate (updated annually by the IRS and posted to the County intranet). 
5 .  IRS Meals and Incidental Expenses Rate (updated annual ly by the IRS and posted to the County 

intra net) . 
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