
 

  
 
 
 
 

INTER-OFFICE MEMO   
  

Committed to Service 

 November 2, 2016 
 
 
TO: ACHD Board of Commissioners & 
 Bruce S. Wong, Director 
 
FROM: Steven B. Price, General Counsel 
 Scott Spears, Assistant General Counsel 
    
SUBJECT: Resolution Number 2164 provides for the adoption of various amendments to the 

ACHD General Administration Policy and the ACHD Internal Policy Manual at Seciton 
2000 et seq., and the ACHD Personnel Policy Handbook and Section 2504 of the 
ACHD Internal Policy Manual 

 
CONSENT AGENDA ITEM – November 9, 2016 Commission Meeting 

_______________________________________________________________________________  
 
BACKGROUND: 
 

1. The Ada County Highway District Commission previously adopted the Ada County 
Highway District General Administration Policy which is set forth in the ACHD Internal 
Policy Manual at Section 2000 et seq., relating to the administration of ACHD including, 
but not limited to, information technology systems, procurement of goods, services, and 
public works construction.    

 
2. The County Highway District Board Commission previously adopted the Ada County 

Highway District Personnel Policy Handbook which is set forth in the ACHD Internal 
Policy Manual at Section 2504.    

 
3. ACHD Staff recently reviewed the existing General Administration Policy and the 

Personnel Policy Handbook which are set forth in the ACHD Internal Policy Manual, and 
developed various proposed amendments to each to ensure consistency and 
compatibility with current practices. 

 
4. The amendments proposed by ACHD Staff to Section 2000 et seq., make various 

technical edits and establish new and amended procedures relating to the administration 
of ACHD including, but not limited to, information technology systems, procurement of 
goods, services, and public works construction, and management and supervisory 
authority approval limits, as set forth in Exhibit “A” which is attached to Resolution No. 
2162 

 



5. The amendments proposed by ACHD Staff to Section 2504 of the ACHD Internal Policy 
Manual establish new and amended procedures relating to personal time off and flexible 
time off as set forth in Exhibit “B” which is attached to Resolution No. 2164.  

 
FISCAL IMPACT: 
 
None 
 
RECOMMENDATION: 
 
Staff recommends that the ACHD Board of Commissioners adopt Resolution Number 2164 
(Attachment “1”).   
 
Attachment - 1 

Resolution Number 2164 w/ Exhibit “A” and Exhibit “B” 
 

#   #   # 
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RESOLUTION NUMBER 2164 

 
BY THE ADA COUNTY HIGHWAY DISTRICT BOARD OF COMMISSIONERS: 
KENT GOLDTHORPE, PAUL WOODS, REBECCA W. ARNOLD, SARA M. BAKER, 
AND JIM D. HANSEN.  
 
A RESOLUTION PROVIDING FOR THE ADOPTION OF VARIOUS AMENDMENTS 
TO THE ACHD GENERAL ADMINISTRATION POLICY AND THE ACHD INTERNAL 
POLICY MANUAL AT SECTION 2000 ET SEQ., AND THE PERSONNEL POLICY 
HANDBOOK AND THE ACHD INTERNAL POLICY MANUAL AT SECTION 2504.  
 
WHEREAS, Ada County Highway District (“District” or “ACHD”) is the single countywide 
highway district in and for Ada County, Idaho created pursuant to Idaho Code, Chapter 14, 
Title 40, and has exclusive jurisdiction over the public right-of-way; and 
 
WHEREAS, the Ada County Highway District Commission previously adopted the Ada 
County Highway District General Administration Policy which is set forth in the ACHD 
Internal Policy Manual at Section 2000 et seq., relating to the administration of ACHD 
including, but not limited to, information technology systems, procurement of goods, 
services, and public works construction; and    
 
WHEREAS, the Ada County Highway District Board Commission previously adopted the 
Ada County Highway District Personnel Policy Handbook which is set forth in the ACHD 
Internal Policy Manual at Section 2504; and    
 
WHEREAS, District staff recently reviewed the existing General Administration Policy and 
the Personnel Policy Handbook which are set forth in the ACHD Internal Policy Manual, 
and developed various proposed amendments to each to ensure consistency and 
compatibility with current practices and recommends the adoption of amendments to 
Section 2000 et seq., as set forth in Exhibit “A”, attached hereto; as well as amendments 
to Section 2504, as set forth in Exhibit “B”, attached hereto; and  
 
WHEREAS, it is in the best interest of the citizens of Ada County, Idaho, for the Ada 
County Highway District Board of Commissioners to amend Section 2000 et seq. of the 
ACHD Internal Policy Manual, making various technical edits and establishing new and 
amended procedures relating to the administration of ACHD including, but not limited to, 
information technology systems, procurement of goods, services, and public works 
construction, and management and supervisory authority approval limits, as set forth in 
Exhibit “A”, attached hereto; and 
 
WHEREAS, it is in the best interest of the citizens of Ada County, Idaho, for the Ada 
County Highway District Board of Commissioners to amend Section 2504 of the ACHD 
Internal Policy Manual establishing new and amended procedures relating to personal 
time off and flexible time off, as set forth in Exhibit “B”, attached hereto; and 
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NOW, THEREFORE, BE IT RESOLVED, by the Commission of the Ada County 
Highway District that it does hereby amend the General Administration Policy and 
Section 2000 et seq. of the ACHD Internal Policy Manual, as set forth in Exhibit “A”, 
attached hereto.  
 
BE IT FURTHER RESOLVED, by the Commission of the Ada County Highway District 
that it does hereby amend the Personnel Policy Handbook and Section 2504 of the 
ACHD Internal Policy Manual, as set forth in Exhibit “B”, attached hereto.  
 
BE IT FURTHER RESOLVED, that the amendments to the General Administration 
Policy and Section 2000 et seq., of the Internal Policy Manual, and the Personnel Policy 
Handbook and Section 2504 of the Internal Policy Manual, all as attached hereto in 
Exhibits “A”, “B” respectively, shall be in full force and effective immediately upon 
adoption and approval. 
 
BE IT FURTHER RESOLVED, to the extent that any previously adopted ACHD 
Resolution or Policy is in conflict with this Resolution No. 2164, it is hereby repealed. 
 
ADOPTED AND APPROVED by the Board of Commissioners of the Ada County 
Highway District at its regular meeting held on this 9th day of November, 2016. 

 
 
 

ADA COUNTY HIGHWAY DISTRICT 
BOARD OF COMMISSIONERS 

 
 

By:_____________________________  By:_____________________________ 
     Kent Goldthorpe, President    Paul Woods, Vice President 

 
 

By:_____________________________  By:_____________________________ 
     Rebecca W. Arnold, Commissioner   Sara M. Baker, Commissioner 

 
 

By:_____________________________ 
     Jim D. Hansen, Commissioner 
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2000 GENERAL ADMINISTRATION 
 
This section outlines the general administration procedures of the District.  It includes 
information on finance and account, purchasing, and District files. 
 
2001 FINANCE / ACCOUNTING 
 
The Finance/Accounting Department is responsible for planning, reporting and managing the 
financial affairs of the District.  The department provides financial information to all District 
departments to aid sound financial decision making.  The goal of the Department is to maintain 
an internal system of control and preserve the financial integrity of the District. 
 
2002 COST REPORTING 
 
All District departments shall follow a cost reporting system.  They shall collect and report all 
charges attributable to a project or process managed by the District.  The cost reporting system 
shall be managed by the Finance/Accounting Department.  It outlines procedures to be followed 
by all departments.  Cost reports will be available for audit purposes and public information. 
 

2002.1 Project Cost Estimates 
 

Project cost estimates shall be completed before any project is added to the 
cost reporting system.  A project authorization form obtained from Accounting 
shall be completed.  It shall include a distribution of labor, material, equipment 
and contract costs by division.  Each project sponsor will estimate the project 
cost by adding the work costs of all divisions involved on the project. 

 
2002.2 Project Completion 

 
After the project is done, the project sponsor shall submit a signed project 
completion form to the Accounting Department, asking that the project be 
dropped from the cost accounting system.  A project review shall be conducted 
to assure that all procedures have been completed, particularly any reimburse-
ments due to the District. 

 
2002.3 Cost Accounting 

 
All costs attributable to a project or process shall be reported to the Accounting 
Department on employee time sheets, material use reports, and purchase 
orders.  A listing of all current District activities shall be distributed periodically 
by the Accounting Department.  Cost reports shall be compiled monthly and 
made available by the Accounting Department. 

 
2003 YEAR-END INVENTORY 
 
A physical inventory of parts and materials shall be taken at each fiscal year end.  An inventory 
may be taken during the fiscal year if necessary.  The inventory shall be conducted according to 
directions and standards provided by the Finance/Accounting Department. 
 
2004 FINANCIAL STATEMENTS 
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The Finance/Accounting Department shall furnish a monthly financial statement to the 
Commission, Director and all department heads. 
 

2004.1 Audit 
 

According to Idaho Code 40-1317 there shall be an annual audit of the District 
financial affairs.  The final audit report shall be submitted to the Commission for 
approval.  A copy will be forwarded to the Idaho Legislative Auditor's Office and 
to the Federal Single Audit Clearinghouse.  A statement of the District's 
financial condition shall be filed in the office and published according to Idaho 
Code. 

 
2004.2 Highway District Finance Report 

 
A District finance report shall be completed each year on forms provided by the 
State Auditor's Office.  The report shall be approved by the District 
Commission, submitted to the State Auditor's Office and published, according 
to Idaho Code 40-708. 

 
2004.3 Financial Statement Publication 

 
Idaho Code 40-708 states the Highway District finance report shall be 
published one (1) time between November 15th January 1 and 30th January 
15.  Idaho Code 40-1317 states that a statement of financial condition of the 
District be published in at least one (1) issue of some newspaper published in 
the county. 

 
2005 BUDGET 
 
The Highway District shall adopt a budget and hold a public hearing on the budget proposals. 
 

2005.1 Fiscal Year Budget 
 

The District fiscal year budget shall begin on the first day of October each year.  
The budget shall be finished no later than the Tuesday following the first 
Monday in September for the following fiscal year. 

 
2005.2 Mid-Year Budget Review 

 
A mid-year budget review may be conducted in April of each year to consider 
proposed changes to the current year budget.  The budget review is conducted 
by the District Director and Commission. 
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2005.3 Budget Hearings 

 
As provided in Idaho Code 40-1327, the District shall provide public notice of 
and hold the budget hearing.  The proposed budget shall be available for public 
inspection.  The District Commission shall hear any and all comments on the 
budget proposals. 
 

2005.4 Tax Levy Certification 
 

The District shall certify its property tax revenue needs to the Board of County 
Commissioners (Ada County Clerk/Auditor/Recorder) no later than the second 
Monday in September.  See Idaho Code 63-625. 

 
2006 INVESTMENTS 
 
The Treasurer is authorized to invest idle funds of the District.  These investments are limited to 
areas prescribed by Idaho Code. 
 

2006.1 Confirmation of Investments 
 

Each investment shall be approved by the Commission at its next scheduled 
meeting.  Any investment of funds for more than one (1) year shall be approved 
by the Commission before the investment is completed. 

 
2007 EMPLOYEE PAY 
 
All district employees shall be compensated for hours worked according to all State and Federal 
statutes in effect at that time. 
 

2007.1 Time Sheets 
 

Each District employee shall complete a time sheet weekly.  The time sheet 
shall be filled out completely to enable payroll and the cost system to be 
updated accurately.  Each time sheet shall have the signature of the employee 
and the immediate supervisor.  Time sheets shall be submitted to the 
Finance/Accounting Department by 10:00 a.m. each Monday. 

 
2007.2 Payday 

 
The District payroll schedule has 26 pay periods during a year.  Payday occurs 
at the end of the work day every other Thursday. 

 
2008 MANAGEMENT INFORMATION TECHNOLOGY SYSTEMS 
 
The management information technology (IT) systems (MIS) isare maintained by the Finance-
/Accounting DepartmentInformation Technology section.  All MIS reports shall be distributed 
monthly to those departments and management staff designated to receive them.  The 
distribution and format of reports, or development of new reports, is subject to review.  The final 
decision to alter reporting practices for internal use will be made by the Director. 
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2008.1 Authorized Software 
 
This section ensures that all computer software installed on District owned 
equipment is in compliance with copyright laws.  It also minimizes the chance 
of computer virus destroying data. 
 
All software must be approved for installation by the District Treasurer 
Information Technology Supervisor before the software is installed on a District 
owned computer.  This includes software owned by an employee, purchased 
by the District, and public domain and shareware software.  Employee owned 
software, if approved for installation, must have original diskettes and all 
manuals on the District premises while the software is on the District owned 
computer. 

 
Each personal computer will have an approved listing of software attached to 
the CPU or monitor.  The listing will be maintained by the Treasurer's office. 
 
Any unauthorized software found on a District- owned personal computer will 
be removed and possibly result in disciplinary action against the person 
responsible for the computer.  ItThe severity of disciplinary action may vary and 
could result in termination of employment. 
 

2008.2 Internet/Computer Use Policy 
 

2008.2.1 General 
The Ada County Highway District provides computer hardware, software and 
networking and Internet access (hereinafter collectively the ΑACHD Computer 
System” or ΑSystem”) to its employees and temporary contract personnel 
(hereinafter collectively Αstaff”).  All staff members are encouraged to become 
fully familiar with and use the ACHD Computer System. 

 
Except for such limited personal use as may be authorized under the following 
section entitled ΑPersonal Use Restricted,” all staff use of the ACHD Computer 
System shall be in connection with the official business of the District and the 
authorized duties and responsibilities of the user, including browsing on the 
World Wide Web, use of e-mail and attachments thereto sent internally or 
outside of ACHD offices and Internet communications and attachments thereto. 
All staff use of the sSystem, including e-mail, use of the Internet and authorized 
personal use, shall be accomplished in a responsible and professional manner, 
at all times conforming with general office courtesies and network etiquette.  
Without limiting the foregoing, no use of the system which contains abusive, 
discriminatory, obscene, profane, threatening, harassing, malicious or other 
unprofessional language, drawings or pictures will be allowed, nor may the 
System be used for commercial gain, personal gain, or political purposes nor 
for any use which is illegal, pornographic or obscene.  E-mail attachments 
which are larger than 1 megabyte should be compressed prior to sending.  No 
uses, which may cause congestion or disruption of computer network system, 
including but not limited to, such activities as the distribution of chain letters, 
are permitted.  Attachments to incoming e-mail should be related to the official 
business of the District. 
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Each staff member is individually responsible for compliance with this policy 
and for his or her use of the ACHD Computer System, including, with limitation, 
the content of communications sent or received via e-mail or the Internet.  It is 
the responsibility of each staff member receiving incoming e-mail to notify the 
sender to cease sending e-mail into the ACHD Computer System, which 
conflicts with this policy. 

 
All data, information and products generated by use of the System, whether in 
connection with the performance of the official duties of staff or in connection 
with approved personal use of the System, are the property of ACHD.  All 
emails are captured and retained in the email archive system.  Internet usage is 
tracked, as well.  Data, information and products generated in connection with 
approved personal use of the System is not considered public records subject 
to disclosure under the Idaho Public Records law and Section 2023. No staff or 
authorized personal use is private or confidential.  All use is subject to 
examination and inspection by the Director, Deputy Director or the Department 
Managers, and their appointees, and no member of the staff should or may 
have an expectation of privacy concerning their personal use of the System but 
shall not be considered public records subject to Idaho Code Sections 74-101 
through 74-124.  No member of the staff can be assured exclusive or private 
use of the ACHD Computer System or of any computer workstation. 

 
Except with the prior permission of the Director, Deputy Director, or a 
Department Manager or IT Supervisor, individuals who are not ACHD staff 
members or Commissioners are not authorized to use the ACHD Computer 
System for any purpose. 
 
Only application software, which is owned by ACHD, may be used on the 
ACHD Computer System.  Staff shall respect all applicable copyright and 
software licensing agreements.  Staff cannot download or duplicate software on 
the ACHD Computer System for personal use in violation of any copyright or 
software licensing agreement.  With the prior approval of their Department 
Manager  the IT Supervisor, a staff member may download or duplicate and 
use for personal purposes application software on the ACHD Computer System 
which is not copyrighted or licensed, and may download or duplicate files which 
are not copyrighted or licensed from or onto the ACHD Computer System, 
provided each download onto the ACHD Computer System is scanned for 
viruses prior to use. 
 
2008.2.2  Personal Use Restricted 
Game playing is a personal use subject to the restrictions set forth in this 
section.  Personal use of the ACHD Computer System offers staff the 
opportunity to improve their skills and develop familiarity with computer 
hardware, software and networking, which ultimately benefits ACHD 
operations.  Accordingly, with prior authorization by the staff member’s 
Department Manager of the personal use(s) proposed, a staff member may use 
his or her computer workstation for such authorized use(s), subject to the 
following: 
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1. No personal use of the ACHD Computer system will be 
allowed during the staff member’s paid hours of 
employment by ACHD, or during the normal business 
hours of the District (defined as 8:00 a.m. to 4:30 p.m., 
Monday through Friday, official holidays and the staff 
member’s lunch period [but not break time] excepted) and 
then only at times when the general public does not have 
access to the work area where the personal use will take 
place. 

 
2. All personal use of the ACHD Computer System is subject 

to availability and must comply with the ACHD general 
computer use policy set forth in the preceding section, and 
without limiting the foregoing, no personal use which 
contains abusive, discriminatory, obscene, profane, 
threatening, harassing, malicious or other unprofessional 
language, drawings or pictures will be allowed, nor may the 
System be used for commercial, personal gain, or political 
purposes nor for any use which is illegal, pornographic or 
obscene. 

 
2008.2.3  Policy Compliance 
Violations of this policy by any staff member may be considered cause for 
disciplinary action in accordance with e the ACHD Personnel Policy Handbook, 
Section 2500 of the ACHD Policy Manual. 

 
2009 PURCHASING 
 

2009.1 Statement of General Policy 
 
Efficient and cost-effective procurement of goods, services and public works construction is an 
important aspect of District operations. The District shall endeavor to purchase goods, services 
and public works construction by way of a publicly accountable process that respects the shared 
goals of economy and quality. 
 

2009.2 Consideration of Past Performance in Procurement 
 
2009.2.1 Purpose and Authority 
The District has the authority to establish rules and regulations for carrying into 
effect all powers and duties conferred to it pursuant to applicable law.  See 
Idaho Code § 40-1406; see also Idaho Code § 40-1310(8).  The purpose of this 
policy is to further the District’s power and duty to procure goods, services, and 
public works construction in a manner that “respects the shared goals of 
economy and quality.”  See Idaho Code § 67-2801.  The District has found that 
its experience with suppliers and contractors is a valuable measure of the 
contractors’ and consultants’ ability to provide goods, services, and 
construction in an economic and quality manner, as required by state law.  This 
policy provides a mechanism for the consistent and equitable consideration of 
past performance by suppliers who have provided goods and contractors who 
have provided services to the District. 
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2009.2.2 Application 
This policy applies to the procurement of goods, services, and public works 
construction as outlined in Title 67, Chapters 23 and 28, which are generally 
categorized as follows: 

 
1. Procurement of public works construction valued in excess of 

$25,000 but not exceeding $100,000, as outlined in Idaho 
Code § 67-2805(2).  

 
2. Procurement of public works construction valued in excess of 

$100,000 using the process of prequalifying contractors and 
accepting bids from prequalified contractors, as outlined in 
Idaho Code § 67-2805(3)(b). 

 
3. The purchase or lease of personal property or the 

procurement of services valued in excess of $25,000 but not 
exceeding $50,000, whereby the District solicits bids from no 
fewer than three vendors, as outlined in Idaho Code § 67-
2806. 

   
4. The purchase or lease of personal property or the 

procurement of services valued in excess of $50,000, as 
outlined in Idaho Code § 67-2806(2)(a). 

 
5. The procurement of professional service contracts with design 

professionals, construction managers, and professional land 
surveyors, as outlined in Idaho Code § 67-2320(1). 

 
This policy supplements existing District policies and considerations governing 
the procurement process for each of the categories of procurement set forth in 
Subsection 2009.2.2 above.   

 
2009.2.3 Process 
This policy and the considerations outlined below shall be applied any time the 
District is required to consider any of the following factors in the procurement of 
goods or services, pursuant to the statutes cited in Subsection 2009.2.2 above: 

 
• whether the individual or entity is qualified  
 
• whether a bid is responsive 
 
• competence 
 
• experience  
 
• quality 
 
• efficiency  
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• economy  
 
• performance data  

 
If any of the foregoing factors are applicable in qualifying and/or selecting a 
person or entity in the procurement process, then the District shall assess the 
following general measures of past performance for any person or entity 
eligible for selection that has provided goods, services, and/or public works 
construction to the District within the past five (5) years: 

 
1. With regard to goods purchased or leased: 

 
• whether the goods were delivered timely 

 
• whether the goods were invoiced correctly 

 
• whether the costs quoted for the goods were the prices that 

were ultimately paid by the District 
 

• whether the goods conformed to the specifications provided by 
the District and/or represented by the supplying party 

 
• whether the goods had deficiencies 

 
• if the goods had deficiencies, whether they were corrected 

within an acceptable timeframe 
 

• if the goods had deficiencies, whether the District was required 
to pay to repair or replace them 

 
 

2. With regard to public works construction and other services:  
 

• whether the project or services were completed in a timely 
manner 

 
• whether the services and materials were invoiced correctly 
 
• whether there were excessive change orders 
 
• whether the quality of materials and workmanship was 

appropriate or otherwise as represented to or required by the 
District 

 
• whether the work was performed in accordance with contract 

specifications and applicable laws and regulations 
 
• whether the total project was within the original cost 

projections 
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• whether the contractor and its staff worked professionally and 
courteously with the District and with the public in providing the 
services 

 
• whether the contractor complied with applicable safety 

standards 
 
• whether the contractor honored guaranties and warranties 
 
• if the services had deficiencies, whether they were corrected 

by the contractor within an acceptable timeframe 
 
• if the services had deficiencies, whether the District was 

required to pay to correct or replace them 
 

2009.2.4 Evaluations/Recordkeeping 
To assist in the uniform application of this policy, the District shall create and 
maintain evaluations for the construction, services, and significant purchase of 
goods it procures from time to time.  The evaluations shall be maintained for a 
minimum of five (5) years. 

 
2010 CAPITAL EQUIPMENTGOODS AND SERVICES 
 

2010.1 General 
 
Capital equipment shall be classified as a fixed asset of the District with a value of five hundred 
dollars ($500) or more and a useful life of at least five years.  Capital equipment shall be 
budgeted for and approved by the Commission, or by the Director when special circumstances 
arise. The District shall purchase goods and services from the lowest responsible bidder (formal 
or informal), assuring that all legal requirements of Idaho Code are met.  Guidelines are 
designed to allow the needed latitude in purchasing while buying goods and materials as 
economically as possible. 
  
 

2010.2 Formal Bids 
 

All equipmentgoods and services with a purchase price in excess of $150,000 
or more requires a formal bid process, as outlined in Idaho Code Section 67-
2806(2).  The bid opportunity must be advertised legally in a local newspaper 
and shall be approved by the District Commission before a purchase order is 
issued.  If, at any time prior to the bid opening, District staff determines or 
becomes aware that the bid specifications are in error and because of the error, 
the specified equipment either will not meet the needs of the District or there is 
a potential that the cost of the equipment will vary from District estimates by 
more than ten percent (10%), District staff shall either terminate the 
procurement process and start over, or District staff shall immediately prepare 
an addendum, providing the revised specifications and, if necessary, 
postponing the bid opening for a sufficient amount of time to allow the bidders 
an opportunity to amend their bid according to the revised specifications 
contained in the addendum.  If necessary, District staff shall either terminate 
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the procurement process and start over, or District staff shall issue the 
addendum postponing the bid opening separate from the addendum providing 
the revised specifications.  If multiple postponements of the bid opening cause 
the procurement process to run more than ninety (90) days past the initially-
scheduled bid opening date, District staff shall terminate the procurement 
process and may start a new procurement at such time that the issues causing 
the delays have been resolved.  Any time, upon review of the bids submitted, 
District staff determines that it will recommend that the District Commission 
reject all bids presented pursuant to Idaho Code Section 67-2806(2)(h), District 
staff shall provide all bidders with seven (7) days advance notice of the date 
the District Commission is scheduled to consider District staff’s 
recommendation. 

 
2010.3 Semi-Formal Bids 

 
All equipmentgoods and services with a purchase price under $10,000 in 
excess of $25,000 but not to exceed $50,000 shall use an informal bid process, 
as outlined in Idaho Code Section 67-2806(1), and .  Aa minimum of three (3) 
informal bids shall be obtained.  The responsibility of the final selection shall be 
with the District Commission or the appropriate department manager or 
assistant manager. 

 
2010.4 Informal Purchases 

 
Goods and services with a purchase price of 5,000 or less shall be guided by 
the best interests without need to engage in a bid process of any kind. 
 
For procurements of goods and services valued at more than $5,000 and less 
than $25,000, District staff shall use best efforts to obtain a minimum of three 
(3) quotes from qualified vendors of goods and services.  Staff shall adequately 
document the following in the project file: all price quotes obtained, the person 
and company providing the quote, and the date the person provided the quote.  
If staff is unable, despite its best efforts, to obtain a minimum of three (3) 
quotes, it shall document this in the project file and describe its efforts.  
Selection shall be guided by the best interests of the District; however, in those 
instances that staff does not select the lowest quote, staff shall include an 
explanation of its decision in the project file.   

 
2010.5 Notification of Deliveries 

 
 The Finance/Accounting Department shall be notified as soon as possible of 

capital equipment deliveries.  The make, model, year and a description of the 
equipment shall be provided.  The equipment will be added to the official fixed 
asset listing in the month when it is delivered. 

 
2011 MISCELLANEOUS PURCHASES 
 
Miscellaneous purchases may be made without formal/informal bid quotes for purchases less 
than $125,000 but shall be guided by the best interests of the District in accordance with Idaho 
Code Section 67-2803(2).  A foreman may authorize a purchase under $5,000, if approved by 
the Superintendent.  The Superintendent and Department Supervisor may authorize a purchase 
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under $125,000, if approved by the Division Manager.  Price quotes should be obtained when 
appropriate, to assure that District funds are being used in a prudent manner. 
 

CONTRACT PURCHASES 
 
The District Commission and Director have exclusive authority to enter into contract purchase 
agreements.  All purchases shall be made from a District contract when one exists.  
Superintendents and Department Supervisors may issue a purchase order and purchase from 
the contract vendor up to the amount stated in the contract. 
 
 
20122011 CONSTRUCTION CONTRACTS 
 

2012.12011.1 General 
 

This section presents the requirements for contracts and bids and shall apply to 
all District highway systems.  It shall be subject to the provisions of statutes 
regulating the letting of contracts by seeking and receiving competitive bids.  It 
shall not be construed as changing or amending the provisions of any statute, 
nor does it prevent District employees from doing any work.  Requirements for 
contracting are set out in the following Idaho Code sections: 
 
• Title 40, Chapter 9, Highways and Bridges 
• Title 50, Chapter 17, Local Improvement Districts 
• Title 67, Chapter 23, Miscellaneous Provisions 
• Title 67, Chapter 28, Purchasing by Political Subdivisions 

 
2012.22011.2 Informal Quotes  

 
In accordance with Idaho Code Section 67-2803(2), Tthe District may solicit 
quotes from suppliers, contractors, etc., on projects where the maximum total 
expense is not over $25,000.  This is the informal quote process. 

 
2012.2.12011.2.1 Purpose 
The informal quote process allows the District to seek quotes on projects with a 
value of $25,000 or less.  This is advised when it would not be in the best 
interest of the taxpayer or would require too much time to follow the guidelines 
of Idaho Code for advertisement, as required on projects more than $25,000. 

 
According to Idaho Code, Section 40-906, bids are required in the following:  
"When the expenditure contemplated exceeds twenty-five  thousand dollars 
($25,000) it shall be contracted for and let to the lowest responsible bidder." 

 
2012.2.22011.2.2 Solicitation of Quotes 
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On contracts up to $5,000, the District may acquire a single quote and proceed 
without any further restrictions, provided that such contracts or purchases shall 
be guided by the best interests of the District, as determined by the 
Commission.  However, District staff shall use best efforts to avoid using the 
same public works contractor for more than $50,000 of cumulative work in a 
fiscal year and in such cases that staff utilizes the same public words contractor 
for more than $50,000 of cumulative work in a fiscal year, it shall include an 
explanation of its decision in the project file. 
 
On contracts between $5,001 and $25,000 in value, District staff shall use best 
efforts to obtain a minimum of at least three (3) separate quotes will be 
requested from outsideappropriately licensed public works contractors.  These 
quotes may be written, oral, or by telephone, but the preferred method is 
written submittal.  Whatever method used, the results must be reduced to 
written form to support selecting the firm to do the required work.  District staff 
shall adequately document the following in the project file: all price quotes 
obtained, the person and company providing the quote, and the date the 
person provided the quote.  If staff is unable, despite its best efforts, to obtain a 
minimum of three (3) quotes, it shall document this in the project file and 
describe its efforts.  Selection shall be guided by the best interests of the 
District; however, in those instances that staff does not select the lowest quote, 
staff shall include an explanation of its decision in the project file. 
 
A written "Scope of Work" shall be provided to all bidders to assure fairness 
and uniformity in the informal quote process on those projects valued between 
$5,001 and $25,000. 

 
2012.2.3  Award 
The award of the contract shall be to the responsible bidder submitting the 
quote that is in the best interest of the Highway District.  The Director has the 
authority to enter into contracts.  He may further delegate this authority where 
appropriate.  Section 40-906 states: ΑWhere both bids and quality of property 
offered are the same, preference shall be given to the property of local and 
domestic production and manufacture or from bidders having a significant 
Idaho economic presence as defined in Section 67-2349, Idaho Code.≅ 

 
2012.32011.3 Semi-Formal Bids 

 
Semi-Formal bids are required when a construction contract is contemplated to 
exceeds $25,000 but not exceed $100,000.  Work valued at more than $25,000 
shall be "contracted for and let to the lowest responsible bidder," as cited in 
Idaho Code, Section 40-906 "Expenditures for which Bids are Required".  

 
2012.3.12011.3.1 PurposeProcurement Procedures and Award Process 
The Semi-Formal Bid procurement procedure and award process shall This 
section conforms to the requirements stated in Idaho Code, Section 40-90667-
2805(2) and applicable ACHD policy, "Expenditures for which Bids are 
Required." 

 
2012.3.2  Advertisement for Bids 
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The general advertisement period for bids shall be as follows: 
 

Notice of advertisement for bids shall be published in the official newspaper of 
the city in three (3) consecutive weekly issues.  The first publication inviting 
bids shall be at least two (2) weeks before the date of opening. 
 
The standard day for advertisement shall be Tuesday, and the bids will be 
opened at 2:00 p.m. on Wednesday. 
 
Variances to this process are allowed, but advertisements shall conform to the 
following Idaho Code Sections: 

 
• Title 40, Highways and Bridges, Chapter 9, Contracts - Bids; 
 
• 40-902 Bids - State Highway System; 40-907 Publication of 

Notices - Documents to be Made Available; 
 
• Title 50, Municipal Corporations, Chapter 17, Local 

Improvement District Code; 
 
• 50-1710 Ordinance Creating Improvement District and 

Procedure for Construction Bids. 
 
 
 

2012.3.3 Award 
All bids, unless otherwise allowed, shall be received on a Wednesday by 2:00 
p.m. 
 
The District will accept one of the bids within 30-calendar days after opening of 
bids, unless otherwise specified,  
 
The award will be made by the District on the basis of that bid being the lowest 
responsible bidder that, in the District's sole and absolute judgment, will best 
serve the interest of the District and taxpayers. Section 40-906 states:  “Where 
both bids and quality of property offered are the same, preference shall be 
given to the property of local and domestic production and manufacture or from 
bidders having a significant Idaho economic presence as defined in Section 67-
2349, Idaho Code.” 

 
2011.4 Formal Bids 

 
Formal bids are required when a construction contract is contemplated to 
exceed $100,000. 
 
2011.4.1 Procurement Procedures and Award Process 
The Formal Bid procurement procedure and award process shall conform to 
the requirements stated in Idaho Code Section 67-2805(3).  The bid opportunity 
must be advertised legally in a local newspaper and shall be awarded by the 
District Commission before a contract is signed.  If at any time prior to the bid 
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opening, District staff determine or become aware that the bid specifications 
are in error and because of the error, the specified construction work either will 
not meet the needs of the District or there is a potential that the cost of the 
construction work will vary from District estimates by more than ten percent 
(10%), District staff shall either terminate the procurement process and start 
over, or District staff shall immediately prepare an addendum, providing the 
revised specifications and, if necessary, postponing the bid opening for a 
sufficient amount of time to allow the bidders an opportunity to amend their bid 
according to the revised specifications contained in the addendum.  If 
necessary, District staff shall either terminate the procurement process and 
start over, or District staff shall issue the addendum postponing the bid opening 
separate from the addendum providing the revised specifications.  If multiple 
postponements of the bid opening cause the procurement process to run more 
than ninety (90) days past the initially-scheduled bid opening date, District staff 
shall terminate the procurement process and may start a new procurement at 
such time that the issues causing the delays have been resolved.  Any time, 
upon review of the bids submitted, District staff determines that it will 
recommend that the District Commission reject all bids presented pursuant to 
Idaho Code Section 67-2806(2)(h), District staff shall provide all bidders with 
seven (7) days advance notice of the date the District Commission is 
scheduled to consider District staff’s recommendation. 

 
20132012 PROFESSIONAL SERVICE AGREEMENTS (MAJOR) 
 

2013.12012.1 General 
 

This section sets guidelines for Professional Engineering, Architectural, 
Landscape Architectural, and Land Surveying Design  Service Agreements that 
exceed $205,000. 
 
Authority for this work is given by Idaho Code, Section 67-2320, Professional 
Service Contracts with engineering, surveying and architects. 
 
The use of Federal funds for services is covered under: 

 
• 23 CFR 172. Administration of Engineering and Design Related Service 

Contracts. 
 
• 48 CFR 31.  Contract Cost Principles and Procedures (Federal Acquisition 

Regulations "FARS"). 
 
• 49 CFR 18.  Uniform Administrative Requirements for Grants and 

Cooperative Agreements to State and Local Governments "Common 
Rule." 

 
2013.22012.2 Purpose 

 
These guidelines provide direction in the selection, negotiation and 
management of consultant agreements for Professional Services.  It covers 
services for engineering, surveying and architectural professional services. 
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2013.32012.3 General Procedures 
 
The following information provides detailed procedures and requirements for 
setting up and managing professional service agreements.  Attached checklist 
(Exhibit 1) serves as a convenient guide for assurance that all requirements are 
met.  The checklist should be copied and maintained in the agreement file.  It 
can be used as a status report on progress and summary of compliance. 

 
It shall be the responsibility of the contracted firm to produce a completed set of 
maps, plans, reports, appraisals, etc., with detailed information about the work 
for which they have been retained.  They shall observe all District require-
ments, standards, and procedures stated in the Agreement for Services. 
 
All material, property, or equipment acquired or produced for an agreement and 
a specific project becomes the property of the District and shall be delivered by 
the consultant without restriction or limitation on further use. 
 
All consultants and sub-consultants must maintain all books, documents, 
papers, accounting records, and other evidence about the costs incurred.  They 
must make such materials available at their offices at all reasonable times 
during the contract period. 
 
Record and document retention is regulated by the Federal Highway Program 
Manual (FHPM), Volume 1, Chapter 6, Section 2 (23 CFR-17) and Volume 1, 
Chapter 7, Section 2 and 49 CFR part 18.42.  These laws specify that all 
project records are to be available for inspection and audit at reasonable times 
during the contract period and for three (3) years from the date of final 
payment.  If there is litigation, a claim, or an audit has been announced or is 
underway, records must be maintained until the litigation, claim, or audit is 
completed and any findings have been resolved. 

 
2013.42012.4 Agreement Initiation and Execution 

 
2013.4.12012.4.1  Request for Consultant 
A request for professional services can be made when special expertise is 
required, or when the work exceeds the current capability of the District's per-
sonnel.  The responsible Division Supervisor or Department Manager shall 
begin the request for consulting services. 
 
All consultant selection shall be by the competitive selection process.  If a 
noncompetitive process is warranted, a request in writing shall be submitted to 
the Director for approval. 

 
2013.4.22012.4.2  Agreement Administrator 
The District will select the Agreement Administrator, who is directly responsible 
for monitoring the consultant's work.  He reviews and approves monthly 
progress reports and assures that the District's requirements are met.  He is the 
person most familiar with and most capable of managing the project. 

 
2013.4.32012.4.3  Consultant Selection Committee 
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The Consultant Selection Committee shall consist of a minimum of three (3) 
people, one of whom shall be the Agreement Administrator.  Of the other two, 
one shall be from outside the District.  The Agreement Administrator shall be 
responsible for documenting the selection process and complying with the 
appropriate District/State/Federal requirements.  The suggested checklist of 
activities in Exhibit 1 can be copied and used to help meet these requirements.  
All support documentation shall be retained in the project file. 

 
2013.4.42012.4.4  Methods of Procurement 
There are four methods of procurement: 

 
Competitive negotiations that follow qualification-based selection procedures.  
Negotiations are held with the firm most qualified to perform such services.  
The price must be reasonable and fair to the public, after considering the esti-
mated value, scope, complexity, and type of services. 
 
If the parties are unable to come to a satisfactory contract or agreement, 
negotiations shall be formally terminated.  Negotiations then will be undertaken 
with the next most qualified firm. 
 
When consultant services are obtained by competitive negotiation, selection of 
the most qualified firm shall be based on one of the following methods: 

 
a. Selection based on proposals only; 
 
b. Selection based on proposals and interviews of a minimum of 

three firms; 
 
c. Selection based on a Statement of Interest; requesting a minimum 

of three firms to submit Technical Proposals; and interviewing 
those firms. 

 
d. Noncompetitive negotiations when specific conditions exist that 

allow negotiation with a single firm. 
 
e. Noncompetitive negotiations when the firm used is selected from 

the District's yearly on-call, as-needed list. 
 
f. Minor agreement procedures for agreements less than $205,000. 

 
2013.4.52012.4.5 Developing List of Qualified Firms 
The District must carefully follow the regulations and procedures for selection 
of consultants.  This assures the selection process is based solely on proven 
competence and qualifications to perform the required services at a fair and 
reasonable price. 
 
The District is not required to advertise for Statements of Interest (under 49-
CFR part 18, or 23 CFR part 172, "Administration of Engineering and Design 
Related Service Contracts").  The District may choose to advertise on specific 
projects. 
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If the District chooses to advertise for a Statement of Interest or Request for 
Proposals from consultants, the form for advertisement shall be similar to 
Exhibit 2 and Exhibit 5.  It should indicate project description, scope of work, 
time schedule and special considerations.  The Notice for Advertisement will be 
published in accordance with Section 2013.3.2 - Advertisement for Bids Idaho 
Code Section 67-2805(3).  The specific dates for required submittals may vary, 
depending upon the complexity of the project. 
 
The format for the Statement of Interest shall be as outlined in Exhibit 2. 

 
Each consultant submitting a Statement of Interest must provide, at a minimum, 
one original and 1-copy for each Selection Committee member.  Each member 
will rate the submittal according to the evaluation/ranking form shown in Exhibit 
3.  No less than three firms will be selected to submit a Technical Proposal. 
 
Disadvantaged Business Enterprises (women and minority owned) which 
provide the professional services required shall be considered when firms are 
selected for solicitation. 
 
Noncompetitive selection and negotiation may be used to obtain engineering 
and design services when the award of a contract is not possible under minor 
agreement or competitive negotiation procedures.  The District Director shall 
approve using this form of contracting. 
 
The circumstances under which a contract may be awarded by noncompetitive 
negotiations are limited to the following: 

 
1. the service is available only from a single source; 

 
2. there is an emergency that will not permit the time necessary to 

conduct competitive selection and negotiations; 
 

3. after soliciting several sources, competition is determined to be 
inadequate. 

 
2013.4.62012.4.6 Request for Proposals 
Selected consultant firms may  be contacted by letter and asked to respond 
with a proposal for the project.  The format for the Request for Proposals is 
shown in Exhibit 5.  Their response shall generally follow the format as outlined 
in Exhibit 6.  The District reserves the right to select a consulting firm from 
these Proposals by either of the following procedures: 

 
1. selection based on the evaluation of the proposals; or 
 
2. selection based on a combination of proposal evaluation and an 

interview process. 
 

The District shall indicate in the advertisement which method of selection will 
be used.  The selection process will be repeated in the Request for Proposals. 
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All firms submitting proposals shall be rated using the same criteria. 
 
All firms must be provided all appropriate drawings, project information and any 
other available information applicable to the project. 

 
2013.4.72012.4.7 Review of Proposal and Consultant Selection 
There are three acceptable methods for obtaining professional services through 
competitive negotiations: 

 
1. Use competitive negotiation procedures where the competitors 

qualifications are evaluated and the most qualified firm(s) is 
selected, subject to negotiation of fair and reasonable compensa-
tion. 

 
2. Have proposals contain both technical and price information.  

Award shall be based solely upon the best proposal.  Price shall 
not be used as the sole criteria for awarding engineering, 
surveying and design service contracts (refer to Section 67-2320, 
Idaho Code, and Federal Regulations 23 CFR 172). 

 
3. A combination of qualifications and price may be used in the 

selection of a consultant. 
 

The District reserves the right to select a qualified firm or firms to complete the 
work based on either the proposal or a combination of the proposal and 
interview.  The District may interview up to three firms.  The actual number of 
firms to be interviewed will be based on qualifications.  The selection committee 
shall rank all proposals according to the selection criteria established (an 
example is shown in Exhibit 7).   

 
Exhibit 3 shall be used to summarize the individual scores.  Once the firm has 
been selected, a report shall be prepared including the following items: 

 
1. Ranking of firms, in order of priority; 
 
2. Basis for selection of the firm; 
 
3. Summary of methods used throughout the selection process; 
 
4. Copies of correspondence; 
 
5. Summary of the strengths and weaknesses of each proposal 

rated. 
 

2013.4.82012.4.8 Agreement Cost Elements 
Specific cost considerations, outlined below, should be negotiated and 
addressed in the agreement documentation.  This section describes standard 
contractual cost elements.  The "Estimate for Preliminary Engineering," Exhibit 
8, is an example of a format for estimating the engineering for design work. 
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1. Lump Sum Amounts 

Agreements can be provided for a total "lump sum" amount.  This is done if the 
proposed work can be specifically outlined, costs can be closely estimated, and 
the scope of the work is limited without large contingencies.  The total shall be 
independently estimated by the District and compared to the consultant's 
proposed costs.  Any differences shall be negotiated and justified.  Base pay 
rates and payroll administrative additives have to be well-supported in lump 
sum agreements.  Refer to the Payroll and Overhead Additives paragraph 
below.  These costs will be included in the agreement files as documentation of 
the project cost. 

 
2. Actual Cost Plus Fixed Fee Amount 

 
a. Direct Labor 

Specific job classes (specific people, if possible), at the 
firm's pay rates (for those persons), multiplied by amount 
of time to perform the agreement-related work. 

 
b. Payroll and Overhead Additives 

For all agreements, documentation should be submitted for 
payroll fringe benefits and general administrative 
overhead.  A list of the specific items related to direct labor 
cost is needed to support the percentage additive rates 
used in the Agreement.  Any questions on allowable costs 
must be compared with Federal Acquisition Regulations 
and discussed with the Internal Review Section. 

 
c. Fixed Fee 

The fixed fee for the consultant shall be negotiated with the 
rest of the Agreement.  The fixed fee will be paid in propor-
tion to the payment for the total Agreement amount, ex-
cluding other direct costs.  If the scope of work is reduced 
from the original agreement, then the fixed fee shall be 
adjusted accordingly, as outlined in the agreement. 

 
Increases in the fixed fee shall be considered and included 
as a part of Supplemental Agreements.  An increase in 
fixed fee cannot be approved unless there is a change in 
the scope of the work. 
 
The items to be considered in negotiating and establishing 
the fixed fee follow: 

 
• The extent, scope, complexity and character of the 

work. 
 
• Duration and cost of services. 
 
• Extent of District's support of contract. 
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• Character and complexity of consultant's business. 
 
• Consideration of firm's professional investment and 

personnel knowledge. 
 
• Recognized degree of responsibility assigned to the 

consultant. 
 
• Consultant's past and present performance in such 

areas as quality of product, quality control, efficiency of 
cost controls, timeliness in meeting schedules and 
compliance with contractual provisions. 

 
• Direct out-of-pocket costs are not included in the 

determination of the fixed fee amount. 
 

See 41 CFR 1-3.808-2 for further explanation of the items 
to be considered in negotiating the fixed fee. 
 
The District may ask the consultant the basis for arriving at 
the fixed fee, the supporting documentation is reviewed 
and discussed.  Special considerations made regarding the 
fixed fee shall be addressed in the Agreement 
documentation. 

 
d. Other Direct Costs 

Other direct costs are out-of-pocket cost items that can be 
specifically related to the agreement and are expenses of 
performing the work.  They include materials, equipment, 
travel, printing costs, computer services or other charges 
that the consultant may incur from outside sources as a 
direct result of the agreement.  The direct charges are 
repaid fully, if proper, as they are billed.  They should be 
itemized and estimated as part of the total agreement 
amount.  The same costs cannot be included in both Direct 
Costs and Overhead charges.  The fixed fee cannot be 
applied to other direct costs. 

 
2013.4.92012.4.9  Consultant Negotiations 
The Agreement Administrator shall advise the selected firm by letter and set a 
meeting to negotiate the agreement. 
 
The selected consultant must submit the following information a minimum of 
two weeks before the scheduled negotiation meeting: 

 
1. Agreed scope of work for the project; 
 
2. Estimate of man-hours and cost for each work element; 
 
3. Total estimated cost of the work; 
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4. Time schedule for the project; 
 
5. The most recent State, Federal or independent audit of the 

firm's accounting system, if not submitted before; 
 
6. A recent audit and support documentation for proposed 

amounts also should be provided for major sub-consulta-
nts, with the cost/price analysis.  "Major" can be defined as 
$20,000 and greater. 

 
Some agreements may require a pre-negotiation meeting with the selected 
firm.  This meeting resolves questions and arrives at a mutual understanding of 
the work.  This meeting should identify the specific work tasks and the general 
personnel classification the firm will use on the project.  After the pre-negotia-
tion meeting, the District shall prepare an independent man-hour estimate 
which shall be used during the negotiation meeting. 

 
The consultant and the District enter the negotiation meeting to agree on costs, 
completion date and wording.  Estimated man-hours for specific activities 
should be discussed and adjusted up or down as needed.  The agreement files 
should include the negotiation process between the District's estimate and the 
consultant's estimate. 

 
After the negotiation meeting and acceptance of all items, a final agreement for 
services can be prepared for approval. 

 
2013.4.102012.4.10 Agreement Approval 
The final agreement should include all revisions decided at the negotiation 
meeting.  The final cost proposal, or summary, should be included as an ap-
pendix to the agreement with a vicinity map of the project area. 
 
Division Supervisors may sign agreements of $30,000 or less.  Assistant 
Department Managers may sign agreements of $50,000 or less.  Department 
managers may sign agreements of $75,000 or less.  The District Director may 
sign agreements of $100,000 or less.  Agreements totaling more than $100,001 
shall be approved and signedAgreement approval and signing shall be in 
accordance with policies and guidelines adopted by the Highway District Board 
of Commissioners. 

 
Idaho Code 59-514, pertaining to Personal Service Contracts and publication 
requirements relating to those contracts, must be followed.  Personal Service 
Contracts are interpreted as those agreements with an individual.  They do not 
include companies or organizations with more than one individual.  If the 
agreement with an individual is over $10,000, then a notice must be published 
before to proceeding with the agreement.  The Agreement Administrator is 
responsible for the publication. 

 
20142013 AGREEMENT ADMINISTRATION 
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2014.12013.1 Agreement Administration 
 

Agreement administration includes monitoring the consultant's progress; 
assuring that the District receives the work specified at the right time; and that 
expenses are proper.  The Agreement Administrator should be satisfied that 
progress is being made toward producing the product or service specified in 
that agreement, and should require documentation that the quality is 
satisfactory. 
 
The agreement should include milestones to measure the progress of the work.  
If there are periodic steps or identifiable activities specified with time and 
progress payments, it is easy to assure that adequate progress is being made 
on the agreement.  Potential measurement tools are a list of products or 
identifiable services, submittal of draft reports and periodic project reviews. 

 
2014.22013.2 Monthly Progress Reports 

 
The consulting firm must submit monthly reports (Exhibit 9) to the project 
Agreement Administrator.  Each report should list the items detailed in the 
agreement and give an estimate of the percentage of work completed for each 
item.  If necessary, additional reports or data to support measurement of 
progress shall be submitted with monthly reports.  A narrative statement of the 
work accomplished, delays encountered, or nonperformance experienced 
during the month also shall be included.  Progress reports are required each 
month regardless of whether any payments are due on the agreement.  This 
requirement can be varied if the work is temporarily delayed; agreement time is 
suspended; and for single sum payments, or short term agreements. 

 
The Agreement Administrator shall review the monthly progress report and 
address any action required.  Particular attention should be directed toward a 
need for time extensions or supplemental agreements. 

 
2014.32013.3 Progress Payments 

 
The consultant will submit a progress payment report within ten working days 
after the month in which the work was done.  Items listed for payment should 
correspond with detailed information shown on the monthly progress report.  
Cost items should be reviewed for consistency with the agreement.  Large 
amounts should be traced to provide further support. 

 
The Agreement Administrator should be assured, through documentation or 
knowledge of the work being performed, that the direct costs are related to the 
work specified and are reasonable costs. 
 
The Agreement Administrator will review the following details:  

 
• The invoice is to be signed by the consultant. 
 
• Agreement amount, employee benefits and overhead, fixed fee and 

services to be provided are confirmed.  These should agree with the cost 
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elements on the invoice.  The labor additive and overhead rates should be 
updated and supported every year, but not less than every 18-months. 

 
• The fringe benefit and indirect overhead rates are applied to direct labor 

rates. 
 
• Labor costs are checked for agreement between employee rates, hours, 

and work performed.  Hours and rates should be on the invoices to allow 
for rate review.  The consultant should submit correspondence with the 
progress report to explain pay changes or new people assigned to work.  

 
• Direct costs: Copies of receipts from other parties should be provided to 

verify significant direct costs.  Direct costs should be reasonable based on 
knowledge of consultant work.  Direct costs must be authorized according 
to Federal Acquisition Regulations, 48 CFR part 31-202. 

 
• Fixed fee: This is calculated based on percentage of work completed, but 

should not exceed total amount specified in the Agreement. 
 

• Invoice arithmetic will be checked.  Make comments and necessary 
corrections.  Initial and date invoice to verify that the document has been 
reviewed. 

 
• Payment must be equal to or less than the consultant's progress and total 

progress payments shall not exceed 95% of the total agreement amount, 
including approved supplementals. 

 
• Substantiate and document any questioned payment. 

 
2014.42013.4 Supplemental Agreements 

 
The District may specify additional work; determine that additional 
compensation is warranted; or grant additional contract time, at the request of 
the consultant.  If a revision to an Engineering Agreement is needed, a 
Supplemental Engineering Agreement (Exhibit 10) shall be prepared and 
approved. 
 
The Agreement Administrator will thoroughly evaluate the document for 
accuracy and compliance with the terms of the original agreement.  
Justification of increased cost or time, requires the same documentation and 
compliance with procedures as the original Agreement. 
 
Supplemental Agreements do not require independent cost estimates when the 
increased work amounts are decided jointly between the consultant and the 
Agreement Administrator.  The document will be submitted for approval with 
recommendations and supporting justification, to the Director or Board of 
Commissioners. 
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A claim or Supplemental Agreement over $20,000 must be submitted with 
supporting documentation and justification, to the District Board of 
Commissioners for approval. 

 
Following an approval, a Notice to Proceed on Supplemental Agreement will be 
prepared by the Agreement Administrator and sent to the consultant.  

 
2014.52013.5 Final Acceptance and Payment 

 
After work completion and before final payment, the Agreement Administrator 
will rate the adequacy of the consultant's conformance with the terms, 
conditions, and specifications of the contract.  He will determine the propriety of 
agreement claims.  All data, records, drawings, any capital assets, etc., that are 
the property of the District and a final invoice shall be requested from the firm. 
The Agreement Administrator should prepare a letter ending the agreement.  
Final payment is subject to thorough review.   
 
It is important that there is adequate documentation of agreement 
administration.  The Agreement Administrator should request the Accounting 
Department to provide an independent review of total payments to date and the 
final payment request.  Errors, omissions and questionable items should be 
discussed and resolved before authorizing final payment. 

 
20152014 MINOR PROFESSIONAL SERVICES AGREEMENTS (MINOR) 
 

2015.12014.1 General Procedures 
 

The same general process used in regular professional services agreements 
for Professional Engineering, Architectural, Landscape Architectural, and Land 
Surveying Design services is followed for negotiated agreements under 
$205,000.  The following procedures apply to minor agreements: 

 
• Consultants on the "short list" do not have to be interviewed. 
 
• Costs shall be appropriately supported by data and the records 

documented accordingly. 
 
• A report of consultant selection shall be prepared by the Agreement 

Administrator.  The selection process may be less formal. 
 
• District Commission approval is not required.  The District Director, 

Department Managers, and Division Supervisors, Coordinators and Project 
Managers are authorized to execute minor agreements according to limits 
in Section 2016.4in policies and guidelines adopted by the Highway District 
Commission. 

 
A suggested checklist for minor agreements is contained in Exhibit 11.  This 
format can be copied and used to document that the minimum requirements 
have been met.  The basic requirements are the same, except that the number 
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of items has been reduced.  Refer to Section 2305 for additional explanation of 
specific items. 

 
There are some circumstances in inspection of materials, bridge inspection, 
right-of-way, etc. that may require continuing agreements with firms that have 
specific expertise.  These situations may warrant special consideration.  Each 
need will be reviewed independently and separately. 

 
The Department or Division requesting a consultant for a continuing need shall 
prepare a request.  The Director shall approve it before beginning the selection 
process.  The request should address the following: 

 
• The need for a consultant; 

• Time required; 

• Type of work to be performed; 

• Cost estimate; 

• Type of agreement: lump sum, cost plus, piece work. 

 
2015.22014.2 Consultant Invitation 

 
Refer to Section 420142.4.1, Request for Consultant, for the procedures on 
beginning the invitation. 

 
2015.32014.3 Consultant Selection 

 
Each firm will be rated according specific criteria.  The successful firm should 
be advised by letter, establishing a date for the Agreement negotiation.  Section 
20142.4.89 outlines items to be included in the letter.  Firms should be notified 
of the choice and thanked for their participation. 

 
The District and consultant should concur with the Agreement provisions, costs 
and completion date, during the meeting.  Variations between the selected 
consultant's proposal and the District's preliminary plan shall be resolved and 
documented in the Agreement records. 

 
2015.42014.4 Agreement Approval 

 
The final agreement should include all revisions decided at the negotiation 
meeting.  The final cost proposal, or summary, should be included as an ap-
pendix to the agreement with a vicinity map of the project area. 

 
Division Supervisors may sign agreements of $30,000 or less.  Assistant 
Department Managers may sign agreements of $50,000 or less.  Department 
Managers may sign agreements of $75,000 or less.  The District Director may 
sign agreements of $100,000 or less.  Agreements totaling more than $100,001 
shall be approved and signed Agreement approval and signing shall be in 
accordance with policies and guidelines adopted by the District Board of 
Commissioners. 
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Idaho Code Section 59-514, pertaining to Personal Service Contracts and 
requirements to publish information relative to those contracts or agreements, 
must be followed.  Personal Service Contracts are interpreted as those 
Agreements with an individual.  They do not include companies or organiza-
tions with more than one individual.  If the Agreement is with an individual for 
more than $10,000, then a notice must be published before to proceeding with 
the agreement.  The Agreement Administrator is responsible for insuring the 
publication is made. 

 
• Purpose and justification for using consultant; 
 
• Firms contacted; 
 
• Basis for selection of the firm; 
 
• Cost and man-hour estimates; 
 
• Projected schedule and contract time to complete work; 
 
• Assurance that all Federal and State professional service procurement 

procedures were satisfied. 
 

After the Agreement has been signed, a copy of the signed agreement and a 
Notice to Proceed on the Agreement can be transmitted to the consultant by 
the Agreement Administrator. 

 
2015.52014.5 Agreement Administration 

 
The Agreement Administrator shall supervise and manage the agreement, 
assuring all requirements are met.  Agreement Administration (Section 20153) 
requirements should be met to assure good administrative procedure and 
adequate record documentation. 

 
20162015 ON-CALL SERVICE AGREEMENTS 
 

2016.12015.1 General Procedures 
 

The same general requirements noted in Section 20142, Engi-
neeringProfessional Service Agreements, apply to this section except as 
modified by the following: 

 
2016.1.12015.1.1 Selection 
This section allows for the selection of two or more consulting firms to provide 
on-call services to the District.  This is for a minimum period of one year, and 
can be extended to two years. 

 
2016.1.22015.1.2  When Used 
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This section will only be used when it is in the best interest of the District and 
minimizes administrative time preparing, interviewing and selecting a 
consultant.  

 
2016.1.32015.1.3  Negotiation 
When on-call consultant services are used, each project shall be negotiated on 
an individual basis. 

 
2016.1.42015.1.4  Selection of More than One Firm 
If more than one consultant is selected, the District will make reasonable effort 
to share work equally among all firms. 

 
2016.22015.2 Consultant Selection 

 
Selection of the consultant(s) shall be accomplished according to Section 
20142, EngineeringProfessional Service Agreements, except as follows: 

 
• The selection of a consultant or consultants shall be by submittal of a 

proposal.  The proposal shall be rated without an interview. 
 

2016.32015.3 Agreement Administration 
 

Agreement administration shall be done according to Section 20153, 
Agreement Administration. 

 
20172016 OTHER AGREEMENTS 
 
The Commission and the Director have authority to sign other agreements.  They may authorize 
Department Heads to negotiate and sign other agreements.  Such agreements include lease, 
rental, and maintenance exempt personal and professional services pursuant to Section 67-
2803(4), Idaho Code.  All such agreements shall be approved either through the budget 
process, or individually by the Commission or Director. 
 
20182017 OFFICE AND SAFETY SUPPLIES 
 
All office and safety supplies shall be purchased through the Administration Department.  The 
District stocks a limited supply of items.  Every effort will be made to supply each department 
with necessary supplies. 
 
20192018 PIGGY BACK PURCHASES 
 
Piggy back purchase shall be authorized only by the District Commission and shall be in 
accordance with Idaho Code Section 67-6803(1). Staff must provide adequate supporting 
documents to determine that the procurement duplicates the price and substance of a contract 
for like goods or services that has been competitively bid by the District, the state of Idaho, one 
(1) of its political subdivisions, or an agency of the federal government and that it is in the best 
interests of the District to purchase by this method.  If the contract is more than 12 months old, 
staff must also provide documentation that it has performed an informal price study comparing 
the price under the contract with current prices for the goods or services. 
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20202019 EMERGENCY PURCHASES 
 
In case of an emergency, the District Commissioners may pass a resolution declaring the need 
to spend public funds in accordance with Idaho Code Section 67-2808(1).  When the resolution 
is adopted, the Commissioners have exclusive authority to spend any amount required in the 
emergency.  "Emergencies" will include any disaster, public calamity, or other life-threatening 
situation. 
 
20212020 SOLE SOURCE PURCHASES 
 
The DirectorDistrict Commissioners hasve exclusive authority to approve sole source 
purchases.  The Idaho Code Section 67-2808(2) defines a sole source purchase as one for 
which there is only one (1) source reasonably available and one or more situations itemized in 
Idaho Code Section 67-2802(2)(a)(i) through (viii) are applicable."no other product on the 
market that will perform the same required functions", or where the product is "available from 
only one supplier in the world." 
 
2021 MANAGEMENT AND SUPERVISORY AUTHORITY LIMITS 
 

2021.1  Authority Limits – Construction, Equipment, Goods and Services 
Agreements, Design, Right-of-Way Change, Construction, Equipment, Goods and 
Services Supplemental Agreements/Addenda, Construction Change Orders 
 

Authority limits for construction, equipment and services agreements, concept, 
design, right-of-way change, construction, equipment and services 
supplemental agreements/addenda, construction change orders shall be as 
follows and are cumulative, as provided: 

 
*The Project Threshold is a co-signing authority for significant changes, in addition to the normal department 
signing authorities. 
 
†Cumulative amount is based on amount of original Agreement/Contract.  The Commission may reset 
cumulative totals back to zero during a project on a case-by-case basis. 
 

Signing Authority Construction, 
Equipment, 

Goods & 
Services 

Agreements 
* 

Design, ROW Change, 
Construction, Equipment, 

Goods, & Services, 
Supplemental 

Agreements/Addenda 
# 

Construction Changes/ 
Change Orders 

 Maximum 
Single 

Maximum 
Single 

† 
Cumulative 

Maximum 
Single 

 
 

Director $400,000 $400,000 40% $400,000 †† 25% 
Deputy Director $300,000 $300,000 35% $300,000 15% 
Manager $250,000 $250,000 25% $250,000 10% 

Superintendent/Supervisor 
and all others below 
Superintendent/Supervisor 
 

$175,000 $175,000 20% $175,000 
 

5% 
 

Project Managers/Project 
Coordinators (Excludes all 
others below) 

$100,000 $100,000 10% $100,000 2½% 
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OR 
 
†Cumulative amount is based on amount of original Agreement or project phase as appropriate (Design, 
Right-of-Way, Construction). 
 
# The Maximum Single and Cumulative Signing Authorities set forth herein notwithstanding, Supplemental 
Agreements/Addenda shall not exceed forty percent (40%) of the original Agreement’s dollar amount and 
shall not supplement an Agreement over twelve (12) months old. Any attempted multiple supplemental 
procurement within a twelve (12) month period, supplemental procurement exceeding forty percent (40%) of 
the original Agreement’s dollar amount, or supplemental procurement or made in excess of twelve (12) 
months from the date of the original Agreement shall require approval of the Commission or a new 
procurement conducted in accordance with applicable Idaho laws and ACHD Policies, with award by the 
Commission or staff in accordance Section 2021.5, and execution of a new Agreement.   
 
*Anything exceeding their authority limit shall require approval from the next level of supervision and the 
Commission for any authority beyond the Director.  Nothing shall prevent staff from seeking Commission 
approval for any contract amounts. 
 
*Agreements include License Agreements, and any financial commitments of the District established by the 
License Agreement cannot exceed the staff member’s authority limits. 
 
**For purposes of this policy, the Traffic Programs Administrator shall have the same authority as the Traffic 
Services Department Manager. 
 
For projects with original amounts under $50,000, the Director or Deputy Director may sign any change up 
to $5,000 regardless of cumulative changes to date. 
 
The Deputy Director for Planning and Projects may sign supplement agreements for final design to bid plan 
changes, record drawings and consultant support for condemnation without presentation to the Commission. 
 
For projects with total cost (which includes design, right-of-way and construction) under $100,000, the 
cumulative limits apply to the project total. 
 
If the sum of the change orders plus the extension of quantities exceed 15% of the original contract amount 
the Construction Supervisor/Coordinator shall notify in writing the project manager, the Engineering Deputy 
Director and the Plans and Projects Deputy Director.  The notice shall include a summary of the overages, 
their justification and who approved them.  If the 15% threshold is exceeded because of a change order the 
change order shall be approved in accordance with Chapter 5 of the Capital Project Management Guide 
(PMG).  If the 15% threshold is exceeded because of extensions of quantities or overruns, the Engineering 
Deputy Director must approve the change in writing and shall provide a copy of the approval to the Director 
and the Administration Manager within 48 hours. 
 
If a capital construction project schedule, budget, or contract amount is changed, approval is governed by 
these decision authorities except that whenever a change order is for the addition or removal of a roadway 
feature that impacts the function of the roadway from the users and/or stakeholder’s perspective, the change 
order, regardless of its amount, must be approved by an affirmative vote of a majority of the Commission 
present at the Commission meeting at which the change order is considered by the Commission.  For capital 
construction projects requested by a partner agency under the FYWP, any change order requested by the 
partnering agency may only be approved by the Commission and the cost of the change order shall be the 
responsibility of the partnering agency unless the Commission agrees to the change order by an affirmative 
vote of a supermajority of the Commission present at the Commission meeting at which the change order is 
considered by the Commission. 

 
2021.2 Authority Limits – Real Estate and Right-of-Way Acquisition and Administrative 

Settlements 
 
Authority limits for real estate and right-of-way acquisition and administrative 
settlements in excess of established just compensation, as provided in 
Sections 4008.5, 4009.4 and 4010.1, shall be as follows: 
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Signing 
Authority ROW Contract for Property Administrative Settlements in Excess of Established 

Just Compensation 
Director $500,000  
Deputy Director $400,000  
Manager $200,000 NTE $50,000 
Supervisor $100,000 NTE 20,000 
Agent N/A NTE $5,000 

 
 
 

Signing Authority Easements/Right-of-Way/Releases 
Deputy Director District as Grantee – $500,000 
Manager District as Grantee – $200,000 

 
Signing Authority Easements/Real Property/Releases 
Deputy Director District as Grantor/Grantee – $500,000  
Manager District as Grantor/Grantee – $200,000 

 
Signing Authority Quit Claim Deeds/Right-of-Way 
Deputy Director District as Grantee – $500,000 
Manager District as Grantee – $200,000 

 
Signing Authority Quit Claim Deeds/Real Property 
Deputy Director District as Grantor/Grantee – $500,000 
Manager District as Grantor/Grantee – $200,000 

 
2021.3 Authority Limits for Approval of Delay in Construction Completion 

 
Authority limits for approval of delay in construction completion shall be as 
follows: 

 
Approver Project Completion Delay in Change Orders 

 Maximum Single Cumulative 

Director All Other All Other 
Deputy Director All Other, as delegated All Other, as delegated 
Manager 25 calendar days 50 calendar days 
Supervisor 15 25 
Coordinator 5 10 
Inspector 2 5 

 
2021.4 Authority Limits for Miscellaneous Procurements Valued at Less than $25,000 

 
Approver Authority Limit 

Superintendent & 
Department Supervisor $25,000 w/ approval of Manager 

Crew Chief $5,000 w/ approval of Superintendent 

 
2021.5 Authority Limits for Approval of Bids for Procurement of Public Works and 

Procurement of Services and Personal Property 
 

Approver Authority Limit 

Manager $25,000 to $100,000 for Public Works (under I.C. 67-2805) 
$25,000 to $ 50,000 for Services and Personal Property (under I.C. 67-2806) 



Page 31 
 

 
2021.6 Authority Limits for Overtime Pay, as Set Forth in Section 2503.2.3 

 
Maintenance and Traffic Operations 

Approver Authority Limit Per Week 
Director or Chief of Staff Any additional hours 
Deputy Director Up to 30 hours 
Manager Up to 25 hours 
Superintendent Up to 15 hours 

 
All Others 

Approver Authority Limit Per Week 
Deputy or Chief of Staff More than 10 hours 
Deputy Director Up to 10 hours 
Manager Up to 5 hours 
Supervisor Up to 2 hours 

 
2021.7 Authority Limits for Development Review Requests and Procedures  

 
2021.7.1 Staff-Level Approval Authority 

The Development Services Manager shall have authority to give staff-level 
approval, as authorized in Section 7101.6.1. 

 
2021.7.2 Management-Level Approval Authority to Modify Dimensions/ Standards 

Upon Required Findings of Fact and Conclusions Pursuant to Section 
7101.6.5 

 
Approver Authority Limit 

Director By no more than seventy-five percent (75%) on arterial roadways 
Deputy Director-
Engineering By no more than sixty percent (60%) on arterial roadways  

Development Services 
Manager 

By no more than forty percent (40%) on arterial roadways; 
and all dimensional standards on collector and local roadways. 

 
2021.8 Approval of Software 

 
The Information Technology Manager is authorized to approve all software for 
installation on District-owned computers and personal use, as provided in 
Section 2008.1 and 2008.2. 
 
The Information Technology Manager is authorized to approve all software 
purchases under $25,000.  The Information Management Technology 
Committee is authorized to approve software purchases greater than $25,000. 
 

2021.9 Residential Traffic Management (Traffic Calming) 
 
The Director shall have authority to approve exceptions to Residential Traffic 
Management (Traffic Calming) policies established in Section 5104.2 so long 
as the exception does not jeopardize public safety and any financial obligation 
imposed upon or assumed by the District and does not exceed $10,000. 
 

2021.10 Flexible Time Off (FTO) 
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As provided in Section 2504.7.3, the use of FTO is subject to the approval of 
the supervisor/department manager as well as review by the Deputy Director, if 
appropriate. 
 

2021.11 Grievance Track Disputes Procedure 
 
As provided in Section 2509.1.13.7, the Director retains the ultimate authority 
to reinstate the employee or otherwise reverse decision of the hearing officer. 
 

2021.12 Removal of Encroachments 
 
As provided in Section 4003.1, the Director is authorized by Idaho Code 40-
2319 to require the removal of fences, buildings or other obstructions from the 
public right-of-way. 
 

2021.13 Barrier Traffic Striping on Intersection Approaches 
 
As provided in Section 5101.2.3, modification of barrier traffic striping is to be 
done only under authorization of the Traffic Engineering Section. 
 

2021.14 Project Review Procedures – Traffic 
 
As provided in Section 5101.11, the Traffic Engineering Section reviews and 
approves the final plan and special provisions for all roadway projects and 
authorizes any actions needed by the Traffic Operations Section about signal 
timing and coordination, signing and marking or striping, to integrate the 
roadway segment into the overall roadway system. 
 

2021.15 Traffic Operations – Signs and Markers 
 
a. As provided in Section 5202.3, all work orders for signs and markers shall 

be approved by the Traffic Superintendent or his representative. 
 
b. As provided in Section 5202.6, significant variations from standards for 

sign installation shall have approval from the Sign Crew Chief or the 
Traffic Engineering Section Supervisor. 

 
c. As provided in Section 5202.9.3, replacement and new installations of 

stop signs and stop ahead signs require the authorization of the Traffic 
Engineering Section. 

 
2021.16 Traffic Operations – Work Orders 

 
a. As provided in Section 5204.2, work orders requiring a new sign, marking, 

or striping changes require the approval of the Traffic Engineering 
Supervisor or the Traffic Services Manager.  

 
b. Approval for other work orders will be by the Superintendent of Traffic 

Operations or his representative. 
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2021.17 Commuteride Vanpool 
 
a. As provided in Section 5304.3, the District Commuteride Office may 

approve a request by a driver or back-up driver for their spouses to 
operate the van during non-commute hours. 

 
b. As provided in Section 5304.4, the District Commuteride Office is 

authorized to make the final selection of the first back-up driver. 
 
c. As provided in Section 5304.6.5, seat sharing arrangements must be 

approved by the District Commuteride Office. 
 
d. As provided in Section 5304.6.8, leaves of absence must be approved by 

the District Commuteride Office. 
 

2021.18 Sidewalk Construction, Repair or Removal 
 
a. As provided in Section 6005.1, the Director or his/her designee shall 

cause the repair of any sidewalk determined to be dangerous or unsafe 
for public use. 

 
b. As provided in Section 6005.6, the ACHD Deputy Director of Maintenance 

shall have the authority to waive, in whole or in part, a property owner’s 
responsibility to repair a sidewalk determined to be dangerous, unsafe, or 
unable to meet Federal Accessibility Standards, when such repair would 
be an undue financial hardship for the property owner. 

 
2021.19 Five-Year Moratorium 

 
As provided in Section 6006.1, the District Pavement Cut Committee is 
authorized to allow cutting of highway surfaces that are less than five years old. 
 

2021.20 Temporary Highway Use Permits 
 
a. As provided in Section 6007.1.1, the Deputy Director of Engineering is 

authorized to approve activities that are excluded from the permit 
requirement. 
 

b. As provided in Section 6007.3, the Deputy Director of Engineering is 
authorized to evaluate applications for Temporary Highway Use Permits 
and either approve or disapprove the application or request a conference 
with the Applicant. 

 
c. As provided in Section 6007.5, the Deputy Director of Engineering is 

authorized to waive or reduce the annual permit fee upon a showing of 
good cause.  Provided further that upon a showing of good cause, the 
Deputy Director of Engineering may also waive or reduce the fee imposed 
for failure to obtain a permit prior to commencing work or occupancy of 
the right-of-way. 

 
d. As provided in Section 6007.6, the Deputy Director of Engineering is 



Page 34 
 

authorized to waive or reduce any additional permit changes, and the 
Deputy Director of Engineering may impose an occupancy fee for 
extended use of local and collector roads up to a maximum when a 
permittee’s use exceeds the granted time frame in the permit. 

 
e. As provided in Section 6007.8, the Deputy Director of Engineering is 

authorized to determine the amount required for a surety bond in excess 
of $25,000 and the form of the surety bond.  The Deputy Director of 
Engineering is also authorized to waive the surety bond requirement in 
certain circumstances. 

 
f. As provided in Section 6007.11.5, the Deputy Director of Engineering 

may require additional traffic control measures as necessary to provide 
for the safety of the public and protection of private property. 

 
g. As provided in Section 6007.11.7, the Deputy Director of Engineering is 

authorized by express permission to allow the closure of a highway by 
reason of a permitted activity. 

 
h. As provided in Section 6007.11.8, the Deputy Director of Engineering is 

authorized to approve a lesser minimum depth of 2½ feet for electric 
power and communications cable where supplemental protection is 
provided. 

 
i. As provided in Section 6007.11.8, the Deputy Director of Engineering is 

authorized to approve the installation of pressure irrigation in the highway 
subject to certain requirements. 

 
j. As provided in Section 6007.11.10, the Deputy Director of Engineering is 

authorized to allow, by express written permission, the use of any tool, 
appliance or equipment providing noise of sufficient volume to disturb the 
peace or repose of occupants of neighboring property between the hours 
of 10:00 p.m. and 6:00 a.m. 

 
k. As provided in Section 6007.11.11, the District’s inspectors may authorize 

a permittee to leave the work site at the end of the workday without back 
filling the highway cut and trench and providing a permanent or temporary 
surface repair. 

 
l. As provided in Section 6007.11.11, the Deputy Director of Engineering is 

authorized to waive nightly paveback requirements under certain 
circumstances. 

 
m. As provided in Section 6007.11.11, the Deputy Director of Engineering is 

authorized to allow more than forty-five (45) calendar days for permanent 
surface repairs to be made following installation of a temporary patch. 

 
n. As provided in Section 6007.11.11, the Deputy Director of Engineering is 

authorized to approve temporary patches or surface repairs from 
materials other than hot/cold mix or steel plates. 
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2021.21 License Agreements  
 
District Staff is authorized to approve and sign License Agreements subject to 
the approval thresholds set forth in Section 2021.1, with the estimated dollar 
value of the subject improvements determining approval authority of District 
staff. 
 

2021.22 Development Procedures – Project Inspection Requirements 
 
As provided in Section 7108.1, the District Development Services Department 
Staff is authorized to approve changes to District-approved plans or design if 
such becomes necessary. 
 

2021.23 Impact Fee Individual Assessments Procedures and Documentation 
 
a. As provided in Section 7312.2, the Development Services Manager is 

authorized to approve the use of trip generation rates from the ITE Trip 
Generation Manual in lieu of traffic counts. 
 

b. As provided in Section 7312.2, the Development Services Manager is 
authorized to approve alternative methods for determining the factors in 
the Impact Fee formula 
 

c. As provided in Section 7312.3, the Development Services Manager is 
authorized to accept, accept with conditions, or reject the documentation 
and analysis submitted by the Developer or Fee Payer or require the 
Developer or Fee Payer to submit additional documentation. 
 

2021.24 Winter Maintenance 
 
a. As provided in Section 9011.1, the on-call supervisor is authorized to 

determine when street sanding will begin. 
 

b. As provided in Section 9011.2, the on-call supervisor is authorized to 
determine when snow plowing will begin. 

 
c. Anti-icing will begin when, in the discretion of the on-call supervisor, 

weather forecasts indicate that vehicles equipped with proper ice and 
snow traction devices will not be able to safely travel District roadways.  
Priority for anti-icing is as follows: arterials, collectors, major intersections, 
overpasses, bridges, railroad crossings, school crossings and streets with 
grades over 6 percent. 

 
2021.25 Actual Cost Utility Relocation Agreements 

 
The Utility Coordinator is authorized to approve and sign Actual Cost Utility Relocation 
Agreements and any modifications thereto and there are no dollar limits to the approval 
or signing authority of the Utility Coordinator as to said Agreements or modifications.  

 
2021.26 Legal Review and Approval of Agreements 
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In the following instances, agreements must be submitted to the ACHD Legal 
Department for review and approval. 
 
a. The agreement requires Commission approval. 

 
b.  Substantive changes were made to an ACHD Legal-Approved Form (i.e., 

anything more than filling in blanks).  In such cases, a redline draft 
showing the proposed changes must be provided. 

 
c. There are doubts about whether the Legal Department should review the 

agreement. 
 

d. Any agreement proposed by an outside contractor/vendor. 
 
 
2022 RESERVED 

 



2504.6.9 Selling PTO to District 
Based on length of service, Aany employee with unused PTO at the end of the first pay period 
in November of each calendar year may request to be paid at the employee’s current hourly rate 
for unused PTO in excess of eighty (80) hours. up to the maximums as shown below: 
 

Term of 
Continuous 
Employment 

 
PTO Sell Back Maximums 

 

0-5 years 40 hours 

5-10 years 60 hours 

10-15 years 70 hours 

15+ years 80 hours 
 
 
________________________________________________________________ 
 
2504.5.1 Full Employees 

Full-time employees earn PTO as follows: 
 
Term of 
Continuous 
Employment 

 
Accrual Rates 

Per Pay Period 
(based on 26 pp/yr) 

Accrual Rate 
Per Year 

Maximum Accrual 
Carried Over 

0-5 years 4.92 hours 128 hours 192 hours per year 

5-10 years 6.46 hours 168 hours 252 hours per year 

10-15 years 7.38 hours 192 hours 288 hours per year 

15+ years 8 hours 208 hours 312 hours per year 
*Employees whose PTO balances exceed the maximum accruals as listed above on the last pay 
period ofDecember  31st will forfeit any amounts in excess of the maximum accrual. 

 
________________________________________________________________ 
 
  
2504.7.2 FTO Benefits, Pro-ration, Carryover and Forfeiture  
Eligible employees are granted 40 hours each calendar year. The FTO bank may not have more 
than 8120 hours of accrual at any time. Employees who leave employment with the District 
forfeit any remaining FTO. Retirees may be able to cash out FTO under certain circumstances. 
FTO used does not count towards the calculation of overtime.  


