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Prologue

This Document was created by a team of Hilltop employees selected from many
different job duties and locations. It is intended to provide guidance in obtaining the
many different goods and services that Hilltop requires to operate. The policies are
based on the best purchasing practices and many years of experience of what works for
Hilltop. It was approved in June, 2016.

Hilltop Departments may adopt more stringent rules and policies than those written
here. They may also need to make alterations to these rules to meet contractual
government procedures. The decision to make these changes should be made at the
Operations Level of management and the Purchasing Department should be made
aware of these deviations.

Bruce Schwenke, C.P.M., CPSM
Director of Purchasing

10/6/2016
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Policies and Procedures
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Authority

1. Purchasing Authority
a. Hilltop Community Resources’ purchasing authority flows from its
Board of Directors, through the Chief Executive Officer to his
designees.
b. Only these individuals have the authority to obligate Hilltop’s
financial resources.

2. Requisitions Authorization

a. Designated staff has the authority to request the purchase of a
good or service. By designating who has this authority, the
possibility of unauthorized or unnecessary purchases is greatly
diminished.

b. Levels of requisitions

i. Senior Leadership — no limit

ii. Operations Directors — $2500

iii. Extended Management Team — $1000 (This limit may be
changed by a member of the Operations Team on an
individual basis)

Iv. Non-management designees —Will be set by their manager
up to their manager’s purchasing limit. It is the manager’'s
responsibility to notify the Purchasing Department with
whom these designees are and their limits.

3. Programs can set different internal levels to meet their needs and
enforce them through program level policies and procedures. However,
the Purchasing Department cannot monitor or enforce program level
policies.

4. Maintenance personnel may spend up to $1000 on behalf of a Hilltop
program or campus. ltems over $1000 must have the facility manager’s
signature.
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Purchasing Code of Ethics

Hilltop Community Resources occupies a special position of trust and responsibility. In
order to avoid the potential problems of unethical behavior, strict adherence to a sound
Code of Ethics is required and practiced.

Ethics demands that we, as employees of Hilltop Community Resources who make or
influence decisions for Hilltop programs act with loyalty and respect the rights of others.

Hilltop Community Resources subscribes to the following Code of Ethical standards:

Ouir first duty is to our clients. The goods and services that we purchase can
affect their daily lives and in many cases, their quality of life. Money spent wisely
can translate into greater client satisfaction and overall financial stability for
Hilltop.

Each employee will maintain their loyalty to his or her employer. The
organization’s objective should be pursued consistently with this code as long as
no federal, state or local laws are violated.

Purchases should be made without personal prejudice and from the suppliers
whom offer the optimum value when all factors are considered.

Buyers and salespeople should exercise and insist on honesty. All forms of
unscrupulous business practices should be denounced.

All Conflicts of Interest which would jeopardize impartiality in business
transactions should be avoided.

Buyers are expected to be truthful with suppliers and potential suppliers. Sellers
are expected to behave in a similar fashion.

Buyers and salespeople should maintain high standards of personal conduct.
Gifts or special offers from established vendors with no monetary value are
permissible.

It is a common business practice for a vendor to offer business lunches
and business leisure activities such as golf to discuss business in a less
stressful atmosphere. These activities are not generally considered gifts
and are acceptable business practices.
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Conflicts of Interest

All employees of Hilltop Community Resources shall exercise the utmost good faith in
all transactions involving their duties to Hilltop Community Resources and its property
shall be held to a strict rule of honesty and fair dealing between themselves and
suppliers. They shall not use their position(s) to secure any item or benefit which would

not ordinarily accrue to gifts, favors, or hospitality which might influence the decision
making process.

All employees shall promptly report and make a full disclosure of any potential, real or
perceived conflict of interest for themselves or any other person. (Refer to Conflict of
Interest Disclosure Statement)
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Sales Tax Exemption

Hilltop is exempt from Colorado Sales Tax. It is the duty of the purchaser to have the
supplier remove the sales tax from the invoice.

e The Colorado Sales Tax Exempt number is not the same as our Federal Tax
Identification Number.

e Our Colorado Sales Tax Exempt Number is 9811686.
Things to know:
e Not having to pay sales tax is an immediate 7% savings.

e The vendor does not have to accept our tax exemption number as proof of
exemption.

e The vendor can only accept cash payment for purchases under $100.
Purchases over $100 must be made with company credit card or company
check.

e Hilltop is not exempt from non-sales taxes such as road tax, communication
taxes or special use taxes.

e Hilltop is not exempt from sales taxes in other states.
e GVA Properties is a subsidiary of Hilltop and operates its “For-profit” entities.
Purchases for GVA Properties are not tax exempt.

e Hilltop cannot use its tax exempt status to purchase goods or services
for its “For-profit” activities.
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Scheduled Managed Contracts

Hilltop manages two types of contracts, contracts to purchase goods and services for
Hilltop operations and contracts to provide services to our clients. The Purchasing
Department is charged with the purchases of goods and services and Programs
negotiate and contract to provide services for their specific area.

Hilltop employees that are at the Operations level of management are authorized to
enter into contracts that are singular to their individual departments. Contracts that are
of a more global nature, spanning several departments or locations are the
responsibility of the Purchasing Department.

Process for Scheduled Managed Contracts

A. Contracts for Goods or Services
1. New contract

a.
b.
C.

-0 o

g.

Program or Manager determine the need for a good or service
Purchasing Department begins research into product or supplier

If product or service is not proprietary and is over $5000, a
Requestfor Information, Quote or Bid is issued.

If the product or service is proprietary, negotiations are conducted.

If the product is less than $5000, two quotes are solicited.
Preliminary decision is made and further negotiations are conducted.
Award is made to contractor

2. Renewal of an existing Contract

a.

e.

f.

A review is conducted to determine if the goods or services are
still needed and if the existing vendor is satisfactorily fulfilling the
contract.

If the product or service is proprietary, negotiations are conducted.
If the product or service is not proprietary, the Purchasing Department
begins research into product or supplier.

If the product is less than $5000, two quotes are solicited.
Otherwise, a Request for Information, Quote or Bid is issued.
Preliminary decision is made and further negotiations are conducted.
Award is made to contractor

B. Client Based Service Contracts

1. Each program will develop their own process for Client based contracts.

2. Program grants/contracts are determined by grant applications. Hilltop’s
Accounting Department keeps original contracts in their grant file. Accounting
staff follows all requirements for reimbursements. Contracts/award letters are
scanned and entered into Cobblestone. Program Coordinators comply with all
grant requirements. The Grants Manager coordinates grant financial and
narrative reporting.

9|Page



Supplier Responsibilities

Suppliers of goods & services to Hilltop are required to:

1. Complete and return to Purchasing the Supplier Prequalification Application.

2. Conduct all business in a legal and ethical manner.

3. Keep all competitive and non-competitive information about Hilltop’s plans,
product, clients, employee’s and officer’s confidential. All suppliers must sign a
Confidentiality Agreement.

4. Sign a Business Associates Agreement under HIPPA if they create, receive,
maintain or transmit PHI (Protected Health Information) .

5. Provide Proof of Insurance as stated in the Standard Insurance Requirements
Policy.

6. Provide proof of Licenses when applicable.

7. Provide Safety Data Sheets (SDS) per the Hazardous Materials Communications
Policy.

8. Maintain the safety, security and health of Hilltop’s employees and clients as well
as their own employees and clients.

Hilltop retains the right to ask a contractor, their employees or subcontractors to
cease their activities and leave Hilltop’s property at any time. Hilltop is not required
to provide a reason for the request when request has been made. The contractor
may request further information at a later time
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Suspension and Debarment

Hilltop is prohibited from doing business with individuals or businesses that have been
suspended or debarred by the Federal Government. Knowingly doing business with a
debarred individual or business carries significant penalties.

Many other government entities also have suspension and debarment processes.
While these processes may not carry the severe penalties that the Federal process
does, it is Hilltop’s policy not to knowingly conduct business with any individual or
business that is suspended or debarred by any government entity.
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Suspension and Debarment Procedure

Prior to certifying a new vendor, the vendor must be compared to the “Excluded Parties
List System” on WWW.SAM.GOV

The following in clause should be inserted in the applicable contracts and Purchase
Orders.

DEBARMENT

The CONTRACTOR certifies that neither it nor its principals are presently debarred,
suspended, proposed for debarment, declared ineligible, or voluntarily excluded from
participation in this transaction (contract) by any governmental department or agency. If
the CONTRACTOR cannot certify this statement, attach a written explanation for review
by Hilltop Purchasing Department. It is incumbent upon the CONTRACTOR to inform
Hilltop within 10 days if the CONTRACTOR has been suspended or debarred by any
government department or agency.
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Utilities
The purchase of electricity, solar power, water, sewer service, natural gas and

propane gas for heating are required by necessity to do business. Seldom do utility
companies have active competitors in their service areas.

For the purpose of this document cable and satellite television service is
considered a contractual service and not a utility.

Utility Procedures

1. If new utilities are connected, Accounts Payable must be notified with account
codes.

2. Notify Accounts Payable when service is terminated or temporarily discontinued.

Preferred Payment Method: Contract
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Vendor/Contractor Selection Process

There are two ways to start a business relationship with a New Vendor / New
Contractor:

Vendor: A Person or Company whose principal product lines are office supplies
and equipment. (i.e., seller, storekeeper, merchant, dealer, purveyor, salesperson.)

Contractor: A Person or Company that provides materials or labor to perform a
service.

1. If Hilltop requests Goods or Services from a Vendor / Contractor
2. If a New Vendor / Contractor solicits Hilltop business

Hilltop requests the relationship:

Follow the guidelines in the “Contractor Qualification-Selection”

New Vendor solicits the relationship:

When a new vendor approaches Hilltop to solicit a relationship, the employee should
provide them with the pamphlet “Guide for Suppliers” and the Contractor Application.
Instruct them to complete the application and return it to the Purchasing Department.
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Buying Local

Hilltop recognizes that it is supported by the local community and strives to do business
within the community. Doing business within the community usually provides better
service and keeps our dollars local. Buying local also leads to better support of Hilltop
programs.

However, it is recognized there are times that some products cannot be found locally or
the price difference is so great that it cannot be ignored.

Hilltop’s employees are expected to use their best judgment in selecting and buying
products and services.
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Capital and Major Purchases

1. A Capital Purchase is the purchase of one item with value of at least $2,500
and has a life of more than one year.

2. A Major Purchase is a purchase that is over $2,500 but does not fall under
the Capital Purchase definition.

3. Any purchase over $5,000 requires a minimum of 2 quotes or a written
explanation why additional bids were not necessary or possible. A verbal bid or
guote can be documented in a simple memo or note on the Request for
Purchase (requisition form).

4. Purchases over $10,000 require a formal Request for Quote or Proposal. This
is a written request to the vendors and may need to be publically published.

5. Capital and Major Purchases must be protected by either a written
contract or by a written Purchase Order.

6. All Capital Purchases must be approved in writing by a member of Senior
Management. This documentation must be attached to the Purchase Order.

7. All Capital Purchases must follow the guidelines outlined in the “Proprietary
and Sole Source Purchases” section of the Purchasing Policy.

Government contracts and grants may require a different bid process than Hilltop.
Programs are responsible for notifying the Purchasing Department when a different
process is needed to meet Government requirements.
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Contractor Qualifications - Selection

A Contractor is a Company or Person that undertakes a contract/agreement to provide
materials or labor to perform a service or job.

Contractors shall be selected based on their ability to service the needs of Hilltop/GVA
in the most economical and efficient manner. It is the policy of Hilltop/GVA to provide
equal opportunity to all Contractors. Buying shall be competitive with a select number of
Contractors being allowed to bid. Past performance of suppliers and cooperation with
Hilltop/GVA are important factors in Contractor selection. Whenever the supplier base is
not sufficient to fulfill Hilltop’s/GVA’s needs, additional research and solicitation must be
conducted by the Purchasing Department to increase Contractor participation. The
Requisitioner(s) is encouraged to suggest Contractors. The final selection of a supplier
will be made by the Purchasing Department, in collaboration with the requisitioner(s).

QUALIFIED CONTRACTOR

a. All Facilities maintenance and construction related Contractors selected to
perform work for Hilltop/GVA will be required to be qualified by the
Purchasing Department prior to any commencement of work. These
Contractors will be called Qualified Contractors.

b. Contractor Qualification is intended to provide information to facilitate the
selection of Contractors, assure Contractors meet minimum Hilltop/GVA
requirements, provide a pool of new Contractors for diversification of the
Contractor list, expedite the bid list approval process and reduce
Hilltop’s/GVA'’s liability.

c. Contractor Qualification is intended to be an informative process that
establishes a Contractor’s area of:

I.  Expertise
II.  Services
lll.  Product line
IV.  Value of work a Contractor is capable of performing for the
Hilltop/GVA
V. Insurability
VI.  Performance

d. Contractor Qualification will establish the Contractor with Hilltop’s/GVA’s
procurement and accounts payable system for contracts, payment and
tracking.

e. The qualifications process will assure that quality standards, insurance
requirements, policy and guidelines are met.

f. A prequalification application must be completed and processed in
advance of entering into a contract or purchase order.

g. Contractor’s also must agree and sign the Hilltop’s Terms and Conditions.
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Standing Purchase Order Contractors

. Standing Purchase Order Agreement Contractors will be chosen from the qualified list

of Contractors that have performed successfully with Hilltop/GVA on individual
jobs and who can sustain a regular volume of work and maintain service, quality
and cost effectiveness.

. Standing Purchase Order Agreement Contractors will be selected on a

continuing competitive basis justified by comparison of their hourly rate, unit
price, multipliers, insurability, financial strength, history or work claims, safety
record, quality, specialty and any other relevant attributes specific to their
professional category and doing business with Hilltop/GVA.

Standing Purchase Order Agreement Contractors will exist in an environment of
dynamic competition. Contractors will be added and deleted from the list in an
ongoing process that provides them an opportunity to work for Hilltop/GVA in a
preferred but non-exclusive basis.

The Purchasing Department and the Contractor Qualification Committee will
select on a periodic basis with input from facilities Standing Purchase Order
Agreement Contractors.

Standing Purchase Order Agreement Contractors will be pre-qualified and will
execute contracts with Hilltop/GVA for a stated term and stated rate structure.

Standing Purchase Order Agreement Contractors Contract Terms & Conditions
will be specifically for work done under $20,000 for individual trades and
$50,000 for General Contractors on a per project basis.

Generally Standing Purchase Order Agreement Contractors will have:

Typical qualifications terms of 1-2yrs. (or other durations determined by
Purchasing and the Contractor Qualification Committee)

Options for renewal upon satisfactory review with competitive
bidding/negotiation.
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Qualification Process

. Purchasing will be responsible for maintaining the Contractor Qualification
process in close consultation with the Requisitioner(s).

. Facility Managers will provide recommendations and feedback on the
selection and retention of Contractors to Purchasing regularly. Purchasing
will also introduce new Contractors for qualification.

Facility Managers will provide the Contractor qualification requirements
related to work and professional services to be performed as well as
suggest Contractors for qualification.

. Purchasing will present the Contractor Qualification Committee with the
names of candidates for qualification for comment and review prior to
Contractor placement on the list for use.

. There will be a periodic review as determined by the Contractor
Qualification Committee to assess projected demand for qualified
Contractors defined by trade and specialty where the need for additional
Contractors will be reviewed.

The Contractor Qualification Committee will set objectives for Contractor
selection.

. Contractor Qualification Committee meetings for Contractor qualification
will occur on a quarterly basis or as needed to meet the Facilities
requirements. If a review is required to qualify a Contractor(s) on an
emergency or expedited basis, the Contractor Qualification Committee
review process can be handled by email or phone.

The Qualified Contractor list will provide an opportunity to work with new
Contractors, obtain experience with Contractors for consideration as a
Standing Purchase Order Agreement Contractors and as a source of
bidders for all work to be performed.

DISCLOSURE

. All Contractors are to Disclose:

e If any of their partners, owners, shareholders, principles or
employees are related to Hilltop/GVA employees.

e |If any of the above are currently qualified to work for
Hilltop/GVA under any other Contractor name.

. Failure to disclose this information may result in suspension or

disqualification of the Contractor.

Hilltop/GVA employees in any department requesting or managing work

are to disclose any relationship to Contractors as stated above. Refer to

Hilltop/GVA Purchasing Policy Conflicts of Interest & Disclosure Statement
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Termination of Contractors

a. Contractors that act in violation of the terms of their contract, Hilltop/GVA policy
or procedures can be terminate or suspend from participation in any Hilltop/GVA
work for a time frame to be determined by the Purchasing Department, Facility
Director and or the Contractor Qualification Committee.

b. Termination of a Standing Purchase Order Agreement Contractor may occur by
the suspension of work until expiration of their contract.

Termination may occur due to:

Failure to adhere to Standing Purchase Order Agreement and
conditions of their contract

Unsatisfactory performance

Repeatedly unsuccessful or uncompetitive bidding

Unlawful conduct

Disbarment or suspension by any Government entity

The Act of subjecting individuals to unsafe practices or conditions or
any activity or condition deemed unacceptable by Hilltop/GVA
Purchasing or Facilities.

The Contractor will be notified in writing & phone call by the
Purchasing Department that their contract has been terminated. Their
name will be removed from the Qualified and Standing Purchase Order
Agreement Contractors listings. The Accounts Payable and Purchasing
Contractor files will also be updated as required to reflect the change in
standing.

The status of suspended and terminated Contractors will be reported
to the Contractor Qualification Committee.
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Preparation of “List of Prospective Bidders”

Contractor Selection

a. Only qualified Contractors should be selected for work with Hilltop/GVA.

b. No payments should be made to any Contractor until the qualification
application is completed and approved and the Contractor is established
in the system.

c. Contractors should be evaluated based on their ability to satisfactorily
perform the work as evidence by information gathered during the pre-
qualification process.

d. Opportunities to bid on work should be distributed on a routine basis to all
Contractors on the Standing Purchase Order Agreement list based on
their trade, specialty and the size of project.

e. Utilization of Contractors should be distributed to provide opportunities for
all Contractors to bid on and obtain work based on their competitiveness.

f. Provisions for unanticipated, emergency procurement as defined in
Emergency Purchases Policy of the Purchasing Policy & Procedure
Guidelines manual will be made as they occur but such emergency
procedures are not intended for convenience or to circumvent the
purchasing policy.

g. Some considerations for selection of Contractors are:
e The Contractor is currently qualified and not suspended or
terminated.
e Number of active projects the Contractor currently is engaged in
e Performance/Evaluations on prior work
¢ Financial capability
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Bid List

For all contracts a list of prospective bidders shall be prepared in advance of a
transmittal of an “Invitation to Bid”, in accordance with the following schedule of

minimum requirements:

Contract Amount

Minimum Number of Qualified Bids

$0-$499

Verbal

$500-$4,999

One (1) minimum written Proposal prior to
award

$5,000-$10,000

Two (2) minimum written Proposals prior
to award.

$10,001+

Three (3) minimum written Proposals
prior to award

a. Proposals must be in writing but may be transmitted by email in PDF format (only
electronic formats that prohibit the recipient from being able to make changes are

allowed)

b. All Contractors submitting proposals must be treated equally in all respects,
including but not limited to the proposal due date and time, the information
provided and access to the project site appropriate. Information from the
proposals is not to be shared with competing Contractors and shall remain

confidential.

c. All work awarded without a written proposal will be subject to post award audit for
reasonableness by the Purchasing Department upon receipt of an invoice.

d. In emergency or expedited situations, prudent management judgment shall
prevail. Adequate documentation must be prepared at the earliest possible time
following such occurrence as defined in Emergency Purchases of the Purchasing
Policy & Procedures Guidelines Manual.

e. Documentation will include:

e Explanation of emergency and the reason it could not be bid.
e Reason for Contractor selection.
e Approval to proceed with Contractor and work.
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Bid Process

a. The bid forms shall be used to describe the project and request for bids. Plans,
specifications and other pertinent information shall be sent to all Contractors on
the bid list, at the same time.

b. Rebids should follow the same procedures as the original bid. The bidding policy
requirements shall apply to all rebids. The term bidder shall apply to Contractors
in both bid & rebid requests. The determination to rebid may include a subset of
the original bid list but should be reviewed with purchasing and or project team.
All decisions should be documented within the project file.

c. Bid Packages should contain the following information:

e Invitation to Bid Letter

e Instructions to Bidders

e Bid Proposal Form

e Scope of Work

e General Conditions

e Terms and Conditions

e Technical Specifications/Special Conditions (if appropriate)
e Drawings (if appropriate)

e Insurance Requirements

e Confidential Agreement

e Business Associate Agreement (if appropriate)
e Independent Contractor Waiver

e References

e Contract

e Offer Certificate

Rebids are not required to re-issue information that has not changed but
should state that original information is valid where appropriate.

d. Instructions to Bidders should:
e Be released to bidders at the same time
e Have procedures for substitutions clearly stated
e Be specific in defining bid periods (interval)
e Clearly specify the procedure for returning bids
e Be in writing
e. The bid interval is to be strictly enforced.
f. Any additional information, clarification, and addendums transmitted to one
bidder were equally transmitted to all bidders.
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Bid Intervals

a. A reasonable amount of time shall be afforded to prospective bidders. Allowance
shall be made for the time interval to transmit document, estimate, complexity of
job, multiple trade, apparatus/equipment specified and return of bid.

In no case shall the bid interval be extended in a manner that would:
e Provide a competitive advantage to one or more of the prospective
bidder over the other
e Allow for late bids
e Allow for resubmitted bids

b. In some cases when none of the bids have been opened, it may be necessary to
extend the bid period to:
e Allow for addendum
e Treat special conditions
e Change project scope
e Allow for additional bidders.

To avoid the appearance of impropriety, an extension of the bid period
should be communicated to all bidders and the bid opening
rescheduled. If a bid is extended, purchasing/project team must
provide written approval of any additions to the bid list.

c. In no case shall new bidders be added to the bid list following issuance of the bid
package.

TRANSMITTAL OF SUPPLEMENTAL INFORMATION

a. In some situations it may be necessary to provide additional information to all
prospective bidders during the bid interval prior to the opening of bids. This might
become necessary as a result of:

e Change in project scope
¢ Change in material selection
¢ Clarifying specifications and other provisions

b. Any information, clarification and addendums transmitted to one bidder should be
concurrently transmitted to all bidders.

c. In no case shall one or more bidders be provided with information that will give
them a competitive advantage over the other bidders. All bidders are to receive
equal information and treatment. All information and correspondence should be
documented in writing and maintained in the project file
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Bids

Bids must be sent to Requisitioner(s) and/or the Purchasing Department.

Bids need to be logged, with Date, Time & Stamped ‘On Time’ or ‘Late’

Late bids, which are received after the deadline may be accepted in extenuating
circumstances. Acceptance requires approval by project team and requires
reason to acceptance noted.

Bid will be reviewed by Requisitioner(s)/Purchasing

Bidding instruction should request that bidders respond by mail, fax or email if
they are not going to participate prior to the bid due date

Disclosure of bid information during the bidding process (original bid or rebid) will
be reason for dismissal of any Hilltop/GVA employee, consultant or contractor.

BIDS SUMMARY

A Bid Selection Form shall be used upon review of all bids by project team.
It will list the following:

e Date
e Project Manager
e Location

e Supplier name

¢ Quote Date Received

e Goods/Service provided
e Cost

e Contractor Selected

e Explanation for selection
e Signatures

LETTER TO UNSCCUESSFUL BIDDERS

a. A letter or email shall be sent to all unsuccessful bidders by the Purchasing

Department informing them of the bid outcome. Notification should be sent within
one week of the award decision.
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Contract Award Letter

a. A letter or email shall be sent to for all awarded bids/contracts by the Purchasing
Department informing them of the bid outcome. Notification should be sent within
one week of the award decision.

CONTRACTOR EVALUATION

b. Project Managers responsible for work will complete a Contractor Report Card on
a quarterly basis for all construction related Contractors utilized and submit it to
the Purchasing Department. Purchasing will report to the Contractor Qualification
Committee on Contractor’s performance on a quarterly basis.

c. Facility Directors will participate in a meeting convened by the Purchasing
Department at least twice a year to review performance issues. This feedback
will be utilized in the Qualification/Evaluation Process.

All Work involving federal funding must adhere to (FAR) - Federal Acquisitions
Regulations.
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Contractor Qualifications-Selection Committee
Guidelines

The objective of the Contractor Qualification Committee is to provide Hilltop/GVA with a process
of evaluating and approving potential or current Contractors by quantitative assessment. There
will be two Committees:

e Standing Committee — Consist of five Hilltop/GVA employees from the following

departments:
e 3-Purchasing
e 1-Fiscal

e 1-Property Services

¢ Ad-Hoc Committee — Consist of an employee from a program which is directly involved
with Contractor. (i.e., Food, Pharmacy, Personal Services.)

The purpose of the committee will be to ensure a portfolio of best in class Contractors be
available for Hilltop/GVA. The committee will measure and monitor Contractor performance for
the purpose of reducing cost, mitigating risk and driving continuous improvement.

The Committee will evaluate Contractors using the 10C’s Model

o Capacity-(Does the Contractor have the capacity to deliver)

o Competency (Is the Contractor, it's people or it's process competent)

e Consistency (Does the Contractor produce a consistent output)

e Control of process (Can the Contractor control its process and offer flexibility)

¢ Commitment to Quality (Does the Contractor effectively monitor and manage quality)

e Cash (Does the Contractor have a strong financial base)

e Cost (Is the goods/services offered at a competitive price)

e Culture (Is the Contractor and company cultures compatible)

¢ Clean (Is the Contractor ethical, funded legitimately, environmentally safe.)

¢ Communication Efficiency (Does the Contractor have support technology of information
integration) to support collaboration & coordination.

Based on the information obtained via the evaluation, a Contractor will be scored and either
approved or not approved as a Contractor whom Hilltop/GVA will procure goods or services. If
approved, the Contractor will be added to the approved Contractor list (AVL). If rejected the
Contractor will be added to a rejected Contractor list (DVL). The Purchasing Department will
maintain the lists.

The Standing Committee will meet on a quarterly basis, (Hilltop/GVA Fiscal Year)
The Ad-Hoc Committee’s will meet as needed.

On an annual basis the Purchasing Department will provide a Contractor performance

management report to all Directors and Senior Management. This report will be available for all
employees who purchase on behalf of Hilltop/GVA.
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Travel Arrangements / Car Rental / Conference
Registration

Most travel, including local travel is paid through an expense report or a company
issued credit card.

If your travel includes air fare, car rental or lodging, you are encouraged to send your
request to the Corporate Office or Regional Office Administrative Assistant. You will
need to provide account codes and travel preferences.

CONFERENCES

e Inform the Administrative Assistant if there is a conference rate or specific hotel
that she/he should be booking the reservation at.

e Federal audit guidelines require that we receive an agenda of conference topics.
Submit an agenda to the Corporate Office Administrative Assistant.

RENTAL CAR

e When considering travel plans, check with the company Transportation
Department to determine if a Hilltop fleet vehicle may be available for your
transportation prior to booking a rental car.

e Hilltop has a contract with a local rental car agency. Book reservations through
the Corporate Office.

e Items needed for rental car reservations are:

o Driver name
o Dates of travel
o Vehicle type i.e. (4-wheel drive)

MILEAGE, MEALS

¢ When using your personal vehicle for Hilltop travel, you must document your total
miles for business when requesting reimbursement at the prevailing Hilltop rate
(not necessarily the same as the I.R.S. reimbursement rate.)

e When away from your home office you may also use your corporate card or seek
reimbursement for meals during your travel. Hilltop does not use a per diem rate,
but requests that you make economical meal choices.
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Disposal of Hilltop Property

1. Surplus useful equipment or furniture — Whenever possible, surplus equipment
or furniture should be offered to other Departments. After such attempts, they
should notify the Director of Property Services for proper storage or disposal.

2. Under no circumstances are Hilltop employees to give away or otherwise
transfer ownership of Hilltop assets to employees, non-employees or non-
Hilltop programs without the authorization of the Director of Purchasing,
Director of Property Services, and Senior Director or above.

3. Nothing in this section is meant to prevent a program of properly disposing of
equipment or furniture that has gone beyond its useful life or to prevent a
program from offering services to clients within the daily operations of the
program.
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Electronic Signature

Electronic communication such as e-mails and facsimiles are a normal and trusted
method of business communications.

The Purchasing Department will accept e-mails and facsimiles (including scanned
documents) as signed requisitions to purchase if:

The e-mails are sent from an identifiable corporate e-mail address.
The sender has purchasing authority.

The message clearly states that the message is a request to purchase.
The e-mail has the proper information to place an order, i.e. quantity,
accounting codes, product description and part numbers (if available).
The order is not for a Capital purchase or construction.

6. Does not require a written contract.

b

o

Any e-mail that does not have this information will be held until all information and
verification of sender is obtained.

1. An emergency purchase may be warranted to prevent a hazard to life, health,
safety, welfare, property or to avoid undue additional cost to Hilltop.

2. Emergencies occur as the result of unforeseeable circumstances and may
require an immediate response in which compliance with normal procurement
practices is impractical or contrary to Hilltop’s interest.

3. Notwithstanding the immediate nature of an emergency, all procurements
conducted as emergencies should be made as competitive as possible under
the circumstances.

a. Negotiations of contracts are encouraged for emergency purchases
when soliciting is not practical.

4. Emergency purchases of goods or services should not exceed the scope or
duration of the emergency.

If the emergency is of such magnitude that dangers the safety of our clients and employees, the
condition of our facilities or Hilltop’s good standing, all efforts should be made to contact a
Senior Manager as soon a feasible.
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Emergency Purchase Procedure

1. Emergency purchases of food, clothing or shelter can generally be
purchased with a Corporate Credit Card, Petty Cash or reimbursement
with an expense voucher.

2. Emergencies that require immediate repair to prevent loss of services and to
ensure client safety and well-being require an immediate response utilizing
Hilltop’s approved vendor list.

a. All documentation is to be collected and turned in to the Purchasing
Department and the Risk Manager.

Preferred Payment Method: Purchase Order, Standing Purchase Order, Petty
Cash, Credit Card, Expense Voucher
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Environmental Policy and Purchasing Green

The purpose of this policy is to support the purchase of recycled and environmentally
preferred products in order to minimize environmental impacts relating to our work and
communities. Our employees can make a difference in favor of environmental quality.
The Purchasing Department can assist staff with review and recommendations for the
purchase of environmentally preferable products; as long as they perform satisfactorily
and are available at a reasonable competitive price.

Objectives:

1.

Encourage waste prevention with recycling and use of recycled/recyclable materials
through lease agreements, contractual relationships and purchasing practices with
vendors, contractors, business and other local agencies.

. Adopt waste prevention programs, recycling and use of recycled supplies and

materials as a priority in our daily activities; activities include:

a. Consider durability and reparability of products prior to purchase.

b. Conduct routine maintenance on products/equipment to increase the useful

life.

c. Send and store information electronically when possible.
Generate less waste materials by reviewing how supplies, materials and equipment
is manufactured, purchased, packaged, delivered, used and disposed of, prior to
purchasing.
Serve as a model for our community to influence waste prevention, recycling and
procurement efforts annually.

Note: All purchases of hazardous materials will be reviewed by the Purchasing
Department. They will monitor for the appropriate disposal practices prior to purchase.
This includes medical and commercial waste, items such as batteries, lighting materials,
sharps containers, and etc. Please see additional policies on disposal and Hazardous
Materials Communication (HAZCOM).
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Food and Consumables for Commercial Kitchens

Hilltop operates multiple commercial kitchens that support Hilltop’s large 24 hour
programs. Combining the purchases of multiple kitchens has allowed Hilltop to
leverage its buying power to benefit all the kitchens. Discounts given are based on
“per delivery” load size, product purchased, number of deliveries and prompt
payment. Large scale deviation from the established vendor can affect the pricing
for all campuses.

Food and Consumables Purchase Procedure

1. Each kitchen will develop its own process for determining product selection
and quantity. Orders are placed with the contracted vendor and delivered with
focus on our customer’s satisfaction.

2. New food vendors must be certified by the Purchasing Department.

Kitchens must document why the current vendors cannot provide the same
or equal product before a new vendor is approved.

3. The kitchens also have access to credit cards for quick, necessary purchases
and internet purchases. These purchases must follow the standard Credit
Card Procedure.

Local Food Vendors

1. Vendors must provide evidence of liability insurance prior to purchasing. If
vendors are delivering items on Hilltop property, they must meet the insurance
requirements outlined under the Service Contractors Policy and meet the
Supplier Responsibilities Policy.

2. All food items must comply with applicable local, state, and federal laws.

3. All vendors must have an on-farm Food Safety Plan in place and provide
documentation of their plan.

4. Purchases can be made with credit card, check or petty cash.

Preferred Payment Method: Contract, Credit Card
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Gift Card Purchases

1. Gift card purchases generally fall into two categories; those cards that are
purchased for immediate distribution; and those cards that are purchased for
future distribution for employee recognition or program use.

a. In both cases, the purchaser is required to document the recipient of the
cards.

b. The purchaser must assure there is not an expiration date attached to
the cards.

2. Gift cards are for specific vendors only. They cannot be cash cards, i.e., Visa,
Master Card, etc. as these must be processed through payroll.

Gift Card Purchasing Procedure
1. Immediate Distribution

a. When you know who is going to receive the card(s), it is appropriate to
use a credit card or check request.

b. Document the recipients with the purchasing documents.
2. Future Distribution or Bulk Purchase

a. If you are going to keep a supply of gift cards on hand for future
employee recognition or for distribution to clients, it is preferred that you
use a check request to purchase the cards.

b. For card distribution, you are required to document the names of the
recipients and obtain their signature. When distribution is complete,
return the documentation to Accounting.
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Hazardous Material Communication (HAZCOM)

Hazardous Materials

1. Many commonly used office, sanitation and medical supplies are considered
hazardous materials. When introducing a new hazardous material, each
program/department is responsible for obtaining Safety Data Sheets (SDS) for
inclusion in the Safety Data Sheet book and for the proper training of employees
in use of the material. Copies of new additions to the SDS book should be e-
mailed to Environmental Services at es@htop.org

2. All hazardous materials must be properly disposed of according to law.
Environmental Services can assist with the proper disposal.

3. For more information about hazardous materials refer to the Hazard
Communication Plan.
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Insurance Requirements of Service Contractors

Hilltop Suppliers are generally required to provide the following proof of insurance.

General Liability
$1,000,000 per occurrence limit of insurance with a $2,000,000 aggregate limit.

Contractor should name Hilltop Health Services as additional insured and provide a
waiver of subrogation.

Auto Liability

Contractors should carry a minimum of $1,000,000 combined single limit auto liability
and name Hilltop Health Services as additional insured.

Workers Compensation
Contractors must carry worker’s compensation coverage with minimum statutory

limits of employer’s liability. This policy should provide a Waiver of Subrogation in
favor of Hilltop Health Services.

Professional Liability
If a vendor is providing Hilltop with a professional service they must supply Hilltop

Health Services with a $1,000,000 per occurrence limit of professional liability or
errors and omissions coverage.
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IT Equipment / Software / Phone / Radios

Coordination of Hilltop’s IT equipment, software, phones and two way radios is
essential to Hilltop’s communication security, staff, client and resident safety. It is very
essential that Hilltop’s IT Department is able to support it.

Hilltop’s IT Department is charged with assuring that all equipment meets the current
technical standards. They must be involved in any IT equipment, software, phone or
radio purchases.

IT Equipment / Software / Phone / Radio Purchasing Process

1. To begin the Purchasing process, contact the IT Department. They will either:
a. Obtain a quote, or
b. Fulfill your request from their inventory stock or
c. Give other direction

2. Once you have a quote, complete a Purchase Order Request and send it
along with the quote to the Purchasing Department. The description line on the
Purchase Order Request (requisition form) must include who or what room the
equipment is for.

IT Supported Equipment List:
e Computers, Monitors, Speakers

e Tablets

e Software

e Data Cabling and Network Equipment (including wireless)
e Desk phones and company issued cell phones

e Two-way Radios

¢ Resident Response Systems

e Projectors and Projector Screens

e PA System
e Printers
e Copiers

Preferred Payment Method: Purchase Order, Credit Card
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Printing / Publication / Signhage

Coordination of Hilltop’s printed image is an essential part of Hilltop’s public image. It
informs people on who we are and what we do. It directly affects our fundraising efforts,
attracts new clients and residents; and increases our awareness in the community.
Hilltop’s Marketing and Communications Department is charged with developing and
protecting our image and must approve any printed materials or signage.

Printing / Publications Purchasing Process.

1. All orders with an outside printer require a Purchase Order. The
Purchase Order number must be provided to the vendor when the order
is placed.

2. Design changes such as logo, font or form require review by the Marketing
and Communications Department.

3. Printing projects such as manuals or handbooks must have two competitive
bids.

4. Large scale or complex marketing campaigns that require obtaining the
capabilities of a certain commercial printer may not require a competitive bid.

5. Business cards require faxing a photo copy of an existing card or a mockup of a
card.

a. Legibly mark any corrections on the photo copy
b. If double sided, copy both sides

c. Submit with a Purchase Order Request (requisition form) to the
Purchasing Department.

Preferred Payment Method: Purchase Order
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Program Supplies & Service

Prompt acquisition and accurate payment is imperative to maintain business
operations. The Vendors listed on the Standing Purchase Order list will meet most
supply and service needs. Preferred Vendors and Group Purchasing Organizations
(GPQ’s) that Hilltop is a member of are also recommended to fulfill program supply and
service needs.

These processes and vendor lists are updated periodically and the most current
information is located on Hilltop’s Portal.

It is the duty of the program to determine the best method of obtaining its supplies and
services at the best price. Savings are possible even when comparing prices between
Vendors on the Standing Purchase Order list.

Remember that bulk purchases may result in significant cost savings and managers
should look for ways to organize similar purchases across the company through the
Purchasing Department.

Program Supplies may include but are not limited to:
1. Office Supplies

2. Cleaning Supplies

3. Medical Supplies

4. Radio Repair

5. Carpet Cleaning

6. Taxi Service

7. Coffee & Snacks

If you do not find a vendor or a process that meets your needs, contact the Purchasing
Department for guidance.
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Proprietary Purchases or Sole Source Purchases

A Proprietary Purchase or Sole Source is a method of acquisition. It is not to be
used to avoid competition. Insofar as practicable, all purchases that are over
$5,000 shall be based on competitive solicitations; however, competitive
solicitations are not necessary for:

a. Purchases which are clearly and legitimately limited to a single (sole) source
of supply.

b. Purchases involving special services, or market conditions, in which the
purchase price may be best established by direct negotiation.

c. Purchases where the vendor has already been through a competitive bid
process and has an ongoing relationship with Hilltop and which will undergo
future bid processes to determine that the relationship is still beneficial.

d. Emergency situations such as is discussed in the “Emergency Purchases”
section of the Purchasing Policy.

All sole source purchases must be documented and must include the rationale for
not considering a competitive bid process.

Any purchases that are contracted with a party with whom there may be a conflict of
interest (i.e., relative, business association), must be vetted with the Purchasing
Department who is not related to the vendor and does not stand to receive financial
gain from the transaction.

40 |Page



Purchase Orders

One of the cornerstones of an efficient purchasing process is Purchase Orders.
They provide a record of what has been ordered. This is essential for keeping track
of inventory and is extremely useful for both forecasting and reporting.

Purchase Orders

a. Because of their legal protection and cost containment characteristics,
Purchase Orders are the preferred method of procurement.

b. A Purchase Order is a legal document authorizing the purchase of a
good or service. All purchases over $2,000, regardless of payment
method, must have a Purchase Order or be covered by contract.

c. A Purchase Order is not valid until it has the signature of Hilltop’s
Senior Management or a member of Hilltop’s Purchasing
Department.

d. Purchase Orders provide a record of details including vendor,
warranty periods, costs, part numbers and other important historical
data.

Regardless of the amount of the purchase, you should use a Purchase Order
when you:

Want to track costs of regularly purchased items
Want to track inventory in your program

Want to create a legal contract with a vendor
Want to order the same items in the future

Refer to the Purchase Order Procedure for details on filling out a Purchase Order
Request.
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Standing Purchase Orders

1. Standing Purchase Orders are created for repetitive, usually low dollar
value purchases.

2. Where procedurally beneficial, Standing Purchase Orders may be
created, after an annual review, to facilitate program needs, with
accordance to accounting requirements. Not all programs may have
access to the same Standing Purchase Orders.

3. All Standing Purchase Order receipts must have the current Standing
Purchase Order Number, proper coding and the signature of an
authorized buyer.

4. Permission to use Standing Purchase Orders is on a program-by-program

basis. This permission may be revoked on a program or supplier level as
may be required.

Refer to the Standing Purchase Order Procedure for details on filling out a Standing
Purchase Order.
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Internet Purchasing Guidelines

Online purchases are a way of life. However, online sourcing can be frustrating. Products may
not arrive when promised, be of poor quality or may not arrive at all.

Here are some of the things to consider before pushing the “Buy” button.

Is it a reputable dealer? Many ‘Bricks and Mortar’ companies have an online presence.
Sears.com or Walmart.com are well known and offer a wider range of product than what might
be found in the store. Some, but not all, internet companies will allow you to return the product
to the local store instead of mailing it back.

But what if it isn’t an entity that you recognize?

Are they the original manufacturer or do they resell someone else’s product? This can
make a big difference when dealing with warranty claims.

Is the product well known? Buying Bic Pens on the internet is probably very safe.
Where is the company located? You can buy Motorola products from many distributors
in the U.S. Buying from an offshore distributor can result in buying a refurbished radio,
or even worse, a counterfeit radio

Can you return a product? Not being able to physically view an item can lead many
problems. Does the company have a stated return policy?

Does the product have a warranty? If so, who services the warranty? This can take a
needed product out of service for months.

Does their delivery time meet your needs? A product that arrives months after it is
needed can lead to extra expense.

Is the freight cost included? The total cost of some items, especially very heavy ones,
can be greater than buying locally. That is because something from a store usually
comes in a bulk freight delivery.

Is it counterfeit? Some items, notably batteries, may be name branded but are
counterfeit. There have been many documented accounts of counterfeit batteries
causing fires and injuries.

Is the payment site secure? Does the website start with HTTPS://? If not, you are
transmitting your payment information unsecured across the internet.

Are you using a wireless device, in a public place, to purchase the item? Criminals have
been known to set up mobile hotspots to collect data that is transmitted across them.
The hotspot is made to look like the coffee shop or hotel’'s own site but it may be coming
from the table or room next to you.

What are some signs that the internet company is not reputable?

Does the website look professional? Are there misspelled words or sentences that are
not in “good English”

Do they have a working phone number?

Can you Google their location? Do they only use a P.O. Box?

Check Better Business Bureau and online reviews.

Sometimes, paying a little more locally is more than worth the price paid.
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Project Policy

Projects are primarily issued to document a scope of work that will be capitalized. A
scope of work is defined as “The work that needs to be accomplished to deliver a
product, service, or result with the specified features and functions.” The scope of work
may be done by one vendor or several vendors. A Project is required when a scope of
work is more than $2,500, has more than one vendor and will be capitalized. Projects
may also be issued to document work that is less than $2,500 and will not be capitalized
if a detailed file of technical information on products or services is needed.

All Projects Procedure
The Project file must include a completed:
e Project Request form

e Project Change Order forms if applicable*

These forms assist Accounting in the capitalization of the project.

*Project Change Orders

Change Order documentation is intended to control costs and prevent a project from
spiraling out of budget. Any change to the previously “Approved Project” that increases
the price $500 or more will require the creation of a Change Order that is signed by the
Project Manager up to their signing authority. Any Change Order over the Project
Managers signing authority will also require notification of Director or above as
signature authority requires.
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Project Procedures

PROCEDURES - GENERAL (Software, Equipment, Furniture, ETC.)

General Projects are defined as projects not directly related to major refurbishing,
remodeling or construction of Hilltop facilities. Departments requiring major
purchases that meet the requirements of the Hilltop Project Policy will be
accomplished as below:

e Departmental staff will identify the need for a major purchase that meets the
requirements of the Hilltop Project Policy in this document.

e Department Director, or designee will convene a “Project Team” to begin the
planning process for the Project.

e Project Team will consist of designated departmental staff and a Purchasing
Department designee along with any other staff necessary to the Project.

e Project Team will identify the Scope of the Project and collect necessary
estimates to present a formal Project to Senior Leadership for consideration
and approval.

e Department Director, or designee, will assign one person on the Project Team
to be the sole contact person for all vendors involved in the Project.

e Approved Project purchasing begins process. Project Team continues to meet
and update Project throughout the process.

¢ Final meeting of Project Team to sign off completed Project.
A Project Request form is required for any general project that in its sum or total is
$2,500 or more as determined by a formal or informal quote and includes vendor(s).
The Project Request Form file documents the scope of the project, timelines,
applicable contracts, contractors involved, certificates of insurance, quotes, warranties
& confidentiality agreements. It assists the Accounting Department in the
Capitalization of major projects. Refer to the Facility Maintenance and Construction
Procedures below for facility maintenance, repair, remodel or construction.

The Project number will be assigned by the Purchasing Department and associated
to the appropriate accounting code(s).

Project Change Orders

Change Order documentation is intended to control costs and prevent a project from
spiraling out of budget. Any change to the previously “Approved Project” that
increases the price $500 or more will require the creation of a Change Order that is
signed by the Project Manager up to their signing authority.

Any Change Order over the Project Managers signing authority will also require
notification of Director or above as signature authority requires.
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Procedures-Facility Maintenance and Construction

Property Services Department will basically follow the same process as the General
Project with some small but significant changes. Facility Projects can include elements
that require professional design and engineering, as well as mitigation of permit
processes and client/staff impacts.

Property Services Department in conjunction with the Purchasing Department and the
respective Facility Director or their designee (Project Team), will decide which facility
maintenance and/or construction proposals qualify to become a formal Project under
the parameters provided by Accounting. The Project Request Form is typically required
for any construction or maintenance project submitted by the Project Team that is
$2,500 or more vendor(s) as determined by preliminary Project Team estimates.

The process for all facility refurbishing, remodeling and construction will follow
the attached flowchart. This procedure addresses all aspects of facility
maintenance, repair, remodel and construction, as it pertains to the Purchasing
and Property Services Departments roles.

Step 1-Facility Director or Facility Manager identifies the need for a
facility, or portion thereof, to be refurbished, remodeled or constructed,
and develops and presents a concept to the Property Services Director,
or his designee, for processing.

Step 2-Property Services Director, or designee, decides on the scope of
the proposal and routes it to the appropriate process. Facility refurbishing
is graded as Major or Minor Refurbishing and routed to the appropriate
process.

e Minor Refurbishing is managed by the local Property Services
Department Facility Manager throughout the project. Purchasing is
accomplished through normal use of credit cards, vendor invoices,
and/or Purchase Orders through the Property Services Business
Manager. Formal Project status will not normally be assigned to this level
of service.

e Major Refurbishing is managed by the local Property Services
Department Facility Manager throughout the project. Facility Director will
develop the specifications for the major refurbishment including scope of
purchases and specific requirements. Specifics will be delivered to the
appropriate Purchasing Agent for purchasing. Purchasing Department
Agent will work directly with the Facility Manager to ensure the specifics
of the requests are met. Purchasing Department will monitor the
procurement process throughout the project. The scope of the project will
determine the final decision on a Formal Project status.
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e Monitoring the major refurbishing of the facility will be the
responsibility of the Facility/Project Manager, with the
Facility/Project Manager and Facility Director signing off on the
completion of the project.

Step 3-Property Services Director, or designee decides the scope of the
proposal, mandates a Remodel or Construction Project, and sets up a
formal Project Committee to include a representative of the Purchasing
Department to manage the financial aspect of the Project. Project Team
starts the process by designing the project and creating the
specifications. Department Director, or designee will assign one person on the
Project Team to be the sole contact person for all vendors involved in the
Project.

Step 4-When the project is designed, the Project Team submits the
package to the Senior Leadership Team for consideration. If the Senior
Leadership Team disapproves the project it will either be returned to the
Project Team for more information or terminated. If the Senior
Leadership Team approves the Project it is then turned over to
Purchasing Department to complete the procurement process and begin
monitoring the Project’s financials.

Step 5-Property Services, through the designated Project Manager, will
monitor the Project work, contractors and specifications, while Purchasing
will monitor expenditures throughout the Project. The Project Team will
continue to meet and discuss the work progress as well as change orders
or issues.

Step 6-Upon completion of the Project, Property Services, through the
designated Project Manager and Purchasing will walk through the site
and make sure all the specifications and plans have been followed
carefully. Purchasing will close out the Project financials and issue a final
report of costs.
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Facility Maintenance & Construction
Refurb/Remodel/Construction Diagram

Facility Maintenance & Construction
Refurb/Remodel/Construction Procedure
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Hilltop Terms & Conditions

Hilltop Health Services Corporation’s Terms and Conditions
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Standing Purchase Order Form

"HILLTOP._

<

Po#| s -

Creating Opportunities. Enriching Lives.
STANDING PURCHASE ORDER

Date:
Vendor: Requested by:
Deliver to: Phone Number:
Date Needed:
Dept # Acct # Item Number Qty Description Unit Price Total
TERMS: NET 30 FOB: GRAND JUNCTION, CO Total
SIGNATURES
Requestor: Approval: Tax Exempt ID: #9811686

COMPLETE THIS SECTION AFTER PURCHASE:
Dept # Acct # Total $$

Total

Date of Receipt or Invoice:

Accounting approval: I:I
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Project Request Form

Project Request Form
FPROJ: ‘Work In Process (WIF)er Capital Code
........................... Ferst Ling For Fiscal Senvicasonly. | _ . ___
Project
Name: Location
Manager of Froject Date Requested

Special needs during project:

Required Docoment ation:
Confidentiality Form

Warranties Insurance {Lisbility, Workman's Comp)

Expenses to consider in planning a remodel include:

Quotes

(renaral Contracior Pamters Elactrician Appliancer Window Coveringz

Fire Alarm System Phone Plumber Movers Floor Coverings

AV Equipment Cable Dyt MIS H-Fac Furnishings

Vendor Name Expected Cost Vendor Name Expected Cost

Expected Start Date Total Estimated Cost $0.00
Required Completion Diate
Approvaks to begin Project:
Project Manager Senior Lesdership

o i e i e e e e e e = e O T e e

Date Work Completed

Project Manager Siznature

Deate Project Closed

Dhrector of Fiscal Services

Purchasing Signatmre

Final Cost Of Project

Revision March 24, 2016
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Project Change Order Form

PROJECT CHANGE OFDER FORM

Project Number Change Order # Date

Project Name Account Code

Location Project Manager

Description of change.

Confractor

Estimated Cost

Project Manager Signature

Facility Manager Signature (Necessary if over $300.00)

Sentor Management Signature (Necessary if over $1.000.00)

10v25/08
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Business Associate Agreement

This Agreement is entered into by and between Hilltop Health Services Corporation or GVA
Management, hereafter referred to as Hilltop or GVA and hereafter referred to as Business
Associate to set forth the terms and conditions under which protected health information (PHI)
including; electronic protected health information (EPHI), as defined by the Health Insurance
Portability and Accountability Act of 1996 (HIPAA), Colorado State and Federal laws and
regulations, Health Insurance Portability and Accountability Act (HITECH) Omnibus Rule
issued by the U.S. Department of Health and Human Services (HHS) on January 17, 2013, the
Security Rule, the Privacy Rule and Regulations enacted hereunder, created or received by
Business Associate on behalf of Hilltop or GVA may be used or disclosed.

This Agreement shall commence on and the obligations herein shall continue in effect so
long as Business Associate uses, discloses, creates or otherwise possesses any PHI created or
received on behalf of Hilltop / GVA and until all PHI created or received by Business Associate
on behalf of Hilltop/GVA is destroyed or returned to Hilltop/GVA pursuant to Paragraph 16
herein.

The following terms used in this Agreement shall have the same meaning as those terms in
HIPAA Colorado State and Federal laws and regulations, HITECH, Omnibus Rule, the Security
Rule, and the Privacy Rule: Breach, Data Aggregation, Designated Record Set, Disclosure,
Health Care Operations, Individual, Minimum Necessary, Notice of Privacy Practices, Protected
Health Information, Required By Law, Secretary, Security Incident, Subcontractor, Unsecured
Protected Health Information, and Use.

Business Associate —shall have the same meaning as the term “business associate” at 45 CFR
8160.103, and in reference to the party to this agreement, shall be the party designated as a
Business Associate in the first paragraph of this agreement.

Covered Entity —shall have the same meaning as the term “covered entity” at 45 CFR §160.103,
and in reference to the party to this agreement, shall be the party designated as a Covered Entity
in the first paragraph of this agreement.

Terms used herein, not defined in this Business Associate Agreement (BAA) shall have the same
meaning as those terms are defined in HIPAA, Colorado State and Federal laws and regulations,
HITECH, Omnibus Rule, the Security Rule, and the Privacy Rule as amended, revised or
updated from time to time.

1) Hilltop/GVA and Business Associate hereby agree that Business Associate shall be permitted
to use and/or disclose PHI created or received on behalf of Hilltop/GVA for the following
purposes:

e Administration, completion, and/or submission of health care claims to health
plans, clearinghouses, and other third party payers.

e Collection and/or alteration of fees for Hilltop/GVA.

e Establishment and maintenance of business management programs for Hilltop/GVA
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2)

3)

4)

5)

6)

7)

8)

a) Introduction, maintenance, and programming of electronic medical record systems for
Hilltop/GVA.

b) Data analysis, quality assurance, and utilization review of Hilltop/GVA services.

c) Introduction, maintenance, and programming of compatible dictation systems for
Hilltop/GVA.

d) Any other management, administration and/or financial services.

It is to be understood by all parties that the permitted uses and disclosures must be within the

scope of and necessary to achieve, the obligations and responsibilities of Business Associate

in performing on behalf of, or providing services to Hilltop/GVA.

Business Associate may use and disclose PHI created or received by Business Associate on

behalf of Hilltop/GVA if necessary for the proper management and administration of

Business Associate or to carry out legal responsibilities, provided that any disclosure is:

a) Required by law.

b) Business Associate obtains reasonable assurances from the person to whom the PHI is
disclosed that:

(i) The PHI will be held confidentially and used or further disclosed only as
required by law or for the purpose for which it was disclosed to the
person.

(i) Business Associate will be notified of any instances of which the person is
aware in which the confidentiality of the information is breached.

Business Associate hereby agrees to maintain the security and privacy of all PHI in a manner
consistent with HIPAA, Colorado State and Federal laws and regulations, HITECH,
Omnibus Rule, the Security Rule, and the Privacy Rule. Business Associate further agrees
not to use or disclose PHI except as expressly permitted by this Agreement, applicable law,
or for the purpose of managing Business Associate’s own internal business processes
consistent with Paragraph 2 herein.

Business Associate shall not disclose PHI to any member of its workforce unless Business
Associate has advised such person (employee) of Business Associate privacy and security
obligations and policies under this Agreement, including the consequences for violation of
such obligations. Business Associate shall take appropriate disciplinary action against any
member of its workforce who uses or discloses PHI in violations of this Agreement and
applicable law.

Business Associate shall not disclose PHI created or received by Business Associate on
behalf of Hilltop/GVA to a person, including any agent or subcontractor of Business
Associate but not including a member of Hilltop/GVA own workforce, until such person
agrees in writing to be bound by the provisions of the Agreement and applicable Colorado
State or Federal law.

Business Associate agrees to use appropriate safeguards to prevent use or disclosure of PHI
not permitted by this Agreement or applicable law.

Business Associate agrees to maintain a record of all disclosures of PHI, including
disclosures not made for the purposes of this Agreement. Such record shall include the date
of the disclosure, the name and, if known, the address of the recipient of the protected health
information, the name of the individual who is the subject of the PHI, a brief description of
the PHI disclosed, and the purpose of the disclosure. Business Associate shall make such
record available to an individual who is the subject of such information or Hilltop/GVA.
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within five (5) working days of a request and shall include disclosures made on or after the

date that is seven (7) years after the last date of treatment, or seven (7) years after the

patient reaches age eighteen (18) - whichever occurs later.

9)

Business Associate agrees to report to Hilltop/GVA any unauthorized use or disclosure of

PHI by Business Associate or its workforce or subcontractors and the remedial action taken

or proposed to be taken with respect to such use or disclosure. If a security incident or

breach of PHI occurs at or by a Business Associate, the Business Associate must notify

Hilltop/GVA without reasonable delay and no later than 30 days from the discovery of the

breach.

a) The Business Associate will contact either the Risk Officer or the Chief Financial Officer
at 970-242-4400.

b) The Business Associate is responsible for the following per the HHS reporting
requirements:

1) Reporting the breach to the Secretary of the United States Department of Health and
Human Services, per the HHS reporting requirements.
i) Reporting the breach to appropriate law enforcement agencies

c) Hilltop/GVA retains the responsibility of reporting to media and release of any
information to the public in which Hilltop/GVA is identified.

d) To the extent possible, the Business Associate should provide Hilltop/GVA with the
identification of each individual affected by the breach as well as other information
required to be provided in notification to affected individuals.

10) Business Associate agrees to make its internal practices, books, and records relating to the
use and disclosure of PHI received from Hilltop/GVA or created or received by Business
Associate on behalf of Hilltop/GVA, available to the Secretary of the United States
Department of Health and Human Services (HHS), for purposes of determining the Covered
Entity’s compliance with HIPAA.

11) Business Associate acknowledges that the additional requirements of the HITECH Act
(Health Information Technology for Economic and Clinical Health Act enacted as part of the
American Recovery and Reinvestment Act of 2009) and the Final Rule (also known as
Omnibus Rule) issued by HHS on January 25, 2013 are applicable to Business Associate as
described therein. Business Associate further acknowledges restrictions on the sales and
marketing of PHI without the explicit authorization of the Individual.

Within thirty (30) days of a written request by Hilltop/GVA, Business Associate shall allow a

person who is the subject of PHI, such person’s legal representative, or Hilltop/GVA to have

access to and to copy such person’s PHI in the format requested (electronic and/or paper) by
such person, legal representative, or Hilltop/GVA unless it is not readily producible in such
format, in which case it shall be produced in standard hard copy format.

12) Business Associate agrees to amend, pursuant to a request by Hilltop/GVA, PHI maintained
and created or received by Business Associate, on behalf of Hilltop/GVA. Business
Associate further agrees to complete such amendment within thirty (30) days of a written
request by Hilltop/GVA, and to make such amendment as directed by Hilltop/GVA.
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13) In the event Business Associate fails to perform the obligations under this Agreement,
Hilltop/GVA may, at its option:

a) Require Business Associate to submit to a plan of compliance, including monitoring by
Hilltop/GVA and reporting by Business Associate, as Hilltop/GVA, in its sole discretion,
determines necessary to maintain compliance with this Agreement and applicable law.
Such plan shall be incorporated into this Agreement by amendment hereto.

b) Require Business Associate to mitigate any loss occasioned by the unauthorized
disclosure or use of protected health information.

c) Immediately discontinue providing PHI to Business Associate with or without written
notice to Business Associate.

14) Hilltop/GVA may immediately terminate this Agreement and related agreements if
Hilltop/GV A determines that Business Associate has breached a material term of this
Agreement. Alternatively, Hilltop/GVA may choose to:

a) Provide Business Associate within ten (10) days written notice of the existence of an
alleged material breach.

b) Afford Business Associate an opportunity to cure said alleged material breach to the
satisfaction of Hilltop/GVA within (10) days. Business Associate’s failure to cure shall
be grounds for immediate termination of this agreement. Hilltop/GVA remedies under
this Agreement are cumulative, and the exercise of any remedy shall not preclude the
exercise of any other.

15) Upon termination of this Agreement, Business Associate shall return or destroy all PHI
received from Hilltop/GVA, or created or received by Business Associate on behalf of
Hilltop/GVA and that Business Associate maintains in any form, and shall retain no copies of
such information. If the parties mutually agree that return or destruction of PHI is not
feasible, Business Associate shall continue to maintain the security and privacy of such PHI
in a manner consistent with the obligations of this Agreement and as required by applicable
law, and shall limit further use of the information to those purposes that make the return or
destruction of the information infeasible. The duties hereunder to maintain the security and
privacy of PHI shall survive the discontinuance of this Agreement.

16) Hilltop/GVA may amend this Agreement by providing ten (10) days prior written notice to
Business Associate in order to maintain compliance with Colorado State or Federal law. Such
amendment shall be binding upon Business Associate at the end of the ten (10) day period
and shall not require the consent of Business Associate Business Associate may elect to
discontinue the Agreement within the ten (10) day period, but Business Associate duties
hereunder to maintain the security and privacy of PHI shall survive such discontinuance.
Hilltop/GVA and Business Associate may otherwise amend this Agreement by mutual
written agreement.

17) Business Associate shall, to the fullest extent permitted by law, protect, defend, indemnify
and hold harmless Hilltop/GVA and his/her respective employees, directors, and agents
(Indemnities) from and against any and all losses, costs, claims, penalties, fines, demands,
liabilities, legal actions, judgments, and expenses of every kind (including reasonable
attorney’s fees, including at trial and on appeal) asserted or imposed against any Indemnities
arising out of the acts or omissions of Business Associate or any of Business Associate’s
employees, directors, or agents related to the performance or nonperformance of this
Agreement.
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18) Comply with the Security Rule with regard to EPHI; and report breaches of unsecured PHI to covered
entities.

19) Comply with the requirements of the Privacy Rule applicable to covered entities when carrying out
their obligations; and ensure that any subcontractors that create or receive PHI on behalf of the
business associate agree to the same restrictions and conditions that apply to the business
associate.

Business Associate Representative

Print Name Signature

Name of Company Date

Hilltop Health Services Corporation/GVA Management Representative

Print Name Signature
Position/Title Date
Witness

Print Name Signature
Position/Title Date
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Confidentiality Agreement

Due to the nature of many of Hilltop Community Resources, Inc. programs, we require the
suppliers who visit our locations to sign an agreement of confidentiality. The purpose of
this agreement is to protect the safety and privacy of our clients and staff. By signing this
agreement, you are obligating you and your company or organization to the following:

1. Not to reveal the names, identities and locations of our clients and employees.

2. Upon request, identify yourself and the company you represent. If you are unable
to satisfactorily identify yourself, you will be required to leave the premises

3. This agreement is good for all properties and programs owned or operated by
Hilltop Community Resources, Inc.

4. Failure to abide by this agreement can lead to termination of current and future
business activities without penalty to Hilltop Community Resources, Inc. regardless
of prior contractual obligation.

Company:
Signature: Date
Witness: Date
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Declaration of Independent Contractor Status

According to the Colorado Workers’ Compensation Act, a person is an independent contractor, not an
employee, if both of the following statements are true.

1. He/she is free from control and direction in the performance of the
service (unless control is exercised under the requirement of any state or
federal statute or regulation).

2. He/she is customarily engaged in an independent trade, occupation, profession, or
business related to the services performed.

The Colorado Workers’ Compensation Act also outlines nine criteria (listed on page 2) to
help determine whether or not the above statements are true. For an individual to be
considered an independent contractor, he/she must meet only those criteria that are
appropriate to the situation. He/she does not need to meet all of the nine criteria.

This Declaration of Independent Contractor Status Form documents the business relationship
as defined in the Colorado Workers” Compensation Act. It is the responsibility of Hilltop
and their independent contractor(s) to correctly and truthfully complete this form. A copy of
the agreement must be attached to either the Purchase Order or the placed into Hilltop’s
Contract Management software.
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Declaration of Independent Contractor Status Form

We certify UNDER PENALTY OF PERJURY that: (name and trade name performing (type of
work) _Social Security or Federal Employer Identification # Address: _ Phone:
is an independent contractor (IC) and is not an employee of Hilltop Community Resources, Inc.
Corporate Office located at 1331 Hermosa Ave, Grand Junction CO 81506 Phone: 970-242-4400

We also certify, by OUR initials WHERE APPLICABLE, that the above business for which the above
individual performs services meet the following criteria:

IC 1. The business DOES NOT require the individual to work ONLY for the business for whom
services are performed (except that the individual may DECIDE to work only for the business for a
definite period)

IC 2. The business DOES NOT establish a quality standard for the individual (except that the
business may provide plans and specifications regarding work but cannot oversee the actual work or
instruct the individual as to how work will be performed);

IC 3. The business DOES NOT pay the individual a salary or an hourly rate instead of a fixed or
contract rate;

IC 4. The business DOES NOT terminate the work or the service provided during the contract
period unless the individual violates the terms of the contract or fails to produce a result that meets the
specifications of the contract;

IC 5. The business DOES NOT provide more than minimal training for the individual,

IC 6. The business DOES NOT provide tools or benefits to the individual (except that materials and
equipment may be supplied);

IC 7. The business DOES NOT dictate the time of performance (except that a completion schedule
and a range of agreeable work hours may be established);

IC 8. The business DOES NOT pay the individual personally instead of making payment or checks
payable to the trade or business name of the individual;

IC 9. The business DOES NOT combine the business operations in any way with the individual’s
business operations instead of maintaining all such operations separately and distinctly

CERTIFICATION BY INDEPENDENT CONTRACTOR
THE INDEPENDENT CONTRACTOR UNDERSTANDS THAT HE/SHE:
e WILL NOTBE ENTITLED TO ANY W ORK ER S’ C OMPENSATION BENEFITS IN THE EVENT OF INJURY.
* [SOBLIGATEDTOPAYALL FEDERAL AND STATE INCOME TAX ON ALL MONEY EARNED WHILE PERFORMING
SERVICES FOR THE
BUSINESS.
* ISRE QUIR ED TO PRO VIDE WORKERS’ COMP EN SATION INSURANCE FOR ALL WORKERS THAT HE/SHE HIRES.

Independent Contractor Signature Title Social Security #
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Bid Selection Form

This Form should be used to document the purchase of goods and/or services greater than 52500.
Submit this form, along with the original quotes and the signed Project Request Form to purchasing.

Date:

Project Manager:

Location:

Competitive Quote Information (List three most competitive quotes received):

Vendor Name

Quote Received
Date

Item/Services

Cost

Comments

Vendor Selected:

Name:

Contact:

Address:

City:

State:

Zip:

Phone:

Email:

[JVendor provided the best overall offer (explain below)

[JContract with vendor for goods or services (explain below)

[ISupplier is sole provider/manufacture (explain below)
LIEmergency/Urgency (explain below)

L] Other (explain below)

Explanation: (attach additional information as necessary)

Project Manager Signature

Date

Purchasing Agent Signature

Date

This Form maybe used by both Hilltop and Vendor-Contractor for complaint issues
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To: Orannization:

Complaint Form

Name:

Address:

City:

State:

Zip:

Contact Name:

Title:

Phone:

Email:

Signature:

PO No.

PO Date:

Description:

City:

State:

Zip:

Contact Name:

Title:

Phone:

Email:

Signature:

PO No.

PO Date:

Description:

NATURE OF COMPLAINT:

INVOICE/PAYMENT

DELIVERY

SPECIFICATION/AGREEMENT

OTHER

|:|Non-Payment

|:| Delivery Refused

|:| Spec. Delayed

|:| Poor Customer
Service

|:| Late Payment

|:| Shipped to Wrong
Location

|:| Modification
(no change Order)

|:| Unsatisfactory
Installation

|:| Incorrect Payment

|:| Time of Delivery
Inappropriate

|:| Bid Sample Problems

|:| Refused late

|:| Improper Method

|:| Did not meet Spec.

Charges of Delivery
|:| Invoice Price |:| Damaged |:| Unauthorized Substitution
Incorrect Shipment

L_| Incorrect Quantity

|| Partial Delivery

|:| Damaged Product

|| Items did not Ship

: Late/No Delivery

OTHER OR FURTHER EXPLANATION:

Action Date:

Resolved:

Removed from List:

For Hilltop
Use Only

Suspension/Debarment:
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Hilltop ACH Authorization Form

Hilltop ACH Authorization Form

CREDIT/DEBIT AUTHORIZATION FORM

| (we) hereby authorize Hilltop Community Resources, Inc. to initiate entries to my (our)
checking/savings accounts at the financial institution listed below (THE FINANCIAL INSTITUTION),
and, if necessary, initiate adjustments for any transactions credited/debited in error. This authority
will remain in effect until Hilltop is notified by me (us) in writing to cancel it in such time as to afford
Hilltop and THE FINANCIAL INSTITUTION a reasonable opportunity to act onit.

Name of Financial Institution
Address of Financial Institution - Branch, City, State, & Zip

Authorizing Signature Date

Name — (PLEASE PRINT/TYPE)
Address — (PLEASE PRINT/TYPE)

Please attach a blank, voided check.

These numbers are located on the bottom of your check as follows:

. Le3ay567689 n L23ILSETEAOLES

Routing Humber Account Humber
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Code of Ethics / Conflict of Interest Statement-
Disclosure for Contractors
1. Name:
2. Date:
3. | affirm the following:
I have received a copy of the HILLTOP Code of Ethics / Conflict of Interest Policy. (Initial)
I have read and understand the policy. (Initial)
I agree to comply with the policy. (Initial)

I understand that HILLTOP is charitable and in order to maintain its federal tax exemption it must engage
primarily in activities which accomplish one or more of tax-exempt purposes. (Initial)

4. Disclosures:

a. Do you or a family member have a significant financial interest (current or potential), including a
compensation arrangement, as defined in the Code of Ethic’s - Conflict of Interest policy with
HILLTOP? []Yes [ INo

i. If yes, please describe it:
ii. If yes, has the financial interest been disclosed, as provided in the Code of Ethic’s - Conflict of
Interest policy?

[ ]Yes [ ]No

b. In the past, have you or a family member had a financial interest, including a compensation
arrangement, as defined in the Code of Ethic’s - Conflict of Interest policy with HILLTOP?
[ ]Yes [ INo

i. If yes, please describe it, including when (approximately):

ii. If yes, has the financial interest been disclosed, as provided in the Code of Ethic’s - Conflict of
Interest policy?

[ ]Yes [ ]No

5. List all outside business activities which you or a family member is or has been engaged that has
transacted legitimate business with Hilltop.

You are required to report any gift offered or given to you through a Hilltop business association. Please
report such offers or gifts that exceed $50 in value to your supervisor.

Date:

Signature of Contractor
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Family refers to spouse, parents, children, siblings, mothers and fathers-in-law, sons and daughters-
in-law, brothers and sisters-in-law, cousins, nephews and nieces or anyone living in the same
household or having a special relationship with the person in question, including significant others.

Significant Financial Interests refers to any equity holding which exceeds 1% ownership of any one
enterprise or such ownership exceeds $5,000.

Gift includes any gratuity, favor, discount, entertainment, hospitality, loan, forbearance, or other
item having monetary value. It includes services as well as gifts of training, transportation, travel,
lodgings and meal; whether the gift is provided in-kind, by purchase of a ticket, payment in advance,
or reimbursement after the expense has been incurred.

68| Page



Code of Ethics / Conflict of Interest Statement-
Disclosure for Employee

1. Name:
2. Date:
2. Position:

Are you an Officer? [ ]Yes [ |No
If you are an Officer, which Officer position do you hold?

3. | affirm the following:

I have received a copy of the HILLTOP Code of Ethic’s - Conflict of Interest Policy. (Initial)

I have read and understand the policy. (Initial)

I agree to comply with the policy. (Initial)

I understand that HILLTOP is charitable and in order to maintain its federal tax exemption it must engage
primarily in activities which accomplish one or more of tax-exempt purposes. (Initial)

4. Disclosures:

a. Do you or a family member have a significant financial interest (current or potential), including a
compensation arrangement, as defined in the Code of Ethic’s - Conflict of Interest policy with
HILLTOP? [IYes [INo

i. If yes, please describe it:
ii. If yes, has the financial interest been disclosed, as provided in the Code of Ethic’s - Conflict of
Interest policy?

[ ]Yes [ ]No

b. In the past, have you or a family member had a financial interest, including a compensation
arrangement, as defined in the Code of Ethic’s - Conflict of Interest policy with HILLTOP?

[ ]Yes [ ] No

i. If yes, please describe it, including when (approximately)
ii. If yes, has the financial interest been disclosed, as provided in the Code of Ethics ‘Conflict of
Interest policy?

[ ]Yes [ ]No

5. List all outside business activities which you or a family member is or has been engaged that has
transacted legitimate business with Hilltop.

You are required to report any gift offered or given to you through a Hilltop business association. Please
report such offers or gifts that exceed $50 in value to your supervisor.

Date:

Signature of Employee
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Family refers to spouse, parents, children, siblings, mothers and fathers-in-law, sons and daughters-
in-law, brothers and sisters-in-law, cousins, nephews and nieces or anyone living in the same
household or having a special relationship with the person in question, including significant others.

Significant Financial Interests refers to any equity holding which exceeds 1% ownership of any one
enterprise or such ownership exceeds $5,000.

Gift includes any gratuity, favor, discount, entertainment, hospitality, loan, forbearance, or other
item having monetary value. It includes services as well as gifts of training, transportation, travel,
lodgings and meal; whether the gift is provided in-kind, by purchase of a ticket, payment in advance,
or reimbursement after the expense has been incurred.

70| Page



Contractor Application

o GVA

"HILLTOP.

P
Creating Opportunities, Envichinmg Lives,

MANAGEMENT

CONTRACTOR
QUALIFICATION

Application

Hilltop Community Resources / GVA Management
Purchasing@htop.org

Doing the right thing by: Putting People First, Building Relationships, and Striving for
Excellence. We Challenge the Status Quo and Take Responsibility for Our Actions.
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Guide for Suppliers Brochure
Hilltop Purchasing Dept Tri-Fold Brochure 2.12.16_Layout 1 5722016 8:33 AM Page 1 _@_

What Hilltop
looks for when
selecting a supplier

Hilltop wants suppliers that will minimize
our costs and contribute to profit
improvement. A new supplier’s capabilities
to achieve these goals will be ascertained
before placing any significant order.

Products or services that we buy must
meet the specifications that we request
and the selected supplier agrees to provide
by acceptance of our order. The selected
supplier must have the technical
capabilities and equipment needed fo fill
our requirements successfully.

Our selected suppliers must make
deliveries on the schedule they agree fo.
Delivery earlier than agreed or fater than
agreed is not considered satisfactory.
Suppliers must have the ability to produce
the volume we need when we need it and
that a supplier will be able to fill our needs
as we grow.

All salespeople are expected to have the
authority to negotiate a firm agreement. If
a salesperson has limited authority to
make an agreement or is unsure of his or
her authority o do so, the buyer should be
told before accepting any purchases order
or contract. All accepted purchase orders
are considered firm agreements.

All costs are considered firm and not
subject to negotiations after a purchase
order is submitted unless the agreement
includes a clause permitting price changes
for changes.

ETHICAL STANDARDS

All of our purchasing personnel subscribe to
the ethical standards set below

Code of Ethics

B Our first duty is to our clients. The goods and
services that we purchase can affect their daily
lives and in many cases, their quality of life.
Money spent wisely can translate into greater
client satisfaction and overall financial stability for
Hilltop.

B Each employee will maintain loyalty to his or
her employer. The organization’s objective should
be pursued consistent with this code as long as
no federal, state or local laws are violated.

B Purchases should be made without personal
prejudice and the suppliers who offer the
optimum value when all factors are considered.

W Buyers and salespeople should exercise and insist
on honesty. All forms of unscrupulous business
practices should be denounced.

B All Conflicts of Interest which would jeopardize
impartiality in business transactions should be
avoided.

W Buyers are expected to be truthful with suppliers
and potential suppliers. Sellers are expected to
behave in a similar fashion.

B Buyers and salespeople should maintain high
standards of personal conduct.

W Gifts or special offers from established vendors
with no monetary value are permissible.

HILLTOP

PURCHASING X
DEPARTMENT

1331 Hermosa Ave « Grand Junclion, CO 81506
970:242-4400 » Purchasing@hiop.org

-

GUIDE FOR
SUPPLIERS

How fo do business with

Hilltop Community Resources

PURCHASING X
DEPARTMENT
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