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1.0 Policy

Title 18, Montana Code Annotated contains Montana law governing state procurement.  The Judicial Branch is required to, and will, comply with Montana law governing procurement.

The Judicial Branch recognizes its responsibility to manage an effective purchasing program.  Further, the Judicial Branch is committed to purchasing goods and services in accordance with the principles specified in the Montana Operations Manual (MOM) – Procurement Procedures.  The MOM Procurement Procedures are based on the statutory Montana Procurement Act, which ensures fair, broad-based competition for state purchases to maximize the purchasing value for public funds.  The Judicial Branch will comply with MOM – Procurement Procedures.  

2.0 Definitions

2.1 “State Procurement Procedures” are those procedures defined in the Montana Operations Manual Procurement Procedures.

2.2 “Management Authority” is each Supreme Court Justice, District Court Judge, Chief Water Judge, Supreme Court Administrator, State Law Librarian and Clerk of the Supreme Court.

2.3 “Procurement Card” is a credit card issued through the state Department of Administration to purchase goods and services under $5,000. 

2.4 “Central Stores” is the central purchasing warehouse managed by the state of Montana.  Central Stores provides delivery and shipment of goods at no extra cost. 

3.0 Major Purchases

3.1 Goods and services costing $5,000 or more are major purchases and subject to the State Procurement Procedures:

1. The management authority must contact the Administrative Services Director when considering the purchase of goods or services exceeding $5,000.

2. The Administrative Services Director will coordinate with the state purchasing officials and the management authority to determine if a bidding process is required.

3. The Administrative Services Director will coordinate any bidding process with state purchasing officials and the management authority. 

4. Preparing a Request for Proposal (RFP) is time intensive.  The management authority should plan accordingly.

4.0 Minor Purchases

Goods and services costing less than $5,000 are considered minor purchases and can be purchased under the following processes:

4.1 The state maintains a Central Stores where office supplies, furniture and other items can be purchased:

1. Central Stores catalogs will be issued to each office location annually or as needed.

2. Employees with purchasing authority can order items costing less than $5,000 using the Central Stories phone, fax or e-mail ordering system.

3. The state procurement card will be used to pay for purchases.

4. Items are generally shipped the next day with longer delivery time for bulk items such as paper.

5. Central Stores should be consulted first, but a person with purchasing authority can obtain items from another location (i.e. local office supply store, county central stores, etc.) if a better price is available or the item is needed immediately. 

4.2 The Administrative Services Director will solicit requests for office furniture including chairs, bookcases, file cabinets, etc. to order in bulk and lower costs.

1. Individual offices should submit furniture requests during the solicitation period twice a year.

2. Furniture purchases will be billed to the budget of the location receiving the furniture. 

3. Furniture can be purchased outside of the twice-yearly solicitation periods if the relevant management authority determines it is necessary. 

4. Purchasing authorities are encouraged to talk with staff in the Human Resources Office prior to purchasing chairs and desks to ensure the equipment is ergonomically appropriate and adjustable for employees.  

5.0 Procurement Card

The Judicial Branch has adopted the use of the state’s procurement card for purchasing minor items as defined in this policy.  The management authorities listed in the definition section of this policy will ensure relatively limited access to procurement cards and shall:

5.1 Determine the staff members who will have access to the purchasing card and the authority to make purchases.

5.2 Determine purchase types and dollar levels to be assigned to each person with purchasing authority.

5.3 Oversee or delegate the review and approval of card charges.

5.4 Notify employees with purchasing authority that any misuse of the card is considered to be theft and will result in disciplinary action up to and including termination.

6.0 Procurement Card Distribution

The Administrative Services Director will coordinate the set-up and distribution of procurement cards and any necessary training.

6.1 Prior to the start of each fiscal year, the Administrative Services Director will send a form to each management authority requesting information needed to establish or maintain a procurement card account.

6.2 The management authority must complete the form and return it to the Administrative Services Director who will request the necessary procurement accounts and establish the billing structure.

6.3 Each management authority can request additional cards throughout the year or request to cancel a card or the purchasing authority assigned to an individual.

7.0 Billing/Payment Process

The Administrative Services Division is responsible for processing payment for all authorized purchases.  This includes procurement card purchases, Central Stores purchases and any other purchases authorized by the appropriate management authority.

District court budgets will be charged with purchases authorized by the management authority within that district. 

8.0 References and Authorities

Title 18, MCA, Title 2, chapter 5,ARM 

9.0 Closing

9.1 Level of Training Required:  (A) Judges, court administrators, other district court managers and supervisors.  (1) Read Only.

9.2 Questions concerning this policy should be directed to the Administrative Services Director, Office of the Court Administrator, Montana Supreme Court.
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