
GLOSSARY OF COMMON PURCHASING TERMS 
 

Advertisement or Advertise:  A public legal notice put in a newspaper of general circulation 
containing the information of the formal solicitation. 
 
Amendment:  A document used to change the terms and/or conditions of a solicitation. 
 
Betterment: All costs incurred during the year of acquisition that are components that make the 
equipment operate as one unit.  Any such component costs that are incurred in subsequent years 
will be added to the existing equipment only if the component cost is $10,000 or more and the 
additional costs improve or extend the functionality of the equipment. Betterments exclude repairs 
and replacement parts, which restore an asset to regular functioning status. 
 
Bid: Invitation for Bidders, formal solicitation for items over the bidding threshold with clear 
concise description and quantities. 
 
Capital Asset: Real or personal property that has a value of $10,000 or more and an estimated 
useful life of at least two (2) years. 
 
Change Order:  A document used in construction contracts that changes the contract by increasing 
or decreasing the cost or time for performance, or changes the goods/services to be delivered. 
Commodity Code:  code to classify products and services procured. 
 
Fixed Asset: County personal property that falls under the Capital Asset definition as well as all 
Tracking Assets. 
 
Purchase Order: A document from County to vendor authorizing the purchase of goods and/or 
services. 
 
Requisition: A document from requesting department that includes desired goods and/or services, 
delivery address and funding source. 
 
RFP: Request for Proposals, formal solicitation for items over the bidding threshold where pricing 
is not the only criteria. 
 
RFQ: Request for Qualifications, formal solicitation for professional services such and architects 
and engineers and design/build construction solicitations. 
 
Solicitation:  Invitation for Bidder, Request for Proposals and Request for Qualifications. 
 
Tracking Asset: Any tangible personal property that has a value of $5,000 or more, but under the 
capitalization threshold of $10,000 that the County has established the need to track the security 
and use of.  These assets include, but are not limited to office equipment, computers, furniture, and 
road equipment.  Tasers and weapons will be tracked regardless of value. 
 



Vehicle Betterment: Equipment purchased with an individual value of $5,000 or more that is 
affixed to the vehicle at the time of purchase for a permanent use and improves or extends the 
vehicle's functionality beyond its’ original state (examples: light bars, radios, radars, MDT's, video 
systems, etc.).  The individual values of the additional equipment will need to be added to the unit 
cost of the vehicle for a complete asset value of that vehicle.  Any parts or services under $5,000 
added to the vehicle (examples: consoles, partitions, storage boxes, window tinting, decals, etc.) 
will not be added to the value of the vehicle. 


