Nonrecurring Project Process

Court official makes
a request, or county
recognizes a need

County signs letter
and returns to AOC

County obtains
required quotes or
bid (3 quotes for
$5,000 or more; 1 for
under)*

County completes
project within
the timeframe

designated in the

letter

County submits a
Work Order Request
Form

County Treasurer
submits
reimbursement
request to AOC,
including invoices
and proof of
payment

Department of Court

Facilities approves or

denies the project in
writing

AOC reimburses
the County for its
proportionate share

of the costs, as
documented by the
AOC approval letter

within 60 days

o The county must comply with its own procurement policies.

« Emergencies follow the same process. Requests denoting an emergency will be considered within 24 hours.
« Projects costing $100,000 or more require an MOU.





