


CITY OF SILVERTON, OREGON
SUBJECT:
PURCHASING POLICY AND PROCEDURES
I.
PURPOSE


This document defines the policies and procedures for the procurement of supplies, equipment, and services for the City of Silverton, and is in conformance with the requirements of Federal and State codes and regulations, City Ordinance, and the City Charter.

II.
PURCHASING POLICIES AND GUIDELINES


The basic purchasing policy of the City of Silverton is to obtain quality supplies, services, vehicles and equipment needed for the proper operation of its various departments at the lowest possible cost.  This will be accomplished through the use of quotes and competitive bidding whenever possible. Purchasing functions are to be conducted by the Department Head or other individual as designated by the City Manager, except as provided for herein. The purchasing function shall be supervised by the Department Head who shall be responsible for its operation and staffing.  

A.
Ethics and Standards of Behavior
All purchasing functions will be conducted with absolute integrity. The very highest ethical standards will be maintained in all material activities and the Department Head will remain constantly aware of their responsibilities in spending public funds. Guidelines for transacting City business are derived from the State of Oregon Public Contracting Code and the Municipal Code of the City of Silverton.

. 

B.
Purchasing Authority
There are three levels of authority for normal purchases: Department Award, City Manager Award, and City Council Award. Generally, authority is established by the dollar amount of the purchase.

Except as permitted by Section 4 regarding “Exceptions,” a formal purchase order, approved by the requesting authorized Supervisor and the Department Head, is required for all purchases where any single item or the total purchase exceeds $500. However, purchase orders may be issued regardless of amount when required by the vendor, or when the complexity of the contract demands a formal document for clarity.  No purchase shall be made until all authorizations have been received.
1.
Department Award: Up to $1,000.

The Department Head may authorize the purchase of supplies, equipment, or services as needed for their area of responsibility for purchases up to $1,000.

When seeking goods or services exceeding $500, and specific to the department's operation, the Supervisor needs to complete the purchase requisition form and submit it, including specifications, quotes and other supporting data, to the Department Head for review. Upon approval by the Department Head or their designee, a purchase order will be issued. 

2.
City Manager Award: $1,000 to $10,000.
Purchases of $1,000 to $10,000 must be approved by the City Manager prior to issuance of a purchase order number.  

A requisition approved by the Department Head must be submitted along with supporting documentation to the City Manager for approval.  Upon approval by the City Manager a purchase order will be issued.
3.
City Council Award: over $10,000.
The council award procedure shall be utilized for all purchases, contracts, or agreements of more than $10,000 as follows:

a. 
All formal bid opening dates will be at a time, date, and location specified in the Request for Proposal (RFP). The Department Head, or a designee, will publicly open and declare the content of bids received at the time and place specified in the RFP. Bid results will be made available to all interested parties as soon as possible following the bid opening. The Department Head shall report the results of the bidding to the City Manager along with recommendations regarding results and award. Upon approval by the City Manager the proposal will be submitted to the City Council for approval. In the event the requisite number of bids are not received, bid opening will be suspended pending City Manager action (see below).

b. When conducting this level of procurement, a contracting agency shall seek at least three competitive price quotes or competitive proposals from prospective contractors. The City shall keep a written record of the sources of the quotes or proposals received. If three quotes or proposals are not reasonably available, fewer will suffice, but the City shall make a written record of the effort made to obtain the quotes or proposals.
c.  If only one bid is obtained, the initiating department shall consult with the City Manager and may exercise the option to extend the bid period up to 30 days, without opening the submitted bid, to allow for additional bids.  If the determination is made to open the sole original bid, or if no additional bids are received during the bid extension, the council may; 1) Re‑advertise; 2) Order the work done by City employees; 3) Award the contract to the sole bidder based on a cost analysis evidencing the relationship of the one bid to expected market price; 4) Negotiate a contract to the best advantage of the City.
4.
Exceptions to Standard Purchasing Procedures

a.
Emergency Conditions
An emergency is defined as a breakdown in machinery or equipment resulting in the interruption of an essential service, or a distinct threat to public health, safety, or welfare. In the case of an emergency requiring the immediate purchase of supplies, materials, equipment or contractual services, the City Manager or his designee may authorize a department to secure in the open market, at the lowest obtainable price, any supplies, materials, equipment, or contractual services required, regardless of the amount of the expenditure.

During an emergency condition, the requesting department may purchase any supplies, materials, equipment, or contractual services. This may be done only after the City manager has concluded that the purchase is essential to prevent delays which may affect the life, health, or safety of citizens. The department head shall, as soon as possible, provide a completed purchase requisition to the City Manager or his designee, as well as a full written explanation of the circumstances.

In the case of a disaster or for civil defense, nothing contained in this document shall limit the authority of the director of emergency services and/or the City Manager to make purchases and take such other emergency steps as are, or may be, authorized by the City Council.

b.
Limited Availability
Occasionally, required supplies, material, equipment, or services are of a proprietary nature, or are otherwise of such specific design or construction, or are specifically desired for purposes of maintaining cost effective system consistency, as to be available from only one source. After reasonable efforts to find alternative suppliers, the City Manager or their designee may dispense with the requirement of a minimum number of bids and recommend making the purchase from the sole source. Standard approval procedures and documentation will be adhered to.

c.
Cooperative Purchasing
The City Manager or their designee shall have the authority to join with other public jurisdictions in cooperative purchasing agreements. The City Manager or their designee may also buy directly from a vendor at a price established by competitive bidding by another public jurisdiction in substantial compliance with this document, even if the City has not joined with that public agency in a formal agreement. The City Manager or their designee may also purchase from the United States of America or any state, municipality or other public corporation or agency without following formal purchasing procedures as defined in this document.

C.
Record Keeping
The Finance Department is responsible for maintenance of payment records. During the course of a contract the responsible department will maintain records. At the conclusion of the contract, the original signed requisition and purchase order will be forwarded, along with the request for final payment, to the Finance Department. The final payment request needs to state that it is the final payment for the contract or job.  These records will be maintained in the accounts payable files indefinitely, or as prescribed by law.

III.
PURCHASING PROCEDURES

A.
Requisition
When a purchase order is required, the request shall be presented to the City Manager and/or Department Head in written form (Attachment A). The requisition must contain sufficient information to ensure acquisition of the correct item(s). Requests that will cause an account to go over-budget must be accompanied by an explanation of the funding source to cover the cost. In some cases a Transfer Resolution or Supplemental Budget must be approved by City Council before the purchase can be made. The City Manager may allow a budget over‑ride as long as such action would not over spend an appropriation authority level as set by City Council. Requisitions will not be made utilizing accounts that are unrelated to the type of item or service being purchased. Original quotes or bids, specifications, and other documentation are to accompany the request.

B. 
Request for Proposal (RFP) / Request for Qualifications (RFQ)
The RFP/RFQ defines, in detail, the terms, conditions, and specifications of goods or services required by the City. An RFP is primarily intended for large, complex, projects where cost and performance are equally important. An RFQ is primarily intended for professional services. The RFP/RFQ may be utilized for smaller projects as well. The RFP/RFQ will be used whenever the acquisition of goods or services is multi‑faceted and carries a high possibility of liability for the City. Generally, this is not applicable to purchases below the City Manager award level of $1,000.

Two‑step RFP/RFQ: In this case, pricing is not included in the RFP/RFQ, but is submitted in a separate sealed envelope. Only after selection is made on the basis of the proposal is the favored bidder's pricing information opened. The other proposal's pricing envelopes are returned to the respective bidders unopened.

C.
Contract‑Out vs. In‑House
The City may, at the direction of the City Manager and the City Council, elect to have certain public works projects performed by City employees. Generally, the decision to perform a public works project "In‑House" is based on four factors: 1) A lack of available outside sources for the type of work to be done; 2) The assurance that the needs of the City will best be served both technically and financially;  and, 3) Work will be performed within the time‑frame normally associated with outside contracting; 4) City staff needs to be trained and qualified to perform the work in the event an emergency response may be required. 

D.
Purchase Order
The purchase order is generated by the Department upon final approval and acceptance of the purchase requisition. Upon completion of the purchase order, the Department will distribute copies to the ordering department, purchasing file, the Finance Department and the vendor/contractor.

E.
Open Purchase Order
Open purchase orders are entered into with vendors that are expected to supply products or services to the City on an ongoing and/or regular basis throughout the year. Open purchase orders are closed at the conclusion of each fiscal year. The new year's open purchase order group is determined by the City Manager, utilizing the previous year's open purchase orders, and adding or deleting vendors based on department input and current needs. A list of vendors having open purchase orders with the City shall be distributed to each department at the beginning of each fiscal year. 

F.
Petty Cash
The high cost of payment processing makes it imperative that small‑dollar purchases be made using petty cash. The exception is when the vendor is heavily patronized by the City and the vendor is willing to establish a credit account with the City. The Finance Department maintains a petty cash fund and upon department approval shall allow it to be used for minor purchases of up to $25.00 when buying from uncommon sources or vendors unwilling to establish a credit account with the City. The Finance Department will periodically replenish the funds and post the charges to the appropriate accounts.

G.
Amendment to Purchase Order
It is sometimes necessary to change a purchase order after it has been approved. The three most common changes are monetary, time extension, and scope of work. Only the City Manager or their designee may approve a formal change to an existing purchase order. The requesting department must complete a Purchase Change Order Change Request (Attachment C), and submit it, with appropriate documentation, to the Department Head and/or City Manager for approval. Upon approval, a copy will be submitted to the Finance Department.  Once the change has been made the Finance Department will provide the requesting department an adjusted purchase order.  The department is responsible to provide the vendor an amended purchase order reflecting the change(s). 

H. Contract Changes
Once a formal contract has been approved by the City Council changes due to scope of work or price change that are within the total award contract can be approved without further Council action.  Changes under $1,000 can be approved by the Department Head and for over $1,000 the City Manager must also approve the change.  If the change will cause the cost to exceed the amount approved by Council a budget resolution must be passed.  A purchase order change request must be processed as per section G.
I. Receiving of Goods/Equipment
1.
Inspection and Testing
All goods procured by the City shall be subject to inspection and/or testing upon receipt or completion by the department receiving the product to assure conformance with the specifications set forth in the order. If a product fails to meet specifications, it shall be identified as "on hold pending rejection," and a written report of the findings shall be forwarded to the Department Head.  If a product is determined to be unusable, it shall be rejected and returned to the vendor as the vendor directs, and at their expense, for credit or replacement. Items found not to meet specifications, but of limited usability, may be conditionally accepted but only after renegotiation of the original contract.  The City Manager or their designee shall have the authority to require chemical and physical tests or any other tests deemed necessary to assure full compliance with the specifications.

2.
Acceptance
When goods have been received or a project has been completed to the satisfaction of the ordering department and the specifications, the packing slip and/or other completion documentation shall be signed‑off by the receiver/inspector. Information to be noted on the documents must include, as a minimum, the acceptor's signature and a legible rendering of their name and the date of receipt/completion. Any deviation from the exact ordering specifications must be noted on the receiving/acceptance documents.
IV.
PAYMENT PROCEDURES

A.
Payment Request
Payments are generated by submitting an approved invoice or statement along with a copy of any applicable purchase order to the Finance Department. 

If the request is for a partial payment on a purchase order, a copy of the purchase order is to accompany the approved invoice or statement; if it is for final payment on a purchase order, the original signed copy of the purchase order with the required signatures and other documents should be submitted with the invoice or statement for payment and marked that this is the final payment.

B.
Urgent/Emergency Payment 
The issuance of urgent/ emergency checks is discouraged and should be done only when expediting payment is required or highly desired by the circumstance. When requesting urgent/emergency payment, the requesting department must comply with the same procedures as “A. To assure timely payment, the Request should be personally delivered to the A/P clerk or the Finance Director.

V.
DEFINITIONS AND SPECIAL REQUIREMENTS

Bid
Written offer, more formal than a quote, to furnish supplies, equipment, vehicles, services in conformity with the specifications, delivery terms, and conditions required at a guaranteed maximum cost.

Department Head
The person responsible for operations, staff and budget compliance for a specific department.  This person reports to the City Manager.

Lowest Responsible Bidder

A bidder who, in addition to lowest price, is financially responsible and possesses the resources, judgment, skills, ability, capacity, and integrity necessary to perform the contract according to its terms.

Public Liability Insurance
All contractors engaged in service on City property are required to maintain minimum public liability insurance of $1,000,000 for each occurrence naming the City of Silverton as additional insured. Certain high‑risk activities require higher limits.

Property Damage Insurance
All contractors engaged in service on City property are required to maintain minimum property damage insurance of $1,000,000 for each occurrence naming the City of Silverton as additional insured. Certain high‑risk activities require higher limits. 

Worker's Compensation Insurance
All contractors engaged in service on behalf of the City are required to maintain Worker's Compensation Insurance in accordance with the provisions of the State of Oregon laws.

Prevailing Wage
Rules and payment of prevailing wages established per ORS 279C shall be followed by the City for public works contracts as required.
Professional Services
Professional or specialized services such as, but not limited to, those rendered by architects, attorneys, engineers, technicians, etc.

Public Works Project
Specific, planned projects for the creation, improvement and/or repair of buildings and infrastructure, including parks; for the construction and installation of streets and sewers; for the general benefit of the citizenry (e.g., street lights, drains, etc.).

Quote
Verbal or written promise from the vendor/contractor guaranteeing the cost of specific goods, supplies, or services.

Supervisor/ Manager 
This person oversees the day-to-day operations of a specific group within a department.  This person typically reports to a Department Head.

Supplies
Goods in a manufactured state kept in the ordinary course of business for regular use or consumption (e.g., pencils, light bulbs, paper).
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