DISCLAIMER
This document is provided for general informational purposes, may not apply to your city’s specific situation and should not be considered a comprehensive policy/procedure. It should be used for comparative purposes only. The policy/procedure should be tailored to reflect the actual context of your city. You should consult with your city attorney before taking any action based on this document.
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[bookmark: _TOC_250015]GENERAL PURCHASING PROCEDURES
Purpose & Authority:
To establish standards for the acquisition of materials, equipment, supplies, and services for use by all departments of the City and to establish a system of reporting and accountability for same.
The final authorities for this document and all present and future standards for expenditure of public funds are the Mayor and Council for the City of _____, Georgia.
The Mayor and Council are empowered by charter to prescribe a system of centralized purchasing.
The Mayor and Council are empowered to amend these standards for expenditure of public funds, by ordinances, should they deem it necessary.

DUTIES AND FUNCTIONS OF THE PURCHASING AGENT
The City Manager shall be the Purchasing Agent for the City. The purchasing agent may delegate specific purchasing duties to others.
Department heads may appoint responsible parties within their department to conduct purchasing for their respective department with prior approval of the City Manager.
Observe and enforce the procedures outlined in this manual. Encourage competitive bidding at all times.
Conduct the purchasing of material, supplies, equipment and services in such a way:
· To ensure bidders/vendors are qualified and licensed to conduct business with a municipality.
· To make bidders aware of the fairness in the system.
· To encourage bidders to continue bidding, and to furnish competition to assure the city of the highest quality merchandise at the lowest possible cost.
· To give consideration to ethical and quality standards and also to real value rather than price alone.
· To build and establish good relationship with suppliers and user departments.
· To purchase the highest quality in supplies, materials, equipment and services at the least expense.
· To keep abreast of current developments in the field of purchasing, prices, market conditions and new products. Investigate and analyze, for the benefit of the City, research done in the field of purchasing by other governmental agencies and by private industry.

· To explore the possibilities of purchasing certain supplies in build to take full advantage of discounts.
With the approval of the City Manager, to join with other governmental agencies in cooperative purchasing plans when it is in the best interest of the City.
Department heads, their approved designees and purchasing agents should plan their work so that “Rush Orders” and emergency purchases will be held to an absolute minimum.
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The Mayor and Council hereby approve requisitioning and purchasing authority as follows for valid, budget activity or items:
Up to $2,499.99 to the department head or alternate who is designated in writing by the department head and approved by the City Manager.
$2,500.00 to $15,000 to the City Manager.
$15,000.01 to $25,000 to the City Manager and appointed Committee Chair or Co-Chair acting jointly.
Over $25,000.00 to the Mayor and Council.
For a non-budgeted activity or item, or one which has a high likelihood of exceeding the budget appropriation for the purposes, approval must come from the Mayor and Council, regardless of the amount.
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Purpose & Responsibilities:
The purpose of this section is to establish the requisitioning procedure for the procurement of materials, supplies, equipment and services. The City Manager is responsible for contracting out all purchases of materials, supplies, equipment and services.
Procedures:
The requesting department will determine that sufficient funds are available in its budget, prior to submitting the purchase request.
The requesting department will allow sufficient lead time for the purchasing office to process the requisition.

The requesting department is responsible for providing required support documentation necessary for the purchase including, but not limited to executed contracts, invoices, vendor registration information if new vendor, and any and all federal and state affidavits that may be required.
The requesting department is responsible for obtaining adequate approval for the purchase prior to submitting a requisition to the purchasing office.
The requesting department will complete a requisition. The department will submit the requisition to the purchasing office.
The purchasing office will review the requisition form for completeness, accuracy, any required support documentation, and proper authorization. It will also review the description of the requested items and verify the availability of funds for the respective department’s budget.
If a department submits a requisition that is incomplete or improperly authorized, it will be returned to the department head for correction. If the requisition is submitted for a non- budgeted item or one which exceeds funds available, it will be returned to the department head.
Upon completion and provided all relevant criteria have been met, the purchasing office will provide the requesting department a purchase order for the requesting department to proceed with procurement within the existing legal provisions.
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The purpose of this procedure is to establish standards for ensuring purchasing efficiency, open competition and the best value for the City at the lowest possible cost.
It is the responsibility of the purchasing agent to ensure that proper procurement procedures are followed.
[bookmark: _TOC_250011]Purchases Under $999.99
Quotations are not required for purchases under $ 999.99. Employees making purchases on behalf of the City shall make every effort to obtain the most attractive pricing for the benefits of the City and regularly compare pricing for competitiveness among vendors.
[bookmark: _TOC_250010]Purchases Between $ 1,000.00 - $2,499.99
At least three (3) documented quotations will be obtained and recorded for purchases from
$1,000.00 up to $ 2,499.99. A record of the telephone quotes shall be recorded on the requisition at time of submission.
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At least three (3) written quotations will be obtained for budgeted purchases from $2,500.00 up to $24,999.99. Said written quotations shall be attached to the requisition.
Purchases $25,000.00 And Up
Formal sealed invitation for bids, request for qualifications, or request for proposals will be required for all purchases $25,000.00 and over.
Departments shall make every attempt to obtain documented and written quotes listed above. The Department shall contact the vendor and establish a reasonable period of time for the vendor to respond. Vendors who fail to respond within the period of time provided shall be listed as non-responsive and shall count as one of the required quotes.
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Purchases that are not required to follow the above listed procurement procedures are:
1. Energy resupply purchases whose source is mandated by federal law
2. Requests for professional services when proposals are requested
3. For any unique purchase that the Council determines is in the best interest of the city not to go out for formal bid provided applicable state, federal and compliance regulations are met
4. Any purchase made through a state purchasing program, a county purchasing program, a municipal purchasing program, or a cooperative purchasing program/agreement shall not require that the proceeding procurement procedure be followed. The City Manager shall have the authority to join any organization that requires membership for participation.
All exemptions listed are subject to applicable state law, federal law and regulatory requirements.
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The purpose of this procedure is to establish standards for documentation of items and services acquired by the City’s purchasing agent to ensure accountability in the City’s purchasing.
It is the responsibility of the department head to ensure that purchase order procedures are followed.
Procedures:
A purchase order will be issued for each completed requisition form. All purchase requisitions are submitted to the purchasing office for purchase order issuance. Departments verify
availability of funds when they submit a purchase requisition to the purchasing office for purchase order issuance. The issuance of a purchase requisition by the department head or their designee signifies that all city purchasing policies have been adhered to and the vendor is qualified to conduct business with the City.
All purchasing, with the exception of petty cash expenditures, must be done through a purchase order. The City will only honor purchases which have been made under a purchase order and are within the guidelines of this policy. Purchases made that have not adhered to policy will be forwarded to the City Manager for action.
The purchase order is completed from information on the standard requisition form or detailed memorandum.
Upon receipt and inspection of requested material(s) the invoice and/or shipping receipt shall be signed by the employee who accepts the material(s) and by the accountable department head or their designee. This proof of receipt will then be submitted to the finance department for disbursement of the funds to the vendor. The finance department will not honor an invoice without proof of receipt and inspection of the material by the requesting department.
The requesting department shall be responsible for ensuring the vendor has met the terms of the purchase. Variances in pricing and quantities purchased shall be investigated by the requesting department, documented in memo format for additional approvals. The requesting department is responsible for obtaining the additional approvals and validating the reason for variance.
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Notice of bids shall be advertised twice in the local newspaper. Said notices shall appear in consecutive weeks. Departments shall post all bid advertisements on the city website and shall make an effort to distribute the bid ads directly to prospective bidders to encourage competition within the process. The City Clerk’s office shall receive prior notification of upcoming bids.
Wording of the newspaper advertisement shall be standardized. A formal public bid opening must be held.
The Invitation for Bids (IFB’s), Request for Qualifications (RFQ’s), and Request for Proposals (RFP’s) which will include any submissions, instructions, specifications and attachments, will define the items or services in order for the bidder to properly respond.
The Council shall have the right to accept or reject any or all bids or take whatever action they deem necessary which is in the best interest of the City. The low bid is not necessarily the winning bid; the city may take into consideration other factors such as, but not

limited to, history working with bidder, time of execution of bid or other factors that the Mayor and Council approve which are in the best interest of the city.
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The Council recognizes that it is in the best interest for the City to support businesses which are located within the corporate limits of the city. Therefore the Council authorizes that for any purchase made by the city that requires a quotation or bid that there shall be a local purchasing preference. (Note that this local purchasing preference shall not apply when the city is bidding any project, such as a grant project, that does not allow for a local purchasing preference and requires that the city accept the low responsible bid.) Said preference shall be:
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Any business which has an office and conducts business within the corporate limits of the city which submits a quotation or bid in response to a city request and said quotation or bid is within seven percent (7%) of the lowest bid from a respondent from outside the city, then the bid from the business which is located within the city shall be deemed to have the low quote/bid.
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Any business which has an office and conducts business within the corporate limits of the city which submits a quotation or bid in response to a city request and said quotation or bid is not more than Two Thousand One Hundred Dollars ($2,100.00) of the lowest bid from a respondent from outside the city, then the bid from the business which is located within the city shall be deemed to have the low quote/bid.
Multiple Purchases of Same Item:
If the city is purchasing multiple items that are identical, then, when determining the low responsive bidder the city shall compare the unit price per item. As long as the unit price per item meets the 7% or $2,100 rule as stated above AND the total cost of all the items collectively are within $5,000 of the price of a bidder from outside the city, then the local business shall be deemed to have submitted the low bid.
Local Vender Requirement to Local Purchasing Preference:
In order for any local business to be eligible for the Local Vender Purchasing Preference then that business must be current with all debts due to the city (Property Tax, Occupational Tax, Power Bill, Sanitation Bill).
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The purpose of this section is to establish a method for making purchases during an emergency situation so that departments may procure critical items of supply without purchasing approval.
An emergency is a situation which arises where it would seriously jeopardize the safety, working conditions, health, and welfare of the departmental mission, where it would otherwise adversely affect the work of the department to utilize normal purchasing channels, when the same conditions exist and the purchasing office is closed, or where additional costs may be incurred by not resolving the issue in a timely manner. An emergency situation or condition will be determined only by the department head or City Manager.
Responsibility:
It is the responsibility of the department head to determine emergency situations. Department heads will not use the emergency purchase procedure to abuse or otherwise purposely circumvent the established purchasing procedures.
Procedure:
Purchase of goods, supplies and materials is consummated and receipt obtained.
A confirmation memorandum from the department head explaining the nature of the emergency is prepared and forwarded to the City Manager the next working day. The City Manager shall report the emergency purchase to the Council no later than at their next meeting.
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The purpose of this section is to expedite the purchase of small value items under $150.00 which are not stocked in the storeroom and cannot reasonably be purchased with a purchase order or to reimburse employees for small item expenses incurred on behalf of the city. Only department heads or their alternates who have been designated by the department head will be authorized to make petty cash expenditures.
Procedures For Cash Advance:
1. A Petty Cash Voucher is prepared and signed.
2. Funds are drawn from the petty cash box and the completed voucher is filed in the box. Supply items are procured and a receipt is obtained by the purchaser.
3. The receipts are turned to the petty cash box and attached to the petty cash voucher.
When the voucher amount is greater than the purchase amount, the remaining amount is returned to petty cash. A new petty cash voucher forth the exact purchase amount is prepared and the old voucher is destroyed.

Procedures For Field Purchase:
Access to the petty cash drawer may be impractical, in which case the purchaser will do the following:
1. Purchase the necessary item out of personal funds and obtain a receipt from the vendor. Present the item(s) and receipt to the appropriate department head for approval.
2. After receiving approval for the purchase, submit the approved receipt to the City Clerk for cash reimbursement.
3. The City Clerk will complete a voucher for the exact amount of purchase, attach the receipt to the voucher and reimburse the purchaser for that amount.
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The purpose of this action is to regulate the disposal of obsolete or excess personal property. Surplus property is defined as all personal property that is no longer needed or used by the City as determined by the Mayor and Council.
It is the responsibility of the City Manager to advise the Mayor and Council when any of the City’s property may be considered surplus.
Property considered to be surplus by a department head is listed in a memorandum and submitted to the City Manager.
The City Manager determines if that surplus property is deemed useable by another department. If another department can utilize the items then the property accountability transfers to the receiving department.
If the property cannot be used by another department, the City Manager will attempt to return the items to the supplier, trade it in on new equipment, sell it (by bid) or disposal as scrap. Any of these actions require the approval of the Mayor and Council for items with a value of more than $5,000.00.
Bid Process means:
The bid process for the sale of surplus items can be conducted by any of the following
1. Public Bids – The items can be listed in any newspaper announcing the sale and a description of items to be sold.
2. E-Mail - The items can be listed on an email alert and distributed to potential buyers via e- mail.
3. Online Bidding – The items can be listed with any online bidding service that has been pre-approved by the City Manager. Once approved by the City Manager, the
[bookmark: _GoBack]listing will be forwarded to the Information Systems Department, where it will be formatted and placed on the pre-approved online auction site.

4. Auction – The items can be sold at an auction conducted by the City or any governmental agency. If approved by the City Manager, an item may be sold at an auction that is conducted/run by a private company if, in the City Manager’s opinion, this is the best way to get the highest value for the item.
