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Purchasing Policies and Procedures

PP-1.0 CENTRALIZED PURCHASING AND AUTHORITY

PURPOSE

The purpose of this policy is to discuss the function and authority of the Purchasing and Stores Division,
and the Purchasing Manager.

POLICY

Centralized Purchasing FVMC chapter 2.36.020 has adopted a centralized purchasing division to
establish efficient procedures for the purchase of supplies, services and equipment at the lowest
possible cost, with suitability for purpose and quality needed, to exercise positive financial control over
purchases and to clearly define authority for the purchasing function.

Purchasing Manager FVYMC Chapter 2.36.040 has created the position of Purchasing Manager who
shall have authority to:

e Procure or supervise the procurement of supplies, services and equipment needed by the city.
e Exercise general supervision and control over all inventories of all city assets.

e Assign surplus assets to departments or divisions or dispose of assets as they are replaced or which
have been declared surplus.

¢ Negotiate and recommend execution of contracts for the purchase of supplies, services or equipment.
¢ Discourage uniform bidding and endeavor to obtain full and open competition on all purchases.

o Keep informed of current developments in the field of purchasing, prices, market conditions, and new
products.

¢ Recommend the adoption of formal and informal purchase dollar limits which establish the methods
of source selection and contract award.

e Consistent with this chapter, recommend operational procedures and establish the requirements for
forms to be used in procurement of supplies, services and equipment and recommend to the city
manager the level of authority for the approval of all purchases for the departments.

e Such other future duties as in the <city manager (
conduct of the division.

Delegation of Purchasing Authority. The Purchasing Manager, with the approval of the City Manager,
may authorize any department to purchase specified supplies, material, equipment and services,
provided that that such purchase is made in conformity with the procedures established by this chapter.
The Purchasing Manager may give a department authority through either verbal or written communication
and may also rescind such authorization to the department concerned.
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PP-2.0 RESPONSIBILITY OF PURCHASING

PURPOSE

The purpose of this policy is to discuss the responsibilities of Purchasing, and customers in the
procurement of goods and services.

PURCHASING RESPONSIBILITIES

The responsibilities and objectives of Purchasing is to purchase all material, supplies, equipment, and
services required by City departments, meeting the requirements of public law, generally accepted
moral and ethical standards and the specific requirements of customers.

Law. The California Government Code, Public Contracts Code, and various statutes governing public
purchasing provide the authority, and the body of regulations which must be observed by public
purchasers. Fountain Valley Municipal Code, FVYMC chapter 2.36 embodies the local authority and
regulations. Without the codes, the City would have no authority to purchase. General California
contract law and the Uniform Commercial Code (UCC) provide the general body of law that regulates
contracting/procurement. Additionally, specific laws affect certain procurements. As an example,
when using Federal funds, the Federal Acquisition Regulations (FAR) prevail as authoritative policy
and procedure.

Moral and Ethical Standards. The City will not do business with companies if the company's agents
do not conform to generally accepted moral and ethical standards. As public employees, our every
process must be able to withstand the scrutiny of public inquiry and must represent, to the best of our
abilities, a standard and method of doing business that the residents of Fountain Valley endorse.

Specific Responsibilities:

1. Purchase or contract for supplies, materials, equipment and services required by any using
department in accordance with law and purchasing procedures.

2. Act to procure for the City the needed quality in supplies, materials, equipment and services at
least expense to the City.

3. Obtain as full and open competition as possible on all purchases.

4. Maintain and recommend changes to rules and regulations for governing the purchase of
supplies, materials, equipment and service for the City that recognize the customer's role and
investment, and minimize the cost and labor to the customer.

5. To assist the customer in the management of their material needs to include determination of
requirements, receipt and inspection, inventory and accounting, and the identification of
surplus/scrap.

6. Operate a central store for commonly used supplies and materials, and temporarily store and
manage unused assets.
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CUSTOMER DEPARTMENTS

Customer's Material Management Objectives. To conserve the resources allocated, and wisely manage
their use in the performance of public service.

Specific Responsibilities:

a. To clearly identify material required and work with Purchasing as a team in developing suitable
competitive specifications.

b. To recognize that, except in special cases, competition results in better value to the City and is
required by law.

c. In developing sole source justifications and/or standard material justification, to recognize there
must be objective tangible or intangible savings or value to the City which must be documented.

d. In the partnership with Purchasing, to understand the nature of the purchasing function as
identified in paragraphs above.
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PP-3.0 DELEGATION OF AUTHORITY

PURPOSE

The purpose of this policy is to establish delegated commitment authority for purchases exclusive of
emergencies.

POLICY

Within the award authority granted the Purchasing Manager by FVYMC 2.36.030 and in accordance with
the authority granted by FVMC 2.36.050, this policy delegates certain routine authority to full time City
employees. For the purpose of this policy, the term "Buyer" will refer to all employees delegated the
authority to make purchases for the City.

Procurement Planning. Every purchase is planned before proceeding. Planning consists of: knowing
what you're buying, identifying the risks to the City in this procurement, knowing the market place you're
entering and thus establishing realistic expectations as how the procurement will proceed. The larger
the expected expense or risk, the more formal the planning. When planning a non-Public Works
purchase exceeding $15,000, formal bid procedures and Council approval in the form of a council action
are required per FVYMC 2.36.070.

Negotiation Planning. Every negotiation is planned in advance and negotiation objectives set. Where
informal negotiation takes place, the Buyer should make an informal list of negotiation objectives, risks
and other pertinent information. The Buyer should ensure their quote information and notes address
these identified issues.

Procurement Reviews. Every procurement should be reviewed for conformity to procedures, codes and
California law, and correctness of documentation.

PROCEDURES
1. Authority:

a. Petty Cash Approval. Petty cash is available for purchases of less than $50.00. Petty Cash
Forms are signed by the requestorandt he requesting department s Me
Manager.

b. Field Requisition (FR) Approval. FR can be issued by authorized Buyers. The authorized
buyer must contact the Purchasing Division for a purchase order number to proceed with the FR.

i) All authorized Buyers can issue a Field Requisition/Purchase Order number for supplies,
materials, equipment and services that qualify as expense or operational costs. Buyers are
only authorized to issue FR/POs for the Purchasing Manager provided they work within the
requirements and regulations of this Manual and FVMC Chapter 2.36.
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c. Credit Card Orders Approval. The City maintains a credit card for online
purchases, one time buys and special circumstances. Credit card orders can only be placed by

Purchasing Department personnel, and are not recommended for the purchase of Capital
Equipment.

Note: This procedure does not apply to the purchase of Capital Equipment or Public Works projects.
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PP-4.0 PROCUREMENT AND VENDOR SELECTION

PURPOSE

The purpose of this policy is to describe the authorized methods of procurement, and the policy that
controls them.

POLICY

General supplies, materials, equipment and services will be procured competitively in accordance with
this manual. The following types and methods of procurement are authorized as indicated.

PROCEDURES
1. Cost Determines Method of Purchase:

Note: Orders may NOT be split (smaller quantities purchased on several invoices or purchase
orders rather than as a total purchase) in an effort to lower the total cost of a specific invoice to
facilitate the processing of a particular order. Rather, quantities purchased must be determined
by department need, product availability, delivery schedules, storage capacity and funds
available for said purchase.

a. Either written or verbal price quotes are recommended as verification of competitive pricing
and compliance to the following established thresholds :

i. Written Requests for Quotes (RFQ): No less than three vendors will be solicited for
informal purchases when a purchase is between $5,000 to $15,000 dollars, the
established threshold per FVMC 2.36.060 (c), bids will be solicited by written Request for
Quotes (RFQ). The Purchasing Manager may, in writing, waive the requirement for
written Requests for Quotations for standard commercial materials when appropriate.

ii. Verbal Request for Quotes: Below $5,000, bids may be solicited verbally. It is preferred
that bids in this threshold be written whenever possible.

iii. Non-competitive Awards: Below $500 the threshold, established in FVMC 2.36.060
bidding may be dispensed with and awards may be made without competition.

b. Capital purchases are purchases of items found on the 10 Year Replacement Schedule,
valuing $500 or more and MUST be approved by the assigned Fund Manager before a purchase
order can be issued. When Capital purchases are in excess of $15,000, Council
approval by means of a Council Action is also required prior to a Purchase Order being issued.
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i. Capital purchases which are not on the 10 Year Replacement Schedule must first receive
budgetary expenditure approval by the Finance Division. Items in excess of $15,000 will
require Council approval by means of a Council Action.

c. Grant or special funding items may have regulations that prevail over the City's policies and
procedures for procurement. In the case of grant or special funding the MORE restrictive of
either the City or funding agencyds procedure \

2. Small Purchases with a Cost of Less than $5,000:

a. Purchases with a total value of less than $500 may be purchased without competitive bidding
and will not require a purchase order. This type of purchase may be done through petty cash,
store account, reimbursement or invoice.

b. With the exception of Capital Equipment purchases, and in accordance with FVMC 2.36.050 and
2.36.060 budgeted purchases valued at more than $500 and less than $5,000 may be purchased
directly by the User Department providing that at least three (3) verbal or written price quotes
are submitted to the Purchasing Division. Price quotations shall be attached or included on the
requisition and delivered to the Purchasing Division for purchase order processing; quotations
shall remain with the purchase order packet.

c. Although Capital items (e.g. computer equipment, furniture, special departmental equipment,
etc.) may be sourced directly by the User Department, these items MUST be purchased by
purchase order and with the approval of the Fund Manager. This allows the Purchasing Division
to identify those items that need to be added
asset tag.

3. Informal Purchases with a Cost of $5,000 or more but less than $15,000:

a. With the exception of Capital items and in accordance with FVMC 2.36.050 and 2.36.060
budgeted purchases with a total cost of $5,000 or more but less than $15,000 may be purchased
directly by the User Department providing that at least three (3) written price quotes are
submitted to the Purchasing Division. Price quotations shall be attached to the requisition and
delivered to the Purchasing Division for purchase order processing; quotations shall remain with
the purchase order packet.

b. Although Capital items (e.g. computer equipment, furniture, special departmental equipment,
etc.) may be sourced directly by the User Department, these items MUST be purchased by
purchase order and with the approval of the Fund Manager. This allows the Purchasing Division
to identify those items that need to be added
asset tag.
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4. Formal Contract Procedures for Purchases with a Cost of $15,000 and over i City Council
Award Required:

a. Purchase of supplies, equipment and services valued over $15,000 must be acquired through
formal bid and may require a contract and can only be authorized and awarded by the City
Council.

b. Formal contracting shall be through a competitive bid process conducted through the Purchasing
Division and User Department. Competitive Bids shall be awarded to the supplier deemed
as the "lowest responsible bidder", except as otherwise provided by FVMC Chapter 2.36.

¢ The "lowest responsible bid" shall be deemed to mean: The bidder with the lowest bid
whose offer best responds in quality, fithess and capacity to the requirements of the
proposed work or usage.

c. The supplier shall be recommended to the City Council for award of the contract or purchase
order. The report submitted to the City Council by the Purchasing Division or the User
Department shall include:

Documentation of the formal bid process.

A bidders list indicating all vendors who received an invitation to bid.

A copy of the bid quotes received at the bid opening.

Assurance that funds are available for the purchase.

Approvals, if any, as required by special funding sources.

A recommendation for award, to include justification for the recommendation based on
the needs of the User Department.

d. The decision of the City Council is determinative and final. Upon City Council approval, when a
contract exists, the City Clerk will fully execute a contract for services for the procurement of
equipment and/or supplies. Upon execution of the contract, a Purchase Order is issued.

9 of 51



Purchasing Policies and Procedures

PP-5.0  PUBLIC WORKS CONTRACTS

PURPOSE

The purpose of this policy is to establish the authority, coordination, and procedures for the Purchasing
Manager related to Public Works contracts.

DEFINITIONS

Public Work is defined as work which involves the erection, construction, alteration, painting, repair or
improvement of any City structure, building or road.

POLICY

Public Works Capital Improvement projects are governed by the California Public Contracts Code and as

such are administered by the Public Works Department and not by the Purchasing Division. These
procedures will thus only address those aspects of Public Works fCapitalImpr ovement pr oj ect s¢
the issuance of a Purchase Order or other payment processing that may be administered by the Purchasing

Manager.

PROCEDURES

1. Public Works employees and the Purchasing Division shall perform authorized Public Works
contracting in accordance with California law, and City Code.

2. Firm knowledge as to the source of funds for proposed Public Works is required to ensure
application of the correct laws and procedures.

3. The City Attorney is the authority as to questions regarding what qualifies as public work. They
should be consulted as necessary when there is any doubt or question as to whether the proposed
work is Public Works.

4. Public Works normally require the contractor to comply with the prevailing wage rate of the Labor
Code Section 1711 while executing a contract. Proposed work should be reviewed for exemption to
prevailing wage in accordance with the governing laws.

5. The various California codes require certain types of bonding on Public Works contracts. FMVC
2.36.110 authorizes the City to require or waive bonds for contracts. Generally, the specified bonds
are required to minimize risk to the City. Waiving of bonds should only be asked after review
indicates such waiver will not create undue risk. The availability to waive the requirements of bonds
is to facilitate awards to small and disadvantaged businesses and sole proprietorships that may not
be able to obtain bonding.
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PP-6.0

VENDOR RELATIONS

PURPOSE

The purpose of this policy is to state the basic policies concerning vendor relations in the
procurement of supplies, material, equipment and services.

POLICY

1. General. It is the City's policy to maintain and practice the highest possible standard of business

ethics, professional courtesy and competence in all our dealings. Applicable laws must be
scrupulously observed at all times. In this regard, the following should be observed when dealing
with suppliers and their representatives:

e Accord prompt and courteous reception, as well as fair and equal treatment to all suppliers
and their representatives.

¢ Provide equal opportunity for all suppliers to make price and specification quotations.

e Guarantee the confidentiality of all specifications, prices and data made by vendors that are
clearly marked as confidential or proprietary.

¢ Decline to take advantage of seller's errors, and show consideration for seller's difficulties.
¢ Avoid putting the seller to unnecessary expense or inconvenience.

e Explain as clearly and fully as possible to suppliers the reason for rejection of bids/proposals
and always notify formal bidders to whom and at what price awards were made.

¢ Remain scrupulously free from obligations to any supplier.

¢ Ensure all awards other than sole source are conducted so as to give reasonable opportunity
to bid/quote on an equal basis with competitors.

2. Agent Authority. FVMC 2.36.170 states that authority to commit the City is reserved to the City

Manager, Director of Finance, or Purchasing Manager. Suppliers reasonably see City
employees as agents of the City and assume that, as agents, they can obligate the City. The
range of potential offers and acceptance is so broad as to create risk that an employee may
unintentionally obligate the City. In this regard the following should be observed when dealing
with suppliers and their representatives:

a. Ensure that authority to commit the City is clearly expressed to suppliers so as to leave no
doubt as to the potential of acceptance of an offer.

Backdoor Selling. An all too common practice of suppliers is that of cultivating favor for their
products and for themselves among personnel in using departments. The cultivation can range
from hard sell tactics to fraternization, gifts, bribes, or kickbacks. It is a sales technique that
attempts to avoid or bypass the normal controls provided by Purchasing. Evidence of it is
normally sole source requisitions. Backdoor selling frequently results in a less than optimal
product and price and unnecessary friction between using departments and Purchasing. Back
door selling is to be actively discouraged through:
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Ensuring suppliers are informed it is the Cityd golicy to procure material and
services competitively through Purchasing. Involving Purchasing in researching
and sourcing requirements as soon as general requirements are known.

PROCEDURES
1. Purchasing. Purchasing shall:

a. Arrange interviews between supplier's representatives and City departments.

b.Forward to other depart ment s6 us e fdite¢t mailrafido r ma t
advertising.

c. Originate all correspondence with suppliers and potential suppliers except on subjects
requiring technical detail. In any case, Purchasing should be aware of such contacts and

correspondence should contain copies to purchasing.

d. Originate Requests for Quotes (RFQ), Invitation for Bids (IFB), Requests for Proposals (RFP)
and similar formal documents related to offer and acceptance.
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PP-7.0  STANDARD OF CONDUCT

PURPOSE

The purpose of this policy is to prescribe ethical standards and rules of conduct required of all City
employees.

POLICY

1. General Requirements. City employment in a purchasing position is a public trust and requires all
such employees to maintain a special awareness of that trust. Each employee must avoid a
conflict or appearance of conflict between their public employment and their private lives. They
must avoid any action, whether or not specifically prohibited by this or other instruction or law,
which results in or can reasonably be expected to create the appearance of:

a. Using public office for private gain.

b. Giving preferential treatment to any person or entity.
c. Impeding City efficiency or economy.

d. Losing independence or impartiality.

e. Making a City decision outside official channels.

f. Adversely affecting the confidence of the public in the integrity of the City government.

2. Appearance of Impropriety. It is not necessary to have an actual conflict of interest. The
appearance of a conflict may affect the City's ability to operate. The underlying purpose of this
policy is the maintenance of the public's confidence in the institutional integrity of the City
government and its officer and employees. Whether an appearance of impropriety exists must be
determined from the perspective of the general public. If under this standard, an action appears
improper, the action will not be taken. Employees faced with questionable actions or decisions in
this regard will disclose all relevant information to their appropriate supervisor/manager and will
await that official's determination before proceeding.

3. Standards of Personal Judgment. Standards that may be acceptable in the private sector are
not necessarily acceptable for City employees. Standards that are acceptable in other areas of the
country may not be necessarily acceptable in California. The standard to be applied is the
perspective of the general public in Fountain Valley. If under this standard an action appears
improper, the action will not be taken.

4. General Rules. Employees subject to this policy:

a. Shall not engage in personal, business, or professional activity nor hold a financial interest
that conflicts with the duties and responsibilities of their position.
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b. Shall not solicit, accept, or agree to accept any gratuity for themselves, their
families or others that results in their personal gain which may affect their impartiality in
making decisions on the job. Discounts or concessions realistically available to the general
population, items received that do not result in personal gain, and samples to the City used for
general City use are examples of items that are not gratuities. Personal judgment should be
used and questions regarding particular problems/events should be referred to the employee's
immediate supervisor/manager.

c. Shall not directly or indirectly use, take, dispose of, or allow the use, taking, or disposing of
City property or resources.

d. Shall report to and discuss with the employee's immediate supervisor/manager questions,
problems, potential problems.
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PP-8.0 SPECIFICATIONS

PURPOSE

The purpose of this policy is to describe types and uses of specifications and responsibilities in their use
and implementation.

DEFINITIONS

1. Brand Name or Equal Specification means a specification which uses one or more manufacturer's
names or catalog numbers to describe the standard of quality, performance, and other
characteristics needed to meet City requirements, and which provides for the submission of
equivalent products.

2. Design Specifications customarily employ dimensional and other physical requirement descriptions
of the item being procured. These specifications concentrate on how the product is to be fabricated
or constructed.

3. Sole Manufacture Item Specification is a specification for material meeting specific physical,
functional, or performance characteristics that restricts competition to a particular manufacturer's
model or catalog identification which may be available on a limited competitive basis from more than
one vendor.

4. Sole Source Specification is a specification for material meeting specific physical, functional, or
performance characteristics that precludes alternate sources of supply or competition.

5. Standard Specifications are those specifications for items in common with repetitive use which have
been developed and approved for repeated use in procurements.

POLICY

FVMC 2.36.060 and 2.36.070 statethatit he procedures will provide tha
reasonable competition for the supplies, services and equipment being purchased. Awards shall be
made to the responsible bidder offering the lowest acceptable priced .

Therefore all purchases shall be competitively bid whenever possible, with the understanding that
competition exists not only in prices, but in technical competence of vendors, in their ability to make
timely deliveries, in the quality of the performance of their product or service, and in other objective
characteristics of a product or service.

Specification and Competition. Narrow or non-objective specifications that will limit the ability to
competitively solicit for requirements are to be avoided, and where required, objectively and rigorously
evaluated and challenged.

1. Responsibilities:

Purchasing Manager shall:

a. Review specifications jointly with the user.
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b. Obtain expert advice and assistance from customer departments and other
agencies.

c. Seek to promote overall economy for the purposes intended, and encourage competition in
satisfying the City's needs.

d. Challenge unduly restrictive specifications.

e. Determine when specifications are restrictive and when Brand Name/Sole Source or Sole
Manufacture procedures are required.

2. Customer Departments shall:

a. Prepare specifications jointly with the Purchasing Manager and work to restrict vendor interface,
prior to procurement.

b. Use the resources of the Purchasing Manager in researching and developing purchase
descriptions.

Promote competitive procurements and challenge unduly restrictive specifications.

Review and approve specifications' functional performance. That is, ensure the specifications are
adequate to ensure the procurement of adequate material or services.

e. Where restrictive specifications appear to be justified, ensure adequate analysis of tangible and
intangible factors and document this analysis.

3. Types of specifications and policy regarding their use:

a. Brand Name and/or Sole Source Specifications are not recommended unless there is a tangible
gain to the City, or unless there is a commanding intangible benefit to the City and its citizens. "If
limitations on the source of supply, necessary restrictions in specifications, necessary
standardization, quality considerations, or other valid reasons for waiving competition appears,
then purchases may be made without recourse to the competitive bidding provisions of this
chapter. Approval of waiver of competitive bidding shall be given by the same level of authority as
set forth in FVMC 2.36.120 par 3.

b. Design Specifications should be closely reviewed to ensure purchase descriptions are adequate
and not unduly restrictive. Performance requirements should be limited to those aspects of
performance that are required for proper function.

c. Sole Manufacturer Specifications are to be evaluated for adequate independent competition. If
competition is evaluated to be less than three independent bids, then sole manufacturer
requirements should be treated as sole source, substituting 'sole manufacturer' for 'sole source'.

d. Standard Specifications are an excellent time and labor saving method of specification of
repetitively procured operational material.
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PP-9.0 REQUISITIONS AND PURCHASE ORDERS

PURPOSES

The purpose of this policy is to describe types, forms and uses of requisitions and purchase orders and
responsibilities in their use and implementation.

POLICY

A requisition is a method of communicating the needs of the User Department or requestor to the
Purchasing Division when a demand for services, supplies or materials exists. Requisitions can be
submitted to the Purchasing Division in the following forms; a pre-printed requisition form, online
requisitions form, an e-mail defining the request or an approved Council Action. In all cases the
requisition in whatever form selected must include the information defined in the Procedure of this Policy
(see below).

A Purchase Order (PO) is generated in response to a requisition as a written confirmation of an order
and as a contract between the supplier and the City. POs are computer generated through the Incode
system and can only be created by the Purchasing Division and approved by the Purchasing Manager,
Director of Finance or the City Manager or their designees.

PROCEDURE
1. Requisitions:

a. Requisitions in any form must contain the fi r e q u folloveind dnformation so the Purchasing
Division will have a clear understanding of the services or supplies requested and the necessary
information of funding and proper approvals. Information supplied on the Requisition is automatically
transferred to create a purchase order when an authorized member of the User Department
approves the Requisition.

Please refer E x h i b the coldr Eoded example requisition form in the Reference Section of this
Manual for further clarification.

When submitting a requisition form the yellow items are required and blue items are recommended
to complete the form.

e PO Number Required - For purchases over $500, the User Department can leave
this field blank when a PO number has not been assigned otherwise
enter the six-digit number assigned by the Purchasing Division.

e Suggested Recommended- When available the User Department may suggest

Vendors responsible suppliers to consider for the purchase of the product or
service.

e Vendor/ Required -Enter the complete name and address and if available it is

Vendor # recommended to include the Vendor #. This is important to identify the

correct vendor in the Vendor database.
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e Deliver To Required -The name of the User Department and the name of the
individual requesting the product or service.

e Contact Required -The name of the sales person or representative of the
supplier is required when Use Department has made contact with the
supplier.

e Telephone Required -The telephone number of the supplier.

e Confirming Required -When requestor has placed o r i ¢ o rntHe brdenveéttutide
supplier and suppl i er has accepted t hdg

requestor has not contacted the supplier and order has not been
accepted enter ANOO

e Justification | Recommended- A brief explanation of the need for the supplies or
services being requested.

o Description Required - Enter a complete description of the materials, supplies,
services or equipment in sufficient detail to illustrate to the vendor and
the Purchasing Division what is being acquired. Include part numbers,
make, model, color, size or other identifying information.

¢ Quantity Required - Enter the quantity of the item being ordered.

o Unit Required - Enter if the quantity is considered a: LOT, EACH, BOX,
PKG, CASE.

e Unit Price Required T When the requestor has confirmed the cost of supplies or

services being ordered.

e Ext Price Recommended- The Extended Price when a Quantity and Unit Price
are entered.

e Tax Required - A separate line is used in the Requisition to indicate
whether the item is subject to sales tax. The requestor is responsible for
verifying when a purchase is taxable and at what rate.

e Account Required -Enter the Expenditure account number (fund, department,
Number program and sub account) for all items.

e Requested Required i The name of the individual requesting the supplies or
By services.

e Manager |Required -The signature of the User Departments Manager,
Approval Supervisor or designee and date of approval.
and Date
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b. A completed requisition form will have all the required information shown above and be submitted to
the Purchasing Division for review and processing (See attached example). Requisition forms will
be reviewed by the Purchasing Division for completeness; incomplete requisition forms will be
rejected by the Purchasing Division and returned to the requestor or User Department for correction.

c. Complete requisition forms will be readied for entry into the Incode System for processing into a
Purchase Order.

d. Complete requisitions submitted to the Purchasing Division before Wednesday of each week will be
processed into Purchase Orders by Friday of the same week and distributed back to User
Departments.

2. Purchase Orders (PO) i Computer Generated

a. A Purchase Order (PO) is written authorization from the City to a specific vendor to deliver specific
goods or services at a pre-determined price, quantity, and/or length of time. The assignment of a
Purchase Order Number (PO#) and the signature of the Purchasing Manager is evidence of
authorization for the User Department to proceed with the purchase.

b. A Purchase Order is issued in accordance with FVMC 2.36.150 and is necessary for all order in
excess of $500. A Purchase order will not be issued by the City for any purchase totaling less than
$500.00, unless the Vendor will not accept an order for goods or services without a Purchase
Order from the City.

c. When the Purchase Order has been approved by the Purchasing Manager, a copy of the Purchase
order will reside in the financial management system Incode to reference when an invoice is later
presented for processing a payment to the Vendor.

d. A hard copy of the Purchase Order is distributed to the following:
¢ Finance/Accounts Payables
e User Department or requester
e Vendor

e. Once the transaction is completed and the invoice is received, the Department Head or designee
should review the invoice to be sure that the purchase is consistent with the PO as issued. The
invoice should then be signed and coded and sent DIRECTLY to Accounts Payable for processing
payment. (The Finance Division already has a copy of the PO as authorization for the purchase.)
The Department should also check that the approved PO number is noted on the invoice. If it is
not, the PO number should be written-i n near t he Depart ment Head o
quick reference. Failure to have the PO on the invoice can significantly delay payment to the
vendor.

f. All grant funded items must have the approval of appropriate grant coordinator prior to submission

to the Finance Division for processing for payment. This is to insure compliance with all grant-
funding requirements and to insure that funds are available from the funding source for payment.
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PP-10.0 PETTY CASH AND REIMBURSEMENTS PROCEDURES

PURPOSE

The purpose of this policy is to establish a policy, define responsibilities and set forth procedures for
the preparation and processing of Petty Cash transactions for the purchase of supplies or services.
REFERENCE
1. Check Request Form see Exhibit ADo0 of Reference
2. Petty Cash Form,see Ex hi bi t AEO of Ref erence section

POLICY AND PROCEDURE

Local purchases made by City personnel for supplies, material or services in the amount of fifty
($50.00) or less may be accomplished by the use of Petty Cash.

Procurement of Minor supplies, materials and equipment may be made with Petty Cash on a cash
advance or reimbursement basis.

1. Cash Advance: Departments requiring supplies, material or services may receive a cash
advance for the purchase.

a. The Department will submit a properly prepared Petty Cash form.
¢ The form will clearly state the purpose of the petty cash and will have the appropriate
account number coded on the form.

e The form will be reviewed and approvedby t he requestords superyv

¢ Once approved, the form can be delivered to the Petty Cash custodian, who will issue
funds as indicated on the approved form.

¢ The vendor will submit a cash register receipt or invoice covering the purchase to the
requestor making the purchase.

e The requestor will deliver the petty cash form, receipt or invoice to the Petty Cash
custodian as proof of purchase and for reconciliation of funds issued.

2. Reimbursement: Departments requiring supplies, material or services may receive
reimbursement for purchases made with individual funds.
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a. Reimbursements under $500.00 The Department will submit a properly
prepared Check Request form to the Accounts Payable Division.

e The Check Request will clearly define the items purchased and shall be properly

coded with the appropriate account number

e Cash register receipt or invoice covering the purchase must be attached to the
completed Check Request form.

e The requisition form with attached receipted will be hand carried to Accounts Payable.
e Reimbursement will be made by check to the employee on the next scheduled check
disbursement by the Finance department.
b. Reimbursements over $500.00 The Department will submit a properly prepared purchase
requisition in accordance with page xx of this manual.

¢ The requisition will clearly define the items purchased and shall be properly coded with
the appropriate account number and the

e Cash register receipt or invoice covering the purchase must be attached to the
completed requisition form.

e The requisition form with attached receipted will be hand carried to Purchasing.
e Reimbursement will be made by check to the employee on the next scheduled check
disbursement by the Finance department.

The person making the purchase shall then be reimbursed for the amount of the purchase.

The original copy of the Petty Cash form shall be attached to the vendor's invoice or cash register
receipt and submitted weekly to Accounts Payable for proper allocation of departmental expenditures
and reimbursement of the Petty Cash fund.
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PP-11.0 FIELD PURCHASE REQUISITION PROCEDURE

PURPOSE

The purpose of this policy is to establish a policy, define responsibility, and set forth procedures for
the use of Field Purchase Requisitions (FPR).

DEFINITIONS

A Field Purchase Requisition (FPR) is an express purchase methodology which allows a City
employee to identify and price needed material, and then obtain a Field Purchase Requisition number
by telephone which will allow the employee to receive the material and the vendor to be paid for it.

POLICY

1. General. The intent of this procedure is to authorize a program through which Departments may
purchase supplies and materials needed to maintain operations.

2. FVMC 2.36.050 authorizes the Purchasing Manager to delegate the procurement of certain types
of material to employees. Departments are hereby delegated the authority to make procurements
via Field Purchase Requisitions (FPR) in accordance with the following procedures.

3. Field Purchase Requisitions (FPR) shall be limited to a maximum total of $5,000.00 per
occurrence, except as approved by the Purchasing Manager or Department Head. In no case will a
FPR be used to purchase material in a total amount exceeding $15,000. Please reference to
FVMC 2.36.070.

4. Material requirements will not be broken up in order to procure them by FPR.

5. In order to ensure the integrity of the process of the issue, approval, payment, and audit of the
FPR, and receipt of the material, a separation of roles will be maintained. To this end, the person
issuing the FPR will not approve the FPR. Departments will make every effort to ensure material is
received and used as intended.

PROCEDURES

1. Authorization of Individuals to Issue Field Purchase Requisitions:

a. Departments may request, by memorandum or e-mail to the Purchasing Manager, that an
individual be authorized to issue FPRs. Individuals nominated will be in a position able to
monitor the use of FPRs and ensure funds are available. Individuals nominated will not
approve FPRs. The request will completely identify the person, title, location, telephone, of
the requestor. The request will also identify who may approve FPRs. This will normally be the
Department Head but may be delegated to a principal There will be no alternates licensed to
those individuals authorized to issue FPRs.

b. The Purchasing Manager may revoke these appointments upon his/her discretion.
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2. lIssue of Field Purchase Requisitions in excess of $500.00.

a. The Requestor will contact all the Purchasing Division and explain the need for a field
purchase. Inform Purchasing of the intended supplier, price, description of merchandise and
the account to be charged. This call may be placed from the supplier's place of business.

b. Purchasing will:
¢ Review the request as to compliance with established policy.

¢ Enter the following information into the Requisition database:

Requesting Department

Request Date

Vendor name or number

Description of products or services

Item number if known

Invoice amount of purchase, including sales tax
Name of Requestor

Name of Approval Authority

T v I T By D

c. Issue a Field Purchase Requisition Number (FPR) to the requestor if the request is in
compliance with this procedure.

3. The Requesting Department will:

a. Complete a requisition form in accordance with PP-9.0 Requisitions and Purchase orders of
this manual. (See Exhibit i Aod Reference section for form.)

b. Pick up or arrange delivery of merchandise and notify the supplier that all documentation
must reference the Field Purchase Requisition number and that no confirmation will follow on
the purchase. Instruct supplier to submit invoice to Accounts Payable.

c. When merchandise is picked, obtain a priced receipt/ invoice; indicate the FPR number and
forward to the department manager/supervisor for signature along with any other receiving
documentation provided by the supplier.

e |f an invoice is provided then manager/supervisor will forward to Accounts Payable
for payment processing.

4. Purchasing will:
a. Receive and review completed requisition form for accuracy and completeness.
¢ [f form is correct and complete, Purchasing will process as a purchase order.

¢ If form is not correct and, the form will be returned to the requestor. For the
necessary corrections.

b. Create a purchase order from the requisition form.

c. Forward copies of the completed purchase order to:

e Finance/ Account Payable
e Requestor

e Vendor

e Purchasing file copy
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5. The Supplier will:

a. Submit to Accounts Payable an Invoice with designated Field Purchase Requisition number
covering the purchase. (Note: If an invoice is given to requestor at time of purchase, see
paragraph c (3) above.

6. The Requesting Department will:

a. Retain their copy as a permanent department record of the purchase.

b. Take reasonable and prudent action to ensure material is actually received at the work site.
7. The Accounts Payable Division will:

a. Match the invoice to the appropriate Field Purchase Requisition number.

b. Prepare documents for payment.

c. Issue a check to the vendor on the next scheduled check disbursement.
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PP-12.0 BLANKET PURCHASE ORDERS

PURPOSE

The purpose of this policy is to establish the procedures for the issue and use of Blanket Purchase
Orders (BPO).

DEFINITIONS

A Blanket Purchase Order (BPO) is issued to selected vendors, on an annual basis, by the
Purchasing Division for use by City employees to procure repetitive items on a continuing basis
without specific Purchasing authorization.

POLICY

General

The intent of this procedure is to authorize a program through which Departments may purchase, with
minimum administration and cost operating supplies, on an urgent or repetitive basis.

1. Blanket Purchase Orders (BPOs) shall be limited to the assigned value to the BPO.
2. Material requirements will not be broken up in order to procure them by BPO.

3. No purchases shall be made by BPO unless there are unencumbered monies in the fund
which the purchase is to be charged.

4. Blanket Purchase Orders (BPO) will be issued by the Purchasing Division, after negotiating
the term and conditions with the vendor, for a period of one year renewable annually for a total
period of five years. BPOs will not be issued when:

a. No tangible benefit is derived in terms of price, discount, or quality of service.
b. Quality of the vendor or services is questionable.
c. Control over the City's expenditures would be weakened significantly.

5. The Purchasing Manager will approve all Blanket Purchase Orders (BPOs).

PROCEDURES

Request for and Issue of Blanket Purchase Orders:

Departments may request, by memorandum, opening a BPO. Such requests will identify vendor,
detailed nature of material service required from the vendor, estimated use, and any other pertinent
information regarding the vendor or requirements. The Purchasing Division may also determine a
need, from purchasing/item history, for a BPO and submit the recommendation.
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1. Purchasing will:

a.
b.

Review the need for an open purchase order for a specific category of items or services.

Contact prospective suppliers to evaluate their capabilities, determine if BPO is a
biddable contract, negotiate prices and terms, and review the open purchase order
procedure with the supplier.

Determine the need for a contract for the specific BPO and work with the City Attorney
and Department to establish a contract, when required.

Select the supplier in accordance with the policies of this manual and prepare a
requisition which shall include a description of the basic products or services requested
for a specific time period at a predetermined dollar limitation.

Prepare the BPO
Distribute the BPO
Provide copies of BPO to:
Account Payable
Supplier
Requestor

Purchasing File

2. Using Departments will:

a.

Contact the supplier for the product or service requested, place a verbal request against
the BPO and inform the supplier of the BPO number.

Receive material and enter the account number for which the material or service is
being purchased.

Secure signature approval from department head or authorized representative.

Submit to Accounts Payable within three days a copy of the supplier's sales receipt
and/or invoice covering the transaction.

3. The Supplier will:

a.
b.

Provide the products or services requested.

Mail invoice directly to Accounts Payable if not submitted to City employee at time of
purchase.

4. The Accounts Payable will:

a.
b.

Match supplier invoices with BPO.

Audit Invoice for:
e Proper price extensions
e Proper quantity discounts, if applicable

e Proper tax
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e Proper purchase order number and departmental account charge number
e Proper account charge number
e Authorized signatures

c.  Call supplier on any discrepancies after completion of the invoice or sales receipt
audit.

d. Prepare for payment at the next available checking processing.
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PP-13.0

INFORMAL PURCHASES (less than $15,000)

PURPOSE

The purpose of this policy is to define responsibilities and set forth procedures for the bidding and
award of purchases for supplies, material, equipment and services awarded under the authority of
FVMC 2.36.060.

DEFINITIONS

1.

Buyer. Purchasing Manager or Senior Buyer, Buyer, Purchasing Technician or other agent
delegated buying authority in writing by the Purchasing Manager.

2. Responsive Bid. A bid shall be considered responsive when the supplier has complied with the
terms, conditions, provisions, specifications, instructions and all other requirements of the
Request for Quotation. The decision whether or not a bid is responsive is an administrative one
which shall be made by the Purchasing Division and Requesting Departments after proper
evaluation of the bids.

3. Responsible Bidder. A bidder shall be considered responsible when it has been established that
he has the technical capability, financial capacity, facilities and manpower required to perform as
outlined in the provisions and conditions of the bid.

4. Informal Purchases. Awards for material, equipment, supplies and/or services not exceeding
$15,000, the value established for informal bids by FVMC 2.36.060.

POLICY
General

Offer and Acceptance. In general, a written solicitation of bids is preferred. Written quotes and bids
are recognized as offers, and the City's purchase order or contract would serve as acceptance.
Verbal offers are not recognized as offers. When verbal offers are accepted, the City's purchase
order or contract is an offer, and acknowledgment or delivery on the order would be acceptance. A
facsimile quote is generally accepted as a written offer. The terms of an agreement are not fixed until
offer and acceptance is established. In order to establish firm pricing and terms, and reduce risk to
the City, it is preferred to have the City's purchase order or contract be acceptance which requires
written quotes or bids.

Written Requests for Quotes (RFQ): No less than three vendors will be solicited for informal
purchases when a purchase is between $5000 to $15,000 dollars, the established threshold per
FVMC 2.36.060 (c), bids will be solicited by written Request for Quotes (RFQ). The Purchasing
Manager may, in writing, waive the requirement for written Requests for Quotations for standard
commercial materials when appropriate.
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Verbal Request for Quotes: Below $5,000, bids may be solicited verbally. It is preferred that bids
in this threshold be written whenever possible.

Non-competitive Awards: Below $500 the threshold, established in FVYMC 2.36.060 bidding may
be dispensed with and awards may be made without competition.

PROCEDURES
1. Written Requests for Quotes:

a. Requisition/Authorization. Procurement will not begin until a properly completed and
authorized requisition is received, verification of funds availability has been completed, and
specifications evaluated as acceptable.

b. Waiver of Bid. Determination and declaration on waiver of competitive bids shall be made in
accordance with FVMC 2.36.120.

c. Bidders List. Sufficient Bidders will be identified to ensure the receipt of at least three (3)
quotes.

d. Request for Quotation. The RFQ will be drafted by the Buyer utilizing the standard terms and
conditions found on the Purchase order, and those terms and conditions deemed pertinent to
the specific purchase. Each RFQ will be assigned a closing date by which responses must be
received to be considered, and this date should allow sufficient lead time as to allow vendors
ample opportunity to prepare a quote. "Sufficient time" varies by commodity and market, and
the Buyer is expected to perform sufficient procurement planning to have good expectation as
to response.

e The RFQ will be approved as to content and form by the Purchasing Manager.

¢ The RFQ will be assigned a control number, and mailed to the vendors on the bidders
list.

o Written RFQ will be typed, have a neat and professional appearance, RFQs will be
written in a manner to make reading and understanding the requirements as easy as
possible.

¢ With the permission of the Purchasing Manager, a short form RFQ may be used,
consisting of a front page and Special Provisions for items being procured from regular
providers.

e. Quotes: Written responses are required in response to a written RFQ. Verbal/telephonic
responses will not be accepted. A facsimile response is considered an adequate written
response for the purposes of responding to a written RFQ.

e Rejection of Quotes. The City shall reserve the right to reject any or all quotes in whole or
in part and may waive any irregularities or informalities in any bid when such action
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e is considered from all considerations to be for the best interest of the
City of Fountain Valley. All quotes received after the designated closing date may be
considered non-responsive and be rejected.

e Tie Bids. If two or more bids received are for the same total amount or unit price, quality
and service being equal, and if there is no evidence of collusion between the tie bidders
and the circumstances will not permit the reissue of bids, the City may accept the bid of
its choice except that preference will be extended to vendors licensed to do business in
the City of Fountain Valley.

e FEvaluation. Evaluation will be on the basis of price, compliance to specifications, and
references/history.

e Award Recommendation. Purchases shall be awarded to the lowest responsive and
responsible bidder. In determining the lowest responsive and responsible bidder, the
following shall be taken into consideration:

0 The quality, suitability and efficiency of the item or service offered and its conformity
with the specifications.

o The delivery, discount terms and all other conditions submitted in the bid.

o The reputation of the equipment, the service reputation of the bidder and all
information and data required to prove the responsibility of the supplier.

f. Awarding Authority. Award will be made in accordance with the requirements of FVMC
2.36.060 and the procedures established in this manual.

g. Records. The RFQ, Abstract of Proposals/Quotations, and other information will be filed with
the retained copy of the Purchase order. The Purchase order file should contain sufficient
information to document the solicitation, results and award.

2. Verbal Request for Quotes. In accordance with FVMC 2.36.060 (b), purchases of supplies and

services valued between $500 to $5,000 dollars, can be made with verbal quotations. Generally,
Buyers should request written or facsimile confirmation of a verbal quote whenever possible.
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PP-14.0

FORMAL BID PROCEDURES (over $15,000)

PURPOSE

The purpose of this policy is to define responsibilities and set forth procedures for the bidding and
award of formal purchases for supplies, material, equipment and services awarded under the
authority of FYMC 2.36.070 of the City Code.

DEFINITIONS

1.

Buyer. Purchasing Manager or Senior Buyer, Buyer, Purchasing Technician or other agent
delegated buying authority by the Purchasing Manager.

2. Formal or Major Purchase. Awards for material, equipment, supplies and/or services which equal
or exceed $15,000.

3. Responsive Bid. A bid shall be considered responsive when the supplier has complied with the
terms, conditions, provisions, specifications, instructions and all other requirements of the
Invitation for Bids. The decision whether or not a bid is responsive is an administrative one which
shall be made by the Purchasing Division and requesting departments after proper evaluation of
the bids.

4. Responsible Bidder. A seller shall be considered responsible when it has been established that
he has the technical capability, financial capacity, facilities and manpower required to perform as
outlined in the provisions and conditions of the bid.

5. Informal or Small Purchases. Awards for material, equipment, supplies and/or services not
exceeding $15,000.

6. Invitation for Bids. IFB a bidding procedure used for major purchases when the product or service
has been clearly defined.

7. Request for Proposal. RFP a bidding procedure used for major purchases when the product or
service has been not been clearly defined.

POLICY

1. General. All purchases of and contracts for supplies, materials, equipment or services shall be
made through competitive bids. Major purchases or purchases in excess of $15,000 shall be
based on formal competitive bidding and procurement.

2. Formal Bids versus Formal Proposals. Two types of formal competitive procurements Formal

Bids (Invitation For Bids 7 IFB) will be used for all major purchases, defined above, except where
there is uncertainty as to appropriate specifications, unusual risks which cannot be adequately
evaluated in procurement planning, or we seek to buy the “best value' where the factors
determining value may not be quantifiable. In such a case a competitive sealed proposals
(Request For Proposals - RFP) may be used to procure. It is the responsibility of the Buyer to
evaluate each purchase and to initiate the appropriate method of purchase.
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3.

Exceptions.

a. Emergency Procurements. In accordance FVYMC 2.36.120 par. 1 emergency purchases and
contracts for goods and services may be made free of the bidding requirements when
purchase or contract for the item is immediately necessary for the continued operation of a
department or for the preservation of life and property, and when such purchase is required
for health, safety, and welfare of the people or for the protection of property, provided that
there is a present, immediate, and existing emergency. Determination and declaration that
such an emergency exists shall be made at the same level of authority as set forth by FVMC
2.57.050.

b. Waiver of Competitive Bidding. In accordance with FVMC 2.36.120, if limitations on the
source of supply, necessary restrictions in specifications, necessary standardization, quality
considerations, or other valid reasons for waiving competition appear, then purchases may be
made without recourse to competitive bidding if waiver of competitive bidding is approved by
limitations defined.

Bidders List. Sufficient bidders will be identified to ensure the receipt of at least three (3) quotes.

Multi-year Awards. A multi-year contract is appropriate when it is in the best interest of the City
to obtain uninterrupted services extending over more than one fiscal year. The objective of a
multi-year contract is to promote economy and efficiency in procurements by obtaining the
benefits of longer amortization periods for initial capital costs, or sustained production of units.

COMPETITIVE SEALED BIDDING

1.

Use of Competitive Sealed Bids. Competitive sealed bidding is the preferred method for large
dollar complex procurement of goods and services where the goods, product or services can be
defined. The IFB shall be drafted by the Buyer using a format approved by the Purchasing
Manager.

Specifications. Detailed specifications of the goods, product or services are required for all
IFBs to assure the City will receive a valid and useful bid.

Provisions and Special Provisions are drafted by purchasing in conjunction with the User
Department. Each IFB will be assigned a bid opening closing date by which responses must be
received to be considered, and this date should allow sufficient lead time as to allow sellers
ample opportunity to prepare a quote.

Bid List The Bid List will include all vendors that have shown interest in bidding the IFB and will
include a minimum of three vendors to allow for fair competition. The Buyer can compile the Bid
List from a variety of sources including but not limited to; vendors registered on the Vendor
Database, recommendations from other agencies, or vendors from previous

Evaluation. Evaluation will be on the basis of price, compliance to specifications, and
references/history.

Award Recommendation. Purchases shall be awarded to the lowest responsive and
responsible bidder. In determining the lowest responsive and responsible bidder, the following
shall be taken into consideration:

a. The quality, suitability and efficiency of the item or service offered and its conformity with the
specifications.
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7.

b. The delivery, discount terms, local vendor preference, and all other conditions submitted in the
bid.

c. The reputation of the equipment, the service reputation of the seller and all information and
data required to prove the responsibility of the supplier.

Award. Award will be made in accordance with FVMC 2.36.070 and the procedures established
in this manual. Award by City Council will be by approved staff report.

COMPETITIVE SEALED PROPOSALS or RFP

1.

6.

Use of competitive sealed proposals. Competitive sealed proposals are conducted in
accordance with FVYMC 2.36.070. Competitive sealed proposals are an alternate method for
procurement of goods and services where there is uncertainty as to specifications, undefined
criteria or unknown risks. If sufficient data cannot be provided in a bid to evaluate and award,
then a competitive sealed proposal may be warranted. The RFP shall be drafted by the Buyer
using a format approved by the Purchasing Manager.

Statement of Work. A detailed SOW is required to describe to work to be performed or service
to be provided.

Provisions and Special Provisions are drafted by purchasing in conjunction with the User
Department. Each RFP will be assigned a bid opening closing date by which responses must be
received to be considered, and this date should allow sufficient lead time as to allow sellers
ample opportunity to prepare a quote.

Bid List The Bid List will include all vendors that have shown interest in bidding the RFP and will
include a minimum of three vendors to allow for fair competition. The Buyer can compile the Bid
List from a variety of sources including but not limited to; vendors registered on the Vendor
Database, recommendations from other agencies, or vendors from previous bid opportunities

Award Recommendation. A contract shall be awarded to the lowest responsive and
responsible bidder whose proposal is judged superior and with whom the City successfully
negotiates an acceptable contract.

a. The quality, suitability and efficiency of the item or service offered and its conformity with
the SOW.

b. The delivery, discount terms, local vendor preference, and all other conditions submitted in
the bid.

c. The reputation of the equipment, the service reputation of the seller and all information and
data required to prove the responsibility of the supplier.

Award. Award will be made in accordance with FVYMC 2.36.070 and the procedures established
in this manual. Award by City Council will be by approved staff report.
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PP-15.0 DISPOSITION OF SURPLUS/SCRAP CITY MATERIAL

PURPOSE

To establish policies and procedures for the management and disposition of surplus property and
scrap material.

DEFINITIONS

1. Surplus Property. Materials, supplies and equipment which cannot be used by any City Department
or which otherwise have become unsuitable for use. Surplus property shall include, but is not
limited to, such items as office furnishings, vehicles, tools, radios, pumps, motors, etc., but does not
include real property (real estate). Surplus property, within the context of this policy, generally refers
to durable or Capital goods, as opposed to consumable goods (papers, pencils, pens, computer
disks, etc.

2. Scrap Material. Waste materials generated in the work process and discarded articles useful only
as material for reprocessing. Examples of such material are: scrap metal, used oil, discarded lead
batteries and tires, etc.

POLICY

1. General Formal Policy. FVMC 2.36.220 delegates to the Purchasing Manager authority to dispose
of City property by means that best serves the public good. This can be defined as sale by auction,
trade, donation, or whatever means that best servicest he City6s needs.

2. Selling to City Employees. In order to avoid a conflict or appearance of conflict between their
public employment and their private lives, in the eyes of the public, it is the policy of the City to only
sell surplus or scrap material to an employee through a competitive process open to the public.

3. Reuse/Recycling. It is the City's policy to reuse surplus/scrap material to the degree possible and
to recycle scrap material for which there are existing accessible programs. Currently the City
recycles paper, cardboard, metal, cement and asphalt, trees and brush clippings, automotive
antifreeze, oil, tires, automotive batteries, and oil filters. Additionally, debris bin quantities of plastics
and wood are to be generated, these will be recycled.

PROCEDURES

1. Generating Departments.

a. Periodic Review. City departments shall periodically review inventories, of supplies and
equipments to identify surplus and scrap material and take action outlined herein to remove it
from work centers and allow reuse or realize value for it.
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b. Surplus - Notification. After determining material is surplus, the manager in whose custody the
material resides, will notify the Purchasing Manager, in writing, of the situation and requesting
transfer to the Surplus storage. The manager shall complete a Fixed Asset Disposal form (See
Exhibit ACO of Re f ¢ and subndt tosthee urdhasing Division albng with the
written notification.

2. Purchasing and Stores.

a. Receipt of Notification. Upon receipt of Notification by the generating department of surplus or
scrap material to be transferred, the Purchasing Manager will review the notice, estimated the
value and storage problems associated with the material, and make an initial determination as
to handling of the material. Heavy or over sized items may be left in place pending surplus
decisions. The Purchasing Manager will also determine the initial surplus plan. This information
will be conveyed to the originating department, and the transfer of the material arranged, if
appropriate. City storage facilitates cannot accommodate heavy or over-sized items, and this
material is not to be transferred to the Surplus Storage without prior clearance.

b. Disposition. Upon receipt of the Notification and material, if appropriate, the Purchasing
Manager will determine the initial disposition plan based on the type of material, and value.

c. Scrap. Material clearly identified as scrap will be discarded, recycled or sold with the majority of
it being discarded or recycled.

d. Surplus. The proper disposition of surplus is reuse by another City department, or auction if
there is no reuse available. Like scrap, material with no reuse and little intrinsic value or market
may be discarded.

e. Reuse. Material that appears to be reusable will be retained and its availability advertised.
Material with questionable reuse will be retained and advertised. Advertising availability will be
molded to the nature of the material and potential users.

f. Auction. Material or equipment which cannot be reused by the City and is estimated to be
valued over $500 will be referred to Purchasing and scheduled for sale through auction.
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PP-16.0 CAPITAL ASSETS AND INVENTORY CONTROL

PURPOSE

The purpose of this policy is to establish procedures for the receipt, management and disposition of
Capital Assets.

POLICY

A Capital Asset or Capital Equipment is defined by the City as any asset valued over $500 that is held for
a long period of time and generally resides on the Ten Year Replacement Schedule. Examples of Capital
Assets are; furniture, equipment, vehicles, tools, electronics, radios, computers, and copiers.

The Purchasing Division shall be responsible for all inventory control of Capital Equipment items. This
shall include the assignment and reassignment of City inventory tags to all City equipment and vehicles.
City inventory numbers (City Tag) will be issued to new equipment and vehicles valued over $1000
dollars and will be retired when equipment and vehicles are disposed of through standard Purchasing
Procedures. (See Policy PP-15 for additional information)

PROCEDURES

1. Vehicles and other rolling stock are not given a City Tag, but are issued an inventory number controlled
by the Purchasing Division. The Fleet Division is responsible for vehicle maintenance and shall
coordinate with the Purchasing Division on the assignment and re-assignment of any vehicle inventory
numbers as vehicles are purchased and replaced.

2. In gener