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The Purchasing Division

Mission Statement

“The Purchasing Division partners with clients and suppliers to enhance
and expand competitive procurement service delivery.”

Core Purpose
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procurement support and guidance to City Staff”
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and supporter of the following organizations:

National Institute of Governmental Purchasing
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Forward

The Purchasing Division has prepared this Purchasing Manual for use by all
Departments and Divisions of the City of Olathe. The purpose of this policy manual
is to serve as a reference for employees to maximize the value of public funds in
procurement and to maintain an ethical, quality procurement system.

Competition is the byword. From an economic standpoint, competition in public
purchasing is an almost indispensable means for improving the quality of purchases,
encouraging innovation among suppliers, increasing the City's latitude of choice and,
most importantly, assuring the reasonableness of costs. Competition coupled with
standardization and economies of scale will maximize the City's opportunity to obtain
the greatest value for the tax dollar.

To develop an effective and efficient procurement program, all personnel involved
must work as a cross functional team for the betterment of the City as a whole.
Those individuals whose responsibilities require them to become a part of the
purchasing cycle must be knowledgeable of the policies and procedures adopted
herein as a general framework for ethical procurement practices. Our goal is the
promotion of the City's best interest through intelligent activities and fair dealing

with the vendor community.

Judy Meisel, CPPO, CPPB
Purchasing Manager
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Revised: 8-1-08

SECTION 10: INTRODUCTION

10.1 Purpose of Manual:

The purpose of this Purchasing Manual is to provide for the fair and equitable treatment of
all persons involved in public purchasing by the City, to maximize the purchasing value of
public funds, to codify and standardize the City’s purchasing rules and regulations for
orderly and efficient administration, to provide safeguards for maintaining a procurement
system of quality and integrity, and foster effective, broad-based competition within the
free enterprise system.

All City of Olathe employees shall familiarize themselves with the regulations set forth and
shall adhere to the policies and practices established herewith. The City Manager reserves
the right to waive regulations established in this manual if it is determined to be in the best
interest for the City of Olathe.

10.2 Centralization of Procurement Authority:

Except as otherwise provided herein, all rights, power, duties and authority, relating to the
procurement of supplies and services are vested in the Resource Management Department,
Purchasing Division. The sale and disposal of surplus supplies and equipment are also the
responsibility of Purchasing Division. Authority may be delegated only by the Purchasing
Manager with approval of the Director of Resource Management and the City Manager within
the parameters established in this manual.

NOTE: Public improvements and construction procurement policy shall be vested
with the Public Works Director and are addressed within a separate manual.

10.3 Applicability:

Chapter 3.50 of the Olathe Municipal Code (The Procurement Ordinance) governs all
procurement activity by the City of Olathe. The Procurement Ordinance and this Purchasing
Manual shall apply to the procurement of all materials, equipment, and services required by
all Departments of the City. Purchases subject to contracts between the City and other
governmental bodies are excluded. When any procurement involves the expenditure of
federal or state funds, the procurement shall be conducted in accordance with any
mandatory applicable federal and state laws or regulations.

10.4 Responsibility:

A. The City Manager is responsible for the City’s purchasing system. This responsibility is
delegated through the Resource Management Director to the Purchasing Manager.

B. The Purchasing Manager is the principal public purchasing official of the City. The
Purchasing Manager’s responsibilities are enumerated in this manual under Section 20 -
Purchasing Authority.

C. Department Directors are responsible for ensuring their Departments’ purchasing
activities are in accordance with the rules and regulations set forth herein.

D. Violation of these policies and procedures shall be grounds for disciplinary
action up to and including termination and/or criminal prosecution. Any
purchase or contract entered into by an elected or appointed City official,
Department Director or employee that violates the rules and regulations defined



in this policy manual may be determined to be the personal and financial
responsibility of that individual.
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SECTION 20: PURCHASING AUTHORITY

20.1 City Council:

The responsibility for all purchases made by the City of Olathe is held by the City Council.
City Council shall authorize the City Manager to establish procurement rules and regulations
for all City personnel.

20.2 City Manager:

The City Manager is the Chief Executive Officer of the City and shall be responsible for the
conduct of all City Departments. In the absence of the City Manager, the Assistant City
Manager(s) shall be responsible for the conduct of all City Departments. The City Manager
shall establish the rules and regulations for the procurement of all goods and services and
such rules and regulations shall be applicable to all City employees. The City Manager and
City Council possess the sole authority for any deviation from purchasing regulations. If
improper purchasing practices occur, the City Manager may invoke disciplinary action(s)
upon the individual, Division and/or Department. Disciplinary action may be in the form of
restricted purchasing delegation, restitution, suspension, termination or any other form
deemed appropriate by the City Manager.

20.3 Department Directors:

By authority of the City Manager, Department Directors shall be delegated purchasing
authority and responsibility as set forth within this manual. Additionally, Department
Directors are given the responsibility of ensuring that all personnel in their Department are
knowledgeable of and fully understand purchasing procedures established by the City
Manager. By following the requirements established within this manual, Department
Directors may be able to make better use of budgeted funds for their Department. Through
proper planning of purchases, so as to allow the Purchasing Division sufficient time to obtain
proposals, quotations or bids (with an allowable lead time for delivery), Departments shall
not only be able to realize savings through competition between vendors, but shall also
preclude unnecessary delays.

Department Directors may delegate purchasing authority to their employees as required to
facilitate the activities within their scope of responsibility. However, the ultimate
responsibility remains with the Director for the activities of their subordinate employees.

If Department Directors have any questions concerning procurement procedures, the
Purchasing Manager or any member of the Purchasing Staff is prepared to offer assistance.

20.4 Purchasing Manager:

By the authority of the City Manager, the Purchasing Manager is hired by the Resource
Management Director and shall work under his/her supervision. The Purchasing Manager
shall be responsible for the daily operations of the Purchasing Division. The Purchasing
Manager shall have the actual authority and power to insure compliance with the contents of
this policy manual. It shall be his/her responsibility to comply with the following:

A. Purchase or Contract: To purchase or contract for all supplies and services required
by any City Department or Division, all in accordance with purchasing procedures as
prescribed herein and such rules, regulations and procedures as the Purchasing
Manager may adopt for the internal management and operation of the Purchasing
Division together with such other rules and regulations as shall be prescribed by the
City Manager and/or the City Council.




Purchase Authority- Goods and Services: Responsible for the centralized
procurement system. Purchasing activities may be delegated to the Department
Director or their designees in accordance with the policies and procedures herein.

Minimum Expenditure: Act to procure for the City acceptable quality in supplies,
equipment and contractual services at the least expense to the City.

Encourage Competition: Endeavor to obtain as full and open competition as
possible and practical on all purchases and sales.

Rules and Regulations: Propose amendment of procurement rules and regulations
authorized by this Purchasing Manual for consideration and approval by the City
Manager.

Purchasing Analysis: Keep informed on current developments in the field of
purchasing, pricing, market conditions and new products, and secure for the City
the benefits of research done in the field of purchasing by other governmental
jurisdictions, national technical societies, trade associations having national
recognition and by private businesses and organizations.

Forms & Systems: Prescribe and maintain such official City of Olathe forms and
systems as necessary for compliance with this Purchasing Manual.

Vendor File: Prepare and maintain a file of current and potential vendors for
solicitation of bids and proposals. Vendors shall be listed by the commodities
and/or services they offer either electronically or manually within the Purchasing
Office or in an electronic data base.

Bulk Purchases: When beneficial to the City maximize the benefits and the
possibilities of buying "in bulk" so as to take full advantage of the economy of
scales through quantity discounts.

Central Receiving: Exercise direct supervision over the City's central receiving and
distribution system.

Surplus Property: Sell, trade, auction or otherwise dispose of surplus supplies,
materials, and equipment belonging to the City as is in the best interest of the
City.

Cooperative Purchasing: When in the best interest of the City, participate in,
sponsor, conduct or administer cooperative purchasing agreements.




20.5 Purchasing Authority Table:

The following table is to be used as a quick reference to determine who makes the purchase
on behalf of their Department or Division, and the process to be utilized.

Dollar Who makes this Purchase Process Used
Purchase purchase?
Range
$1 - $4,999 All City employees as Procurement Card is preferred to $4,999.
delegated by Department Purchase Order (OF)
Department Director
Purchasing Division if
requested by
Department
$5,000 - Purchasing Division Procurement Card if authorized by Department
$14,999 Staff Director and Purchasing Manager, and
User Department staff purchase is from a price agreement vendor
as authorized by their Department Purchase Order if price agreement
Department Director vendor, or documentation of quotes obtained if
not price agreement vendor and as authorized
by Department Director
Purchase Requisition (OR/0OI/0OU) with
documentation of competition (fax, e-mail, or
written quotations) if not price agreement
vendor
$15,000 - Purchasing Division Purchase Requisition (OR/0OI/0OU) if not price
$24,999 Staff agreement vendor
User Department staff Department Purchase Order if current price
as authorized by the agreement in place with vendor
Purchasing Manager Purchasing will obtain quotes and issue
purchase order.
$25,000 - Purchasing Division Purchase Requisition (OR/0OI/OU) entered by
49,999 Staff only requesting department/division.

$50,000 and

over

Purchasing will advertise and solicit bids or
proposals and issue purchase order.

Purchase Requisition (OR/0OI/OU) entered by
requesting department/division.

Purchasing will advertise and solicit bids or
proposals

Purchasing will submit for Council approval.
Purchase order/agreement issued after Council
approval.




20.6 Contract/Expenditure Approval Table:

The following table indicates final contract approval and/or payment authorization for City
expenditures.

Expenditure Final

Amount Approval/Authorization
$1 - 14,999 Department Director
$15,000 - 49,000 City Manager

$50,000 or more City Council
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SECTION 30: SOURCE SELECTION, COMPETITIVE BIDDING AND AWARDS

30.1 Small Purchases ($4,999 or less):

Non-repetitive purchases of an aggregate amount of less than $5,000 shall be considered
“small purchases” and shall not require a purchase request or purchase order. Small
purchases may be made by Department Directors or their respective designees without
competition or further approval by the Purchasing Division or the City Manager. Purchases
shall not be artificially divided so as to constitute a small purchase under this section. The
Purchasing Division will assist clients with small purchases if requested.

30.2 Informal Solicitations ($5,000 - $24,999):
Unless otherwise authorized within this manual, any purchase of supplies and services of
$5,001 to $14,999 shall be made in accordance with the purchases procedures set forth in

this section. Purchases shall not be artificially divided to circumvent the bid process.

A. Purchase Authority and Process:

1. The Purchasing Manager or employees with delegated purchasing authority
shall utilize informal solicitations for the purchase of any materials, services, or
professional services not exceeding a cost of $24,999. If multiple purchases
will be made during one fiscal year with an aggregate amount to warrant
annual contracting, the Purchasing Manager may require the
Department/Division to provide data for a formal competitive solicitation, as is
in the best interest of the City.

2. Such purchases shall be made in the open market. Whenever practical or
advantageous, the Purchasing Manager or employees with delegated
purchasing authority shall attempt to obtain written (fax, e-mail, etc.) quotes
from a minimum of three (3) vendors. Purchases of materials or services shall
be awarded to the vendor supplying the lowest responsible and responsive
quote or as determined to be most advantageous to the city. The names of the
vendors submitting quotations, the amount of each quotation and the date,
shall be documented and maintained as a public record. Maximum use of local
suppliers is preferred.

3. The purchasing procedures adopted pursuant to this section may be delegated
up to a maximum amount of $15,000 to Department Directors or their
designees provided that the designees have received adequate training as
determined and documented by the Purchasing Manager.

30.3 Formal Solicitations ($25,000 or more):

e Competitive Sealed Bids/Proposals Required: Except as otherwise described herein, any
expenditure for supplies, materials and equipment or any contract obligating the City of
Olathe of $25,000 or more shall be purchased under formal competitive sealed bid or
competitive proposal procedures.

Competitive Sealed Bid - A competitive sealed bid (IFB - Invitation for Bids) is a method
of source selection for a procurement of goods, commodities and/or services estimated
to be $25,000 or more. Award is generally made to the lowest responsive and
responsible bidder whose bid complies with the specifications contained in the bid
documents. This means that bid price is generally the decisive criterion for determining
the vendor who shall receive the award.



Competitive Sealed Proposal - A competitive sealed proposal (RFP - Request for
Proposals) is a method of source selection for a procurement estimated to cost $25,000
or more. Award is generally to the respondent whose offer is considered the best when
compared and evaluated against established criteria and all other offers. Cost is not the
primary focus of the award. Criteria shall include but not be limited to applicable and
appropriate qualifications, experience, referenced successes, and cost factors

Public Notice Required: Notice of purchases of commodities and/or services estimated to
cost $25,000 or more shall be published in the City’s official newspaper at least five (5)
working days prior to the last day set for the receipt of solicitations. Public notice of
solicitations shall state the place, date and time of the bid opening.

Public Records: Purchasing Division is responsible for record keeping. All submittals,
except confidential or proprietary information as defined by law, are public records and
must be retained in accordance with the City’s record retention schedule.

Competitive Sealed Bid Procedure:

1. Invitation for Bids (IFB): An Invitation for Bids shall be issued and include
specifications and all contractual terms and conditions applicable to the
procurement, as well as the bid opening time and date.

2. Specifications: Specifications shall be developed by the requesting
department/division and forwarded to Purchasing Division along with the
appropriate requisition (OR/OI/OU). Specifications shall be indicative of the
commodities or services required vyet allow for open competition. These
specifications will be made available to all interested parties as part of the IFB. If
for any reason whatsoever it is necessary to change the specifications or any other
of the formal data and there is adequate time as determined by the Purchasing
Manager prior to the date of bid opening, an addendum shall be issued setting forth
the changes. Specification changes must allow adequate notice and mailing time
and shall be coordinated between user Department and Purchasing. This addendum
shall be issued to everyone who received a copy of the Invitation for Bids. 1In
certain cases the bid opening may be postponed to allow adequate time for
respondents to prepare their bid based on specification changes. If there is not
adequate time, the Invitation for Bids shall be canceled and new bid process
initiated.

3. Public Notice: At least one (1) bid invitation notice shall be published in the official
City newspaper at least five (5) work days prior to the date for opening the sealed
bids.

4. Bonding: Bonding for service contracts shall occur at the discretion of the
Purchasing Manager or the Department Director of the using Department.

5. Bid Opening: The opening of sealed bids shall be a public ceremony; bids shall be
opened by the Purchasing Manager or his/her designated representative, at the time
and place specified in the Invitation for Bids. The amount of each bid and such
relevant information as the Purchasing Manager or his/her designated
representative deems appropriate, together with the name of each bidder, shall be
announced. BIDS MUST BE RECEIVED PRIOR TO THE SPECIFIED TIME AS
ESTABLISHED IN THE INVITATION FOR BIDS. BIDS RECEIVED AFTER THE
SPECIFIED DEADLINE MUST BE RETURNED TO THE NON-RESPONSIVE
VENDOR UNOPENED.



6. Bid Submission and Bid Evaluation: Bids shall be submitted without alteration or
correction except as authorized in this subsection. Bids shall be evaluated based on
the requirements set forth in the Invitation for Bids, which may include criteria to
determine acceptability, such as inspection, testing, quality, workmanship, delivery
and suitability for a particular purpose. Those criteria that will affect the price and
be considered in evaluation for award shall be objectively measurable, such as
discounts, allowances, transportation costs and total or life cycle costs. The
Invitation for Bids shall set forth the evaluation criteria to be used. No criteria
may be used in bid evaluations that are not set forth in the bid documents.

7. Correction or Withdrawal of Bids: Correction or withdrawal of inadvertently
erroneous bids before and after a bid opening may be permitted in accordance with
this subsection. Mistakes discovered before the bid opening may be modified or
withdrawn by written notice received in the Purchasing Office prior to the time set
for the bid opening. After the bid opening, corrections in bids shall be permitted
only to the extent allowable in the bid documents and that the bidder can show by
clear and convincing evidence that the mistake of a non-judgmental character was
made. Except for the foregoing, after the bid opening no changes in bid prices or
other provisions of bids shall be permitted. All decisions to permit the correction or
withdrawal of bids shall be supported by a written determination made by the
Purchasing Manager or his/her designated representative.

8. Award: An award shall be made by written notice to the lowest responsible and
responsive bidder whose bid meets the requirements and criteria set forth in the
Invitation for Bids. In the purchase of supplies or services pursuant to this section,
amounting in value to $50,000 or more, the Purchasing Manager or his/her
designated representative shall submit a recommendation of award to the City
Council. The Purchasing Manager may award bids from $25,000 to $49,999 without
prior Council approval, but shall make a quarterly report of such awards to the
Council for their information.

Competitive Sealed Proposal/Competitive Negotiation Process: A contract for
supplies or services for $25,000 or more may be entered into by use of the competitive
sealed proposal/competitive negotiations method when (i) the Purchasing Manager or
his/her designated representative determines that the complex nature or technical
details of a particular procurement make the use of competitive sealed bidding either
not practical or not advantageous to the City; (ii) specifications cannot fairly or
objectively be prepared as to permit competition in an Invitation for Bids; (iii)
equipment or service is available from a limited number of sources; or (iv)
specifications cannot practically be prepared except by reference to specifications of the
equipment of a single source of supply.

1. Requests for Proposals: Proposals shall be solicited through a formal sealed
proposal process.

2. Public Notice: At least one (1) proposal invitation notice shall be published in the
official City newspaper at least five (5) work days prior to the deadline date for
receiving proposals.

3. Receipt of Solicitations: No proposals shall be opened until the time designated in
the public notice for the solicitation. At this stage only the names of
respondents are public record; all other information is confidential until
contract negotiations are completed.




4. Evaluation Factors: Proposal evaluation criteria should measure how well each
proposal meets the desired requirements established before proposals are received.
Final consideration for awarding of contract shall not be based solely on price. A
combination of qualifications, past experience, demonstrated successes, references,
fees and costs, capacity to fulfill all requirements of the contract and other
qualifying considerations shall be considered for evaluation purposes.

The preliminary rating of proposals received is usually based upon the proposals as
presented, and on the criteria in the RFP. Once the preliminary ratings are
tabulated, the top performers (numbers vary dependent upon the solicitation) are
invited in for interviews/discussions of their proposals.

5. Discussion with Respondents and Revisions to Proposals: As provided in the
Request for Proposals, discussions may be conducted with responsible respondents
who submit proposals determined to best comply with the requirements of the RFP,
for the purpose of clarification to assure full understanding of their proposal and
conformance to the requirements set forth in the RFP. Respondents shall be
accorded fair and equal treatment with respect to any opportunity for discussion and
revision of proposals and such revisions may be permitted after submissions and
prior to award for the purpose of obtaining best and final offers.

6. Award: Award shall be made to the most responsive firm or individual whose
proposal is determined to be the most advantageous to the City, taking into
consideration evaluation factors set forth in the Request for Proposals. No other
factors or criteria shall be used for this evaluation. The contract file shall contain
the basis on which the award was made. In the purchase of supplies or services
pursuant to this section, amounting in value to $50,000 or more, the Purchasing
Manager or his/her designated representative shall submit a recommendation for
award to the City Council. The Purchasing Manager may award bids from $25,000
to $49,999 without prior Council approval, but shall make a quarterly report of such
awards to the Council for their information.

When issuing Competitive Sealed Proposals, a determination must be made if the process is
to be single or multi-step. In a multi-step process, the Purchasing Manager will determine if
it would be in the best interest of the City to obtain qualification letters or statements of
interest from prospective providers prior to soliciting proposals. If that is
determined to be the best method, the process will start with the letter(s).

The following process shall be adhered to in varying degrees as agreed upon between the
using Department and the Purchasing Manager.

Step 1: The first step requires the using Department Director to designate a
representative to serve as Project Lead. Prior to preparing a request to issue a Request
for Proposals (RFP), the Project Lead shall confer with the Purchasing Division to
determine whether an RFP is the appropriate mechanism for the procurement or if a
qualification letter/statement of interest is the first step of the process. If the RFP is
recommended, a schedule for the selection process shall then be established.

Step 2: The Project Lead shall prepare a purchase requisition to transmit to the
Purchasing Manager with the Scope of Work (minimum requirements for services) for
the project. The Scope of Work (SOW) shall be submitted in writing in Microsoft Word ™.
The SOW seeks results; it is performance oriented and requires a systematic approach.
It should define the mission of the RFP or answer the question ‘why’ this acquisition is
being made or considered. It shall also discuss in broad terms how the mission is to be
accomplished, and the expected outcomes of the solicitation. The SOW needs to define
the logical flow of activities, who is responsible for what, etc. - it identifies the
responsibilities of both parties (City and supplier).



Step 3: Accompanying the SOW shall be (1) a proposed calendar of events and (2) the
recommended evaluation criteria to be incorporated into the RFP and used to rank and
select the provider. The Department shall also provide the names and addresses of the
recommended evaluation team members and a list of prospective respondents to be
contacted.

Step 4: The Purchasing Division shall prepare a draft RFP for Departmental review &
revision. Only after all revisions are made will the RFP be issued to the prospective
respondents by the Purchasing Division.

Step 5: The Purchasing Division shall receive all proposals until the deadline date and
time specified. At that time, submittals shall be opened and recorded. At this stage
only the names and addresses of respondents are public record; all other
information is confidential until contract negotiations are completed.

Step 6: Copies of the proposals shall be distributed to the evaluation team members for
preliminary ratings based on the proposals as received and the criteria contained in the
RFP.

Step 7: Evaluation team members shall then meet. The team reviews the compilation
of the ratings for each proposal and determines the strengths and weaknesses of each.
The evaluation must be done in accordance with the criteria contained in the
RFP. The team then determines which and how many of the respondents they would
like to interview, if that is determined to be necessary to further understand the
proposals and their degree of responsiveness to the requirements of the RFP.

The information in proposals is confidential during the evaluation process. A
representative of the Purchasing Division shall facilitate the review process and assist
the committee to assure that evaluations are conducted as stated in the RFP. Final
rankings are made following interviews or oral presentations.

Remember, the committee recommendation does not authorize the committee
or Department to notify any respondent of the status of the evaluation. All
communication with respondents to the RFP must be through the Purchasing
Manager to maintain confidentiality.

Step 8: The Purchasing Manager and the Project Lead shall conduct negotiations with
the recommended respondent until a final contract is agreed upon. If terms or
compensation cannot be agreed upon with the best-qualified respondent, then
negotiations shall be formally terminated with that respondent. If proposals were
submitted by one or more other respondents determined to be qualified, negotiations
may be conducted with such other respondents, in order of their respective qualification
ranking, and the contract may be awarded to the respondent then ranked best qualified
if the amount of compensation is determined to be fair and reasonable.

Step 9: Award shall be made to the most responsive firm or individual whose proposal
is determined to be the most advantageous to the City, taking into consideration
evaluation factors set forth in the Request for Proposals. No other factors or criteria
shall be used for this evaluation. The contract file shall contain the basis on which the
award was made. In the purchase of supplies or services pursuant to this section,
amounting in value to $50,000 or more, the Purchasing Manager or his/her designated
representative shall submit a recommendation for award to the City Council. The
Purchasing Manager may award bids from $25,000 to $49,999 without prior Council
approval, but shall make a quarterly report of such awards to the Council for their
information.

Step 10: All responding to the RFP shall be notified of the selection.




30.4 Non-Responsive Bid Definition:

A responsive bid is one that is in substantial conformance with the requirements of the
Invitation for Bid. Bidders who substitute their standard terms and conditions for that of
the City’s bid documents or who qualify their bids in such a manner as to nullify or limit
their liability to the City are non-responsive bidders.

A. Determination of Non-Responsive: the following are examples of non-responsive
bidders/vendors:

e A bidder who fails to deliver a bid prior to the specified time and date as shown on
the Invitation for Bids is considered late and the bid shall not be opened.

e A bidder who fails to conform to required delivery schedules as set forth in the bid
documents or in the permissible alternatives.

e A bidder who qualifies prices in such a manner that the firm’s bid price cannot be
determined (“price in effect at time of delivery”).

e A bidder who fails to offer goods or services that comply with the specifications of
the bid.

e A bidder who makes the purchasing authority the responsible party for determining
that the bidder’s products conforms to the specifications.

e A bidder who fails to furnish bid surety.

e A bidder who limit the rights of the City under any contract clause.

30.5 Responsible Vendor Definition:

A “Responsible Vendor” is a person who has the capability in all respects to perform fully the
contract requirements and the tenacity, perseverance, experience, integrity, reliability,
capacity, facilities, equipment and credit which shall assure good, full and faithful
performance.

A. Determination of Non-Responsibility: The following are reasons a bidder/vendor
may be declared non-responsible:

1. The bidder is not a regular dealer or supplier of the goods or services offered;

2. The bidder does not have the ability to comply with the required delivery or
performance schedule;

3. The bidder does not have a satisfactory record of performance as documented by
the requesting Department’s Department Director or designated representative or
as referenced by other jurisdictions or customers;

4. The bidder does not have a satisfactory record of integrity; and
5. The bidder does not have the necessary facilities, organization, experience,

technical skills or financial resources to fulfill the terms of the contract/purchase
order.



30.6

Bid Irregularities:

The Purchasing Manager has authority to waive bid irregularities if: 1) the item being
waived is only a matter of form or is an immaterial variation from the exact requirements of
the Invitation for Bids; 2) the item being waived has trivial or no effect on price, quality,
quantity, delivery or performance; and 3) such a waiver would not affect the relative
standing of bidders or be otherwise prejudicial to them. Examples of irregularities that may
be waived are:

Failure to furnish with the bid certain required information regarding the vendor's
qualifications to perform the contract.

Failure to submit required descriptive information on the products offered.

Failure to return the proper number of executed bids or attachments, including
certifications and affidavits.

Failure to return a bid addendum or amendment if on the face of such bid the bidder
acknowledges receipt of addendum or amendment or if the addendum or amendment
does not have material affect on the bidder’s liability under the terms of the contract.

Failure to sign a bid, when evidence is submitted with the bid that clearly shows that the
bid was the one intended by the bidder and that failure to sign was strictly an oversight.

When such irregularities are discovered by the purchasing authority, the bidder is requested
to remedy the problem within a reasonable timeframe by later submitting omitted data or
by providing a written statement of intent.

30.7

A.

30.8

Exemptions to Competitive Solicitation:

The following items are exempted from competitive bidding:

e Supplies, materials, services costing $5,000 or less.

e Purchases made cooperatively with other units of government such as the State of
Kansas, government cooperative groups, and extended awards from other
governmental agencies; the City may, when deemed appropriate, extend its award to
other governmental agencies;

e Purchases from federal, state or other local government units;

e Magazines, books and periodicals;

e Supplies, products or services indispensable to the City which are obtainable, for
practical purposes, only from a single source, as identified by the Purchasing
Manager using the procedure herein set forth;

¢ The material qualifies as an object of fine art;

e A particular material is required to match materials currently in use by the City.

e OEM repair parts purchased from the source vendor.

Waiver Process to Formal Competitive Bids:

The formal bid process may be waived by the City Manager at the request of the Purchasing
Manager if deemed in the best interest of the city.



30.9 Rejection of Bids:
All bids may be rejected when one or more of the following occur:

All bids exceed the budgeted amount;

There are no responsible bidders;

There are no responsive bidders;

The project is abandoned; or

The specifications, scope and/or terms and conditions need to be revised.

30.10 Protested Solicitations or Awards:

A. Protest: Any actual or prospective bidder, contractor or vendor who is aggrieved in
connection with the solicitation or award of a contract and purchase order may protest to
the Purchasing Manager, Resource Management Director or City Manager as set out in
this Section. The protest shall be submitted in writing to the Purchasing Manager or
his/her designated representative, within seven (7) working days after the aggrieved
person knows or should have known of the facts giving rise thereto.

e Protests in connection with a solicitation or award of a contract involving an amount
less than $25,000 shall be filed with and determined by the Purchasing Manager.

e Protests in connection with a solicitation or award of a contract involving an amount
of $25,000 but less than $50,000 shall be filed with and determined by the Resource
Management Director.

e Protests in connection with a solicitation or award of a contract involving an amount
of $50,000 or more shall be filed with and determined by the City Manager.

B. Authority: The Purchasing Manager, Resource Management Director or City Manager,
as set out in the previous subsection, shall have the authority to settle and resolve a
protest of an aggrieved bidder, contractor or vendor, actual or prospective, concerning a
solicitation or award of a contract. A written decision regarding the protest shall be
rendered within thirty working days after the protest is filed. This authority shall be
exercised in accordance with the City procurement rules and regulations set forth
herein. After thirty days no decision is made, the written protest shall be forward to the
City Attorney’s office for resolution.

30.11 Disagreements About Recommendations:

If the Department and the Purchasing Division disagree about the award recommendation,
the Department Director or designee and the Purchasing Manager or designee shall meet to
review the reasons for the disagreement. The mutual goal of the Department and the
Division is to award to the lowest responsive and responsible bidder for goods or services
that meet the Department's requirements contained in the specifications. Disagreements
that cannot be resolved shall be forwarded to the City Manager’s office for final
determination.
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SECTION 40: SOLE SOURCE DESIGNATION

40.1

Authority:

This manual allows for exemption from the competitive procurement process when a written
determination has been made by a Department Director or Division Manager, and approved
by the Purchasing Manager, City Manager or City Council, that there is only one source
practicably or reasonably available to supply a commodity or service.

40.2

Sole Source Criteria:

The following are the criteria used for determining sole source:

40.3

The Vendor is the original equipment provider and required parts or equipment are
unavailable from another vendor;

The compatibility or conformity with City owned equipment, materials, or expertise in
which non-conformance would require the expenditure of additional funds;

No other equipment is available that shall meet the specialized needs of the Department
or perform the intended function;

Detailed justification is available which reasonably establishes that the Vendor is the
only source practicably available to provide the item or service required;

Written demonstration and justification is available which reasonably and practicably
establishes that the selection of a sole source Vendor is in the best interest of the City.

Procedures:
Documentation:

The Department shall provide written documentation and/or justification that reasonably
or practically establishes that the proposed Vendor is the only source reasonably or
practicably available to provide the item or service required. In an effort to insure that
sole source justifications are valid over time, the Purchasing Manager may request the
using Department update the information or justify that the sole source conditions
continue to be valid.

Authorization Thresholds:

When, in the opinion of the Purchasing Manager the best interests of the City shall be
served, the Purchasing Manager may authorize the use of sole source procurement
procedures provided the expenditure is less than $25,000. Requests for sole source
expenditures of $25,000 to $49,999 shall be approved by the City Manager, and sole
source procurements of $50,000 or more shall be approved by City Council.
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SECTION 50: EMERGENCY PURCHASES

50.1 Emergency Purchase Definition:

An emergency purchase is a purchase made when a lack of which would threaten 1) The
functioning of City government, 2) the preservation or protection of property, machinery, or
equipment, and/or 3) the health or safety of any person.

50.2 Authority:

In case of an emergency as defined above, the City Manager may waive all provisions for
competitive bidding. In such instances, the City Manager may delegate this authority to the
appropriate Department Director or Purchasing Manager. Emergency needs shall be
purchased by informal open market procedure, as expeditiously as possible, at not more
than commercial prices. When expenditures are $25,000 or more, a full report of the
circumstances necessitating the emergency action shall be presented for ratification to the
City Council.

50.3 Emergency Purchase Procedures:

A. Unless otherwise described within this manual, the following are procedures to be
followed for emergency purchase situations:

1. During normal City business hours, the Department shall notify the Purchasing
Manager of the emergency situation and request verbal approval to proceed with the
emergency purchase. The Department shall provide the following:

a. The nature of the emergency;
b. The estimated cost of the services/goods required; and
c. The vendor recommended to receive the order.

2. In the event of an actual emergency during non-working hours, the Department
Director or designee may purchase directly any supplies whose immediate
procurement is essential as described above. For expenditures of $25,000 or more,
the Department Director or designee of the Department using the emergency
procedure shall submit by close of business the next work day a written report
explaining the circumstances of the emergency to the Purchasing Manager.
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SECTION 60: PURCHASING AND REQUISITIONING CYCLE

60.1 Introduction:

The core of the central purchasing system is the Purchase Requisition. Requisitions are
required for all procurement transactions in excess of $5,000 except as otherwise provided
herein. (For acquisition of goods and services costing $5,000 or less, the preferred method
of processing is the City Procurement Card). The requisition (OR/OI/OU) authorizes the
Purchasing Division to begin the research and procurement process for the fulfillment of the
purchase. The Purchasing Division is not authorized to act on behalf of the
Department or Division until the receipt of the requisition. The appropriate
authority in the Department/Division has approved the action if the requisition is
received in the Purchasing Office.

60.2 Anticipation of Need:

Requesting Departments should prepare the requisition far enough in advance so ordinary
purchases do not become emergencies. By planning and forecasting purchases in advance,
the Purchasing Division, vendors and requesting Department may realize the advantages of
soliciting competitive quotations, bids or proposals.

Required delivery dates on goods and services vary greatly and order requisitions should be
prepared accordingly. Departments should realize unnecessary work delays could be
created if order requests are not presented in a timely manner. Lack of planning on the
part of the using Department shall not be translated into lack of customer service on the
part of the Purchasing Division.

60.3 When to Use a Purchase Request:

Requisitions (E One Form OR/OI/OU) are entered for all commodity purchases above
$5,000 except as otherwise provided herein.
e OR - use for most commodities or services
e OI - use for computer and technology purchases - routes through ITS for approval before
coming to Purchasing.
e OU - use for approved vehicle and equipment purchases - routes through Vehicle
Maintenance and Accounting before coming to Purchasing.

60.4 How to Prepare a Purchase Request:

The Department needing/desiring a product or service should complete the appropriate E-1
Purchase Request Form (OR/OI/OU). This form initiates the procurement process and
defines the requestor, vendor, what is needed, and accounting information. The Purchase
Request should include detailed specifications on the equipment, service or product. Any
supplemental or detailed information shall be attached to the first line of the
Purchase Request. The supplemental information may include specifications and
suggested vendors.



The Department shall enter the requisition with an expected/necessary delivery date,
account number, complete description and estimated pricing along with any suggested or
potential vendors. Description of the needed material or service is vital to the procurement
process. Give a clear description of the item desired as to size, color, type, grade and any
other pertinent information. If the purchase requires formal detailed specifications,
Purchasing shall request from the Department such technical assistance as may be required
in preparing the specifications.

After the requisition is accurately and fully completed, the requisition documents are
approved and routed electronically to Purchasing for appropriate action.

60.5 Purchasing Division Responsibility:

Purchasing shall review all requisitions and proceed according to City purchasing rules and
regulations (and other applicable professional purchasing practices) to acquire goods or
services in a timely manner.

Purchasing staff shall prepare all bidding documents, including the final specifications; a
copy shall be forwarded to the Department for review prior to the time the bids are sent
out. Any clarifications or changes after the issuance of the bid shall be transmitted to
potential vendors by a written addendum.

With the assistance of the ordering Department, Purchasing shall process all justifications
and purchase recommendations to the City Manager or City Council prior to award of the
purchase order as required.

60.6 Timetables:

The following are approximate timetables for the purchasing cycle from receipt of the
requisition to completion of the purchase order. Factors affecting this timetable may
include workload, complexity of acquisition, number of items requisitioned, clarification of
specifications or requirements, approvals or unanticipated problems.

Dollar Threshold Method Response Time

$5,001 - $15,000 Quotes/fax/e-mail Purchase Order issued within
2 work days *

$5,001 - $15,000 Quotes/fax/e-mail Purchase Order issued within
5-10 work days **

$10,001 - $24,999 Written solicitation Purchase Order issued within
15 - 30 days.

$25,000 and above Solicitation w/public Purchase Order issued within

notice 30 - 60 days.

$25,000 and above RFP w/public notice Purchase Order issued within

60 - 90 days.

*IF QUOTATIONS ARE OBTAINED BY THE USING
DEPARTMENT/DIVISION
**IF QUOTATIONS ARE OBTAINED BY THE PURCHASING DIVISION
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SECTION 70: PURCHASE ORDERS

70.1 Purpose:

A purchase order (OP) is a document that states the terms and conditions of a proposed
transaction and creates a contractual relationship between a vendor and the City. It
describes the quantity and quality of the required goods and includes other information,
such as shipping terms, delivery dates and location, and the prices quoted in the bid.
Purchase Orders are issued by the Purchasing Division from Purchase Requisitions
(OR/0OI/0OU) submitted.

A department purchase order (OF) is issued by the requesting department for commodities
or services valued between $5,000 and $14,999, for under $5000 purchases if a P-card
cannot be used, or for purchases from price agreement vendors. (See Section 90 -
Department Purchase Orders.)

70.2 When to use Purchase Order:

Purchase orders are required for all invoiced purchases of commodities, materials or
supplies and services with an expected expenditure of City funds of more than $5,000
unless otherwise described herein.

70.3 Process:

Purchase orders (OP) are issued by the Purchasing Division from the requisitions received in
the Purchasing Division. Department purchase orders (OF) are issued by departments, with
approval by their Department Director and the Purchasing Buyer responsible for their
department.

70.4 Subsequent Changes or Cancellations:

Whenever a change of any kind on a purchase order (OP) is required, the originating
Department shall forward a memorandum that provides the information to be changed and
a justification for doing so. Only Purchasing is authorized to change and/or cancel
the original purchase order.

70.5 Approval:

Purchase Orders are approved for payment in accordance with final approval authority
requirements set forth in this manual under Section 20 - Purchasing Authority, and as
designated in the E1 financial system.

70.6 Receiving Procedure:

When the material or service is delivered to the Department, the authorized agent of the
Department, as assigned by the Department Director, shall inventory and inspect the
delivery to ensure the material(s) and/or service(s) are as listed on the shipping document
and are in acceptable condition.

If all materials are received in acceptable condition, the receiving Department shall receive
these items in E1 according to proper procedures, which notifies Accounts Payable to
proceed with payment to the vendor as soon as an invoice is received.

If materials and/or services received are damaged or defective, they should not be used. If
possible, notation should be made upon the receipt in the presence of the delivery agent.
Departments shall notify the Purchasing Division immediately when damaged or defective




commodities are received. For more explicit receiving guidelines see Section 140 -
Inspection, Testing, and Receiving.



SECTION 80: PROCUREMENT CARD PROGRAM

80.1 Introduction:

The City of Olathe Procurement Card Program is designed to improve the efficiency in
processing small dollar purchases (under $5000) from any vendor that accepts the VISA®
Procurement Card. This program shall allow the cardholder to purchase approved
commodities directly from our vendors. Each procurement card is issued to a named
individual who is responsible for all purchases made with the card. The City of Olathe is
clearly identified on the card as the “Corporate” buyer of goods and services. Purchases are
exempt from sales tax in the State of Kansas.

The Purchasing Division and Accounting Division shall monitor the performance of the
program.

80.2 Purpose of Card:
The purpose of procurement card guidelines and policies is to accomplish the following:

e Reduce the cost of high volume, low dollar amount transactions. The program helps
reduce the use of check requests, petty cash, and small dollar purchase orders.

e Provide an efficient method of purchasing and paying for commodities and services.

e Reduce field crew travel time involving purchases.

e Reduce paperwork.

e Develop reasonable and enforceable policies, procedures and audit controls. The
program is NOT intended to avoid or bypass appropriate purchasing or payment
procedures. Instead, the program compliments the existing processes available.

e Increase the number of vendors immediately accessible by the City of Olathe.

¢ Improve management reporting on low dollar amount transactions.

e Provide for disciplinary action if the procurement cards are misused.

e Ensure that the City bears no legal liability for inappropriate use of the procurement
card.

NOTE: The policies and procedures provided herein are minimum standards for

Departments. Department Directors may establish additional controls.

80.3 How It Works:

The procurement card program simplifies the purchasing process. Purchasing responsibility
is delegated to the ordering Department enabling an authorized cardholder to place an order
directly with the vendor.

When the supplier at the point-of-sale requests a purchase authorization, the VISA
procurement card system validates the transaction against preset limits established by the
employee’s Department Director or Division Manager. All transactions are approved or
declined electronically based on the procurement card authorization criteria established.
The authorization criteria may be adjusted periodically as needed and may include, but not
be limited to, the following:

Single transaction limit

Monthly spending limit

Approved merchant category codes
Approved vendors

The authorization process occurs through the electronic system that supports the
procurement card processing services under the City’s agreement with the bank that issued
the City’s card, United Missouri Bank.







80.4 Who Does What?

The following is a summation of the responsibilities of the individuals and agencies involved
in the procurement card program.

Cardholder

e Hold and secure P-card.

e Use purchase log to record all transactions.

e Order/receive materials and services.

e Make certain sales tax is NOT charged.

e Collect and receive sales receipts.

e Handle disputed items.

e Match receipts and purchase log with monthly card activity statement.
e Review monthly statements for validity of all transactions.

e Process all billing statements within 10 days of closing date.

e Cancel lost or stolen cards and notify the Program Administrator (Purchasing)
e Comply with all purchasing and P-card policies and procedures.

Department/Division Administrator

e Timely processing of all monthly activity statements for the Department for account

verification.

Review monthly statement of each cardholder to ensure inclusion of necessary receipts.

Check to make certain sales tax is charged only when appropriate.

Ensure availability of funds in proper account codes.

Verify appropriateness of account codes.

Enter Check Request into City’s E1 Financial System

Process all cardholder activity statements, forwarding statements and supporting receipts

to Accounts Payable Division within 15 days of statement closing date.

Handle disputed items that cardholder is unable to resolve.

e Notify the Program Administrator of terminated or transferred employees and return
cancelled cards to the Program Administrator.

e Notify the Program Administrator of lost or stolen cards.

e Arrange cardholder training for cardholders with the Program Administrator (Purchasing).

e Comply with all purchasing and P-card policies and procedures.

Department Director/Division Managers

Request procurement cards for designated employees

Set Departmental spending limits within established guidelines.

Designate representatives responsible for authorizing charges.

Evaluate the need to cancel or reissue cards when employees transfer within the City.
Review each cardholder’'s monthly statement and purchase log in a timely manner.
Comply with all purchasing and P-card policies and procedures.



Program Administrator (Purchasing Division)

e Coordinate program policy issues.

e Create and maintain cardholder hierarchy for control and reporting purposes.

e Create dollar transaction limits for cardholders and oversee any necessary and required
modifications.

e Process properly authorized card requests and card strategy changes.

Assign merchant codes to particular card strategies and change when in the City’s best

interests.

Block merchant/commodity codes when appropriate.

Administer training program for all cardholders.

Coordinate issuance and cancellation of cards.

Maintain policy and cardholder guides/manuals.

Evaluate P-card feedback from suppliers and from Departments.

Coordinate and maintain internal controls.

Audit monthly reports for compliance to P-card program policies and procedures.

Participate in resolving billing disputes.

Monitor use of cards and selection of vendors.

Participate in ongoing program reviews.

Provide cardholders all relative information regarding card-use policy and procedures.

Accounting Division

e Receive monthly processed activity statements from Department Administrators and
balance with City’s summary statement.

e Balance monthly summary statements with cardholder’s activity reports for the same

time period.

Journal entries as required.

File and store statements, receipts, etc.

Audit statements for compliance with city regulations.

Monitor missing documentation and notify the Program Administrator.

Notify the Program Administrator of any violations or discrepancies.

80.5 Requesting a Procurement Card:

To secure a Procurement Card, a person must be an employee of the City of Olathe and have
delegation of authority or, in other words, be authorized to purchase goods, materials and
services on behalf of the city. Department Directors are charged with this authority.

Complete the Procurement Card Cardholder Account Action Request form (Intranet, City
Blank Forms, P-card Account Action Request). The Department Director will determine the
dollar amount and types of commodities and services employee will be authorized to
purchase. This form will be sent to the Purchasing Division, who will then process and
forward the request to UMB Bank. Upon receipt of the card from the bank, employee will be
scheduled for training. Once training is completed, cardholder will sign the City of Olathe
Procurement Card Cardholder Agreement (Intranet, City Blank Forms, Cardholder
Agreement), then receive and sign their P-card.

Cardholder shall keep the card in a secure place. Although the card is in their name, it is the
property of the city of Olathe and is only to be used for city purchases as defined in this
manual.

New cards will be automatically sent to Department Administrators approximately two (2)
weeks prior to the expiration date on the card.



80.6

A.

80.7

80.8

Limitations on Use of Procurement Card:

Cardholder Use Only: Only the employee whose name is embossed on the card may use
the card. No other individual is authorized to use the card.

City Purchases Only: The card is to be used for City authorized purchases only. The
procurement card cannot be used for any personal use and any such use shall require
immediate reimbursement and may result in disciplinary action which may include
dismissal.

The Department Director approving the assignment of a procurement card shall set
single purchase limits, as well as monthly limits. Unless otherwise authorized by the
Program Administrator, the maximum individual purchase limit is $5,000 and the
maximum allowable monthly limit is $15,000.

Multiple items may be purchased but in no event can a purchase exceed the maximum
purchase limits as established by the Department Director. Payment for purchases
must not be split to stay within the single purchase limit. Deliberately splitting a
purchase to circumvent these procedures may result in suspension or revocation of the
P-card.

Other Conditions:

All items purchased over-the-counter must be immediately available. No back
ordering is allowed.

All items purchased during one telephone or FAX transaction must be delivered in a
single delivery. If an item is not immediately available no back ordering is allowed.

Prohibited Use of Purchasing Cards:

The following types of items MAY NOT be purchased with a City procurement card, no
matter the dollar amount.

Any item exceeding $5,000 in value.

Cash advances, cash refunds.

Personal items.

Personal phone calls

Local (Olathe) gasoline and oil purchases

Consulting and/or professional services

Computer hardware or software unless authorized by the Program Administrator.
“Split” purchases

Any merchandise, product or service normally considered to be inappropriate use of City
funds

Any commodities ordered for inventory or for a work order



80.9

Allowable Purchases:

Building/landscape materials.

Contractor Services, e.g. HVAC, electrical, carpentry, etc.

Catering and food for business use.

Miscellaneous maintenance and repair requirements.

Office supplies

General operating supplies

Uniform and clothing purchases

Education, i.e. registration for classes, conferences, seminars, etc.

Postage

Subscriptions, books, videos

Memberships

Approved travel expenses such as hotels, fuel, car rental, shuttle/taxi and airline tickets
(a per diem will continue to be issued for travel related meals and personal phone calls.
The P-card shall not be used for meals and personal phone calls related to travel for the
City, unless a per diem is not given to the employee.)

NOTE: All travel expenses including those charged to P-cards must follow all city
travel/business expense policies. P-card expenses will be recorded on cardholder’s
business expense statement as a P-card expense.

80.10 Violations:

A. Making purchases which exceed the cardholder’s specific dollar limit. It is the

responsibility of the ordering Department to ensure all “extra” charges such as freight
handling, set-up, etc., are considered before a procurement card transaction is made. A
vendor’s willingness to honor a procurement card transaction exceeding the cardholder’s
single transaction limit does not authorize the cardholder to make purchases.

Purchases from vendors that create conflicts of interest, e.g. companies owned by the

City employee or relatives or where the employee has or will gain or benefit directly or
indirectly from the purchase.
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SECTION 90: DEPARTMENT PURCHASE ORDER

90.1 Purpose:

A Department Purchase Order (OF) is a document that is to be used by Departments for
small purchases as described herein (purchases under $5,000) or when there exists a
current price agreement for the goods or services to be purchased. Like the Purchase
Order, the Department Purchase Order states the terms and conditions of a proposed
transaction and creates a contractual relationship between a vendor and the City. It
describes the quantity and quality of the required goods or services and includes other
information, such as shipping terms, delivery dates and location, and the prices quoted in
the bid.

90.2 When to use Department Purchase Orders:

The Department Purchase Order for small dollar purchases (under $5,000) should
only used when the use of a City P-card is not possible or practicable. They may only
be used for invoiced purchases of commodities, materials or supplies and services with an
expected expenditure of City funds of $5,000 or less unless a current price agreement
exists or by approval of the Purchasing Manager.

If a price agreement with the vendor exists, the requesting Department/Division may enter
the information into E-1 and produce a department purchase order to be faxed or sent to
the vendor. The department purchase order and all invoices and related correspondence
should indicate the price agreement number on them.

If no price agreement exists, all purchases over $5,000 must be submitted on a purchase
requisition (OR/OI/OU), accompanied by either three or more quotes, or for sufficient
information to allow the Purchasing Division to prepare bid solicitations.

90.3 Process:

Ordering Department personnel shall enter all Department Purchase Orders (OF) in the E1
Finance System.

90.4 Approval:

Department Purchase Orders must be approved for payment in accordance with final
approval authority requirements set forth in this manual under Section 20 - Purchasing
Authority.

90.5 Receiving Procedure:

When the material or service is delivered to the Department, the authorized agent of the
Department, as assigned by the Department Director, shall inventory and inspect the
delivery to ensure the material(s) and/or service(s) are as listed on the shipping document
and are in acceptable condition.

If all materials are received in acceptable condition, the receiving Department shall receive
the item(s) in E1, which then notifies Accounts Payable that the transaction is ready for
payment. If there is a paper copy of the invoice, please mark “"OK TO PAY” and the
Department Purchase Order number on the face of the invoice and forward to Accounts
Payable for payment processing.



If materials and/or services received are damaged or defective, they should not be received
in E1. If possible, notation of the damage should be made upon the receipt in the presence
of the delivery agent. In any case, Departments shall notify the vendor immediately when
damaged or defective commodities are received and request instructions for return of the
defective materials and the receipt of undamaged goods or credit. For more detailed
receiving guidelines see Section 140 - Inspection, Testing, and Receiving.
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SECTION 100: PRICE AGREEMENTS

100.1 Purpose:

Price Agreements are CONTRACTS established with suppliers to allow individual purchases
by the City without going through the competitive bidding process each time a purchase is
made. Price Agreements also take advantage of volume discounting based on the annual
estimated quantities purchased by the City , set terms and conditions for purchases, and
provide tax exemption information to the vendors.. Whether or not the vendor will accept
the City’s P-card for payment of small dollar (under $5000) purchases is also arranged.

Price Agreements do not commit the City to purchase any merchandise or service from the
vendor. They are issued to advise the vendor of the merchandise and/or service the City
may require and outlines the ordering, receiving and invoicing procedures.

Only the Purchasing Division shall issue Price Agreements. Prices shall be established, per
the policies in this manual. Pricing information shall be made available to ordering
Departments and the Accounting Division to insure correct payment is made to the
participating vendor.

Requests for the issuance of Price Agreements by the Purchasing Division shall be made in
writing, by Departments having needs that are applicable to Price Agreements. It is the
responsibility of each Department to provide the need for the price agreement, as well as
the approximate annual quantity anticipated and/or estimated dollar amount that shall be
spent during the fiscal year for a particular product category or products.

It must be clearly understood by all individuals authorized to place orders against Price
Agreements that there shall be strict adherence to the provisions established in the Price
Agreement, with no exceptions.

It is the Purchasing Division's responsibility to make the vendor fully aware of the
procedures of the Price Agreement and that the vendor complies with the procedures. It is
also the Purchasing Division's responsibility to provide adequate information and
instructions to the Departments and individuals involved in the use of the Price Agreement.

100.2 Instructions for Price Agreements:

A. The City P-Card shall be used for all orders placed against Price Agreements for
purchases less than $5,000. If the use of a P-Card is not possible or practicable, a
Department Purchase Order shall be used.

B. Orders against Price Agreements can be made by phone, e-mail, or in person after the
employee has received proper approval. Employee(s) shall identify themselves and
provide the following information: service or description, part number if applicable,
quantity, required date, point of delivery and Price Agreement number.

C. Vendor shall prepare a delivery ticket or receipt showing the above information and
provide it to the ordering employee.

D. If using a Department Purchase Order, receive the goods in E1 and forward the invoice,
marked with the price agreement number and Department Purchase Order number, to
Accounts Payable for processing.
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SECTION 110: CHECK REQUESTS

110.1 Purpose:

A Check Request (OC) is a document that may be used by Departments to authorize the
Accounts Payable staff to issue a check to a vendor that has provided specific non-
competitive goods or services to the City. The Check Request describes the reason for the
expenditure and the total amount of the check to be issued. Check Requests will be limited
to the following transactions unless approved by the Purchasing Manager:

Monthly P-card payments to the bank

Subscriptions - Newspapers, magazines, periodicals, etc.
Training materials - videos, books, tapes, etc. (excludes computer software)
Travel advances and other business expenses

Utility services - electric, gas, etc.

Postage

Insurance

Rent of office or storage space

Facility rental - Conferences, meetings, seminars, etc.
Filing fees

Petty cash reimbursements

Turnpike expenses

Garnishments/benefits

Bond/interest payments

110.2 When to use Check Requests:

The Check Request (OC) should only used when the use of a City P-card or any
other purchasing method is not possible or practicable. They may only be used for
invoiced payments for specific commodities, materials or supplies and services as described
herein.

110.3 Process:

The Department requesting the issuance of the check shall enter the Check Request (OC)
into E1. The associated receipt, invoice, or other verification of valid expenditure shall have
the words "OK TO PAY” and the Check Request number written on the face of the document
and forwarded to Accounts Payable for payment processing.

110.4 Approval:

Check Requests must be approved for payment in accordance with final approval authority
requirements set forth in this manual under Section 20 - Purchasing Authority.
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SECTION 120: PETTY CASH

120.1 Purpose:

Petty Cash may be used for purchases of less than $50.00 when funds are needed
immediately and a City procurement card cannot be used.

120.2 Policies:

Petty Cash policies are addressed separately in the City’'s Petty Cash Manual.



Revised: 8-1-08

SECTION 130: SHIPPING AND HANDLING

130.1 Required Method:

The City’s preferred shipping and handling term is FOB Destination (Olathe).

130.2 FOB Destination (Free on board destination):

FOB Destination means the Vendor maintains title for the goods until the Purchaser receives
them. The vendor pays the shipping costs and is responsible for claims against the Carrier.

130.3 FOB Origin:

Accepting a quote of FOB Origin has consequences for the City if the shipment is lost or
damaged. FOB ORIGIN means the Purchaser accepts title to the goods from the moment

they are picked up by the Carrier. The Purchaser pays shipping costs and is responsible for
claims against the Carrier.
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SECTION 140 - INSPECTION, TESTING, AND RECEIVING: INSPECTION, TESTING,
RECEIVING

140.1 Purpose:

Receiving is the formal verification that a commodity, service, or equipment has arrived in
good condition and is of the specified quantity and quality. It also serves as authorization to
the Accounts Payable staff to process payment to the vendor including any pre-determined
payment discounts. Payment cannot be issued until the receipt is made in E1 and verified
against the Purchase Order and invoice. Proper receiving requires a sound inspection and,
when necessary, testing process. This section describes the receiving process.

140.2 Inspection:

Each Department is responsible for receiving commodities and services delivered to the
City. Any shortages, late deliveries, damaged merchandise, or other problems related to the
vendor’s performance should be reported to the Purchasing Division as soon as possible.
Inspection and testing of delivered items should occur at the time of delivery or pickup by
the user Department at Central Receiving. Central Receiving personnel do not have the
technical knowledge or facilities to perform adequate inspection and/or testing; but will
attempt to observe obvious defects or shortcoming and notify the user Department
immediately. The ultimate burden of inspection and testing is the responsibility of the user
Department.

When receiving ordered goods, the user should conduct an initial inspection of the
merchandise to determine its condition. A comparison should be made of the goods received
against the product specifications of the original order. When a determination has been
made that items received meet specifications and are not damaged, the receiving
department shall enter the receipt in E1.

140.3 Damage:

Visible damage: If freight is visibly damaged, receiving personnel shall instruct the freight
line driver to:

a. Note the damage on the freight bill
b. Sign the freight bill

Concealed damage: If there has been concealed damage, save the shipping cartons. Notify
the freight line and request an “inspection report of concealed damage.” Notify the
Purchasing Division of what has occurred as soon as possible.

NOTE: All boxes and packing materials should be kept in the event of visible or
concealed damage freight shipments.

140.4 Reporting Damage:

Damaged freight should always be reported to the freight line, within the same day of the
delivery, if possible. Freight claims have a very limited window for reporting damage,
depending on the freight line; therefore, it is imperative that it be reported to the freight
line and to the vendor as soon as possible after the damage has been discovered.



140.5 Returns:

Damaged supplies, equipment, or materials should not be returned to the freight line or the
vendor until a return authorization has been received. Follow the instructions on the return
authorization to insure proper credit is given for the goods returned. Forward copies of all
shipping documents and information to the Purchasing Division as soon as possible after the
goods are returned.

140.6 Testing:

Arrangements for the utilization of outside testing laboratories can be made by the
Purchasing Division. Payment for testing will normally be made from the requesting
Departments’ budget; however, if the test reveals non-spec material has been supplied, the
vendor will pay for the testing or face disqualification from future bidding.

140.7 Receiving:

All materials and equipment received in poor condition, damaged, or noncompliance with the
contract, should be reported to the Purchasing Division in writing as soon as possible.

Departments shall pay particular attention to the delivery ticket and how it matches the
City’s Purchase Order. The employee receiving the materials must verify that all items were
shipped as stated on the delivery ticket prior to electronically receiving the goods. Once the
goods have been received electronically and a valid invoice has been received in Accounts
Payable, the vendor will be paid.

140.8 Incomplete/Partial Orders:

In the event an order is incomplete, the Department should make the inquiry for scheduled
shipment of the remaining order or contact the Purchasing Division to make that inquiry.

The City may make partial payments whenever partial shipments are made; providing the
goods are received in proper condition.
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SECTION 150: PROFESSIONAL SERVICES PROCUREMENT

150.1 Purpose:

The City frequently requires the specialized skills, knowledge, resources, and services of
private contractors or consultants to complete complex studies, to develop or revise
procedures, to conduct audits, to train staff, to design facilities, or to provide a specialized
product. The purpose of this section is to set forth policy and procedures for procuring
professional, technical and expert services (Professional Services) expected (1) to cost less
than $25,000 and (2) services expected to cost $25,000 or more.

150.2 Authority:

Under $15,000: For the purpose of procuring services, any using Department or
Department requiring such services may procure them on its own behalf when the total cost
is less than $15,000. Department Directors or their designees are responsible for selection
and contract administration. @ Competition is not required; nevertheless, Department
Directors are responsible for selection based on applicable and appropriate qualifications,
experience, referenced successes and cost factors.

$15,000 to $24,999: With the approval of the City Manager, professional services with a
total cost between $15,000 and $24,999 can be procured without competition. Department
Directors are responsible for providing the City Manager with a written justification and
recommendation for the selection.

150.3 Procedures for Professional Service Contracts of $25,000 or more:

The provisions of Section 30.3 - Formal Solicitations, or Requests for Proposals, shall apply
to all procurements of professional services (except legal services) which are expected to
cost $25,000 and greater.

The selection process for professional services shall be competitive, usually through the RFP
process. The requesting department shall provide the scope of work to be performed, any
special requirements expected from the successful respondent, what the City will be
provided during the performance of the contract, and any other information which will be
needed to develop a clear and measurable contract with the successful respondent. The
Purchasing Division will facilitate the RFP process, working in tandem with the requesting
Department.

Once the requirements of the professional service are determined, the process continues as
follows:
e An evaluation team is determined.
e Purchasing reviews requirements and adds standard boilerplate information, terms
and conditions for doing business with the City.
e Dates for issuing the RFP, the pre-proposal conference (if needed), receipt of
questions regarding the RFP, and for the receipt of proposals are set.
e The requesting department provides suggested firms/individuals who may be
interested in providing services needed.
e The RFP is issued to those on the prospect list, as well as advertised, and displayed
on the City’s internet bidding site, Demandstar by Onvia™
¢ Addendums are issued following discussions at the pre-proposal conference as well as
any questions received until the deadline for posting questions.
e Proposals received are distributed to the members of the evaluation team, who rates
the proposals according to the criteria contained in the RFP.



e Preliminary proposal ratings are complied by the Purchasing Division and the top
respondents determined. If deemed necessary, interviews with the top respondents
are scheduled.

e A second round of ratings, again based on the criteria in the RFP, is given by the
evaluation team at the interviews.

e Final compilation of ratings is performed, and evaluation team is advised of the
apparent winning proposal.

e If all are in consensus with the award to the winning respondent, the Purchasing
Division will proceed with obtaining City Council approval to proceed with the
contract (for contracts valued over $50,000) or with the contract with the awarded
respondent..

e If the evaluation team cannot reach a consensus based on the preliminary proposals
and the interviews, a meeting will be called by the Purchasing Division to review and
determine the best proposal.

¢ Once award has been made and approved, the contract for the professional services
is processed and signed by both parties. Dependent upon the type and duration of
the services obtained, a price agreement or purchase order is then issued.

Legal services expected to be $50,000 and greater shall be governed by the following:

(a) Not less than three (3) law firms shall be contacted to submit proposals for the
services required by the City;

(b) the proposals shall be submitted to the City Council, which shall award a contract
based upon the proposal that is most advantageous to the City, taking into
consideration not only price, but also technical competency.

(c) The City Attorney shall maintain a list of law firms along with qualifications and
specialties which may be utilized in requesting proposals.
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SECTION 160: CONTRACTS

160.1 General:

Contract shall mean any agreement enforceable by law between the City and one (1) or
more outside parties, regardless of form or title, for the procurement of materials or
services. To be effective, a contract must include an offer and acceptance by competent
parties and the furnishing of some good or service for an agreed monetary consideration.

160.2 Contract Approval:

Only the Mayor or designee, the City Manager or designee, Department Directors or
designee, and the Purchasing Manager or designee are authorized to sign contracts
which bind the City for the procurement of goods and services unless a specific
delegation or exemption is made by City Council resolution, code, regulation or letter of
authority to another official or employee. Approval thresholds are as delineated in this
manual under Section 20 - Purchasing Authority.

160.3 Contracts for Services:

Before requisitioning approval of an individual or firm to provide services to the City, the
Department should be certain that no violation of the policies set forth in this manual, or
any law, including but not limited to Internal Revenue Service (IRS) regulations, will occur.
Care must be taken to make sure the service contract does not establish an employer-
employee relationship with the City. Generally, the following tests support a personal
service contract with an individual:

e The individual has performed similar services on a contractual basis with other
clients;

e The individual has paid tax withholding and social security withholding as a self-
employed person and agrees to do so during its contract with the City; and

e The individual shall perform the duties independently without direct detailed
supervision by the City to include independence in establishing work hours and
location of performance of duties.

160.4 Contract Administration:

A. Departmental contracts shall be administered by the using Department. The
Department Director is responsible for designating the contract administrator (a.k.a.
project manager) prior to the solicitation of personal service contracts. Public works
projects shall be administered by the Public Works Director or designee.

B. The Departmental contract administrator shall be responsible for assuring that the
contractual relationship is completed successfully and in accordance with contract terms
and conditions. The contract administrator may or may not be a City employee.

C. Among the activities of a contract administrator is the following:

(1) Inspecting, accepting and recording contractor performance,

(2) Communicating to and with 