CITY OF WANAMINGO
PURCHASING POLICY

PURPOSE
The purpose of this policy is to establish the procedures for purchases made on behalf of the City of Wanamingo. This policy has the following objectives:

1. To ensure that purchases comply with all applicable laws;

2. To ensure that taxpayers receive the lowest price and the best value for their tax dollars when the City purchases goods and services;

3. To provide clear and consistent guidelines for authorized City employees/purchasers to follow;

PURCHASING OVERSIGHT

The City Administrator is responsible for the overall purchasing function.  All contracts, bonds, and instruments of every kind to which the City is a party shall be signed by the Mayor/ Acting Mayor and the City Administrator on behalf of the City and shall be executed in the name of the City. All credit applications must be submitted to and approved by the City Administrator.

PURCHASING LEVELS

The City Administrator and other City Staff shall have the authority to authorize purchases based on appropriations contained in the City's Budget. Purchases that are greater than $500, or items not appropriated through the annual budget, must be approved by the City Administrator and if necessary, Council.  Emergency repairs of necessary equipment or vital infrastructure may be made.
PURCHASING PROCEDURES

Purchases may be made by the following methods:

1. Regular purchasing procedures

2. Price agreements

3. Emergency purchasing

4. Disaster purchasing

5. Cooperative purchasing

6. Use of credit cards

PURCHASES OF LESS THAN $1,000

The purchase may be made in the open market by an authorized purchaser. Authorized purchasers are strongly encouraged to seek quotations from several vendors if the anticipated cost approaches $1,000.

PURCHASES FROM $1,000 to $25,000

If the purchase is expected to be $25,000 or less, the council has the discretion to make the purchase by obtaining quotes or it may simply buy the item on the open market.  If the council chooses to obtain quotes, it must obtain at least two quotes and keep them on file for a least one year.

PURCHASES FROM $25,000 to $100,000

The proposed purchase must be presented to Council for approval before the commencement of the purchasing process. The purchase may be made either via sealed bids or by direct negation.  If direct negation is used, two (2) or more written quotations must be obtained. Quotations may be obtained by telephone or in written form via facsimile, delivery service, or Internet. Quotations must have a specific date and time period for which they are valid. All quotations should be kept on file for a minimum of one (1) year and include the names of vendors providing the quotations, the amount of the quotations, and each successful quotation signed and dated. If quotations are obtained by phone, they must be followed up with a signed quotation to be considered a valid quotation. The quotations must be forwarded to the City Council for selection and approval.  If the city chooses to use sealed bids, all competitive-bidding procedures must be followed, even though it was not originally required.  For a local improvement project that is paid for with special assessments, the competitive-bidding process must be used if the estimated cost of the contract will exceed $50,000.

PURCHASES EXCEEDING $100,000

The proposed purchase must be presented to Council for approval before the commencement of the purchasing process. Purchases or contracts exceeding $100,000 require formal sealed bids solicited by public notice in accordance with Minnesota Statute 471.345, Subd.3. The purchaser shall prepare or cause to be prepared, the specifications, the advertisement to solicit sealed bids, the opening and tabulation of bids, and any necessary investigation of the bids. The City Council shall determine the lowest responsible bidder and shall accept such bid. In all cases, the City Council reserves the right to accept or reject any or all of the bids, and waive informalities therein.

The City has reasonable discretion in determining the lowest responsible bidder. Not only must a successful bidder submit the lowest bid price and substantially meet the terms and conditions of the specifications, the low bidder must be considered "responsible" and have the capacity to perform the proposed contract. "Responsibility" includes such considerations as the bidders' financial responsibility, integrity, ability, skill, and likelihood of providing faithful and satisfactory performance. There is more latitude in purchasing items of equipment not capable of exact specifications. In making such a purchase, the City Council may exercise reasonable discretion in determining the lowest responsible bidder. The City Council may consider, in addition to the bid price, the quality, suitability, and adaptability of the article for its intended use.

EXCLUSIONS FROM COMPETITIVE BIDDING REQUIREMENTS 
It is not legally necessary to advertise for bids for:

1.
Professional services such as those provided by doctors, engineers, lawyers, architects,
accountants, and other services requiring technical, scientific, or professional training. The City Council will decide if quotations or bids are appropriate even though not legally required;

2.
The purchase or lease of real estate;

3.
 The purchase of non-competitive products patented or obtainable from only one source. Demonstration of this circumstance must meet statutory requirements for a "sole source vendor" purchase.

TRAVEL

All expenditures for In State and Out of State travel and training need prior approval by the City Council.  
INVOICE APPROVAL

The City Administrator shall review all invoices for purchases for the City and verify the validity of the charges. All purchases/payments shall be reviewed and ratified by the City Council at their regular meeting.   Employee reimbursements must be submitted on the approved form and must be signed by the employee. All non-mileage reimbursements must have the original receipts attached.

PRICE AGREEMENTS

Price agreements may be used to acquire items the City frequently purchases in small quantities, i.e. gasoline, propane, and heating fuel. A price agreement is a contract between the City and a vendor. Under it, the vendor agrees to supply all of the City's requirements for the specified commodity during the period of agreement. The price may be fixed or variable, such as a fixed discount from market price. Such price agreements expedite delivery, reduce paperwork, and generally result in lower prices. The procedure for "Purchases of less than $1,000" applies.

EMERGENCY PURCHASING

Under Minnesota’s Emergency Management Act, cities are given the authority to enter into contracts during emergencies without following many of the normally required procedures, such as the bidding requirements of state contract law.  There are two types of emergencies that may be relevant on the local level:  an “emergency” and a “public health emergency”.  An “emergency” is defined as an unforeseen combination of circumstances that calls for immediate action to prevent a “disaster” from developing or occurring.  A “disaster” is defined as a situation that creates an actual or imminent serious threat to the health and safety of persons, or a situation that has resulted or is likely to result in catastrophic loss to property or the environment and for which traditional sources of relief and assistance within the affected area are unable to repair or prevent the injury or loss.  

A “public health emergency” means an occurrence or imminent threat of an illness or health condition in Minnesota where there is evidence that the cause of illness or health condition is bio-terrorism, or an airborne infectious agent or toxin and that the illness poses a high probability of a large number of deaths or disabilities or widespread exposure to an airborne infectious agent that poses a significant risk to a large number of people.  

When an emergency occurs that may jeopardize public safety or the health and welfare of employees or citizens, the City Administrator or appropriate City Staff Member may authorize a necessary emergency purchase. City Staff emergency purchases and the reason for the purchase shall be reported in writing including supporting documentation to the City Administrator within 24 hours of the situation and reported to the City Council as soon as possible. At least two (2) competitive quotations should be utilized whenever possible as part of the process.

If there is any question about whether an emergency exists per the definitions of the Minnesota Emergency Management Act, the City Council, City Administrator or his/her designee shall consult with the City Attorney whenever practicable.  


COOPERATIVE PURCHASING

The City may increase savings from bulk discounts by making purchases jointly with one or more governmental units through joint powers agreements. Under these programs, several governmental units can enter into an agreement to authorize one party to solicit bids and provide for the purchase at the option of each participating governmental unit. Once the governmental units agree on the specifications of the item, one party may advertise for bids on behalf of all the parties that participate in the agreement. Rather than specify a specific number of items, the advertising participant will advertise for a range of quantities estimated for the entire group. Each participating unit can make the final decision on whether to purchase the items from the successful bidder.

The City currently does not participate in any such ventures.  

USE OF CITY CREDIT CARDS

As per MN Statute 471.382, the City Council may authorize the use of a credit card by any City officer or employee otherwise authorized to make a purchase on behalf of the City. In accordance with this statute, if a City officer or employee makes or directs a purchase by credit card that is not approved by the City Council, the officer or employee is personally liable for the amount of the purchase. All purchases by credit card must otherwise comply with all statutes, rules, and policies applicable to City purchases. The City Council shall approve the establishment of all credit card accounts. 
Purchases must comply with the following requirements:

1. Claims presented to the City for payment must be in writing and itemized. Billings from credit card companies do not contain the detail necessary to satisfy these requirements; therefore, the City must retain original invoices and receipts for all items charged on a City credit card.

2.
The City will not use credit cards for carrying debt.  The City will pay all credit card balances each month.  The City will not be responsible for interest charges accrued due to delayed submission of receipts and payment requests.  Such payment delays caused by the employee or officer failing to submit the necessary receipts to support the credit card statement in a timely manner shall be the responsibility of the employee or officer.  The City will use all methods available to effect collection of these interest and carrying charges.  

3.
Individuals failing to comply with the policy shall have credit card privileges revoked and will be responsible for interest and late charges that result from their failure to comply with this policy.  
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