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ﬁ/{' RESOLUTION NO. R1997-55
/| &f‘ M/ A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
yd MANTECA ADOPTING AND APPROVING A PROCEDURE

FOR THE PURCHASE OF SUPPLIES, SERVICES AND
EQUIPMENT BY THE CITY OF MANTECA.

WHEREAS, the City Council of the City of Mameca is in the process of updating the
City of Manteca's purchasing procedures; and

WHEREAS, an Ordinance has been introduced which if passed will change the
procedures for purchasing supplies, services and equipment by the City of Manteca; and

WHEREAS, the proposed ordinance requires purchases of supplies, services and
equipment 0 be in compliance with the “Purchasing Policy Manual” which has been approved
and adopted by a resolution of the City Council;

NOW, THEREFORE. IT IS HEREBY RESOLVED by the City Council of the City of
Manteca as follows:

1. The document entitled “Purchasing Procedures Manual” attached hereto as Exhibit
“A” is hereby approved and adopted as the purchasing procedure for supplies, services and
equipment for the City of Manteca as authorized by Ordinance No.1058

2. This resolution shall become effective on the =ffective date of Ordinance No.1034&

THIS RESOLUTION WAS PASSED at a regular meeting of the City Council of the

City of Manteca on April 7 , 1997 by the following vote:
AYES: Councilmen Harris, Smart, Weatherford and W. Perry
NOES: Councilman C. Perry

ABSTAIN: None
ABSENT: Nomne

APPROVED:

By (JQ}LQQL@_&‘

Mayor, City of Manteca

ATTEST:

L S

' / /
\\m i AL L/.- / { Tl
City Clerk, City of Manteca
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PURCHASING PROCEDURES MANUAL

GENERAL STATEMENTS

A. Purchasing Authorirv

The Ciry Council by Ordinance has designated that the Ciry Manager shail be the
Purchasing Agent for the Ciry. The City Manager may delegate duties and
responsibilides of the purchasing function, as cutlined in this manual, as deemed
necsssary for maximum efficiency and conwol. The City Manager is vested with
authority to review and approve purchase requests with regard to quanrity, guality, nesds,
budgetary appropriation, and financial condition. No expendimures shall be made without
the appropriate reviews and approvals as provided for in this manual.

. Purchasing Svstem

In order to establish efficient procedures for the purchase of supplies and squipment;
secure for the Ciry supplies and equipment at the lowest possible cost commensurate with
quality and quandry needed; to exercise positve financial contol and accountability over
purchasing; to give preference to local merchants, quality and price being comparable
(when accountng for addidonal costs such as shipping vs. mavel dme to pick up or
deliver an item); and to clearly define authoriry and respensibilides for the purchasing

funcdon, the following purchasing procsdures are adopted as the “Purchasing Manual.”

. Cenmalized Purchasing

Cenmralized purchasing is to be encouraged as a means of acquiring goods and services

comnmon to many deparmnents. Such efforts may result in cost savings and will avoid
duplication of effort.

. Budget Transfers

From time 10 tdme, budger transfers may be needed to pay f{or some higher-than-

andcipated costs in purchasing supplies or services, or for capital improvement projects.
City Council approval is required for ail budget transfers.

PURCHASE REQUISITION PROCEDURE

A, Purchase Requisidons

Prior to inidating a purchase, deparument heads or their designess shall suomit purchase
requests for supplies, marerials, maintenancs and equipment to the Finance Deparmment.



By approving the purchase requisidon. the deparament head or his/her designes ensures
that the purchasing procedures have been followed.

By approving the purchase, the Finance Director or his/her designes confirms the
existence of a budgetary appropriadon, that sufficient funds are available, that the
account coding and calculatons are accurate, and that the appropriate account(s) is/are
being used for the pardcular purchase being rmade.

Following coafirmation, the Finance Director or his/her designes shall process and
forward the purchase order for approval, consistent with the provisions of this manual.

Purchase Orders

Upon appropriate approval, purchase crders shall be diszibuted as follows:

White copy: to Vendor (via deparoment)
Yellow copy: to Deparument
Pink copy: to Finance

Upon entering the requisidon informatoen on the City's computer, said amounts shail be
encumbered in the designated budgetary accounts.

Upon the receipt of materials and/or completon of services, the user department head or
his/her designee shall enter as proof of reczipt of the goods or services on the City’s
computer, and provide invoices w0 the Finance Deparmment The Financs Deparunent is
then authorized to procesd with processing paymernt to the vendor. Partdal payments shall
be permitted when materials, supplies or equipment are received in separate shipments.

Open Purchase Orders 7)) %

Definition: An open purchase order placed with a vendor for a specified length of dme
authorizing the purchase of materjals or services.

1. Placement

QOpen purchase orders shall be issued on an annual basis, unless otherwise specified,

with vendors who deal with the Ciry on a regular basis. The open purchase order shall
include a list of those employees authorized o make purchases on the Ciry’s behalf,

2. Spending Limit

Purchases on an open purchase order shall be limited to 2 maximum of 3500.00 per
day by division, at the discredon of the department head or his/her designes. Thus



limit may be increased upon jusdficaden provided by the deparmment head,
recormnmendadon by the Finance Director, and approval by the City Manager. This is
intended to facilitate efficient operadons in situadons where personnel responsiole for

repair work frequently find it necessary w purchase materials or servics without the
benefit of advance planning.

Each departmment head shall be responsible for monitoring the monthly purchases
using open purchase orders made so as not to exceed budgetary appropriadons.

3. Invoice/Receipts

The City employee authorized to make purchases on an open purchase order shall
obuain an invoice or receipe for the materials purchased. Tt shall clearly list and
describe the materials purchased, be dated and the price fully dewmiled. The employes
shall sign the invoics or receipt, identfy the deparmment, and promptly deliver it to
his/her deparmment bead or his/her designes. The departnent head or his/ber designes

shall complete a Supplemental Receiving Form and artach the invoice(s) and rowte it
to the Finance Department.

D. Revolving Fund/Pertv Cash

A cenmralized revolving fund shall be maintained by the Finance Department. This fund
shall be made accessible to all City departments for replenishment of their petty cash
fund. All petry cash requests subrnirted to the Finance Department for replenishment
must be supported by receiprs, invoice and packing slips, etc. and expense claims must
be properly compieted with claimant signature and approval by department

head or his/her designes.

The petty cash fund shall be made accessibie for the purchase of marerials 575.00 or less
from vendors without open purchase orders. At the request of a deparmment head,
recommendation by the Finance Director, and approval of the Cirty Manager, departments
may establish their own peny cash fund. Cash on hand in these individual departmental
perty cash funds shall be limited o $150.C0. This limit may be increased upon
Justification provided by the department head, recommendadon by the Finance Director,
and approval by the Ciry Manager. Departments wishing to have their own petty cash
must receive mrining from the Finance Deparunent regarding the use, securing aad

accounmbility of these funds. Individual petty cash funds are subject to random auditing
by the Finance Deparunent

In recognidon of the fact that City employees cannot be required to maintain persenal
funds to make purchases on behalf of the City, pery cash advances may be allowed, All
advances must be approved by the employee’s depariment head or his/her designes.



Immediately after the purchase, the change and invoics ar recsipt must be remrned
directly to the department’s percy cash custodian.

Because all raining must be approved in advance by the City Manager or his/her
designes, the petty cash fund shall not be used to pay for training registrarion costs. This
fund can be used for ancillary aining costs including, but not limited to, mileage,
parking and meals. Employee must provide backup materials, such as a copy of the
training informadon/brochure. Backup information is required before employes receives
petty cash for ancillary raining costs.

Ol. VENDOR QUOTATION/CALL FOR BIDS - SUPPLIES, MATERIALS,
MAINTENANCE AND EQUIPMENT

Purchases of supplies, materials, maintenance and equipment shall srictly adhere to the
following quotation/Call for Bids requirsments dictated by the dollar amount of the purchase.
Ciry Manager approval, or that of his/her designee, is required for 2il Purchase Orders and

Request for Warrants thar excead $5,000.00. The quotation/Call for Bids requirements and
dollar limits are as follows:

. Immediate Procurement Procedure to $1.000.00

Each deparunent head may exercise his/her own discredon with regard to vendor choice
with preference given to local merchants, with quality and price being equal.

The department identifies necessary supoplies, services or equipment and completes a
requisidon entry, including the appropriate account number(s) on the City’s computer, 50
that the expense is immediately encumbered. The deparunent bead or his/her designee
shall approve the requisition. This requisifion can immediately be used and submired to
vendor to obtain the supplies/services. The requisition is then imnmediately forwarded to
the Finances Deparunent, who follows up with the issnance of a purchase order. (The

requisidon aumber is all that is nesded at this level, though a formal purchase order is
issued later.)

B. Verbal Ouotadon Procedure/ $1.001.00 to0 $10.000.00

Each department head or his/her dc':signec shall acquire a verbal or written quotation from
at least three vendors. Telephone quotadons are obtzined by the department and are
documented on a telephone quotaton sheet (See Atrachment). The quotatons shall be

.tecorded by the deparument head or his/her designes and artached to the purchase
requisition prier to submission to the Finance Deparmment.

The department idendiies necassary supplies, services or equipment and completes a
requisiton enmy, including the appropriate account numbpex(s) on the City’s computer, so

-§-



that the expease is immediately encumbered. The department head shall approve the
requisition. The requisidon is then immediately forwarded to the Financz Department,
who prepares the purchase order, which is then available for use by the department. (A
formal purchase order is needed before procuring supplies and/or services at this level.)

C. Writen Quotagon Procsdurs/$10.000.01 to0 323.000.00

L.

b3

Each department head or histher designee shall solicit written quotations from at least
three vendors. Vendors shall submit their writtan quomtion directly to the departmen:
sesking quorations. The deparmment head or his/ber designee shall then complets a
requisidon enxy, including the appropriate account number(s) on the City’s
computer, so that the expense is immediately encumbered. The deparmment head shall
approve the requisiion. The requisiton is then immediately forwarded to the Financs
Department, who follows up with the issnance of a purchase order. No purchases can
be made undl the purchase order bas beea issued by the Finance Deparunent and
approved by the Ciry Manager.

Excepdons:

The Written Quotation Procedure shall be waived for the following types of
purchases:

a. Purchase of vehicles or equipment that have been included in the Ciry's
adopted budget, which are acquired ar a public aucdon. These purchases
shall receive prior approval of the City Manager or his/her designes.

b. Purchase of vehicles or equipment through cooperatve agrecments with the
State of California or other public agencies.

D. Formal Purchasing Procedure/Call for Bids Over $25.000.00

A formal bid is required if the esdmated dollar amount of the purchase, inciuding ax,
shipping and other related costs, exceeds 525,000.00, or if the accurmulated amount is
expected to excead $235,000.00 in any one {iscal year, and the project is not a capital
improvement project. '

1. The deparmnent head or his/her dcsigﬁc: shall prr:pan: a bid package to solicit bids
from qualified firms. The bid package shall consist of the following elements:

a. Nodcs Inviting Bids

b. Informadon to Bidders
¢. Product Specificadons
d. Proposal Form



¢. Conmact Form
f.  Appendix A (City of Manteca Insurancs Requirsment)

[Re]

The department head or his/her designes shail determine whether unencurnbered
funds are available in the budget

i)

The Ciry Clerk shall follow bid procedures regarding postng of notces, receiving
bids, and opening and procsssing bids.

The deparmment head shall recommend award of conwact to the lowest responsible
bidder. The department head or his/her designee shall prepars an agenda report and
present it to the City Manager, who will then present the item to the City Council. In
all cases, price shall not be the sole determining factor, but shall be considersd along
with other factors, including, but not imited tw, abilicy of the vendor to deliver, ability
to servics, prior éxperience, quality, companbility with exisdng Ciry equipment, and
other pardcular needs of the Ciry. '

5. Upor award of conwmac: by the Ciry Council, the deparument head or his/her designee

shall submit a purchase requisiton with award recommendaton and documentadon
including conwace, if applicable, to the Finance Deparmnent, which shall prepare the
purciase order for City Manager approval. The requisition shall include appropriate
account number(s), and shall be signed by the deparmment head. The Cirty Clerk’s
office shall retain the original contract. All purchase orders or conwracts in exceass of
525,000.00 shall require Ciry Council approval as a regular agenda itemL

6. After award of contract by the Ciry Council, the vendor awarded the contract is
notified by the deparmnent

7. The Ciry Clerk shail send a nodes to vendor(s) not selected.

EMERGENCY PURCHASES

An emergency is a situation in which the delay in procurement of materials, equipment, or
servics may jeopardize the life, health or convenience of local cidzens.

Each department head may exercise his/her own discredon with regard to vendor choice with.
preference given to local merchants, with guality and price being equal.

The deparument idendfies necessary supplies, services or equipment and completes a
requisition enmy, including the appropriats account number(s) on the Ciry’s computer, so that
the expense is immediately encumbered. Tne departnent head or his/her designes

shall approve the requisidon, This requisidon can immediately be used and submirtted to
vender to cbtain the supplies/services. The reguisidon is then immediately forwarded o the



Financs Department, who follows up with the i issuance of 2 purchase order. (The requisidon
number is all thar is nesded ar this lcvcl though a formal’ pu:chasc “order is issued later.)

The deparrment head shall immediately forward to the I-‘-'ma.n&. Department 2 compieted
purchase requisition clearly labeled, “EMERGENCY PU‘RCHASE" Thc purchasc

requisition shall be accompanied by a fully costed invoics or mccxpt with employee’ sand
departmnent head's signaure.

Emergency purchases in excess of $5,000.00 shall require written approval by the Cxty
Manager or his/her designes prior to making the purchase.

SOLE SOURCE VENDORS et

In the case of sole source vendors, a deparmment head or his/her designes shall complete a

“Sole Source Justficadon” form and forward it to the Finance Deparunent before a purcha&.
order is approved.

The purchase of, monthly service charge, and service for air dme for cellular phones shall be
considered a sole sourcs purchase.

. PROFESSIONAL SERVICES/RFPs

- A. Definidon: Professional services may include, but are not limited to, archirectural,

engineering, testing, land surveying, appraising, environmental, planning, financial, legal,
development processing, governmental operatons, special smdies, constucton projecs
managernent and other related services.

B. Procass:

1. The department head or his/her designes shall identify the budger account that will be
used for this servics. The requesting deparument head then prepares a Request for
Proposal (RFP), which shall be sent to appropriate professional service firms. The
REFP shall include a description of the project and a scope of the work to be

~ performed. As a rule, proposals from a minimum of three prospecdve Srms shall be
 solicited. However, this requirement may be waived by the City Manager depending
upon the namre of the service to be provided.

!0

The deparunent shall review all proposals received. The general selection criteria for
determining which firm is to be selected includes:

a.  Qualificadons;
b. The firm’s experiencs with similar projects;

-



¢. Schedule for compledon of projecs and

d. Price (unless preciuded by State or Federal law).

(V3 )

Based on the results of the inidal screening process, the top firm(s) may be invited to
present their quaiificadons. Based upon the qualificadons and the presentadons, the
Ciry shail rank order the firms. The Ciry may negotiate the prics, terms and
conditions of the project with the top firm. The City also reserves the right o

negodate with another top-ranked firm if an agreement cannot be reached with the
No. l-ranked firm.

The conmact with the No. 1-ranked firm is forwarded tw the City Anorney for
approval.

':JI

A suff report with recommendations shall be prepared by the department and
presented to the Cicy Manager, who will then presear the marter to the City Councl.
Counctl shall consider approval of the contract with the top firm

Upon Council approval, the department head or his/her designes shall submita
purchase requisiton with award recommendation and documentaton including
contract, if applicable, to the Finance Department, which shall prepare the purchase
order for Ciry Manager approval. The requisidon shall include appropriate account
number(s), and shall be signed by the department head or his/her designee. The Ciry
Clerk’s office shall rerain the original contract. All contracts in excass of $35,000.00
shall require Ciry Council approval as a regular agenda itemn.

VI. CAPITAL IMPROVEMENTS

A. Definidon: Capital improvements are generally defined as new constructdon of fixed
assets and improvements to previously constructed fixed assets.

In smergency situadons, the necessity for going to bid prior to expendinws may be

avoided. (See Sectdon 20168 of the Public Contract Code for specific informaton about
gmergencies.)

Process: The expendimre of funds for capital improvements shall follow the same
procsss outlined in Secdon II-C, unless the expendimurs exceeds $5,000.00. When the
expendirure of funds is sxpected 10 excesd §5,000.00, the formal bid procass as required

and outlined in the Government Code shall be smictly adhered to.
1. Informal Written Quotaton Procedure - Under $5,000:

Same procsss as provided for in Secdon [-C.



2. Formal Bid Procedure - $5,000.00 and over

(When the expendimre for 3 municipal improvement project exceeds $5,000.00, ix
shall be conmacted for and let to the lowest responsible bidder after nonce. Itis
unlawful to split or separate a job into smaller projects to avoid the financial
threshold. In emergency simadons, the necsssity for going to bid prior to expendimre

may be avoided. (See Secton 20168 of the Public Contract Code for specific
informadon about emergencies.)

a. In those instances where the Ciry Council is asked to approve plans and

specifications and authorize a call for dbids, the department head shall prepare an
agenda report to the City Manager, who then takes the marer to the City Council,
requestng these acdons. The request shall inciude idendficadon of the
unencumbered funding source for the project, based on the esdmated project cost.

The request shall also include a bid opening date, which shall be approved by the
Ciry Clerk.

City Council approval is required for all plans and specificarions for capital

projecss. Prior to being presented 10 Council, plans and specificarions shall be
reviewed by: :

« Director of Public Works
» Building Inspecton Division (if a building permir is required)
s  Affected ualities for conflicts and/or relocadons.

The sealed bids required by the Government Code shall be received by the City
Clerk who shall be responsible for publicly opening and reading said bids at the
sipulared dme. Once bids have been opened, the deparmment head shall
recomnmend award of contract to the lowest responsibie bidder. The department
head or his/her designee shall prepare an agenda report and present it to the Ciry
Manager who will then present the item to the Ciry Council.

Upon approval by the Cirty Council, the conmact package is forwarded to the
department, who obmins signatures from the conwactor, City Attorney and the
Mayor. The City Clerk’s office will retain the criginal contract

Upon Ciry Council award of the contract, the Ciry Clerk shall prepars 2 .
resoluton notng Council's approval of the contract, the project name, cost and
budger account number(s). Funds for the project are thus immediately
encurnbered. The resoludon shall be submited by the deparmment head to the
Finance Deparument, along with each request for warrant for payments due the
contractor. The department head shall be responsible for menitoring the project

account balance during the course of the project o ensurs that overages do aot
occur,

-11 -
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Change Qrders . 5 ot 25 S

During the course of capital improvement projects, modificatdons to the scope of work or
additonal work may be required that could not have been anticipated in advance. The Ciry
Council must approve capital improvement change orders where the change order(s) ‘
cumnulatively total 10 percent or more of the original contract amount, or individual change
order is more than $25,000, prior to initating the work when possible, and in all cases prior
to payment of additional cost. Change orders equaring to less than 10 percent of the original
conmact amount and under $25,000 may be approved by the City Manager, upon =
recommendation by the deparument head and Financs Director. A change order that causes
the project to go over the approved budget may be approved by the City Manager, as long as
the addidonal funds are taken from savings from another project in the same fund. All other
change orders for capital improvement projects must be approved by the City Council. These
nstancss that require Council approval include change orders that:

Cause the project to go over budger, .. ~
Require mransfers betwesn funds or from'reserves; or

Regquire transxers berween accounts, but from projects that have not yet etacncnc..d 2
savings.

L) D)

-

Inthe case of an cmcrccncy, the City \/Ianaccr may approve the work for those change -

orders representing 10 percent or more of the original bid'amount before submiring the
change order to the Ciry Councﬂ fori Its formal approval.

A.n emergency is defined as work, which if not performed, m'ay jeopardize the life, health or
convenience of local ¢citizens; may substandally delay the compledon of the project; or which
may substantially increase the costs of the project as further progress is made.



