
Town of White
PURCHASING POLICY

Section I.  Purpose
The purpose of this policy is to establish the procedures for purchases made on behalf of the Town of White.  This policy ensures adequate control over budgets and expenditures, and adherence to legal and ethical procurement procedures with the following objectives:

1.  To maintain compliance with state and local laws pertaining to government purchasing;
2.  To maximize the use of tax dollars by purchasing goods and services economically; 

3.  To serve as a guide for improving purchasing efficiency and operations and to provide clear and consistent guidelines for authorized purchasers to follow;
4.  To maintain compliance with annual budget and long term purchasing needs.
Section II.  Purchasing Agent
The Clerk/Town Manager shall be the purchasing agent for the Town of White.  The Town Manager is responsible for the overall purchasing function.  The Board Supervisors and the Department Heads or their authorized representatives shall be responsible for purchasing items within their respective budgets.  All authorized persons are required to coordinate their purchasing with the purchasing agent for reporting to the Town Board.  Because only the Town Board may approve actual purchases, the purchasing agent is responsible for insuring that the purchases are reported to the Town Board for approval, ratification, and/or confirmation.  In the Town Manager’s absence, the Office Assistant shall serve as the purchasing agent.  
Section III.  Purchasing Levels
The Town Manager, Elected Board Members, Public Works Foreman, Office Assistant, and the Fire Chief shall have the authority to independently authorize and/or approve purchases up to $1,000 based on appropriations contained in the town’s budget contained in specific area of responsibility.  For purchases in the amount of $1,000 or over, verbal approval must be received from a Board Member prior to making the purchase.  It is the responsibility of employees authorized to make purchases to assure funds have been previously allocated and encumbered for purchases.  All purchases must follow MN State Statute 471.345 Uniform Municipal Contracting Law and purchasing procedures of the Town of White.  
For parts, the Public Works Foreman or his/her authorized representative has the authority to independently authorize and/or approve purchases up to $2,500.  

Section IV.  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 petty cash funds

7.  Use of credit cards
Regular purchasing procedures
These procedures apply to the purchase of supplies, materials, small tools & minor equipment, or the rental thereof, or the construction, alteration, repair or maintenance of real or personal property.  Purchasing must be consistent with the approved annual budget.  Invoices and/or receipts are required for all purchases.  Only department heads or those designated with authority are authorized to sign purchase orders or invoices.  For vendors who are used frequently, a purchasing account shall be created to improve efficiency and record-keeping based on the approved annual budget.  In the majority of cases, orders are placed directly from the Fire Department and Public Works.  
At the re-organization meeting of the Town Board, each Supervisor is designated as a contact for a specific area of township operations.  Except in an emergency, department heads are required to contact the designated Supervisor to review the need and scope of a project or major repair and must follow the process below based on the total purchase price.  After review of the project, the designated Supervisor has the authority to authorize the work to proceed.  These issues are then discussed under Department and/or Supervisor reports at the next regular town board meeting.  The Board may modify the town’s budget to make funds available, but may not increase the total amount that has been levied.
1.  Purchases  up to $1,000

The purchase may be made in the open market by an authorized purchaser.  Authorized purchasers are strongly encouraged to seek quotations unless the time involved would not justify the benefit, and to buy locally whenever possible or practical.  Prior to making the purchase, the purchaser must ensure the budget allows for such purchase.   
2.  Purchases from $1,000 to $25,000
If the amount of the contract is estimated to be $25,000 or less, the contract may be made either upon quotation or in the open market, at the discretion of the Town Board.  If the purchase is made upon quotation, it shall be based, so far as practicable, on at least two quotations.  Quotations may be obtained by telephone or in written form via facsimile, delivery service, or internet.  Quotations must have a specific date and time for submission.  All quotations should be kept on file for a minimum of one year and include the names of vendors providing the quotations, the amount of quotations, and each successful quotation signed and dated.  
Alternatively, municipalities may award a contract for construction, alteration, repair, or maintenance work to the vendor or contractor offering the best value under a request for proposals as described in MN Statute, Section 16C.28, subdivision 1, paragraph (a), clause (2), and paragraph (c).  

Remember verbal approval is needed from a Town Board member for any purchase over $1,000.00 (unless for parts, that amount is $2,500).  If approved, the quotations must be forwarded to the Town Office for filing.  
3.  Purchases from $25,000 to $100,000
If the amount of the contract is estimated to exceed $25,000 but not to exceed $100,000, the contract may be made either upon sealed bids or by direct negotiation, by obtaining two or more quotations when possible, and without advertising for bids or otherwise complying with the requirements of competitive bidding.  Quotations may be obtained by telephone or in written form via facsimile, delivery service, or internet.  Quotations must have a specific date and time for submission.  All quotations should be kept on file for a minimum of one year and include the names of vendors providing the quotations, the amount of quotations, and each successful quotation signed and dated.  If quotations are obtained by phone, they should be followed up with signed quotation.  The quotations must be forwarded to the Board for approval.

Best value alternative:  As an alternative to the procurement method described above, municipalities may award a contract for construction, alteration, repair, or maintenance work to the vendor or contractor offering the best value under a request for proposals as described in MN Statutes, Section 16C.28, subdivision 1, paragraph (a), clause (2), and paragraph (c). 
4.  Purchases exceeding $100,000
If the amount of the contract is estimated to exceed $100,000, sealed bids shall be solicited by public notice in the manner and subject to the requirements of the law governing contracts by the Town.  With regard to repairs and maintenance of ditches, the provisions of section MN Statute 103E.705, subdivisions 5, 6, and 7 apply.  Purchases or contracts exceeding $100,000 require formal sealed bids solicited by public notice in accordance with Minnesota Statute 471.345.  The purchasing agent 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 purchasing agent or Board designated representative shall recommend to the Board which bid is the lowest responsible bid.  The Board shall determine the lowest responsible bidder and shall accept such bid.  In all cases, the Board reserves the right to accept of reject any or all of the bids, and waive informalities therein.  The Township has a reasonable discretion in determining who is 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 or 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 Board may exercise reasonable discretion in determining who is the lowest responsible bidder.  The Board may consider, in addition to the bid price, the quality, suitability, and adaptability of the article for which it is intended.

All requests for quotations and/or competitive bids shall include local vendors whenever possible.  It is the desire of the Board to give local vendors preference, provided it is not in conflict with this policy.

As an alternative to the procurement method described above, municipalities may award a contract for construction, alteration, repair, or maintenance work to the vendor or contractor offering the best value under a request for proposals as described in MN Statute, Section 16C.28, subdivision 1, paragraph (a), clause (2), and paragraph (c).  

Exclusions from Competitive Bidding Requirements

It is not legally necessary to advertise for bids for:

1.  Professional services such as those of doctors, engineers, lawyers, architects,        

     accountants, and other services requiring technical, scientific, or professional training
(if in doubt, contact the Township Attorney).  Before contracting any professional                                                                       services for a significant amount, the Board shall be advised.  The Board will  

     then 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.

 

Travel
All expenditures for travel and training need prior approval by the Board.  The Town Manager shall verify that the budget has authorized the expenditure and that sufficient funds are available.  The travel request will then be forwarded to the Board for approval.  

Invoice Approval
The goods are received by the various departments, where they are counted and checked for damage etc.  Damaged or returned purchases will change the receiving and invoice copies.  Authorized purchasers shall review all invoices for expenditures in their departments/areas and verify the validity of the charges.  The purchaser making the purchase shall sign invoices after ascertaining that the goods or services have been delivered to the Town in the quantities listed and that the amounts charged are correct.  Any discrepancies are noted and the office is called and told not to pay the invoice until the problems are settled.  Certain invoices are excluded from review and approval.  Excluded are monthly invoices which are allocated to the Town based on employee costs or other factors, e.g., health insurance, life insurance, dental insurance, utilities, telephone invoices, and construction contracts.  Copies of all receiving invoices should be forwarded to the office for comparison and processing.  Purchases/expenditures shall be reviewed and ratified by the Board at their regular meeting before payments are released.  The Township will promptly pay obligations within 35 days of receipt, unless a good faith dispute exists.  
Price agreements
Price agreements may be used to acquire items the Township frequently purchases in small quantities, i.e. gasoline, propane, and heating fuel.  A price agreement is a contract between the Township and a vendor.  Under it, the vendor agrees to supply all of the Township’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 up to $1,000” apply.

Emergency purchasing
When an emergency occurs that may jeopardize public safety, or the health and welfare of employees or citizens, the Town Manager, Public Works Director, Board Supervisors, and/or the Township Attorney may authorize a necessary emergency purchase.  Emergency purchases shall be reported in writing to the Town Manager within 24 hours.  The reasons for such a purchase will be included in writing.  In the event that the emergency purchase exceeds $2,500, the Town Manager, Board Supervisors, Public Works Foreman, and the City Attorney may combine to authorize expenditures over $2,500 but not to exceed $25,000 with the written follow-up approval  of the Town Board.  At least two competitive quotations should be utilized whenever possible as part of the process.

In an emergency situation, the Board may dispense with the bidding requirements of state contract law.  Before deciding if an emergency exists, the Board shall consult with the Township Attorney.

Disaster purchasing

The Town Board may declare a local disaster or emergency.  The declaration shall not be continued for a period in excess of three days except by or with the consent of the Board.  A disaster may result from fire, flood, tornado, blizzard, destructive winds, or other natural causes, or from sabotage, hostile action, or from hazardous material mishaps or catastrophic measures, or emergencies that are technological in nature.

During a declared emergency, the Township may enter into contracts and incur obligations necessary to combat the disaster by protecting the health and safety of persons and property, and providing assistance to victims of such disasters.  The Township may exercise such power as deemed necessary without complying with purchasing procedures prescribed by law pertaining to the performance of public work, entering into rental equipment agreements, purchase of supplies and materials, limitations upon tax levies, and the appropriation and expenditures of public funds, including, but not limited to, publication of resolutions, publication of call for bids, provisions of personnel laws and rules, provisions related to low bids, and requirement for budgets.

Cooperative purchasing
The Township may increase savings from bulk discounts by making purchases jointly with one or more governmental units.  The joint-powers law authorized cooperative purchasing.  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 “…up to (number) of (item).”  This way, each participating unit can make the final decision on whether to purchase the items from the successful bidder.
The Township may also purchase a variety of equipment and supplies from a state contract.  The Township is a member of the MN Department of Administration Cooperative Purchasing Program.  For contracts estimated to exceed $25,000, the township must consider the availability, price, and quality of supplies, materials, or equipment available through the state cooperative purchasing venture before buying through another source.  
Use of petty cash funds
The Board has established a petty cash fund for the payment of bills that are impractical to pay in the regular manner.  The Board may not use these funds to pay salaries or personal-expense reimbursements.  The Treasurer is the appointed custodian responsible for its safekeeping and disbursements.  The custodian must be able to justify the validity of the disbursements to the Board.

Use of credit cards
The Board may authorize the use of a credit card by any Township Official or employee otherwise authorized to make a purchase on behalf of the Township.  If an individual makes or directs a purchase by credit card that is not approved by the Board, the individual will be held personally liable for the amount of purchase.  A purchase by credit card must comply with all statutes, rules and township policies applicable to township purchases.  Purchases must comply with the following requirements:

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

2.  Credit card use must also comply with laws concerning Township borrowing.  The Township should not use credit cards for carrying debt.  The Township will pay the entire credit card balance each month.
References:  Chapter 23, Handbook for Minnesota Cities, MN Statutes 471.345 Uniform Municipal Contracting Law, MN Statutes 103E.705 Repair Procedure, and MN Statutes 16C.28 Contracts; Award
Section V.  Effective Date:  This policy becomes effective upon adoption by the Board.  Passed by Motion this 2nd day, of February 2017.


