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No. 2013-AP-01

CENTENNIAL PURCHASING POLICY

.  AUTHORITY:

The City Manager is authorized to promulgate administrative policies pursuant to Section 2-2-
130(b)(7) of the City of Centennial Municipal Code subject to ratification of such policy by the
City Council. Specific authority to adopt a purchasing policy is set forth therein. The City
Manager is authorized to adopt administrative directives outlining purchasing procedures
consistent with this policy.

The City Manager is also authorized to execute certain contracts on behalf of the City within
limits as set forth in Section 2-2-130(b) of the Centennial Municipal Code. If approved by City
Council, Section 2-2-130(b) of the Centennial Municipal Code permits delegation by the City
Manager of contract approval authority. Ratification of this policy by the City Council authorizes
the City Manager to delegate the approval of contracts, agreements and purchase orders for
goods and services (a) up to $30,000 to Department Directors if such delegation is in writing
signed by the City Manager and sufficient funds have been budgeted and appropriated by the
City Council and (b) up to $5,000 to Department Directors or Division Managers provided that
sufficient funds have been budgeted and appropriated by the City Council.

. PURPOSE OF POLICY:

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 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 to foster effective, broad-based
competition to ensure that the City receives best value.

il SCOPE:

This policy governs the procurement of all materials, equipment, construction and services
required by the City and shall apply to purchases made for the City by City employees and by
contractors for the City acting as purchasing agents for the City if the City pays directly for the
procured goods or services.

IV. DEFINITIONS:

Consistent with this policy, the City Manager is authorized to assign definitions to specialized
terms used in this policy. Other words or terms used in this policy shall have their general
meaning as defined by the Merriam Webster on-line Dictionary, http://www.merriam-
webster.com/




V. POLICY:

1.0 Responsibility and Delegation. The City Manager is responsible for the City's
purchasing system. As such, the City Manager is authorized to delegate and to adopt policies
and procedures through directives or otherwise, consistent with this Policy, to implement and
further the purchasing processes of the City.

20 Pre-Procurement Requirements.
2.1 Procurement Classifications. The following procurement classifications
shall determine the procurement method and approvals required.
PROCUREMENT CLASSIFICATION 1: Small Purchase Procurement. Small

purchase procurement is used for the purchase of goods and services up to $5,000
and such purchases require only that the City staff member making the purchase
ensures that a reasonable and adequate number of price checks or quotes is made
by email, personal inspection, or discussions with vendors to ensure a quality
product or service is obtained and best value is determined.

PROCUREMENT CLASSIFICATION 2: Simplified Procurement. Simplified
Procurement is utilized for simple purchase activities of goods and services of over
$5,000 up to $30,000. A reasonable and adequate number of price checks or
quotes of no less than three (3} should be solicited by email, personal inspection, or
discussions with vendors to ensure a quality product or service is obtained and best
value is determined. Prior to commencing any purchase classified as Simplified
Procurement, the proposed purchase and process shall be reviewed by the
Purchasing Manager.

PROCUREMENT ASSIEICATION 3: Formal Procurement. Formal
Procurement is utilized for purchase activities of goods and services of $30,000 and
over and requires a competitive sealed process such as an Invitation for Bid (IFB),
Reverse Auction or Request for Proposal (RFP) process. Prior to commencing any
purchase classified as Formal Procurement, the proposed purchase and process
shall be reviewed by the Purchasing Manager.

2.2  Valuing Procurement for Purpose of Proper Classification and Permissible
Renewals/Extensions.

{a) Purchases shall not be artificially divided to circumvent the procurement
classification and associated procurement process.

(b) If numerous items are being purchased from one vendor on a single order, the
aggregate price is the determining factor with regard to procurement classification.

(c) In determining procurement value when purchasing services by contract, the
following guidelines shall be used:

(1) If services are provided on a lump sum basis, the lump sum amount shall
determine the value of the procurement. If lump sum services are
compensated on an annual basis (instead of on a one-time basis) the
procurement value shall be determined by mutiplying the annual lump
sum amount by the number of years in the term (not to include optional
renewal terms contemplated by the contract).



(4)

If services are provided on a time and materials basis, the value of the
procurement shall be determined by multiplying the annual maximum or
not-to-exceed compensation by the number of years in the term (not to
include optional renewal terms contemplated by the contract).

If a contract is for fees fo be retained by a vendor {such as banking
agreements) and not actual expenditures of the City (no additional checks
or payments are issued to the vendor), an estimate of the cost to the City
(retained fees) shall provide the basis for procument value determination.
If the estimate is erroneous, actual cost shall be used for determining
value at renewal time or when resoliciting for such services.

The Finance Depariment shall have the ultimate authority to determine
final procurement value for any coniract or other form of purchase
agreement.

(d) Contracts may be extended, renewed or amended to extend or renew without further
procurement action or additional approvals only if:

(1)

(2)

(3)

(5)

The soliciting document contemplated amendment or optional renewal
terms; and

the contract specifically recognized that renewal or amendment was an
option; and

approval of the contract was at the level that would be required for the
contract adding in the additional compensation payable due to the
extension, renewal or amendment; and

any additional services or service scope change are reasonably related to
the services contracted for in the original contract; and

the aggregate dollar value of the compensation payable under the term
and the renewal or extension term(s) (with or wthout additional
compendsation for reasonably related additional services) does not equal
a value greater than a threshhold amount for an elevated procurement
classification level (ex. 2 year contract for $10,000/year can be renewed
for additional one year term as the value of the term ($20,000) plus the
renewal ($10.000) equals $30,000 and does not reach the Classification 3
threshoid).

2.3 Exemptions to Formal Procurement.

(a) Procurement Classification 1 and 2 purchases do not require formal procurement

processes,

{b) Regardless of dollar amount, the following purchases are exempted from the
requirement to engage in formal procurement processes:

(1)

(2)

Cooperative Purchases. Purchases made cooperatively with other units
government such as the State of Colorado and government cooperative
groups utilizing extended awards from other governmental agencies;

Piggybacked Purchases. Purchases made by piggybacking on prices,
bids and offers made to other units of government such as the State of
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(3)

(4

(5)

(7)

Colorado or other counties, municipalities or special districts when
agreeable by the vendor and the Purchasing Manager determines such
approach is in the best interests of the City;

Government Contracts. Purchases/contracts with federal, state and local
government and political subdivisions of the state;

Published Materials. Purchases of magazines, books, publications and
periodicals;

Sole Source. In conformity with a procedure o be promulgated by the

City Manager that provides for management ievel review, purchases of
supplies, products or services indispensable to the City for which there is
only one source practicably or reasonably available, which exemption
requires satisfaction of the following criteria:

. The vendor is the original equipment supplier/manufacturer and similar

parts or equipment are not available from another manufacturer; or

The vendor is the only source of equipment, materials or goods
compatible with or conforming to City-owned equipment, materials or
goods and addition of nonconforming equipment, materials or goods
would require the expendiiure of additional funds; or

No other equipment, materials or goods are available that can meet the
specialized needs of the department or perform the intended function; or

Detailed justification is available which reasonably establishes that the

vendor is the only source practicably available to provide the item or

service required; or

The product, equipment or service is functionally superior to all other
competitive products.

Professional Services. In conformity with a procedure to be promulgated

by the City Manager that provides for management level review, confracts
for professional services from certain professional, technical and expert
service providers which exemption requires satisfaction of the following
criteria:

The service provider has such required specialized knowledge, skill,
reputation and/or experience to satisfy the specialized needs of the
depariment or City; and

. the service provider provides services recognized as professional in

nature by licensure, certification or other specialized training such as
accountants, actuaries, appraisers, architects, attorneys, business
consultants, business development managers, specialized engineers,
public relations professionals, public finance professionals, recruiters,
researchers, real estate brokers, or translators.

Emergency Purchases. In conformity with a procedure to be promulgated
by the City Manager that provides for City Manager review, purchases




made in an emergency, which exemption required the following
circumstances:

a. dangerous condition, potentially dangerous condition, or immediate need
for supplies, equipment or services exists requiring the purchase to
protect the public safety, health or welfare of citizens when in imminent
jecpardy; or

b. immediate repair is necessary to prevent further damage to public
property, machinery or equipment; or

c. the functioning and operation of a City department would be seriously
hampered or delayed through use of the normal purchasing process; or

d. equipment breakdown or act of God threatens to terminate essential
services.

(8) Hardship Waiver. In conformity with a procedure to be promulgated by
the City Manager that provides for management level review, a hardship
waiver shall be granted when formal procurement is deemed not to be in
the best interest of the City because, due to circumstances beyond the
reasonable control of the person or department requesting the waiver:

a. the process may cause unavoidable time delay or unavoidable hardship
for a department of the City; or

b. the process may cause undue expense for the City.
(9) Fine Art. The material qualifies as an object of fine art;

(10) Materials Conformity. A particular material is required to match materials
currently in use by the City.

(11) OEM Parts. Original Equipment Manufacturer (OEM) repair parts
purchased from the source vendor.

(12) Original Provider Maintenance and Support. Annual maintenance and
service agreements when the terms of the original purchase specify that
the original provider performs ongoing maintenance.

(13) Additional Materials or Services. Procurement resulting from a formal
procurement process may be used as the basis for the negotiated
purchase of additional quantities of the same materials or services at any
time; provided, however, that subsequent procurement is expressly
limited to the specific terms, conditions and pricing established by the
original procurement.

3.0 Final Procurement Expenditures Approvals.

The following table indicates the authority level required for final expenditure approval
dependent on the nature of the expenditure:



Purchasing

Procurement Range Prgcurement Procurement Approval Required By:
Process rocess
Classification
1 $0 - $5,000 Small Department Director (and for Contracts,
Purchase including POs, only, Purchasing Manager)
2 Over $5,000 to | Simplified Department Director and
$30,000 Procurement | Purchasing Manager
now\;iirnfsgm’(g?yto Formal Department Director and Purchasing
Manager Procurement Manager anhd ”Ci:jy tMangger. hPuhrchagr_wtg
Approval Xt?nager sha | eher”mllne bW et er . ity
Amount® orney approval shall also be required.
3 Department Director and
Purchasing Manager and
City Manager and
City Atforney and
Over City City Council
Manager Formal For  Procurement  Classification 3
Approval Procurement | procurements over the City Manager
Amount* Approval Amount” the required
procurement level may be deemed

satisfied if the City Council approves by
resolution authority of the City Manager to
execute the applicable contract in an
amount over the City Manager Approval
Amount.

*City Manager Approval Amount” shall mean either (a) $300,000 for public works or capital
improvements related purchases, or (b) $150,000 for all other purchases. If a purchase amount
is identified and authorized in the relevant annual City Council budget approval resolution,
neither of these limits shall apply but the limit for City Manager Approval Amount for such
purchases shall be the amount identified in such resolution.

VI EFFECTIVE DATE:

This policy shall be effective upon adoption by the City Council of a ratifying resolution.




VII. AP PROVA
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U

Danle!son City Manager

Date /

Resolution No. 2013-R-71

11/8 /1>

CathyA Noon, ayor

City Clerk or Deplty ity Clerk

Date



