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Office of the City Manager
City of Westerville

EXECUTIVE ORDER 2018-01
(Original 12/19/2018)
(Revised 12/19/2019)

(2nd Revision 2/3/2022)

(3rd Revision 6/19/2023)
(4th Revision 9/13/2024)
(5th Revision 11/14/2025)

ADMINISTRATIVE REGULATIONS - PURCHASING POLICIES AND PROCEDURES

Pursuant to the authority vested in the City Manager under Section 132.01 of the Codified

Ordinances of the City of Westerville to adopt written purchasing “processes, policies, and

procedures as are necessary and proper” the "Purchasing Policies and Procedures Manual"

revised November 2025 serves as the official administrative purchasing procedures for staff.
Monica Dupee

BE IT SO ORDERED
City Manager

Mowica Oufu,

Dated: November 14, 2025
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Point of Contact for Questions:

Thomas Patterson, NIGP-CPP, CPPB
Procurement Manager

Finance Department

ph: (614) 901-6869
Thomas.Patterson@westerville.org
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1.1

1.2

1.3

1.4

1.

Introduction

Purpose:

This Purchasing Policies and Procedures Manual has been developed as a guide for Department Heads and other
employees granted purchasing responsibilities for the City of Westerville. Through adhering to the policies and
practices described herewithin, all City Stakeholders (Council, staff, residents, and the business community) should
be able to trustin a fair, simple, and transparent procurement system. The underlying purposes of this Manual are:

111 To obtain purchase contracts at the lowest available price utilizing the most economical procedures
which will also provide for efficiency in the letting of contracts and in securing the best source for goods,
services, and construction for public use;

1.1.2  To provide for the fair and equitable treatment of all persons involved in public purchasing by the City;
1.1.3  To maximize the purchasing value of each public dollar; and

1.1.4  To provide safeguards for maintaining a procurement system of quality and integrity.

Requirement of Good Faith:

This Manual requires all parties involved in the selection, award, or administration of City Purchase Contracts to
act in good faith (with honesty and sincere intent).

It is unethical to disclose information derived from competing proposals to any vendor that might provide an
unfair advantage over a competing vendor.

All City employees are governed by the provisions of this Purchasing Policies and Procedures Manual whether
directly orindirectly involved in a procurement transaction. Violation of these provisions may result in disciplinary
action, to include termination and/or criminal prosecution.

Applicability:

This Manual supplements Chapter 132 of the Westerville Codified Ordinances and shall apply to the procurement
of all goods, services, and construction required by departments for the delivery of excellent municipal services.
When any procurement involves the expenditure of Federal or State funds, the procurement shall also be
conducted in accordance with any mandatory applicable Federal and State laws or regulations.

Responsibility:

The City Manager provides executive direction for the purchasing function as outlined in Chapter 132 of the
Westerville Codified Ordinances. Under the authorization and direction of the City Manager, the Procurement
Division of the Finance Department is responsible for the day-to-day administration of the City's purchasing
function.

General oversight of the purchasing functionis exercised through the Procurement Manager. The Procurement
Manager provides recommendation and support to the Director of Finance and ultimately the City Manager as it
relates to purchasing.

The Procurement Manager and Procurement Coordinator perform a number of daily tasks in maintaining the

5
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2.1

2.2

2.3

efficient and effective performance of the purchasing function and the Procurement Division.

The Finance Department’s Accounting Division performs a number of daily tasks associated with administering
and monitoring the City’s purchasing function. The Accounting Division is responsible for processing purchase
requests, encumbering funds, issuing purchase orders, processing and reviewing Procurement Card transactions,
assisting with the disposal of surplus property and performing a number of other tasks described herein.

Department Heads are responsible for ensuring their department’s purchasing activities are in accordance with
Chapter132 of the Westerville Codified Ordinances and the administrative processes, policies, and procedures set
forth herein. Department Heads are further responsible for reviewing purchase requests from their staff to
ensure such requests meet a valid municipal need and reflect the best interests of the City.

Each department shall assign staff who are responsible for (1) determining the department purchases that are
required, (2) identifying the best source for the needed purchases, and (3) initiating the purchase by means of
electronic requisition or use of a City-authorized and issued Procurement Card.

2. Purchasing Authority

City Council:

Authority: The responsibility for all purchases made by the City of Westerville is held by the City Council. Pursuant
to Chapter 132 of the Westerville Codified Ordinances, City Council has entrusted the City Manager with establishing
administrative procurement processes, policies, and procedures necessary for the efficient operation of the
purchasing function.

City Manager:

Authority: The City Manager is responsible for establishing administrative processes, policies, and procedures
necessary for the cost-effective procurement of all goods, services, and construction; such processes, policies, and
procedures shall be applicable to all City employees. The City Manager is further responsible for reviewing
requisitions as identified in Section 2.7 of this Manual. If improper purchasing practices occur, the City Manager
shall take such corrective action as is necessary and may invoke disciplinary action(s) upon the individual, division
and/or department. Disciplinary action may be in the form of restricted purchasing privileges, restitution,
suspension, termination or any other form deemed appropriate by the City Manager.

Department Heads:

Authority: By authority of the City Manager, Department Heads are delegated purchasing authority and
responsibility as set forth below:

o Department Heads are given the responsibility of ensuring that (1) the procurement of all goods, services,
and construction needed to support department operations is handled in a responsible manner and (2)
all personnel in their department are knowledgeable of and fully understand the purchasing policies and
procedure set forth in this Manual. By following the requirements established within this Manual,
Department Heads may be able to make better use of budgeted funds for their department.

o Department Heads may delegate purchasing authority and authorize department personnel to purchase
goods, services, and construction, as needed to support department operations.
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2.4 Procurement Division:

Authority: By authority of the City Manager, the Procurement Division shall serve as the principal public office for
the City in administering the purchasing function and is granted authority and responsibility for the following:

Contracting: To contract for or provide oversight for the procurement of all goods, services, and
construction requested by any City department in accordance with Chapter 132 of the Westerville Codified
Ordinances, the administrative processes, policies, and procedures set forth herein and such programs
and practices as may be adopted by the Finance Department for the internal management of the
Procurement Division;

Purchase Authority- Goods, Services, and Construction: Responsible for providing guidance as to the most
appropriate method of Source Selection and reviewing requisitions as identified in Section 2.7 of this
Manual;

Minimum Expenditure: Actto procure for the City the highest quality in goods services, and construction
at the lowest and best available price utilizing the most economical procedures;

Encourage Competition: Discourage uniform bidding and endeavor to obtain competition for all
purchases, including full and open competition for purchases made via Formal Source Selection;

Administrative Processes, Policies, and Procedures: Propose amendments for consideration and approval
by the City Manager and Director of Finance;

Purchasing Analysis: Keep informed on current developments in the field of public purchasing and secure
for the City the benefits of research done in the field of purchasing by other governmental agencies,
national technical societies, trade associations having national recognition, and by private business
organizations;

Forms: Prescribe and maintain such forms as found reasonably necessary for compliance with Chapter 132
of the Westerville Codified Ordinances and this Manual;

Vendors' File: Prepare and maintain a file of current and potential vendors for City solicitations;

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

Performance Measurement: Establish and maintain a performance measurement program to demonstrate
that the City’s purchasing function is being implemented in a manner that benefits from the use of sound
public procurement practices and maximizes the purchasing value of each public dollar.

2.5 Division Managers (Managers, Superintendents and Supervisors):

Authority: By authority of the City Manager, Division Managers shall be granted authority and responsibility as
set forth in this Section.

@)

Division Managers shall be responsible for their division’s expenditures and the resulting paperwork.
Through prompt attention to invoices and receipts, the City may take advantage of discounts and bills can
be paid to avoid late charges. Managers shall ensure that deliveries are carefully accounted and inspected
to make certain they are in good condition and the proper quantities have been received. Any damage(s)
or shortage(s) on received shipments should be noted on the freight receipt and immediately reported to
the supplier.
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2.6

2.7

Authority to Contract:

Authority: By authority of the City Manager, Finance and Procurement staff shall be granted authority and
responsibility as set forth in this Section.

2.6.1.

2.6.2.

2.6.3.

2.6.4.

Finance Accounting Division: Unless otherwise noted in Section 2.7, any procurement for good, services,
and construction less than two thousand five hundred dollars ($2,500.00) may be awarded by the
Finance Accounting Division pursuant to the provisions of this Manual.

Procurement Coordinator: Unless otherwise noted in Section 2.7, any procurement for good, services,
and construction less than ten thousand dollars ($10,000.00) may be awarded by the Procurement
Coordinator pursuant to the provisions of this Manual. Further, the Procurement Coordinator has
authority to approve and sign written purchase contracts on behalf of the City Manager for goods,
services, and construction less than ten thousand dollars ($10,000.00) in annual value.

Procurement Manager: Unless otherwise noted in Section 2.7, any procurement for good, services, and
construction less than twenty-five thousand dollars ($25,000.00) may be awarded by the Procurement
Manager pursuant to the provisions of this Manual. Further, the Procurement Manager has authority to
approve and sign written purchase contracts on behalf of the City Manager for goods, services, and
construction less than twenty-five thousand dollars ($25,000.00) in annual value.

Director of Finance: Unless otherwise noted in Section 2.7, any procurement for good, services, and
construction less than one hundred thousand dollars ($100,000.00) may be awarded by the Director of
Finance pursuant to the provisions of this Manual. Further, the Director of Finance has authority to
approve and sign written purchase contracts on behalf of the City Manager for goods, services, and
construction less than one hundred thousand dollars ($100,000.00) in annual value.

Purchasing/Contracting Review and Approval Matrix:

The Purchasing/Contract Review and Approval Matrix on the next pages summarizes the required approvals
associated with all City purchases.
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PURCHASING & CONTRACTING APPROVAL MATRIX

Revised: November 2025

DEPARTMENT CODE

CITY MANAGER
i Human ! . : i Public _ . i
| Resaurces | foiee i Fire oG | Water |

ASSISTANT CITY MANAGER

i Planning & |
i Development | Recreation |

Parks &

H—- i Information |
{ Finance

| Technology |

{ WeConnect

FINANCE DEPARTMENT REVIEW | APPROVAL REQUIRED FOR ALL PURCHASE REQUESTS, NON-LOCAL TRAVEL, AND P-CARD TRANSACTIONS

INFORMATION TECHNOLOGY DEPARTMENT REVIEW / APPROVAL REQUIRED FOR ALL TECHNOLOGY REQUESTS

$100,000 and over including capital purchases:

All Purchase Requests of 5100,000 or more. Supporting documenistion should b provided

Required

Required

Required

Required

SEE DEPARTMENT CODE

Motion
Required

All Purchase Requests of 5100,000 or more as Excepted by Section 132.04. Supponing documentation showld be provided

Required

Required

Required

Required

0

SEE DERARTMENT CODE

[s25.000

All Purchase Requests of 525,000 or more and less than $100,000 (with less than 3 quaotes from 3 qualified

vendors & without State Term Comparisons or other Intergovernmental Joint Purchasing Opportunities). Supporting
gocumaniation Showd be provided

or More and Less than $100,000 including capital purchases (Finance Director has the City

Required

Required

Required

/ Manager's authorization to approve & sign City Contracts below $100,000):

Required

Required

SEE DEPARTMENT CODE

All Purchase Requests of 525,000 or more and less than $100.000 (with 3 quotes from 3 qualified vendors or
supported by a contract established by another govemment entitycooperative govemment purchasing program).
Supporing doGLMENtaton Shoukd be provided.

Required

Required

Required

Required

Required

SEE DEPARTMENT CODE

All Capital Budget Variance Requests (where capital requests are not Included in the departmental budget and
capital funds are redirected to meet a new business need) shall be communicated by Department Directors to the
Procurement Manager. Quarterly (or sconer in an emergency), the Pr t Manager will ble all Capital
‘Variance Requests and report them to the Assistant City Manager and City Manager for approval and
communication to Council as deemed appropriate. The Assistant City Manager's determination and the City
Manager's determination as to whether a variance reasonably exists and requires communication to Council shall
be condusive. If the Assistant City Manager or City Manager cbjects to a variance, it shall be non-performed.

Required

Required

SEE DEPARTMENT CODE

All Purchase Requests for Capital Equipment or Improvements less than $100,000. Supporting documentaton should be
prowided

Required

Required

Required

Required

0

SEE DEPARTMENT CODE

or More and Less than $25,000 (Procurement Manager has the City Manager's authorization to approve & sign

City Contracts below $25,000):

All Purchase Requests of 510,000 or more and less than 525,000 (with less than 3 quotes from 3 qualified
vendors). Supporting Shoukd be provided,

Required

Required

Required

Required

All Purchase Requests of 510,000 or more and less than 525,000 {with 3 quotes from 3 qualified vendors or

supported by a contract established by ancther govemment entity/cooperative government purchasing program).
‘Supporting docLMENtaton Should be provided.

Required

Required

Required

Required

Less than $10,000 (Procurement Coordinator has the City Manager's authorization to approve & sign City Contracts be

Jow $10,000);

Al Purchase Requests of 52,500 or more and less than 510,000 (with less than 3 quotes from 3 qualified
vendors). Supporting should be provided,

Required

Required

All Purchase Requests of 52,500 or more and less than $10,000 (with 3 quotes from 3 qualified vendors or
supported by a contract established by ancther govemment entity/cooperative government purchasing program).
SUDpOTing docLMEnation should be provided.

Required

Required

All Purchase Requests less than $2,500 (written quotes optional).

Required

All P-Card Transactions of $1.000 or more (Finance Administration and Procurement Division approval required,
excepting travel)

‘Executive Oroer 06-02 Requires an Approved Travel Request for Travel, Regisiration and Lodging Expanses

** P-Cand Poiicles and Procedures Manus! requires prior aporoval for Lintbems, Promodional ems,

Required

Required

Required

;, Technology, and Food
All P-Card Purchases less than $1,000
"Executive Orer 00-02 Requires an Anpvoved Travel Request for Travel, Registration and Looging EXpenses

** P-Card Poiiges and Procadures Manus! rquies prior Spormyval for Linfbvms, Fromodonal tems, Technology, and Food

Required

| Deemed Appropriated Funds:

Food:

All Purchase Requests for Deemed Appropriated purchases, including Federal Forfeiture Fund, DA RE., Mayor's
Court, OMVI, ete.

Required ‘

‘ Required ‘ Required ‘

‘ Required ‘

Purchase Reguests for Food, regardless of dollar amount, are subject to Section 155.04 of the Annual Salary
Ordinance. The need for competition for purchase contracts for food to be re-sold as part of a City program may
be waived by the Procurement Division or the City Manager.

Required

Required for
Food
purchased
with a P-
Card

Insurance / Self-Insurance:

Al Seff-Insurance Claims, Judgments & Related Services: 525,000 or Greater.
“Requiements of Secion 158, 1058

Required

Required

Required

Required

Required

Motion

Required

All Other Self-Insurance Claims, Judgments & Related Senvices.

Required

Required

Required

Required

Required

All Insurance Coverage Policies, Contracts, and Purchase Requests.

Required

Required

Required

Required

Required

Profess

ional Services:

All Professional Service Confracts of $100,000 or mare (supporting documentation should be provided).

Required

Required

Required

Required

SEE DEPARTMENT CODE

All Professional Service Confracts of $25.000 or more and less than $100,000 (supporting documentation should
be provided). Finance Direcior has the City Manager's authorization to approve & sign Professional Service
Contracts up to $100.000.

Required

Required

Required

Required

Required

SEE DEFARTMENT CODE

All Professional Service Confracts less than 525,000 (supparting should be provided).
Procurement Manager has the City Manager's authorization to approve & sign Professional Senvice Contracis up
to $25,000.

Required

Required

Required

All Professional Service Contracts less than $10,000 (supporting should be pr
Procurement Coordinator has the City Manager's authorization to approve & sign Professional Service Confracts

—

up to $10,000.

Required

Required

| Promotional tems:

Al Purchase Requests for Prometional tems regardless of dollar amount.

Required ‘

S -
EE DEPARTMENT CODE

[ Real Property:

Purchase of Real Property (R-O-V¥, Easements, etc.) having a value of $50,000 or more.

Required ‘

‘ Required ‘ Review

Motion

Required
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PURCHASING & CONTRACTING APPROVAL MATRIX
Revised: November 2025

DEPARTMENT CODE
CITY MAMAGER ASSISTANT CITY MANAGER
i Human i . i _ i Publie § _ . i . i i Planning & | Parks & | _ { Information | i
| Resources | Police 1 Fire i g, | Becic | Waler { Development | Recreation | FINSN%2 | Teghnoioqy | WeCannact |

FINANCE DEPARTMENT REVIEW / APPROVAL REQUIRED FOR ALL PURCHASE REQUESTS, NON-LOCAL TRAVEL, AND P-CARD TRANSACTIONS
INFORMATION TECHNOLOGY DEPARTMENT REVIEW / APPROVAL REQUIRED FOR ALL TECHNOLOGY REQUESTS

DEPUTY

DEPT PROCUR PROCUR FINANCE FINANCE |ASSTCITY [=10 4 LAW COUNCIL
DIRECTOR COORD MANAGER DIRECTOR DIRECTOR | MANAGER | MANAGER | DIRECTOR ACTION
Purchase of Real Property (R-0O-W, Easements, etc.) having a value less than $50.000. Required Required Review
[ Staff Acknowledgements:
All Purchase Ry sts fior Staff Acknowledgements rdless of doil nt. Required Requireed
urchase Reque: r Sta nowie 55 of dollar amou uir: e
= = o reg = SEE DEFARTMENT GO
| Travel:
All Purchase Requests for Non-Local Travel regardless of dollar amount. Bequred | | || e Required
"RequirEments of Executve Order 09-02 = SEE DEFARTMENT CODE
| Uniforms:
‘ ‘ P-Card Transactions for Mon-Westerville-branded apparel regardless of dollar amount. ‘ Required ‘ ‘ Required ‘ Required ‘ ‘ ‘ ‘ ‘

3. Ethics in Public Purchasing

3.1 General Statement:

As representatives of the City of Westerville and employees of the public sector, a high level of ethical behavior
shall be practiced at all times. Staff engaged in the selection, award and administration of public contracts shall
be effective and resourceful stewards of public funds and utilize the utmost care in expending such funds for
public purposes.

3.2 General Standards of Ethical Conduct:

3.2.1  General Ethical Standards for Employees: Any attempt to realize personal gain through public
employment by conduct inconsistent with the proper discharge of a City employee's, officer’s, oragent’s
duties is a violation of this Article.

3.3 Employee Conflict of Interest:

3.3.1  Conflict of Interest: No employee, officer, or agent may participate in the selection, award, or
administration of a public contract, including those supported by a State award or Federal award, if they
have a real or apparent conflict of interest. Such a conflict of interest would arise when the employee,
officer, or agent, any member of theirimmediate family, their partner, or an organization which employs
orisabout to employ any of the parties indicated herein, has a financial or other interest in or a tangible
personal benefit from a firm considered for a contract. Such officers, employees, and agents may neither
solicit nor accept gratuities, favors, or anything of monetary value from contractors or parties to
subcontracts.

3.3.2. Disclosure by Employees: Upon discovery of an actual or potential conflict of interest, an employee,
officer, or agent of the City shall promptly notify the Procurement Manager, disclose the conflict in
writing, and withdraw from further participation in the transaction involved.

3.3.3 Disclosure by Public Officials: Upon discovery of an actual or potential conflict of interest, a public official
shall promptly notify the Law Director or Clerk of Council, disclose the conflict in writing, and shall
withdraw from participation in the decision-making process.

3.3.4 Outside Employment: No employee or former employee who had official responsibility for procurement
transactions may accept employment with any contractor or prospective contractor with whom the

10
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3.3.5-

employee dealt in an official capacity for one (1) year following cessation of employment with the City,
unless the City Manager has approved same prior to the commencement of employment with the
contractor or prospective contractor.

Remedies: In addition to existing administrative and legal remedies for breach of ethical standards,
improper use of real or apparent purchasing authority may result in disciplinary action, up to and
including, termination of employment.

3.4  Organizational Conflict of Interest:

3.4.1

Conflict of Interest: A high level of ethical behavior shall also be maintained at the organizational level, to
ensure that the City maintains impartiality and objectivity in its procurement actions, especially when
dealing with related organizations (parent companies, affiliates, subsidiaries, or component units). Upon
discovery of any actual or potential conflict of interest that could compromise or appear to compromise
the organization's ability to make fair and unbiased procurement decisions, City staff shall promptly
notify the Law Department, so that they can review the matter and provide counsel.

3.5 Vendor Requirements:

The City of Westerville stipulates certain ethical requirements for vendors participating in procurement
transactions, those statements are generally stated as follows:

3.5.1

3.5.2

3.5:3

3.5.4

No contractor, prospective contractor, or subcontractor shall confer upon any public employee having
official responsibility for a procurement transaction any payment, loan, subscription, advance, deposit of
money, services, present or promised;

All contractors, prospective contractors, and subcontractors shall inform the City of any personal
interest of any public official with respect to any City procurement;

No contractor, prospective contractor, or subcontractor shall give, demand or receive from any
suppliers, subcontractors or competitors any bribe or kickback or anything of value in return for
participation in a procurement transaction or agreeing not to compete in a transaction.

Remedies: Any attempt by a contractor, prospective contractor, or subcontractor to improperly
influence a public official, employee or former employee may result in disciplinary action, up to and
including, debarment or suspension from City contracts.

3.6 Debriefing of Vendors:

Depending on the dollar amount of a contract and its complexity, debriefing of vendors may be appropriate.
Should debriefings occur prior to award, discussions should be limited only to the vendor’s quote, bid or
proposal. Information derived from other proposals and pricing are discussed only after the award of a
contract. Utilizing information from a vendor’s quote, bid or proposal in order to negotiate a better deal with a
competing vendor is unethical and contrary to the City’s goal of promoting fair and open competition.

3.7 Gratuities and Kickbacks:

3.7.1

Gratuities for Public Officials and Employees: Consistent with Section 3.3.1, employees, officers, and
agents may neither solicit nor accept gratuities, favors, or anything of monetary value from contractors
or parties to subcontracts.

11
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3.8

3.10

4.1

3.7.2 Food Service Gratuities: It is understood that social conventions in the United States often support giving
a gratuity or tip to certain food sector workers (such as a waiter or waitress). Employees with
purchasing responsibilities for food (either catered or served at a restaurant) may authorize a tip for
servers. Such gratuity should not exceed 20% of the total price for the associated food items.

3.7.3 Kickbacks: It shall be unethical for any payment, gratuity or offer of employment to be made by or on
behalf of a subcontractor under a contract to the prime contractor or higher tier subcontractor or any
person associated therewith, as an inducement for the award of a subcontract and solicitation thereof.

Confidential Information:
It shall be a violation of this Section for any employee or former employee knowingly to use confidential

information for actual or anticipated personal gain, or for the actual or anticipated personal gain of any other
person.

Employee Personal Purchases:

It is a breach of ethical standards for any City employee, officer, agent, or public official to solicit or request
personal monetary discounts from vendors based on employment with the City of Westerville.

Purchases from Employees (No extra compensation):
No public official, employee, officer, or agent shall solicit or receive any pay, commission, money, or thing of value,

or derive any benefit, profit or advantage, directly or indirectly, from or by reason of employment by the City,
except their lawful compensation or salary.

4. Social Responsibility

Introduction:

Pursuant to the City’s ongoing initiatives to promote sustainability and diversity through decisions, policies, and
programs, this Manual seeks to utilize the City’s procurement function as a tool to further such efforts. Socially
responsible activities associated with the procurement function, include, but are not limited to, initiatives related to
the environment, equal employment opportunity, community philanthropy, and supplier diversity.
Environment:

The City’s Procurement Manager and/or Procurement Coordinator shall work with the City’s Green Team in an
effort to promote and develop environmentally responsible procurement practices in alignment with Team goals.

Additionally, the Procurement Division has partnered with Amazon.com, Inc., to encourage departmental buyers to
purchase sustainable products by having such products marked as preferred when utilizing the City’s Amazon
Business account.

Equal Employment Opportunity:

City Purchase Contracts shall encourage diverse employment practices from the supplier community as well as
deter discrimination by requiring, as a condition of the contract, that no contractor, subcontractor, or any person
acting on their behalf shall, by reason of race, color, religion, sex, national origin, age, familial status, military
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status, disability, pregnancy, sexual orientation, gender identity, or gender expression, or any prohibition
provided by Federal or State law, discriminate against any citizen of the State in the employment of labor or
workers who are qualified and available.

Community Philanthropy:

Where practicable and in agreement with Chapter 132 of the Westerville Codified Ordinances and Section 20 of
this Manual, the Procurement Division shall work with City Departments in identifying opportunities for the
donation of surplus City assets for the benefit of other political entities or 501(c)(3) charitable organizations.

Supplier Development and Diversity:

Where practicable and in agreement with the source selection requirements of Chapter 132 of the Westerville
Codified Ordinances and this Manual, the Procurement Division shall work to develop the City’s local, small and
diverse supplier base through (1) participation in supplier outreach events and (2) publicly advertising formal
competitive opportunities of $100,000 or more on the City website’s and providing notice of such opportunities
to groups advocating for local, small and diverse businesses.

Additionally, the Procurement Division has partnered with Amazon.com, Inc., to encourage departmental buyers to
purchase from (1) local sellers in Delaware and Franklin Counties, and (2) small and diverse sellers by having such
sellers marked as preferred when utilizing the City’s Amazon Business account.

5. Purchasing and Requisitioning Cycle

Introduction:

The core of the purchasing system is the Purchase Request. An electronic Purchase Request shall be used for the
acquisition of all goods, services, and construction other than those small-dollar items purchased with a
Procurement Card (P-Card) or those items included on a Check Requisition. Unless otherwise approved, P-Card
transactions will be limited to less than $1,000.00 and check requisitions/direct pay invoices will be limited to less
than $1,000.00, as well.

Anticipation of Needs:

Requesting departments should prepare a Purchase Request far enough in advance so ordinary purchases do not
become emergencies. By planning and forecasting purchases in advance, the Procurement Division, vendors and
requesting departments may realize the advantages of soliciting competitive quotations, bids or proposals.
Required delivery dates on goods and services vary greatly and Purchase Requests should be prepared accordingly.
Departments should realize unnecessary work delays could be created if Purchase Requests are not presentedina
timely manner.

When to Use a Purchase Request:

With the exception of small-dollar items purchased with a P-Card or check requisition/direct pay invoice, Purchase
Requests are required for the purchase of all goods, services, and construction.

13



Docusign Envelope ID: 8DBC5695-503E-4AA4-99EF-1F00A0997796

54

55

6.2

How to Prepare a Purchase Request:

The department needing/desiring a product or service must complete an electronic Purchase Request. The
Purchase Request initiates the procurement process and identifies the requestor, vendor, commodity, and
accounting information. Funds for the purchase must have already been appropriated through the City’s budget
process prior to making the purchase. The-electronic Purchase Request shouldinclude a detailed description of the
goods, services, or construction needed. Once completed, the electronic Purchase Request, along with any needed
supporting documents/attachments, should be approved by the individual inputting the request and routed via
WERKS workflow for further consideration.

All appropriate fields should be completed by department staff, including a complete description, unit cost(s),
extended cost(s) and necessary vendorinformation. A description of the needed goods, services, or construction
is vital to the procurement process. Care should be given to provide a clear description of the item desired as to
size, color, type, grade and any other pertinent information.

Purchase Requests for goods, services, or construction with a total that meets or exceeds $2,500.00 should be
supported by a quotation from the selected vendor and at least two (2) other competitive quotations from other
quality vendors. Should there be a reason why pursuing competition it not practicable (such as the availability of a
cooperative purchasing contract, an emergency purchase, a sole source or single source purchase, etc.) supporting
documentation should be attached detailing such exception to competition.

Pre-Encumbrance:

Funds associated with a Purchase Request are pre-encumbered at the time that the Purchase Request is routed
through the approval process. Please note that a pre-encumbrance does not guarantee the Purchase Request will
be approved.

Procurement Division Responsibility:

The Procurement Division shall promptly review all requests pursuant to the administrative processes, policies,
and procedures set forth herein (and other applicable professional purchasing practices) in order to acquire all
goods, services, and construction in a timely manner. Most requests under $2,500.00 are handled directly by the
Finance Accounting Division.

6. Purchase Order

Purpose:

A purchase order 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,
services, or construction and includes other information, such as shipping terms, delivery dates and location and
prices in the quote, bid or proposal. The purchase orderin conjunction with the encumbrance accounting system
shall encumber the necessary funds from the applicable appropriations account.

When to Use a Purchase Order:

Purchase orders are required prior to the receipt of invoices and the delivery of goods, services, and construction.
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7.2

Subsequent Changes or Cancellations:

Whenever a change of any kind on a purchase orderis required, the originating department shall initiate a Change
Order in WERKS that provides the information to be changed.

Receiving Procedure:

When goods are delivered to the department, the authorized agent of the department, as assigned by the
Department Head, shall inventory and inspect the delivery to ensure the goods are as listed on the shipping
document and are in acceptable condition. If goods received are damaged or defective, they should not be used
and it may be necessary to decline acceptance of the delivery. If possible, notation should be made upon the
receipt in the presence of the delivery agent.

Acceptance and Payment:
Once goods, services, and construction have been delivered to the complete satisfaction of the City, the

department in receipt of the products or services must input all Receiving Information in WERKS, after which
workflow will direct the receiving detail to the Finance Accounting Division for payment processing.

7. Procurement Cards (P-Cards)

Purpose:

The intent of the City’s Procurement Card (P-Card) Program is to improve the efficiency of high volume, low
dollar amount purchases, while reducing transaction costs and maintaining integrity and control of the
purchasing process.

When to Use a P-Card:

P-Cards are a payment tool and represent the preferred (and most economical) means of acquiring and paying
for GOODS with a purchase price below $1,000.00. P-Cards are also a useful tool in paying sundry renewal fees
for professional dues and subscriptions, as well as training and travel-related expenses (Executive Order 09-02
requires an Approved Travel Request form to be completed prior to booking any travel, registration and lodging
expenses.)

All P-Cards include the City’s name, logo, and federal tax ID number. The cards include embedded restrictions
designed to protect cardholders and the City of Westerville. Such restrictions include but are not limited to:

Merchant Category Code (MCC) grouping restrictions that exist to inhibit the use of P-Cards for unauthorized
travel, food, and entertainment related expenses.

Standardized spending limits also apply, such as single transaction purchase limits ($999); monthly purchase
limits ($2,500); and daily and monthly number of transactions (5/day and 20/month). Such standardized limits
may be adjusted on a case-by-case basis. Use of a P-Card for acquiring and paying for GOODS totaling $1,000.00
or more requires planning on the part of the cardholder. Transactions of $1 require consultation with the
Procurement Division and Finance Administration and modification to standardized spending limits.

Per the City’s Commercial P-Card Program Manual (see Section 22), prior approval is needed for some GOODS,
such as uniform items, promotional items, technology items, and food.
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7.6

8.1

When Not to Use a P-Card:

P-Cards are never the best method for acquiring and paying for SERVICES and CONSTRUCTION, regardless of
dollar amount. In the unlikely event that a P-Card is the only means of acquiring and paying for SERVICES and
CONSTRUCTION, planning is required on the part of the cardholder. Such transactions require consultation with
the Procurement Division and Finance Administration.

Obtaining a P-Card:

P-Cards are issued to employees occupying full-time positions at the request of the Department Head and
require the approval of the City Manager. An employee’s signature on the cardholder agreement form
indicates understanding of the intent of the program and agreement to adhere to the guidelines established
for the program.

Record Keeping:

Record keeping is essential to ensuring the integrity and success of the P-Card program. Each
department/division, in which cards are issued, will designate an employee as a “P-Card Administrator” this
employee will monitor the status of the department/division’s various cards, and will be responsible for
collecting receipts, electronically reconciling them to the charges on the card, ensuring cardholder resolution of
any disputes, and forwarding transaction receipts to the Finance Accounting Division within the required
timeframe.

Additional Guidance:

The City’s Commercial P-Card Program Manual (see Section 22) provides additional guidelines under which the P-
Card may be utilized and ancillary procedures not enumerated in this Section.

8. Methods and Procedures for Sourcing

Informal Source Selection for Purchases less than $100,000.00:

Purchase of goods, services, and construction less than $100,000.00 may be made in accordance with the
procedures set forth in this Section.

o Purchases shall be made in the open market. In most instances, department staff should obtain quotes
from at least three (3) quality vendors. Purchases of goods, services, and construction shall be awarded to
the vendor supplying the lowest and best quote. The names of the vendors submitting quotations and the
amount of each quotation should be recorded and maintained as a public record.

o The following table summarizes the requirements for Informal Source Selection at various dollar
thresholds:

16



Docusign Envelope ID: 8DBC5695-503E-4AA4-99EF-1F00A0997796

Less than $1,000
Competitive source
selection is typically
not cost-effective
within this threshold.

The preferred (and most
economical) method for
acquiring and paying for
GOODS less than $1,000.00 is
use of a P-Card.

The preferred method for
acquiring SERVICES less than
$1,000.00 is use of a Purchase
Request.

The preferred method for
acquiring CONSTRUCTION
services less than $1,000.00 is
use of a Purchase Request.

$1,000 or More & Less
than $2,500
Competitive source
selection may not be
cost-effective within
this threshold and is
not required.

The preferred method for
acquiring GOODS between
$1,000.00 and $2,499.99 is
use of a Purchase Request.

The preferred method for
acquiring SERVICES between
$1,000.00 and $2,499.99 is use
of a Purchase Request.

The preferred method for
acquiring CONSTRUCTION
services between $1,000.00
and $2,499.99 is use of a
Purchase Request.

$2,500 or More & Less
than $50,000

There is a proven cost
benefit to seeking
competition within
this threshold;
Informal Source
Selection procedures
should be utilized.

The preferred method for
acquiring GOODS between
$2,500.00 and $49,999.99 is
use of a Purchase Request.
Such purchase requests
should be accompanied by
at least 3 competitive
quotes or an explanation as
to why quotes could not be
obtained. *

The preferred method for
acquiring SERVICES between
$2,500 and $49,999.99 is use
of a Purchase Request. Such
purchase requests should be
accompanied by at least 3
competitive quotes or an
explanation as to why quotes
could not be obtained. *

The preferred method for
acquiring CONSTRUCTION
between $2,500.00 and
$49,999-99 is use of a
Purchase Request. Such
purchase requests should be
accompanied by at least 3
competitive quotes or an
explanation as to why quotes
could not be obtained. *

$50,000 or More &
Less than $100,000
There is a proven cost
benefit to seeking
competition within
this threshold;
Informal Source
Selection procedures
should be utilized.

The preferred method for
acquiring GOODS between
$50,000.00 and $99,999.99
is use of a Purchase Request.
Before proceeding with
such purchase requests,
departmental staff should
coordinate with the
Procurement Division to
determine if public
advertisement of the
competitive opportunity is
practicable. When
proceeding with the
purchase request, it should
be accompanied by at least 3
competitive quotes or an
explanation as to why
quotes could not be
obtained. *

The preferred method for
acquiring SERVICES between
$50,000 and $99,999.99 is use
of a Purchase Request. Before
proceeding with such
purchase requests,
departmental staff should
coordinate with the
Procurement Division to
determine if public
advertisement of the
competitive opportunity is
practicable. When
proceeding with the purchase
request, it should be
accompanied by at least 3
competitive quotes or an
explanation as to why quotes
could not be obtained. *

The preferred method for
acquiring CONSTRUCTION
between $50,000.00 and
$99,999.99 is use of a
Purchase Request. Before
proceeding with such
purchase requests,
departmental staff should
coordinate with the
Procurement Division to
determine if public
advertisement of the
competitive opportunity is
practicable. When
proceeding with the purchase
request, it should be
accompanied by at least 3
competitive quotes or an
explanation as to why quotes
could not be obtained. *

* Purchase Contracts for professional services, crisis situations, utility services, insurance, maintenance/licensing/hosting/subscriptions for
proprietary hardware and software, intergovernmental purchases, and contractual maintenance services do not require competitive quotes.
Additionally, the need for competition for purchases below $100,000.00 may be waived by the Procurement Division or the City Managerona
case-by-case basis in certain circumstances, including, but not limited to, sole source purchases, single source purchases, purchase contracts
issued to contractual instructors/employees, purchase contracts for tuition reimbursement, purchase contracts for professional development
organizations/programs, purchase contracts for food to be re-sold as part of a City program, and the use of cooperative contracts where

price has been established by another government agency.
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8.2 Informal Source Selection Resources

In order to assist departmental staff in securing the best source for goods, services, and construction in a cost-
effective manner, the Procurement Division has assembled a catalog of sourcing tools, including, but not limited

to:

o TheCity’s supplier database is accessible to all employees through the City’s intranet. Fields to be tracked
through the supplier database include:

» Vendor Name (required)

» Contact Person (required)

» Contact Email Address (required)

= Contact Phone Number (optional)

» Business Status (required, self-identified)

Local Business (located in Delaware County OH or Franklin County OH)
Small Business

Medium Business

Large Business

Small and Diverse Business: Disability-Owned Business Enterprise
Small and Diverse Business: LGBTQIA2S+ Business Enterprise
Small and Diverse Business: Minority-Owned Business

Small and Diverse Business: SBA-Certified

Small and Diverse Business: Veteran-Owned Business

Small and Diverse Business: Woman-Owned Business Enterprise
Other

= Industry Classification (required)

= Description of Products and Services Offered (optional)

= UNSPSC Commodity Code(s) (optional)

=  Availability of Products and Services via a Cooperative Government Purchasing Program (optional)

The collection of such information is intended to (1) aid departmental staff in easily and effectively
connecting with vendors, including small and diverse businesses, and (2) allow the Procurement Division to
monitor the maturation of the City’s supplier base.
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o The State’s OhioBuys Cooperative Purchasing Contract Portfolio:
https://ohiobuys.ohio.gov/page.aspx/en/ctr/contract_browse_public

o The OMNIA Partners National Cooperative Purchasing Contract Portfolio:
https://www.omniapartners.com/publicsector/contracts

o The Sourcewell National Cooperative Purchasing Contract Portfolio:
https://www.sourcewell-mn.gov/

o The Pavilion Cooperative Contract Marketplace:
https://www.withpavilion.com

8.3  Formal Source Selection for Purchases of $100,000.00 or more (please refer to Chapter 132 of
Westerville Codified Ordinance):

o SCHEDULING OF FORMAL SOURCE SELECTION:
For all purchases of $100,000.00 or more, department staff should contact the Procurement Division to
discuss the most appropriate means of Formal Source Selection and coordinate the desired Council
meeting award recommendation presentation. Working backwards, the necessary bid opening,
advertising, and legal review (if applicable) can be coordinated. The legal advertising period required s at
least 14 days.

o COMPILATION OF DRAFT SPECIFICATIONS:
Department staff and/or professional service firms shall develop the technical and general
specifications/scope of work (including drawings) necessary to support the Formal Source Selection
process. In addition, department staff should provide the Procurement Division with the following:

1. Account numbers where item has been budgeted.
2. Amount budgeted for the project.
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3. Estimates of Cost for the Base Bid and any Alternates.
4. Requested Date/Time of a Pre-Bid Conference (if applicable).
5. Anticipated date of substantial completion of the project.

The Procurement Division will provide the necessary front-end documentation.

o REVIEW OF BID PACKAGE:
The Procurement Division will work with department staff to finalize the necessary front-end
documentation and to review the technical specifications to ensure that the document is in compliance
with Chapter 132 of the Westerville Codified Ordinances governing contracting and competitive
procurement, the Ohio Revised Code where appropriate, and that it adheres to sound purchasing
guidelines. This review is also intended to ensure that the contract documents are accurate, clear and
concise to reduce the potential for challenges.

o LEGAL ADVERTISEMENT:
The Procurement Division will work with department staff to coordinate the placement of the legal
advertisement on the City’s website and the number of days between initial advertisement placement
and bid opening (at least 14 days are necessary).

Consistent with Chapter 132 of the Westerville Codified Ordinances, when funds have been appropriated
to provide for a Purchase Contract of one hundred thousand dollars ($100,000.00) or more, the City
Manager may proceed with advertisement for Bids or Offers for such expenditure without the direction
of Council.

When funds have not been appropriated by Council for a Purchase Contract of one hundred thousand
dollars ($100,000.00) or more the following procedures shall be used:

(1) Inthe case of a purchase contract for the current fiscal year, the City Manager shall not initiate a
Solicitation without the adoption of a motion of Council authorizing the City Manager to seek
Bids or Offers.

(2) In the case of a Solicitation for a purchase planned for a future year, the City Manager may
proceed with an advertisement provided that the advertisement includes language stating that
any award of a future year contract is subject to the appropriation of funds approved by
Council.

Following the third reading of the annual appropriations ordinance and subsequent Council approval, the
Procurement Division may proceed with advertisement for Bids or Offers to be awarded in the upcoming
year without further Council action.

o ADDENDUM REQUIREMENTS:

Department staff should notify the Procurement Division immediately if the need to issue an
addendum arises. If the need to issue an addendum does exist, it must be released no later than 72
hours prior to the scheduled deadline for the receipt of Bids or Offers. Please communicate your needs
to the Procurement Division as soon as possible, so that the project is not delayed. If an addendum is
issued within said 72-hour period, the due date for the receipt of Bids or Offers will be delayed at least
one week/ seven (7) calendar days with no additional advertising necessary. The Procurement Division
will coordinate the posting of the addendum via the City’s procurement portal and ensure that known
document takers have been notified.

o OPENING DATE, TIME, LOCATION:
The Procurement Division will coordinate and schedule the due date for the receipt of Bids or Offers with
department staff and the opening date, time, and location (if necessary).
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o PRE-BID CONFERENCES:
The Procurement Division typically suggests that most Solicitations can benefit from a pre-bid
conference. If it is determined by the Procurement Division and department that a project pre-bid
conference would be beneficial, the Procurement Division will be present to provide procedural
instructions and to answer any questions pertaining to the City’s Request for Bids, Request for
Proposals, or Request for Quotations.

o BID OPENING:
The Procurement Division will schedule and manage the bid opening. Respective department staff are
encouraged to attend. If a department representative is unable to attend, Finance Department staff will
witness and record the bid opening.

o BID SUMMARY/TABULATION:
Bid Summary forms will be provided by the Procurement Division at the bid opening. These bid summary
forms are intended to serve, once bids are opened, as an informal summary record of the bids received.
The bids will remain with the Procurement Division at all times. An electronic copy of the bids will be
provided to department staff to assist them in their review and analysis. If needed, department staff or
the Procurement Division may develop a Bid Tabulation form that details quantities bid and unit prices.

o BID REVIEW AND ANALYSIS:

The Procurement Division will review the bids to ensure bidders are responsive and in compliance with
the contract documents. Department staff will provide recommendations to the Procurement Division
of alternate selections, if applicable, and analyze the bid proposals to determine that bidders are
responsible. This responsibility check may include contacting the references provided by the bidder,
researching their experience with projects of similar size and scope, contacting other public authorities,
visiting the bidders’ place of operation, etc. The Procurement Division will assist in this process as
required. Inthe event that an outside organizationis procured to serve as an Architectural/Engineering
professional, their analysis may be required and included in the review process. The Procurement
Division will develop a formal bid award summary that will be made available to all bidders requesting
such information.

o EVALUATION OF PROPOSALS:

The Procurement Division will use a Proposal Evaluation Committee (PEC) comprised of project
stakeholders and other City personnel to review all proposals as part of a documented evaluation
process. For each decision point in the process, the PEC will evaluate offerors on a variety of quantitative
and qualitative criteria and will then elevate a select number of offerors to compete in the next level.
Offerors not previously elevated may be elevated at a later date. The lowest price proposal will not
necessarily be selected. Following completion of the PEC’s work, the Procurement Division will develop
a formal award summary that will be made available to all Offerors requesting such information.

o AWARD RECOMMENDATION:
A draft award recommendation form for Council will be developed by the Procurement Division and
forwarded to the department for review and revision. Once the report is finalized to the satisfaction of
department staff and the Procurement Division, the report will be shared with the Clerk of Council for
distribution to Council, along with a formal bid summary if applicable. It is the responsibility of
department staff to make the presentation to Council; identifying staff’s recommendation of the lowest
and best Bidder or Offeror

o EXECUTION OF AGREEMENT:
After Council has authorized an award, the Procurement Division will initiate the necessary steps for
successful execution of an agreement. This will include performing an Auditor Certification (Findings for
Recovery), drafting of the Owner-Contractor Agreement, Notice of Award, Notice of Commencement (if
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applicable), Notice to Proceed (if applicable), ORC Notifications (if applicable) and Surety Notification (if
applicable) and obtaining all required contract forms. Copies of these documents will be scanned and
stored on the City’s shared drive.

The requesting Department will create the Purchase Request, coding it to the appropriate account.

o PRE-CONSTRUCTION MEETING:
Department staff will initiate a pre-construction meeting, if applicable. Procurement Division staff will
attend any pre-construction meetings to address contractual procedures, prevailing wage and income
tax issues. Necessary income tax materials will be distributed to the contractor at this meeting.

o MANAGEMENT OF PROJECT:
Department staff will serve as project managers, with assistance from the Procurement Division if
requested. Department project managers shall monitor contractors to ensure they perform in
accordance with their contracts or purchase orders. Examples of oversight include, but are not limited
to, making sure contractors adhere to their obligations concerning scope of work, invoices are accurate
for the work performed, and services are delivered in a timely manner.

o PREVAILING WAGE (IF APPLICABLE):
The State of Ohio has established prevailing wage thresholds for public improvement projects. As of
January 1, 2024, the threshold for new construction is $250,000.00 ($98,974.00 for new construction
connected to road or bridge work); and the threshold for reconstruction, enlargement, alteration,
repair, remodeling, renovation, or painting is $75,000.00 ($29,653.00 for improvements connected to
road or bridge work). Prevailing Wages are adjusted biennially by the State of Ohio.

The Procurement Division will work with the Ohio Department of Commerce in determining if prevailing
wages are applicable to department’s improvement project. If applicable, Procurement Division will
supply the current prevailing wage documentation for the contract documents, including Prevailing
Wage Determination Cover Letter, Prevailing Wage Contractor Responsibilities, Instructions for
Preparing Certified Payroll Reports, Affidavit of Contractor Compliance and Current Prevailing Wage
Rates.

The Procurement Coordinator will serve as the City’s Prevailing Wage Coordinator and will send updated
notifications to the prime contractor of any changes in prevailing wage rates as required by State law
and Federal law (where applicable). All certified payroll reports and associated documentation will be
received by the Procurement Coordinator and maintained as required. The Procurement Coordinator will
follow up with the general contractor in the event of missing general contractor or subcontractor
information and will certify that all prevailing wage requirements have been met, prior to the release of
final payment.

o PROGRESS MEETINGS:
Department staff will schedule and conduct progress meetings as needed. The Procurement Division will
attend any progress meetings, as needed, to address contractual procedure or prevailing wage issues.

o CHANGE ORDER:
Any change in the scope of the contract that affects the contract price or contract time requires a
change order. Inthe event of any issues or dispute, the City Manager or their designee shall determine
whether or not a change falls within the scope of the contract and whether a change orderis necessary.
Pending this determination, change orders will be forwarded to the Finance Department for
certification. The Change Order will be maintained in the official project file.
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o PROGRESS PAYMENT:

Department staff will receive and approve progress pay requests from the prime contractor and forward
to the Finance Department for certification. Once the payment application has been signed by the
contractor, the number of days that the City has to make payment commences.

MAINTENANCE OF FILE:

The Procurement Division will manage the contract file (i.e., solicitation documents, sources solicited,
addenda, agreement, affidavits, bond documents, Notice to Proceed, change orders, etc.). The
departments shall maintain their own project file with maps, drawings, etc. Such files shall be maintained
in accordance with applicable laws, ordinances, and the City Records Retention schedule.

INCOME TAX REQUIREMENTS:

The Procurement Division will share the reported prevailing wage payment reports from the general
contractor and all subcontractors to the Income Tax Division to ensure that the proper City income tax
has been withheld.

FINAL PAYMENT REQUEST:

Department staff will receive and approve final payment requests and forward to the Finance
Department for certification. The Procurement Manager will review all final pay requests prior to
approval by the City Manager for compliance with income tax and prevailing wage requirements.

UTILIZATION OF PERFORMANCE/PAYMENT BOND AND CLAIM/LIEN FILINGS:

The Procurement Division will work with the department in cases where the contractor has failed to
perform as specified in the contract, ceases to operate as a business, or in cases where liens or claims
have been filed against the project. The Procurement Division will provide the necessary notification as
required by the Ohio Revised Code to the general contractor of the receipt of alien or claim and working
with department staff to contact sureties to settle performance or payment problems.

WAIVING FORMAL SOURCE SELECTION:

Chapter 132 of the Westerville Codified Ordinances does allow for the waiving of Formal Source Selection
in certain instances. Waiving Formal Source Selection for purchases of $100,000.00 or more typically
requires Council action. Prior to recommending action to City Council, department staff must notify the
Procurement Division and allow sufficient time to ensure that the requested action is in compliance
with Chapter 132 of the Westerville Codified Ordinances. City Manager’s Office and Procurement
Division approval is required and department staff should work with the Procurement Division in
developing an Award Recommendation to Council.

Specifications

Specifications:

The term, “specifications” refers to that portion of a solicitation that describes the required characteristics of a
good, service, or construction. It is used interchangeably with the terms, "purchase description," "purchase
specification," "purchase requirement," "commercial item description," "scope of work" and "statement of
work." A specification may include requirements for samples, prototypes, inspection, testing, warranty and
packaging. Typically, the specification portion of a solicitation should not contain bidding instructions,
contractual terms and conditions, delivery, pricing formats or similar material. The specifications are the
communication medium between the purchaser and the seller and the basis on which solicitations are prepared.
Specifications should be definite and precise to eliminate the possibility of misunderstanding on the part of the
vendor or the purchaser.
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9.2

93

Specifications should incorporate a clear and accurate description of the technical requirements for the material,
product, or service to be procured. Such description must not, in competitive procurements, contain features
which unduly restrict competition. The description may include a statement of the qualitative nature of the
material, product or service to be procured and, when necessary, must set forth those minimum essential
characteristics and standards to which it must conform if it is to satisfy its intended use. Detailed product
specifications should be avoided if at all possible. When it is impractical or uneconomical to make a clear and
accurate description of the technical requirements, a “brand name or equivalent” description may be used as a
means to define the performance or other salient requirements of procurement. The specific features of the
named brand which must be met must be clearly stated; and identify all requirements to be fulfilled and all other
factors to be used in evaluating quotations, bids or proposals.

In considering and developing specifications, it should be remembered that expenditures derived from public
sources and administered by public bodies should not be expected to provide for luxurious levels of quality.
Therefore, the general policy of purchasing good, standard grades of merchandise, which represent an optimum
between quality and price and provide a satisfactory level of service should be followed. Care must also be taken to
avoid acquisition of unnecessary or duplicative items. Where practicable, consideration should be given to
consolidating or breaking out procurements to obtain a more economical purchase. Where appropriate, an analysis
will be made of lease versus purchase alternatives, and any other appropriate analysis to determine the most
economical approach. Where practicable, staff may want to consider the use of Federal excess and surplus
property in lieu of purchasing new to reduce project costs.

Authority for Specifications:

The Procurement Manager and/or Procurement Coordinator will work with department staff, if desired, to
develop specifications. The Procurement Manager is responsible for and has the authority to accept or reject any
specification. Since the purpose of a specification is to translate a user's need into the delivery of a goods,
services, or construction, the development of specifications must be a cooperative effort between the
department and the Procurement Division. However, prior to release of a specification as part of a solicitation,
the Procurement Manager and/or Procurement Coordinator must be satisfied that it shall result in a fair and
equitable competitive procurement process.

Types of Specifications:

There are several types of specifications; the development, selection and use of a particular type is dependent on
the goods/services/construction being solicited, situation, time, information available and needs of the user.

o DESIGN SPECIFICATIONS: Design specifications establish the characteristics that an item must possess;
employing dimensional and other physical requirements and concentrating on how a product is
fabricated, rather than on what it should do. Design specifications are normally prepared by architects
and engineers for construction or custom manufactured products and are the preferred specification for
Competitive Sealed Bidding. Among the ingredients of a design specification would be the following:

e Dimensions, tolerances and specific manufacturing or construction processes;
e References to a manufacturer's brand name or model number; and
e Use of drawings and other detailed instructions to describe the product.

o PERFORMANCE SPECIFICATIONS: Performance specifications provide a general functional recital of
performance characteristics required to achieve an end result or outcome desired. Performance
specifications communicate what a product is to do, rather than how it is to be built, and are the
preferred specification for Competitive Proposal Processes and/or a Request for Proposals (RFP).
Among the ingredients of a performance specification would be the following:
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e Ageneral nomenclature or description;

e Required performance characteristics (minimum/maximum) to include speed, storage, production
capacity, usage, ability to perform a specific function;

e Operational requirements, such as limitations on environment, water or air cooling, electrical
requirements;

e Site preparation requirements for which the contractor shall be responsible, such as electricity,
plumbing or for which the City shall be responsible;

e Compatibility requirements with existing equipment or programs;

e Conversionrequirements for maintaining a current equipment or system until switching to the new
equipment or system;

e Installation requirements;

e Delivery date;

e Maintenance requirements;

e Supplies and parts requirements;

e Quantity and method of pricing;

e Warranty; and

e Service location and response time.

Performance specifications can also be applied to the delivery of services. Among the ingredients of a
performance specification for services would be the following:

e General requirements (contractor’s responsibilities);

e Specific requirements (tasks, sub-tasks, parameters and limitations);
e Details of work environment;

e Minimum or desired qualifications;

e Amount of service needed;

e Expectedresults

e |ocation of service;

e Definition of service unit;

e Time limitations;

e Travel regulations or restrictions;

e Special equipment required;

e Other factors affecting working environment; and

e Identification of City provided materials or services; and

o COMBINATION DESIGN AND PERFORMANCE SPECIFICATIONS: Combination design and performance
specifications incorporate, to the degree necessary, the attributes of both design and performance
specifications. Combination design and performance specifications allow for an optimum between
quality and price for specialized procurements.

o BRAND NAME OR EQUIVALENT SPECIFICATIONS: Consistent with Section 9.1, when it is impractical or
uneconomical to make a clear and accurate description of the technical requirements, a “brand name or
equivalent” description may be used as a means to define the performance or other salient requirements
of a procurement.

When a brand name specification is used to describe the standard of quality and/or performance of a
good, product, or service in lieu of a description of its physical or functional characteristics, the
Solicitation should contain explanatory language that the use of the brand name is for the purpose of
describing the standard desired and that the substitution of equivalent materials is permitted.
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9.4

9:5

9.6

9.7

Specifications “Do’s” and “Don’ts”:

o DO's:

e Use the word "must" or “shall” to describe a command or mandatory requirement;
e Use the words "should" or "may" to describe an advisory or optional requirement;
e Be specific and detailed in presenting mandatory requirements; and

e State arequirement of fact once and avoid duplication.

o DON'TS:

e Present something as mandatory if it is really only optional;

e Write specifications or scope of work that restrict response to a single vendor;

e Require unnecessary experience and excessive bonding; and

e Place administrative or contractual terms in the specification portion of the document.

In order to ensure objective contractor performance and eliminate unfair competitive advantage,
contractors that develop or draft specifications, requirements, statements of work, or requests for bids
or requests for proposals shall be excluded from competing for such procurements.

Preparation of Specifications:

All specifications shall be drafted so as to promote overall economy for the purposes intended and to encourage
fulland open competition in satisfying the City's needs and shall not be unduly restrictive. The policy enunciatedin
this Section applies to all specifications including, but not limited to, those prepared for the City by independent
architects, engineers, and designers.

Request for Information:

From time to time, it may be necessary for department staff to issue a Request for Information (RFI) before writing
a scope of work and specifications to gather supplier information in a systematic, transparent, and impartial
manner. The information can help determine the need and lead to a scope of work and specifications that are more

likely to achieve the desired outcomes. A sample RFl form can be found in the appendices section of this manual.

The Procurement Manager and/or Procurement Coordinator will work with department staff, if desired, to
develop an RFI.

Changing Specifications:

Once solicitations have been shared/advertised, no changes in the specifications may be made unless all
prospective vendors are notified of the changes through an addendum.

Once a decision has been reached on the specification(s), all quotes/bids/offers must be based upon the same
specifications and no vendor has a right to substitute other specifications for those contained in the solicitation.
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10.1

10.2

10.3

10.4

10.5

10. Procurement of Construction

Authority:

Responsibility for Selection of Project Delivery Method: The City Manager, in consultation with Procurement
Division and the appropriate City department, shall have discretion to select the appropriate project delivery
method. In determining which method to use, the City's requirements, its resources, and the capabilities of
potential contractors shall be taken into consideration. Use of value-engineering may be applied to construction
projects of sufficient size to offer opportunities for cost reductions.

Pursuant to Chapter 132 of the Westerville Codified Ordinances, a Competitive Sealed Bidding Process is the most
common method of Formal Source Selection for expenditures of $100,000.00 or more, including
sourcing/delivery of construction projects.

Bid Security, Contract Performance, and Payment Bonds:

Bid security shall be required for all construction contracts in excess of $100,000.00 stemming from a
Competitive Sealed Bidding Process. The recommended form of Bid security is a Bid Guaranty and Contract Bond
in the full amount of the bid, including all add alternates, as prescribed by Section 153.571 of the Ohio Revised
Code. Other acceptable forms of Bid security include a bid bond equal to ten percent (10%) of the bid plus alladd
alternates. Bid security issued in bond form, shall be issued by a surety company or corporation licensed in the
State of Ohio to provide said surety

Following Bid award, a Purchase Contract must be executed and a satisfactory Performance/Payment Bond
furnished, conditioned according to law in the amount of one hundred percent (100%) of the contract price.
Sureties on all bonds must be satisfactory to the City.

Insurance:

Contractor's Insurance: Contractors and the contractor’s subcontractors performing any construction work for
the City shall maintain for the duration of the project and any extensions thereof insurance coverage as specified
by the City.

Federal Policies:

Ininstances where a procurement involves funds awarded by the Federal government, any mandatory applicable
Procurement Standards in 2 CFR Part 200.317 through 200.327 shall be followed.

In instances where procurement of construction involves funds awarded by the Federal government, the
expenditures of such Federal funds shall be for allowable goods and service in accordance with Subpart E - Cost
Principles.

Alternative Project Delivery Methods:

o CONSTRUCTION COSTING LESS THAN $100,000.00:
A Request for Quotation is the most common method of Informal Source Selection for construction
costing less than $100,000.00. Alternative sourcing/project delivery methods are available, including, but
not limited to, Job Order Contracting (JOC) programs established by another government agency or
cooperative purchasing program. Such programs are competitively solicited by the government agency
or cooperative purchasing program to establish a unit price book (UPB) covering a multitude of
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11.2

construction line items that can be applied to separate job order needs. Department staff wishing to
consider a JOC program for their construction needs should contact the Procurement Division for
assistance.

o CONSTRUCTION COSTING $100,000.00 OR MORE:
Pursuant to Chapter 132 of the Westerville Codified Ordinances, a Competitive Sealed Bidding Process is
the most common method of Formal Source Selection for expenditures of $100,000.00 or more,
including sourcing/delivery of construction projects. Alternative qualifications-based sourcing/project
delivery methods are available, including Design-Build and Construction Manager at Risk.

1. Professional Services Procurement

Purpose:

Pursuant to Chapter 132 of the Westerville Codified Ordinances, Purchase Contracts for Professional Services are
not subject to Formal Source Selection requirements. Administratively, all professional services contracts require
approval by the Procurement Division and/or City Manager’s Office.

Authority:

Under $25,000.00: For the purpose of procuring the service of licensed professionals or consultants, any
department requiring such services may procure them on its own behalf when the total cost does not exceed
$25,000.00. Department Heads are responsible for selection and contract administration. Competition is not
required; nevertheless, Department Heads are responsible for selection based on applicable and appropriate
qualifications, experience, referenced successes and cost factors. If desired, the Procurement Divisionis available
to assist in the selection process. A proposal from the vendor containing a scope of service, hourly unit cost, and
expenses should be submitted during the Purchase Request process, regardless of the proposal amount.

11.2.1.  Procurement Coordinator: Unless otherwise noted in Section 2.7, any professional services procurement
less than ten thousand dollars ($10,000.00) may be awarded by the Procurement Coordinator pursuant
to the provisions of this Manual.

11.2.2. Procurement Manager: Unless otherwise noted in Section 2.7, any professional services procurement
less than twenty-five thousand dollars ($25,000.00) may be awarded by the Procurement Manager
pursuant to the provisions of this Manual.

$25,000.00 and Over: For the purpose of procuring the services of licensed professionals or consultants, all City
departments should adhere to the selection procedures described in this Section if the work is to cost
$25,000.00 or more and shall be performed by an independent contractor. Competition is not required;
nevertheless, Department Heads are responsible for selection based on applicable and appropriate
qualifications, experience, referenced successes and cost factors. Department Heads are encouraged to
consult with the Procurement Division as they would a competitively bid item. The Procurement Division
will participate in the identification, pre-qualification, and selection process as desired by the
department, or as required for the scope of the Professional Services. No Purchase Contract for the
services of legal counsel shall be awarded without the review of the Law Director or their designated
representative. A proposal from the vendor containing a scope of service, hourly unit cost, and expenses is
required, during the Purchase Request process.

11.2.3. Director of Finance: Unless otherwise noted in Section 2.7, any professional services procurement less
than one hundred thousand dollars ($100,000.00) may be awarded by the Director of Finance pursuant
to the provisions of this Manual.
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1.3

12.1

12.2

11.2.4. City Manager: Professional service contracts for $100,000 or may be awarded by the City Manager
pursuant to Chapter 132 of the Westerville Codified Ordinances.

Insurance:

The City may require professional services firms to provide appropriate errors and omissions insurance to cover
architectural and engineering services.

12. Purchase Contracts

General:

Pursuant to Chapter 132 of the Westerville Codified Ordinances, a Purchase Contract shall mean a binding
agreement, including short form contracts/purchase orders, for a single purchase of goods, construction, or
services. For purposes of determining the applicability of the dollar threshold requirements of this Manual and
Chapter 132 of the Westerville Codified Ordinances, the City Manager’s determination as to whether a purchase
may reasonably and in good faith be deemed to constitute a single purchase shall be conclusive.

The time period associated with the vendor’s performance of a Purchase Contract will vary by the type of goods,
construction, or services being secured for public use. Where practicable, to take advantage of volume pricing
and/or reduce administrative costs, Purchase Contracts for a singular/specified purpose may include multi-year
provisions and/or the option to renew or extend. Such Purchase Contracts should include a termination for
convenience clause and/or language indicating that any future year performance is subject to appropriation of
funds approved by Westerville City Council.

Prices, terms and conditions of multi-year contracts and/or contracts with renewal or extension options are
typically established through a City solicitation process. When market conditions cause price fluctuations for the
commodity or service being solicited, the resulting contract may allow for price increases by the contractor upon
proof of increases in cost as specified in the solicitation. Such solicitation should also include language that the
contractor agrees to pass on price reductions as well as increases. Multi-year contracts and/or contracts with
renewal or extension options may provide for renewals for up to a total five (5) year term when it is the best
interest of the City as determined by the City Manager or their designee.

The decision to exercise arenewal or extension option shall be made administratively. In determining such options,
staff shall consider performance evaluations and appropriation of funds by City Council. In the case of Purchase
Contracts resulting from Formal Source Selection and awarded by Council motion, Council shall be advised of multi-
year provisions and/or renewal or extension options at the time the award recommendation is presented by staff.
Renewal or extension notices may be initiated by the City Manager, or the City Manager's designee, pursuant to the
provisions of this Manual.

Origin of Contracts:

Purchase Contracts may be originated in several ways before they are used by the City, including, but not
limited to:

o Informal Source Selection: The City may award Purchase Contacts for expenditures less than
$100,000.00 by following the administrative processes, policies, and procedures set forth herein.
Purchase Contracts resulting from Informal Source Selection may be administratively awarded based on
the competitive efforts of the City or another government entity or competition may be waived where
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12.3

13.1

13.2

not practicable or advantageous to the City.

o Formal Source Selection: The City may award Purchase Contacts for expenditure of $100,000.00 or more
pursuant to the Formal Source Selection methods identified in Chapter 132 of the Westerville Codified
Ordinances. Competition may be waived pursuant to the exceptions and alternatives to Formal Source
Selection stated in Chapter 132 of the Westerville Codified Ordinances.

o Cooperative Purchase Contracts: The City may award a Purchase Contract by “piggy-backing” on the
competitive efforts of other political units where the price for the item to be purchased from a third-
party has been established by the Federal Government, State of Ohio, another governmental entity, or
other Cooperative government purchasing program.

o Intergovernmental Purchase Contracts: The City may award Purchase Contacts for the acquisition of
goods and services directly from another political subdivision, the State of Ohio, or the United States
Government.

Contracts for Personal Services:

Before requisitioning approval of an individual to provide personal services to the City, the Department should
be certain that no violation of law, including but not limited to Internal Revenue Service (IRS) regulations, will
occur. Care must be taken to make sure the personal services contract does not establish an employer-employee
relationship with the City. Consistent with Ohio Revised Code (ORC) requirements, the City must obtain an
acknowledgement form from each individual the City paid as an independent contractor indicating that they
were not a contributing member of OPERS. Information gathered from these acknowledgements shall be
compiled and reported, annually.

o Generally, the following tests support a personal services contract with an individual:

e Theindividual 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 Theindividual 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.

13. Process for Protests or Appeals

General Statement:
Vendors have the right to protests regarding solicitations and contracts issued by the City as described below.
General Statement:

1. Vendor protests shall be delivered in writing through e-mail to the Procurement Coordinator.

2. The Procurement Coordinator will review the protest. All available facts will be considered, and the

Procurement Coordinator shall issue a decision. This decision shall be delivered in writing by e-mail to the
protesting party within fourteen calendar days of receipt of the vendor’s protest.
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3. Ifthe protesting party believes the Procurement Coordinator has failed to consider a fact and has made
an error in the protest decision, the protesting party has a right to appeal that decision to the
Procurement Manager. Such appeal is limited to only those matters brought forward in the original
protest. The appeal must clearly state why the Procurement Coordinator is in error.

4. The protesting party shall submit their Protest Appeal Statement within seven calendar days following
issuance of the Procurement Coordinator’s decision. This appeal shall be delivered by the protesting party,
in writing through e-mail to the Procurement Manager.

5. The Procurement Manager shall review the appeal request, the facts, and any other such information the
Procurement Manager deems necessary to make an appeal determination. The Procurement Manager
shall make a determination in writing to the protesting party. This decision shall be delivered in writing
by e-mail within fourteen calendar days of the receipt of the appeal.

A casual inquiry or complaint, or a protest that does not provide the specified facts and issues, and/or does not
comply with the form, content or deadlines herein, will not be considered or acted upon as a protest or an
appeal.

14. Emergency Purchases

14.1 Crisis Situation:

o ACrisis Situation Involving Costs Less than $100,000.00, And If There Is a Potential Danger to Human
Life or For Damage to Structures And/Or Equipment.

Should it be necessary to obtain supplies, repair parts or services before there is time to solicit
quotations and/or process a purchase order, the City Manager may enter into a contract for the needed
goods, services, or construction. The Finance Department can provide a purchase order number, but
only with permission obtained from the City Manager (or Assistant City Manager in the City Manager’s
absence). The requisitioning Department Head must furnish the Finance Department with the name of
the supplier, the items or services being purchased, the account to be charged, and the approximate
price of the items or services.

o (Crisis Situation Involving Costs of $100,000.00 or more, And If There Is a Potential Danger to Human
Life or For Damage to Structures And/Or Equipment.

Pursuant to Chapter 132 of the Westerville Codified Ordinances, if it is necessary to obtain supplies, repair
parts or services before there is time to solicit quotations/bids/proposals and/or process a purchase
order, the City Manager may enter into a contract for the goods, services, or construction. The Finance
Department can provide a purchase order number, but only with permission obtained from the City
Manager (or Assistant City Manager in the City Manager’s absence). The requisitioning Department Head
must furnish the Finance Department with the name of the supplier, the items or services being
purchased, the account to be charged, and the approximate price of the items or services. The City
Manager shall report the actions taken at the next meeting of the City Council.
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16.2

16.3

17.1

15. Sole Source/Single Source Designation

Authority:

Chapter 132 of the Westerville Codified Ordinances allows for the exemption of Formal Source Selection on a
case-by-case basis as approved by Council by motion.

Administrative purchases may be exempted from Informal Source Selection when arecommendation has been
developed by department staff and approved by the Procurement Division which indicates that either (1) a sole
source procurement situation exists due to only one vendor or supplier possessing the unique ability to meet the
City’s particular requirements or (2) a single source procurement situation exists whereby purchases are directed
to one source because of standardization, warranty, or other factors, even though other competitive sources
may be available. Such recommendations should be made in writing utilizing a Sole Source/Single Source
Procurement Request Form (See Section 22).

The use of sole source/ single source procurement procedures may be authorized administratively provided the
expenditure is less than $100,000.00. Sole source requests of $100,000.00 or more must be approved by City
Council.

16. Shipping and Handling

Required Method:
The City’s standard shipping and handling term is F.O0.B Destination as indicated below.
F.O.B Destination (Free on Board Destination):

F.OB Destination means the vendor maintains title for the goods until they are received by the City. The vendor
pays the shipping costs and is responsible for claims against the carrier.

F.O.B Origin (Free on Board Origin):

Occasionally, a vendor may quote F.O.B Origin. Accepting a quote of F.O0.B Origin has consequences if the
shipment is lost or damaged. F.O.B Origin means the City accepts title to the goods from the moment they are
picked up by the carrier. The City is responsible for claims against the carrier and freight charges are determined
by the contract terms.

17. Technology Purchases

Authority of the Chief Information Officer:

All purchases of computer hardware, software, and technology must have the prior approval of the City's Chief
Information Officer or their designee.
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18.1

18.2

18.3

General Guidelines:

The procedures set forth in this Section shall be followed for all technology purchases regardless of price. Also
included are technology maintenance, license, hosting, subscription, and consulting services.

These procedures do not apply to computer furniture. Normal purchasing procedures shall be followed for these
items.

Request and Purchase Procedure:

The department requesting the technology purchase shall enter a service request. The request or subsequent
project documentation shall state the reason for the technology need, requirements, expected costs, possible
vendors and applicable accounting information.

The Chief Information Officer or their designated representative, shall evaluate the request. The Chief Information
Officer or their designee may approve the request, approve an alternative purchase, orarrange a meeting with the
department involved (and the Procurement Division if needed) to discuss the request.

Technology agreements (including new agreements, renewal agreements, and associated terms and conditions)
requiring a signature must be submitted to the Chief Information Officer or their designated representative for
review.

18. Fleet Vehicle Purchases

Authority of the Director of Public Service:

All purchases of fleet vehicles must have the approval of the City's Director of Public Service or their designee.
General Guidelines:

The procedures set forth in this Section shall be followed for all new and replacement fleet vehicle purchases.
Request and Purchase Procedure:

Departments requesting new or replacement fleet vehicles shall coordinate such requests with the Public Service
Department. The Director of Public Service or their designated representative, shall evaluate the request to ensure
that it is supported by the City’s Fleet Policy. Following this evaluation, the Director of Public Service or their
designated representative will work with the department in reviewing the five-year capital plan for fleet vehicles

and, if appropriate, work with the Procurement Division in coordinating the purchase of the vehicle.

Vehicle purchases less than one hundred thousand dollars ($100,000.00) may be awarded through Informal Source
Selection without further legislative authorization.

Vehicle purchases of one hundred thousand dollars ($100,000.00) or more shall be awarded in a manner that is
consistent with Chapter 132 of the Westerville Codified Ordinances. Service Department and Procurement Division
staff will assist in coordinating the purchase of the vehicle and the Council meeting award recommendation staff
report.
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19. Cooperative Procurement

General Statement:

Cooperative procurement is a process by which two or more jurisdictions cooperate for procurement or use of
common or shared goods and services. This form of purchasing has the benefits of reducing administrative costs,
eliminating duplication of effort, lowering prices, sharing information and taking advantage of expertise and
information that may be available in only one of the jurisdictions.

Cooperative procurement transactions must be legitimate and enforceable. There must be mutuality of
understanding between buyers and sellers and a commitment on the part of participants in the cooperative
procurement process to purchase from the successful vendor.

"Shopping" cooperative contracts (using one jurisdiction's contracts to bargain with other vendors) is
considered an unethical purchasing practice. City employee shall not engage in this practice.

Authority:

The Procurement Manager is authorized to use the Procurement Division to participate in, sponsor, conduct or
administer cooperative procurement agreements for goods, services, and small-dollar construction with one or
more other public bodies when such actions shall serve the best interest of the City. Cooperative Purchase
contracts are exempt from Informal Source Selection and Formal Source Selection requirements; however, City
Council shall authorize participation in cooperative purchases where the value of the City’s participation in the
contract is anticipated to equal or exceed $100,000.00.

If the Procurement Manager determines that another governmental unit has entered into a competitive contract
and that contract allows participation by the City “piggy-backing”, the City may make purchases from such
contract(s) in a manner that is consistent with this Manual and Chapter 132 of the Westerville Codified
Ordinances.

20. Disposal of Surplus Property

General Statement:

Pursuant to Chapter 132 of the Westerville Codified Ordinances, the City Manager is authorized to provide for the
disposal of surplus equipment, including motor vehicles, and supplies. The Procurement Division should be
consulted when surplus property is being considered for disposal.

Sale of Surplus Property with an Estimated Value Less than $100,000.00:

Surplus property having an estimated value less than $100,000.00 shall be sold, traded in, or disposed of in a
manner that is consistent with Chapter 132 of the Westerville Codified Ordinances and the administrative rules,
regulations and procedures set forth herein. Disposal Methods include:

e Acceptance of Quotation or Quotations.
e Acceptance of Offer or Offers.

e Live public auction.

e Electronic public auction.
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e Trade-in, when the City Manager determines the trade-in value is reasonable and likely to meet or
exceed the value to be obtained through the sale of such equipment/supplies.

e Salvage, when the City Manager determines the salvage or scrap-metal value is reasonable and likely
to meet or exceed the value to be obtained through the sale of such equipment/supplies.

e Donation, when the City Manager, in his or her sole discretion, determines that the benefit to
another political entity or 501(c)(3) charitable organizations exceeds the anticipated sale value.

e Destruction, when the City Manager determines that the sale of property may compromise the
security of personal or corporate information, such as information housed on City hard drives and
servers, such property shall be destroyed in a secure and environmentally-conscious manner.

e Disposal, when the City Manager determines that surplus supplies have no resale value, or that the
cost of transportation, storage and sale of said equipment/supplies exceeds the anticipated sale
value.

The City typically utilizes an online electronic public auction site to dispose of surplus property that no longer serves
a useful municipal purpose.

Prior to the sale, trade-in or other disposition of surplus property, the property should be entered in to the City’s
online property disposal log and all applicable fields properly completed. Procurement Division staff will coordinate
the necessary approvals from the Finance Department and City Manager’s Office and work with department staff
to coordinate the temporary storage of surplus property, if needed.

The Procurement Division will also work with the Information Technology Department in coordinating the disposal
and destruction of surplus technology items (PCs, copiers, printers, cell phones, etc.).

Sale of Surplus Property with an Estimated Value of $100,000.00 or Greater:

Surplus property having an estimated value of $100,000.00 or more shall be sold, traded in, or disposed of in
a manner that is consistent with Chapter 132 of the Westerville Codified Ordinances.

Sales to Employees:
The sale of City property or assets to City employees or theirimmediate family members is prohibited.
Sale of Real Property:

The sale of all real property shall be performed in a manner consistent with Chapter 132 of the Westerville
Codified Ordinances.

21. Performance Measurement/

21.1

Continuous Improvement Program

Purpose:

The Procurement Division shall be responsible for maintaining a performance measurement program on multiple
procurement areas. The fundamental purpose of this programis to continuously monitor and improve how the
City’s purchasing function performs through ongoing analysis and programs aimed at (1) recognizing areas of
achievement, (2) correcting areas of weakness, and (3) providing educational and motivational tools urging City
departments to maximize the purchasing value of each public dollar.

35



Docusign Envelope ID: 8DBC5695-503E-4AA4-99EF-1F00A0997796

21.3

21.4

WéSave Program:

The City’s WéSave Program fulfills the Procurement Divisions performance measurement needs by regularly
tracking spend data associated with purchase order encumbrances and P-Card transactions. This datais analyzed
and categorized in order to ensure the purchasing function is administered in a manner that (1) recognizes and
maximizes cost avoidance/savings opportunities, and (2) monitors the efficient and effective use of P-Cards and
competition. Information learned from the WéSave Program is communicated to department buyers and
department heads in the form of a detailed report. An annual award program exists to motivate departments
and staff and encourage their ongoing engagement in efforts to maximize the purchasing value of each public
dollar.

WeéSave Categories:
WéSave Program categories include, but are not limited to:

e Spend associated with departmental competition.

e Spend associated with cooperative contracts.

e Spend associated with formal competitive procurement.

e Spend directed to P-Cards.

e Supplier development, including identifying growth in small business, MBE, and LGBTQ+ suppliers
and spend where practicable.

Cost Avoidance/Savings Opportunities:

With the aim of recognizing and maximizing cost avoidance/savings opportunities, the WéSave Program is
largely focused on three spend categories; including (1) spend associated with departmental competition, (2)
spend associated with cooperative contacts, and (3) spend associated with formal competitive procurement.
These categories are of particular interest because they represent spend categories where performance is
strongly influenced by the Procurement Division’s administration of the City’s purchasing function and where
there is the greatest opportunity to be responsive to trends suggesting areas of strength or weakness.

Annual performance targets within the “departmental competition” category are set based on an analysis of
spend data from prior years and setting a target based on instances of competition and actual cost
avoidance/savings figures. Performance targets should be realized through the effective application of the City’s
administrative processes, policies, and procedures and introduction of new programs and practices as needed.
Cost avoidance/savings figures are typically calculated by identifying the difference between the price paid by
the City and the average of all responsive quotes. Cost avoidance/savings figures may also be derived by either
open market analysis or staff’s reasonable best efforts.

Annual performance targets within the “spend associated with cooperative contracts” category are set based on
an analysis of spend data from prior years and setting a target based on instances of utilizing cooperative
contracts and actual cost avoidance/savings figures. Performance targets should be realized through the
effective application of the City’s administrative processes, policies, and procedures and introduction of new
programs and practices as needed. Cost avoidance/savings figures are typically calculated by either (1) identifying
the difference between the price established by the contracting agency and the average of all responses or (2)
identifying the difference between the price established by the contracting agency and the MSRP. Cost
avoidance/savings figures may also be derived by either open market analysis or staff’s reasonable best efforts.

Annual performance targets within the “formal competitive procurement” category are set based on an analysis
of spend data from prior years and a review of capital projects and capital equipment purchases scheduled for
competitive bidding during the upcoming year; targeting a cost avoidance/savings figure that is at least 5% of the
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21.5

21.6

21.7

22.1

aggregate budget for such capital items. Performance targets should be realized by maintaining an open and fair
competitive environment that is consistent with the provisions of Chapter 132 of the Westerville Codified
Ordinances. Cost avoidance/savings figures are typically calculated by identifying the difference between the
price paid by the City and the average of all responsive bids/offers. In the case of cooperative contracts, cost
avoidance/savings figures are calculated by either (1) identifying the difference between the price established by
the contracting agency and the average of all responses or (2) identifying the difference between the price
established by the contracting agency and the MSRP. Cost avoidance/savings figures may also be derived by
either open market analysis or staff’s reasonable best efforts.

Monitoring P-Cards and Competition:

The Procurement Division is responsible for regularly monitoring spend data to make certain that the use of P-
Cards and competition aligns with the City’s administrative processes, policies, and procedures and promotes the
acquisition of goods at the lowest practicable price utilizing the most economical procedures.

Monitoring Small and Diverse Business Outreach and Spend:

The Procurement Divisionis responsible for regularly monitoring and reporting the aggregate dollar amount of
purchase orders that have been directed to small and diverse businesses.

WeSave Award Program:

The WéSave Award Program exists to motivate departments and staff and encourage their ongoing engagement
in efforts to maximize the purchasing value of each public dollar spent. In order to recognize departments and
their frontline staff for their efforts to maximize competition (and thereby the value of each public dollar), the
Procurement Division will regularly monitor the cost avoidance/savings realized by each department and the
number of occasions each department has engage in competition through either their own efforts or use of a
cooperative contract. The top performing department(s) will be recognized by the City Manager through an
awards program.

22. Appendices

Reference Documents

Ordinance No. 2024-01 (most recent amendment to Chapter 132 of the Westerville Codified Ordinances)
Commercial P-Card Program Manual

Sole Source/Single Source Procurement Request Form

Request for Quotation Form

Request for Information Form

Ohio Department of Commerce Prevailing Wage Threshold Levels
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ORDINANCE NO. 2024-01

TO AMEND SECTIONS 132.01, 132.02, 132.03, 132.04, 132.05, 132.06, 132.07, 132.08 AND
132.09 OF THE CODIFIED ORDINANCES REGARDING CONTRACTING
PROCEDURES, SOURCE SELECTION, AND THE PURCHASE AND SALE OF REAL
ESTATE.

WHEREAS, Council desires to amend contracting and sourcing procedures and requirements
and procedures relating to the sale and purchase of real estate; and

WHEREAS, Council, by Section 12, Article III of the City Charter, is specifically empowered
to make general provisions for such sourcing, bidding, contracting, and real estate procedures;
NOW THEREFORE,

BE IT ORDAINED BY THE COUNCIL OF THE CITY OF WESTERVILLE, OHIO:

Section 1. That Section 132.01, 132.02, 132.03, 132.04, 132.05, 132.06, 132.07, 132.08 and
132.09 of the Westerville Codified Ordinances are hereby amended in their entirety to read as
follows:

132.01 PURPOSE & AUTHORITY OF THE CITY MANAGER.

Council adopts the processes set forth herein to provide for Purchase Contracts at the lowest
available price and the purchase of real estate utilizing the most economical procedures which
will also provide for efficiency in the letting of contracts and in securing the best source for
Goods, Services, and Construction for public use.

The City Manager is authorized to adopt written processes, policies, and procedures as are
necessary and proper to carry out the provisions of this Chapter.

132.02 DEFINITIONS.

For the purpose of this Chapter, the following definitions shall apply unless the context clearly
indicates or requires a different meaning.

(a) “Competitive Proposals Process” refers to an intensive Formal Source Selection in which
Offers are evaluated on a combination of price and non-price factors in order to identify the best
value to the City. A Purchase Contract is awarded to the Lowest and Best Offeror based on the
response to the criteria set forth in an advertised Request for Proposals. Competitive Proposals
may include a single-step or multi-steps and allow for the negotiation of all terms, including
price prior to awarding a Purchase Contract.



Docusign Envelope ID: 8DBC5695-503E-4AA4-99EF-1F00A0997796

(b) “Competitive Sealed Bidding Process” refers to a price-focused means of Formal Source
Selection in which a Purchase Contract is awarded to the Lowest and Best Bidder based on the
response to the criteria set forth in an advertised Request for Bids and does not include
negotiations with Bidders.

(c) “Construction” means the process of using labor to build, alter, repair, improve, or
demolish any structure, building, or public improvement; generally, does not apply to routine
maintenance, repair, or operation of existing facilities or real property. (d) “Construction
Manager at Risk (CMR)” means a Source Selection method that allows the City to choose a
construction manager based on qualifications. The construction manager is typically involved
before the design phase is complete and coordinates all subcontract work; enhancing the speed of
project delivery and strengthening coordination with the architect/engineer.

(e) “Design-Build” means a Source Selection method for Construction that allows the City to
choose a design and Construction team based on qualifications.

(f) “Formal Source Selection” means the process for purchases of one hundred thousand
dollars ($100,000) or more .

(g) “Good” means anything that can be purchased that is not a Service, Construction, or real
property.

(h) “Informal Source Selection” means the process for purchases less than one hundred
thousand dollars ($100,000).

(i) “Lowest and Best” means the Bid, Offer, or Quotation that responds to the material criteria
set for in a Request for Bid, a Request for Proposal, or a Request for Quotations and contains no
irregularities or deviations from the specifications which would affect the amount of the bid or
otherwise give the bidder a competitive advantage and which is selected based upon
consideration factors including:

(1) Experience;

(2) Financial condition, including performance and Bid bond capacity, and the correlation
between the amount and size of the project to the financial ability and size of the Bidder/Offeror;

(3) Conduct and performance on previous contracts with either the City or another
governmental entity;

(4) Facilities, management skills, and ability to execute the contract properly, including
available staffing, purchasing and equipment capacity necessary for the Project;

(5) Amount of work expected to be subcontracted by the Bidder/Offeror;
(6) The amount of the Bid/Offer/Quote in relation to any architect's or engineer's estimate;

(7) History of submitting artificially low Bids or offers to secure contracts and then failing
to complete work, demanding change orders and/or filing delay claims, or any other factors
indicating a practice of “low-ball” Bids/Offers; or
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(8) Integrity, reputation, judgment, and efficiency.

The City shall have the discretion of determining the Lowest and Best Bid, Offer, or Quotation.
To remove any doubt, the Lowest and Best Bid, Offer, or Quotation does not require that the
award be made to the lowest Bidder, Offeror, or Quoter provided that the action of awarding the
contract is free from fraud.

(j) “Professional Services” means Services that usually require education, training, skill or
expertise of an advanced, specialized, or peculiar nature, including, without limitation, such
Services as those performed by attorneys, architects, engineers, professional design firms,
Construction managers, surveyors, accountants, physicians, insurance advisors, information
technology specialists and/or third-party administrators, specifically including professional
design firms and Services as defined in R.C. § 153.65.

(k) “Purchase Contract” means a binding agreement, including short form contracts/purchase
orders, for a single purchase of Goods, Construction, or Services. For purposes of determining
the applicability of the dollar threshold requirements of Section 132.03, the City Manager's
determination as to whether a purchase may reasonably and in good faith be deemed to constitute
a single purchase shall be conclusive.

() “Purchasing Policies and Procedures Manual” means the written processes, policies, and
procedures deemed necessary to carry out the provisions of this Chapter. The Purchasing Policies
and Procedures Manual shall be adopted by Executive Order of the City Manager.

(m) “Request for Bid” refers to all documents, whether attached or incorporated by reference,
utilized for a Solicitation of Bids. The Solicitation of Bids and Source Selection pursuant thereto
is a Formal Source Selection process.

(1) “Bidder” refers to a person/entity who submits a Bid.

(2) “Bid” refers to the response submitted by a Bidder in reply to a solicitation that, if
accepted by the city, would bind the Bidder into a resulting Purchase Contract. Once submitted a
Bid is not subject to negotiation.

(n) “Request for Information” means a non-binding market research method whereby the
City seeks information from the interested parties for a possible future Solicitation or Source
Selection. Information may include, but is not limited to, best practices, industry standards, and
technology issues. Generally, information related to price or cost is not required in a reply to a
request for information.

(0) “Request for Proposal” refers to all documents, whether attached or incorporated by
reference, utilized for the Solicitation of Offers. A Request for Proposal may require Offerors to
submit a combination of quantitative and qualitative information, including pricing, as part of
their response.

(1) “Offeror” refers to a person/entity who submits an Offer.

(2) “Offer” refers to the response submitted by an Offeror in reply to a Solicitation that the
City may use as the basis for negotiating the terms of a Purchase Contract acceptable and
advantageous to the City. Offer can be used interchangeably with the term “proposal.”
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(p) “Qualifications-Based Competitive Proposal Process” is a multi-step Competitive
Proposal Process for Construction where a Request for Proposal is only sent to Offerors pre-
qualified based on their response to the criteria set forth in a Request for Supplier Qualification.

(@) “Request for Supplier Qualification” means a document which is issued by the City to
obtain statements of the qualifications of potential development teams or individuals (i.e.
consultants) to gauge the quality and degree of competition in the marketplace and/or establish a
listing of qualified vendors for certain categories of work, prior to initiating a Solicitation or
Source Selection activities.

(r) “Request for Quotation” refers to all documents, whether attached or incorporated by
reference, utilized for the Solicitation of Quotations. Solicitation by Request for Quotation and
Source Selection therefrom is an Informal Source Selection process.

(1) “Quoter” refers to a person/entity who submits a Quotation.

(2) “Quotation” refers to a statement of price, terms of sale, and description of Goods,
Services, or Construction offered by a Quoter to the City that, if accepted by the City, would
bind the Quoter to perform the resulting Purchase Contract. Quotation can be used
interchangeably with the term “Quote.”

(s) “Service” means the furnishing of labor, time, or effort by a consultant or supplier, which
may involve to some degree, the delivery of supplies, products, or technology.

(t) “Solicitation” means the City's act of publishing or distributing a Request for Bids, a
Request for Proposals, a Request for Quotations or any other document(s) used to obtain Bids,
Offers, or Quotes, where the City's publication thereof is intended to solicit replies for the
purpose of entering into a Purchase Contract.

(u) “Source Selection” refers to the identification and selection of the supplier for Goods,
Services, or Construction whose price and quality best meet the City's needs.

132.03 INFORMAL AND FORMAL SOURCE SELECTION.
Source Selection shall be determined based on the following:

(a) Informal Source Selection. All Purchase Contracts for expenditures less than one hundred
thousand dollars ($100,000) may be awarded through Informal Source Selection. The City
Manager may enter into and perform any Purchase Contract for expenditures less than one
hundred thousand dollars ($100,000) for which City funds have been appropriated, without
further legislative authorization. Procurement and award procedures shall be as provided for in
the Purchasing Policies and Procedures Manual.

(b) Formal Source Selection. All Purchase Contracts for expenditures of one hundred
thousand dollars ($100,000) or more shall be awarded by Formal Source Selection. Formal
Source Selection shall be by Competitive Sealed Bidding Process, except in the following
circumstances:
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(1) A Competitive Proposal Process may be used where the City Manager determines that
the use of a Competitive Sealed Bidding is either not practicable or not advantageous to the City.

(2) A Qualifications-Based Competitive Proposal Processes may be used where the City
Manager determines it is advantageous to the City, including, but not limited to, the use of
Design-Build and Construction Manager at Risk.

(c) Separate Solicitations for branches or classes of work and materials shall not be required
for any municipal contract and no municipal contract needs to be separately awarded for
different classes or branches of work or materials.

132.04 EXCEPTIONS AND ALTERNATIVES TO FORMAL SOURCE SELECTION.
Exceptions to the Formal Source Selection requirements are:

(a) Professional Services. Source Selection for Professional Services is not subject to Formal
Source Selection and a Purchase Contract awarded therefrom shall not require further legislative
authorization where funds have been appropriated by Council for such Services. Additionally,
contracts for professional design firms and Services are not subject to the provisions of R.C. §§
153.65 through 153.70.

(b) Crisis Situation. In the event of the occurrence of any crisis, including any breakage or
any loss of equipment, or other circumstances which could not reasonably be anticipated,
whereby any necessary regular City Service is or is about to be interrupted, or whereby the City
will suffer any great and continuing loss, the City Manager may enter into a Purchase Contract
for the necessary repairs, replacements, or other Goods, Services, or Construction , to restore or
maintain such City Service or to avert or terminate such loss, without Solicitation or Formal
Source Selection, and in such amount as may in the circumstances be necessary. The City
Manager shall, at the next meeting of Council thereafter, render a full report of all the
circumstances and actions in the premises.

(c) Utility Services. Source Selection for the purchase of utilities such as natural gas, gasoline
or diesel fuel, communication Services (including telephone, cellular and data Services), or
electricity is not subject to Formal Source Selection and a Purchase Contract awarded therefrom
shall not require legislative authorization where funds have been appropriated by Council for
such Services.

(d) Insurance. Source Selection for the acquisition of insurance coverage is not subject to
Formal Source Selection and a Purchase Contract awarded therefrom shall not require further
legislative authorization where funds have been appropriated by Council for such purchases.

(e) Hardware and Software Maintenance, License, and Hosting Agreements and
Subscriptions. Source Selection for agreements and subscriptions for the maintenance, license,
and hosting of proprietary hardware and software applications, where such Services can only be
purchased from the manufacturer or a manufacturer's authorized representative, is not subject to
Formal Source Selection and a Purchase Contract awarded therefrom shall not require legislative
authorization where funds have been appropriated by Council for such Services.
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(f) Intergovernmental Purchases. Source Selection for the acquisition of Goods, Services, or
Construction Services directly from another political subdivision, the State of Ohio, or the
United States government is not subject to Formal Source Selection and a Purchase Contract
awarded therefrom shall not require legislative authorization where funds have been appropriated
by Council for such purchases.

(h) Contractual Maintenance Services. Source Selection for routine maintenance, repair, and
janitorial services, such as those needed for the ongoing operation and upkeep of City facilities,
is not subject to Formal Source Selection. Provided that there is no conflict with established
personnel rules, regulations, and procedures, and where funds have been appropriated by Council
for such Services, a Purchase Contract for such routine Services may be awarded by Informal
Source Selection methods. No further legislative authorization shall be required.

(i) Case by Case Authorization. Council, by motion, may suspend Formal Source Selection
requirements for the award of Purchase Contracts on a case by case basis in certain
circumstances which include, but are not limited to, the following:

(1) Source Selection where the Goods, Services, or Construction can be met by only one
supplier (a “Sole Source Supplier”) and, accordingly, where Formal Source Selection serves no
valid municipal purpose;

(2) Source selection where the price for the item to be purchased from a third-party has been
established by the federal Government, State of Ohio, another governmental entity, or the
competitive efforts of a cooperative government purchasing program;

(3) Source Selection for proprietary technology software, Goods, or Services;

(4) Source Selection for Goods, Services, or Construction where Council determines that
certain factors such as quality, standardization, warranty, trust and/or compatibility are of greater
importance than price; or

(5) Source Selection for the purchase of used Goods at an auction open to the public or at a
sale at which such used Goods are to be sold.

132.05 PROCEDURES FOR FORMAL SOURCE SELECTION.

(a) When funds have been appropriated to provide for a Purchase Contract of one hundred
thousand dollars ($100,000) or more, the City Manager may proceed with advertisement for Bids
or Offers for such expenditure without the direction of Council.

(b) When funds have not been appropriated by Council for a Purchase Contract of one
hundred thousand dollars ($100,000) or more the following procedures shall be used:

(1) In the case of a Purchase Contract for the current fiscal year, the City Manager shall not
initiate a Solicitation without the adoption of a motion of Council authorizing the City Manager
to seek Bids or Offers.

(2) In the case of a Solicitation for a purchase planned for a future year, the City Manager
may proceed with an advertisement provided that the advertisement includes language stating
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that any award of a future year contract is subject to the appropriation of funds approved by
Council.

(c) Requests for Bids and Requests for Proposals for Formal Source Selection shall be
advertised on the City's website for at least fourteen days prior to the scheduled deadline for
Bids, Offers, or responses.

(d) Formal Source Selection Purchase Contracts, except as otherwise provided for in Section
132.04, shall be awarded by motion of Council.

(¢) Any Competitive Sealed Bidding Process or Competitive Proposal process may be
terminated without a resulting Purchase Contract at the direction of the City Manager when in
the best interests of the City. In such instances, a notice of cancellation shall be posted to the
City's website and the reasons therefore shall be made part of the procurement file.

(f) In the event that no Bids or Offers are received, the Solicitation may be canceled at the
direction of the City Manager, and a new Solicitation may be made as determined by the City
Manager without further legislative authorization.

(2) In the event that the Bid(s) or Offer(s) received by the City as part of a Competitive
Sealed Bidding Process or Competitive Proposal Process are less than one hundred thousand
dollars ($100,000), and funds have been appropriated by Council for such purchase, the City
Manager may enter into a Purchase Contract with the Lowest and Best Bidder(s) or Offeror(s)
without further legislative authorization.

132.06 AWARD OF BID OR PROPOSAL.

(a) The City may reject any or all Bids or Offers, reject a Bid or Offer not accompanied by a
required Bid security or by other required data or information, or reject a Bid or Offer which is in
any way incomplete or irregular.

(b) The City may waive informalities and/or irregularities in a Bid or Offer provided such
informalities and/or irregularities did not affect the amount of the bid or otherwise give the
bidder a competitive advantage.

(¢) The Lowest and Best Bid/Offer shall be determined based on criteria set forth in in this
Chapter.

132.07 SALE, TRADE-IN, OR OTHER DISPOSITION OF SURPLUS PROPERTY.

At such times as equipment, including motor vehicles, and supplies of the City serve no useful
municipal purpose, the City Manager is authorized and directed to provide for the sale, trade-in
or disposition of such equipment and supplies, as well as lost and unclaimed property, by a
method or methods deemed by the City Manager to be in the best interests of the City, including,
but not limited to:
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(a) Surplus property with an estimated value of one hundred thousand dollars ($100,000) or
more shall be sold or traded in by either of the following methods:

(1) By the acceptance of sealed Bids/Offers, after advertising on the City's website and/or
the website of an online auctioneer or marketplace for at least fourteen days. Acceptance of the
Bid/Offer shall be made by motion, adopted by Council, and entered in the minutes of Council,
authorizing and directing the City Manager to enter into and perform a sales contract.

(2) By live or electronic public auction, after advertisement on the City's website and/or the
website of an online auctioneer or marketplace at least fourteen days prior to the auction. Council
authorization is required prior to, but not after such auction.

(b) Surplus property having an estimated value less than one hundred thousand dollars
($100,000) shall be sold, traded in or disposed of by the administrative rules, regulations and
procedures established by the City Manager in one or more of the following methods:

(1) Acceptance of Quotation or Quotations.
(2) Acceptance of Offer or Offers.

(3) Live public auction.

(4) Electronic public auction.

(5) Trade-in, when the City Manager determines the trade-in value is reasonable and likely
to meet or exceed the value to be obtained through the sale of such equipment/supplies.

(6) Salvage, when the City Manager determines the salvage or scrap-metal value is
reasonable and likely to meet or exceed the value to be obtained through the sale of such
equipment/supplies.

(7) Donation, when the City Manager, determines that the benefit to another political entity
or 501(c)(3) charitable organizations exceeds the anticipated sale value.

(8) Destruction, when the City Manager determines that the sale of property may
compromise the security of personal or corporate information, such as information housed on
City hard drives and servers, such property shall be destroyed in a secure and environmentally-
conscious manner.

(9) Disposal, when the City Manager determines that surplus supplies have no resale value,
or that the cost of transportation, storage and sale of said equipment/supplies exceeds the
anticipated sale value.

(c) Council, by motion, may suspend the requirements of Section 132.07(a) for sales contracts
on a case by case basis.

(d) The proceeds for the sale of surplus property shall be deposited in the City treasury to the
credit of the division having jurisdiction and control over such property.

() The City Manager shall keep full and accurate records of the sale, trade-in or disposition
of surplus property.
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132.08 CERTIFICATION OF FUNDS BY THE DIRECTOR OF FINANCE.

(a) The Director of Finance shall attach a certification of funds on each contract or order
involving the expenditure of money in accordance with R.C. § 5705.41(D)(1); provided,
however, if no certificate is furnished as required, the Finance Director may alternatively provide
a certification stating that there was at the time of making of the contract or order and at the time
of execution of such certification a sufficient sum appropriated for the purpose of such contract
and in the treasury or in the process of collection to the credit of an appropriate fund free from
any previous encumbrances, but such expenditure must also be affirmed and authorized:

(1) By the City Manager if the Purchase Contract involves an expenditure in excess of five
thousand dollars ($5,000) but less than one hundred thousand dollars ($100,000), or

(2) By motion of City Council if the Purchase Contract involves expenditure of one hundred
thousand dollars ($100,000) or more.

(b) Upon certification by the Director of Finance that a certain sum of money, not in excess of
five thousand dollars ($5,000), has been lawfully appropriated, authorized, or directed for a
certain purpose and is in the treasury or in the process of collection to the credit of a specific
line- item appropriation account in a certain fund free from previous and then outstanding
obligations or certifications, then for such purpose and from such line-item appropriation account
in such fund, over a period not extending beyond the end of the fiscal year, expenditures may be
made, orders for payment issued, and contracts or obligations calling for or requiring the
payment of money made and assumed; provided, that the aggregate sum of money included in
and called for by such expenditures, orders, contracts, and obligations shall not exceed the sum
so certified. Such a certification need be signed only by the Director of Finance and may, but
need not, be limited to a specific vendor. An itemized statement of obligations incurred and
expenditures made under such certificate shall be rendered to the Director of Finance before
another such certificate may be issued, and not more than one such certificate shall be
outstanding at a time.

132.09 CITY MANAGER’S AUTHORITY TO PURCHASE AND SELL-REAL
PROPERTY.

(a) The City Manager is authorized to purchase road right-of-way, easements, rights of entry,
and licenses to provide for municipal improvements or necessary for any municipal purpose
without such action being authorized by Council, provided that funds for such purchase have
been appropriated by Council, or in the event that the purchase is for a price less than fifty
thousand dollars ($50,000).
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(b) Where Council by ordinance has previously authorized entering an option to purchase real
property or any interest therein, the City may exercise such option upon motion approved by
Council.

(c) The City Manager may sell, transfer, or otherwise convey the following real property or
real property interests without approval of City Council, provided the City Manager determines
such property or property interest is not necessary for any municipal purpose:

(1) A permanent or temporary utility easement in real property that has a fair market
value of less than twenty-five thousand dollars ($25,000.00) as determined by appraisal;

(2) A real property interest other than street or alley that has an estimated fair market
value of less than fifty thousand dollars ($50,000.00) as determined by appraisal;

Section 2. That this ordinance shall take effect and be in force from and after the earliest

period allowed by law.

PASSED:__Jeh. A0, 2024 e /‘é’Z £
Michael Heyeck
Chair of Council

-.-./_..’) {/ 3
APPROVED: O\j\ \Q ffﬂM—J %%7/%‘)

Andrew"], Winkel Sara Yinger
Law Director For the Clerk of Council
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OVERVIEW

The goal of the City of Westerville’s Commercial Card Program is to improve the efficiency of
high-volume, low-dollar-amount purchases while reducing transaction costs and maintaining
integrity and control of the purchasing process.

The objectives of the program are to:

* Reduce the cost of high volume, low dollar transactions;

* Reduce the staff time involved in making purchases;

* Reduce paperwork;

* Develop reasonable and enforceable policies, procedures, and audit controls;

* Increase the number of vendors immediately accessible to the City of Westerville;
* Improve management reporting on low-dollar transactions.

All cards will be issued in coordination with the Finance Department and the approval of the
Department Heads and City Manager. Card usage may be audited and/or rescinded at any time.
Only one person is assigned to use each card. This manual provides the guidelines under which
the Commercial Card may be utilized. An employee’s signature on the enclosed Cardholder
Agreement indicates an understanding of the program's intent and an agreement to adhere
to the guidelines established for the program. Commercial Cards will be issued upon
completion of training and signing the “Agreement to Accept the Master Card Commercial Card”
document.

Record keeping is essential in ensuring the success of this program. Each department/division in
which cards are issued will designate one employee as a “Departmental P-Card Administrator.”
This employee will monitor the status of the division’s various cards and will be responsible for
collecting receipts, reconciling them to the charges on the card, attempting resolution of any
disputes relative to the accounts, and transmitting them to the Finance Department within the
required timeframe. As with any charge card, receipts will be retained for the City’s and the
employee’s protection and reconciled at least weekly.

Finally, remember that City funds are committed each time the Commercial Card is used.
This is a responsibility that cannot be taken lightly!
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HOW TO OBTAIN A CARD

Please read this booklet in its entirety before requesting a Commercial Card. It provides important
information about the process, the types of purchases that can and cannot be made, records that
must be retained and reconciled regularly, and the program.

Steps to obtain a Commercial Card:

1.

*)

Division/Department Head requests Commercial Cards for appropriate employees by
completing the Commercial Card Application form (See Appendix )

. Request for Commercial Card(s) forwarded to the Finance Department.
. The Finance Department reviews the Commercial Card request(s) and forwards it to

the City Manager for approval.

. Following the City Manager’s approval, the Commercial Card request is submitted to the

bank for processing.

. Before receiving a card, new cardholders must attend scheduled training.
. New cardholders must sign an agreement to accept the Commercial Card.
. New cardholders obtain Commercial Card upon completion of training.

The Director of the Department for which you work must indicate approval by signing
the application. All requests will be processed through the P-Card Program
Administrators.

Before you receive your card, you must read carefully and sign the Agreement
to Accept the Master Card Commercial Card (see page 20). Once you have received
your card, always Keep it in a safe place!

Although the card is issued in your name, it is the property of the Bank and is only to
be used for City purchases, as defined in this document.
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GENERAL INFORMATION

The Commercial Card program helps to reduce the use of petty cash, cash advances for small
dollar purchases, and individual vendor accounts.

The program is NOT intended to avoid or bypass appropriate purchasing or payment
procedures. Rather, the program enhances the existing processes.

The program can be used for in-store purchases as well as for online orders.

The Commercial Card may be used with any domestic vendor or supplier who accepts Master
Card. Notify the Finance Department if a selected vendor will not accept the Commercial Card.
As a fraud deterrent measure, Commercial Cards are restricted from use with foreign vendors.

The Deputy Finance Director or Director of Finance can authorize the use of the Accounts
Payable P-Card to pay certain vendor invoices.

Each Employee is responsible for the security and all transactions on his/her Commercial Card.
The card is issued in the employee’s name, and it will be assumed that any purchases made with
the card will have been made by the assigned employee. A card used out of compliance with the
guidelines established for this program may result in severe consequences, up to and including
termination of employment. Disciplinary action will be in accordance with a Collective
Bargaining Agreement where applicable.

The card is not to be used for personal use under any circumstances. Also, employees may
not benefit through any type of awards program offered in connection with commercial card use

(e.g., frequent flyer mile programs).
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GENERAL GUIDELINES FOR PURCHASES

CARD CONTROLS AND LIMITS

The Commercial Card has several embedded limits and restrictions. Each time the card is used
for a purchase, the merchant is required to obtain authorization from the banking network. This
ensures that the purchase is within the program controls and limits established to safeguard
against possible improper and/or fraudulent use.

Following is an outline of the types of embedded restrictions on your card. Your Commercial
Card is designed to give you the greatest amount of flexibility for your purchasing needs. Any
restrictions placed on your card are designed to protect you and the City of Westerville.

A. Spending limits established for each cardholder are:

* Single transaction purchase limit ($999);
* Monthly purchase limit ($2,500);
* Daily and monthly number of transactions (5/day and 20/month).

B. Splitting of Transactions:

The City’s procurement card program has established certain single purchase, daily, and
monthly spending limit requirements. Splitting purchases into separate transactions to
avoid any of these requirements is strictly prohibited. Contact the Procurement Card
Administrator before purchases are made to discuss these possible issues. Department
Director notification is required to increase a cardholder’s single purchase, daily, or monthly
spending limits.

C. Certain uses are restricted:

* Travel*;

* ATM/cash advances and other cash-related activities;

* Merchant category code (MCC) grouping restrictions for travel and entertainment-related
expenses for non-travel employees.

* Staff Acknowledgements / Retirement Gifts

*Note: Certain travel is permissible with authorization by the City Manager.
D. The Finance Department can restrict additional items or merchants according to how each

employee needs to use his/her card. The intent of issuing Commercial Cards is to empower
employees to make low-dollar purchases so they can do their jobs efficiently and effectively.

Periodically, you may receive a listing of preferred suppliers to be used with the Commercial
Card if the Finance Department finds that use of these suppliers is advantageous to the City.
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MAKING A PURCHASE

P-Cards are a payment tool and represent the preferred (and most economical) means of
acquiring and paying for GOODS with a purchase price of $999 or less.

P-Cards are also a useful tool in paying renewal fees for professional dues and travel-related
expenses (Executive Order 09-02 requires an Approved Travel Request Form to be completed
prior to booking any travel, registration, and lodging expenses).

Purchases can be made wherever credit cards are accepted.

Important:

All purchases made on the Commercial Card should not include sales tax. Make
certain the supplier does not charge sales tax.

Only the cardholder may initiate purchase transactions made on their card.

If you need help with the supplier obtaining purchase authorization and/or declining
your purchase, please contact the Finance Department.

At least weekly, your Departmental P-Card Administrator will receive a communication from the
Finance Department which will list your individual purchases as furnished by the bank. The
purpose of this communication is to (1) verify that receipts match your purchases and (2) request
that receipts and supporting documentation be transmitted to Finance. If you do not agree with
what is shown, please notify the Finance Department immediately and refer to the dispute
resolution information in this manual.

SUPPLIER USE AND INTERFACE

The Commercial Card may be used with any authorized merchant that accepts a credit card for
payment and is included in an acceptable merchant category code (MCC) grouping.

Although credit cards are not new for consumer use, use in government as a purchasing vehicle
is still relatively new, especially to wholesale suppliers and contractors. You may find that some
suppliers do not currently accept credit cards. If they do not, you have the following options:

* Find another supplier that accepts credit cards;
* Use an alternative purchasing method with the supplier (e.g., purchase requisition).

All incidents of a supplier that is not card capable (cannot accept your Master Card) should be
reported to the Finance Department. This information will be passed to the bank so that an
attempt can be made to help make the supplier card capable.
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RECEIPT DOCUMENTATION

Cardholders are required to (1) maintain receipts for Commercial Card transactions and
(2) provide receipts to their Departmental P-Card Administrator by the end of the day in
which a charge is made (or by the next day if the use was outside of regular business
hours).

Acceptable receipt documentation includes a card slip, a sales receipt, packing slip, cash register
tape, email verification, or a combination thereof, which contains:

* Vendor name;

* Purchase amount;

* Description of the item(s) purchased;
* Date of purchase.

Obtaining receipts or other acceptable documentation is the responsibility of the
cardholder. Please take extra precautions to store and maintain these documents for review.
Purchase amounts on receipts or other acceptable documentation need to match the
records furnished by the bank.

If you cannot produce a receipt, you will be required to complete and sign a lost receipt form
describing what was purchased, when, the cost (approximate if from memory), and under what
circumstances the receipt was lost/misplaced. Note that the employee may be required to
reimburse the City for undocumented purchases if the subsequent review indicates that the
purchase was not an appropriate use of the Commercial Card.

Habitual failure to retain and turn in receipts will result in the revocation of Commercial Card
privileges.
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BUILT IN RESTRICTIONS

The card has daily and monthly credit and transaction limits, which the Finance Department has
set with input from the Division Head and/or Department Director. If the limit is too low to
accommodate monthly spending requirements, please contact your Division Head and/or
Department Director to re-evaluate the limit. If your Division Head and/or Department Director
agree that it would be appropriate to raise the limit, the Department Director should request the
change from the Finance Department. If approved by the Finance Department, a P-Card Program
Administrator can then change the parameters for a Commercial Card.

The following transactions have been blocked from usage in the program:

* Cash;

* Massage Parlors;

* Drinking establishments & liquor stores;
* Casinos;

* Para mutual Betting;

* Pawn Shops;

* Dating & Escort services;

* Jewelry Stores;

* Furriers and Fur Shop;.

* Travel*

* Restaurants (with the exception of the City Manager, Assistant City Manager, City

Manager’s Secretary, Economic Development Administrator, Clerk of Council, and
case-by-case approval of the City Manager)

*Note: Certain travel is permissible with authorization by the City Manager.
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ACCOUNTING REQUIREMENTS

Each cardholder is responsible for providing receipts to their Departmental P-Card
Administrator by the end of the day in which a charge is made on a Commercial Card (or
by the next day if the use was outside of regular business hours). If a purchase is made by
fax or email, provide the fax or email verification as a receipt. For phone orders, provide a
written description of the item(s) ordered within the one-day timeframe, followed by the
receipt enclosed with the item(s) when received. The billing cycle for the City of Westerville’s
Commercial Cards closes on the 26th day of each month.

As with all expenditures, City Divisions are responsible for remaining within their annual
appropriation limits. Commercial Card expenses will be monitored to ensure compliance with
budget levels.

Cardholders must obtain written approval for P-Card purchases associated with:

UNIFORMS (Director of Finance and Deputy Finance Director)
PROMOTIONAL ITEMS / EMPLOYEE AWARDS (City Manager)
FOOD (City Manager)*

DEEMED APPROPRIATED FUNDS (City Manager)

*Note: Food items purchased for resale and food items associated with City programs
involving food that are subject to a registration fee do not require authorization by the City
Manager.

To ensure authorization is obtained, all cardholders planning to use their P-Cards to purchase
uniforms, promotional items/employee awards, food, or deemed appropriated funds should
submit their request in writing via email to a P-Card Program Administrator at least one (1)
week before the need to make such a purchase.

Once the P-Card transaction has been approved and completed, a receipt and a copy of the
related email should be transmitted to the Finance Department.

For TECHNOLOGY-RELATED ITEMS, cardholders should obtain written approval
from the Information Technology Department prior to making any P-Card purchases.

It is strongly suggested that cardholders obtain Information Technology Department approval
in writing via email. In most cases, IT staff will be directed to make the purchase on
the cardholder’s behalf.
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RECONCILIATION AND PAYMENT PROCESS

The Commercial Card Program carries corporate, not individual, liability. The program will
not impact an employee’s personal credit rating in any way; no employee will be required
to pay the monthly reconciliation statements using personal funds (unless personal charges are
identified, in which case, the employee will be required to reimburse the City immediately.)
The monthly statements will be paid directly to Chase.

All receipts must be retained! If a purchase is made via phone, fax, or email, the vendor should
include a receipt with the goods when the product is shipped.

Each Departmental P-Card Administrator will review transactions as directed by the Finance
Department. Within three (3) business days of the Finance Department’s communication, each
reconciler will transmit to Finance all receipts and supporting documentation for transactions
that are shown for the current purchasing period.

The activity on any Commercial Card can be audited at any given time.

The monthly statement billing cycle ends on the 26™ day of every month. Purchases made after
the 26" day will be reflected on the next monthly statement. Similar to the Year End deadline
utilized for purchase order transactions, the use of Commercial Card transactions will be
limited by the annually communicated deadline.
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COMMERCIAL P-CARD PROGRAM VIOLATIONS

A program violation means any intentional or unintentional failure to adhere to the expressed
P-Card guidelines, requirements, or limitations established in this manual or other governing
City policy document, as tracked and reported by the Finance Department.

Program violations will be tracked in a “3-Strikes Log” with escalating corrective
actions.
Corrective actions include:

* Strike 1: An email is sent to the cardholder notifying them of a program violation.

* Strike 2: An email is sent alerting the cardholder that a serious deficiency in

adhering to the P-card program has been noted. The cardholder’s Department Head

will be copied on the email.

» Strike 3: The cardholder’s P-Card will be temporarily suspended for at least 30
calendar days. Before the cardholder’s P-Card is reactivated, they must participate in
refresher training.

Program violations subject to corrective action include but are not limited to:
Tier 1 Violations (start with Strike 1)

* Failure to submit a receipt within 2 days or less.

* Failure to submit an itemized receipt.

* Failure to resolve sales tax issues promptly.

* Purchase services with a P-Card.

* Purchase of $1,000+ without pre-approval.

* Purchase uniforms, food or technology without pre-approval.

* Allowing another employee to use an assigned P-Card.

» Using Amazon Business account for personal use with a personal card.

Tier 2 Violations (start with Strike 2)

* Personal Purchase: cardholder promptly brings the purchase to City's attention and
promptly resolves the matter with the merchant.

* Sending City purchases to a non-City facility: cardholder promptly brings the purchase to the
City’s attention.

Tier 3 Violations (start with Strike 3)

* Personal Purchase: cardholder fails to promptly bring the purchase to City's attention

or fails to promptly resolve the matter with the merchant.

» Sending City purchases to a non-City facility: cardholder fails to promptly bring the purchase to
City’s attention or fails to promptly resolve the matter with the merchant.

Strike counts will be reset at the end of each year. Cardholders receiving more than three
strikes in a calendar year may be subject to permanent revocation of their card and/or
disciplinary action, up to and including termination of employment.
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Additionally, any other actual or perceived improper use of the P-Card that could be considered
misappropriation of City funds may subject cardholders to permanent revocation of their card
and/or disciplinary action, up to and including termination of employment.

Disciplinary action will be in accordance with a Collective Bargaining Agreement where
applicable.
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IF YOUR RECORDS DON’T AGREE WITH YOUR STATEMENT

There may be occasions where items shown as charges to your account do not correlate with
your retained receipts. For example, you may not have made the purchase, the amount of the
purchase may be incorrect, or there may be a quality or service issue.

First, contact the vendor involved to resolve the error. If the vendor agrees that an error has
been made, your account should be credited. Make sure you inform your Departmental P-Card
Administrator that the transaction is being questioned as a reminder that the item is still
pending resolution. Document any conversations or correspondence on the Commercial
Cardholder Dispute Form included in this manual. and keep a copy for your records.

If the vendor does not agree that an error has been made, contact a P-Card Program
Administrator. Provide a copy of the completed dispute form to your Departmental P-Card
Administrator representative noting the amount in question. Keep a copy for your records.
Disputes should be resolved within 90 days.

You are responsible for the transactions identified on your statement. When an audit is
conducted on your account, you will be responsible for showing that the error or dispute
resolution process has been invoked.
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LOST OR STOLEN CARDS

The Commercial Card is City property and should be secured just as you would secure your
personal credit cards. If your card is lost or stolen, report it immediately to the number below.

During regular business hours
(8:00 a.m. to 5:00 p.m., M-F)

Contact the P-Card Program Administrators

Ashley Burgess 901-6438
Tom Patterson 901-6869

After regular business hours:
First Contact: Chase
Customer Service at 1-800-316-6056

Contact a P-Card Program Administrator to report the canceled card at the opening of
business the next business day.

Upon receipt of your call, further use of the card will be blocked. Prompt action in these
circumstances can reduce the City’s liability for fraudulent charges. The Finance Department will
coordinate the re-issuance of the Commercial Card.

The Finance Department and your Department Head will track all Commercial Cards issued and
canceled. Prior to termination of employment with the City of Westerville, your Commercial
Card must be turned in to your Department Head for cancellation before you can receive your
final paycheck.

Repeated loss of the Commercial Card may result in the termination of card privileges.
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SALES AND USE TAX

Sales Tax should NOT be paid on any Master Card purchase. The City of Westerville is a
municipal corporation and is, therefore, not subject to state and local sales or use tax.

Your Commercial Card has the City of Westerville’s federal tax identification number and
notes purchases made on the City’s behalf are tax-exempt.
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MERCHANTS WHO DO NOT ACCEPT THE MASTER CARD

Anyone from whom you currently purchase goods or services can be considered a potential
vendor of the Commercial Card Program — even if they do not accept Master Cards at the
current time. The program is not restricted to retail merchants only.

Although the City does not endorse Master Card or any of its associated banks specifically,
merchants are encouraged to become involved in the Commercial Card Program so that
cardholders can use the program most effectively.

Vendors may contact their local bank or financial institution to become Master Card capable, or
they may contact the Finance Department or the Commercial Card Program provider (Chase).
Most of these financial institutions can authorize vendors to process all types of charge card
transactions so that this form of payment may be accepted from any City or individual using a
charge card.
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IN SUMMARY

Vendors are paid immediately when you use the Commercial Card. Please indicate to vendors
that you do not wish to be invoiced, as an invoice could result in a duplicate payment.

This program is designed to be simple and easy to use, providing the goods needed to
efficiently perform your job. You must use appropriate controls to ensure the program's
continued success.

Exercise good judgment and act responsibly when using your card. The card is issued in your
name, and it is assumed that you will incur all activity. Always retain your receipts and
reconcile them to the monthly billing statement.

In addition, random audits may be conducted for both card activity and retention of
receipts/sales slips. Consequences, ranging from suspension of cards to termination of
employment, may be invoked for improper use of the program.

Your feedback is essential to the program’s success. We need to know if you have issues and
welcome suggestions for improvement.

As we continue to improve the way we conduct business, your use of the Master Card program
in conducting your daily business can help us make significant changes in eliminating a variety
of manual transactions. If you have any questions about the program or need additional
information, please contact your manager or the Finance Department.
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ADMINISTRATIVE GUIDELINES

These guidelines are established for Managers and Supervisors of employees selected to
participate in the Commercial Card Program.

Reports uploaded into the City’s financial system (WERKS/Finance Enterprise) from the
Master Card Smart Data OnLine website must be reconciled with supporting receipts
by the cardholder. Department Directors/Division Managers are responsible to verify and
authorize the expenditures of each cardholder.

Cardholders are responsible for verifying that all transactions are supported and in
compliance with program guidelines.

Department Directors/Division Managers may implement additional procedures necessary to
monitor expenditures. Funds must be appropriated and available before purchases are made to
ensure the annual budget is not exceeded.

Department Heads should periodically review the list of cardholders within their department
and reconcile it with the Finance Department.

Any employee transferring to another department within the City should contact their new
supervisor and ask if a Commercial Card is warranted. If so, the card can be changed to the new
department rather than being canceled and reissued. Please coordinate with the Finance
Department.

If an employee is terminating employment with the City, the card must be turned in to
their supervisor prior to leaving. The supervisor should immediately arrange for the card to
be canceled. Cut the card in half and forward it to a P-Card Program Administrator for
destruction.

Any concerns or questions regarding the Commercial Card Program and your responsibilities
as a Department Director/Division Manager or Supervisor should be addressed to a P-Card
Program Administrator.
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AGREEMENT TO ACCEPT THE MASTER CARD COMMERCIAL CARD

The Finance Department is pleased to present you with a Chase Master Card Commercial Card. It
represents the City’s trust in you. You are empowered as a responsible agent to safeguard and protect
City assets. Your signature below is verification that you have read the employee handbook and agree

to

comply with it, as well as, the following responsibilities. It also acknowledges that you have

received your Master Card Commercial Card.

1.
2.

3.

10.

1.

12.

I have received training and a manual regarding the proper usage of the card.

I understand the card is intended for City-approved purchases of GOODS costing $999 or less, and |
agree not to charge personal purchases under any circumstances.

I understand any personal charges billed to the City or other improper use could be considered
misappropriation of City funds. This may result in the temporary or permanent revocation of the card
and/or disciplinary action, up to and including, termination of employment. Disciplinary action will
be in accordance with a Collective Bargaining Agreement where applicable.

I understand that all purchases made must be sent to a City facility. If sent to a non-City facility, this
may result in the temporary or permanent revocation of the card.

If the card is lost or stolen, I will immediately notify the Finance Department or Master Card
Customer Service. If the notification is made directly to Master Card Customer Service, [ will
confirm any communication by email and copy the City’s Procurement Coordinator.

I agree to surrender the card immediately upon termination of employment, whether for retirement,
voluntary or involuntary reasons.

I understand the card is issued in my name. I will not allow any other person to use the card. I am
considered responsible for any and all charges billed against the card.

I understand that certain uses of the card are completely prohibited, such as ATM/cash-related
activities, and understand other uses, including but not limited to, travel staff acknowledgements,
uniforms, promotional items/employee awards, food, and technology require pre-approval. Failure to
obtain pre-approval may result in the temporary or permanent revocation of the card and/or
disciplinary action

As the card is City property, I understand that I am required to comply with internal control
procedures designed to protect City assets, including providing receipts to my Departmental P-Card
Administrator by the end of the day in which a charge is made (or by the next day if the use was
outside of regular business hours). Such compliance may also include being asked to produce the
card to validate its existence and account number. The City may have access to any and all records
related to the use of my Commercial Card.

I understand that I am responsible for all charges (but not for payment) on the card, I will resolve
any discrepancies by either contacting the supplier or the bank.

I understand that the charges made against my card are assigned to various accounts as specified by
management.

I understand the Commercial Card is not necessarily provided to all employees. Assignment is
based on my need to purchase materials for business and may be revoked based on change of
assignment or location

[ J Refer to Commercial Card Application

Employee Signature Approving Department Head Signature

[ J

Employee Printed Name

[ J

Date
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COMMERCIAL CARDHOLDER DISPUTE FORM
CARDHOLDER INFORMATION

Name: Work Phone:
Account Number: Department/Division:
Signature:

DISPUTE:

[ ] Credit Not Posted (Attach Credit Slip)

[ ] Duplicate Posting

[ 1 Erroneous Amount (Attach Sales Receipt)
[ ] Other

MERCHANT NAME / DESCRIPTION DOLLAR AMOUNT

DESCRIBE DISPUTE

INTEROFFICE MAIL DISPUTE FORM OR EMAIL TO:

Procurement Division

ashley.burgess@westerville.org



mailto:ashley.burgess@westerville.org
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LOST OR STOLEN CARD NOTIFICATION

CARDHOLDER INFORMATION

Name:

Account Number:

Department/Division:

Date of call to Master Card (if applicable)

REASON FOR NOTIFICATION:

[ 1 LostCard
[ ] Stolen Card
[ 1 Other:

Date:

Cardholder’s Signature

Date:

Division Head’s Signature

INTEROFFICE MAIL NOTIFICATION OR EMAIL TO:

Procurement Division

ashley.burgess@westerville.org
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LOST RECEIPT FORM

CARDHOLDER INFORMATION

Name:

Account Number :

Department/Division:

Date of Purchase:

Amount of Purchase:

What was Purchased:

Vendor Name and Address:

Explanation:

Cardholder’s Signature Date

Supervisor’s Signature Date
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COMMERCIAL CARD ADMINISTRATOR CONTACT

Procurement Division:
Tom Patterson, Procurement Manager

Ashley Burgess, Procurement Coordinator

Finance Department:
Matt Yoder, Director of Finance

Gina Love, Deputy Director of Finance

901-6869
901-6438

901-6446
901-6442
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J.PMorgan

U.S. Commercial Card Application

COMPANY / ORGANIZATION INFORMATION

City of Westerville 3742
Company / Organization Name* Bank Number* Company Number* Agent Number* (card design code)

—{ APPLICANT SECTION* - *indicates a required field |

Account Holder Type*: [X] individual [ Department (if card issued to department please skip 1 and 6)

1. APPLICANT INFORMATION 2. ACCOUNT SECURITY

(SSN and Access Code 2 cannot be the same)

- = - = =
Full First Name Middle Initial Last Name Last 4 digits of Social Security No.

Date of Birth* (mm/dd/yyyy) Employee ID Access Code 2* (any 4 alpha/numeric characters)

3. NAME AS IT WILL APPEAR ON CARD 4. ACCOUNT CONTACT INFORMATION

Name as it will appear on Card* (21 character limit - including spaces) Business email address*
31-6401113 Tax Exempt (614) 901-6400
Second line to appear on Card (21 character limit - including spaces) e.g. Company Name/Other, etc. ~ Business phone number* Mobile phone number*

5. ACCOUNT MAILING ADDRESS 6. HOME ADDRESS

21 S State Street

Mailing Street Address* Home Street Address*

Mailing Street Address Line 2 (if applicable) Home Street Address Line 2 (if applicable)
Westerville

Cit\/* City*

OH 43081

State* Zip Code* State* Zip Code*

—‘ ADMINISTRATOR SECTION - *indicates a required field t ‘

7. ACCOUNT SPEND LIMITS/CONTROLS 8. MERCHANT CATEGORY CODE GROUP SPEND LIMITS

MERCHANT CATEGORY Include (1)/ CYCLE CYCLE SINGLE DAILY DAILY
$2,500 20 CODE GROUP NAME Exclude()* _ SPEND TRANS#  AMOUNT AMOUNT  TRANS #
Spend Limit* Cycle Transaction Limit | STAFFEXC | | || | | | |$ | |$ | | |

999 2,500
?ingle Amount Limit %aily Amount Limit | | | | |$ | | | |$ | |$ | | |
2 S NOTPERMITIED | L Is L |s I |
Daily Transaction Limit Cash Advance Limit | | | | |$ | | | |$ | |$ | | |
— — | L |s L s I ]
Rush ?ehvery e 2ol o PO-000 Cgrd Delivery Code - | | | | |$ | | | |$ | |$ | | |
0 feie e e | L |s L s I |
[ peclining Balance AcCoUTTing Code | | | ||$ | | | |$ | |$ | | |
i | L JLJs s |
Level 1 - if applicable* Level 2** Level 3** Level 4** Level 5** Level 6**

11. ADMINISTRATOR CERTIFICATION - please read and sign

I'am an authorized representative of the company and by submitting this application for a commercial card(s)

for the applicant(s) listed above, | certify that: Thomas A. Patterson

- the information in the application and its supporting documents is accurate to the best of the company's Program Administrator / Approver Name Printed*
knowledge, information and belief

- the identity of the applicant(s) has/have been verified and the applicant(s) is/are employee(s) or agent(s) of X
the company and is/are authorized to apply for and use the card(s) to incur expenses for the company, and

- the applicant(s) has/have consented to their information being provided for this application and a card(s) Program Administrator / Approver Signature® (ELECTRONIC ACCEPTABLE)  Date™

being issued in their name. . . . . A
The company will maintain evidence of the applicant’s consents and will give this evidence to JPMorgan Chase Erogtla.mcégrr:n|strattors(Aut.horlzedh5|gner) submit Application to:
Bank, N.A., Chase Bank USA, N.A. or their affiliates upon request. mail: CCS-Account-Services@chase.com —

Department Head Signature: City Manager Signature:
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Sole-Source/Single-Source Procurement Request

To: Tom Patterson, Procurement Manager
Ashley Burgess, Procurement Coordinator

| From: |

| Date: |

Description of
Product/Service:

| Estimated Amount of Purchase: |

| Recommend Vendor: |

A Sole-Source Procurement is a situation created due to the inability to obtain competition. It results from only
one vendor or supplier possessing the unique ability or capability to meet the particular requirements of the
solicitation.

A Single-Source Procurement is a procurement decision whereby purchases are directed to one source because
of standardization, warranty, or other factors, even though other competitive sources may be available.

For Sole-Source/Single-Source Procurement Requests, please provide information in response to Questions 1
through 5.

QUESTION 1: Explain why the above-identified
product/service requested is the only one that can
satisfy the City’s requirements. Be specific regarding
specifications, features, characteristics, requirements,
capabilities, and compatibility.

Should alternative products/services exist in the
market, provide a justification for single-source
procurement (such as compatibility with existing
equipment, alternatives may void manufacturer’s
warranty, essential to maintaining process or
administrative continuity, the introduction of
alternative products will require extensive re-training
at a substantial cost to the City, products/services are
urgently required to maintain health and safety, etc.)
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QUESTION 2: Explain why the above-identified service
provider, supplier, or manufacturer is the only
practicably available source from which to obtain this
product or service.

Should alternative competitive sources exist in the
market, provide a justification for single-source
procurement (such as the vendor is a manufacturer’s
sole distributor in the Central Ohio region, the vendor
is the only one that can meet the City’s delivery
time/needs, use of an alternative vendor may void
existing warranties/service agreements, etc.)

QUESTION 3: Will this purchase obligate the City to a
particular vendor for future purchases (either in terms
of maintenance or the procurement of future “like”
items)?

QUESTION 4: Explain why the estimated price for this
product or service is considered to be fair and
reasonable.

QUESTION 5: Explain the consequences to the City or
public if this Sole-Source/Single-Source Procurement is
not approved (include a dollar estimate of financial
impact, if possible).
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o REQUEST FOR QUOTATION
CITY OF WESTERVILLE. OHIO A
21 S. STATE STREET m NO.
WESTERVILLE. OHIO 43081-2119 -‘ :
PH (614) 901-6869 FAX (614) 901-6401 WESTERVILLE THIS IS NOT AN ORDER
DATE COMPLETION DATE REQUIRED REPLY NO LATER THAN DEPARTMENT NAME PROGRAM NAME
VENDOR NOTICE TO BIDDER
Vendor Name: Public authorities must pay the prevailing rate of wages on

any enlargement, alteration, repair, remodeling, renovation

Vendor RepreSentatiVe: or painting of any public improvement, the total overall

project cost of which is fairly estimated to be more than
Address: $ 75,000.00 ($29,653.00 for work connected to road or bridge

construction). When the specifications include these items and

Phone: and your quotation price exceeds this amount, you must agree

to pay your employees in accordance with the Ohio Prevailing

Fax: Wage Law. If your quotation exceeds $50,000.00, the City will
need to formally advertise for competitive bids.
e-mail: All labor and materials should be included in your
quotation amount.
TERMS SHIPPING CHARGES SHIP VIA SHIPPING WEIGHT
PREPAY

F.O.B. DESTINATION

ITEM DESCRIPTION QUANTITY | UNIT PRICE EXTENDED PRICE

The City reserves the right to reject any or all quotations, or to make
no award. The City further reserves the right to excuse technical
defects or exceptions in a quotation when, in its sole discretion, such
excuse is beneficial to the City. Subject to the right of the City to
make no award and to reject any or all quotations, the City will award
a contract to the lowest and best quoter, taking into consideration
accepted alternates.

THIS PRICE IS GOOD FOR BIDDERS SIGNATURE SUBTOTAL
90 DAYS UNLESS OTHERWISE DISCOUNT
NOTED SALES TAX EXEMPT
PLEASE EXPLAIN ANY DIFFERENCE IN SPECIFICATIONS BY SEPARATE LETTER AND ATTACH QUOTATION

RETURN TO ATTENTION OF AT ABOVE ADDRESS. TOTAL
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WESTERVILLE

REQUEST FOR INFORMATION (RFI)
[INSERT PROJECT TITLE]

Issued by: City of Westerville, Ohio
RFP Deadline Dates
. Open Date: [Insert Date]
. Close Date/Deadline for Responses: [Insert Date]

Contact Information
. Point of Contact: [Insert Name]
. Email: [Insert Email]

NOTICES/INSTRUCTIONS

INTRODUCTION
This request is for information only to assist the City of Westerville in determining how the
marketplace may best fulfill the project needs described herein.

PURPOSE

The purpose of this Request for Information (RFI) is to solicit industry, supplier, and product
information in a systematic, transparent, and impartial manner. The information obtained through
this effort may help inform the scope of work and specifications for a future City solicitation.

This RFl is issued solely for information, research, and planning purposes. It does not constitute a
solicitation process or a promise to issue a subsequent solicitation process in the future. This RFI
does not commit the City to contract for any supply or service whatsoever.

PROJECT DESCRIPTION

The City of Westerville is currently seeking information related to [Insert relevant narrative
information related to the project background and general needs of the department and City. The
narrative should contain sufficient detail so that the responses provide accurate feedback on best
practices, industry standards, technology issues, etc.]
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RESPONSE INSTRUCTIONS
RFl response should contain the following:

Contact Information
e Company Name
Address
The Primary Point of Contact for Inquiries
Contact Telephone Number
Contact Email Address

Comments

Please provide your feedback on the project description and project needs outlined in this
document. Please include any suggestions regarding this contemplated project’s design,
implementation, management, technology, etc. Detail what additional information or
clarifications would be needed to prepare a comprehensive proposal in the future?

Approach
Based on the project information provided to date, briefly describe the approach you would

recommend for this project and why.

SUBMISSION INSTRUCTIONS
Please submit written responses no later than [insert date] to:

Point of Contact: [Insert Name]
Email: [Insert Email]

PUBLIC RECORDS

Vendors responding to this RFl are hereby notified that all RFI responses and any other
documents submitted to the City become public property and are subject to public disclosure in
accordance with Ohio Public Records Law.

OUTCOME

Vendors responding to this RFI will be notified of any subsequent discussions or solicitations
related to this effort; however, the City of Westerville does not guarantee any formal solicitation
will be generated based on this RFI.

The City accepts no responsibility for any expenses incurred by the responders to this RFI. Such
expenses are to be borne exclusively by the responders.
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cz%\{l Department of

Y Commerce com.ohio.gov

k“‘\/,' Division of Industrial Compliance Mike DeWine, Governor Jon Husted, Lt. Governor Sherry Maxfield, Director

PREVAILING WAGE THRESHOLD LEVELS
IMPORTANT NOTICE

Before advertising for bids, contracting, or undertaking construction with its own forces, to construct a
public improvement, the Public Authority shall have the Ohio Department of Commerce-Division of
Industrial Compliance, Bureau of Wage and Hour Administration determine the prevailing rates of wages
for workers employed on the public improvement. The wage determination must be included in the project
specifications and printed on the bidding blanks where work is done by contract.

“New” construction threshold for Building Construction: $250,000

“Reconstruction, enlargement, alteration, repair, remodeling,
renovation, or painting” threshold level for Building Construction: $75,000

As of January 1, 2024:

“New” construction that involves roads, streets, alleys, sewers,
ditches and other works connected to road or bridge construction $98,974
threshold level has been adjusted to:

“Reconstruction, enlargement, alteration, repair, remodeling,
renovation, or painting” that involves roads, streets, alleys, sewers, $29 653
ditches and other works connected to road or bridge construction ’
threshold level has been adjusted to:

A) Thresholds are to be adjusted biennially by the Director of the Ohio Department of Commerce.

B) Biennial adjustments to threshold levels are made according to the Building Cost for Skilled Labor Index
published by McGraw-Hill's Engineering News-Record, but may not increase or decrease more than 3%
for any year.

If there are questions concerning this notification, please contact:

Bureau of Wage and Hour Administration
6606 Tussing Road, PO Box 4009
Reynoldsburg, Ohio 43068-9009
Phone: 614-644-2239
Fax: 614-728-8639
www.com.ohio.gov

6606 Tussing Road 614|644-2223
Reynoldsburg, OH 43068 U.S.A. The State of Ohio is an Equal Opportunity Employer and Provider of ADA Services com.ohio.gov


http://www.com.ohio.gov/

	1.4 Responsibility:
	The City Manager provides executive direction for the purchasing function as outlined in Chapter 132 of the Westerville Codified Ordinances.  Under the authorization and direction of the City Manager, the Procurement Division of the Finance Department...
	General oversight of the purchasing function is exercised through the Procurement Manager. The Procurement Manager provides recommendation and support to the Director of Finance and ultimately the City Manager as it relates to purchasing.
	The Procurement Manager and Procurement Coordinator perform a number of daily tasks in maintaining the efficient and effective performance of the purchasing function and the Procurement Division.
	The Finance Department’s Accounting Division performs a number of daily tasks associated with administering and monitoring the City’s purchasing function. The Accounting Division is responsible for processing purchase requests, encumbering funds, issu...
	Department Heads are responsible for ensuring their department’s purchasing activities are in accordance with Chapter132 of the Westerville Codified Ordinances and the administrative processes, policies, and procedures set forth herein.  Department He...
	Each department shall assign staff who are responsible for (1) determining the department purchases that are required, (2) identifying the best source for the needed purchases, and (3) initiating the purchase by means of electronic requisition or use ...
	Chapter 132 of the Westerville Codified Ordinances allows for the exemption of Formal Source Selection on a case-by-case basis as approved by Council by motion.
	Administrative purchases may be exempted from Informal Source Selection when a recommendation has been developed by department staff and approved by the Procurement Division which indicates that either (1) a sole source procurement situation exists du...
	Pursuant to Chapter 132 of the Westerville Codified Ordinances, the City Manager is authorized to provide for the disposal of surplus equipment, including motor vehicles, and supplies. The Procurement Division should be consulted when surplus property...
	The City typically utilizes an online electronic public auction site to dispose of surplus property that no longer serves a useful municipal purpose.
	Prior to the sale, trade-in or other disposition of surplus property, the property should be entered in to the City’s online property disposal log and all applicable fields properly completed.  Procurement Division staff will coordinate the necessary ...
	The Procurement Division shall be responsible for maintaining a performance measurement program on multiple procurement areas.  The fundamental purpose of this program is to continuously monitor and improve how the City’s purchasing function performs ...
	The City’s WēSave Program fulfills the Procurement Divisions performance measurement needs by regularly tracking spend data associated with purchase order encumbrances and P-Card transactions. This data is analyzed and categorized in order to ensure t...
	WēSave Program categories include, but are not limited to:
	With the aim of recognizing and maximizing cost avoidance/savings opportunities, the WēSave Program is largely focused on three spend categories; including (1) spend associated with departmental competition, (2) spend associated with cooperative conta...
	Annual performance targets within the “departmental competition” category are set based on an analysis of spend data from prior years and setting a target based on instances of competition and actual cost avoidance/savings figures.  Performance target...
	Annual performance targets within the “spend associated with cooperative contracts” category are set based on an analysis of spend data from prior years and setting a target based on instances of utilizing cooperative contracts and actual cost avoidan...
	Annual performance targets within the “formal competitive procurement” category are set based on an analysis of spend data from prior years and a review of capital projects and capital equipment purchases scheduled for competitive bidding during the u...
	The Procurement Division is responsible for regularly monitoring spend data to make certain that the use of P-Cards and competition aligns with the City’s administrative processes, policies, and procedures and promotes the acquisition of goods at the ...
	The WēSave Award Program exists to motivate departments and staff and encourage their ongoing engagement in efforts to maximize the purchasing value of each public dollar spent.  In order to recognize departments and their frontline staff for their ef...
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	The City Manager provides executive direction for the purchasing function as outlined in Chapter 132 of the Westerville Codified Ordinances.  Under the authorization and direction of the City Manager, the Procurement Division of the Finance Department...
	General oversight of the purchasing function is exercised through the Risk Manager. The Risk Manager provides recommendation and support to the Director of Finance and ultimately the City Manager as it relates to purchasing.
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	Prior to the sale, trade-in or other disposition of surplus property, the property should be entered in to the City’s online property disposal log and all applicable fields properly completed.  Procurement Division staff will coordinate the necessary ...
	The Procurement Division shall be responsible for maintaining a performance measurement program on multiple procurement areas.  The fundamental purpose of this program is to continuously monitor and improve how the City’s purchasing function performs ...
	The City’s WēSave Program fulfills the Procurement Divisions performance measurement needs by regularly tracking spend data associated with purchase order encumbrances and P-Card transactions. This data is analyzed and categorized in order to ensure t...
	WēSave Program categories include, but are not limited to:
	With the aim of recognizing and maximizing cost avoidance/savings opportunities, the WēSave Program is largely focused on three spend categories; including (1) spend associated with departmental competition, (2) spend associated with cooperative conta...
	Annual performance targets within the “departmental competition” category are set based on an analysis of spend data from prior years and setting a target based on instances of competition and actual cost avoidance/savings figures.  Performance target...
	Annual performance targets within the “spend associated with cooperative contracts” category are set based on an analysis of spend data from prior years and setting a target based on instances of utilizing cooperative contracts and actual cost avoidan...
	Annual performance targets within the “formal competitive procurement” category are set based on an analysis of spend data from prior years and a review of capital projects and capital equipment purchases scheduled for competitive bidding during the u...
	The Procurement Division is responsible for regularly monitoring spend data to make certain that the use of P-Cards and competition aligns with the City’s administrative processes, policies, and procedures and promotes the acquisition of goods at the ...
	The WēSave Award Program exists to motivate departments and staff and encourage their ongoing engagement in efforts to maximize the purchasing value of each public dollar spent.  In order to recognize departments and their frontline staff for their ef...
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	1.4 Responsibility:
	The City Manager provides executive direction for the purchasing function as outlined in Chapter 132 of the Westerville Codified Ordinances.  Under the authorization and direction of the City Manager, the Department of Administrative Services is respo...
	General oversight of the purchasing function is exercised through the Administrative Services Director.   The Administrative Services Director provides recommendation and support to the City Manager as it relates to purchasing.
	The Procurement Coordinator performs a number of daily tasks in maintaining the efficient and effective performance of the purchasing function and the Procurement Division.  The Procurement Coordinator provides recommendation and support to the Admini...
	The Finance Department performs a number of daily tasks associated with administering and monitoring the City’s purchasing function.  The Finance Department is responsible for processing purchase requests, encumbering funds, issuing purchase orders, p...
	Department Heads are responsible for ensuring their department’s purchasing activities are in accordance with Chapter132 of the Westerville Codified Ordinances and the administrative rules, regulations and procedures set forth herein.  Department Head...
	Each department shall assign staff who are responsible for (1) determining the department purchases that are required, (2) identifying the best source for the needed purchases, and (3) initiating the purchase by means of electronic requisition or use ...
	Chapter 132 of the Westerville Codified Ordinances allows for the exemption of Formal Source Selection on a case by case basis.  Some purchases may be exempted from Formal Source Selection or Informal Source Selection when a recommendation has been de...
	Pursuant to Chapter 132 of the Westerville Codified Ordinances, the City Manager is authorized to provide for the disposal of surplus equipment and supplies, including motor vehicles.  The Procurement Division should be consulted when surplus property...
	The City typically utilizes an online electronic public auction site to dispose of surplus property that no longer serves a useful municipal purpose.  The websites used include www.govdeals.com  and www.propertyroom.com.
	Prior to the sale, trade-in or other disposition of surplus property, the property should be entered in to the department’s online property disposal log and all applicable fields properly completed.  Procurement Division staff will coordinate the nece...
	The Procurement Division shall be responsible for maintaining a performance measurement program on multiple procurement areas.  The fundamental purpose of this program is to continuously monitor and improve how the City’s purchasing function performs ...
	The City’s WēSave Program fulfills the Procurement Divisions performance measurement needs by regularly tracking spend data associated with purchase order encumbrances and P-Card transactions.  This data is analyzed and categorized in order to ensure ...
	WēSave Program categories include, but are not limited to:
	With the aim of recognizing and maximizing cost avoidance/savings opportunities, the WēSave Program is largely focused on three spend categories; including (1) spend associated with departmental competition, (2) spend associated with cooperative conta...
	Annual performance targets within the “departmental competition” category are set based on an analysis of spend data from prior years and setting a target based on instances of competition and actual cost avoidance/savings figures.  Performance target...
	Annual performance targets within the “spend associated with cooperative contracts” category are set based on an analysis of spend data from prior years and setting a target based on instances of utilizing cooperative contracts and actual cost avoidan...
	Annual performance targets within the “formal competitive procurement” category are set based on a review of capital projects and capital equipment purchases scheduled for competitive bidding during the upcoming year and targeting a cost avoidance/sav...
	The Procurement Division is responsible for regularly monitoring spend data to make certain that the use of P-Cards and competition aligns with the City’s administrative rules, regulations and procedures and promotes the acquisition of goods at the lo...
	The WēSave Award Program exists to motivate departments and staff and encourage their ongoing engagement in efforts to maximize the purchasing value of each public dollar spent.  In order to recognize departments and their frontline staff for their ef...
	Executive Order 2018-01 Purchasing Policies & Procedures.pdf
	2018 Purchasing Procedures Manual (FINAL - Dec 2018).pdf
	1.4 Responsibility:
	The City Manager provides executive direction for the purchasing function as outlined in Chapter132 of the Westerville Codified Ordinances.  Under the authorization and direction of the City Manager, the Department of Administrative Services is respon...
	General oversight of the purchasing function is exercised through the Administrative Services Director.   The Administrative Services Director provides recommendation and support to the City Manager as it relates to purchasing.
	The Procurement Coordinator performs a number of daily tasks in maintaining the efficient and effective performance of the purchasing function and the Procurement Division.  The Procurement Coordinator provides recommendation and support to the Admini...
	The Finance Department performs a number of daily tasks associated with administering and monitoring the City’s purchasing function.  The Finance Department is responsible for processing purchase requests, encumbering funds, issuing purchase orders, p...
	Department Heads are responsible for ensuring their department’s purchasing activities are in accordance with Chapter132 of the Westerville Codified Ordinances and the administrative rules, regulations and procedures set forth herein.  Department Head...
	Each department shall assign staff who are responsible for (1) determining the department purchases that are required, (2) identifying the best source for the needed purchases, and (3) initiating the purchase by means of electronic requisition or use ...
	Chapter 132 of the Westerville Codified Ordinances allows for the exemption of Formal Source Selection on a case by case basis.  Some purchases may be exempted from Formal Source Selection or Informal Source Selection when a recommendation has been de...
	Pursuant to Chapter 132 of the Westerville Codified Ordinances, the City Manager is authorized to provide for the disposal of surplus equipment and supplies, including motor vehicles.  The Procurement Division should be consulted when surplus property...
	The City typically utilizes an online electronic public auction site to dispose of surplus property that no longer serves a useful municipal purpose.  The websites used include www.govdeals.com  and www.propertyroom.com.
	Prior to the sale, trade-in or other disposition of surplus property, the property should be entered in to the department’s online property disposal log and all applicable fields properly completed.  Procurement Division staff will coordinate the nece...
	The Procurement Division shall be responsible for maintaining a performance measurement program on multiple procurement areas.  The fundamental purpose of this program is to continuously monitor and improve how the City’s purchasing function performs ...
	The City’s WēSave Program fulfills the Procurement Divisions performance measurement needs by regularly tracking spend data associated with purchase order encumbrances and P-Card transactions.  This data is analyzed and categorized in order to ensure ...
	WēSave Program categories include, but are not limited to:
	With the aim of recognizing and maximizing cost avoidance/savings opportunities, the WēSave Program is largely focused on three spend categories; including (1) spend associated with departmental competition, (2) spend associated with cooperative conta...
	Annual performance targets within the “departmental competition” category are set based on an analysis of spend data from prior years and setting a target based on instances of competition and actual cost avoidance/savings figures.  Performance target...
	Annual performance targets within the “spend associated with cooperative contracts” category are set based on an analysis of spend data from prior years and setting a target based on instances of utilizing cooperative contracts and actual cost avoidan...
	Annual performance targets within the “formal competitive procurement” category are set based on a review of capital projects and capital equipment purchases scheduled for competitive bidding during the upcoming year and targeting a cost avoidance/sav...
	The Procurement Division is responsible for regularly monitoring spend data to make certain that the use of P-Cards and competition aligns with the City’s administrative rules, regulations and procedures and promotes the acquisition of goods, services...
	The WēSave Award Program exists to motivate departments and staff and encourage their ongoing engagement in efforts to maximize the purchasing value of each public dollar spent.  In order to recognize departments and their frontline staff for their ef...

	2016 Purchasing Procedures Manual (FINAL - July 2016).pdf
	1.4 Responsibility:
	The City Manager provides executive direction for the purchasing function as outlined in Chapter132 of the Westerville Codified Ordinances.  Under the authorization and direction of the City Manager, the Department of Administrative Services is respon...
	General oversight of the purchasing function is exercised through the Administrative Services Director.   The Administrative Services Director provides recommendation and support to the City Manager as it relates to purchasing.
	The Procurement Coordinator performs a number of daily tasks in maintaining the efficient and effective performance of the purchasing function and the Procurement Division.  The Procurement Coordinator provides recommendation and support to the Admini...
	The Finance Department performs a number of daily tasks associated with administering and monitoring the City’s purchasing function.  The Finance Department is responsible for processing purchase requests, encumbering funds, issuing purchase orders, a...
	Department Heads are responsible for ensuring their department’s purchasing activities are in accordance with Chapter132 of the Westerville Codified Ordinances and the administrative rules, regulations and procedures set forth herein.  Department Head...
	Each department shall assign staff who are responsible for (1) determining the department purchases that are required, (2) identifying the best source for the needed purchases, and (3) electronically requisitioning the purchase.
	Chapter 132 of the Westerville Codified Ordinances allows for the exemption of Formal Source Selection on a case by case basis.  Some purchases may be exempted from Formal Source Selection or Informal Source Selection when a recommendation has been de...
	Pursuant to Chapter 132 of the Westerville Codified Ordinances, the City Manager is authorized to provide for the disposal of surplus equipment and supplies, including motor vehicles.  The Procurement Division should be consulted when surplus property...
	The City typically utilizes an online electronic public auction site to dispose of surplus property that no longer serves a useful municipal purpose.  The website is www.propertyroom.com.
	Prior to the sale, trade-in or other disposition of surplus property, the property should be entered in to the department’s online property disposal log and all applicable fields properly completed.  Procurement Division staff will coordinate the nece...
	The Procurement Division shall be responsible maintaining a performance measurement program on multiple procurement areas.  The fundamental purpose of this program is to continuously monitor and improve how the City’s purchasing function performs thro...
	The City’s WēSave Program fulfills the Procurement Divisions performance measurement needs by regularly tracking spend data associated with purchase order encumbrances and P-Card transactions.  This data is analyzed and categorized in order to ensure ...
	WēSave Program categories include, but are not limited to:
	With the aim of recognizing and maximizing cost avoidance/savings opportunities, the WēSave Program is largely focused on three spend categories; including (1) spend associated with departmental competition, (2) spend associated with cooperative conta...
	Annual performance targets within the “departmental competition” category are set based on an analysis of spend data from prior years and setting a target based on instances of competition and actual cost avoidance/savings figures.  Performance target...
	Annual performance targets within the “spend associated with cooperative contracts” category are set based on an analysis of spend data from prior years and setting a target based on instances of utilizing cooperative contracts and actual cost avoidan...
	Annual performance targets within the “formal competitive procurement” category are set based on a review of capital projects and capital equipment purchases scheduled for competitive bidding during the upcoming year and targeting a cost avoidance/sav...
	The Procurement Division is responsible for regularly monitoring spend data to make certain that the use of P-Cards and competition aligns with the City’s administrative rules, regulations and procedures and promotes the acquisition of goods, services...
	The WēSave Award Program exists to motivate departments and staff and encourage their ongoing engagement in efforts to maximize the purchasing value of each public dollar spent.  In order to recognize departments and their frontline staff for their ef...
	Purchasing Card Policies and Procedures_July 2016.pdf
	CARD CONTROLS AND LIMITS
	ISSUANCE GUIDELINES
	MAKING A PURCHASE
	SUPPLIER USE AND INTERFACE
	Adam Maxwell   901-6407


	Sole Source - Single Source Procurement Request Form.pdf
	A Sole Source Procurement is a situation created due to the inability to obtain competition and results from only one vendor or supplier possessing the unique ability or capability to meet the particular requirements of the solicitation.
	A Single Source Procurement is a procurement decision whereby purchases are directed to one source because of standardization, warranty, or other factors, even though other competitive sources may be available.
	For Sole Source/Single Source Procurement Requests please provide information in response to Questions 1 through 5.

	Request for Quotation Form (updated 1-7-16).pdf
	Sheet1

	How to.pdf
	I C P C Service & Commodity Summit  12/16/2015��State of Ohio - D.A.S. Procurement  
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	2016 Law Enforcement Vehicles
	2016 Automobiles/Passenger Vans
	2016 Trucks/SUV/Utility Vehicles
	2016 Trucks/SUV/Utility Vehicles
	How to search State Procurement website for these contracts?�http://procure.ohio.gov
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Questions
	Office of Procurement Services


	Purchasing Card Policies and Procedures_April 2018.pdf
	CARD CONTROLS AND LIMITS
	MAKING A PURCHASE
	SUPPLIER USE AND INTERFACE
	Adam Maxwell   901-6407



	Purchasing Card Policies and Procedures_December 2019.pdf
	CARD CONTROLS AND LIMITS
	MAKING A PURCHASE
	SUPPLIER USE AND INTERFACE
	Adam Maxwell   901-6407






		2025-11-25T07:06:05-0800
	Digitally verifiable PDF exported from www.docusign.com




