VILLAGE OF PINCKNEY

PURCHASING POLICY
Revised July 26, 2021

L. POLICY

The Village of Pinckney (hereinafter referred to as the “Village”) will engage in purchasing activities that are
fair and equitable, and which provide the maximum purchasing value for public funds. The Village will
implement procedures designed to maintain a procurement system of guality and integrity. The provisions of
this policy conform to the Village's charter and applicable code, laws, and regulations.

Il. STATUTORY REFERENCES

The Village Council (hereinafter referred to as the “Council”) may establish such rules and regulations
regarding the business concerns of the Village as the Council considers necessary and proper. See: 67.1 Village
Charter

Ili. PROCEDURE
A. Operational Guidelines
1. Intent

It is the intent of this Policy to maximize the purchasing power and value of public funds
through a procurement policy that maintains a system of quality and integrity and promotes
efficiency, effectiveness, and equity in public purchasing. It is the goal of this Policy to
recognize the obligation to the taxpayers to maximize the purchasing power of public funds to
gain the best value for our residents. The Village will comply with all applicable federal and
state laws concerning public purchasing.

2. Application

This Policy applies to the procurement of supplies, goods, equipment, services, and
construction entered into by the Village and its constituent departments, and component
units and agencies, after the effective date of this Policy. It shall apply to every expenditure of
public funds by the Village irrespective of the source of the funds. When the procurement
involves the expenditure of federal or state assistance or contract funds, the procurement
shall be conducted in accordance with any applicable federal or state laws and regulations.

“Nothing in this Policy shall prevent any public agency from complying with the terms and
conditions of any grant, gift, or bequest that is otherwise consistent with law.

3. Administration

This Policy shall be administered by the Village Clerk’s Department. All formal solicitations are
administered through the Village Clerk’s Department.

4. Sales Tax Exemption

a. TheVillage shall not be charged or pay sales tax. The Village, as a Michigan Municipal
Corporation, is exempt from sales tax as provided in Act 167 of Public Acts of 1933.
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a. Purchases in this dollar amount can be made by the staff with a Department Head's approval.
Vendor selection and pricing should be reviewed annually for adequate and reasonable
competition. A purchase order is not required. Certain recurring monthly purchases are pre-
approved by Council Resolution. '

b. Petty cash purchases may be used for small items needed at once or for reimbursements of
incidental Village expenditures. A third-party receipt is required contalning a description,
amount, and date with approval noted on the receipt.

3. Purchases from $500.01 to $10,000.00

Such purchases or contracts shall be initiated by the Department Head. Only one signature is
required for purchases up to $5,000,00, as Department Heads are responsible for their
respective budgets.ﬁ’e‘Village President can authorize purchases up to $5,000.00 alone, or up
to $10,000.00 with a second Department Head signature. Three (3) verbal or written price

quotations are suggested, and should be documented, if possible. 4/’ //@}( Mo we
AdS

4. Purchases from $10,000.01 to $15,000.00 ,

Applies only to Water and Sewer purchases. Such purchases or contracts shall be initiated and
signed by the Department Head and approved by thedillage President. Three (3) verbal or written

price quotations are suggested, and should be documented, if possible. \} V, / /a_gi Wﬁ'b"”f‘"

5. Purchases from $10,000.01 to $25,000.00 (excepting Section B.4) 7

Such purchases or contracts shall be initiated and recommended by the Department Head and
approved and authorized by Council. A purchase order is not required by the Village. A minimum of
three (3} written price quotations is required when possible and should be documented.
Negotiated purchases, such as through MiDeal, are an acceptable alternative to obtaining three (3)
price quotes.

e
6. f_tirchases above $25,000.00 &S-D,,Oa O ,

a. Purchases or contracts estimated to exceed-$25,686:00 shall require formal competition as
deemed appropriate, including but not limited to competitive sealed bids, requests for
proposals, qualifications-based selection, and/or negotiated purchases. Authorization to
reQuest bids is required from the Village President or Council.

b. Awards shall be made to the bidder determined to be best qualified based on

1) the evaluation factors set forth; and

2} negotiation of fair and reasonable compensation.
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An invitation for Bids or RFPs shall be issued and shall include specifications and all contractual
terms and conditions applicable to the procurement.

Public Natice

Public notice of the invitation shall be given a reasonable amount of time prior to the bid
submission date set forth therein not to exceed four {4) weeks. Such notice may include
publication in a newspaper of general circulation and/or online media for a reasonable time, not
to exceed four (4) weeks, as determined by Council prior to the Bid opening. The public notice
shall state the place, date and time of Bid opening.

Bid Opening

Bids shall be opened publicly in the presence of one (1) or more witnesses following the deadline
set for the submission of Bids at the time and place designated in the invitation for Bids, The
amount of each Bid, and such other relevant information as deemed appropriate, together with
the name of each bidder shall be recorded. The record and each Bid shall be open to public
inspection in accordance with Act 442 of the Public Acts of 1976, MCL 15.231 et seq.

Bid Acceptance and Bid Evaluation

Bids shall be evaluated hased on the requirements set forth in the invitation for Bids or RFPs,
which may include criteria to determine acceptability such as inspection, testing, quality,
workmanship, experience, delivery, warranty, and suitability for a particular purpose. Bids which
do not comply with all criteria set forth in the invitation to 8id may be subject to disqualification.

. Correction or Withdrawal of Bids; Cancellation of Awards

Correction or withdrawal of inadvertently erroneous Bids before or after Bid opening, or
cancellation of awards or contracts based on such Bid mistakes, may be permitted at the sole
discretion of the Village.

Responsible Offerars and Revisions of Proposals

As provided in the RFP, discussions may be conducted with responsible offerors to assure
understanding of, and conformance to, the solicitation requirements. Responsible offers shall be
accorded fair and equal treatment with respect to any opportunity for discussion and revision of
proposals and such revisions may be permitted after submissions and prior to award for the
purpose of obtaining best and final offers. In conducting discussions, there shall be no disclosure
of the identity of competing offerors or of any information derived from proposals submitted by
competing offerors.

. Award
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When it is considered impractical to initially prepare a purchase description to support an award
based on price, and/or where the capability of the prospective proposers or bidders are uncertain, a
RFQ may be issued. Once the prospective bidders/offerors have submitted their responses to the RFQ
and have been determined to be technically acceptable and qualified to perform, then an invitation to
Bid or a RFP may be issued to the qualified bidders/offerors.

F. Sole Source Procurement

1. Definition

Sole source purchases are defined as those in which only one (1) vendor possesses the unique and
singularly available capability to meet the requirements set, such as technical qualifications,
ability to deliver at a particular time, services from a public utility or in a situation where a
particular supplier or person is identified as the only qualified source avaiiable.

2. Determination

A contract may be awarded, without competition, when the Department Head determines after
conducting a good faith review of available sources that there is only one (1) appropriate source,
and/or, when it is in the best interest of the Village to choose the one (1) appropriate source for
the required supply, equipment, service, or construction item, The Department Head, when
delegated by the Counclil, shall conduct negotiations, as appropriate, as to price, delivery, and
terms. The Council may require a written explanation of sole source qualifications from the
Department Heads or the consulting party recommending the sole source.

G. Contract Administration

The assigned Department Head shall provide assessments to the Council and shall oversee contract
administration to ensure that a contractor is performing in accordance with the Bid and RFP under
which the contract was awarded, and according to the terms and conditions of the contract.

H. Village Procurement Records

1. Bid File

All determinations and other written records pertaining to solicitation and award of a contract
shall be maintained by the Village Clerk’s Department in a Bid file following completion of the
project in accordance with the appropriate Records Retention Schedules.

2. Retention of Procurement Records
All procurement records shall be retained and disposed of by the Village in accordance with the
appropriate Records Retention Schedules. '

I. Nondiscrimination

Every contract or purchase order issued by the Village shall be entered into under provisions which
require the contractor, subcontractor or vendor not to discriminate against any employee or applicant

for employment because of his/her race, religion, sex, color, national origin, height, weight, handicap
or marital status.
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To avoid the potential for conflict of interest, or any appearance thereof, the Village requires
that all requests for entering into professional service contracts with former Village
employees be approved by Council.

¢. Vendor/Village Employee Relationships

To avoid any real or perceived conflict of interest, all proposals or contracts for professional
services should, to the extent possible, identify any relative of the contractor of his/her
employees who are presently employed by the Village.
d. Contracts with Village Employees
Current employees are prohibited from doing business with the Village.
L. Equipment Disposition/Disposal

1. Equipment Disposition

a. Equipment, supplies or otherIViIEage property which have been determined by the Department

Head to be obsolete, worn out or no fonger needed, shall be disposed of in the following
manner.

1) For Items $5,000.00 or greater (Original Cost), disposal shall be by trade-in, auction, public
offering or any other method the Department Head or Village Presidenp’aeems to bein

the Village's best interest. _ V, [[@5;( Ma mag(/\

2) Foritems under $5,000.00 or for lost, stolen, and unclaimed property, the Department
Head shall dispose of the same in a manner which encourages competition and/or as
appropriate for the situation.

b. The following information for each item disposed shall be maintained by the Village
Accountant in the fixed asset records:

1) Iltem Description
2} Original Cost and Daté of Purchase if available
3) Date of Transfer or Sale
4) Dollar Amount Received at Sale
M. Authoerization to Purchase Goods Using Credit Cards

1. Introduction

a. In accordance with Public Act 266 of 1995, the Village allows for the use of credit cards to
make purchases.

2. Responsibilities
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6) Recreation,

7} Contracting,

8) Gasoline {except in situations where the current fuel account cannot provide such
service—attach a note),

9} Motorized Vehicles,
10) Capital Equipment, and
11} Any purchases prohibited by Village policy or not related to Village business.

Cardholders using a credit card for travel-related expenses may use the card for hotel
accommodations, conference reservations, automotive rental and airfare charges. Village travel
regulations shall govern the allowable limits for all travel expenses (see Employee Policy 506
Business Travel Expenses). Travel expenses charged by the cardholder to the credit card that
upon subsequent review of the credit card statement and supporting documents are
determined not allowable under the Travel Regulations, shali be paid to the Village by the
cardholder.

¢. The cardholder whose name is embossed on the credit card is the authorized user and is

responsible for ensuring that all charges made with the credit card are in compliance with these
Policies and Procedures. '

5. Unauthorized and/or Inappropriate Credit Card Use

The credit card must never be used to purchase items determined in Section 4.A to be
unallowable even if the cardholder intends to reimburse the Village. Inthe event the credit
card is used inappropriately, the cardholder must notify the Village President in writing as soon
as the charge is identified.

VIOLATION QF THIS POLICY, INCLUDING UNAUTHORIZED PURCHASES BY A CARDHOLDER, MAY
RESULT IN CREDIT CARD CANCELLATION, DISCIPLINARY ACTION UP TO AND INCLUDING
DISMISSAL FROM GOVERNMENT EMPLOYMENT, AND CRIMINAL PROSECUTION.,

6. Making a Purchase with the Credit Card

d.

b.

When making purchases in person, the cardholder must sign the charge receipt and retain the
customer copy. The cardholder should verify that either the charge receipt or sales receipt
complies with the requirements for support documentation as outline in Section M.2.b.

When making purchases via telephone, computer, or mail order, the cardholder should give the
merchant the account number embassed on their credit card and direct the merchant to
include the cardholder’s name and phone number, department name, and complete delivery
address on the shipping label and/or packing slip.
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APPENDIX

DEFINITIONS
Whenever applicable, this Policy shall utilize the following definitions:
Competitive Sealed Bids (“Bids”)

The process of receiving two (2) or more sealed bids, responses, or proposals submitted by responsive
vendors.

Confidentia! Information

Any information which is available to an employee only because of the employee's status as an employee of
the Village and is not a matter of public knowledge or available to the public on request.

Contract

All types of Village agreements, regardless of what they may be called, for the procurement of supplies,
equipment, services, or construction.

Cooperative Purchasing

The combination of procurement requirements of two (2) or more public agencies in order to obtain the
benefits of volume purchases and/or reduction in administration expenses.

Professional Services

Services rendered by members of a recognized profession which involve extended analysis, exercise of
discretion, and independent judgment in their performance, and an advanced, specialized type of knowledge,
expertise or training customarily acquired either by a prolonged course of study or equivalent experience in
the field, and thus are unique and not subject to price competition in the usual senses.



