PURCHASING POLICY MANUAL



Date: June, 2009
Supersedes: March, 2009

TABLE OF CONTENTS
(Page 1 of 4)
PREFACE
PURCHASING DEFINITIONS
SECTION 1
PURCHASING ORDINANCE

1.1  Establishment of Purchasing Department

1.2  Authority of the Director of Purchasing & Administrative Services
1.3  Other Responsibilities of the Purchasing Department

1.4  Disqualification of Bidders

1.5  Irresponsible Bidder

1.6  Departments Exempt from Town Government Purchasing Policy
1.7  Unauthorized Purchases

1.8  Sale/Disposal of Surplus Property/Equipment

1.9  Ethics

1.10 Conflict of Interest

1.11 Joint Ventures

SECTION 2
SPENDING LEVELS AND RELATED PROCEDURES

2.1 Purchases Costing Less Than $400.00
2.2  Purchases Costing Between $400.00 and $5,000.00
2.2.1 Request for Quotation (RFQ)
2.3 Purchases Costing More than $5,000.00
2.3.1 Request for Bid (RFB)
2.3.2 Request for Proposal (RFP)
2.3.3 Reverse Auction Process for Energy Based Commodities
24  Request for Information (RFI)

2.5  Qualifications Based Selection Process

SECTION 3
STATE STATUTES

3.1 Performance Bond Requirements

3.2  Prevailing Wages

3.3 Nonresident Contractor 5% Tax for Contracts and Change Orders
34  Nonresident Contractor 5% Tax for Service Agreements

3.5  State of Connecticut Contractor Prequalification Program

3.6 Freedom of Information



SECTION 4

October, 2004
TABLE OF CONTENTS
(Page 2 of 4)

PUBLIC REQUEST FOR BID AND REQUEST FOR PROPOSAL PROCESS

4.1
4.2
4.3

4.4
4.5
4.6

4.7
4.8
4.9
4.10
411

412
4.13

SECTION 5

General Description

Restrictions on Solicitation of Requests for Quotations, Bids, and Proposals
Advertising of Requests for Bid and Requests for Proposal
4.3.1 Website Advertising

Formal Bid Openings

Bid Security

Submission of Bids

4.6.1 Telephone Submissions

Extensions of Deadlines

Late Submissions

Alternate Bids

Reservation of Rights

Rejection of Bids

4.11.1 Rejection of Proposals

Withdrawal of Bids (or Proposals) Prior to Deadline
Withdrawal of Bids (or Proposals) After Deadline

AWARDING OF CONTRACTS BASED ON REQUESTS FOR BID, REQUESTS FOR
PROPOSAL, AND REQUESTS FOR QUOTATION

5.1
5.2

5.3
5.4
5.5

Authority of Agent

Lowest Responsive, Responsible Bidder
5.2.1 Responsive, Responsible Proposer
Tie Bids

Publicly Bid Contracts

Withdrawal of Award



Date: March, 2009
Supersedes: February, 2006

TABLE OF CONTENTS
(Page 3 of 4)

SECTION 6
CONTRACT DEVELOPMENT OVERVIEW

6.1 General Description
6.2  Service Agreement Procedures
6.3  Insurance Waiver Approval
6.4  Approval by Law Department
6.5  Contract Signature and Distribution Process
SECTION 7
REQUISITIONING/ORDERING PROCEDURES
7.1  Requisition Preparation Time Frame
7.2  Bid Request Using Bid Tracking Software
7.2.1 Bid Tracking Software System
7.3 Pre-Bid/Pre-Proposal Conference
7.4 Commodity Awards and Service Agreements List
7.5  Verbal Bid Requests and Solicitation of Quotes/Pricing
7.6  Verbal Orders
7.7  Professional Services
7.7.1 Standard Consulting Agreements Process
7.8  Purchasing Process Exceptions
7.8.1 Emergency Orders
7.8.2 Single Source
7.8.3 Sole Source
7.8.4 Orders for Utility Services
7.8.5 Approved Local Vendor
7.8.6 Established Provider Service Agreement
SECTION 8
FINANCIAL SYSTEM SOFTWARE (MUNIS)
8.1  Instructions for Accessing the Financial System Software

8.2  Instructions for Creating a Direct Purchase Order (PO) or Purchase
Requisition in Munis



SECTION 9

EXHIBITS

Date:
Supersedes:

TABLE OF CONTENTS
(Page 4 of 4)

Exhibit A - National Institute of Governmental Purchasing (NIGP)
Code of Ethics
(Referred to in Section 1.9)

Exhibit B - Performance, Maintenance, and Payment Bond Form
(Referred to in Section 3.1)

Exhibit C - Connecticut General Statutes §49-41
(Referred to in Section 3.1)

Exhibit D - Form AU-766 Guarantee Bond
(Referred to in Sections 3.3, 3.4, and 6.2)

Exhibit E - Form REG-1 Business Taxes Registration Application
(Referred to in Sections 3.3 and 3.4 and 6.2)

Exhibit F - Notification of Receipt
Certificate of Compliance
(Referred to in Sections 3.3 and 3.4)

Exhibit G- Form AU-764 Deposit by a Person Doing Business with a
Nonresident Contractor
(Referred to in Sections 3.3 and 3.4)

Exhibit H- Contractor Performance Evaluation Form
(Referred to in Section 3.5)

Exhibitl - Freedom of Information Act
(Referred to in Section 3.6)

Exhibit J - Emergency Justification Form
(Referred to in Sections 6.2 and 7.8.1)

Exhibit K- Insurance Requirement Sheet
(Referred to in Section 6.3)

June, 2009
April, 2008

Exhibit L - Waiver of Town’s Recommended Insurance Requirements

(Referred to in Section 6.3)

Exhibit M- Purchasing Department’s Advisement of Request for Bid

and Request for Proposal
(Referred to in Section 4.3)

Exhibit N - Asset Acquisition and Disposal Form
(Referred to in Section 1.8)





