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PURCHASING ORDINANCE

1.1  ESTABLISHMENT OF PURCHASING DEPARTMENT

In accordance with the Town of Greenwich Charter Article 15, Section 226,
an office of centralized purchasing is established under the Director of
Purchasing & Administrative Services, as appointed by the Board of
Selectmen.
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1.2

AUTHORITY OF THE DIRECTOR OF PURCHASING &
ADMINISTRATIVE SERVICES

The Director of Purchasing & Administrative Services serves as the
Purchasing Agent for the Town. As such, the person occupying this position
plans and directs the purchasing program for Town departments.

The Director of Purchasing & Administrative Services, with the assistance of
the Purchasing staff, has the responsibility for the procurement of materials,
equipment, supplies and services necessary for the proper and efficient
operation of the general Town government.

Using agencies shall assist the Purchasing Department in carrying out this
responsibility by adhering to these purchasing policies and procedures.
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1.3

OTHER RESPONSIBILITIES OF THE PURCHASING DEPARTMENT

In addition to the purchasing authority described in Section 1.2, the
Purchasing Department is responsible for the following:

Regulations: Amending, when necessary, all regulations authorized by
procedures specified herein and adding others, when deemed necessary, to

maintain its proper function.

Purchasing Research: Keeping informed of new developments in the field of
Purchasing, market conditions, and new products. Securing for the Town
the benefits of research done by other government jurisdictions, trade
associations, and private business and professional organizations.

Purchasing Forms: With the Finance Department, maintaining and
amending such forms as shall be found necessary for the proper operation of

these regulations.

Service Agreements/Commodity Awards: Establishing Service
Agreements/Commodity Awards and maintaining same on Town’s T- Server

(T-drive).

Request for Bid (RFB)/Request for Proposal (RFP) Process Tracking
Software: Automated method to requisition the Purchasing Department to
issue a RFB/RFP and the subsequent tracking of that process.

Cooperative Purchases: Promoting consolidation and initiating ‘‘cooperative
purchasing” so as to take maximum advantage of quantity discounts.

Coordinating with Finance Department: Coordinating with the
Comptroller’s Office so as to secure the maximum efficiency in budget
matters, payment procedures and vendor relations.
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Financial System Software: Establishing and updating ship-to addresses/
locations and authorized approval paths for payment requisitions for Town

departments. Reviewing payment requisitions for approval/rejection.

Contract Development: When required, preparing contracts for all RFBs
and RFPs issued by the Purchasing Department.

Telecommunications: Managing and supporting telecommunications for
Town government.

Vendor Catalog File: Maintaining vendor catalog files according to
materials, including descriptions of commodities, prices and discounts.
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1.4

DISQUALIFICATION OF BIDDERS

The Purchasing Department has the authority to declare vendors who
default on quotations and services, and vendors who are in default of
payment of taxes and other obligations to the Town, irresponsible bidders.
Irresponsible bidders shall be disqualified from receiving further business
from the Town for a stated period of time.

Vendors may be removed from the Purchasing Department’s bidders’ list for
a particular commodity/service for a period of up to two years. Reinstated
vendors will be on “probation’ for one year. If any further problems should
occur during this period, the vendor will be removed permanently from the
bidders’ list.
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1.5

IRRESPONSIBLE BIDDER

Based on prior experience with the Town, a bidder is considered
irresponsible under one or more criteria including, but not limited to, the

following:
1.

2.

did not supply goods or services set forth in actual bid

supplied goods or services that did not meet the specifications
set forth in actual bid

did not deliver goods or services on time or as promised in the
bid or on the purchase order or Request for Bid (RFB),
Request for Proposal (RFP), or Request for Quotation (RFQ).

made substitutions of materials not approved by either the
Purchasing Department and/or using department

shipped goods, which, when received, were not in compliance
with the order, i.e., incorrect quantity, incorrect size, incorrect
shipping method

The Town of Greenwich has the right to disqualify bids/proposals received
from irresponsible bidders.
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1.6

DEPARTMENTS EXEMPT FROM TOWN GOVERNMENT
PURCHASING POLICY

The following Town agencies are exempt from all Town government
purchasing procedures, except as shall later be included by amendment to

the Purchasing Policy regulations and rules:
Board of Education
Community Development

Greenwich Library - except for Town government-funded projects or
services

Probate Court

Department of Public Works, Engineering Division, Improvement
Contracts
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1.7

UNAUTHORIZED PURCHASES

Except as herein provided, it shall be unlawful for any Town official,
department head, employee, board or committee member to purchase any
goods or services for Town government other than through the Purchasing
Department. Any purchases ordered outside of the provisions included here
shall not be approved, and the Town shall not be bound to accept or pay for

said purchases.
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1.8

SALE/DISPOSAL OF SURPLUS PROPERTY/EQUIPMENT

Surplus property/equipment shall be disposed of by the following procedure:

The department shall notify Purchasing in writing of the surplus
property/equipment. The department will provide the following
information:

Description - year, model, manufacturer, Town asset number, date of
purchase;
Condition - poor, fair, good, excellent; any special features or defects

As required, Purchasing will circulate a list to all departments indicating
what surplus property/equipment is available, its condition, and location.
Property/equipment can then be transferred to those departments that can
utilize it.

Property/equipment no longer useful to the Town shall be sold to the high
bidder.

A minimum value may be assigned, based on fair market or book value.
Sealed bids or auction will occur. Advertisement in legal notices or
classifieds will appear, indicating Request for Bid (RFB) number, deadline,
etc.

An award will be made to the firm or person who bids the highest dollar
figure.

With the exception of motor vehicles and boats, sales tax will be collected.
Taxes are collected by the State at the time of registration for motor vehicles
and boats.
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Any and all merchandise will be sold “as is, where is.” The Town of
Greenwich will not guarantee property/equipment on either condition or
overall performance. However, the Town will list any known defects,
operational difficulties, etc. within the RFB.

Subsequent to the sale or disposal of any Town of Greenwich asset with a
unit value of $10,000, including furniture, fixtures, equipment, vehicles, etc.
or a $25,000 unit value for land, buildings, leasehold improvements, etc., the
department shall notify the Finance Department in writing of such sale or
disposal on a prescribed form produced by the Finance Department. The
sale of land and/or buildings is subject to prior RTM approval.

Each department shall complete the form, also known as the “Asset
Acquisition and Disposal Form”, Exhibit N of this Purchasing Policy, and
forward to the Finance Department for the updating of such accounting
records.
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1.9 ETHICS

It is a breach of ethics for any officer or any employee of the Town to solicit,
accept, or agree to accept from another person, a gratuity or kickback in
connection with any decision in preparation of any part of a purchase
request, or influencing any specification or purchase standard, or other
particular matter pertaining to any contract.

The Town of Greenwich Purchasing Department has adopted the National
Institute of Governmental Purchasing (NIGP) Code of Ethics for its
purchasing activities (See Section 9, Exhibit A).








