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PURCHASING POLICY MANUAL

CONTRACT DEVELOPMENT OVERVIEW

6.1 GENERAL DESCRIPTION

Building improvements, public works construction and/or maintenance
projects, and services shall be procured through the competitive Request for
Bid (RFB) or Request for Proposal (RFP) process and developed into
contracts.

Formats for such contracts shall be those established and approved for use
by the Law Department.
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6.2

SERVICE AGREEMENT PROCEDURES

Service agreements are initiated to allow for the quick, routine response to
the need for the repair of Town facilities and equipment. Service agreements
are to be used to engage services where the individual service need is under

$25,000.00 for a given project.

Prior to hiring the contractor, the individual department must enter a
requisition into Munis, referencing the service agreement number. Once the
requisition is approved by the Purchasing Department and Finance, the
individual department shall engage the services of the contractor with the
purchase order being sent to the contractor.

The Purchasing Department reserves the right to bid separately any service
need.

General Process:

1. Specifications for a particular service are developed by an initiating user
department based on unit pricing or time and material cost.

The department requesting the service agreement (initiating department)
shall provide the Purchasing Department with a realistic dollar value
estimate of usage for service for a given year. Though the Town will not
be obligated to spend any specific amount for any service agreement, the
estimate will be incorporated into the Request For Bid (RFB)
specifications for general reference by potential bidders. The annual
dollar value estimate will not be encumbered under the contract to begin

with.

2. Using the bid tracking system, the completed specification is submitted by
the initiating department to the Purchasing Department for competitive
bid. Once bid and awarded, the initial amount of the resulting service
agreement will be $50.00.
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3. Each purchase order issued by a department for an individual work
requirement forms the actual contract between the Town and the
Contractor. It is vital to have a contract in place prior to having work
performed by the contractor. It is, therefore, essential for Using
Departments to issue their purchase orders prior to having the work
performed.

4. As a general rule, each purchase order stands alone and shall not be
grouped together with other purchase orders issued by the same or other
departments for the purpose of performance bonding. The one exception
to this is where one department issues more than one purchase order
against the same service agreement in a short period of time. In this case,
those purchase orders could be considered to be the same project and, if
the combined cost was greater than $50,000.00, a performance bond
could be required. Service agreements should not be used for these types
of projects. A separate RFB and award should be issued instead.

S. The contractor is to follow pricing that was submitted in his/her bid.
Service agreements and associated pricing are posted on the Town’s LAN
on the “T” drive in the Purchasing folder. If the using department has
questions after reviewing the online service agreement, the staff may
contact the Purchasing Department.

6. If a true emergency exists, during normal business hours, which could be
addressed by the use of an existing service agreement and the individual
single use of that service agreement would exceed $25,000.00, a
department can request written approval to use the same. This written
request to use an existing service agreement shall be in the form of an
Emergency Justification (See Section 9, Exhibit J) sent to the Purchasing
Director, which will be forwarded to the Town Administrator for his/her
review and potential approval.

If the written request is then approved, the department shall then follow
the Munis requisition process delineated in Item #5 under ‘““General
Process.”
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If an emergency occurs after normal business hours or on a weekend or
holiday, the department head may use the designated service agreement
and document the emergency using the Emergency Justification Form
(See Section 9, Exhibit J) which is sent to the Purchasing Director and
Town Administrator on the next business day.

7. Nonresident Contractor 5% Tax Requirements for Service Agreements

THE FOLLOWING APPLIES ONLY TO CONTRACTORS LOCATED IN STATES OTHER
THAN CONNECTICUT AND FOR PROJECTS INVOLVING RENOVATION OR NEW
WORK. THE FOLLOWING IS NOT REQUIRED FOR REPAIR WORK.

In the event a service agreement is established between the Town and a non-
Connecticut contractor and renovation work or new work is required, the
following procedure shall be followed:

A. The nonresident contractor shall provide the Town with a written
quotation in the full amount of the project.

B. Upon approval of the quotation by the using department and entry of the
requisition in Munis which is then approved, the Town will issue a
purchase order. The procedure given under ““C.” below shall then be
followed:

C. Pursuant to Connecticut General Statutes § 12-430(7), as amended by
Public Act No. 03-147 (An Act Concerning Sales Tax Bond Requirements
For Nonresident Contractors) and Public Act No. 03-6 (An Act Con-
cerning General Budget And Revenue Implementation), Sec.76, a
nonresident contractor shall furnish the Department of Revenue Services
(DRS) a guarantee bond for 5% of the total amount of the purchase order
using Form AU-766, Guarantee Bond, (See Section 9, Exhibit D). This

form is also available on the State’s website,
http://www.ct.gov/drs/cwp/view.asp?a=1509&q=270990&drsPNavCtr=#41307

The nonresident contractor must have completed and submitted to
the DRS Form REG-1, Business Taxes Registration Application, (See
Section 9, Exhibit E), to register with the DRS and have been issued a
Connecticut Tax Registration Number. This form is also available on
the State’s web site, http:/www.ct.gov/drs/cwp/view.asp?a=1509&q=266240,
for the purpose of online registration. Purchasing will make certain
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that this requirement has been met and will secure the contractor’s
Connecticut tax registration number before finalization of the service

agreement.

The nonresident contractor has 120 days from the date of the
purchase order to file the guarantee bond and receive approval from
the Department of Revenue Service (DRS). As soon as the guarantee
bond is filed with the DRS, a copy of such guarantee bond shall be
submitted to the Town of Greenwich Using Department.

After the nonresident contractor receives an Acceptance of Guarantee
Bond form from the DRS confirming that the guarantee bond
requirement has been met, the nonresident contractor shall submit a
copy of said form, referencing the service agreement, to the Town of
Greenwich Using Department.

If the copy of the Acceptance of Guarantee Bond form is not received
by the Using Department within 120 days from the date of the
purchase order, the Town will be obligated under law to withhold
payment in the amount of 5% of the purchase order total, including
the price of all add-ons, and remit the amount as a deposit to the DRS
not later than 30 days after the billing against the purchase order.

The Town will also be obligated to withhold 5% from each
contractor’s invoice if the contractor has invoiced the Town before
120 days from the date of the purchase order and has not supplied the
Town with a copy of the Acceptance of Guarantee Bond. This will
most often be the case with work being done under service
agreements.

D. This procedure shall be followed each time renovation work or new
work is ordered based on a service agreement with a nonresident

contractor.
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6.3

INSURANCE WAIVER APPROVAL

The Town of Greenwich Finance Department has established the Town’s
standard minimum insurance requirements. A summary of these standard
minimum insurance requirements, entitled Insurance Requirement Sheet, is
attached, (See Section 9, Exhibit K). Any request to revise the minimum
insurance requirements shall be made by the department head in the form of
a Waiver of Town’s Recommended Insurance Requirements, (See Section 9,
Exhibit L), and reviewed by the Risk Manager for approval or rejection
before the Request for Bid (RFB) or Request for Proposal (RFP) is issued.
Any approved waiver shall be included in the contract.

The requesting department shall also send a copy of the waiver request
electronically to the Purchasing Department. The Purchasing Department
shall then send the RFB/RFP draft with the waiver request electronically to
the Risk Manager for review. Simultaneously, a hard copy of the waiver
request signed by the department head is to be sent to the Risk Manager for
review. Upon approval, the Risk Manager shall sign the waiver request and
forward it to the Purchasing Department with a copy being sent to the
requesting department.
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6.4

APPROVAL BY LAW DEPARTMENT

Contracts developed by the Purchasing Department consist of five sets, each
containing original signatures of the contractor and the Town-authorized
committing officer. These contracts, including certificates of insurance and
Performance, Maintenance and Payment Bonds if any, shall be submitted for
review to the Law Department for legal sufficiency.

Each contract, which is approved by the Law Department as to legal
sufficiency, shall be forwarded by Law to Finance for its verification of

funding and signature.



PURCHASING ORDINANCE Section: 6.5

Date: October, 2004
Page 1 of 1

PURCHASING POLICY MANUAL

CONTRACT DEVELOPMENT OVERVIEW

6.5

CONTRACT SIGNATURE AND DISTRIBUTION PROCESS

Proposed contracts are not considered finalized until all necessary signatures
appear on the face sheet.

Fully executed, approved contracts contain signatures of the following:
a Town-authorized committing officer, a vendor’s authorized contract
officer, an officer of the Town Law Department, and the Comptroller.

Distribution of these executed copies shall be to the Town Finance
Department, the contractor, the using department’s division, the Contracting
Officer of the Town (usually the department head), and the Purchasing
Department.





