COUNCIL WORKSHOP ITEM

ITEM: Village Purchasing Policy
DATE: October 3, 2001
PREPARED BY: Martin Lyons, Director of Financial Services

PURPOSE: Review and Approva of Policy

DISCUSSION:

Please find attached a copy of the new recommended Purchasing Policy for the Village of
Downers Grove. The Purchasing Policy was last updated in 1992. This policy has been
reviewed by all Village Directors and has also been reviewed by the Finance and Administrative
Committee during the months of August and September.

Many of the changes in this policy are minor technical changes that address changes in
department names, as well as Director title changes. Probably the largest change in this policy is
the increase in spending authority limits throughout the policy. Our current policy places a
maximum expenditure limit without Council approval at $10,000. The revised policy, as
presented, increases this limit to $15,000 in recognition of inflationary changes over the last ten
years.

Staff has also endeavored to make this policy as technologically neutral as possible with policy
references to our procedures for purchasing and not necessarily the physical, or eectronic
methods actually used in making a purchase. In other words, whether a staff member is
purchasing an item at a local establishment or ordering it through a catalogue or purchasing it
through the Internet, Purchasing Policy Rules and Regulations will still apply in each situation.
While the new policy is technologicaly neutral toward the method used toward purchasing
goods or services, it has been updated to take into account our “less paper” purchasing
procedures. We have removed references to 4-part forms and other paper-intensive tools
previously used to track Village purchases.

The Purchasing Policy impacts all departments on a routine basis and, as such, can be an
important tool to help increase productivity. Conversely, a given purchasing policy can aso
become a hindrance to the effective use of Village resources, if it is over burdensome or cannot
be used effectively by staff. As such, we consider the Purchasing Policy to be a continual work
in progress. As Village operations change, we should also keep in mind the potential changes
needed in this policy, as well. Please forward any comments or suggested changes on this policy
to the Village Manager or to the Director of Financial Services so that they may be incorporated
into afinal, adopted policy and purchasing ordinance.

ATTACHMENT:
Purchasing Policy



RESOLUTION NO.

A RESOLUTION ESTABLISHING THE CERTAIN
PURCHASING PROVISIONSAS OFFICIAL VILLAGE POLICY

WHEREAS, the Village Manager has previoudy established an Adminigtrative Regulation
regarding the purchasing program of the Village, dated January 20, 1993; and

WHEREAS, the Village Council desires to abolish the aforementioned Adminigtrative
Regulation and establish a Village Council Policy regarding the purchasing procedures of the Village of
Downers Grove; and

NOW, THEREFORE, BE IT RESOLVED by the Village Council of the Village of Downers
Grove, DuPage County, Illinois as follows:

1 That the Village Council Policy regarding Purchasing Procedures attached hereto and
incorporated herein by reference as Exhibit 1, be and is hereby adopted as an officid Village Council
Policy.

2. That dl resolution or parts of resolutionsin conflict with the provisons of this Resolution
are hereby repeaed.

3. That this Resolution shal be in full force and effect from and after its passage as

provided by law.

Mayor

Passed:
Attest:

1\wp8\res.01\pur-policy



Draft at 10/04/01
VILLAGE COUNCIL POLICY

VILLAGE OF DOWNERS GROVE

SUBJECT: PURCHASING PROCEDURES
ISSUED BY: Rick Ginex, Village Manager

THESE ARE: X Officid Village Policy Approved by Council
Adminidraive Regulation 1ssued by Village Manager
Departmental Procedure Applying to All Departments

THISISA: X New Policy or Procedure

X Amends or Supersedes Previous Adminisrative Regulation Dated
January 20, 1993. Relating to Purchasing Ordinance #3408

l. PURPOSE

The purpose of thisdirective isto provide procedures for soliciting, processing, awvarding and rgecting bids,
proposals and quotations as well as change orders. These guiddines are for purchases of equipment,
materids, supplies, and services for the operationd requirements of the Village of Downers Grove,
excluding the Downers Grove Public Library, and are created to ensure competitive and unbiased sdlection
of qudified and cost effective vendors and suppliers. This directive is based primarily on the Purchasing
Ordinance, Sections 2-47.1 through 2-47.7 of the Downers Grove Village Code, copy attached. This
directive appliesto al Village generd operations purchases and additional procedures may be required of
Public Works engineering contracts for capital improvements.

Purchasing decisons involve the Financid Services Department as wdl as one or more User Departments.
Generdly, the Financid Services Director, or designee, and the Director/Chief will review the purchases
to confirm that they arein compliance with Village, fiscd, and budgetary parameters.  All legd documents
will be reviewed by the Legd Department prior to the Village Manager review. In addition, the
Director/Chief shdl review the purchases to confirm that they meet the goa's and objectives sought to be
addressed with the purchases.

The following topics are addressed in this Policy:
I. PURPOSE
[I. DEFINITIONS
1. SELECTION OF VENDORS
IV. VILLAGE PURCHASING PROCEDURES
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V. STANDARD COMPETITIVE PURCHASING
VI. SOLE SOURCE CONTRACTS
VII. CENTRALIZED PURCHASING PROGRAMS
VIIl. CHANGE ORDERS
IX. PROCESSING PAYMENTS FOR MATERIALS AND SERVICES RECEIVED

. DEFINITIONS

The Purchasaing Ordinance sets forth various definitions that are gpplicable to thisdirective. In addition, the
following terms are defined as follows:

A. DIRECTOR/CHIEF means and includes the Village Manager; Deputy Village Manager; Fire
Chief; Police Chief; the Directors of Planning Services, Code Services, Human Resources,
Information Services, Socid and Health Services, Redevel opment, Economic Development,
Financid Services, and Public Works; the Village Attorney; and any designee of the foregoing
provided that the Village Manager has approved such designee.

B USER DEPARTMENT means the department or departments purchasing materia or service
and from whaose budget the costs thereof will be charged.

C. LOWEST RESPONSIBLE BIDDER. In determining the "lowest responsible bidder”, in addition
to price, the following should be considered:

1. The ability, cagpacity and skill of the bidder to perform the contract or provide the service
required.

2. Whether the bidder can perform the contract or provide their service promptly, or within the
time specified, without delay or interference.

3. The character, integrity, reputation, judgment, experience and efficiency of the bidder.
4. The qudity of performance of previous contracts or services.

5. The previous and existing compliance by the bidder with laws and ordinances relating to
the contract or service.

6. Thesufficiency of the financid resources and ability of the bidder to perform the contract
or provide the service.

7. The qudity, availability and adaptability of the supplies, or contractud services to the
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particular use required.

8. The ability of the bidder to provide future maintenance and service for the use of the
subject of the contract.

9. The number and scope of conditions attached to the bid.

SOLE SOURCE SUPPLIER refersto avendor designated as the only provider that can
meet the needs of the Village, based on the nature of the materials or services, the timing
of ddivery; or other factors thet relate to the best interests of the Village of Downers
Grove. The vaue-based parameters, as outlined in Section V: Village Purchasing
Procedures, are applied to the designation of sole source supplier. The Financiad
Services Director must gpprove of the designation as a sole source supplier for dl
purchases over $1,000.00, additiondly, the Village Manager must approve the
designation for purchases over $7,000 and Council’s gpprovd is required for the
designation as a sole source supplier for purchases in amounts over $15,000.

PURCHASE JUSTIFICATION is adescription of the purchase, including budget
information, a description of the materia or service sought, information regarding any bids
or proposas, and the basis for the recommended vendor or product. The form of a
purchase justification depends upon the dollar vaue of the purchase and the level of
approval needed.

QUOTATION can be either averba or written response by a vender to a Village inquiry
on aspecific product or service. (See Section V: A - Quotations)

BID isawritten response by a vendor to Village-created list of specified products or
sarvices. (See Section V: B - Bids)

REQUEST FOR PROPOSAL (RFP) isa Village-created outline of a specific service or
need. The vendor proposes away to meet the Village-defined service or need and
outlines the cost associated with the proposd. A proposa may, in the discretion of the
Village, be subject to further negotiations, modifications, and regections until the Village
accepts the proposal. (See Section V: C — Request for Proposals)

SELECTION OF VENDORS

PREFERENCE FOR COMPETITIVE PURCHASING. Where a competitive market
exigsfor aparticular purchase, the vendor isto be the lowest responsible bidder,
selected on the basis of a compstitive purchasing procedure.

PREFERENCE FOR LOCAL VENDORS: Purchase recommendations are to be made
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using vendors located within the corporate limits of the Village where two or more bids,
quotes, or proposals are substantialy equd in

Quality,

Other materia eements, and

Price (equd to or lessthan a difference of 4.5%, which isequd to the rate of Sales Taxes,
currently 1%, plus Utility Taxes, currently 3.5%, collected by Downers Grove).

PREFERENCE FOR RECY CLED PRODUCTS: The Village has been an active leader in
promoting the use of recycled materials. To that end, purchase decisions shdl be made to
include recycled materias where practica.

PRODUCT SPECIFICATIONS BASED ON FUNCTION. Product designation or
specification must be reasonably related to the function or purpose to be served by the item
sdlected. Specifications shdl not limit the selection to a particular brand or vendor, either
expresdy or by effect, or exclude the use of recycled materials, unless required to serve a
particular need or objective. When abrand isused as areference, such as compdibility, the
phrase “or equivaent” will be included in the specifications.

VILLAGE PURCHASING PROCEDURES

IN GENERAL.: Village-wide purchasing for operationa purposes is a cooperdtive effort
involving the input and assstance of the various User Departments and the Financid Services
Depatment. Although the Financid Services Department will administer and coordinate
Village purchasing procedures, each Director/Chief has the primary responsibility regarding
specific purchasing decisions and has the duty to maintain responsible purchasing practices
within the User Department. The Director/Chief will ingtitute gppropriate purchase review
procedures for their staff, consstent with this directive. The Financid Services Director will
work with the Director/Chief to provide assistance and direction, and to answer questions,
regarding the Village-wide purchasing procedures. In reviewing and gpproving purchases,
the Financid Services Department will focus upon compliance with fisca issues, pplicable
laws, accounting procedures and the approved budget. A Director/Chief may purchase
materials and services for Village operations using one of the following procedures, as

appropriate:

1 STANDARD COMPETITIVE PURCHASES (Section V)
a. Vebd Quotation
b. Written Quotation
c. Bid
d. Request for Proposals (RFP)
e. BExtendons



2, SOLE SOURCE CONTRACT (Section V1)
3 CENTRALIZED PURCHASE (Section VII)

STANDARDIZED FORMS. The Financid Services Depatment will deveop, and
periodicaly update, forms and materids for usein Village-wide purchasing, including bidding
and RFP checkligts, documents, as well as ectronic documents that will be stored on the
Financia Services Department Infonet Page.

FISCAL REVIEW AND RECOMMENDATIONS: The Financia Services Department
will review purchase orders, Manager's Approva Reports and Council Workshop Item
Reports, prior to submission for find gpproval, for compliance with the Village Purchasing
Ordinance, this Purchasing Policy, grant requirements, budget consderations, accounting
procedures. The Legd Department will review dl legd documents prior to the Village
Manager review. The Finandid Services Department may request additiond information and
offer suggestions and modifications related to any purchase to ensure that the purchase
complies with the aove. The Financid Services Department has the authority to rgect any
purchase that it determines is not in conformance with this directive, gpplicable law, grant
requirements, or goproved budgetary limits. The Financid Services Department may modify
the accounting to conform to Village accounting methods and with Village budgetary
procedures, after discussing the changes with the Director/Chief.

PURCHASE JUSTIFICATIONS: The Director/Chief shall provide purchase judtifications
for any purchase in excess of $1,000.00. A “purchase judtification” is defined as a
description of the purchase, including budget information, a description of the materid or
sarvice sought, information regarding any bids or proposds, and the basis for the
recommended vendor or product. The form of this judtification will depend upon the leve
of approva needed. (Please see Table 1. Purchasing Procedures below, in Section IV: F
- Approval Limits)

APPROVAL PROCESS: The Director/Chief must approve dl purchases and change orders
within budgetary limits. The gpprova of the Financid Services Director isrequired for any
purchase over the amount of $4,000.00. The approval process is outlined in Table 1,
Section IV:F. To designate a vendor as a ‘ sole source supplier,” the Financid Services
Director’s approval is required for purchases over $1,000.00. (See Section VI: Sole
Source Contracts)

The Village Manager’ s pprova is aso required for any purchase which exceeds $7,000,
any change orders which cause the total cost of the purchase to exceed $7,000, or any
purchase or change order exceeding budget. In addition, the Financid Services Department
may refer achange-order to the Village Manager for gpprova of any purchase where specid
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or unusud circumstances exist.

The goprovd of the Village Council must be given for any purchase of $15,000 or more. The
Village Council must approve any change order that would cause the total cost of apurchase
contract to exceed 105% of the origind contract. The Village Council must gpprove any
change that would cause the tota cost of a purchase contract to exceed the origind contract
by $15,000 dollars.

To obtain Village Manager or Council gpprovd, a purchase judtification, and supporting
documents, including bid tabulationsif gpplicable, shal be submitted to the Financid Services
Director for review, who will then submit it to the Village Manager. (The Village Manager
will refer the issue to the Village Council, as appropriate, based on these guiddines.) The
Financid Services Department will coordinate presentation of such matters to the Manager
and Village Council in cooperation with the User Departments. The User Department should
submit the request for a change order to the Financid Services Director viaemall.

APPROVAL LIMITS: Separate purchases or contracts shall not be entered into for the
purpose of avoiding the cogt limits. Table 1 outlines the purchase gpprova limits, outlined in
items F.1 through F.5, and the recommended purchase processing.

1. PURCHASES UNDER $1,000.00: For purchases under $1,000.00, a Director/Chief
may purchase materids or servicesin the open market.

2. PURCHASES OF $1,000.00 BUT UNDER $4,000.00: For purchases of $1,000.00
or more, but under $4,000, a Director/Chief may purchase materias or servicesin the
open market by submitting a purchase order, with three written quotations, to the
Financid Services Department. The Financid Services Department will provide any
requested assistance in obtaining quotes and will review the purchase order for
compliance with this directive and the current budget.

3. PURCHASES OF $4,000.00 BUT UNDER $7,000.00: For purchases of $4,000.00
or more, but under $7,000.00, a Director/Chief may purchase materids or servicesin
the open market by submitting a purchase order and required purchase judtification, to
the Financid Services Department. The Director of Financia Services must approve
such purchase orders.

4. PURCHASES OF $7.000.00 BUT UNDER $15,000.00: For purchases of $7.000.00
or more, but under $15.000.00, a Director/Chief may purchase materias or servicesin
the open market following the Village' s guiddines for obtaining a Bid or RFP (see
Section V B —Bids). The Director/Chief will submit a standard Manager’s Approva
Report, with gppropriate purchase judtification, to the Financid Services Department for
initia review. The Financid Services Director will submit the Manager’s Approvd
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Report for approva by the Village Manager.

5. PURCHASES OF $15.000.00 OR MORE: For purchases of $15.000.00 or more a
Director/Chief may purchase materids or servicesin the open market following the
Village guidelines for obtaining a Bid or RFP (see Section V B—Bidsand C —
Requests for Proposals). The Director/Chief will submit a Workshop Item Report,
with appropriate purchase justification, to the Financid Services Department for initia
review. The Financiad Services Director will submit the Workshop Item Report to the
Village Manager for incluson on the Council Workshop Agenda and approvd by the
Village Counail.

Section IV: VILLAGE PURCHASING PROCEDURES

Tablel. APPROVAL LIMITS

Dollar Limits:
0to $999 $1,000 to $3,999 $4,000t0 $6,999 $7,000t0 $14,999 $15,000 and over
Approval Levd:
Director/ Chief D!rector/ Chief approval Fnancid Services Manager gpproval Council Approva
approva with 3 quotes. Director aooroval
Finendidl Services ap
Director if sole source
vendor
Purchase
Justification:
No judtification Purchase Order with Purchase Order with Manager Approva Council Work-
report required judtification attached judtification attached Report followed by a Shop Item Report,
Purchase Order followed by a
Purchase Order
Competitive
Process:
1 quote (or 3quotes | 3 quotes 3 written quotes Bid or RFP- Bid or RFP—
if over budget)

V. STANDARD COMPETITIVE PURCHASING

IN GENERAL: All purchases, except as otherwise directed by Village Council, will be subject to
the competitive purchasing process for amounts in excess of $1,000.00 as outlined in Table 1 in
Section IV.F, Approval Limits




PURCHASING ASSISTANCE: The Financid Services Department will provide administrative
support when requested by User Departments for obtaining quotes, preparing and/or reviewing bids
and requests for proposas (RFP' s), arranging for appropriate advertising, conducting pre-bid
conferences, and bid openings.

QUOTATIONS, BIDS AND REQUESTS FOR PROPOSALS. The appropriate solicitation of
quotations, written quotes, bids or proposasis based on the dollar value and the type of materid or
service desired. The following provides guidance on the use of these purchasing procedures.

A.

QUOTATIONS

1. IN GENERAL: Quotes are used to purchase goods and services vaued less than
$10,000. The purchase should be made from the lowest qudified quote, (using the
standards for lowest responsible bidder described in Section 11: Definitions). When the
award is not given to the lowest quote, the reasons for placing the order elsewhere shdl be
prepared by the Director/Chief and included in the purchase judtification. Once quotes have
been secured and the lowest quaified vendor has been identified, subsequent purchases
during the same calendar year may be ordered from the same approved vendor, if the price
does not change. .

2. VERBAL QUOTES:. Where averba quote is permitted, these are to be documented
by the User Department  and included with the Purchase Order in the accounting system.

For purchases made without a Purchase Order (under $1,000), verba quotes must be
summarized and attached to the vendor invoice.

3. WRITTEN QUOTES: Written quotations are to include the following:

I.  Written quotations must be presented on afirm'’s letterhead or preprinted quotation
form. Quotation forms are available on the Village s Intranet Home Page, under
Village Hall-Financid Services Department.

ii. Written quotations must have an effective date. Expired quotations cannot be
accepted.

iii. Duration of the written quotation (i.e. 30 days) should be specified.

iv. All additiona charges, including delivery and set-up, should be included in the written
quotation.

v. The written quotation needs a signature by an authorized agent of the firm. Unsigned
guotations cannot be accepted.



vii. A faxed or E-mailed quotation from the vendor is acceptable.

BIDS

1. DEFINITION. Bids should be used where over $7,000 of specificdly identified
products or services are sought. A bid isawritten response by avendor to Village-created
list of goecified products or services. Thelist is made available to interested vendors and the
vendor responses are compared for price and compliance to the origind list of items.

2. PREPARATION OF SPECIFICATIONS: A User Depatment will prepare
specifications for the desired purchase.  The specifications shal include gpproved provisons
regarding insurance, bidding procedures and other related items as established on
gandardized forms available from the Financid Services Department. Variaions from these
gandard provisions are permitted where gppropriate; provided such variations are gpproved
by the Financia Services Department and, as gppropriate, the Lega Department.

3. ADVERTISEMENT: Solicitation for bidswill be advertised on the Village web, in locd
newspapers, or in such publications as the User Department or the Financid Services
Department determine are appropriate, based on the materid or service involved. Except
for emergency matters, this advertissment will occur not less than 10 days prior to bid
opening. Solicitations may aso be faxed, mailed or eemailed to prospective biddersin the
discretion of the Financid Services Department or the Director/Chief.

4. PROCESSING: The Financid Services Department and the User Department will
coordinate the pre-bid processing including any pre-bid conference, modifications to the
specifications and bid openings.

5. REVIEW AND RECOMMENDATIONS: Following the bid opening the Director/Chief
and the Financid Services Director, will review the bids and make appropriate
recommendations regarding acceptance or rgection of any bid and the lowest responsible
bidder (see Section IlI: DEFINITIONS). The Director/Chief will prepare either a
Manager’s Approva Report or a Council Workshop Item Report, as required by the dollar
limitations outlined in Section 1V F — Approval Limits A purchase judtification will be
atached, including bid tabulation, the identification of the recommended vendor, budget
information, and background information as may be appropriate. When the lowest bidder
Is not recommended, the reasons for placing the order e sawhere shdl be included in the
purchase justification prepared by the Director/Chief.

6. AWARD/REJECTION: The Chief/Director isresponsble for recommending the award
or rgjection of bids according to Section 1V: E - Approval Processing and F- Approval
Limits.



C.

REQUEST FOR PROPOSALS (RFP's)

1. IN GENERAL. A request for proposa (RFP) is used to make a purchasing contract
for sarvices or materidsin the amount of $7,000 or more, and when detailed specificaions
are not reasonable (i.e. architectura servicesto design abuilding).

2. DEFINITION. An RFPisVillage-created outline of a specific service or need. The
vendor proposes away to meet the Village-defined service or need and outlines the cost
associated with the proposal. A proposal may, in the discretion of the Village, be subject
to further negotiations, modifications, and rgections until the Village accepts proposd.

3. PREPARATION OF REQUEST: Requests for proposds (RFP s) are to be prepared
and submitted by the User Department for review and comment by the Financid Services
Department and Lega Department prior to advertisng or soliciting of bids. All requests
shdl include approved provisions regarding insurance, response procedures and other
related items as established on standardized forms available from the Financia Services
Depatment. Variations from these standard provisions are permitted where appropriate;
provided such variations shall be approved by the Financia Services Department and, as
appropriate, the Lega Department.

4. ADVERTISEMENT: Requests for proposas will be advertised on the Village web, in a
locd newspaper, or in such publications as the User Department or the Financid Services
Department determines as gppropriate, based on the materid or service involved. Except for
emergency matters, this advertisement will occur not less than 10 days prior to the due date for
proposas. Requests may aso be faxed, mailed, or E-mailed to prospective proposers at the
discretion of the Financid Services Department or the Director/Chief.

5. RFPPROCESSING: The Financia Services Department and the User Department shall
coordinate the processng of al RFP's including any modifications to the requests and
negotiations for find proposds.

6. REVIEW AND RECOMMENDATIONS: Following the due date for proposas, the
Director/Chief of the User Department, and the Financia Services Director, will coordinate the
review of the proposals, including evauating the product and interviewing vendors as necessary,
and shal make appropriate recommendations regarding acceptance or rgection of any
proposds. The Director/Chief and Financid Services Director may enter into further
negotiations with one or more of the proposed vendors to secure the most favorable terms for
the Village. For purchases in excess of $7,000, the Director/Chief will prepare either a
Manager's Approva Report or a Council Workshop Item Report, attaching a purchase
judtification which will include a summary of the proposds received, any negotiaions, the
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VI.

recommended vendor, the budget, options, and background information as may be
gopropriate. The recommendation should be made from the lowest quaified proposa using
the standards for lowest responsible bidder (described in Section 11 — Definitions, above).
When the lowest proposal is not recommended, the reasons for placing the order elsewhere
shdl be included in the purchase judtification prepared by the Director/Chief.

6. AWARD/REJECTION: The Chief/Director is responsible for recommending the award or
rgjection of proposals according to Section 1V, which outlines E - Approval Processing and
F - Approval Limits

EXTENSIONS

1. IN GENERAL. Contract extensons may be granted for previoudy approved contractsif the
contract price does not increase by more than 2% over the originaly approved contract.
Contracts may be extended twice, under this congtraint. Contracts must be re-bid, or new
Requests for Proposals must be made after a contract has been extended twice.

SOLE SOURCE CONTRACTS

IN GENERAL: When it is determined that a particular product, service or work is not subject to
competitive bidding due to limitations arisng out of the nature of the product, service or work or
its availability, the Village may be required to negotiate and enter into contracts for materias or
services with a sole source supplier. The gpprova of the Director of Financid Servicesis required
to designate a vendor as a* sole source supplier,” however, any purchase determined by the Village
Manager to be inappropriate for a sole source contract shall be purchased according to the
Village' s standard competitive purchasing procedures.

SOLE SOURCE PURCHASING: A Director/Chief may purchase materids or authorize work
from an gpproved sole source supplier by submitting purchase judtification to the Financid Services
Department for approva. The gpprova of the sole source purchase is subject to the guidelinesin
Section 1V E — Approval Process and F- Approval Limits

SOLE SOURCE SUPPLIER CONTRACT. In addition to the purchasing justifications required
in this directive, based on the dollar value and type of purchase, any recommended contract from
asole source supplier must be supported by submitting the following:

1 Thebadsfor conduding that the product or service sought is limited to a particular sole source,
including specifying how it isin the best interests of the Village to use the vendor as a sole

source supplier

2. Theoptions, such as product subdtitution, which are available, including a discussion of the
impact of each option.
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VII.

CENTRALIZED PURCHASING PROGRAMS

Centrdized purchasing has been established for certain commonly shared materias or services, such as
cdlular phone services. Purchases of such materias or services will be coordinated through a designated
Village budgetary program. The Director/Chief respongble for the desgnated program will be responsible
for gpplying these purchasing policy guiddinesto the Village-wide centrdized purchasing of the designated
material or services,

VIII.

CHANGE ORDERS

IN GENERAL: A Change Order means and includes a change in a contract term other than as
specificaly provided for in the contract which authorizes or necessitates any increase in the cost of
a contract or the time of completion and which was not reasonably foreseegble at the time the
contract was entered into, was not within the contemplation of the origind contract or isin the best
interests of the Village.

The gpprovd of change orders, in addition to that outlined in Section IV E-Approval Process and
F-Approval Limits islimited by the percent of change. The gpproved change orders which, when
added to the origind cost and any previous change orders, may not cause the tota cost of a
purchase contract to exceed 105%00f the originad contract or $15,000 dollars, whichever is greeter.
The Council must gpprove dl change orders that would cause the total cost of a purchase contract
to exceed 105% of the origina contract or fifteen thousand dallars ($15,000).

PROCESSING: A Director/Chief may authorize a change order thet is within budget limits and
does not cause the total cost of the purchase to exceed $4,000. For change orders over the
amount of $4,000, the Director/Chief shal send a change order explanation, via email, to the
Financid Services Director for gpprova. This explanation will describe the need for the change,
the cost and the budget information.  Upon gpprova by the Financia Services Director, those
items over the amount of $7,000 will then be submitted to the Manager for approvd. Inthe event
aproposed change order would cause the total cost of a purchase contract to exceed 105% of the
origind contract or $15,000, whichever is greater, the change order explanation shdl be submitted
to the Village Council for find approva.

PROCESSING PAYMENTSFOR MATERIALSAND SERVICES

DOCUMENTATION: Where purchasing judtification is required, evidence of this compliance will
be attached to invoices presented for payment. For example, invoices for contractua purchases
that have received Council Approva will incdude the Council Workshop cover memo and the dete
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B.

of Council approvd.

PURCHASE ORDER NUMBERS. The User Depatment will advise vendors to reference
purchase order numbers on the invoice, when purchase orders are required by this directive.
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