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CRBINANCE NO .ﬁ?ﬁ_’_‘

AN GRDINANCE OF THE CITY CF SAN ANSEIMO PROVIDING FUR THE
PURCHASE AND SALE OF SUPPLIES, SERVICES AND EQUIPMENT.

THE C10Y COUNCIL CF T=F CITY OF SAN ANSEIMO DCES ORDAIN
AS FCLLOWS:

SECTION 1. CENTRALIZED PURCHARTNT NEFARTMENI. There {5 he
& centralized E rchesing Deparirest 7 wnich {8 vested actlicy

1
the purchase ~f supplies, sevwi~-. =-d equipment.

SECTION 2. PURCHASING OFFICER. Trnere is hereby created the pesitiun
of Purchasing OIllcer. The Clty Mérager shall be the Puritasing
Cfficer. The PULCbaSiﬂg NEficer :k3i] have general supervision of the

Purchasing Department, The Purcnsi-irp Officer srall have aoshority to-
(a) Purchase or contract for scppiles, services dand eguipment
T¢QLind by any usinyg saen:,; o arzordarce with nar=hasing

coedures prescribed Yy iR . ordinance, such administrellos
re’alati ns as the fJYiY&Siﬂg Cf:t\e“ ahail adcpt for the in-
ternal managemer.t and sperzvion of the Purcnasing Cepartuent
and such other rules and regciations as shall be prescrited hy
the City Council, '
(b) Tc pre re, negotiare, s recommend exetution of notizes,

pa
cmntracts, purchase 3r8-t~3 s ather dozuments, puarchase, ant
L suy plies, service~ :~7 syuipment 1in crder t. proverly
are this cordina-ce an’ 7. Tules arc reggé ctiors theven

(c) rres-cibe and maintairn .-t forms, parchase oriders and
other drecments 7o effe tazs. rhig ordinance and ~-hEer rYUuLles
and regolanicns,

(d) Recommend the transfer of surplus cr unus :ed supplies and
equiyrent between depariments 33 needed, or the <s.2 of all

t
such suppiies and equipmer-,

SECTION 3. EZEMPTIONS FROM CENTEALIZED PURCHASING. The Furchasing

Officer, witF approval of Ene Lii, Lo rcil, may sanaorize or wricing
any Deparvttwect oy Jepariment redr to ;vrc“&se sv o so-nrass fov ospeclfite’

supplies, ~rr.ize- 2nt eg . owendently oo the BT “ua4ph Devevt -
ment ; but he =<~all vegqoire T . vohgees v ocoatUatie eomats
conformity wifn the procecurs - coniened by rrdg ordivaniz 3t arad
farcher reguiy- periocic repn-s rothe agerd: o fne 2 rthases 47
contracts med: under cuch weirrern ooorhovization,

SECTION 4. ESTIMATES OF REGUIREMENTS. All using Depavtimencs shail {17~
detailed estimates ci Thelr req..rements In supplles, servi.es and
equipment in such manner as the Furchas :ing Offizer shall zrescribe,

SECTION 5. RECCISTITIONS. Using Le sriments shall toveLuesta Lor
supplies, seTvizes Bio equiprest t the Furchasira rone et
standard req.izizion forme,

SECTION 6. BIDDING. Purstesss 0 .ppifes, srrrsites, egaipment and
personal prcperty shall be by hi~ pt:féd;reﬁ surseant ro sectiors 9
and 11. Bicding shall he dierer.el aith ooly Wher an emergersy regoive
that an order - ;lacpd with tne nearest availlatie scorce of sopniy,
when the amount .nvolved 1s less tran $25.00, or when tre e omedity car
be obtaines from oniv one veador., < v 4s ntberd,sg providas by this

ordinance.
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SECTION 7. PURCHASE ORDERS. Purchases of supplies, services and
equipment shall Te made only by purchase order. ‘ .

SECTION B, ENCUMBRANCE OF FUND>., Except In cases of emergency, the
Purchasing Offfcer shall not issie any purchase order for supplies,
services or eguipment unless there =xists an unencumbered apprcpriaticn
in the fund account against which said purchase is to be charged,

SECTION 9, FORMAL CONTRACT PROCEDUKE. Except as otherwise provided
herein, purchases and contraets for sipplies, services, equipment and
perscnal property of estimated value greater than $2,066 shall be by
written contract with the lowest or h%ghes: responsible bidder as the

case may be, pursuant to the prccedure prescribed herein. Provided,
however, that when spetific metor vehicles, or equipment are to be purchsce
which have certain specifications 2nd other attributes sc thatcomperitive
bidding would be impcssible cr {mpracticable, zhen i{n such event competi-
tive and formal bidding may be dispersed with regardless cf the cost cf

the particular vehicle or equipment. .

(a) Notice Inviting Bids. Nctices inviting bids shali include a
genera. description of the articles to be purchased or sold,
shall state where bid blanks and specifications may be obtained
and the time and place for opening bids.

(1) Peblished Notice. Notices inviting bids shall be pub-
lished at least ten days before the date of cpening of che
bids. Notices shall be published at leas*t orce in a rewe-
paper »f general n{r:-ulation. -

(2) Bidders' List. The Purchasing Cfficer shall alsc
solicic sealed oicds frum all responsible prospective
suppliers whose names are on the Bidders' List :xr who
have requested their names to be added thereto.

(3) Bulietin Bcarc. Perdirg purchass: v s..us shall alsc
be advertized by ¢ notice posted on a public hullatin
board at the City Hall.

(b) Bidders' Security. sidderc’ security may be prescrited in

the public notTces Tnviting bide. Unsuccessful bidders shall

be entitled to return cof bicd 2ecurity; provided that a success-
ful bidder shall forfeitr his bid security upon refusal or failure
to execute the contract within ten (10) davs after the nctice of
award of contract has been mailed., The City Council may, on
refusal or faflure of the successful bidder to execute the con-
tract, award it to the next lowest responsible bidder and in

such event, the amount of the lowest blddei*s security shall be
agplied by the Citz tc the difference between the low bid and

the second lowest bid, and the surplus, 1f any, may, in the
discretion of the City Ccounzil, be returned to the lowest bidder,

(¢) Bid Opening Procedure. Scaled bids shall be submitted to the
Purchasin cer and shall be identified as bids on the enve-
lope. Bids shall be opened in public at the time and place stated
in the public notices. A tabulation of all bids received shall
be available for public inspection during regular business hours
for thirty (30) days efter the bid opening.

(d) Rejection of Bids. In its discretion, and without altigning
reason therefor, the City Council may reject any and all bids.

(e) Award of Contracts. Contracts shall be awarded to the lowest
responsible bidder except ss otherwise provided herein.

(f) Tie Bids. In the event that two or more bids received are for
the same total amount or unit price, quality and service being
equal, the City Council may award to the bidder it chocses or
negotiate with the tie hidders and make the award after such
negotiation.







