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~ RESQLUTION 110.,,7 ~ / "'''''WF~-~",. 

PURCHASHJG RULES MID REGULATIONS 
OF THE CITY OF SAN lUJSELl-ro 

WHEREAS,. the City 0011..11Ci1 is authorized and direeted under the 
provisions of Or:;ginance Noo_ ~. to adopt,l'ul~~';~d regulations for, 
the' administra:tion ofth..e purchasing systi:im;ere~ted in said ordinance';' 
'now, therefore, be it :; 

RESO:r.~iED,that the City Council oltha Oity-of Sa..'1 Anselmo~d(;)e$ 
hereby tt.dopt the follo~'i.ng rules: " 

RULE Ie PURPOSE 

The objectives of these rules are to :facilitate et£iclent and 
economies1 administra'i;ionof the purchasing function or the City 0 

RULE !I.DEFINITIOfl OF TERMS 
III . _1'-'" 

~"le following terms, 'ttlenaver used in these rules, Shall be con
strued as follows: 

, , • I 

SEGTION1'~ I "AqENCYff AND<!!YSINJ AGENCYtt: #ny department, agen~ ~ 
eOllim.issioll, '6'"'ureau' orotnerunit ol£lie City government which d,e
rives its support w.Q.olly or in part from the Cit Yo 

SECTION 20 ' 1fBIDD,!RS' LISTit: A current file ~fsources ot supply of 
articles' for each e~t.,egory, of commo~ties re'petitively purchased for 
City use~ '. .. , 

SECTlmq 30 n~VICj§n: Any and all sErr,vil:!~~,:i.n:~luding but not~ . . J. 

limi~ed to "(;he f;o~lowlng:, the repair Ol~'mai,~rt;~~~nce o£~quipment't 
machmery and other eity .... o-wned or opsratedwoperty; 'and towel an,a 
cleanir.g serviceso The term. does not i.ncl~de:'si.rviees rendered by 
.Cityofficers oremploy~~s not" profess1()n:alandother contractual . 
. "services mich are in 'tneir natura uniqu~andn6t subject to com~~' 
'titiono 

SECTION 4'. nk9J~~§T, RBSPOUS1P'LJ&.J3!D:Q~.w;:Inad9~:tion to price,:t1:i.e, 
tflo'i;qest responsibLe' bidd$rff ,will be determined arter the rol1ow~ 
.factors have b~en considered: 

(al The abilitY-i,: c~pacit y and skil~ of 'the bidder to perform 
< the contraet or prOvide the sGl'vicerequired; 

(b) '\1Jl1et:h~:th$ bidder has the£acilit~est;() perform the eon
t.ract ort providE! the serviee promptlY;,.,o:i?:w:t~hin the time ' 
speeirie~"iilthOU~ delay or ~nterferene~,~,: 

te} The character,; 'integrity; reput~tion, judgment, experience 
and e.t"£ieieneyof the bidder; 

(d) The bidders t, record of performance of previous cont:e-acts or 
services;' ' 

(e) The;previou$' andeY..!stingeompliance b:t the bidder With 
lS:tw and ordinances relating to thecontraat, or service;" 

(f) The ~u:tficieney of: the financial reso~ees &l1d ability-of 
the bidder to perform t.he contract or provide 'the service; 

fg) The quality, availability and adaptabilityo! the supplies, 
equipment or services to th e p;rticularuse !"equi~ed; 

(h) The ability of the bidder to provide future maintenance 
and service for the tl$e of the subject of the contract; 

(i) The nu~ber and scope of conditions attached to the bido 



SEo,TIOrJ ,;~~Seq!.{~IB~E1-~~,Qn: An of£er,Sllb~tted by a responsible 
biddel'" 'to furnish supplies, . equipment. .bI' services inconformity with 
th~ specifications, deliver'1·termsand conditions and other requiTe':"; 
merits included in the invitation £or binse . 

SECTION 6. i1,R.¥sgCllWJ13Jd~.l?.IDD~w; A biade!' lino' S" • .lb:mits a responsible 
bid and 'f;iho is not,·only'f'ina..."'lcially respon~ible"but is possessed of 
t;h~ reso't1Tces, judgmerr'G, skill, ability ,cap~city and integrit.y rs-
quisite and necessary to perform the contract a.ccording to its tarmac; 

SEC'jJIOf~ 70 n1!m~lA~S!:. Purchases of supplies, $gtiipmen't and persona.l 
property shall incl:ude leaseS or rentals as t~"Gl1 as transactions by 
~lich the ci'ty acqu:tres (r~t"fJiershipo 

SECTION $·0 
or personal 

Anyaridal1at"'(,icles~ 'things 
byany·s,geneyo 

RULE III.. EME.'RGENCY Pl.iRCHASES 
~~~~....... "Ii "'~l'lIoI;iolil!bl'll!.!J'l 'C~ . 

.. .. ' While the need foro~~asional. emergency.~r,chasesisreeo3niz~d~' 
the. practice ·must bect1.:rtai;l-ed as mucha,s pQ.ssiljle· by-anticipating .. 
ne'eds 136 tha-t t~he normal purchasingproced.Ure tit il-:i zing bidding may 
b~, ttSed o . 

SEGTIOI'J le CONDITIONS. 
-.....~~-.. --~~ An emergency-shall be d€h~med· to exist if : 

;:' 

(a) There is agrea:t publiecalamityj' ..-v 

(b) . There is 
d.efen.se, tr"'V 

immediate X1;ped to prepare fof 
I. 

.:~ 

nati.onal or- loeal 

.( c)· There is ~a·,breakdONn in mae.~l.neT"i oran~.~sentialsel"vice 
~mich requ.ires me ~mmediat~ 'pu.;-chase of .~p:IJpli.es or services 
to protect th e publJ.chealtn" ~.relfare ors'a..fe~Yj t"V . 

,.(d) An essential depar~nlentia1 oparat:t6n.affecie:':iJ~ the public 
:ipeal th, welfare'or safe'eY would be great:tY··h~]t~red if the . 
[prescribed purel1.a.singptocedure wovXd c:aus~~r-a,..'1':u::ndue delay in 
0procu .. '\:"~m.a:nt of the needed i-tem or servi't~,L .' 
• . • • ~, . * 

?£CTION 2 ~ m:.J~. rofJru:L-~.?;rliQ.;...Q!'l!Qj!i.. . J.n . C,~s,~; q~·:al'l. emergency t.~ihid1.,: 
.i~eqtl$res i:mmedia:te purchase qf- supplies·,equipme~~:"qi.t;:ser-vicei:f, the,.· 
~jJt~f;~asing Officer rne.y 'secUl"~ by open ms.rke't.·. n:b'.~,,~9-~5~,.,!f, as preserii?ed 
tY):::9t!d:Lnance rro 6;!fJL'i.;..~ at; '~he:i Imllest. obt;ainap'l~·~.'B!t~,~A;~ny ~~pplies, 
~1(H-H:~ent or serv:tce~~:~g~~l~~~ of ~h~~!Y"I~'·<9~;j~lfE${~:Kp~n~~~~.re~ •... _ 

:( a) J~!,&Qf-:'~~8.ha'i?iou" . AfuU repciS~:";~~;'~~h~", ~ireu:m~tanees 
of aJ..l E''''.'TIerrg;~:r.~fG.M{.;.;.p~ .•. '''iS 111. e~ass ,:1:; ~50 .. , 0:$. h .... l .. a .. ~t.l. be f:tled. by 
,;~he Purcha8:r.~~x~~t%,+c'E::l." ... ~h. tne ~o1.mc].1~1d·~ha,J;~ be entered 

. Wl'>.,o":i<tfn the r~!lrm:Ges~ CiS: i;hl2J/'ptnlc:Llo _ ..6; 

0s~&~Wb!J 3# BY HgADS~:bF>DEI-'iilt'1~IJIENTS. In case .oB;a.i;':~£1ergency \1ftdch . t ..... · . ,}~:&;·q~111res imrded.ia-Se-piffch~"@:"" supplies, eq'UWp#.l~,:$.<~~o.i';',:~i~rviees the .. 
•.•• ::·~:.'Jl';$.~,d of any us~g ag$ney· m{1:r,~ ljith approval O£;;::i1!i€!':P~~~ijasing6:'lriee~f::: 
T~pi~i-chase direct/ly . a:n:.r.'Sn'pp+i¢f3, equipmer.r'G or: se~ie:.~s,.in the a."ilount 
\O.f;~~?,OOO or" le3s~) 

:';, '.;"', ,~. 

{.'1( a) if~qL.r.~:E .. iir .. ~.;~.ri~~.£.h~. The !1eaq. Of.SV .• 9,lJ .•.. ·.'iJ.~~~g a~ency s!1a:~~, 
';,no'~ later t;na31~}le{n~~:Gregu.le.r oU.~J.~esp .. tl~cY,::·.~h:~Z'e~f·Ger 1. !3~!!)'ml:c 
''to the PllrchaejJ:~gOff2.cer a requis~t.l.Olif~:,.~'Ij?bUlo:tl.o!1 OJ. ol.ds 
.recedved, if ·ru:r;i:,·.8. c;opy of the deliverY·.l~6c():i'd,. and' a fv~l 
l'n"it'ljerf r epoi't of th e· circumstances of' t~he·e:\ile:t·gen9Y ~ The re .... 

. port. shall be Ziled 1.\11, th: the Council e,s pTo1l'ided ·iii subsection 

~
·\a) above" 

. RULl:!tIV,. . UP~l~ Ldl.t:tK~.!. PR. O"~'£u1J~JRL!s -~. . "'10'_ n ..... r'l ~ ..... TI'" ~n .,{'::~T'I.:~~ 1":'J 

~;:i",.~ .. ~ ..... ~~~~trI.~llI!'Wo-~~ 

(aj On amCflJ'!>1ts of less t:.han $25 ~oo th.e F0.1:chasi:;:1c,g Officer may 
solicit bids by direct call or may dispznoo 'riith b~.dding 
~ntil"elylcl' 
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(b) On bids of '$25 0 00 ·t6$149.99 the Purchasing 'O£ficermay 
solicit bids by direct 'call but shall show:the quotations 
of the vendors on the purcl"..ase re qui si tion~, 

. .. .. . . " ", . 

(e) On bids of $150.00 'to $500.00 the PurchasIng Officer 
shall solicitt-Jritten blaso!" quotations. SUch bids shall 
be opened publicly and in the presence of not less than three 

; '/.d.tnesses at the time announced in the Call for Bids,,' Bid 
a~'ards should asa general rule be made within five days" 

RULE v. \,m.ITTE~J"BIDS, 

T"ne Purchasing Officer shall keep a record of all ·writ.ten bids 
ofov'er $150 0 00 far a period of one year after the submission of 
bidscand this record shall b~, open to public inspection., 

Jil!Ii~, V~£ , GIFTS AND, REBATES 

The Pt.'U'"chaeingOrf1cerand every' officer an.d employee of the 
Cit-yare expresslyprohibitad f'romaeeepting, directly or indi.rec~ly 
frOin any person, compa..'1Y, firm or corporat:.iontoWhieh any purchase 
order or Contract is,or might be at¥arded, any rebate, gift, money, 
or any-thing of valu.e llhatsoevero 

, 'I"HEREBYCERTIFI that the'.forego1ng Resolutiol'lwas dUly ,passed 
an, a. adopted,at a ,regular meeting O£t~,t ·Counc.ilotthe City of 
San P..nselmo, held on the .. d2~day ot.,. 1958, by the following 
,votes:. " , 

AYES: COU~lGILlI!EN _ ~ ~ / ,;?; d-4t.~ / ~ 
NOES: COUNCIUllEN .... 

ABSEllT: COUNC~r.W;N ... 

~ 

/l~ 

~~ lnLn~; city Clerk 
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