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PURCHASING RULES AND REGULATIONS
OF THE CITY OF SAN ANSELMO -

WHEREAS, the City Council ies authorized and directed under the
previsions oz Ordinance Noe__ to adopt. rules and regulations for
the’administration of the purchasing systenm- ‘ereated in - said ordinance;

“new, thewefcre, be it if

: RESOTYED, that the Gl*y Couneil of the Gxﬁy of San Anselma &aes
hereby adoph bh& following rules:

RULE I. FPURPOSE

The objectives of these rules are to facilitate efficient and
economical administration of ths purchasing funetion of the City,

RULE II. DEFINITION OF TERMS

The follaw*nb terms, whenev r used in these rules, ghall be con-
strued as follows:

SECTION 1, "AGENCY® AND PUSING AGENCY": 4ny department agency,
commission, bureau or other unit of vhe Gity govérament which de=
rives its euppewt wholly er in part from the Gltyo

SECTION 2, F©BIDDERS® LIST?: A current file of soureces of supply of
grgielas for each category.of commodities repetitively purchased for
16y ugeo.

SECTION 3. “SER?ICES"' Any and all services ‘ineluding but not:
limited to the I cl?aalng- the repair or mainteﬂaﬂce of equipment
machinery and othér ¢lty-cwned or operated property; and towel an
cleaning services. The term Goes not include ‘services rendered by
ity officers or cmployees nor professiéﬁal ‘and other coantractual.
ﬁserzzees vhich are in their naturs unigue and not subjeet to ecmj;;u
“Hibion. C

SECTION 4, YLOWEST RESPONSIBLE BIDDER®: In addiﬁion to price, the
"lowest responsible bidder® will be determined after the following
factors have been censzde "eds

{a) The abillty, capacity and sk111 of the bidder teo perferm
the contract or pwe?iée the service fequired~

(b) Whether the bidder has the faciliti
drach o praﬁ‘de the serviee prompily
speezfleﬁ, wa%hoat éelay or interferencb,v

'esfto_perform the con-.
wlthin the time

{e) The character; integrity, r@pmbatien, ju&gment, axperience
and ef ficlency of bhv bxd&er, B =

{&) The bidders! record of performance of previous contracts oY
services; :

{e)} The previcus and existing compliancs by the bidder with
laws and crdanances ?elatzng to the contract or servieei

{£) The 8qulClCﬂGy of the financial resowrces and ability: 6%
the bldder Lo pewxarm the eoﬁtwaet or provide the service;

{g) The qaalxty, availabllity and aaapﬁabxlvty of tha supp?iesg
equipment or services to the particular use required; :

{h) The abilivy of the bidder to provide fubure maintenance
and service for the use of the subject of the conbtract;

{i) The number and scope of conditions attached to the bid.



SEGTION 5, YRESPONSIRLE-

g

B
bidder o furnish supplies,
<3

iD¥: An cffer, submitted by a respensible
. quzpment BT services in conformity with
the specifications, delivery terms and conditions and other requirve-
ments ineluded in € fhe invitation for blﬁBa

SECTION 6, TRESPONSIRLE BIDDER®: A bidder who- suhmi 5 a reSpens4ble
bid and who is not ounly- f*naﬂeqally respensible, ‘but is possessed of

- the resourges, Judgment, skill, ability, capacwzy and integrity re- °
qa1Q1se ana necessary. %o pﬁrfewm the contract accerdzng Tto its termso

-SEGTIO&'?, '%?U%C?ﬁswsﬁ. Purchases of subplies eguipment and personal
p@o@@?ty shall include lsases or fentals as well as tranSactions by
wrich the cibty scquives Oduéfﬂhlpe

‘

EC$IG¥ ”SEP?TZB% ¥ LND SEQUIFMENT™: Any &nd all articfes, things
or pﬂwscma“ prope ¥ty furnzsﬁed to or u@ed by any &gency.

Q”LI LEI EHERGWEGY PUQGHAS“S

Waile the need for oevasicnal emer genew parchases is recogni@ad
she practice Bust be curtdiled 28 much asg Haa31ble by anticipabing ”

w@ads go uﬂaa she normal purchasing groceduru ubxlxzmn& bidding may
*:usedo

SECTION 1, _GQ&BETEG§$5, An emergency shall be déemed to exist if:

"

_(3““'3

{a) There.is-aag?éagfgublic'ealamiﬁy;rrﬂl
. {b} There ig immedidte n Mved to prepare ﬂo? natlenae or loeal
~ defenge; o~ f

'lf(c)' There ig a ﬂrmakda@a in machinery or;an“@ssentza? service
which requires the immediste puvrchase of 81 ggﬁles or sefﬁﬂces
o probect the public health, wl'?a“% or sa @t}’y, v

ng the public
Ied if the
‘ondue delay in

{4} An essential departmental operab ioa afzew’*
‘health, welfares or ﬁafe’y'v@vlﬁ be greatly ha

Cprescribed purchazing prceeﬁnr@‘meuld cay
Cprocurament of tbe neesded itenm or service:;

uF FURGHASING. Q?FIG&Ra ‘In¢
te purchace supplies, sguip
~ icer UPE by opsn mavket: pr
nanee No. *jﬁ%;;'at'ﬁ', lowest obtaineble.

an emergency zh%c.
services, the

5. 88 preseribed
ny'suppli@s,_
:ﬁxwunﬁlture@ FEI

Recordsd .k

m;ail bﬂ f&l@é hy'

it xvﬂrgﬂﬁn irghages in &l
the Purchasing skt aeﬁg uneil i1 be entered
iu %he %inu@ef,u ¥

- -
OR 36 BY READS: G LEPARTVENTS, 1In case ( ﬂ@rgeaay shich
ires immediate purchage of suppiies, egu ‘ rviees, the
of ﬂﬁv using ageacy“wav 5 with apbrava¢ ¢} £ Asﬁné B ?ﬁe@v L
hase dirvectly any ﬁvﬂvwnea gquipment or. n the amcunt =
,000 or lesss ‘

“fner. suamla

: f
- circumstances of thé'
-mﬁ“h the founcil as Bf&

{a] On amgzwtg ef iéss shan 825
391 Leit bids by ﬁvweat call or @
entirely. :




{b} On bids of $25.00 vo $149.99 the Purchasing Officer may
scliclt bids by direct call but shall show the quotations
of the vendors on the purchase requisitioni.

{c) On bids of $150.00 to $300,00 the Puichasing Officer
shall solicit written bids or gquotations, Such bids shall
be opened publicly and in the presence ¢f not less than thres
~witnesses at the time announced in the €all for Bids, Bid
ewards shouzld as 2 general rule be made within five days.

 RULE V. WRITTEN BIDS | -
. The Purchasing Officer shall keep a record of all written bids
of over 8150,00 for a period of one year after the submission of
bids and this record shall be open to public inspection, '
. RULE VI, GIFTS AND REBATES

The Purchaging Officer and every officer and employee of the
City are expressly proiibited from accepting, direcily or indirschly
from any person, company, firm oF corporation to which any purchese
order or combrast is, or might be awarded, any vebate, gift, money,
or anything of value whatgsosver,

' I HEREBY CERTIFY that the foregoing Rescolution was duly passed
and adopted-at a regular mesbing of the,City Council of the City of
San Anselmo, held on the 25 day of x » 1958, by the following

vobess
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