
R~SOLUTlON NO. 2005-261 

A R ~ S ~ L U ~ I Q N  OF THE LORI CITY 
COUNCiL RATIF~ING P U R C H A ~ I N ~  

~ ~ L i C I E S  AND P 
__1__-____1_____1-1-_------.---------------~-------~------------------------ -1---__-_---__-_--1̂ ---1-----.--------------------_-------_--"---------------- 

EAS, the Lodi City Council adopted ~rdinance No, 1763 amending Lodi 
stration and Personnel, by repealing and reenacting Chapter 2.1 2.060(T) 

contract authority of the City Manager and Title 3, Revenue and Finance, by repealing an 
Chapter 3.20 reiating to the purchasing system; and 

WHEREAS, it is necessary for the orderly conduct of business that policies and 
ratified to ensure that all purchases and procurement of goods and services be done in a 
unifor~iy followed by ali City depa~men~s; and 

W H E R ~ A ~ ,  adoption of this Resolution will formalize the practices to be followed for the 
procure~en~ of goods and services by ail City departments~ and 

W H E ~ ~ A S ,  it will be periodically necessary to make administrativ~ changes to these Purchasing 
Policies and P~ocedures that will not constitute major revisions to these Policies and Procedu~es; and 

WH~REAS, the Policy contains a stipuiation that the City Manager may make minor ch 
the policy without obtain in^ prior City Councii approval, with any changes of a significant natur 
before the City Council for ~atification as deemed necessary and appr~priate: and 

W H E R ~ A S ~  staff  recommend^ that the City Council ratify the Purchasing Poli 
Procedures by adoption of this Resolution, with any substantive changes to the policy being ratif 
City Council as d e e m ~ d  appropriate by the City Manager. 

NOW, T ~ ~ K ~ F O ~ ~ ,  B E  IT R ~ S O L V E ~  that the Lodi City Council does hereby ~atify the 
Purchasing Policies and Procedures, as shown an ~ttachment A of this Resoiution, with the addition of a 
qua~er~y  reporting requirement as outlined in Lodi Municipal Code §2.i2.060(T), to read as foifows: 

"For contracts of not less than $5,000 nor greater than $20,000, the City Manager shall 
quarterly prepare for the City Council a report, which includes a list of the contracts into 
which the City has entered during the previous three months." 

BE IT F U ~ T H ~ R  ESQLVED that the City Council hereby authorizes the City Manager to make 
administrative changes, w ch do not constitute material revisions to the Municipal Code or said Policies 
and Procedu~es, as needed and to foster uniform adherence of said policies by City depa~men~s. 

Dated: ~ecember 21,2005 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

l hereby certify that Resol~tion No. 2005-261 was passed and adopted by the Ladi City Council in 
a re~ular meeting held Decembe~ 21, 2005, by the following vote: 

AYES: 

NOES: COUNCIL M E M ~ ~ ~ S  - Mounce 

A ~ ~ ~ N T ~  COUNCIL MEM5~RS - None 

ABSTAIN: 

ERS - Beckman, Hansen, ~ohnson, and Mayor Hitchcock 

SUSAN J. BLACK 
City Clerk 
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odi Municipal Code authorizes a purchasing division that is part of the Fin 
Department. The Code outl~nes the au~horit~es 
to negotiate or contract lor purchase of supplies, materi 
The ~uiding principles of those invoive~ in the purchasi 

To comply with State and Federal laws, the Cit 
1 on all purchases and con~racts. 
supplies, services and equipment needed by the departments at the low~st 

.S 

possible cost, taking into consideration quality, service levels, and time constraints~ 
To act in a professional and ethical manner. * 

Administration of these Policies and Froced~res shall be by the City Manager with assis~ance and 
cooperation of the Deputy City Manager, City A~orney  and Depattmen~ heads. Major chan~es to these 
policies and proc~du~es shall be a~proved by the City Council; minor changes may be approved by the 
City Manager as deemed necessary. The City Manager will annually report to the City Council a 
summary of such changes made during the prior twelve months. 

uir urc 0 

In accordance with Section 2.12.60 of the City Purchas~ng Qrdinance, the Purchasing Agent will prepare 
a quarterly repott to the City Council, which shall include a listing of bidders, the firm or individual to whom 
the purchase has been awarded and the reasons for which the bid was awarded to the firm or ~n~ividual, 
A copy of all recomm~ndations for Contract Awar~ shall be sent to the Purchasing Agent by the 
de~ar tm~nt  responsible lor initiating purchases between $5,000 and $20,000. For profes~ional sewice 
contracts, the listing shall include all firms or individuals that were contacted as part of the c~mpetitive 
bidding process. Muttiple firms shall be considered when ~ract i~able for professional services and an 
explanation shall be included on the quarterly repotting as to why multiple firms were not ~ons lder~d if it 
is de@m@d imprac~ical to receive more than one competitive proposal or bid for professiona~ services. 



a general code of conduct for ail personnel who may be engaged 
sentia! that all personnel involved in the procurement process 
intains impa~iaiity and complete objectivity, to meet the 

scrutiny of suppliers and the public. In deal~flgs with the business communi~, it is necessary 
a strict rule o? personal conduct to ensure that business relations are not compromised or 

romised. The City's repu~ation for fairness and integri~y in 

thics for purchasing: 

To regard public service as a sacred trust, giving primary consid~ration to the interest of the City. 
To purchase without p r ~ ~ ~ d i c e ,  and to buy on the basis of value, recogni~ing that value 
represents a comb~nation of quality, sewice and price which assures the greatest economy to the 
City. 
To recogni~e that permanent business ~eiationships should be establish~d on the basis of 
ho~esty and fair d~alings. 
To be cou~eous and considerate in all City dealings. 
To honor our ~ b l i g ~ ~ ~ o n s  and  quire that obl~gations to the City be honored. 
To accord supplie~ representatives cou~eous treatment, remembering that these representatives 
are impo~ant sources of i n f o ~ ~ t i o n  an 
To be prompt in ail appointments and to 
To avoid stat@ments that might injure o 
con~iden~i~ l  infor~ation that might give an unfair ~dvantage in a competitive business transaction. 
To r e c o ~ n i ~ e  that cbaracter is an i m ~ o ~ a n t  asset in commerce and should be given major 
conside~ation in the 5election of sourc s o? supply or service. 
To adjust claims and settle disputes on the basis of facts and fairness. 
To be cogni~ant of the limitafions fega~ding accepfin~ of ~ratuities or accommodations from 
vendors or suppli~rs in accordaRce with the City policy for conflict of interest disclosures 
requir~ments. 

th s u ~ p i i e r ~  and others must always be maintained 
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tame in solving the City's needs. 
iate with reasonable speed. 
dit legitima~e suppliers and to avoid disclosure of 
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nt s 
o an icipa e requirements sufficiently in advance to allow adequate time to obtain good 

accordanc~ with the best purchasing practice5. 
To not split orders for the pdrpose of avoiding purchasing requirements. 
To Rrovide detailed, accurate specifications to ensure goods obtained are con51stent with 
~eq"irements and expectations~ 
To prepare requisi~ions in accordance with instructions so as to minimize the processiRg e f fo~  
To minimi~e urgent and scle source purchases and to provide written documen~ation when such 
purchases may be necessa~. 
To consider the use of recycled ~ r o d u c t ~  when it is practical and economically feasible. 
When purcha$ing materials, equipment, supplies and services indepffndent of the PurchasiRg 
Division and on behalf of the City, to comply with all laws, policies and p~ocedures governi~g the 
purchase. 
Send a copy of th% purchase order and correlative reoommenda~ions for Contract Award for all 
purchases between $5.000 and $ ~ 0 ~ 0 0 0  to the Purchasing Agent. 

The ~ u ~ c ~ a s i n ~  Division is re$ponsible for the procurement of general supplies, services and 
e~uipment, the a~mini5tr~tion of the purchasing policy, and the management of surplus city 
property. 
To provide clear, concise and timely instructions to departments and staff with delegated 
purchasing tasks and responsibili~ies. 
Ensure full and open competition on all purchases as required by this policy. 
~oordinate vendor relations, locate sources of suppiy and evaluate vendor pe~ormaRce. 
Recomme~d revi~ions to purchasing procedures when necessary and keep informed of current 
developments in the field of public purchasing. 
Prescribe ana maintain all forms and records necessa~ for the efficient operation of the 
purchasi~g func~ion 
Act as the City's agent in the trans~er and disposal of surplus equipment and materials. 
Complete a quarterly report to the City Council of purchases made between $5,000 and $~O,OaO 

Table of C o n t ~  index 



the proper steps for Lodi depa~ment staff to follow when requisitioning 
1; p~b l ic  works pro~ects; and/or professional service contracts. 

18 is the approval of the City's budget by City Council. The budget 
rgnees to ~ ~ r c h a s e  the materials, supplies, services, and eq~ipment 
rchases for certain dollar amounts are subject to further rules, such 
Is, City ~anager   approval^, Council approvals, and/or bidding 

I choose the me~hod of purchase according to the type and dollar 

ay also requ!fe a purchase order 

s represent the f!nal phase in completing the purchasing cycle. 

ods of purchasing include petty cash, CAL-Card purchase, 

At this point, the produc~ or service IS either ac~epted or rejected, based on the quantity, quality, and/or 
~elivefy compliance of the item(s) After this phase, payment authorizatio~ can proceed. 

Index 



urc ucts 

cycf tS 
ed products benefits the City in a variety of ways. In purchasing recycled mat 
ecome trash, we heip reduce the amount of waste taken to landfills, conserve 

of raw materials. and encourage the market development of other recycled products. The City's 
image is also enhanced by a proactive approach to waste manayement and environmental 
The City of Lodl e~courages each department to evaluate oppo~unities to purch 
whenever it is feasibie and fiscaily prudent to do so. The City also encourages I 
consul~ants to specify and use recycled products whenever practical to fulfill con 

 ater rial is waste and by-products that have been recovered or d ive~ed from the solid w 
stream and that can be utili~ed in place of raw material in the m~nufacturing of a product. R 
materiais may consist of materials derived from post-consumer waste, manufacturing waste, ~ndustrial 
scrap, agriculturai wastes and other items, all of which can be used in the manufacture of new products. 

er material of b~p~oduc ts  are generated after the manufacture of a product is Completed, 
but before the product has reached the end-use consumer. Examples of pre~consumer recovered 
materials inciude obsolete inventories of finished goods, rejected unused stock, and paper wastes 
~ ~ n ~ r a t e d  during print in^, cutting and other conve~ing operations. 

materiais are finished products that have served the intended use and would 
normaliy be dispo~ed of as solid waste. Exampies of post-consumer recovered materials include old 
newspapers, office paper, yard waste, steei, glass, aiuminum cans, plastic bottles, oil, asphalt, concrete 
and tires. 

f ~ r i  
If a decision has been made to purchase recycied materiais, the recommended products should contain, 
in order of preference, the highest p~rcentage of recycled content of post-consumer recovered mate~al 
available in the marketplace, and the highest percentage of pre-con~umer recovered material available in 
the marketplace. 
Recycled products should aiso be expected to perform as well as non-recycled products, to be purchased 
at a reasonable price and to be avaiiabie within a reasonable time period. In addition to the r ~ o ~ r e d  
material content of a product, important criteria in selecting products should also be the ability of the 
product and its packaging to be reused, reconditioned for use or recycled through existing ~ecycied 
collection programs. r referred products and packaging are those designed to minimize waste and toxic 
byproducts in their manufacture, use, and disposal. 

Whenever printed recycled paper products are purchased, the standard phrase "Printed on ~ecycled 
Paper" and/or the stand&rd recycle logo should be included on the printed product, thereby promoting the 
use of ~ost-consumer content. 

Table of Contents Index 
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rily IS g o ~ e r n ~ d  by and grant~d by the Lodi Munici~al Code Sections 2.12.060 and 3.20, 
of the State of C~lifornia, 

g of the fiscal year, the City Mana~ef will submit to the City Council the 
on of certain purchasing au thor i~~  to d e ~ ~ m e n t  directors and staff. Such 
by Council, will be in effect for the next fiscal year. The Delegation of 
i form prepared by City d e ~ a ~ ~ e n t s  for City Manager review and 

bmission to City C ~ u n c i ~  is attached at Exhibit €3. 
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n 111 - ur 

auto parts, power and hand tools, electronic ha~dware and s o ~ a r e ,  janitorial supplies, office 
$uppiies, p ~ i n ~ i n ~ ,  office furniture, vehicles', janitorial and landscape services. 

r-- v- - 
$500 and less 

~ 

idding or comp~titive quotes at the d~scret~on of 
the d~partment 
~ e p a ~ m e n t  selects supplier 

rtment obtains verbal or written quote or 
proposal 
Authorized personnel may us6 ~ A ~ - ~ a ~ d ,  or * 

* ment may f Q ~ a r d  re~uisition~, with p r o d ~ c ~  
rs, spec~ficat~ons, or other detailed 

ing, or iption, to Purchasing D' 
e rtment may initiate the 

$500.01 - $1 , 0 ~ 0  0 No advertising is feQUired. 
* A minimum of three informal bids, proposals or 

quotes is 
verbal. €mailed quotes are a ~ 6 p t a b l ~ .  

~ ~ f f ~ ~ s  may be w ~ i ~ e n  or 

ent may initiate the purchase order 
, or 
may ~ o ~ a r d  , with product 

n u m ~ e ~ ~ ,  ~p~cifications, or other ~etai led desc~~ptjon, 
___ to Pu~~hasing Division for sou~c in~.  



Table 3-1 (continued~ 

- 

__ __..__I-- 

* No a d v e ~ i s i n g  is ~ e q u i ~ e d .  
e A minimum of three informal bids, proposals or 

ffers must be in writing. 
tes are a c c ~ p t a b l e .  

e 5 e ~ ~ ~ ~ e n ~  may initiate the 
I or 

0 ~ e p a ~ m e n t  may f o ~ a $ d  
numbers, sp~cif ica~ions,  or other detailed 
deSCF~ptiOn, to ~urchasing DiviSion for sour~ing. 

Formal bid is required. 

p a n s  and specif~cai~ons.  
~ e p a ~ m @ n t  prepares Council Communication 
Fequesting ~ o u R ~ i l  lo approve plans and  
~pecifications, a further requ~s~ing ~ounc~l’s 
au~hori~a~ion to 

e p a ~ m e n t  p$epares bid spec~ic~tions or project 

ceed with formal bid process. 
____-- 

ction 3.20.130 and the Fleet Policy and 

ction 3.20.1 10(A) for claFi~ica~ion 

Index 



s 
__-- 

~ ~ c e s   hail be m win ment, 

Wri~en Contract 
Written ~ ~ r c h ~ § e  Order 
procurement Card (CA~~Card)  - under $500 Only 
Petty Cash - under $100 only 

(4) Formal Bid Process 

i 
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equest a printed receipt from the retailer which indicates a “Cash” purchase. 
amount paid in cash 
Cash form (See ADoendix A or prtnt a ~~m from the IntFanet), 
e of employee, date, and amount of ~urchase(s). 

I F o ~ a r d  Peltv Cash Form to depa~men~ appFovlng official’ for account number assignment and 
approval. 

e Take app~oved form with - 
(Fmn Table 3-2, 

for Purchases 
up to 5100) 

ceJgs to Finance Repa~ment cashier for reimbursemen?. - 

Petty cash is used for small, incidental expenditures that would be 
impractical to process through the purchase order system. Petty 
cash may be used when the item/expense is needed immediately 
and costs less than $100. In addition, petty cash may be used for 
travel advances and reimbursements. Depa~ments are expected to 
request checks for travel advances and reimbursements instead of 
using petty cash. However, when it is necessary to utilize petty cash, 
there will be $300 limitation on the amount that may be requested for 
such p u r p o ~ ~ s .  

The City Manager annually approves a list of employees authorized 
to sign for Petty Cash’. Only those employees on the authoriza~ion 
list may sign, or may allow another employee to sign on their behalf, 
for petty cash. 

The maximum a ~ ~ u n ~  of reimbursement that may be requested from 
Petty Cash is set by Finance. 

( S e e ~ ~ e n d i x  A or print a Pettv Cash Form from the intranet), 
rrn 

P ~ ~ i ~ s  

4fter making a cash purchase, employee must prepare the Petty Cash form by attaching the purchase 
.Bceipt to the Petty Cash form, fill in employee’s name, the date, ?he dollar amount requested for 
~eimbu~sement, and the reason far the request (item purchased). The Petty Cash form and attached, 
aceipt are then presented to the empioyee’s depa~ment head or other d e p a ~ ~ e n t  approving official for 
review, assign men^ of account number, and signature approval. When a depa~ment head is requesting 
3 petty cash reim~~rsement for himself (herseif), another depa~ment staff person will counter sign the 
3etty cash claim form. The approving official can either present the approved Petty Cash form with 
wceipts ar the Cashier’s ~ i n d o w  in Finance, or can sign a separate form autho~izing the employee tc 
$resent the Petty Cash request to the cashier’s window in Finance and sign for reimbursement. 

~ - -  ~. _- 
7) Approving official. Person authori~ed by City Manager to sign for Petty Cash. 



The purchase of materials, suppl~es, and small ~001s and equipment costing $500 or less may be made by 
an authorized employee in person or by phone, using the CAL~Card Procurement Card.. 

CAL-Card policies and procedures are es~ablfshed and governed by the GAL-Card Administration 
Manual. 

GAL-Card P~ocuremeflt cards are issued to employees authorized by Resolution of the City Council. 
Cards shall be safeg~arded and used with the same care as one would exercise with a credit card or with 
cash. There are IimitatioRs on their use, both in dollar amounts and in types of transactions. They are 
tot ~~aflsferable from ofle employe 

(From Table 3-2, 

up to $500) 
for PuffihaS6S 

to aflo~her. 

L- 

~AL.Ga~d Pracurement Cards are used for low-cost %xpenditufes that 
would be impractical to process throu~h the purchas~ o 
CAL~Cards may be used when the single purchase am 
less than $500. Purchases may not be split to avoid th 

ss: 

The CAL-Card is used like a credit card, except it can be used only 
for specific types of purchases, and transaction and per-month dollar 
limits are e s ~ a b l i s h ~  for each card. The ~ A L - ~ A R ~  may be used for 
phone and internet purchases similarly to credit cards. 

For each pu~chase made using a CAL-Card the employee shall 
obtain a receipt, either in person or by mail, for the transac~lon. Each 
month, the Bank will mail a detailed statement to each cardhalder 
listing purch~se transact~ona. Cardholder must match each purchase 
transa~tion listed on the invoice with each transaction log entry and 
merchant receipt to verify accuracy of the statement. 

~ardholder will prepare the ~on th l y  CAL~Card  reconciliation^ attach transaction log, GAL-Card statemeni 
md receipts, and forwa~d to Approving Qfficial for review and signature. Approving Official will forward all 
~ocuments to A~counts Payable for pa~meRt. 

The CAL-Card program offers rebates for prompt payment of invoices, and invokes penalties for late 
)ayments. It is the City's policy to pay invoices as ~xpeditio~sly as possible. 

_- 
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rac~ss for purchases in amounts between$500 and $20,000 may be handled 
t reques~lng the goods or servlces  requestor), or f o ~ a r d e d  to the Purchasing 

f the Finance ~ e p a ~ m e n t  for ~rocesslng 

ources (see page 15 1. “ 
ice quotes (see page 15 - 
price quotes (see page 17 - 

se order in JDEdwarUs see page 

as6 ordsr to successful bidder 
s of PO (see page 20 - 6. I‘ 

7 )  ~eceive and inspect goods (or e~aluate servic~s). (see page 21 - 7 “Receive and Insm?ct”) 

Furchases reouests f o ~ a r d e d  to the Purch~sina ~ivision for ~focessln~: - -*  
~ e q u e s t o ~  prepares purchase requisition, obtains approvals~ fobards requisition to Purchasing 

Purchasing obtains and evaluate price quotes (see page 17 - 3. “Quote Evaluation”); reviews 
prices with ~ e q u e ~ r o r  if asked; 
Purchas~n~ o r ~ ~ a r ~ §  nurchase order in J~Edwards (see page 19 - 4. “Preoare Purchase Order 

~urchasing ld~ntifies sources (see page 15 - “I. ‘ ”1 

in J ~ ~ d w ~ r d s ” )  
Purchasina l ssu~s  ~urchase order to successful bidder 

distrib~tes copies of Purchase Order 
Purchasin~ receives and ins~ec~s  goods, delivers goods to ~equestor: Requestor receives 
sewices and advises Purchasin~ of completion. 

Index 



if purcha~e IS to be h~ndled by the Purch~s in~  Division, refer to the Depa~mental Request ~rocess 
defined below 

If purchase is to be handled by the Requestor, the ~epa~menta l  Purchase Process applies. 

ces 
-- 

Departmental Request Process 
(JD Edwards requisition) ____ ------. 

:able 3- 

(Szc also Pg 17) 

Index 
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urchase Process defined below applies. 

ources of supply may be identified using any, or all, of the following methods: 

manufacturer's website, for a list of authorized dealers or 
distribuiors 

d. ~nternet search (Google, Froogle) 
a. Contact other users, both internal and external (other cities or aQencies) 

ode requires obtaining quotes from at least three (3) suppliers, whenever possible. 

ity Code requires obtaining at least three (3) in depend en^ quotes, whenever possible (See. 3.20.1 10(A)) 

~ u o ~ a t i ~ ~ s  for ~ u r c ~ a s e s  in amounts greater than $1,000 must be in writing (City Code See. 3.20.1 10(B)) 

[In i#sfances w h e ~  goods or sewices may be obtained from only one supplier ("sole source*?, or product 
has been standa~di~ed ih~ugh action of the City Council, completion of the "Sole Source Justification" 
form is required~ Price quofe must be obtained from the one supplie~. It is the resp~ns ib i l i ~  of the 
~ e ~ u e s ~ o r  to determine whether the price quoied is "Fair and Reasonable". Ne~ofiafiOR of prices for 
oods, sewices, s~jpping, handling, and insfallaficn is allowed and encouraged, ~eques~ors  are also 

p r i ~ s  wifh prices paid by other agencies, if possible. When there is a 
and where two or more suppliers for this same brand are avaiiable, there 

shall not be a determination of sole source. In such cases there shall still be quotes from the suppliers to 
~ e f e ~ ~ i n e  the besf value for that product. ] 

Library  ater rials and services will be ~ r ~ c u ~ ~ d  in a manner consistent with practices generally associated 
with obtaining such materials in other venues. This may include developing relationships with suppliers 
and over the term of fisca! year. The Library Director and staff with authority as delegated by the Library 

ireetor will pr~vide to the City M a n a ~ e ~  a list of the vendors, items to be procured and the annual budget 
for these materials. 

Other items that are subject to practices and procedu~es that do not easily fit within the parameters as 
established by the policies as outlined herewith may be pu~chased with City Manager approval. These 
exeep~ions may ~nclude but are not limited to such items as bulk oil, gasoline, automobile parts and tools, 
fasteners and items stocked in bins and provided by vendors as needed. A list of these items will be 
provided to the City Manager (along with an es~imeted  budge^^ on an annual basis. 

mmpa 
one bra 
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urch er 

~ ~ t a l o g  prices (from either a printed copy of a catalog or internet prices) are not considered valid quotes 
unless the catalog reflects actual contract prices (examples: Office Depot, Office Max) 

It is not acce~tabl~ to “shop” prices, that is, to use one bidder’s quote as a maximum price and ask other 
bidders to “meet or beat” it. 

! a. Teleph~ne ( r e ~ u e s ~  ~ r i ~ e n  response for amounts greater than $1,000) 
1 I b. FAX’ 
I c. Email 

1 



s (same product model or product number, or 

oduct pricing, or stated separately)? 

ven if bidder doesn’t quote sales or use tax, if the 
he evaluation). See discussion about Local Ven 

d. Do some suppliers offer discounts for prompt p a ~ e n t ?  (Example 2% 20 Net 30 - See 
discussion about ent ~nts on page 18) 

duplic~ted, or the order was “cancelled. Transpo~ation of goods 
a company other than the seller is not taxable. 
Our Dock” means the seller is responsible for the transpo~ation of 

the goods, and for safe delivery of the goods to our warehouse or dock. Transpo~ation 
charges are often in~luded [n the cost of the goods, and as such are taxable. 

When evaiuatiri~ quotes or bids, i n d  one or more of the bidders is a “local company” (defined 
as one that 

- 

1.  
2. 

3. 

Is located within the City of Lodi; 
Is licensed by the California State Board of Equalization to collect sales tax at 
the local place of busine~s; 
~ a i n ~ a i n s  a valid City of Lodi Busjness License. 

with other ~idders being non-local, the evaluation must consider that a portion of the taxable 
purchase price will be distri~uted to the city as a District Tax. As of July 1 2005, the amount 
was 1 %. For exampl if a local vendor tes $ ~ 2 0  for an item or group of items, and a non- 
local vendor quotes 15, 1% of the $ purchase price if purcha locally, or $8.20, is 
returned to the city by the State, yiel~~Rg a net cost to the city of $81 1 The evaluation (but 
not the actual quote or purchase price) would then be adjusted to consider the local distrib~tion 
of district tax. 

2 L -_-I~. 
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hen evaluatina quotes or bids, and one or more of the bidders offers a discount for 
prompt paymen< there are several factors to consider. 

1. 
begins on the date of shipment of the goods from the vendor, and 
the invoice isn’t mailed for several days, can the city realistically 
expect to be able to take advantage of the discount? 
2. 

3. 

Is the timeline for prompt payment realistic, that is, if the timeline 

Is it realistic to expect the goods can be received and adequately 
ins~ected prior to the discount due date? 
Does p a ~ e n t  have to reach the seller by the due date, or does 
date qualify as the “payment date”? 

Common p a ~ e n t  discounts defined: 
2% 10 Net 30 A 2% discount may be taken if payment is made within 10 days of 

the invoice date or shipment date. If discount is not taken, invoice 
is due in 30 days. (in this regard, “days” is typically defined as 

~ 1 calendar day$ 
2% loth Prox Net 15 A 2% discount may be taken if payment is made by the 

1 
i 

loth of the month following ?he invoice date. If discount is no? 
taken, the invoice is due in full by the 1 5Ih of the month following 

l the invoice date. 
ank offers prompt payment “pe~oimance” rebates on monthly CALCard purchases. 

1 The schedule as of July 1, 2005 was as follows: 
em ~ ~ f f ~ ~ ~ a ~ c e  Rebate 

i 



dwards Purchase Order process consists of the fol!owing steps after compet~ive quotes have 
been obtained" ~etai led ins~ructions can be found in the ~DEwards Purchasing Guide & User Manual. 

The symbol -+ in the following steps ~ndica~es "~avigate to" in the JDEdwards entry screens: 

1. 

2. 
3. 

4. 

5. 
6. 

'7. 

10. 

i t .  
12. 
f 3. 
14. 
15. 

nn. 

Sign on to JO Edwards; Select "Production Environmen~, and enter "1" Select "Purchasing - 
Nfln-stflck based" 
Select ~'En~er Purchase Orders" 
+ "Supplie~ numenc field; Press F1 lo enter naRe, or enter partial name and select from the 
list. Enter a ''4" on the option line next lo the correct name; Press <Enter> 
--i "Ship To" numeric field. Enter numeric code for 'ship to' location and press <Tab>, or 
press F l  to enter 'Lodi, City and select from the list. Enter a "'4" an the option line next to the 
correct name; and press <Enter> 

Id and enter your employee number 
epending on the supplier's quote) enter " F  for "FOB Delivered, or 
pmenf' (see Page 17 for discussion and meaning of "FOB"). 
ess F? for selection. Enter a " 4  on the option line next to the 

pay men^ terms indicated on the Quotation, and press <Enter> 
-+ "Tax Expl Code" and enter '33" 
--i "Tax ~ete/Area" and enter "Lodi" 
--t "Account N u m ~ e ~  and enter the account number to which the purchase will be charged, 
or if charged to more than one account number, enter "See Account Dist below" 
-+ "~eques?or/Dep~ and enter your name, or the person for whom you are placing the order 
Press <Enter> to accept header entries. 
Press F I  5 to make changes to Supplier Address and delivery address 
Press F3 to return to PO header 
Press F14 to enter text associa~ed with the order. This text will appear below requested 
items in the body of the PO. (~ccount Number detail, if more than one account number has 

split hetw~en two or more account numbers), Enter s~pplemen?ar~ text inforRation, such as 
lead time, warranty period, and press F3 to return to header. Press <Enter> 

continue ins~ructions 

ned to this order, may be entered here. Note that a single line item may not be 

---t 

Purchase Order ~lgnature authority can be integrated into JDEdwards: 
Purchase order amo~nts <$I ,000: 
Purch~se order amounts $1,000 I $--: 



Orders for services may be entered into JR~dwards in the same way that orders for goods are e 
However, if the sewice is complex, extends over a long period of time, or involves multiple inVOi 
varying amounts, it is advisable to prepa?e a wr i~an contract instead of a JD~dwards purch~se 

Also, keep in mind that some services are taxable, while others are not. 

Examples of taxable services (See State Board of ~qual i~at ion Publication 108): 
1. Mandato~ mainten~nc~ cont?acts ( ~ e g .  1546 ( ~ ~ ( ~ ) ( ~ ) ~  
2. §ervices that involve the sale or ~ransfer of tangible personal property, when the true object of the 
contract is the properly (Rag. 1501) 
3. Producing, fabrica~ing, processing, prifltiflg, or imprinting of tangible personal prope~y for a 
con~ideration for ccnsumers who furnish ... the ma~erials used ... (Reg. 1526) 
4. Fabrication in place. 

- 
Purchases in an amount of $500 or more require a Written purchase order or other form of written contract 
(City Code Sec. 3 , 2 ~ , ~ 8 0 )  

§ ign~d purchase order may be issued to successful bidder either by FAX or by Postal S e ~ i c e  mail. A 
 canned copy may also be issued by email. Issuer should be aware that FAXed copies should also 
include the ‘Terms and Conditions” printed on the back of the original purchase order to avoid haviflg 
supplier‘s Terms and ~oflditions prevail. 

(For addit~onal in~ormation on formation of Contracts, and Terms and Condi~ions, refer to the 
Uniform Commercial Code online.) htt~://sirayliqht.law.cornell.edu/ucc/2/2~20~ .html 

____ 

er are  distribute^ as follows: 

Supplier Copy ( ~ r i ~ i n a l ~ :  

File (White] Copy 
Acco~nting (Gre~n) Copy: 
Ori~inating Depi (Blue) Copy: 
Additional (Pho~ocopies~ 

May be mailed to vendor, or FAXed. 
If order is FAXed, file the vendor copy in Purchase Order   alpha^ file 
F o ~ a r ~  to Pu~chasing 
F o ~ a r d  to Accounts Payable 
Return to Requastor 
if Suppiier Copy is mailed, retain a photocopy in Dept files 
If a CMAS contract is used, mail a photocopy to CMAS 
I f  compu~@~ hardw~re or software is purchased , send a copy to ISD 



-_-- 

ther ~akin$ receipt of supplies, materials or equipment from a carrier such as UPS, FedEx, or 
r common carrier, or from the P~rchasing Bivlston, the following steps must be follow~d: 

r of  package^ to conf~rm tho quantity delivered matches the quantity on either the 
delivery ticket or hand~held delivery termrnai If the quantity values don't match, sign only for the 
number of packages that are actually delivered, Don't take the driver's word for the number of 
~acka$es. 

Check for packagin~ damage. Depending on the severity of the damage, or a combination of the 
severi~y of the damage and the ~eRsitivity or fragility of the product packed therein, note the 
existence of dam~ge on the delivery ticket, or have delivery driver note the dama$e on the hand- 
held terminal, and ask for verification that damaga has been electronically noted. Do not refuse 
shipment unless you know for certain ?hat the package was shipped "FOB Delivered"; otherwise, 
the City may be liable for storag~ costs. (See discussion of FOB Point on page 17) 

Check p a ~ k a g ~  con~ents immediately upon receipt. If the products do not match your order, or if 
She products are damaged or do not operate correctly, contact ?he supplier (or Purchasin$) 
immedi~~efy. 

Note receipt on the p u r ~ ~ a s e  order, attach freight bill and packing list to the purchase order, and 
receive the d e l i v e ~  into ~ D ~ d w a r d ~ .  File the purchase order, freight bill, packing list, and JDE 
receiver in the alpha purchase order file. Retain files for at least three years. 

tly ~nspect delivery for conf~rmance with purchase order and spaci~ications, and check for 
conceale~ ~ a ~ ~ g e .  Report discrepanci~s to the vendor immediately. Returns or credits for 
discrepancies or da e are usually not ranted if more than 30 days have passed since date of 

pt to return any s ipments without first discussing a '"Return Authori~ation" 

1 



The Purchase ~equisition serves three purposes: 
1) It provides the Purchasing Division with a clear and complete description of the d e p a ~ ~ e n t ’ s  

requlreme~t; 
2) It provides the ~urchasing Division with an account number (or numbers) to be used for the 

purchase, and 
3) It requires the ~equesting depa~men~s  approval for use. 

_- 
The depa~ment requesting the materials, supplies, equipment 
or services may elect either of the following procedures to 
initiate a purchase: 

n may be completed oniine using the 
fill-in pdf form, or a blank requisition form may he printed and 
filled out manually. Complete Sections I, lI, and I11 to the fulles~ 
extent possible. If prices are unknown, mark the box “Price and 
Advise before ordering” in Section I, and e-mail, FAX, or 
o ~ h e ~ i s e  deliver the pa~ialiy-compl~ted requisition to the 
~u~chas ing  office for pricing. Priced requisitions will be 

ent for required approvals. 

eptable for purchases up to 
1,000. Written (mailed, FAXed, or emailed) quotations are 

required for purchases $1,000 through $20,000. 
The Request for Quotation process is required for mater~els, 
supplies and equipment purchases and other non-public works 
projects when the cost is from $500 to $20,000. The 
depar~ment should issue a Request for Quotation or Proposal 
which lists in detail the product or services required. Although 
a d v ~ ~ i s i n ~  is not required, a proposal or quotation should be 
abtained from a m i n i ~ ~ m  of three vendors whenever it is 
possible to do so. 
The depa~ment must complete the Quofe  summa^ form to 
document the quotation process. Both the Request for 
~uotat ion form and the Quote Summary form can be found on 
the City’s Intranet. (For addj~iofla/ info~mation de~ailing ths 
informal bid prmess please see Secfion V, in developmenf.) 



I_--- 

After the informal bidding process is complete, the depa~ment 
can ini~iate a purchase r~quisitioR in the JDEdwards Purchasing 
System. 
At a minimum, the requisition requires the vendor’s name and 
address, the depa~ment’s “ship to” address, contract terms and 
delivery date, the contract amount, the applicable account 
num~er(s~, and a detailed description of the product to be 
ordered. (See the Purchase Requisition Manual in Section IX 
for addifian~/ in~armatian.) 

Ail standard requ~si~ions and all on-line purchase requi~itions 
must be approved by the d~pa~meRt  head or designee 
~Appr~v iRg official“). After the approving official has apprQved 
!he requisition, the depa~ment will supply the following backup 
~o~umentation to Purchasing: 
1 .  Bid Recap 
2. Signed CQntracts or Purchase AgreemeRts 

~ i s j t i o ~  I 

3. Proposals and/or QuotatioRs __ 
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a, 
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a, 
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Authoriz~d Amount 
~ignature (Up to and including) 

$5,000 

- 
Blair King, City Mana~er 

Dated 
cc: Finance Director 

Accounting ~ a ~ a g ~ ~  
Purchasi~g Officer 

2 



GAL-Card, 7, lG, 22, 27 
~ ~ j ~ s ~  5 

Petty Cash, I, 19,22,24,26, $01 
Petty Cash A~ministrator, 2 


