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17.01 PURPOSE

The purpose of this Chapter 17 is to establish uniform standards
and procedures to be followed by all Village departnents, boards
and comm ssions in the purchase of all compdities and
pr of essi onal servi ces.

17.02 POLI CI ES

The purchasing standards and procedures set forth herein are
desi gned to:

1. Attain maxi mum econony in nunici pal operations to the
ultimate advantage of |ocal taxpayers and residents;
and

2. Provi de equal opportunity for qualified vendors to

serve Vill age needs.

17. 03 PURCHASE AUTHORI TY

In general, all supplies, materials, equipnment and contractu-
al / professional services required for operational efficiency
shall be included in the annual budget. Purchase of sanme as
required during the fiscal year shall proceed in accordance wth
t hese procedures upon approval of the annual budget by the
Vi | | age Board.

Each Departnent Head of the Village shall be responsible for his
or her own departnment's purchasing needs in strict conpliance
with the procedures set forth herein. They may delegate this
purchasing authority to subordinates, but still bear
responsibility that these procedures are foll owed.
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The Finance Departnent is responsible for determining if an item
i s budgeted, adequate funds are avail abl e and proper purchasing
procedures are followed. No departnment may make charges agai nst
budget accounts of other departnments wi thout the consent of the
ot her departnent.

17. 04 PURCHASE ORDERS

A purchase order requisition and a purchase order nust be
prepared for the follow ng purchases:

1. Any purchase of goods or services in excess of $2,000.
2. Any case where the vendor requires a purchase order

Exclusive of the above requirenments, a Departnent Head may
request that a purchase order be prepared at any tine they fee

it is best or prudent to do so. Departnment Heads or designees
must approve all purchase order requisitions. The Finance
Departnment will issue purchase orders for all purchases up to
and including $20,000 made in accordance with the approved
budget . Purchase orders for purchases up to and including
$20, 000 that will not be nmade in accordance with the approved
budget nust be approved by the Village Adm nistrator. Purchase
orders for purchases in excess of $20,000 will be issued by the
Fi nance Departnment followi ng Village Board approval

A purchase order requisition is prepared and submtted to the
Fi nance departnment. From t he purchase order requisition, the
purchase order is prepared in four parts with distribution as
fol |l ows:

Vendor Copy: Mai | ed or delivered to vendor.
Depart ment Copy: Routed to the requesting departnent.
Pur chasi ng Copy: Ret ai ned by the Finance Department.

Paynment Approval Copy: To be approved for paynment and forwarded
to the Finance Departnment for paynent after recei pt of goods or
services and vendor invoice.

Purchase orders shall be issued in nunerical sequence by the
Fi nance Departnment. The Finance Departnent shall keep a | og of
purchase order nunmbers that have been distributed on a
depart nent by departnent basis.
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Al'l purchase order requisitions and purchase orders nust have

the price of the goods stated. |If it is absolutely inpossible
to list the exact price, an estimated price may be used as |ong
as it is clearly indicated as an estimted price. Frei ght
charges should be included on a purchase order requisition if
known. If not known, the purchase order requisition nust state
"Plus Freight." AIl purchase orders nust bear, as near as

possi bl e, the delivered price to avoid any discrepanci es between
t he purchase order and vendor invoice.

17. 05 OPEN PURCHASE ORDERS

In certain circunmstances where vendors are used frequently, an
open purchase order may be set up as approved by the Finance
Director. The vendor copy of the purchase order is mailed or
delivered to the vendor. The paynment approval copy is routed to
and retained by the requesting departnent and a photocopy is
periodically forwarded to the Finance Departnent after receipt
of the goods or services and vendor invoice.

17. 06 VENDOR PAYMENTS

The departnment ordering the goods or services is responsible for
the accuracy of expense accounts wused and ensuring that
purchases fall w thin budget paraneters.

Upon recei pt of ordered itens, the departnent nmust indicate the
quantity received conplete with the initials of the enployee

receiving the delivery and the date received. 1In the event of a
back order or inconplete delivery, notation of the applicable
situation will be entered on the purchase order. When such
items are | ater received, a photocopy of the original purchase
order showing the partial shipnent detail will be conpleted.

Unl ess otherwise noted on receiving docunents, it wll be

assumed by the Finance Departnment that the ordering departnent
is conpletely satisfied with the quality and condition of itens
received. All applicable quotation forms, vendor invoices,
packi ng slips, purchase order requisitions and purchase orders,
approved for paynment by the Departnent Head or designee, nust be
forwarded to the Finance Departnent for paynent processing.
Statenents or photocopies are not sufficient docunentation to
aut hori ze paynent of a vendor invoice. Al other data, including

mat eri al safety data sheets shall be kept by the ordering
departnment. The Finance Departnent will ensure an IRS Form W29
is on file.
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A. SCHEDULE OF BILLS: Invoices and check requests

presented for

paynent as part of the regular schedule of bills

shoul d be processed in accordance with the follow ng guidelines:

1.

Paynment approval shall be given by affixing a
stanp to the invoice or appropriate supporting
docunent ati on. The stanp wll require the
following six items to be conpl eted:

a. The date of approval.

b. The dol | ar anount approved for paynent.
C. The budget line itemto be charged.

d The pur chase order nunber, i f

applicéble.

e. A brief description of the commodity,
service, or project.

f. Depart nent Head paynent approval

Al'l  invoices or check requests presented for
paynment require the signature of the Departnent
Head (or the Departnment Head s designee in his or
her absence).

| nvoi ces or check requests being charged to nore
than one line itemrequire approval of the total
doll ar amount in the “stanped” section, plus a
separate section listing t he l'ine item
al l ocation. The budget line item to be charged
section of the stanp should indicate “nmultiple.”

| nvoi ces or check requests being charged to
multiple departnments will require approval of each
Department Head for their portion of the paynent.
The Finance Departnment will distribute copies to
each departnment. Departnent approval should only
be processed for the departnent’s portion of the
payment .

Al'l  invoices received by Mnday of the week
preceding a Village Board nmeeting wll be
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processed for paynment approval at the next Village
Board neeti ng.

6. To allow for an evenly distributed workflow,
i nvoi ces should be approved for payment on a
regul ar basis, and should be forwarded to the
Fi nance Departnment as they are approved. Approved
i nvoi ces should not be held for batch submttal on
the schedule of bills due date.

B. MANUAL CHECK REQUESTS: The sanme paynent approval
procedures requiring a stanp and Departnent Head approval should
be foll owed as indicated above under Section 17.06A. However, a
manual check request form nust also be conpleted in order to
have a check issued outside of the regular schedule of bills
process. The manual check request form contains an area that
must be conpleted listing the reason a manual check is required.
Valid reasons for issuing a manual check are reinbursenment of
enpl oyee out - of - pocket expenses, in order to take advantage of
an early paynent discount, in order to prevent a |ate paynment
penalty, and any other time sensitive issue.

17. 07 PURCHASI NG PROCEDURES

A. PURCHASES | N EXCESS OF $20, 000: Vill age ordi nance
requires that all purchases made from one vendor for a
particular item or like types of itens exceeding a cost of

$20, 000 nmust be acconplished through formal bidding procedures
or by a bid waiver approved by the Village Board as specified in
Chapter 9 of this Code. I f doubt exists as to whether formal
bidding is required, the Finance Director shall be contacted
before any purchase is initiated. The splitting of a purchase
into two or nore purchase orders for the purpose of avoiding the
bi ddi ng process i s prohibited.

In certain circunstances the best interests of the Village would
be served by a purchase from one particular vendor despite the
purchase anount being in excess of $20, 000. In such cases, a
request to waive conpetitive bidding nust be submtted to the
Village Board for its consideration and approval.

B. PURCHASES UP TO AND | NCLUDI NG $20, 000:

1. Pur chases requiring budget transfers or
anmendnments: All purchases up to and including
$20,000 that will not be nade in accordance with

Chapter 17, Page 5



t he approved budget nust be approved by the
Village Adm ni strator.

Purchases in excess of $2,000 up to and i ncl uding
$20, 000: At least three quotations are required
to be submtted wth the purchase order
requi sition before a purchase order wll be
i ssued.

The Departnment Head shall secure at |east three
verbal or witten quotations or proposals from
prospective vendors for the itemor service. As
in the case of formal bidding, the purchase shal

be made from the | owest responsible quotation.
The results of a quotation and vendor award
recommendati on shall be forwarded to the Finance
Departnment with the purchase order requisition.

In the event a Departnent Head feels that a
purchase under this category should be nade from

one certain vendor rat her t han t hr ough
gquot ations, a recommendation to do so is to be
directed to the Finance Director. In effect,

this is a quotation waiver.

Purchases less than and including $2,000:
Purchases in this category can best be described
as those day-to-day purchases needed to performa
j ob or service.

Al t hough day-to-day, purchases less than and
i ncluding $2,000 may be done without a purchase
order and without prior approval, the respon-
sibility still exists for making the nost
econom cal purchases. Spot price checks and
surveys nust be made fromtime to tine to ensure
that the price being paid is the best price
avai l able and that the quality is the best that
IS required.

Day-t o-day purchasing shoul d be made through that
vendor who offers the best usable product at the
| owest price. Also, accepting deliveries should
rate preference over picking up where no
delivery/prem um charges are involved and there
is no inmedi ate need for the item
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VWhen receiving an item purchased under i nformal
buying, a receipt or packing slip should be
obtained. This receipt is to be turned into the
Depart nent Head for paynent approval.

C. EMERGENCY  PURCHASES: An energency condition is
described as a condition where the health, safety, and/or
wel fare of the Village or its residents are affected. If it is
determ ned that an energency condition exists, the Departnment
Head may make a purchase to renmedy the enmergency if verbally
aut horized by the Village Adm nistrator. The Departnent Head
must make a full witten report regarding the emergency purchase
to the Village Adninistrator as soon as possible. The witten
report should describe the energency condition, the actions
taken to renedy the condition, and the full costs incurred. |If
the costs incurred exceed $20,000 the Village Adm nistrator will
report the energency condition to the Village Board for approva
of a bid waiver.

D. PETTY CASH: Petty cash funds are established to pay
for infrequent purchases up to and including $50.00 and require
i medi ate paynment. Tolls, parking, filing fees, etc., are
tradi tional expenses that fall into this category. Departnment
Heads nust approve the petty cash rei mbursenment vouchers. Al
receipts for petty cash purchases are to be forwarded to the
Fi nance Departnent for reinbursenent to the petty cash fund.
Per manent petty cash funds have been established in the Finance,
Police, and Public Wrks Departnents. Tenporary petty cash
funds are established in the Parks & Recreation Departnent for
speci al events. The Finance Departnment will conduct periodic
audits of the petty cash funds established in each departnent.

E. PURCHASES OF A REPETI TI VE NATURE: It is not always
practical to obtain conpetitive quotations for certain purchases
that are repetitive in nature. The market nmust be periodically
tested by the Departnment Head to determne if the current
supplier is the nost econom cal

17.08 JO NT PURCHASI NG
Joi nt purchasing is encouraged whenever possible.

A STATE PURCHASI NG Certain itens are annually let for
bi ds by the Procurenment Division of the State of Illinois. Any
unit of government in the state may avail thenmsel ves of these
bid prices. Purchasing through State Purchasing may satisfy the
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requi renment for bidding even though the purchase may be in
excess of $20, 000.

When itens are purchased through the State Purchasing
vendor, t he Depart ment Head prepares a purchase order
requi sition as normally prescribed, but also submts a copy of
the State Purchasing Contract.

B. COOPERATI VE PURCHASING. It may al so be beneficial for
the Village to join with other units of |ocal governnent, the
Nort hwest Municipal Conference, and/or other councils of
governnment in securing price quotations and in bid letting.
Purchasing through Cooperative Purchasing may satisfy the
requi rement for bidding even though the purchase my be in
excess of $20, 000.

Peri odi ¢ checks of what other governnmental units are paying
can confirmwhether the Village is receiving a good price. If a
nei ghboring nmunicipality is contenplating the bidding of a
particular item which is also to be bid by the Village, the
joining of the two municipalities may result in a | ower price.

17.09 CAPI TAL ASSETS

Certain purchases will be recorded in the Village's records as
capital assets. Capital assets shall include |land, |and right-
of -way, land inprovenents, buildings, building inprovenents,

construction in progress, machinery, equipnment, furniture,
fixtures, vehicles, and infrastructure such as roadways, storm
sewers, water mains, etc. that neet the following criteria:

1. The asset nust be tangible.

2. The asset nust provide a benefit for nore than one
fiscal year.

3. The acquisition cost of the asset nust be greater than
or equal to $1, 000. 00.

The acquisition cost shall include the direct cost of the asset
pl us those costs necessary to place the asset into its location
or condition such as freight charges, installation charges,

engi neering costs, etc.

In order to properly safeguard capital assets, capital asset

forms nust be conpleted and forwarded to the Finance Depart nent

in a tinmely fashion. Upon acquisition of a capital asset, a
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capital asset data entry form needs to be conpleted by the
departnent purchasing the capital asset. Additionally, whenever
a capital asset is transferred from one departnment to another
departnment or from one |location to another |ocation, a capital
asset transfer form meeds to be conpleted by the departnment
transferring the capital asset. Finally, whenever a capital
asset is disposed of as waste or via trade-in or auction, a
capital asset retirement form needs to be conpleted by the
departnment disposing of the capital asset. The proper
conpletion of capital asset fornms will ensure that all capita
assets are tracked from acquisition date to di sposal date.

Amended April 27, 2006
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