PURCHASING POLICY
Adopted:
Last Revised:
1. Purpose
The purpose of the City of Minot’s Purchasing Policy (“Policy”) is to provide the operational
guidance and legal framework for City expenditures. The primary objectives of this Policy are
to ensure the City is a good steward of taxpayer resources; to obtain high quality products at the
lowest possible price; to conduct City business in a manner that is open to competition; to
assure consistent application of the purchasing methodology throughout all departments of the
City; to avoid conflicts of interest; and to maintain a spirit of trust and integrity with the
citizens of Minot.
2. Definitions
When used in this Policy, the following terms shall have the following meanings:
City Council means the governing body of the City, which is composed of seven (7) members,
one (1) being the mayor and six (6) being aldermen.
City Manager means the individual, appointed by the City Council, who is responsible for the
administration of all of the affairs of the City and acts as the liaison between Departments and
the City Council.
Department means finance, police, airport, engineering, assessor, fire, public works, personnel,
library, community development, and the offices of the city manager and city attorney.
Emergency Purchase means purchases that cannot be made within the required time due to
public health or public safety concerns, or where immediate expenditures are necessary for
repairs to City property to protect it against further loss or damage, or to prevent or minimize
serious disruption in City services.
Line item means the individual account number in a Department’s budget that was adopted by
the City Council as a part of the annual budget for the City.
Local vendor means a vendor with a physical address in one of the following zip codes:
58701,58703, 58704, 58705, 58707, 58710,58711, 58712, 58713, 58716, 58718, 58722, 58723,
58725, 58731, 58733, 58734, 58735, 58736, 58740, 58741, 58744, 58746, 58748, 58750,
58756, 58759, 58760, 58761, 58762, 58768, 58769, 58770, 58771, 58775, 58778, 58779,
58781, 58782, 58784, 58785, 58787, 58788, 58789, 58790, 58792, 58793, 58368, 58540,
58575, or 58576.
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Piggyback Procurement means any action whereby the City makes a purchase directly off of a
competitively procured contract executed by Federal, State, or Local government officials by
following the procedure in the “Piggyback Procurement” section of this Policy.
Purchasing Agent means the City employee who has been delegated the authority to enter into
a particular purchase contract on behalf of the City. Initial delegation of such authority shall be
vested in the City Manager, but he or she may delegate such authority distributively or uniquely
in such fashion as he or she sees fit.
Purchasing Officer means the employee or employees in purchasing division of the City
Finance Department and responsible for overseeing and assisting in all purchases made
throughout the City.
Request for Bids means a procurement with an award to the lowest, responsible bidder as
determined by applying the factors described in this Policy.
Request for Proposals or Qualifications shall mean a written document which shall include, at
a minimum, a detailed scope of work of the goods or supplies, a description of all professional
services required for the project (if applicable), the evaluation factors and their relative
importance, and the submission deadline.
Sole Source Procurement means any procurement directed to a single vendor without going
through a competitive procurement process but by following the procedure in the “Sole Source
Procurement” section of this Policy.
Specifications means all documents that describe the goods or supplies requested as a part of a
procurement action.
3. General Guidelines
a. Procurement Regulations
All Purchasing Agents are required to comply with all federal, state, and local
procurement requirements. If multiple procurement regulations apply to an
expenditure, the Purchasing Agent shall follow the strictest applicable regulations.
b. Determination of Price
Compliance with this policy requires judgement with regard to the application of
specific Policy levels listed within. Procedures must avoid acquisition of unnecessary or
duplicative items. Consideration should be given to consolidating or breaking out
procurements to obtain a more economical purchase, however, no procurement may be
artificially divided or structured so as to avoid the effect of a certain procurement
method established in this Policy.
Where appropriate, an analysis will be made of lease versus purchase alternative, and
any other appropriate analysis to determine the most economical approach.
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Purchasing Agents should evaluate their purchasing patterns and apply the appropriate
procurement method based upon the annual volume of resources expended. An annual
estimate of quantities of materials consumed by a Department will help to determine
which procurement method is appropriate.
If a Department reasonably expects to consume a large dollar amount of a small value
item, then the total usage should be aggregated for the year to determine compliance
with the purchasing policy. Purchasing Agents should also include the entire cost of
making an asset ready for use by the City to include all costs associated with the
purchased unit including the cost of acquisition, accessories, delivery, and other
incidentals. The costs associated with payments for maintenance contracts are not
to be considered capital costs.
Example: Department A can reasonably predict that they will consume 1,000 items
with a unit cost of $100 per item. Items are purchased throughout the year at various
times in multiple orders as needed. The estimated annual purchase volume should be
measured as $100,000 procurement subject to the purchasing policy limits since the
City will spend more than the procurement formal process limit.
c. Conflict of Interest
The City Council and all City staff shall avoid conflicts of interest throughout the
procurement processes outlined in this Policy.
d. Safe Harbor Approach
If questions arise about the appropriate method of procurement that cannot be answered
with certainty by the City’s Purchasing Officer, the Purchasing Agent shall consider a
formal procurement process as a safe harbor approach for purchasing under this Policy.
e. Local Vendor
When Purchasing Agents are required to obtain informal oral quotes or informal written
quotes, Purchasing Agents shall make reasonable efforts to obtain at least one quote
from a local vendor. When obtaining informal quotes, to the extent possible,
Purchasing Agents shall also make reasonable efforts to diversify which local vendors
they obtain informal quotes from.
When a sealed bid process is required, the City shall provide notifications of sealed bid
opportunities to local vendors registered as bidders on the City’s website.
f. Vendor Suspension and Debarment
The City shall not conduct business with vendors who are currently suspended or
debarred from participation in federal grants and contracts or vendors who have not
successfully resolved performance issues on past procurements with the City. It is the
responsibility of the Purchasing Agent to confirm and document that a vendor is not an
excluded entity on the http://sam.gov website prior to entering into any contracts with a
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vendor. If the City is conducting business with vendors for $25,000 or more and the
business involves any federal monies, the Purchasing Agent shall confirm that the
vendor is registered to participate in federal grants and contracts; documentation from
http://sam.gov establishing that the vendor is registered to participate in federal grants
and contracts shall be attached to the applicable Procurement Checklist. Questions
relating to this process shall be referred to the City’s Purchasing Officer.
g. Budget Line Item
No expenditure shall be made with respect to a particular fund unless supported by total
appropriations in the fund in the annual budget ordinance, or subsequent amendments to
the annual budget ordinance, sufficient to pay such expenditure.
Unless specifically indicated in this Policy, prior City Council approval is not required
if an expenditure is made with respect to a particular purpose that is described with
reasonable certainty by a particular line item description in the annual budget ordinance
to which the expenditure relates.
Unless an exception exists under this Policy or in the City’s Code of Ordinances, a
budget amendment is required prior to any expenditure with respect to a particular
purpose that is not described with reasonable certainty by a particular line item
description in the annual budget ordinance to which the expenditure relates or if the
amount allocated in the annual budget ordinance line item to which the expenditure
relates is inadequate to cover the cost of the expenditure.
4. Bidding Procedures
a. Informal Oral Quotes
If informal oral quotes are required, the Purchasing Agent, before making the purchase,
shall informally solicit three (3) or more quotes from vendors, which quotes need not be
in writing, but which may be made orally or by telephone or in person. The Purchasing
Agent shall develop written specifications relating to the purchase and include that
information in the Procurement Checklist. The Purchasing Agent soliciting the
informal oral quotes shall document the following information on the applicable
Procurement Checklist: from whom quotes were solicited, the manner in which the
quotes were solicited, the date when the quotes were solicited, and the price and any
other pertinent detail of each quote received.
b. Informal Written Quotes
If informal written quotes are required, the Purchasing Agent, before making the
purchase, shall develop written specifications relating to the purchase and shall
informally solicit three (3) or more quotes from vendors, which quotes shall be in
writing. The written specifications and written quotes shall be attached to the
applicable Procurement Checklist. The written quotes from vendors shall include the
following information: from whom quotes were solicited, the manner in which the
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quotes were solicited, the date when the quotes were solicited, and the price and any
other pertinent detail of each quote received.
c. Sealed Bid Process
If a sealed bid process is required, the Purchasing Agent shall follow the following
procedure:
Written Specifications and Conditions:
The Purchasing Agent shall develop written specifications and conditions as are
necessary to (1) inform the potential bidders of the exact nature of the purchase
which the City wishes to make; (2) allow meaningful comparisons to be made
among the bids which are submitted; and (3) allow the consideration of, or the
refusal to consider, bids which vary from the specifications by way of additions,
deletions, or substitutions.
The written specifications and conditions need not be limited to a physical
description of the product which is sought to be purchase, but may also address,
for example, such matters as to how and upon what conditions repairs, ordinary
maintenance, and operational training would be provided by the vendor if the
purchase contract were awarded to it.
Call for Bids:
The Purchasing Agent shall develop a written call for bids which shall be
accompanied by the related written specifications and conditions. The call for
bids shall explicitly require or explicitly disclaim any requirement for (1) a bid
bond; (2) a performance bond; (3) an indemnification agreement; or (4) a
warranty.
The call for bids shall specify the place, date, and time the bids shall be opened
and tabulated.
The call for bids shall provide that no bid may be read or considered if the bid
does not fully comply with the requirements imposed by law or if the bid is late
and that any deficient bid submitted must be returned to the bidder immediately.
The call for bids shall indicate that the City reserves the right to reject any and
all bids for any reason, and to waive irregularities.
Bid Bond, Performance Bond, or Other Security:
In deciding whether a bid bond or a performance bond should be required, the
Purchasing Agent shall consider, in light of past experience: (1) whether and in
what circumstances there may have been occasions to call upon the bonding
company to honor such bond in connection with similar purchases; (2) the
dependability and stability of those vendors likely to submit bids; and (3) the
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severity of the injury to the City if no such bond is required and circumstances
occurred which would give rise to a call on the bond if there were one.
A certified check, cashier’s check, cash deposit, or other suitable security may
be substituted for a bond when a bond is required.
When a call for bids requires a bond or other security, then, the bid bond or
other security shall be submitted in a separate envelope and attached to the
envelope enclosing the other bid documents.
Advertisement:
The Purchasing Officer shall advertise for bids by publishing the call for bids at
least once per week for two consecutive weeks, with the bid opening happening
at least ten (10) days after the last advertisement. The advertisement must be
published in the official newspaper of the City and on the City website.
Bid Opening and Tabulation:
The bid opening shall occur at the place, date, and time specified in the call for
bids. The bid opening and tabulation shall be open to the public.
d. Award of Contract After Appropriate Bidding Procedure
After completing the appropriate bidding procedure, the Purchasing Agent shall award
the purchase contract to the lowest responsible vendor, as determined by the following
factors:
a. The price quoted or bid;
b. The ability, capacity, and skill of the vendor to provide the product;
c. Whether the vendor can supply the product promptly, or within the time
specified without delay or interference;
d. The character, integrity, reputation, judgment, experience, and efficiency of
the vendor;
e. The quality of previous performance by the vendor;
f. The sufficiency of the financial resources and ability of the vendor to supply
the product satisfactorily;
g. The quality, availability, and adaptability of the product to the particular use
required;
h. The ability of the vendor to provide such future maintenance and other
auxiliary services as might reasonably by required in connection with the
purchase; and
i. The number and scope of the conditions made by the vendor to its bid or
quotation.
If the price factor (a) is not controlling as to which vendor receives the purchase
contract, the Purchasing Agent shall make a record as to which other factors overrode
the price factor. In the case of a tie evaluation, preference shall be given to vendors
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located within the City, if such choice is available. Otherwise, the tie shall be decided
by flip of a coin.
When the convenience of the city would be promoted thereby, all bids, quotes, or other
proposals relating to a potential purchase by the city may be rejected by the Purchasing
Agent.
The Purchasing Agent may waive irregularities or errors in the purchasing process as
long as no vendor is unfairly prejudiced by such waiver. As used herein, "unfair
prejudice" includes, but is not necessarily limited to: (1) one vendor being allowed to
learn of another vendor’s bid or quote and being given an opportunity to undercut the
other vendor’s bid or quote; or (2) one vendor being allowed to avoid a cost or
obligation which the other vendors are not given an equal chance to avoid.
When, as a matter of policy, the City Council reserves to itself the right to make the
award of a purchase contract and the Purchasing Agent is merely fulfilling a ministerial
function in entering into the purchase contract on behalf of the City, the City Council
shall use the same factors described in this section to choose the lowest responsible
vendor, and, in addition, it shall give such weight as it feels appropriate under the
circumstances to the extent, if any, that an award to one particular vendor as opposed to
another will benefit the local community.
In addition, the City Council has the same rights to reject bids, quotes, or other
proposals and the same rights to waive irregularities or errors, as described in this
section.
5. Request for Proposals or Qualifications
As an alternative to the bidding procedures outlined in section 4, if initiating requests for
proposals or qualifications is a better method for the purchase of the particular goods or
supplies, Purchasing Agents may use the request for proposals or qualifications process.
Purchasing Agents using the request for proposals or qualifications approach shall follow the
following process:
a. Informal Request for Proposals or Qualifications
Develop Request for Proposals or Qualifications:
The Purchasing Agent shall develop a request for proposals or qualifications which
shall include, at a minimum, a detailed scope of the goods or supplies, a description of
all professional services required for the project (if applicable), the evaluation factors
and their relative importance, and the submission deadline.
Publication of Request for Proposals or Qualifications:
The Purchasing Officer shall advertise the request for proposals or qualifications at least
once per week for two consecutive weeks, with the bid opening happening at least ten
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(10) days after the last advertisement. The advertisement must be published in the
official newspaper of the City and on the City website.
Review of Written Submissions:
The Purchasing Agent shall review the written submissions from all interested vendors,
persons, and firms and, determine the top three vendors, persons, or firms. If less than
three vendors, persons, or firms have responded to the advertisement, the Purchasing
Agent can recommend re-advertisement or hold interviews with those who did respond.
Negotiations:
The Purchasing Agent shall negotiate a contract with the most qualified vendor, person,
or firm, at a compensation which is fair and reasonable to the City, after notice of
selection and ranking. If the Purchasing Agent is unable to negotiate a satisfactory
contract with this vendor, person, or firm, negotiations must be formally terminated.
Negotiations must commence in the same manner with the second and then the third
most qualified until a satisfactory contract has been negotiated. If no agreement is
reached, three additional vendors, persons, or firms in order of their competence and
qualifications must be selected after consultation with the Purchasing Agent, and
negotiations must be continued in the same manner until agreement is reached.
Recommendation to City Manager or Finance Director:
The Purchasing Agent shall submit its report, recommendation, and negotiated contract
to the City Manager or Finance Director for approval.
b. Formal Request for Proposals or Qualifications
Develop Request for Proposals or Qualifications:
The Purchasing Officer shall develop a request for proposals or qualifications which
shall include, at a minimum, a detailed scope of the goods or supplies, a description of
all professional services required for the project (if applicable), the evaluation factors
and their relative importance, and the submission deadline.
Publication of Request for Proposals or Qualifications:
The Purchasing Agent shall advertise the request for proposals or qualifications at least
once per week for two consecutive weeks, with the request opening happening at least
ten (10) days after the last advertisement. The advertisement must be published in the
official newspaper of the City and on the City website.
Selection Committee:
The Purchasing Agent shall establish a selection committee, composed of five
individuals whom the Purchasing Agent determines to be qualified to make an informed
decision as to the most competent and qualified vendor, person, or firm. The
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Department Head or that person’s qualified, responsible designee, shall sit as a member
of the selection committee.
Review of Written Submissions:
The selection committee shall review the written submissions from all interested
vendors, persons, and firms and, determine the top three vendors, persons, or firms. If
less than three vendors, persons, or firms have responded to the advertisement, the
selection committee can recommend re-advertisement or hold interviews with those
who did respond.
Interview of Vendors, Persons, or Firms:
The selection committee shall hold interviews and evaluate the submissions of the
vendors, persons, or firms on the basis of the criteria identified in the request for
proposals or qualifications. The selection committee shall rank the three in priority
order. The selection committee’s report ranking the interviewed vendors, persons, or
firms must be in writing and must include data substantiating its determinations.
Negotiations:
The Purchasing Agent shall negotiate a contract with the most qualified vendor, person,
or firm, at a compensation which is fair and reasonable to the City, after notice of
selection and ranking. If the Purchasing Agent is unable to negotiate a satisfactory
contract with this vendor, person, or firm, negotiations must be formally terminated.
Negotiations must commence in the same manner with the second and then the third
most qualified until a satisfactory contract has been negotiated. If no agreement is
reached, three additional vendors, persons, or firms in order of their competence and
qualifications must be selected after consultation with the selection committee, and
negotiations must be continued in the same manner until agreement is reached.
Recommendation to City Council:
The Purchasing Agent shall submit the selection committee’s report, recommendation,
and negotiated contract to City Council for approval.
6. Application
a. Bidding Procedures
The following procedures apply to all Purchasing Agents for purchases of goods and
supplies under the bidding procedures:

Responsible Party
Purchasing Agent

For Items up to $5,000
Procedures
1. Purchasing Agent verifies funds are available in the line
item to be expensed.
2. Purchasing Agent researches and makes purchase with
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Department Head approval using best judgment in making
vendor selection. No informal quotes required.

Responsible Party
Purchasing Agent

Purchasing Officer

City Manager or
Finance Director
Purchasing Agent

Responsible Party
Purchasing Agent

Purchasing Officer

For Items $5,001 to $25,000
Procedures
1. Purchasing Agent identifies the item, with description of
major components, to be purchased.
2. Purchasing Agent verifies that funds are available in the
line item to be expensed.
3. Purchasing Agent obtains three (3) informal oral quotes.
4. On the applicable procurement checklist, Purchasing Agent
shall document from whom quotes were solicited, the
manner in which the quotes were solicited, the date when
the quotes were solicited, and the price and any other
pertinent detail of each quote received.
5. With Department Head written approval, Purchasing Agent
submits request with copy of procurement checklist to
Purchasing Officer.
1. Purchasing Officer reviews procurement checklist and
verifies requirements are met.
2. Purchasing Officer forwards to City Manager or Finance
Director.
Approve or deny request. City Council approval not required.
Purchasing Agent completes purchase. Provide copy of
approved procurement checklist to Purchasing Officer with
invoice for payment.
For Items $25,001 to $50,000
Procedures
1. Purchasing Agent identifies the item, with description of
major components, to be purchased.
2. Purchasing Agent verifies that funds are available in the
line item to be expensed.
3. Purchasing Agent obtains three (3) informal written quotes.
4. The written quotes shall be attached to the applicable
procurement checklist and shall include the following
information: from whom the quotes were solicited, the
manner in which the quotes were solicited, the date when
the quotes were solicited, and the price and any other
pertinent detail of each quote received.
5. With Department Head written approval, Purchasing Agent
submit request with copy of procurement checklist to
Purchasing Officer.
1. Purchasing Officer reviews procurement checklist and
verifies requirements are met.
2. Purchasing Officer forwards to City Manager or Finance
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City Manager or
Finance Director
Purchasing Agent

Director.
Approve or deny request. City Council approval not required.
Purchasing Agent completes purchase. Provide copy of
approved procurement checklist to Purchasing Officer with
invoice for payment.

For Items over $50,001 Included Approved Budget
Responsible Party
Procedures
Purchasing Agent
1. Purchasing Agent identifies the item, with description of
major components, to be purchased.
2. Purchasing Agent verifies that funds are available in the
line item to be expensed.
3. Purchasing Agent develops written specifications and
conditions and a call for bids.
4. Purchasing Agent submits written specifications and
conditions; call for bids; and information on which line
item will be charged for the purchase to Purchasing
Officer.
Purchasing Officer 1. Purchasing Officer verifies funds are available in line item
to be expensed.
2. Purchasing Officer assigns Bid Number, signs bid form,
and returns to Department for distribution to potential
vendors.
3. Purchasing Officer places advertisement in Minot Daily
News and lists as City Bid on City’s Website.
Department
Purchasing Agent distributes bid packets to potential bidders.
City Clerk
1. City Clerk receives sealed bids and conducts public bid
opening at place, date, and time prescribed in the bid
specifications.
2. City Clerk retains copy of bid results in official City bid
file.
Purchasing Agent
Purchasing Agent evaluates bids and, with Department Head
written approval, prepares recommendation to City Council.
Recommendation should include the budget line item that will
be charged.
City Council
City Council reviews information and Purchasing Agent
recommendation and awards bid to the lowest and best bidder
or rejects all of the bids.
Purchasing Agent
Purchasing Agent submits invoice to Purchasing Officer with
the bid number identified and copy of City Council approval.
For Items over $50,001 Not Included in Approved Budget
Responsible Party
Procedures
Purchasing Agent
1. Purchasing Agent identifies the item, with description of
major components, to be purchased.
2. Purchasing Agent or Department Head consults with
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Finance
Department
City Council

Purchasing Officer

Purchasing Agent
City Clerk

Purchasing Agent

City Council

Purchasing Agent

Finance Department to verify funds are available for
purchase.
3. Purchasing Agent develops written specifications and
conditions.
4. Purchasing Agent initiates budget amendment/transfer for
the anticipated amount of purchase.
5. Purchasing Agent forwards budget amendment/transfer and
written specifications and conditions to Purchasing Officer.
Review budget amendment/transfer and verify funds are
available.
1. Review specifications and conditions and approve or reject
proposed budget amendment/transfer.
2. If approved, forward to Purchasing Officer to continue
purchasing process.
1. Purchasing Officer assigns Bid Number, signs bid form,
and returns to Purchasing Agent for distribution to potential
vendors.
2. Purchasing Officer places advertisement in Minot Daily
News and lists as City Bid on City’s Website.
Purchasing Agent distributes bid packets to potential bidders.
1. City Clerk receives sealed bids and conducts public bid
opening at place, date, and time prescribed in the bid
specifications.
2. City Clerk retains copy of bid results in official City bid
file.
Purchasing Agent evaluates bids and, with Department Head
written approval, prepares recommendation to City Council.
Budget amendment/transfer should accompany the staff
recommendation.
City Council reviews information and Purchasing Agent
recommendation and awards bid to the lowest and best bidder
or rejects all of the bids. If bid awarded, City Council also
approves budget amendment/transfer.
Purchasing Agent submits invoice to Purchasing Officer with
the bid number identified and copy of City Council approval.

b. Requests for Proposals or Qualifications Procedures
The following procedures apply to all City Departments for purchases of goods and
supplies under the RFP/RFQ procedures:

Responsible Party
Purchasing Agent

For Purchases up to $5,000
Procedures
1. Purchasing Agent verifies funds are available in the line
item to be expensed.
2. Purchasing Agent researches and makes purchase with
Department Head approval using best judgment in making
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vendor, person, or firm selection. No RFP/RFQ process
required.

Responsible Party
Purchasing Agent

Purchasing Officer

City Clerk

Purchasing Agent

City Manager or
Finance Director
Purchasing Agent

Responsible Party
Purchasing Agent

For Purchases $5,001 to $50,000
Procedures
1. Purchasing Agent verifies funds are available in the line
item to be expensed.
2. Purchasing Agent researches and develops RFP/RFQ
which includes a detailed scope of the goods or supplies, a
description of all professional services required for the
project (if applicable), the evaluation factors and their
relative importance, and the submission deadline.
3. Purchasing Agent coordinates advertisement and response
opening with City Clerk.
1. Purchasing Officer verifies funds are available in line item
to be expensed.
2. Purchasing Officer assigns Bid Number, signs bid form,
and returns to Purchasing Agent for distribution to potential
vendors, persons, or firms.
3. Purchasing Officer places advertisement in Minot Daily
News and lists as City Bid on City’s Website.
1. City Clerk receives responses and conducts opening at
place, date, and time prescribed in the RFP/RFQ.
2. City Clerk provides responses to Purchasing Agent.
1. Purchasing Agent evaluates responses and prepares
recommendation.
2. Purchasing Agent negotiates contract with vendor, person,
or firm with highest ranking.
3. With Department Head written approval, Purchasing Agent
forwards recommendation to City Manager or Finance
Director.
Approve or deny request. City Council approval not required.
Purchasing Agent finalizes contract with vendor, person, or
firm and submits to Purchasing Officer.
For Purchases over $50,001
Procedures
1. Purchasing Agent verifies funds are available in the line
item to be expensed.
2. Purchasing Agent researches and develops RFP/RFQ
which includes a detailed scope of the goods or supplies, a
description of all professional services required for the
project (if applicable), the evaluation factors and their
relative importance, and the submission deadline.
3. Purchasing Agent establishes Selection Committee.
4. Purchasing Agent coordinates advertisement and response
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Purchasing Officer

Purchasing Agent
City Clerk

Selection
Committee

Purchasing Agent
City Council
Purchasing Agent

opening with City Clerk.
1. Purchasing Officer verifies funds are available in line item
to be expensed.
2. Purchasing Officer assigns Bid Number, signs bid form,
and returns to Department for distribution to potential
vendors, persons, or firms.
3. Purchasing Officer places advertisement in Minot Daily
News and lists as City Bid on City’s Website.
Purchasing Agent distributes RFP/RFQ to potential vendors,
persons, or firms.
1. City Clerk receives responses and conducts opening at
place, date, and time prescribed in the RFP/RFQ.
2. City Clerk provides responses to Purchasing Agent.
1. Selection Committee reviews the written submissions from
all interested vendors, persons, or firms and determines the
top three vendors, persons, or firms.
2. Selection Committee interviews top three vendors, persons,
or firms and evaluates each on the basis of the criteria
identified in the RFP/RFQ.
3. Selection Committee ranks the three in priority order.
4. Selection Committee forwards recommendation to City
Council.
Purchasing Agent negotiates contract with highest ranked
vendor, person, or firm.
City Council approves or rejects the ranking and the negotiated
contract.
Purchasing Agent finalizes contract with vendor, person, or
firm and submits to Purchasing Officer.

c. Real Property
This Policy does not apply to the purchase of real estate by the City.
d. Services
This Policy does not apply to the obtaining of personal services by the City. However,
in certain circumstances, when a Purchasing Agent, the Purchasing Officer, the Finance
Director, or the City Manager determines it may be in the City’s best interest to
complete a RFP/RFQ process to obtain personal services for the City, the Purchasing
Agent is encouraged to follow the RFP/RFQ process described in this Policy, unless
that process is governed specifically by state or federal law.
e. Construction Projects
This Policy does not apply to special assessment projects or construction projects.
Because of the nature of special assessment projects, construction projects, and projects
for improvements to real property and/or public buildings, such procurements will be
governed by applicable state law. These projects present unique issues that need to be
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addressed including plans and specifications, bidding instructions, bonding, bidding
procedures, bid submission and receipt, and bid opening.
7. Exceptions to Policy
a. Emergency or Exigent Circumstance
This Policy may be waived in the event that exigent circumstances are such that to
follow this Policy will result in a delay and will adversely affect the public health,
safety, and/or welfare. In such case this policy may be waived by the approval of the
City Manager or Finance Director. If a waiver is granted, City Manager or Finance
Director will notify City Council at the next regularly scheduled meeting.
Responsible Party
Purchasing Agent

Purchasing Officer

City Manager or
Finance Director
Purchasing Agent
City Manager or
Finance Director

Procedures
1. Purchasing Agent observes emergency and determines that
following applicable bidding procedures would adversely
affect the public health, safety, and/or welfare.
2. Purchasing Agent identifies solution to emergency
situation, Department Head approves and Purchasing Agent
forwards to Purchasing Officer.
1. Purchasing Officer reviews Emergency Form and verifies
requirements are met.
2. Purchasing Officer forwards to City Manager or Finance
Director.
Approve or deny request. City Council approval not required.
Purchasing Agent completes purchase. Include copy of
Emergency Form with invoice for payment.
City Manager or Finance Director notify City Council of
waiver of Policy requirements due to emergency situation at
next regular City Council meeting.

b. Sole Source
The City may award a contract to a sole source without competitive bidding and may
conduct direct negotiations as appropriate as to the price, quantity, quality, delivery,
and/or terms. Sole Source bidding shall be allowed only in the following instances:
i.
ii.
iii.
iv.

Material, product, or item is regarded as a one-of-a-kind;
The item or product is a manufacturer direct sale with no distributors;
The item or product is a patented or proprietary item; or
The purchase is necessary for repairing or replacing parts or components
of existing City assets or equipment.

Prior to any sole source purchase, the Purchasing Agent seeking to utilize sole source
purchasing complete the Sole Source Form setting forth all facts and justification
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supporting sole source purchasing. Such Form shall include the following information,
as applicable:
i.
ii.
iii.
iv.
v.

vi.
vii.

An explanation for the need for the sole source purchasing;
An explanation for why the goods are the only goods that meet the
department’s needs;
An explanation for why the vendor is the only practicable source
available from which to obtain the required goods;
An explanation as to whether the proposed price is fair and reasonable;
An explanation that a particular supplier or service is required to
standardize or maintain standardization within the department for
purposes or reducing financial expenses or simplifying administration;
An explanation that a particular supplier or vendor is required to be used
to match equipment, materials, or supplies currently in use;
An explanation of whether the vendor possesses exclusive and/or
predominant capabilities or the items contained a patented feature
providing superior utility not obtainable from similar products.

Written approval for sole source purchases less than $50,000 shall be given by the City
Manager or Finance Director. Approval for sole source purchases in excess of $50,000
shall be given by the City Council.

Responsible Party
Purchasing Agent

Purchasing Officer

City Manager or
Finance Director
Purchasing Agent

Responsible Party
Purchasing Agent.

Sole Source up to $50,000
Procedures
1. Purchasing Agent identifies the item to be purchased.
2. Purchasing Agent verifies that funds are available in the
line item to be expensed.
3. Purchasing Agent prepares Sole Source Form for use of
sole source process.
4. Department Head approves in writing and Purchasing
Agent forwards to Purchasing Officer.
1. Purchasing Officer reviews Sole Source Form and verifies
requirements are met.
2. Purchasing Officer forwards to City Manager or Finance
Director.
Approve or deny request. City Council approval not required.
If approved, Purchasing Agent completes purchase. Include
copy of sole source purchase approval with invoice for
payment.
Sole Source over $50,000
Procedures
1. Purchasing Agent identifies the item to be purchased.
2. Purchasing Agent verifies that funds are available in the
line item to be expensed.
3. Purchasing Agent prepares Sole Source Form for use of
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City Council
Purchasing Agent

sole source process.
4. Department Head approves and Purchasing Agent consults
with Purchasing Officer and City Manager or Finance
Director.
5. Submit to City Council.
Review information and approve or deny sole source purchase.
If approved, Purchasing Agent completes purchase. Include
copy of City Council approval with invoice for payment.

c. Piggyback Purchasing
The City may make purchases jointly with or through another governmental entity
(including but not limited to state governments, local governments, other political
subdivisions, cooperative joint purchasing vendors and public buying consortia,
whether located within or without the state of North Dakota) without competitive
bidding.
Departments making purchases under this exception are responsible to assure that
source documents establishing evidence of a competitively procured contract is
available for review, if necessary. If this exception is used on a contract that involves
federal funds, the Department must ensure the contract has all of the required federal
contract provisions.
Piggyback Purchase up to $50,000
Responsible Party
Procedures
Purchasing Agent
1. Purchasing Agent identifies the item to be purchased.
2. Purchasing Agent verifies that funds are available in the
line item to be expensed.
3. Purchasing Agent identifies state, federal, or other
cooperative or joint purchasing agreement applicable to
purchase.
4. Purchasing Agent assures source documents establishing
competitive procurement exists and is available.
5. Department Head approves and Purchasing Agent forwards
Piggyback Purchase Form to Purchasing Officer.
Purchasing Officer 1. Purchasing Officer reviews Piggyback Purchase Form and
verifies requirements are met.
2. Purchasing Officer forwards to City Manager or Finance
Director.
City Manager or
Approve or deny request. City Council approval not required.
Finance Director
Purchasing Agent
If approved, Purchasing Agent completes purchase. Include
copy of state or national bid purchase approval with invoice for
payment.
Piggyback Purchase above $50,000
Responsible Party
Procedures
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Purchasing Agent

City Council
Purchasing Agent

1. Purchasing Agent identifies the item to be purchased.
2. Purchasing Agent verifies that funds are available in the
line item to be expensed.
3. Purchasing Agent identifies state, federal, or other
cooperative or joint purchasing agreement applicable to
purchase.
4. Purchasing Agent assures source documents establishing
competitive procurement exists and is available.
5. Department Head approves and Purchasing Agent consults
with Purchasing Officer and City Manager or Finance
Director.
6. Submit to City Council.
Review information and approve or deny state or national bid
purchase.
If approved, Purchasing Agent completes purchase. Include
copy of City Council approval with invoice for payment.

8. Purchasing Office Policies and Procedures
a. Procurement Checklists
The City’s Purchasing Officer has developed checklists for procurement. There are
three checklists to help guide Purchasing Agents through the procurement processes.
Those three checklists include the Procurement Checklist, the Construction
Procurement Checklist, and the Federal Grant Procurement Checklist. The checklists
are located on the intranet site under the documents section. These checklists are
required to be completed, properly approved by a Department Head, and submitted to
the Finance Department prior to purchase.
b. Purchasing Cards
All employees of the City are required to use their purchasing cards when applicable. If
an employee refuses a purchasing card, that employee should no longer have the ability
to purchase items for the City. When purchasing with the credit card, City employees
are still expected to follow any applicable purchasing regulations and this Policy.
c. New Vendor Requests
The new vendor must provide the vendor set up forms and a completed IRS W‐9/W‐8
form. Departmental staff are responsible to request and provide the vendor data to the
Finance Office prior to or in conjunction with a payment request. Any changes to a
vendor will also require the vendor to provide a current completed IRS W‐9/W‐8 form.
Vendor Payments will not be sent out until the Finance Department receives a
completed W-9 form from the vendor.
d. Internal Controls/Approval Process
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The purchase order and credit card payment systems have been established with a
reasonable level of internal controls. Department and Division Head approvals are
required and inherent in this approval process. Department Heads and Division Heads
certify that budgetary resources have been appropriated where required, that goods and
supplies have been delivered as ordered, and that all procurements follow the City
purchasing policy. Department Heads and Division Heads shall enforce policies
adopted by the City Council and uniform accounting practices established by the
Finance Department in support of financial reporting.
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