3.04.010 Adoption of Purchasing System

A.

Establishment. In order to establish efficient procedures for the purchase of supplies,
materials and equipment, and contracted services, to secure for all departments or
agencies of the City excepting-the Municipal-\Water Department-and-the-Free Public
Library-supplies, materials, equipment, and services at the lowest possible cost
commensurate with the quality needed, to exercise positive financial control over
purchases, to clearly define authority for the purchasing functions and to assure that
quality of purchases, a centralized purchasing system is adopted. Except as specified
herein, there shall be no exemption from centralized purchasing and no Aagency or
Ddepartment shall be authorized to purchase, or contract for the purchase of supplies,
services or equipment independently of the administrative-officePurchasing Division. The
Municipal Water Department and the San Bernardino Public Library shall not be subject
to this centralized purchasing system; however; the Board of Water Commissioners and
the Board of the San Bernardino Free-Public Library shall employ procedures
substantially in compliance with the provisions of this Chapter as such may be
applicable.

Purchasing Policy. All purchases of goods, supplies, equipment and services shall be

made in accordance with the formal Purchasing Policy in effect at the time of purchase.
The Purchasing Policy shall be developed by staff and adopted by mayor and City
Council. The Purchasing Policy may be changed from time to time by City Council
Resolution in order to remain in compliance with necessary law and to address the
evolving procurement needs of the City.

Vendor Lists. The City may utilize the processes of this Chapter and Purchasing Policy to

procure cendors who will be eligible or preferred to provide goods or services to the City
on an as-needed basis.

Exemptions. This Chapter shall not apply to the following:

1. Purchases from, or sales to a government or governmental agency, or through
any advantageous governmental contract approved by the Council, or to the
purchase of election supplies, or to purchases and/or services or service
contracts relating to litigation or prosecution or investigations thereof, or to
purchases and/or services or service contracts relating to fire and police
investigations, or to the purchases and/or services or service contracts relating to
board up or demolition of buildings or structures.

2. Purchases from a vendor or manufacturer which, through the City's bidding
procedure, or other Califernia-government or governmental agency's bidding
procedure, has established a price at which such a vendor or manufacturer is
willing to sell to the City. During such a bid procedure more than one responsive
bid must have been received.-and-the-bid-award-must-have-occurred-within-ehe

year-atthe City'sissuance-ofapurchase-order,
3. Purchases approved by the Mayor and Common Council.

4, Purchases ferlessthan-$500.000f less than ten thousand dollars ($10,000).




5. Public Works Projects. Procurement procedures for Public Works Projects are
defined in Chapters 12.20, 12.21 and 12.24 of the San Bernardino Municipal Code.

6. Sole Source procurements as more defined in the Purchasing Policy,

7. Emergency Procurements as more defined in Section 3.04.070 of the Municipal
Code and the Purchasing Policy.

8. Federal/Grant-Funded Procurement to the extent that this Chapter and
Purchasing Policy is inconsistent any federal, grant or other funding source requirement
for a particular purchase. In that event, the federal, grant or other funding source
procurement requirements shall control.

9. Inadequate competition as more defined in the Purchasing Policy.

(Ord. MC-983, 9-24-96; Ord. MC-858, 1-12-93; Ord. MC-608, 9-22-87; Ord. MC-513, 4-
22-86; Ord. MC-431, 1-25-85; Ord. 2588, 6-23-64)

3.04.020 Purchasing ©fficer-Division

materials, equipment, and services shall be the responsibility of the Purchasing Division. The

Purchasing Division is part of the Finance Department, which is responsible for carrying out
written administrative procedures adopted by the City Council related to Procurement. The
Purchasing Division Manager is responsible for the Purchasing Policy, and will develop, advise,
review, audit and ensure compliance throughout the Purchasing process as the City’s subject

matter expert.

3.04.030 Estimates-of reguirementsBidding Requirements

supplies, materials, equipment, and contracted services is dependent upon the total dollar

amount of the goods or services to be purchased and the type of purchase.

A. Purchases up to $10,000

Purchases up to $10,000 may be purchased using a Purchasing Card or through a check
request with no requirement for formal bids or quotes.

B. Purchases between $10,001 and $40,000

Purchases between $10,001 and $40,000 are processed informally, through vendor quotations
and may be processed directly by the department making the purchase. The informal bidding
process is more particularly described in the Purchasing Policy.

C. Purchases above $40,000




Puchases in this category are subject to formal competitive bidding or competitive selection
depending on the type of purchase. The formal competitive bidding process is more particularly
described in the Purchasing Policy.

{Ord. 2588,6-23-64)
3.04.040 ReguisitionsApproval Authority

the—Pu%ehagng—Agem_by—standaFd—reQHmﬁeFm&The authorltv to purchase supplles

materials, equipment, and contracted services is dependent upon the total dollar amount of the
goods or services to be purchased and the type of purchase. Purchasing authority are based on
the following amounts:

A. Purchases up to $50,000

Purchases in this category may be authorized by the Agency/Department Directors and/or the
City Manager.

B. Purchases between $50,001 and $100,000

Purchases in this category may only be authorized by the City Manager or their designee.

C. Purchases over $100,000

Purchases in this category may only be authorized by the Mayor and City Council.

(Ord. 2588, 6-23-64)

3.04.050 Purchase Oerders and Procurement Cards

Purchase of supplies, materials, and equipment shall be made only by purchase order or

procurement card, whichever is appropriate..—ane-sighed-by-the-Purchasing-Agentor
e

(Ord. MC-858, 1-12-93; Ord. 2588, 6-23-64)
3.04.060 Encumbrance of funds

The Purchasing Agent-Division shall not issue any purchase order for supplies, materials or
equipment unless there exists an unencumbered appropriation in the account against which the
purchase is to be charged, and until the same has been approved by the finance-divisionBudget
Division of the administrative-officeFinance Department.

(Ord. 2588, 6-23-64)







3.04-075-3.040.070 Emergency Ppurchases

In case of an emergency, which is so urgent as to preclude advance action by the Mayor and
Commoen-City Council and which requires purchase of supplies, materials, equipment or
contractual services, the City Administrater-Manager shall have the authority to authorize the
Purchasing-Agentte-securinge in the open market at-the-lowestobtainable-price-any such
supplies, materials, equipment or contractual services. This emergency authority shall extend to
all purchases, irrespective of the fact that the amount might exceed the authorized thresholds
outlined in Section 3.05.020 of the Muicipal Code . limitationforopenmarketpurchases—n-all
instaneesa-full An explanation of the emergency circumstances shall be filed with the Mayor
and Gemmen-City Council_within forty-eight (48) hours of the emergency purchase.

(Ord. 3893, 1-09-80; Ord. 2588, 6-23-64)
3.04.080 Open-marketprocedureSurplus Supplies and Equipment

A. All Agencies and Departments shall submit to the Purchasing Division reports showing
all supplies, materials and equipment which are no longer used or usable or which may have
become obsolete, unsuitable or worn out. The Purchasing Division Manager shall have authority
to sell said supplies, materials and equipment, or to exchange the same for, or trade in the
same on, hew supplies, materials and equipment. Such sales, exchanges or trade-ins shall be
made to the highest and best bidder pursuant to the procedures in the Purchasing Policy, or
shall be made at a public auction as hereinafter set forth in this Section 3.04.100.

B. Public Auction. A notice describing the property in sufficient detail for its identification
shall be prepared by the Purchasing Division and shall be given at least five days before the




time fixed therefore by publication once in an established newspaper or other publication of
general circulation published in the City.

C. City officers shall not be purchasers at any such public auction authorized, conducted, or
administered by them in their official capacity, nor shall any City officer or employee directly or
indirectly submit a bid at the auction if they have participated in the preparation or conduct of the
auction in their official capacity.

D. The property so offered for sale shall be sold to the highest bidder for cash, provided
that the Purchasing Manager may, at their discretion, fix a minimum sale price and may refuse
to sell unless the minimum price is offered, and may further refuse to sell unless a deposit of
security is immediately made.

E. Any property sold at public auction shall be provided to the purchaser upon full payment
of the purchase price.

F. The proceeds of the auction sale or sales shall immediately be deposited with the
Department of Finance and deposited into the General Fund of the City.







3:04-1203.04.090 Penalty-To-Split Purchases

It shall be unlawful to split or separate into smaller purchases, a purchase so as to bring the
purchase within the provisions of any exemption or less stringent procedure provided herein.

(Ord. MC-858, 1-12-93)
304125 3.04.100 Local Bkidders

Any formal or informal bid submitted by a local bidder for goods or materials pursuant to this
Chapter shall receive a ere-five percent (51%) credit for comparison purposes with other
bidders. For the purpose of this Section, "local bidders" shall be bidders with (1) fixed facilities




with employees within the City of San Bernardino’s jurisdiction (a PO Box or residential address
is insufficient unless it is a home-based business, in which case the residential address may be
used) and (2) an approprlate Cltv of San Bernardlno Business Llcense forwhich-the pointof

(Ord. MC-903, 5-05-94)





