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3.20.010 - Reserved.

Editor's note— Ord. No. 0-19-34, pt. VII, adopted December 17, 2019, repealed § 3.20.010, Former § 3.20.010 pertained to

purchasing department—Established—Appointment, salary and bond of purchasing manager and derived from Ord. 0-06-11 § 1
{part), adopted 2006.

3.20.020 - Reserved.,

Editor's note— Ord. No. 0-19-34 , pt. VII, adopted December 17, 2019, repealed § 3,20.020. Former § 3.20.020 pertained to
purchasing manager—Scope of purchasing authority and derived from Ord. 0-06-11 & 1 {part), adopted 2006,

3.20.030 - Requisitions and estimates.

All using departments of the city shall file detailed estimates of their requirements in supplies, materials, equipment, and

contractual services in such a manner, at such time, and for such future periods as the finance department shall prescribe. This

shall in no wise prevent any using department from filing with the finance department at any time a requisition for supplies,

materlals, equipment, or contractual services, the need for which was not foreseen when the detailed estimates were filed,

(Ord‘ 0-06-11 8 1 {part), 2006)

(Ord, N

0. 0-19-34, pt. VIll, 12-17-19}

3.20.040 - Purchasing procedure, Lpn
i

about:blank

A. All expenditures for supplles, materials, equipment or services shall be made in accordance ‘one of the following

procedures, except as otherwise provided in subsections B or C of this section or by resolution of the common council:

1.

When any single purchase or group of related purchases shall exceed twenty-five thousand dollars {or such octher
amount as the state of Wisconsin may set in Wisconsin S$tatutes Section 62,15), competitive bids shall be obtained
in accordance with the procedure prescribed in_Section 3.20.050 of this chapter and if the bid is awarded to other
than the lowest responsible bidder, acceptance of any such bid shall be only with the consent and approval of the

common council, ool — 24,444

When any single purchase or group of related purchases shall be neither less than ten thousand dellars nor more
than twenty-five thousand dollars, the purchase may be authorized without the taking of quotations or bids as
described in_Section 3,20.050 or_3.20.060 of the chapter, subject to the common council's approval of the payment
for such purchase, unless a different threshold is required by applicable laws or regulations. Such purchases shall
be made In a manner consistent with applicable administrative procedures related to doing business with
Disadvantaged, Minority, Veteran or Women-owned Business Enterprises ("DBE/MBE/VOBE/WEE"),

When any single purchase or group of related purchases shall be less than ten thousand dollars, the purchase may
be authorized without the taking of quotations or bids as described in_Section 3.20.050 or_3.20.060 of the chapter,
subject to the common council's approval of the payment for such purchase, unless a different threshold is
required by applicable laws or regulations. Such purchases shall be made in a manner consistent with applicable
administrative procedures related to doing business with Disadvantaged, Minority, Veteran or Women-owned
Business Enterprises ("DBE/MBE/VOBE/WBE").

In the case of emergency which requires immediate purchase of supplies, materials, equipment or services, any
using department, city official or department head may secure such supplies, materials, equipment or contractual
services by purchase order, without the taking of quotations or hids as prescribed in_Section 3.20.050 or 3,20,060
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of this chapter subject only to the consent and approval of the common 'council; provided, however, that a full explanation of the
circumstances of such emergency shall be entered in the minutes of the common council and shall be open to public inspection.
5. Except as provided in subsection {A}{7) of this section, the common council delegates authority to the board of
parks and forestry commissioners to approve expenditure without further approval by the commeon council, when
any single purchase or group of related purchases of less than five thousand dollars is made under the direction of
the board of parks and forestry commissioners, This provision is an exception to subsections (A)2) and (A)(3) of
this section.
6. For purposes of renting or leasing equipment or property, the procedure to be followed shall be determined by
considering the maximum total expenditure for such lease or rental agreement over the term of such agreement,
7. a, Contracts. If any purchase is to be made by contract, the contract shall first be submitted to the city attorney for
review. All contracts shall be countersigned by the comptroller as provided in Section 62.09 of the Wisconsin
Statutes,
b, Except as provided in subsection (A{7)(c) of this section, all contracts must be approved by the common
council,
c. Department directors are authorized to execute contracts on behalf of the coammon council provided: (1) the
coniract is one year or less in duration; and (2) the City's total liability under the contract is twenty-five

thousand dollars (or such other amount as specified in subsection (A){1) or (C) of this section) or less; and (3)

the amount of the contract does not exceed the amount approved in the annual budget by the common
council for the purchase,
B. Materials and metering equipment, purchased by the water utility shall be exempt from the requirements of
subsections {A){1} through (4)(3} of this section provided that:
1. The purchase is funded by a party other than the water utility,
2. The purpose of the materials and equipment is to improve or extend water service; and
3, The materials and equipment are to be owned by the water wtility.

C. Contractual professional services in an amount up to one hundred thousand dollars may be procured in a manner
consistent with administrative policy; Contracts for professional services in an amount over one hundred thousand

dollars must be approved by the common council,

{Ord. 0-06-11 § 1 (part), 2006)
{Ord. No. ©-13-11, 85 |, II, 7-16-2013; Ord. No. 0-17-11 , pts. |—V, 4-4-2017; Ord. No, 0-22-16, pts. |, Il, 4-19-2022)
3,20.050 - Sealed bid procedure,

Whenever sealed bids are required by this chapter, the following procedure shall be observed:

A. The finance department shall solicit sealed bids from all prospective suppliers who shall have requested that their
names be maintained on an appropriate list, and from any other suppliers, by sending them a notice sufficient to
acqualnt them with the proposed award and such other requirements herein contained,

B. The city finance department shall advertise for bids by the posting of such notice in locations and through methads
reasonably expected to give appropriate notice to those who may be interested in submitting bids,

C. All bids shall be submitted sealed to the finance department. The finance department may require a surety to
accompany any bid in the form of a surety bond In such amount as the finance department shall prescribe. If the
successful bidder shall not, within ten days after the award, enter into a contract with the city of Wauwatosa pursuant

to their bid, the bidder shall forfeit such surety.
D.

about:blank
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All bids shall be opened in public at the time and place specified in the above-mentioned notices.

E. Any bid with alterations or erasures therein may be rejected, and any or all bids may be rejected by the finance

department,

F. After taking into consideration the quality offered with a bid, delivery terms and service reputation of the bidder, the
contract shall be awarded to the lowest responsible bidder, In the event the award shall be of a long-term contract, a

copy of such contract shall be filed with the finance director.

G. After examination, tabulation by the finance department, and award of a bid, bids may be inspected by the competing
bidders.

H. In the event more than one successfut bid received is of the same total amount or unit price, and if no additional
factors make clear that any of the bids is in the best interests of the city, the finance department shall break the tie by
drawing lots.

(Ord, 0-06-11 § 1 (part), 2006)
{Ord. No. 0-19-34 , pt. IX, 12-17-19)
3.20.060 - Quotations.

Whenever sealed bids are not required and unless otherwise provided by this chapter, the following procedure shall be

observed:
A. Wherever possible, the using department shall solicit at least three competitive quotations from prospective
suppliers,

B. Such solicitation shall be by direct mail, facsimile, telephone, e-mail or personal contact, ar any combination
thereof, and-hy-the
whenever pessibste,

C. The using department shall forward evidence of the solicitation of quotations to the finance department for review

and approval, who shall keep a record of all open market orders and the quotations submitted in competition
thereon, and such record shall be open to public inspection.

{Ord. -06-11 8 1 (part), 2006)

{Ord. No. 0-19-34, pt. X, 12-17-19)

3.20.070 - Encumbrance of funds.

The finance department shall not issue any order for delivery on a contract or any open market order uniess and until the
department certifies that there is to the credit of each of the using departments concerned a sufficient appropriation balance, in
excess of all unpaid obligations, to defray the cost of such supplies, materials, equipment, or contractual services. The finance

director shall countersign all contract and open market orders.

{Ord. 0-06-11§ 1 (part), 2006)

(Ord. No. 0-19-34, pt. XI, 12-17-19)

3.20.080 - Inspection of deliveries.

The using department shall inspect, or supervise the inspection of all deliveries of supplies, materials, equipment, or
contractual services to determine their conformance with the specifications set forth in the order or contract, except that in the
case of public works under the jurisdiction of the board of public works, the city engineer or director of public works shall Inspect
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or supervise the inspection of such deliveries,
(Ord. 0-06-11 § 1 (part), 2006)
{Ord. No. 0-19-34 , pt. XIl, 12-17-19}

3.20.090 - Surplus stock.

The using department shall have the power to dispose of all surplus supplies, materials, and equipment not needed for public
use or that may have become unsuitable for public use, Any such disposal shall be conducted in a manner which is in the best

interest of the city, and shall not require approval of the commaon council.
(Ord. 0-06-11 § 1 {part), 2006}

{Ord. No. 0-09-03, Part i, 2-17-2009; Ord. No. 0-19-34 , pt. Xill, 12-17-19)

3.20.100 - Rules and regulations.

The finance department shall establish and from time to time amend all rules and regulations autharized by this chapter and
any others necessary to its operations; such rules and regulations and amendments thereto shall be subject to the approval of

the city administrator.

(Ord. 0-06-11 & 1 (part), 2006)

(Ord. No. 0-19-34, pt. XIV, 12-17-19)

3.20.110 - Records of perpetual inventories, tools on check and equipment,

The finance department shall keep accurate perpetual inventory records of all capital items and equipment owned and
purchased by the city. Such inventory records shall be maintained within the general cost and accounting system of the city of

Wauwatosa.

(Ord. 0-06-11 § 1 {part), 2006)

(Ord. No. 0-19-34 , pt. XV, 12-17-19)

3.20.120 - City's transactions covered by purchase orders.

All purchases far using department of the city covering any and all expenditures for supplies, materials, equipment, and
services In an amount greater than five thousand dollars must be covered by a city purchase order or contract, except those

purchases made by authorized use of a city purchasing card.

(Ord. 0-06-11 § 1 (part), 2006)

{Ord. No. 0-17-11, pt. VI, 4-4-2017; Ord. No. 0:19-34 , pt. XV|, 12-17-19)

3.20.130 - Financial and other interests in contracts and orders prohibited,

Neither the finance department, nor any member of the finance department staff, shall be financially interested or have any
personal benefit, either directly or indirectly, in any contract or purchase for any supplies, materials, equipment, or contractual
services purchased by the city. Nor shall the any member of the finance department accept or receive, directly or indirectly, from
any individual, firm or carporation to which any contract or purchase order may be awarded, any gifts, commission,

compensation, or remuneration other than from the city of Wauwatosa in connection with the performance of their duties.

about:blank
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(Crd. 0-06-11 § 1 {part), 2006)

{Ord, No, 0:19-34 , pt. XVll, 12-17-19)

3.20.140 - Purchases from or with state, federal or other local governments,

Notwithstanding the provisions of this chapter, the finance department may make purchases from or in conjunction with
another unit of government, including the state or federal government, or public cooperative buying group, provided the price of

the purchase was set by open, competitive bids, without the intervention of city bids,
(Ord. 0-06-11 8 1 (part), 2006)

{Ord. No, 0-19-34 , pt, XVIIl, 12-17-19)

3.20,150 - Escalator clauses,

In bids for the purchase of commodities or services in excess of one year, the specifications may allow the bidders to submit a

proposal for an annual increase so long as the criterla for the increase is included in the bid,

{Ord. 0-06-11 § 1 (part), 2006)

3.20.160 - Waiver of the bidding process,

The common council may by resolution waive the bidding process for the purchase of specific commodities, products,

equipment or services when it is deemed to be in the public interest. Such waiver may be done at any time and shall remain in

effect until changed by the commaon council.

{Ord. 0-06-11 § 1 {part), 2006}

about:blank
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