
 
AGENDA 

REGULAR CITY COUNCIL MEETING 
COUNCIL CHAMBERS 
5000 CLARK AVENUE 

LAKEWOOD, CALIFORNIA 
 

September 11, 2018, 7:30 p.m. 
 
 
 
CALL TO ORDER 
 
INVOCATION:  Monsignor Joseph Greeley, Saint Pancratius Catholic Church 
 
PLEDGE OF ALLEGIANCE:  Camp Fire Wild Things 
 
ROLL CALL: Mayor Steve Croft 
 Vice Mayor Todd Rogers 
 Council Member Diane DuBois 
 Council Member Ron Piazza 
 Council Member Jeff Wood 
 
ANNOUNCEMENTS AND PRESENTATIONS: 
 
ROUTINE ITEMS: 
All items listed within this section of the agenda are considered to be routine and will be enacted by one 
motion without separate discussion.  Any Member of Council may request an item be removed for 
individual discussion or further explanation.  All items removed shall be considered immediately 
following action on the remaining items. 
 
RI-1 MEETING MINUTES - Staff recommends City Council approve Minutes of the Meetings held 

June 5, and June 12, 2018 
 
RI-2 PERSONNEL TRANSACTIONS - Staff recommends City Council approve report of personnel 

transactions. 
 
RI-3 REGISTERS OF DEMANDS - Staff recommends City Council approve registers of demands. 
 
RI-4 CITY COUNCIL COMMITTEES’ ACTIVITIES - Staff recommends City Council approve report 

of City Council Committees’ activities. 
 
RI-5 PERMIT FOR MAYFAIR HIGH SCHOOL HOMECOMING PARADE - Staff recommends City 

Council approve application of Mayfair High School for a permit to conduct their annual 
Homecoming parade on October 26, 2018. 

 
RI-6 REVISIONS TO CONFLICT OF INTEREST CODE - Staff recommends City Council accept and 

approve conflict of interest code for officers and employees of the City of Lakewood as submitted. 
 
RI-7 PURCHASE ONE 2019 FORD F250 CREW CAB CNG LONG BED TRUCK - Staff recommends 

City Council authorize purchase of one 2019 Ford F-250 crew cab CNG long bed truck at the 
contract price of $42,500.54 from Downtown Ford Sales. 
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ROUTINE ITEMS: - Continued 
RI-8 PURCHASE OF HOLIDAY STREET BANNERS - Staff recommends the City Council authorize 

the purchase of holiday street banners from Sierra Display, Inc. in an amount not to exceed 
$23,000. 

 
RI-9 RESOLUTION NO. 2018-57; ESTABLISHING PAYING AND REPORTING THE VALUE OF 

EMPLOYER PAID MEMBER CONTRIBUTION FOR CITY OFFICERS AND EMPLOYEES - 
Staff recommends City Council adopt the proposed resolution. 

 
RI-10 PURCHASING POLICY, RESOLUTION NO. 2018-58 - Staff recommends City Council adopt the 

proposed resolution amending the Purchasing Policy as presented. 
 
RI-11 BOYAR PARK EMERGENCY REPAIRS - Staff recommends City Council ratify emergency 

repairs consisting of fence replacement along Boyar Park by A&G Sales in the amount of $2,992 
and work to pedestrian bridge crossing over Del Amo Boulevard in the amount of $6,598.58. 

 
RI-12 PERFORMANCE REPORT ON LAKEWOOD CENTER SPECIFIC PLAN 2011-2, 

AMENDMENT NO. 2, REGARDING TEMPORARY OUTDOOR ACTIVITIES; RESOLUTION 
NO. 2018-59 - Staff recommends City Council adopt proposed resolution. 

 
PUBLIC HEARINGS: 
1.1 CDBG PROGRAM CONSOLIDATED ANNUAL PERFORMANCE AND EVALUATION 

REPORT - Staff recommends City Council hold a public hearing and receive public comment on the 
Consolidated Annual Performance and Evaluation Report for fiscal year July 1, 2017 through June 
30, 2018, and direct staff to submit to the local HUD office. 

 
1.2 AWARD OF BID FOR PUBLIC WORKS PROJECT NO. 2018-04R, SANITARY SEWER 

LATERAL AT RYNERSON PARK - Staff recommends City Council adopt plans, specifications, 
and working details for project; award contract for “Sanitary Sewer Lateral at Rynerson Park,” 
PW2018-04R, in the amount of $230,710 to the low bidder First Class Plumbing Co. and authorize 
Mayor to sign contract; authorize staff to approve a cumulative total of change orders not to exceed 
$46,000; and authorize Willdan to perform project management and inspection services up to an 
allowance of $35,000 under existing Engineering Services Agreement. 

 
LEGISLATION: 
2.1 ORDINANCE NO. 2018-2; AMENDING THE LAKEWOOD MUNICIPAL CODE AND THE 

ZONING ORDINANCE PERTAINING TO STANDARDS FOR ACCESSORY DWELLING 
UNITS (ADU’S) - Staff recommends City Council adopt the proposed ordinance. 

 
2.2 ORDINANCE NO. 2018-3; AMENDING ARTICLE IX OF THE LAKEWOOD MUNICIPAL 

CODE PERTAINING TO NON-FREESTANDING IDENTIFICATION SIGNS FOR BUILDINGS 
IN THE C-4 (GENERAL COMMERCIAL), M-1 (LIGHT MANUFACTURING), AND M-2 
(HEAVY MANUFACTURING) ZONES - Staff recommends City Council adopt the proposed 
ordinance. 

 
2.3 ORDINANCE NO. 2018-4; MOVING THE CITY’S GENERAL MUNICIPAL ELECTION 

PRESENTLY SET FOR MARCH, 2019, TO MARCH, 2020 - Staff recommends City Council 
adopt the proposed ordinance. 
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In compliance with the Americans with Disabilities Act, if you are a qualified individual with a disability and need an 
accommodation to participate in the City Council meeting, please contact the City Clerk’s Office, 5050 Clark Avenue, Lakewood, 

CA, at 562/866-9771, ext. 2200; or at cityclerk@lakewoodcity.org at least 48 hours in advance to ensure that reasonable 
arrangements can be made to provide accessibility to the meeting. 

 
Agenda items are on file in the Office of the City Clerk, 5050 Clark Avenue, Lakewood, and are available for public review 

during regular business hours.  Any supplemental material distributed after the posting of the agenda will be made available for 
public inspection during normal business hours in the City Clerk’s Office.  For your convenience, the agenda and the supporting 

documents are available in an alternate format by request and are also posted on the City’s website at www.lakewoodcity.org 

 
LEGISLATION: - Continued 
2.4 URGENCY ORDINANCE NO. 2018-5; MOVING THE CITY’S GENERAL MUNICIPAL 

ELECTION PRESENTLY SET FOR MARCH, 2019, TO MARCH, 2020 - Staff recommends City 
Council adopt the proposed urgency ordinance. 

 
REPORTS: 
3.1 FALL AND WINTER RECREATION PROGRAMS AND EVENTS - Staff recommends City 

Council receive and file the report. 
 
3.2 SUBMITTAL OF JUSTICE ASSISTANCE GRANT (JAG) PROGRAM FUNDING - Staff 

recommends City Council approve the submittal of the JAG Program funding for the License Plate 
Reader Trailer; authorize the City Manager to apply for the grant and sign the appropriate 
paperwork; and direct the Director of Finance and Administrative Services to appropriate $16,124 in 
the 2018 JAG grant fund when awarded. 

 
 

AGENDA 
LAKEWOOD SUCCESSOR AGENCY 

1. REGISTER OF DEMANDS - Staff recommends Successor Agency approve register of demands. 
 
 

AGENDA 
LAKEWOOD HOUSING SUCCESSOR AGENCY 

1. REGISTERS OF DEMANDS - Staff recommends Housing Successor Agency approve registers of 
demands. 

 
 
ORAL COMMUNICATIONS: 
 
ADJOURNMENT 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 RI-1 

 Routine Item 1 – City Council Minutes 
 
 will be available prior to the meeting. 















































 
  *Designation Specified in Government Code Section 87200 

 
**See Consultant Disclosure Category Revised 9/2018 

 CITY OF LAKEWOOD 
 CONFLICT OF INTEREST CODE 
 APPENDIX A 
 
 
 DESIGNATED POSITIONS 
 FOR THE 
 DEPARTMENT OF ADMINISTRATION 
 
 
Designated Positions Disclosure Category 
 
 

City Manager * 
 

Assistant City Manager 1 
 

Deputy City Manager 1 
 

Assistant to the City Manager 1 
 

City Clerk 1 
 

Human Resources Manager 1 
 
 Executive Assistant 3 
 
 Executive Secretary 3 
 
 Public Information Officer 3 
 
 Public Safety Director 1 
 
 Consultants 1** 
 



 
  *Designation Specified in Government Code Section 87200 

 
**See Consultant Disclosure Category Rev. 9/2018 

 

 CITY OF LAKEWOOD 
 CONFLICT OF INTEREST CODE 
 APPENDIX A 
 
 
 DESIGNATED POSITIONS 
 FOR THE 
 DEPARTMENT OF COMMUNITY DEVELOPMENT 
 
 
 
Designated Positions Disclosure Category 
 
 

Director 1 
 

Assistant Director 1 
 

Planning and Environment Commissioners * 
 

Senior Planner 2 
 
 Community Development Coordinator 2 
 
 Neighborhood Preservation Manager 2 
 

Assistant Planner 2 
 
 Housing Specialist 2 
 

Consultants 1** 



 

   *Designation Specified in Government Code Section 87200 
 
 **See Consultant Disclosure Category Revised 9/2018 

 CITY OF LAKEWOOD 
 CONFLICT OF INTEREST CODE 
 APPENDIX A 
 
 
 DESIGNATED POSITIONS 
 FOR THE 
 DEPARTMENT OF FINANCE AND ADMINISTRATIVE SERVICES 
 
 
 
Designated Positions Disclosure Category 
 
 Director * 
 
 Assistant Director * 
 
 Finance Manager 1 
 
 Purchasing Officer  5 
 
 Consultants 1** 



 

 **See Consultant Disclosure Category Revised 9/2018 

 CITY OF LAKEWOOD 
 CONFLICT OF INTEREST CODE 
 APPENDIX A 
 
 
 DESIGNATED POSITIONS 
 FOR THE 
 DEPARTMENT OF PUBLIC WORKS 
 
 
 
Designated Positions Disclosure Category 
___________________________________________________________________________________ 
 
 Director 1 
 
 Assistant Director 1 
 
 City Architect 1 
 
 Community Safety Commissioners 3 
 
 Senior Project Manager 3 
 
 Environmental Programs Manager 3 
 
 Assistant Project Manager 3 
 
 Consultants 1** 



 

**See Consultant Disclosure Category Revised 9/2018 

 CITY OF LAKEWOOD 
 CONFLICT OF INTEREST CODE 
 APPENDIX A 
 
 
 DESIGNATED POSITIONS 
 FOR THE 
 DEPARTMENT OF WATER RESOURCES 
 
 
 
Designated Positions Disclosure Category 
 
 Director 1 
 
 Assistant Director 1 
 
 Water Operations Superintendent 1 
 
 Water Administration Manager 3 
 
 Consultants 1** 















RESOLUTION NO. 2018-57 
 
 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF 
LAKEWOOD ESTABLISHING PAYING AND REPORTING 
THE VALUE OF EMPLOYER PAID MEMBER 
CONTRIBUTION FOR CITY OFFICERS AND EMPLOYEES 

 
 WHEREAS, the Lakewood City Council has the authority to implement Government 
Code Section 20636(c) (4) pursuant to Section 20691; 
 
 WHEREAS, the Lakewood City Council has a written labor policy or agreement, which 
specifically provides for the normal member contributions to be paid by the employer, and 
reported as additional compensation; 
 
 WHEREAS, one of the steps in the procedures to implement Section 20691 is the 
adoption by the Lakewood City Council of a Resolution to commence paying and reporting the 
value of said Employer Paid Member Contributions (EPMC); 
 
 WHEREAS, the Lakewood City Council has identified the following conditions for the 
purpose of its election to pay EPMC; 
 
 • This benefit shall apply to all employees who fall under the “Classic Member” 

category as defined by the California Public Employees’ Pension Reform Act of 
2013 (PEPRA). 

 
 • This benefit shall consist of paying Five percent (5%) of the normal contributions 

as EPMC, and reporting the same percent (value) of compensation earnable** 
{excluding Government Code Section 20636(c) (4)} as additional compensation. 

 
 • The effective date of this Resolution shall be July 1, 2018. 
 
NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Lakewood elects to 
pay and report the value of EPMC, as set forth above. 
 
 ADOPTED AND APPROVED THIS 11TH DAY OF SEPTEMBER 2018. 
 
 
 
       __________________________________ 
       Mayor 
ATTEST: 
 
 
 
_______________________________  
City Clerk 
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CITY OF LAKEWOOD 
Purchasing Policy 

 
PURPOSE 
 
The purpose of this policy is to emulate best practices in purchasing procedures. 
 
OBJECTIVES 
 
The objective of this policy is to establish an efficient procedure for the purchase of supplies 
and equipment, and procurement of services, and references purchase/acquisition of real 
property and contracting for the construction of public works projects consistent with state law.  
These procedures shall not be overly time consuming and cumbersome, while allowing the 
City to obtain the best professional services, and acquire quality supplies, general services, 
and equipment in an overall economic manner at the lowest reasonable cost.   
 
TABLE OF CONTENTS          PAGE 
 
Overview                 2 
 Duties of the Purchasing Officer             2 
Procedures                 3 
 Estimates of Requirements              3 
 Requisitions                3 
 Purchase Orders                    3 
 Encumbrance of Funds               4 
 Purchases on Behalf of the City                  4 
Award of Contracts: General or Professional Services           4 
 General Service Contracts                   5 
 Professional Service Contracts                  5 
 Award of Contracts Based Upon Competence                6 
 Waive Competition               7 
 Franchise Agreements and Services Provided by Franchise Operators             7 
Bidding: Supplies and Equipment              8 
 Cooperative, Piggyback, and Multiple Awarded Bid Purchasing with Other Agencies      9 
 Staging of Purchases Prohibited                10 
 Recycling Supply Products Specification               10 
 Purchase Local Specification             10 
 Disposition of Surplus Supplies and Equipment              10 
Sole Source Purchases                  11 
Petty Cash and Reimbursements             11 
Travel Requests and Expenses             12 
Visa Cal-Card Purchases              15 
Purchasing Cards               17 
Purchase/Acquisition of Real Property, and Public Works Projects        18 
Exemptions                19 
Emergency Procedure              20 
Waiving of Purchasing Procedures            20 
Summary                21 
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Glossary                23 
 
OVERVIEW 
 
In accordance with the provisions of Sections 54201 and 54204 of the Government Code of 
the State of California, and the procedures in this policy, ; the authority for the purchase of 
supplies, equipment, and services is vested in the Purchasing Officer and such procedures 
and policies shall govern all purchases of supplies and equipment. 
 
The provisions of this policy apply to the purchase of supplies, equipment, services, and 
references the purchase of real property as prescribed by state and federal law, and public 
works projects as defined by Section 37901 of the Government Code.  This policy identifies 
binding documents such as contracts, agreements and letter agreements as “contract(s)”.  
 
The provisions of this policy do not apply to the purchase of supplies, equipment, and 
professional services where the City Council has, by contract or resolution, contracted for or 
transferred the authority to make the purchase of supplies, equipment, and services to 
another governmental agency or officer and where the other governmental agency or officer, 
in the purchase of supplies, equipment, and services, follows to the satisfaction of the 
purchasing officer this policy and procedures in substantial compliance with provisions of 
Sections 54201 and 54204 of the Government Code of the State of California. 
 
Duties of the Purchasing Officer 
The City Manager, or his/her authorized representative(s), shall act as the City’s Purchasing 
Officer and be responsible for the purchase of all supplies, equipment and services for all 
departments and divisions of the City.  The duties of the Purchasing Officer may be combined 
with those duties of any other officer or position in the City.  The Purchasing Officer shall have 
the authority and duty to: 
 
(a) Purchase or contract for needed City supplies, equipment and services, which are not 

included within a construction contract or proposed specifications for a construction 
contract of public work being administered by any other City department; 

 
(b) Investigate, keep knowledgeable about, negotiate, and recommend on the execution of 

contracts or the purchasing of supplies, equipment and services pursuant to the 
procedures of this policy, and such administrative rules and regulations as prescribed by 
the City Council; 

 
(c) Keep informed of current developments concerning purchasing, prices, market conditions, 

and new products and services; 
 
(d) Prescribe and maintain such forms and procedures as necessary for the proper operation 

of the purchasing and contracting system; 
 

(e) Operate and maintain the warehouse and designated storage facilities of the City and 
such control records as are necessary for the proper inventory of stocks and supplies;. 
 

(f) Inventory and keep a record of all purchases and supplies of the City; 
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(g) Maintain up-to-date bidder’s list, vendor’s catalogs, files, and such other records as 
needed to perform these duties; 

 
(h) Ensure that purchasing specifications are written to encourage full competition, as such, 

he/she shall negotiate and recommend execution of contracts for the purchase of 
supplies, equipment, and services and seek the needed quality at least expense to the 
City, and discourage collusive bidding and endeavor to obtain as full and open 
competition as possible on all purchases; 

 
(i) Inspect supplies and equipment delivered, and contractual services performed, to 

determine their conformance with the specifications set forth in the order or contract. 
Purchasing Officer shall have authority to require chemical and physical tests of samples 
submitted with bids and samples of deliveries which are necessary to determine their 
quality and conformance with specifications; 
 

(j) The Purchasing Officer shall submit a report to the City Council quarterly on all such 
equipment and vehicle purchases over $5,000$5000.00; 

 
(k) Recommend the transfer of surplus or unused supplies and equipment between 

departments as needed and the sale of all supplies and equipment which cannot be used 
by any agency or which have become unsuitable for City use; 

 
(l) Review and monitor service contracts to ensure adherence to contractual terms, 

limitations and deadlines, and that service contracts are being performed with requisite 
quality, on time and within budget.  Maintain a positive relationship with the service 
providers and/or companies.  Assure customers are satisfied with the service under the 
contract;. 
 

(m) Perform such other tasks as may be necessary for the proper conduct of purchasing of 
supplies, equipment, and services. 

 
PROCEDURES 
 
Estimates of Requirements 
All Department Heads shall file detailed estimates of their requirements in supplies, equipment 
and services in such a manner, at such time, and for such future periods as the City Manager 
shall prescribe. 
 
Requisitions 
Department Heads or their designees shall submit requests for supplies, equipment and 
services to the Purchasing Officer by the standard requisition electronic entry procedure. 
 
Purchase Orders 
The purpose of a purchase order is to ensure compliance with this Purchasing Policy.   
 
(a) Purchases of supplies and equipment shall be made only by purchase order issued by the 

Purchasing Officer. 
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(b) Securing of services shall be made by purchase order for an amount under $5,000.00, 
purchases of services shall be made by contract if equal to or in excess of $5,000.00. 
 

 
 
Encumbrance of Funds 
Except in cases of urgency or emergency as described in this policy, the Purchasing Officer 
shall not issue any purchase order or contract, for the purchase of supplies, equipment, and 
services unless there exists an unencumbered appropriation in the fund account against which 
such purchase is to be charged or City Council has authorized said purchase. 

 
Purchases on Behalf of the City  
Purchases may be made on behalf of the City through any governmental entity, including, but 
not limited to, the State of California, the County of Los Angeles, other cities or special 
districts, provided that the government entity acquiring the supplies, equipment or service 
substantially adheres to the procedures for the purchase of supplies, equipment, and 
professional services set forth in this policy. 
 
AWARD OF CONTRACTS: GENERAL OR PROFESSIONAL SERVICES 
 
Except as provided by this policy, the procurement of services not included in the construction 
contract or bid specification for a public works project shall be by Request for 
Proposal/Qualifications (RFP/Q) procedure as provided in this policy, and shall be made as 
follows: 
 
(a) Contracts, as referenced in this policy, represent all written contracts, agreements or 

letter agreements, rate schedules, and amendments.  All written contracts, agreements or 
letter agreements shall be approved by City Attorney as to form. 
 

(b) All service contracts shall require the provider to meet the California Joint Powers 
Insurance Authority’s insurance coverage recommendations, unless deemed 
inappropriate by the Risk Manager and/or City Attorney who will then determine the 
appropriate insurance coverage. 
 

(c) A Department Head may approve the contracting for services up to $5,000 $1,000.00 with 
qualified consultants/firms. 
 

(d) Services provided for an amount over $1,000, but under under $5,000.00 may be secured 
by purchase order and approved by the Department Head City Manager.   
 

(e) A contract shall be prepared for all general or professional services for the amount of 
$5,000.00 and over.   
 

(f) Services secured by contract for an amount greater than $5,000$1,000.00 and under 
$20,000.00 shall be approved and/or awarded by the City Manager.   

 
(g) Services secured by contract with a dollar amount equal to or exceeding $20,000.00 shall 

be approved and/or awarded by City Council.   
 



        

Page 5 of 27 

 

(h) Contract amendments. An Amendment shall be used to modify the contract documents 
regarding contract price, schedule of payments, completion date, plans and 
specifications, expanding scope of work due to change in conditions, and for unit price 
overruns and under runs, as specified in the contract.  Work description and justification 
should relate to the original project and should be necessary to achieve original scope of 
project.  After a determination that costs is merited by developments in a specific project, 
the City Manager is authorized to issue Amendments up to the contract contingency 
amount approved by the City Council for the individual contract as follows: 
 
(1) If the contract was originally executed for an amount under $20,000.00, the City 

Manager shall have the authority to issue Contract Amendments, provided that the 
sum of all amendments, plus original contract amount, shall not exceed $20,000.00.  
If the amended contract will exceed $20,000.00, City Council shall approve the 
contract amendment. 

(2) Once the original contract plus all accumulated Amendments is in an amount that 
exceeds $20,000.00, subsequent Amendments must be approved by City Council 
prior to commencing the work. 

(3) For a contract originally executed for an amount in excess of $20,000.00 and 
originally approved by City Council, the City Manager shall have authority to issue 
Amendments, provided that the sum of all contract amendments for any single 
contract shall not exceed the limit approved by City Council.  If the amended 
contract will exceed the limit previously approved by City Council, the contract 
amendment must be approved by City Council. 

(4) Any single Amendment which results in the total contract exceeding $20,000.00 
must be approved by City Council prior to commencing with the work.  In urgency 
situations where stopping the work will result in severe repair or replacement delays 
and subject the City to excessive additional costs due to the delay in the project, and 
City Manager may approve such a Amendment and shall give notice to City Council 
at the next City Council meeting. 

 
General Services Contracts  
General services contracts are to be used for routine, recurring, and usual work and for 
services which do not require any unique skill, special background or training, and obtaining 
such services at the lowest cost should be the single most important factor in selection, which 
is to include long-term and opportunity costs. 
 
General Service Contracts shall be procured either through the purchasing bid process or 
Request for Proposal/Qualification (RFP/Q) process with the emphasis on awarding to the 
“lowest responsive responsible bidder”. 
 
(a) If it is determined by the Department Head in consultation with the City Manager that all 

vendors providing a service classification can equally provide the service satisfactorily, a 
bid process would be appropriate.  However, if factors other than price need to be 
considered in awarding the contract, this becomes a Professional Services Contract.   

(b) General Services shall be awarded based reasonableness of cost, plus qualifications that 
will impact long-term type costs and/or opportunity costs.  

(c) A Statement of Work shall identify the specific scope of work under contract. 
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(d) Task Orders as listed in the Statement of Work shall be issued pursuant to the 
Maintenance Service Contract and the City Manager shall have authority to execute such 
Task Order for individual projects. 

(e) General Services Single or Multi-year Contracts may be awarded to multiple service 
providers following a formal RFP/Q process using the procedures set forth in this policy. 

 
Professional Service Contracts  
For those Professional Services as defined in Government Code Section 4526 (and as 
otherwise amended), professional services contracts and/or multi-year contracts with several 
consultants with a general scope of work may be set up for a total not-to-exceed dollar amount 
or an unspecified dollar amount if for on-call type services as approved by City Council.  For 
contracts approved with an unspecified do-not-exceed dollar amount, a fee schedule shall be 
annually submitted to the City Council for approval. 
 
When factors other than price need to be considered in awarding the contract, this becomes a 
Professional Services Contract and the Request for Proposal/Qualification (RFP/Q) process 
may be used.  Examples of areas other than price that may be important in awarding the 
contract include:  experience level, competence, resources/equipment, staffing levels, services 
available/time factors, licenses and other qualifications determined by each City department 
responsible for recommending the service contract that may be important to consider. 
 
(a) A formal RFP/Q process shall be used and awarded based on qualifications. 
(b) A Statement of Work shall identify the specific scope of work under contract. 
(c) Task Orders as listed in the Statement of Work shall be issued pursuant to the 

Professional Service Contract and the City Manager shall have authority to execute such 
Task Order for individual projects. 
 

Award of Contracts Based Upon Competence 
Factors to consider.  In contracting for professional services listed in Government Code 
Section 4526, selection shall be based on demonstrated competence and on professional 
qualifications necessary for the satisfactory performance of the services and solicited through 
a Request for Proposal/Qualification process. 
 
In contracting for professional services (other than those listed in Government Code Section 
4526), professional services contracts should only be awarded to firms or persons who have 
demonstrated “adequate competence” meaning: an adequate level of experience, 
competence, training, credentials, character, integrity, reputation, financial responsibility, 
resources, equipment, staffing, and other professional qualifications necessary for more than a 
satisfactory performance of the service required at the time period needed and price.  The cost 
of the service may be considered, however, the lowest cost may not be the sole factor in 
deciding which firm or who shall be awarded the contract.  It may be in the City’s best interest 
to award the contract to a higher priced proposal based on the scope of services, availability, 
unique skills, licenses, staffing levels, timing, prior experience, familiarity with the City and 
other factors required by the department.  The information needed for determining that level of 
competence and other qualifications and the procedure for selecting such services shall be 
determined by the Department Head responsible for recommending the service contract. 
 
(a) Request for Proposal/Qualifications.  The initial acquiring of services shall be procured 

through negotiated contract following a Request for Proposal/Qualifications (RFP/Q) 
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process.  Contracting for services is decentralized and shall be the responsibility of the 
Department Head requesting the service.  
 

(b) Contracts for an amount equal to or exceeding $5,000.00 but under $20,000.00.  The 
requesting department shall meet the following requirement unless an urgency exists 
pursuant to this policy: 

 
 

(1) Selection Process: Prepare an informal written document and contact as many 
companies as necessary to receive a minimum of three (3) written responses from 
consultants/firms.  The requirement may be waived for good cause in writing by the 
Department Head and Purchasing Officer as designated by the City Manager in 
consultation with one another and with the approval of the City Manager. 

(2) Award: The Department Head shall prepare a written recommendation to the City 
Manager for the firm or person to be awarded the contract.  The City Manager shall 
award the contract. 

(3) Contract document.  A written contract must be established and approved as to form 
by the City Attorney, and the City Manager shall sign/approve service contracts 
exceeding $5,000.00 but not more than $20,000.00. 

 
(c) Contract for an amount equal to or exceeding $20,000.00.  Department Heads shall utilize 

a Sealed request for Proposal process essentially meeting the following requirements 
unless an urgency exists pursuant to this policy: 

 
(1) Request for Proposal/Qualification (RFP/Q) solicitation process.  A formal Sealed 

Request for Proposal/Qualification (RFP/Q) document shall be developed for 
solicitation of professional, management, or general and special services for an 
amount exceeding $20,000.00. 

(2) Advertisement. The requesting department shall advertise in appropriate 
publications and/or contact the consultants/firms previously utilized by the City 
during the solicitation process. 

(3) Notice Contents. The notice shall include a description of general type of service 
needed, how the RFP/Q minimum scope of work can be obtained, any pre-proposal 
conferences anticipated, the requirement of a written sealed proposal, state the 
closing date, and place and time for submission of the RFP/Q. 

(4) Solicitation Procedure. Sealed RFP/Q should be submitted to the Purchasing Officer 
as identified in the RFP/Q.  All proposals shall be analyzed by the requesting 
department for compliance with RFP/Q requirements, and value of the total scope of 
services.  Follow-up interviews of the most qualified of those submitting a proposal 
should be held. 

 
Waive Competition 
Although the City prefers a competitive process for securing services, in certain 
circumstances, where the claim can be adequately justified, a RFP/Q Waiver or a Sole Source 
process may be used.   
(a) The RFP/Q process may be waived if it is determined with acceptable justification that 

competition is neither practical nor in the best interest of the City. 
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(b) The vendor has an established business relationship with the City and has proven to 
adhere to contractual terms, limitations and deadlines, and the service provided is being 
performed with requisite quality, on time and within budget.    

 
Franchise Agreements and Services Provided by Franchise Utilities 
The City enters into multi-year agreements with utility companies that have infrastructure in the 
City’s right-of-ways or on City facilities.  City approved service and/or equipment upgrades by 
utility operators are exempted from the bidding and RFP/Q processes and can be approved by 
the City Manager or his/her designee when the increase in projected utility costs to the City is 
under $20,000.00 per year. If the expected increase in utility costs is greater than $20,000.00 
per year, the upgrade shall be approved by the City Council. 
 
 
 
BIDDING: SUPPLIES AND EQUIPMENT 
 
Except as provided by this policy, purchases of supplies and equipment and the sale of 
supplies and equipment not included in the construction contract or bid specification for a 
public works project shall be by bid procedure as provided in this policy, and shall be made as 
follows: 
 
(a) Direct Purchase Order.  The purchase of supplies and equipment with the estimated 

value equal to or less than $20,000.00, or $40,000.00 for vehicles, shall be made by the 
Purchasing Officer as follows: 

 
(1) Procure whenever possible at least three informal bids/quotes or enter into 

competitive negotiation or purchase through a governmental entity as described in 
this policy. 

(2) Solicit bids by written request to prospective vendors, by telephone, or by other 
notice. 

(3) Award the bid and purchase said supplies and equipment provided the same is 
awarded to the lowest responsible bidder and within the budgeted amount therefore. 

(4) Keep a record of all such bids received and purchases made, which shall be open to 
public inspection. 

 
(b) Formal Bid Procedures.  Except as otherwise provided, purchases of equipment and 

supplies of an estimated value greater than $20,000.00 or $40,000.00 for vehicles per 
unit shall be awarded by the City Council to the lowest responsive and responsible bidder 
pursuant to the following procedure: 

 
(1) Notice Inviting Bids.  Notices inviting bids include a general description of the articles 

to be purchased or sold, shall state where bid documents and specifications may be 
secured, and the time and place for opening bids. 

 
(i) Published Notice.  Notice Inviting Bids shall be given at least ten (10) days 

before the date of opening of the bids. Notice shall be published at least once 
in a newspaper of general circulation, printed and published in the Citycity, or if 
there is none, it shall be posted in at least three public places in the City that 
have been designated by ordinance as the places for posting public notices. 
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(ii) Bidders' List. The Purchasing Officer shall also solicit sealed bids from all 
responsible prospective suppliers whose names are on the Bidders' List or who 
have requested their names be added thereto. 

 
(c) Bidder’s Security.  When deemed necessary by the Purchasing Officer, bidder's security 

may be prescribed in public notices inviting bids. Bidders shall be entitled to return of bid 
security; provided that a successful bidder shall forfeit his bid security upon refusal or 
failure to execute the contract within ten (10) days after the notice of award of contract 
has been mailed, unless the City is responsible for the delay. The City Council may, on 
refusal or failure of the successful bidder to execute the contract, award it to the next 
lowest responsible bidder. If the City Council awards the contract to the next lowest 
bidder, the amount of the lowest bidder's security shall be applied by the City to the 
difference between the low bid and the second lowest bid, and the surplus, if any, shall 
be returned to the lowest bidder. 

 
(d) Bid Opening Procedure. Sealed bids shall be submitted to the City Clerk and shall be 

identified as bids on the envelope. Bids shall be opened in public at the time and place 
stated in the public notices. A tabulation of all bids received shall be open for public 
inspection during regular business hours for a period of not less than thirty (30) days after 
the bid opening. 

 
(e) Rejection of Bids. In its discretion, the City Council may reject any and all bids presented 

and re-advertise for bids 
 
(f) Award of Contracts. Contracts shall be awarded by the City Council to the lowest 

responsive and responsible bidder except as otherwise provided by this policy. 
 
(g) Tie Bids. If two or more bids received are for the same total amount or unit price, quality 

and service being equal, the City Council may accept the one it chooses or accept the 
lowest bid made by negotiation with the tie bidders at the time of the bid opening. 

 
(h) Performance Bonds. The City Council shall have authority to require a performance bond 

before entering into a contract in such amount as it shall find reasonably necessary to 
protect the best interests of the City. If the City Council requires a performance bond, the 
form and amount of the bond shall be described in the Notice Inviting Bids. 
 

Cooperative, Piggyback, and Multiple Awarded Bid Purchasing With Other Agencies 
Purchases may be made on behalf of the City through any governmental entity, including, but 
not limited to, the State of California, the County of Los Angeles, other cities or special 
districts, or cooperatives, provided that the entity acquiring the supplies or equipment 
substantially adhere to the procedures for the purchase of supplies and equipment set forth in 
this policy.   
 
Approval and award of cooperative, “piggy-back” or multiple awarded purchases shall be 
obtained by the Purchasing Officer for an amount equal to or less than $20,000.00, or 
$40,000.00 for vehicles, and by the City Council for purchases in an amount exceeding 
$20,000.00 or $40,000.00 for vehicles. 
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(a) Cooperative Purchasing. The bidding requirements in this policy shall not apply to the 
purchasing of any equipment or supplies which the Purchasing Officer determines to be 
in the best interest of the City to obtain through a cooperative competitive bidding 
procedure being prepared by and processed through another local, state, or federal 
governmental agency. 

 
(b) Piggyback. If the Purchasing Officer determines it to be in the best interest of the City, the 

Purchasing Officer is authorized to “piggy-back” onto or join into an existing written 
purchase contract obtained through a competitive bidding process prepared by and 
awarded by another local, state or federal government agency. 

 
(c) Multiple Awarded Bids. Multiple awarded bids are generally conducted by larger 

government agencies. A competitive bidding process is conducted for a specified product.  
Several vendors whose product meets the specification are awarded the contract. 
Maximum item price and contract terms are established.  If the Purchasing Officer 
determines it to be in the City’s best interest, the Purchasing Officer is authorized to use 
federal, state, or other governmental agency multiple awarded contracts. The Purchasing 
Officer must obtain quotes from at least three vendors on the awarded contract list and 
award the bid to the lowest responsive and responsible bidder. 

 
Staging of Purchases Prohibited 
Purchases and contracts shall not be knowingly staged or separated into smaller units or 
segments solely for the purpose of evading the competitive formal or informal bidding 
requirements of this policy. 
 
Recycled Supply Products Specification 
If in procuring supplies, a recycled or recyclable/reusable product can achieve the necessary 
City performance standard, and if such recycled product is readily available, specifications 
should, if economically feasible, require products made with recycled materials, or products 
that are recyclable, be bid. Unless the Department Head determines that: 
 
(a) A recycled or recyclable/reusable product lacks performance capabilities or needed 

quality levels. 
 

(b) A sufficient amount of said recycled or reusable product is not currently available in the 
market, then a reduced percentage can be required, or the supply specification can be 
limited to non-recycled or virgin materials.   

 
When recycled products are required, reasonable efforts shall be made to label the products 
as containing recycled materials. As used in this section, recycled product does not mean used 
products, but is limited to new products made with materials which have been recycled. 
 
Purchase Local Specification 
If in procuring supplies, a locally manufactured and/or product sold within the City of Lakewood 
can achieve the necessary City performance standard, and if such locally manufactured and/or 
product sold is readily available, specifications should, if economically feasible, require 
products locally manufactured and/or sold be bid; unless the Department Head determines that 
a locally manufactured and/or product sold does not meet required performance capabilities or 
quality. 
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Disposition Of Surplus Supplies And Equipment 
All Department Heads shall submit to the Purchasing Officer at such times and in such form as 
he/she prescribes, reports showing all supplies and equipment which are no longer used or 
which have become obsolete or worn out.  The Purchasing Officer shall have authority to sell 
all supplies and equipment which cannot be used by any department or which have become 
unsuitable for City use, or trade in the same for new supplies and equipment, or otherwise 
dispose of the same for, as provided below: 
 
(a) Supplies and equipment certified by the Department Head as having a value of less than 

$100.00 may be sold or disposed by the Purchasing Officer by current available means. 
 

(b) Supplies and equipment certified by the Department Head as having value over $100.00 
and under $5,000.00 shall be sold at auction. 

 
(c) Supplies and equipment certified by the Department Head as having value equal to or 

greater than $5,000 (correction) $10,000.00 shall be sold only by sealed bid following the 
giving of the notice procedures as provided in this policy for purchases greater than 
$20,000.00, or $40,000.00 for vehicles.  Such sales shall be awarded by the City Council 
to the highest bidder, provided however, the City Council may in any notice calling for 
bids provide that it will receive at the time and place of public hearing before the City 
Council oral bids in excess of 10% of the highest sealed bid and in such case the City 
Council shall sell the supplies or equipment to such highest bidder. 
 

(d) In the event any such supplies and equipment cannot be disposed of as provided in this 
policy, at the discretion of the Purchasing Officer, be sold as junk or disposed of by 
currently available any other means. 

 
(e) City employees may not purchase surplus City property directly from the City or any 

auction service employed by the City unless the City Manager should determine in writing 
that said employee was not involved in any recommendation or decision-making as to the 
sale of said property or the value thereof. 

 
SOLE SOURCE PURCHASES 
 
Sole Source Purchases.  Unique commodities or services that can be obtained from only one 
vendor, or one distributor authorized to sell in this area, with singular characteristics or 
performance capabilities or which have specific compatibility components with existing City 
products are exempt from the competitive bidding requirements and are deemed sole source 
purchases.  Sole source purchases may include proprietary items sold direct from the 
manufacturer. 
 
(a) All sole source purchases shall be supported by written documentation indicating the 

facts and nature supporting the determination of a sole source, signed by the Department 
Head and forwarded to the Purchasing Officer. The City Manager shall approve sole 
source acquisitions in an amount under $20,000.00. 

(b) Approval of any sole source acquisition shall be obtained from City Council for an award 
of a contract for an amount equal to or exceeding $20,000.00. 
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In purchasing equipment and supplies that need to be compatible with existing equipment and 
supplies, or to perform complex or unique functions, the City Manager and Department Head 
in consultation with one another may: 
 
(a) Limit bidding to a specific product type, or a brand name product; or 
(b) Utilize a request for proposal approach where warranties, service and/or maintenance 

obligations, and product performance will be evaluated in addition to the price of the 
product or service.  The award of the contract should be to the proposer that staff deems 
is in the best public interest. 

 
PETTY CASH AND REIMBURSEMENTS 
 
For occasional use in securing over-the-counter delivery of miscellaneous supplies which are 
not regular City stock and which are necessary to fulfill an immediate need of a department, 
the department head may authorize an employee to make such a purchase and be reimbursed 
by the City through the use of a petty cash form.  Such purchases shall be limited to amounts 
not exceeding $75.00. All petty cash forms must be approved by the Department Head or 
his/her designee and the Director of Finance and Administrative Services, and be signed by 
the person receiving the reimbursement. 
 
For miscellaneous items purchased on a regular basis from a single vendor, the Department 
Head will contact the Purchasing Officer who will establish a purchasing arrangement with 
such vendors. 
 
Employees who incur miscellaneous expenditures for meetings on an ongoing basis must 
complete an Individual Expense Report on a monthly basis.   
 
TRAVEL REQUESTS AND EXPENSES 
Travel and related expenses are to only occur when there is substantial benefit to the City.  
The Travel or Conference Authorization Request form must be submitted to and approved by 
the City Council for officials and by the City Manager for staff prior to the event.  For 
reimbursement and payment for travel expenses, the Travel Request and Expense Report 
form must be completed by the traveler and approved by the City Council for officials or City 
Manager for staff.  No official or staff shall sustain personal monetary loss as a result of duties 
performed in the service of the City.  However, all expenditures and requests for 
reimbursement shall logically relate to the conduct of City business and shall be “necessary” to 
accomplish the purpose of such business and shall be “reasonable” in amount. 

 
(a) Authorized Expenses 

City funds, equipment, supplies (including letterhead), titles, and staff time must only be 
used for the performance of official duties.  Such duties include, but are not necessarily 
limited to: 
 
(1) Meeting and communicating with representatives of other cities, county/regional, 

state and national government on City adopted policy positions and discuss the 
communities’ concerns. 
 
(i) Participating in local, county, /regional, state and/or national organizations whose 

activities affect the City’s interest 
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(ii) Attending meetings and participating in activities conducted in conjunction with 
such meetings, of civic and governmental committees and organizations in which 
the city has retained membership or has provided funds for the financing thereof 

 
(2) Business-related meetings or trips where a benefit to the City can be defined, 

including meetings with staff officials from other cities, and conferences and 
meetings of the City’s membership organizations 
 
(i) Attending City events and meetings with City service providers, both contracted 

service providers and other public agencies. 
(ii) Attending meetings to implement a City-approved strategy for attracting or 

retaining businesses to the City 
(iii) Attending City-sponsored or co-sponsored events including those requiring an 

invitation from the sponsoring or co-sponsoring organization 
 

(3) Attending educational seminars designed to improve the skill and knowledge of 
officials and staff 

(4) Recognizing service to the cCity  
(5) Other charity or City-related events or meetings that provide a benefit to the public or 

the City as authorized by the City Manager for staff or Council for officials. 
 

(b) Non-reimbursable Expenses 
 
(1) The personal expense portion of any trip 
(2) Family expenses, including partner’s expenses when accompanying City staff and/or 

officials on City-related business, as well as children and/or pet related expenses 
(3) Entertainment expenses, including theater, movies (either in-room or at a theater), 

attendance at sporting events, or other cultural events that are non-conference 
events 

(4) Non-mileage personal automobile expenses, including repairs, traffic citations, 
insurance or fuel 

(5) Other expenses as determined by the City Manager. 
 

(c) Cost Control 
To conserve the City’s resources and to keep expenses within standards for public 
officials and staff, travel related expenditures should adhere to the guidelines in this 
policy.  Expenses for which staff or official receives reimbursement from another agency 
are not reimbursable by the City.  The cost borne or reimbursed by the City shall be 
limited to costs that fall within the listed guidelines: 

 
(1) Transportation: The most economical mode and class of transportation reasonably 

consistent with scheduling needs and cargo space requirements must be used, 
using the most direct and time-efficient route. 
 
(i)  Airfare: All officials and staff shall utilize coach or economy class 

accommodations when traveling by commercial airlines.  Reservations, where 
practical, should be made in sufficient advance to receive discount pricing.  
Increased fees related to late booking or purchasing higher priced refundable 
tickets may be allowed with a sound business reason such as making changes 
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to tickets to accommodate illness or schedule changes.  Officials and staff may 
at their own expense pay to upgrade their airline accommodations. 

(ii)  Baggage handling fees at the rate charged by the airline or other mass 
transportation line. 

(iii)  Automobile: The rules regarding expenses relating to the use of cCouncil 
mMembers’ vehicle in the performance of City duties are set forth in Resolution 
2005-39.  For appointed officials and staff members, automobile mileage is 
reimbursed at the Internal Revenue Service (IRS) rate presently in effect.  
These rates are designed to compensate the driver for fuel, insurance, 
maintenance, and other vehicle related expenses. The amount does not 
include bridge and road tolls, which are reimbursable. 

(iv)  Car rental: Rental rates that are equal to or less than those available through 
the American Automobile Association (AAA) or other standard discount 
services shall be considered the most economical and reasonable for purposes 
of reimbursement. 

(v)  Taxis/shuttles: Taxi or shuttle fares may be reimbursed, including a reasonable 
gratuity per fare, when the cost of such fare is equal to or less than the cost of 
car rentals, fuel and parking combined, or when such transportation is 
necessary for time-efficiency. 

(vi)  Garage and parking expenses: Expenses for necessary parking and storage of 
private, rented or City vehicles may be authorized.  Receipts should be 
provided to obtain reimbursement (except where not available such as metered 
parking).  Parking in lots at airports or other mass travel related lots may be 
reimbursed.  Officials and staff are encouraged to use parking at non-premium 
rates unless such parking is inappropriate due to time constraints or safety 
concerns. 
 

(2) Lodging: Lodging expenses will be reimbursed or paid when travel on official City 
business reasonably requires an overnight stay.  Where lodging is in connection with 
a conference or other organized educational activity, reasonable lodging cost shall 
not exceed the maxium group rate published by the conference or activity sponsor, 
providing that lodging at the group rate is available at the time of booking.  If the 
group rate is not available, the official or staff member shall be entitled to 
reimbursement for actual costs of lodging that is comparable in location and quality.  
Every effort shall be made to secure adequate lodgings that are conveniently located 
and moderately priced.  In many instances, it makes sense to stay at the conference 
hotel for convenience and safety, and to avoid additional transportation costs.  
Government discounts and any discounts the official or staff is personally eligible for 
should always be sought at the time of reservation.  The cost of lodging may be paid 
directly by the City or paid by the official or staff and subsequently reimbursed. 
  

(3) Communication and internet service:  Officials and staff shall be reimbursed for 
actual phone, mobile, fax and internet access expenses incurred as a consequence 
of City business necessity.  Personal calls to the staff or official’s family of a 
reasonable duration may be reimbursed for travel requiring overnight lodging. 
  

(4) Meals: IRS reimbursement amounts shall be considered reasonable per se, and 
expenses incurred beyond such amounts shall be reimbursed only if necessary 
based upon location, type of venue, nature of event, or extraordinary circumstances. 
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(5) Gratuity: Meal expenses and associated gratuities incurred should be moderate, 

while taking into account the prevailing restaurant costs of the area.  
  

(6) Other: All items of expenses otherwise unclassified shall be considered in this 
category.  Examples are duplicating expenses, publications, and other expenses as 
necessary when traveling on City business may be allowed and should be included 
within this classification when requesting reimbursement.   

 
(d) Reimbursement limitations shall not apply to the following circumstances: 

 
(1) A conference or meeting at which a set amount is charged for participation in a meal 

or activity 
(2) A City-hosted meal or event 
(3) A business related meal, meeting or event at which the City official or staff member 

is required to pay more than his/her proportional share of the costs on a reciprocal 
basis with officials or staff from other cities 

(4) Expenditure authorized in advance by the City Council at a City Council meeting for 
officials, or by the City Manager for staff.  

 
(e) Submission of expense reports and audits: 

(1) All expenses must have prior approval by the City Council for officials and by the 
City Manager for staff.  The Travel or Conference Authorization Request form is 
used to receive this prior authorization.   

(2) Once the costs are incurred, the Travel Request and Expense Report form with 
corresponding receipts documenting each expense must be submitted for approval 
for the official or staff to receive reimbursement.  All expenses are subject to 
verification that they comply with this policy.   

(3) Expense reports and receipts documenting each expense shall be submitted for 
reimbursement within 30 days of being incurred.   

(4) Each Council Member shall file a brief written report on meetings attended at City 
expense at the next available City Council meeting. 

 
VISA CAL-CARD PURCHASES 
To promote operational efficiency the City has initiated the City’s credit card program. 
 
(a) The VISA Cal-Card program is intended to allow designated City employees to pay for 

training and travel type expenses, and to purchase occasional services and supplies at or 
below $1,000.00 per transaction using a designated bank issued credit card. The card 
can be used for internet, telephone or walk-in ordering.  Transactions in excess of 
$1,000.00 are only allowed for travel and conference related expenses and must be pre-
approved by the City Manager. 

 
(b) The program does not replace the Purchase Order process. The Purchasing Order 

process must remain the primary purchasing process for a majority of purchases. 
 
(c) The credit card is for official government use only subject to transaction limits, authorized 

vendors, and approved procedures. 
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(d) The City Manager is the Program Manager, or his/her designee and sets policies and 
procedures and card limits. The Program Manager makes the final decision on any 
dispute or issue concerning the use of the card, and has the authority to suspend the use 
of any credit card for any reason. 

 
(e) The Director of Finance and Administrative Services or his or her designee acts as the 

Program Coordinator and is responsible for the administration and implementation of the 
Cal Card policies and procedures.  

 
(f) The card will be issued to the Department Head and Department Head approved 

managers whose names will appear on the card as the Cardholder. The Cardholder is 
responsible for the proper use of the card. 

 
(g) The Program Coordinator will determine the contact person for the timely payment of 

accounts who will be authorized to make changes on the designated bank’s website; 
such as limit increase/decrease, or adding/deleting card holders.  These actions must be 
pre-approved by the Program Manager or his/her designee. 
 
(1) Obtaining a credit card 

 
(i) The Department Head must submit a “Request for Credit Card” memo to the 

Program Manager for approval. 
(ii) The Cardholder must sign for the card. 

 
 
 
 

(2) Using the credit card 
 

(i) Cardholder must complete an orientation course with the servicing bank and 
sign a Cal Card agreement form.  This agreement certifies that the 
Cardholder understands and accepts his or her responsibilities under the 
program. 

(ii) The Cardholder must instruct the vendor to include the Cardholder’s name 
and department and the term “Cal Card” purchase or “credit card” as mode of 
payment on the shipping label, packing list, and invoice. 

(iii) Each card is assigned transaction and monthly limits.   
(iv) The Cardholder is responsible for retaining all supporting documentation 

(such as packing slips and sales receipts) on all card activities that are 
reconciled to the monthly Statement of Account.  The documentation must be 
submitted with the Statement of Account to ensure timely payment of 
purchases.  

(v) The Cardholder will receive a Statement of Account and must promptly 
review the statement, certify the statement’s accuracy and attach all 
supporting documentation.  The Statement of Account along with the 
supporting documentation must be submitted to the Program Coordinator 
within five (5) business days of receipt.   
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(vi) The Program Coordinator or his or her designee will review the card activities 
and supporting documentation prior to forwarding to the Program Manager for 
payment approval. 

(vii) In case of any error in the Statement of Account, the Cardholder must 
immediately notify the Program Coordinator.  The Program Coordinator or his 
or her designee will be responsible for resolving the error. 

(viii) If the card is lost or stolen, the Cardholder must immediately notify the issuing 
bank customer service, at the phone number listed on the back of the card, 
and the Program Coordinator.  

(ix) If the card is worn, defective or cancelled, the Cardholder must immediately 
return the card to the Program Coordinator. 

(x) The Cardholder is responsible for returning merchandise to the vendor and 
for receiving the appropriate credit.  The credit memo or equivalent must be 
retained by the Cardholder and submitted along with the Statement of 
Account to the Program Coordinator. 

(xi) Personal use of the card is strictly prohibited and is subject to disciplinary 
action up to and including termination.  The cardholder will be immediately 
required to return the goods to the vendor in full and/or to reimburse the City 
for the subject amount.  

(xii) The Program Manager will decide on any issue or conflict on the above 
policies and procedures.  

 
(3) Changes to cardholder information.  Changes to a cardholder’s name, address, or 

Department/Division must be immediately reported by memo to the Program 
Coordinator who will request a new credit card if needed. 
 

(4) Cancellation.  Should the Cardholder terminate employment with the City, the 
Cardholder shall submit his/her credit card and any supporting documentation to his 
or her Department Head.  The Human Resources Division and the Department 
Head shall notify the Program Coordinator of the termination.  The Program 
Coordinator or his/her designee shall notify the bank. 

 
PURCHASING CARDS 
 
To promote operational efficiency the City has initiated the City’s purchase card program. 
 
(a) The Purchase Card program is intended to allow designated City employees to pay for an 

item that is not stocked in the purchasing warehouse and the item is needed right away.   
 
(b) The purchase card is for official government use only subject to transaction limits, 

authorized vendors, and approved procedures. 
 

(c) The program does not replace the Purchase Order process. The Purchasing Order 
process must remain the primary purchasing process for a majority of purchases. 

 
(1) Obtaining a credit card 

 
(i) The Department Head must submit a “Request for Purchase Card” memo to 

the Director of Finance and Administrative Services for approval. 
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(ii) The Cardholder must sign for the card. 
 

(2) Using the purchase card 
 

(i) Cardholder is responsible for the card in their possession and each charge on 
the card.   

(ii) The Cardholder must use it only for City related expenses.  
(iii) If the Purchasing Card is missing, lost or stolen, the Cardholder must 

immediately contact the Director of Finance and Administrative Services or 
his/her designee. 

(iv) If there is an issue while trying to make a purchase transaction, the 
cardholder is to contact the Director of Finance and Administrative Services. 

(v) The Cardholder must track all purchases and retain all receipts.   
(vi) If an item must be returned, the Cardholder is responsible in performing this 

task.  The Cardholder must inform the Director of Finance and Administrative 
Services to ensure that the refund/credit is in the next invoice. 

(vii) The Director of Finance and Administrative Services or his/her designee is 
responsible for resolving questions and issues of Cardholders and/or from the 
card provider. 

(viii) The bill and register receipt must include invoice numbers for reference.  
Each invoice is entered into the requisition system and approval workflow. 

(ix) The monthly card provider statements listing all transactions conducted for 
the month are to be reconciled with the outstanding invoices as provided by 
the Cardholder and ensures that all charges in the statement belong to the 
City. 

(x) The Director of Finance and Administrative Services by written request from a 
Department Head has the capability to increase the limit for purchasing cards. 

(xi) The Director of Finance and Administrative Services is responsible for 
updating the charge card list per store, and has the capability to issue new 
cards, and cancel and/or stop the card. 

(xii) The Director of Finance and Administrative Services is responsible for 
resolving disputes. 
 

(3) Changes to a cardholder’s name, address, or Department/Division must be 
immediately reported by memo to the Director of Finance who will request a new 
credit card if needed. 

 
(4) Should the Cardholder terminate employment with the City, the Cardholder shall 

submit his/her credit card and any supporting documentation to his or her 
Department Head.  The Human Resources Division and the Department Head shall 
notify the Director of Finance and Administrative Services of the termination.  The 
Director of Finance and Administrative Services or his/her designee shall notify the 
Vendor. 

 
The City has initiated the City’s purchase card program with the following vendors: Home 
Depot and ; Smart & Final;: and Costco. 
 
(a) Home Depot and , Smart & Final, and Costco do not accept purchase orders.   The City’s 

practice is to pay via a purchase order.  The charge card is in lieu of the purchase order. 
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(1) Home Depot 

(i) The Home Depot charge card has a limit of $13,000.00 per month for the whole 
City. 

(ii) Each Cardholder does not have an individualized limit. 
(iii) Each Home Depot charge card bears the employee’s name. 

 
(2) Smart & Final 

(i) The Smart & Final charge card has a limit of $10,000.00 per month for the whole 
City. 

(ii) Each Cardholder does not have an individualized limit. 
(iii) Each Smart & Final charge card bears the City’s name. 

 
(3) Costco 

(i) The Costco charge card has a limit of $500.00 for majority of City Cardholders 
per month, except for three individuals.  These three individuals are:  the 
Purchasing Officer, Administrative Services Assistant Director, and Emergency 
Operations Center Coordinator (EOC). 

(ii) Each Costco charge card bears both the name of the City and the Cardholder. 
(iii) The pre-requisite for getting a Costco charge card is for the Cardholder to have 

their own personal Costco membership.  
(iv) The City maintains one business membership held under the Purchasing Officer 

designee’s name.  Any staff member without a Costco membership card can 
arrange for purchases through the Purchasing Officer’s designee. 

 
(4)(3) Or other Purchase Cards as approved by the Finance and Administrative Services 

Department. 
 
PURCHASE/ACQUISITION OF REAL PROPERTY 
 
Land acquisition by lease or purchase shall be performed as prescribed by state and federal 
law. 
 
PUBLIC WORKS PROJECTS 
 
Public Works Projects shall be performed pursuant to State public contract code. 
 
 
 
EXEMPTIONS 
The competitive bid and request for proposal/qualifications (RFP/Q) processes are not 
applicable to certain purchases. The following are exempt from competitive bid processes: 

 
(a) Department purchases under $20,000.00; 
(b) Travel and /expense advances; 
(c) Subscriptions; 
(d) Trade circulars, training materials or books; 
(e) Insurance premiums; 
(f) Insurance claims; 
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(g) Reimbursement of expenses; 
(h) Petty cash reimbursement; 
(i) Medical payments; 
(j) Newspaper advertisements and notices; 
(k) Dues to approved organizations; 
(l) Payments to other government units; 
(m) Utility service payments, utility connection and/or installation charges; 
(m)(n) Fuel; 
(n)(o) Attorney services; 
(o)(p) Postage, courier/delivery messenger services; 
(p)(q) Land; 
(q)(r) Buildings; 
(r)(s) Water rights; 
(s)(t) Debt services; 
(t)(u) Grants; 
(u)(v) Claim settlements. 
 
Purchases of supplies and equipment and the sale of supplies and equipment shall be by bid 
procedure, and the procurement of services shall be by RFP/Q procedure as provided in this 
policy, with the exception that the Purchasing Officer is hereby given authority to and make 
such purchases and sales, and procurement without further complying with the terms and 
provisions of this policy where: 
 
(a) The head of the department involved or the Purchasing Officer certifies that the supply, 

equipment or service can be obtained from only one vendor, provided first authorized by 
the City Council.;  
 

(b) Purchase of supplies, equipment and services provided for and sufficiently identified in 
the Budget approved by the City Council for the current fiscal year not exceeding 
$1,000.00. Such purchases must be approved by the Director of Finance and 
Administrative Services as to availability of funds and budgetary authorization. 
 

(c) In case of an emergency which requires that supplies, equipment or service be obtained 
immediately by purchase, lease, rental or other use arrangement, the Purchasing Officer 
may secure the same on the open market at the lowest obtainable price without following 
the procedure specified in the Purchasing Policy, provided, however, that a full report of 
the circumstances of the emergency and of the necessity or making such an acquisition 
or procurement shall be filed with the City Council at its next regular meeting following 
such an acquisition or procurement and shall be subject to ratification by the City Council. 
 

(d) Emergency, shall mean those cases wherein needed supplies, equipment or services are 
not on hand or in place and must be procured immediately on the open market at the 
nearest available source of supply and there is insufficient time to follow the bid or RFP/Q 
procedure specified in this policy because of: 
 
(1) There is a great public calamity, or  
(2) There is immediate need to prepare for national or local defense, or  
(3) There is a breakdown in machinery or an essential service which requires the 

immediate purchase of supplies or equipment to protect the public health, safety or 
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welfare, or  
(4) An essential department operation affecting the public health, safety and welfare 

would be greatly hampered if the prescribed purchasing procedure would cause an 
undue delay in procurement of such supplies, equipment or service. 

 
EMERGENCY PROCEDURE 
 
In cases of great emergency as determined by the City Council, including, but not limited to, 
states of emergency defined in Section 8558 of the Government Code, when repair or 
replacements are necessary to permit the continued conduct of the operation of services of the 
City, or to avoid danger to life or property the City Council, by majority vote, may proceed at 
once to replace or repair any public facility without adopting plans, specification, or working 
details, or give notice for bids to let a contract(s).  The work may be done by City forces, by 
contract, or by combination of the two. The City Council delegates to the City Manager, the 
authority to declare a public emergency subject to confirmation by the City Council by a four-
fifths (4/5) vote, at its next meeting. 
 
The City’s Emergency Operations Plan provides for effective mobilization of all the resources 
of this City, both public and private, to meet any condition constituting a Local Emergency, 
State of Emergency, or State of War Emergency.  Any expenditure made in connection with 
Emergency activities, including mutual aid activities, shall be deemed conclusively to be for the 
direct protection and benefit of the inhabitants and property of the City. [Resolution 2011-9] 
 
WAIVING OF PURCHASING PROCEDURES 
 
In its discretion, the City Council may at any time, without amending this policy, waive the 
purchasing procedures or alter these proceedings to fit a specific purchase or contract, when 
such waiver is not in violation of state or federal law.  A request for waiver should occur only 
when unforeseen circumstances arise that justify an exception to following the provisions of 
this policy and is in the best interest of the City. 
 
 
 
 
 
 
 
 
 
 
 
 
SUMMARY 
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TYPE CATEGORY AUTHORIZATION

»

»

»
»

»
»

»

»
»

• Notice Inviting Bids required
•

• Ten-day notice must be given before opening bids

» Item must be budgeted
» Department Head signature

» Item must be budgeted
» Services secured by Purchase Order
» Department Head signature
» May need approval as to form by the City Attorney

» Item must be budgeted
» Services secured by Contract, Agreement or Letter
» City Manager signature
» Approved as to form by the City Attorney

» Item must be budgeted
» Services secured by Contract or Agreement 
» Written report submitted to the City Council
» Approved as to form by the City Attorney

Item must be budgeted
Whenever possible (this should be 99% of the time) at least
three (3) informal bids/quotes must be obtained. Whether
received in writing or verbally, a written record of the
bid/quote information must be retained.
All bids/quotes shall be kept by the Purchasing Officer and
open to public inspection.

All departmental 
requests for 
services shall be 
submitted to the 
City Manager 
utilizing the 
standard 
requisition 
process.  Securing 
services shall be 
made only by 
Purchase Order or 
Contract.

DEPARTMENT 
HEAD

DEPARTMENT 
HEAD

All departmental 
requests for 
supplies and 
equipment shall 
be submitted to 
the Purchase 
Officer utilizing 
the standard 
requisition 
process.  
Purchasing 
supplies and 
equipment shall 
be made only by 
Purchase Order.

FEATURES

$5,000 TO 
$20,000 

($40,000 for 
vehicles) 

For occasional use in securing over-the-counter delivery of
miscellaneous supplies which are not regular City stock and
which are necessary to fulfill an immediate need of a
department, the Department Head may authorize an
employee to make such purchase and be reimbursed by the
City through the use of petty cash form. Such purchases
shall be limited to the amounts not exceeding $75.00. For
miscellaneous items purchased on a regular basis from a
single vendor, contact Purchasing Division staff who will
establish an appropriate arrangement with such vendors.
Those employees who incur miscellaneous expenditures
for meetings on an ongoing basis should complete an
Individual Expense Report on a monthly basis.

Item must be budgeted
No Bids required

DEPARTMENT 
HEAD

OVER $1,000, 
LESS THAN 

$5,000

OVER $20,000 
(over $40,000 
for vehicles)

DEPARTMENT 
HEAD

CITY MANAGER

CITY COUNCIL

CITY MANAGER

Item must be budgeted
Formal bid process

Notice must be published in newspaper and posted in
three (3) public places

OVER $1,000, 
LESS THAN 

$5,000

$5,000 TO 
$20,000

OVER     
$20,000

CITY COUNCIL

OCCASIONAL 
SUPPLIES & 
EXPENSES

LESS THAN 
$1,000

DEPARTMENT 
HEAD

PETTY CASH

NOT TO 
EXCEED $75

LESS THAN 
$1,000 

Reimbursement 
by the City can 
only be made 
through the use 
of petty cash form 
submitted and 
authorized by the 
Director of 
Finance.

SUPPLIES & 
EQUIPMENT 

SERVICE 
AGREEMENTS
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TYPE CATEGORY AUTHORIZATION

»

»

»
»

»
»

»

»
»

• Notice Inviting Bids required
•

• Ten-day notice must be given before opening bids

» Item must be budgeted
» Department Head signature

» Item must be budgeted
» Services secured by Purchase Order
» City Manager signature
» May need approval as to form by the City Attorney

» Item must be budgeted
» Services secured by Contract, Agreement or Letter
» City Manager signature
» Approved as to form by the City Attorney

» Item must be budgeted
» Services secured by Contract or Agreement 
» Written report submitted to the City Council
» Approved as to form by the City Attorney

FEATURES

$1,000 TO 
$20,000 

($40,000 for 
vehicles) 

For occasional use in securing over-the-counter delivery of
miscellaneous supplies which are not regular City stock and
which are necessary to fulfill an immediate need of a
department, the Department Head may authorize an
employee to make such purchase and be reimbursed by the
City through the use of petty cash form. Such purchases
shall be limited to the amounts not exceeding $75.00. For
miscellaneous items purchased on a regular basis from a
single vendor, contact Purchasing Division staff who will
establish an appropriate arrangement with such vendors.
Those employees who incur miscellaneous expenditures
for meetings on an ongoing basis should complete an
Individual Expense Report on a monthly basis.

Item must be budgeted
No Bids required

DEPARTMENT 
HEAD

OVER $20,000 
(over $40,000 
for vehicles)

DEPARTMENT 
HEAD

CITY MANAGER

CITY COUNCIL

Item must be budgeted

All bids/quotes shall be kept by the Purchasing Officer and
open to public inspection.

Whenever possible (this should be 99% of the time) at least
three (3) informal bids/quotes must be obtained. Whether
received in writing or verbally, a written record of the
bid/quote information must be retained.

Item must be budgeted
Formal bid process

Notice must be published in newspaper and posted in
three (3) public places

CITY MANAGER
$5,000 TO 

$20,000

OVER     
$20,000

CITY COUNCIL

OCCASIONAL 
SUPPLIES & 
EXPENSES

All departmental 
requests for 
supplies and 
equipment shall 
be submitted to 
the Purchase 
Officer utilizing 
the standard 
requisition 
process.  
Purchasing 
supplies and 
equipment shall 
be made only by 
Purchase Order.

LESS THAN 
$1,000

DEPARTMENT 
HEAD

CITY MANAGER
$1,000 TO 

$5,000

PETTY CASH

NOT TO 
EXCEED $75

LESS THAN 
$1,000 

Reimbursement 
by the City can 
only be made 
through the use 
of petty cash form 
submitted and 
authorized by the 
Director of 
Finance.

SUPPLIES & 
EQUIPMENT 

SERVICE 
AGREEMENTS

All departmental 
requests for 
services shall be 
submitted to the 
City Manager 
utilizing the 
standard 
requisition 
process.  Securing 
services shall be 
made only by 
Purchase Order or 
Contract.

[WU1] 
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TYPE CATEGORY AUTHORIZATION

» Item must be budgeted
» Applies to:

• Purchase of Supplies and Equipment
• Procurement of Professional Services

» City Manager Signature

» Item must be budgeted
» Applies to:

• Purchase of Supplies and Equipment
• Procurement of Professional Services

» Written report submitted to the City Council

» Item must be budgeted
» Obtain appraisal report
»

» Written report submitted to the City Council

» Item must be budgeted
» Section 37901 of the Government Code applies, C.P.P.C..
» Written report submitted to the City Council
»

» Funds must be budgeted or appropriated
» Applies to Construction and Public Works Projects
» City Manager consultation
» Director of Public Works signature

» Funds must be budgeted or appropriated
» Applies to Construction and Public Works Projects
» Written report submitted to the City Council

CHANGE     
ORDERS

CITY COUNCILOver the 
authorization 
set by Council

AMENDMENT CITY COUNCIL

Authorization 
set by Council 
at Bid Award

PUBLIC WORKS 
DIRECTOR

OVER $5,000 CITY COUNCIL

OVER 10% OR 
$20,000

CHANGE     
ORDERS

May be required to submit proposed acquisition to the 
Planning and Environment Commission

PURCHASE OF 
REAL PROPERTY

10% OR 
$20,000, 

WHICHEVER 
IS LESS

Overseen by Public Works

FEATURES

ANY VALUE CITY COUNCIL

CONSTRUCTION 
AND PUBLIC 

WORKS 
PROJECTS

AMENDMENT CITY MANAGER
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GLOSSARY 

 
(a) Bidder’s List.  “Bidder’s List” shall mean a list of responsible prospective vendors capable 

of providing the items being bid upon. 
 

(b) Competitive Bid.  Transparent procurement method in which bids from competing 
contractors, suppliers, or vendors are invited by openly advertising the scope, 
specifications, and terms and conditions of the proposed contract as well as the criteria 
by which the bids will be evaluated. Competitive bidding aims at obtaining goods and 
services at the lowest prices by stimulating competition, and by preventing favoritism. In 
(1) open competitive bidding (also called open bidding), the sealed bids are opened in full 
view of all who may wish to witness the bid opening; in (2) closed competitive bidding 
(also called closed bidding), the sealed bids are opened in presence only of authorized 
personnel.  

 
(c) Cooperative Bid.  “Cooperative Bid” is when several government agencies join together to 

create one bid document combining all agencies product volume for consideration of the 
bidder in determining the unit cost. 

 
(d) Emergency.  As determined by the City Council, including, but not limited to, states of 

emergency defined in Section 8558 of the Government Code, when repair or 
replacements are necessary to permit the continued conduct of the operation of services 
of the City, or to avoid danger to life or property, repair or replace any public facility 
without adopting plans, specification, or working details or give notice for bids to let a 
contract or Public Works Construction Contract. 

 
(e) Equipment.  “Equipment” shall mean unique supplies, computers, furnishings, machinery, 

vehicles, rolling stock, and other personal property used in the City’s business, which are 
not generally and regularly ordered in bulk by the City and which must perform complex 
tasks, or integrate efficiently with existing equipment. 

 
(f) General Services.  “General Services” are services which do not require any unique skill, 

special background, training, and obtaining such services at the lowest cost should be the 
single most important factor in selection, as opposed to personal performance.  Examples 
of general services include uniform cleaning and maintenance services. 
 

(g) Informal Bids/Quotes.  Request for “Informal Bids” or “Quotes” shall mean the gathering 
of pricing for the same product or service, and is used when the City has determined an 
exact product or service required to resolve its need, and this product and/or services 
falls below the dollar value requiring competitive bid or request for proposal.  

 
(h) Maintenance Work.  “Maintenance Work” shall mean: 

 
(1) Routine, recurring, and usual work for the cleaning, preservation, or protections of 

any publicly owned or publicly operated facility for its intended purposes. 
(2) Minor repainting. 
(3) Resurfacing of streets and highways at less than one inch. 
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(4) Landscape maintenance, including mowing, watering, trimming, pruning, planting, 
replacement of plants, and servicing of irrigation and sprinkler systems. 

(5) Work performed to keep, operate, and maintain publicly owned water or waste 
disposal systems including, but not limited to, wells and reservoirs. 

 
(i) Multiple Awarded Bid.  When a bid is awarded to more than one vendor for the same or 

similar products.  A multiple awarded bid schedule is usually set up and provides 
information of product type/brand and vendor who is providing the product. 

 
(j) Piggyback.  Use of another public agency’s existing contract to purchase the same 

product(s) as outlined in the awarding bid document. 
 
(k) Professional, Management, or Special Services. “Professional,” “Management”, or 

“Special Services” shall mean any work performed by an attorney, doctor, architect, 
engineer, land surveyor, construction manager, appraiser, expert, accounting firm, 
instructor, consultant or those services such as computer services, golf course operating 
services, concession services, parking garage operation services, and 
transportation/transit operator services. Factors for determining whether professional, 
management, or special services are needed include but, are not limited to, services 
which require professional judgment, licensing, qualified expertise in a specific area of 
work, or other unique factors other than simply obtaining the service at the lowest cost to 
the City.  Professional Management and Special Services are not subject to the informal, 
formal or competitive bidding requirements of this policy and may be procured through 
negotiated contract or Requests for Qualification and/or Proposal process. 

 
(l) Public Works.  “Public Works” shall mean a type of public construction project subject to 

the regulation of the State Public Contract Code and State Labor Code and as defined in 
California Labor Code Division 2, Chapter 1, Article 1, Section 1720 and as further 
amended.  Examples of a Public Works Project include: 

 
(1) The erection, construction of, alteration, major painting, repair, or demolition of 

public buildings, streets, walkways, water and sewer facilities, drainage facilities, or 
other public facilities, whether owned, leased, or operated by the City. 

(2) Furnishing supplies or materials for any of the above works or projects. 
(3) A public work does not include maintenance work as defined in this article. 

 
(m) Purchase. “Purchase” shall include the renting, leasing, purchasing, licensing, or a trade 

of equipment or supplies. 
 
(n) Purchasing Officer.  The “Purchasing Officer,” for the purposes of this policy, shall be the 

City Manager or his/her designated representative. 
 

(o) Request Ffor Proposal.  “Requests for Proposal (RFP)” shall mean requests for a project 
or professional service. Requests for proposals allow bidders to highlight their experience 
and knowledge in an area through the proposal itself. Request for proposals list 
requirements of products or services, such as function, work flow, integration 
specifications and goals, providing in great detail how the requested product or service 
will be accommodated. Requests for proposals include a scope of work (SOW), pricing 
information, price quotes, contract terms and conditions, and detailed reference 
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information. The scope of work describes tasks, products, services and even external 
factors that may not be required to satisfy the proposal.  A request for proposals is 
developed when the City has discovered a need to resolve an issue, without a specific 
plan for the way that the need should be fulfilled and allowing vendors to express 
individual creativity when presenting products or services as a response to a request for a 
proposal. 
 

(p) Sealed Bid. “Sealed Bids” shall contain information regarding a project including project 
parameters and pricing. All entities that submit a sealed bid are not aware of what others 
have bid. Sealed bids are turned in to the City Clerk.  Sealed bids contain the actual 
pricing associated with the project. Sealed bids allow for all bidders to submit pricing to a 
the City in a confidential manner. Sealed bids are used to keep bidding results 
confidential until a winner is selected.  Sealed bids are submitted by a specified date and 
time to the City Clerk.   

 
(q) Supplies.  “Supplies” shall mean office supplies, janitorial supplies, materials, goods, 

tools, or other commodities used in the general conduct of the City’s business, excepting 
supplies or materials for a public work which is regulated under the California Public 
Contract Code Sections 20160, et seq. 

 
(r) Task Order. Supplementary contractual and obligating document that usually includes 

task description, used in task type contracts, and means a task, delivery, or call order for 
supplies and/or services placed against an established contract, agreement or blanket 
purchase order. 
 

(s) Task Type Contract.  Two-part contract in which one part lays down the general 
provisions of the contract, and the other part (represented by one or more task orders) 
gives the details of the specific job to be performed. 
 

(t) Quotes/Informal Bids.  Request for “Quotes” or “Informal Bids” shall mean the gathering 
of pricing for the same product or service, and is used when the City has determined an 
exact product or service required to resolve its need, and this product and/or services 
falls below the dollar value requiring competitive bid or request for proposal.  
 

(u) Urgency.  “Urgency” shall exist when the service, repair, or replacements are immediately 
necessary to permit the continued performance of the operations or services of the City, 
or to avoid the immediate danger to life, health, or property.   



RESOLUTION NO. 2018-58 
 
 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF 
LAKEWOOD ADOPTING A PURCHASING POLICY 

 
THE CITY COUNCIL OF THE CITY OF LAKEWOOD HEREBY RESOLVES AS 

FOLLOWS:  
 

SECTION 1. The City Council hereby adopts the “Purchasing Policy” attached hereto as 
Exhibit “A” as the official Purchasing Policy of the City of Lakewood.  In the event of any 
conflict between such Purchasing Policy and any other City Ordinance, Resolution or policy, the 
provisions of the attached Purchasing Policy shall prevail. 
 

SECTION 2.  If any section, subsection, subdivision, paragraph, sentence, clause or 
phrase in this Resolution, or any part hereof, is held invalid or unconstitutional, such decision 
shall not affect the validity of the remaining sections or portions of this Resolution.  The City 
Council hereby declares that it would have adopted each section, subsection, subdivision, 
paragraph, sentence, clause or phrase in this Resolution irrespective of the fact that any one or 
more sections, subsections, subdivisions, paragraphs, sentences, clauses or phrases may be 
declared invalid or unconstitutional. 
 

SECTION 3.  The City Clerk shall certify to the adoption of this Resolution. 
 

ADOPTED AND APPROVED THIS 11TH DAY OF SEPTEMBER, 2018. 
 
 
 
       ___________________________________ 
       Mayor 
ATTEST: 
 
 
 
_______________________________ 
City Clerk 
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CITY OF LAKEWOOD 
Purchasing Policy 

 
PURPOSE 
 
The purpose of this policy is to emulate best practices in purchasing procedures. 
 
OBJECTIVES 
 
The objective of this policy is to establish an efficient procedure for the purchase of supplies 
and equipment, and procurement of services, and references purchase/acquisition of real 
property and contracting for the construction of public works projects consistent with state law.  
These procedures shall not be overly time consuming and cumbersome, while allowing the 
City to obtain the best professional services, and acquire quality supplies, general services, 
and equipment in an overall economic manner at the lowest reasonable cost.   
 
TABLE OF CONTENTS          PAGE 
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 Duties of the Purchasing Officer             2 
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 Estimates of Requirements              3 
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 Purchase Orders                    3 
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 General Service Contracts                   5 
 Professional Service Contracts                  5 
 Award of Contracts Based Upon Competence                6 
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 Franchise Agreements and Services Provided by Franchise Operators             7 
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 Cooperative, Piggyback, and Multiple Awarded Bid Purchasing with Other Agencies      9 
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 Recycling Supply Products Specification               10 
 Purchase Local Specification             10 
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OVERVIEW 
 
In accordance with the provisions of Sections 54201 and 54204 of the Government Code of 
the State of California, and the procedures in this policy, ; the authority for the purchase of 
supplies, equipment, and services is vested in the Purchasing Officer and such procedures 
and policies shall govern all purchases of supplies and equipment. 
 
The provisions of this policy apply to the purchase of supplies, equipment, services, and 
references the purchase of real property as prescribed by state and federal law, and public 
works projects as defined by Section 37901 of the Government Code.  This policy identifies 
binding documents such as contracts, agreements and letter agreements as “contract(s)”.  
 
The provisions of this policy do not apply to the purchase of supplies, equipment, and 
professional services where the City Council has, by contract or resolution, contracted for or 
transferred the authority to make the purchase of supplies, equipment, and services to 
another governmental agency or officer and where the other governmental agency or officer, 
in the purchase of supplies, equipment, and services, follows to the satisfaction of the 
purchasing officer this policy and procedures in substantial compliance with provisions of 
Sections 54201 and 54204 of the Government Code of the State of California. 
 
Duties of the Purchasing Officer 
The City Manager, or his/her authorized representative(s), shall act as the City’s Purchasing 
Officer and be responsible for the purchase of all supplies, equipment and services for all 
departments and divisions of the City.  The duties of the Purchasing Officer may be combined 
with those duties of any other officer or position in the City.  The Purchasing Officer shall have 
the authority and duty to: 
 
(a) Purchase or contract for needed City supplies, equipment and services, which are not 

included within a construction contract or proposed specifications for a construction 
contract of public work being administered by any other City department; 

 
(b) Investigate, keep knowledgeable about, negotiate, and recommend on the execution of 

contracts or the purchasing of supplies, equipment and services pursuant to the 
procedures of this policy, and such administrative rules and regulations as prescribed by 
the City Council; 

 
(c) Keep informed of current developments concerning purchasing, prices, market conditions, 

and new products and services; 
 
(d) Prescribe and maintain such forms and procedures as necessary for the proper operation 

of the purchasing and contracting system; 
 

(e) Operate and maintain the warehouse and designated storage facilities of the City and 
such control records as are necessary for the proper inventory of stocks and supplies;. 
 

(f) Inventory and keep a record of all purchases and supplies of the City; 
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(g) Maintain up-to-date bidder’s list, vendor’s catalogs, files, and such other records as 
needed to perform these duties; 

 
(h) Ensure that purchasing specifications are written to encourage full competition, as such, 

he/she shall negotiate and recommend execution of contracts for the purchase of 
supplies, equipment, and services and seek the needed quality at least expense to the 
City, and discourage collusive bidding and endeavor to obtain as full and open 
competition as possible on all purchases; 

 
(i) Inspect supplies and equipment delivered, and contractual services performed, to 

determine their conformance with the specifications set forth in the order or contract. 
Purchasing Officer shall have authority to require chemical and physical tests of samples 
submitted with bids and samples of deliveries which are necessary to determine their 
quality and conformance with specifications; 
 

(j) The Purchasing Officer shall submit a report to the City Council quarterly on all such 
equipment and vehicle purchases over $5,000$5000.00; 

 
(k) Recommend the transfer of surplus or unused supplies and equipment between 

departments as needed and the sale of all supplies and equipment which cannot be used 
by any agency or which have become unsuitable for City use; 

 
(l) Review and monitor service contracts to ensure adherence to contractual terms, 

limitations and deadlines, and that service contracts are being performed with requisite 
quality, on time and within budget.  Maintain a positive relationship with the service 
providers and/or companies.  Assure customers are satisfied with the service under the 
contract;. 
 

(m) Perform such other tasks as may be necessary for the proper conduct of purchasing of 
supplies, equipment, and services. 

 
PROCEDURES 
 
Estimates of Requirements 
All Department Heads shall file detailed estimates of their requirements in supplies, equipment 
and services in such a manner, at such time, and for such future periods as the City Manager 
shall prescribe. 
 
Requisitions 
Department Heads or their designees shall submit requests for supplies, equipment and 
services to the Purchasing Officer by the standard requisition electronic entry procedure. 
 
Purchase Orders 
The purpose of a purchase order is to ensure compliance with this Purchasing Policy.   
 
(a) Purchases of supplies and equipment shall be made only by purchase order issued by the 

Purchasing Officer. 
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(b) Securing of services shall be made by purchase order for an amount under $5,000.00,. 
pPurchases of services shall be made by contract if equal to or in excess of $5,000.00. 
 

 
 
Encumbrance of Funds 
Except in cases of urgency or emergency as described in this policy, the Purchasing Officer 
shall not issue any purchase order or contract, for the purchase of supplies, equipment, and 
services unless there exists an unencumbered appropriation in the fund account against which 
such purchase is to be charged or City Council has authorized said purchase. 

 
Purchases on Behalf of the City  
Purchases may be made on behalf of the City through any governmental entity, including, but 
not limited to, the State of California, the County of Los Angeles, other cities or special 
districts, provided that the government entity acquiring the supplies, equipment or service 
substantially adheres to the procedures for the purchase of supplies, equipment, and 
professional services set forth in this policy. 
 
AWARD OF CONTRACTS: GENERAL OR PROFESSIONAL SERVICES 
 
Except as provided by this policy, the procurement of services not included in the construction 
contract or bid specification for a public works project shall be by Request for 
Proposal/Qualifications (RFP/Q) procedure as provided in this policy, and shall be made as 
follows: 
 
(a) Contracts, as referenced in this policy, represent all written contracts, agreements or 

letter agreements, rate schedules, and amendments.  All written contracts, agreements or 
letter agreements shall be approved by City Attorney as to form. 
 

(b) All service contracts shall require the provider to meet the California Joint Powers 
Insurance Authority’s insurance coverage recommendations, unless deemed 
inappropriate by the Risk Manager and/or City Attorney who will then determine the 
appropriate insurance coverage. 
 

(c) A Department Head may approve the contracting for services up to $5,000 $1,000.00 with 
qualified consultants/firms. 
 

(d) Services provided for an amount over $1,000, but under under $5,000.00 may be secured 
by purchase order and approved by the  Department Head City Manager.   
 

(e) A contract shall be prepared for all general or professional services for the amount of 
$5,000.00 and over.   
 

(f) Services secured by contract for an amount greater than $5,000$1,000.00 and under 
$20,000.00 shall be approved and/or awarded by the City Manager.   

 
(g) Services secured by contract with a dollar amount equal to or exceeding $20,000.00 shall 

be approved and/or awarded by City Council.   
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(h) Contract amendments. An Amendment shall be used to modify the contract documents 
regarding contract price, schedule of payments, completion date, plans and 
specifications, expanding scope of work due to change in conditions, and for unit price 
overruns and under runs, as specified in the contract.  Work description and justification 
should relate to the original project and should be necessary to achieve original scope of 
project.  After a determination that costs is merited by developments in a specific project, 
the City Manager is authorized to issue Amendments up to the contract contingency 
amount approved by the City Council for the individual contract as follows: 
 
(1) If the contract was originally executed for an amount under $20,000.00, the City 

Manager shall have the authority to issue Contract Amendments, provided that the 
sum of all amendments, plus original contract amount, shall not exceed $20,000.00.  
If the amended contract will exceed $20,000.00, City Council shall approve the 
contract amendment. 

(2) Once the original contract plus all accumulated Amendments is in an amount that 
exceeds $20,000.00, subsequent Amendments must be approved by City Council 
prior to commencing the work. 

(3) For a contract originally executed for an amount in excess of $20,000.00 and 
originally approved by City Council, the City Manager shall have authority to issue 
Amendments, provided that the sum of all contract amendments for any single 
contract shall not exceed the limit approved by City Council.  If the amended 
contract will exceed the limit previously approved by City Council, the contract 
amendment must be approved by City Council. 

(4) Any single Amendment which results in the total contract exceeding $20,000.00 
must be approved by City Council prior to commencing with the work.  In urgency 
situations where stopping the work will result in severe repair or replacement delays 
and subject the City to excessive additional costs due to the delay in the project, and 
City Manager may approve such a Amendment and shall give notice to City Council 
at the next City Council meeting. 

 
General Services Contracts  
General services contracts are to be used for routine, recurring, and usual work and for 
services which do not require any unique skill, special background or training, and obtaining 
such services at the lowest cost should be the single most important factor in selection, which 
is to include long-term and opportunity costs. 
 
General Service Contracts shall be procured either through the purchasing bid process or 
Request for Proposal/Qualification (RFP/Q) process with the emphasis on awarding to the 
“lowest responsive responsible bidder”. 
 
(a) If it is determined by the Department Head in consultation with the City Manager that all 

vendors providing a service classification can equally provide the service satisfactorily, a 
bid process would be appropriate.  However, if factors other than price need to be 
considered in awarding the contract, this becomes a Professional Services Contract.   

(b) General Services shall be awarded based reasonableness of cost, plus qualifications that 
will impact long-term type costs and/or opportunity costs.  

(c) A Statement of Work shall identify the specific scope of work under contract. 
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(d) Task Orders as listed in the Statement of Work shall be issued pursuant to the 
Maintenance Service Contract and the City Manager shall have authority to execute such 
Task Order for individual projects. 

(e) General Services Single or Multi-year Contracts may be awarded to multiple service 
providers following a formal RFP/Q process using the procedures set forth in this policy. 

 
Professional Service Contracts  
For those Professional Services as defined in Government Code Section 4526 (and as 
otherwise amended), professional services contracts and/or multi-year contracts with several 
consultants with a general scope of work may be set up for a total not-to-exceed dollar amount 
or an unspecified dollar amount if for on-call type services as approved by City Council.  For 
contracts approved with an unspecified do-not-exceed dollar amount, a fee schedule shall be 
annually submitted to the City Council for approval. 
 
When factors other than price need to be considered in awarding the contract, this becomes a 
Professional Services Contract and the Request for Proposal/Qualification (RFP/Q) process 
may be used.  Examples of areas other than price that may be important in awarding the 
contract include:  experience level, competence, resources/equipment, staffing levels, services 
available/time factors, licenses and other qualifications determined by each City department 
responsible for recommending the service contract that may be important to consider. 
 
(a) A formal RFP/Q process shall be used and awarded based on qualifications. 
(b) A Statement of Work shall identify the specific scope of work under contract. 
(c) Task Orders as listed in the Statement of Work shall be issued pursuant to the 

Professional Service Contract and the City Manager shall have authority to execute such 
Task Order for individual projects. 
 

Award of Contracts Based Upon Competence 
Factors to consider.  In contracting for professional services listed in Government Code 
Section 4526, selection shall be based on demonstrated competence and on professional 
qualifications necessary for the satisfactory performance of the services and solicited through 
a Request for Proposal/Qualification process. 
 
In contracting for professional services (other than those listed in Government Code Section 
4526), professional services contracts should only be awarded to firms or persons who have 
demonstrated “adequate competence” meaning: an adequate level of experience, 
competence, training, credentials, character, integrity, reputation, financial responsibility, 
resources, equipment, staffing, and other professional qualifications necessary for more than a 
satisfactory performance of the service required at the time period needed and price.  The cost 
of the service may be considered, however, the lowest cost may not be the sole factor in 
deciding which firm or who shall be awarded the contract.  It may be in the City’s best interest 
to award the contract to a higher priced proposal based on the scope of services, availability, 
unique skills, licenses, staffing levels, timing, prior experience, familiarity with the City and 
other factors required by the department.  The information needed for determining that level of 
competence and other qualifications and the procedure for selecting such services shall be 
determined by the Department Head responsible for recommending the service contract. 
 
(a) Request for Proposal/Qualifications.  The initial acquiring of services shall be procured 

through negotiated contract following a Request for Proposal/Qualifications (RFP/Q) 
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process.  Contracting for services is decentralized and shall be the responsibility of the 
Department Head requesting the service.  
 

(b) Contracts for an amount equal to or exceeding $5,000.00 but under $20,000.00.  The 
requesting department shall meet the following requirement unless an urgency exists 
pursuant to this policy: 

 
 

(1) Selection Process: Prepare an informal written document and contact as many 
companies as necessary to receive a minimum of three (3) written responses from 
consultants/firms.  The requirement may be waived for good cause in writing by the 
Department Head and Purchasing Officer as designated by the City Manager in 
consultation with one another and with the approval of the City Manager. 

(2) Award: The Department Head shall prepare a written recommendation to the City 
Manager for the firm or person to be awarded the contract.  The City Manager shall 
award the contract. 

(3) Contract document.  A written contract must be established and approved as to form 
by the City Attorney, and the City Manager shall sign/approve service contracts 
exceeding $5,000.00 but not more than $20,000.00. 

 
(c) Contract for an amount equal to or exceeding $20,000.00.  Department Heads shall utilize 

a Sealed request for Proposal process essentially meeting the following requirements 
unless an urgency exists pursuant to this policy: 

 
(1) Request for Proposal/Qualification (RFP/Q) solicitation process.  A formal Sealed 

Request for Proposal/Qualification (RFP/Q) document shall be developed for 
solicitation of professional, management, or general and special services for an 
amount exceeding $20,000.00. 

(2) Advertisement. The requesting department shall advertise in appropriate 
publications and/or contact the consultants/firms previously utilized by the City 
during the solicitation process. 

(3) Notice Contents. The notice shall include a description of general type of service 
needed, how the RFP/Q minimum scope of work can be obtained, any pre-proposal 
conferences anticipated, the requirement of a written sealed proposal, state the 
closing date, and place and time for submission of the RFP/Q. 

(4) Solicitation Procedure. Sealed RFP/Q should be submitted to the Purchasing Officer 
as identified in the RFP/Q.  All proposals shall be analyzed by the requesting 
department for compliance with RFP/Q requirements, and value of the total scope of 
services.  Follow-up interviews of the most qualified of those submitting a proposal 
should be held. 

 
Waive Competition 
Although the City prefers a competitive process for securing services, in certain 
circumstances, where the claim can be adequately justified, a RFP/Q Waiver or a Sole Source 
process may be used.   
(a) The RFP/Q process may be waived if it is determined with acceptable justification that 

competition is neither practical nor in the best interest of the City. 
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(b) The vendor has an established business relationship with the City and has proven to 
adhere to contractual terms, limitations and deadlines, and the service provided is being 
performed with requisite quality, on time and within budget.    
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Franchise Agreements and Services Provided by Franchise Utilities 
The City enters into multi-year agreements with utility companies that have infrastructure in the 
City’s right-of-ways or on City facilities.  City approved service and/or equipment upgrades by 
utility operators are exempted from the bidding and RFP/Q processes and can be approved by 
the City Manager or his/her designee when the increase in projected utility costs to the City is 
under $20,000.00 per year. If the expected increase in utility costs is greater than $20,000.00 
per year, the upgrade shall be approved by the City Council. 
 
 
 
BIDDING: SUPPLIES AND EQUIPMENT 
 
Except as provided by this policy, purchases of supplies and equipment and the sale of 
supplies and equipment not included in the construction contract or bid specification for a 
public works project shall be by bid procedure as provided in this policy, and shall be made as 
follows: 
 
(a) Direct Purchase Order.  The purchase of supplies and equipment with the estimated 

value equal to or less than $20,000.00, or $40,000.00 for vehicles, shall be made by the 
Purchasing Officer as follows: 

 
(1) Procure whenever possible at least three informal bids/quotes or enter into 

competitive negotiation or purchase through a governmental entity as described in 
this policy. 

(2) Solicit bids by written request to prospective vendors, by telephone, or by other 
notice. 

(3) Award the bid and purchase said supplies and equipment provided the same is 
awarded to the lowest responsible bidder and within the budgeted amount therefore. 

(4) Keep a record of all such bids received and purchases made, which shall be open to 
public inspection. 

 
(b) Formal Bid Procedures.  Except as otherwise provided, purchases of equipment and 

supplies of an estimated value greater than $20,000.00 or $40,000.00 for vehicles per 
unit shall be awarded by the City Council to the lowest responsive and responsible bidder 
pursuant to the following procedure: 

 
(1) Notice Inviting Bids.  Notices inviting bids include a general description of the articles 

to be purchased or sold, shall state where bid documents and specifications may be 
secured, and the time and place for opening bids. 

 
(i) Published Notice.  Notice Inviting Bids shall be given at least ten (10) days 

before the date of opening of the bids. Notice shall be published at least once 
in a newspaper of general circulation, printed and published in the Citycity, or if 
there is none, it shall be posted in at least three public places in the City that 
have been designated by ordinance as the places for posting public notices. 

(ii) Bidders' List. The Purchasing Officer shall also solicit sealed bids from all 
responsible prospective suppliers whose names are on the Bidders' List or who 
have requested their names be added thereto. 
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(c) Bidder’s Security.  When deemed necessary by the Purchasing Officer, bidder's security 
may be prescribed in public notices inviting bids. Bidders shall be entitled to return of bid 
security; provided that a successful bidder shall forfeit his bid security upon refusal or 
failure to execute the contract within ten (10) days after the notice of award of contract 
has been mailed, unless the City is responsible for the delay. The City Council may, on 
refusal or failure of the successful bidder to execute the contract, award it to the next 
lowest responsible bidder. If the City Council awards the contract to the next lowest 
bidder, the amount of the lowest bidder's security shall be applied by the City to the 
difference between the low bid and the second lowest bid, and the surplus, if any, shall 
be returned to the lowest bidder. 

 
(d) Bid Opening Procedure. Sealed bids shall be submitted to the City Clerk and shall be 

identified as bids on the envelope. Bids shall be opened in public at the time and place 
stated in the public notices. A tabulation of all bids received shall be open for public 
inspection during regular business hours for a period of not less than thirty (30) days after 
the bid opening. 

 
(e) Rejection of Bids. In its discretion, the City Council may reject any and all bids presented 

and re-advertise for bids 
 
(f) Award of Contracts. Contracts shall be awarded by the City Council to the lowest 

responsive and responsible bidder except as otherwise provided by this policy. 
 
(g) Tie Bids. If two or more bids received are for the same total amount or unit price, quality 

and service being equal, the City Council may accept the one it chooses or accept the 
lowest bid made by negotiation with the tie bidders at the time of the bid opening. 

 
(h) Performance Bonds. The City Council shall have authority to require a performance bond 

before entering into a contract in such amount as it shall find reasonably necessary to 
protect the best interests of the City. If the City Council requires a performance bond, the 
form and amount of the bond shall be described in the Notice Inviting Bids. 
 

Cooperative, Piggyback, and Multiple Awarded Bid Purchasing With Other Agencies 
Purchases may be made on behalf of the City through any governmental entity, including, but 
not limited to, the State of California, the County of Los Angeles, other cities or special 
districts, or cooperatives, provided that the entity acquiring the supplies or equipment 
substantially adhere to the procedures for the purchase of supplies and equipment set forth in 
this policy.   
 
Approval and award of cooperative, “piggy-back” or multiple awarded purchases shall be 
obtained by the Purchasing Officer for an amount equal to or less than $20,000.00, or 
$40,000.00 for vehicles, and by the City Council for purchases in an amount exceeding 
$20,000.00 or $40,000.00 for vehicles. 
 
(a) Cooperative Purchasing. The bidding requirements in this policy shall not apply to the 

purchasing of any equipment or supplies which the Purchasing Officer determines to be 
in the best interest of the City to obtain through a cooperative competitive bidding 
procedure being prepared by and processed through another local, state, or federal 
governmental agency. 
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(b) Piggyback. If the Purchasing Officer determines it to be in the best interest of the City, the 

Purchasing Officer is authorized to “piggy-back” onto or join into an existing written 
purchase contract obtained through a competitive bidding process prepared by and 
awarded by another local, state or federal government agency. 

 
(c) Multiple Awarded Bids. Multiple awarded bids are generally conducted by larger 

government agencies. A competitive bidding process is conducted for a specified product.  
Several vendors whose product meets the specification are awarded the contract. 
Maximum item price and contract terms are established.  If the Purchasing Officer 
determines it to be in the City’s best interest, the Purchasing Officer is authorized to use 
federal, state, or other governmental agency multiple awarded contracts. The Purchasing 
Officer must obtain quotes from at least three vendors on the awarded contract list and 
award the bid to the lowest responsive and responsible bidder. 

 
Staging of Purchases Prohibited 
Purchases and contracts shall not be knowingly staged or separated into smaller units or 
segments solely for the purpose of evading the competitive formal or informal bidding 
requirements of this policy. 
 
Recycled Supply Products Specification 
If in procuring supplies, a recycled or recyclable/reusable product can achieve the necessary 
City performance standard, and if such recycled product is readily available, specifications 
should, if economically feasible, require products made with recycled materials, or products 
that are recyclable, be bid. Unless the Department Head determines that: 
 
(a) A recycled or recyclable/reusable product lacks performance capabilities or needed 

quality levels. 
 

(b) A sufficient amount of said recycled or reusable product is not currently available in the 
market, then a reduced percentage can be required, or the supply specification can be 
limited to non-recycled or virgin materials.   

 
When recycled products are required, reasonable efforts shall be made to label the products 
as containing recycled materials. As used in this section, recycled product does not mean used 
products, but is limited to new products made with materials which have been recycled. 
 
Purchase Local Specification 
If in procuring supplies, a locally manufactured and/or product sold within the City of Lakewood 
can achieve the necessary City performance standard, and if such locally manufactured and/or 
product sold is readily available, specifications should, if economically feasible, require 
products locally manufactured and/or sold be bid; unless the Department Head determines that 
a locally manufactured and/or product sold does not meet required performance capabilities or 
quality. 
 
Disposition Of Surplus Supplies And Equipment 
All Department Heads shall submit to the Purchasing Officer at such times and in such form as 
he/she prescribes, reports showing all supplies and equipment which are no longer used or 
which have become obsolete or worn out.  The Purchasing Officer shall have authority to sell 
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all supplies and equipment which cannot be used by any department or which have become 
unsuitable for City use, or trade in the same for new supplies and equipment, or otherwise 
dispose of the same for, as provided below: 
 
(a) Supplies and equipment certified by the Department Head as having a value of less than 

$100.00 may be sold or disposed by the Purchasing Officer by current available means. 
 

(b) Supplies and equipment certified by the Department Head as having value over $100.00 
and under $5,000.00 shall be sold at auction. 

 
(c) Supplies and equipment certified by the Department Head as having value equal to or 

greater than $5,000 (correction) $10,000.00 shall be sold only by sealed bid following the 
giving of notice procedures as provided in this policy for purchases greater than 
$20,000.00, or $40,000.00 for vehicles.  Such sales shall be awarded by the City Council 
to the highest bidder, provided however, the City Council may in any notice calling for 
bids provide that it will receive at the time and place of public hearing before the City 
Council oral bids in excess of 10% of the highest sealed bid and in such case the City 
Council shall sell the supplies or equipment to such highest bidder. 
 

(d) In the event any such supplies and equipment cannot be disposed of as provided in this 
policy, at the discretion of the Purchasing Officer, be sold as junk or disposed of by 
currently available any other means. 

 
(e) City employees may not purchase surplus City property directly from the City or any 

auction service employed by the City unless the City Manager should determine in writing 
that said employee was not involved in any recommendation or decision-making as to the 
sale of said property or the value thereof. 

 
SOLE SOURCE PURCHASES 
 
Sole Source Purchases.  Unique commodities or services that can be obtained from only one 
vendor, or one distributor authorized to sell in this area, with singular characteristics or 
performance capabilities or which have specific compatibility components with existing City 
products are exempt from the competitive bidding requirements and are deemed sole source 
purchases.  Sole source purchases may include proprietary items sold direct from the 
manufacturer. 
 
(a) All sole source purchases shall be supported by written documentation indicating the 

facts and nature supporting the determination of a sole source, signed by the Department 
Head and forwarded to the Purchasing Officer. The City Manager shall approve sole 
source acquisitions in an amount under $20,000.00. 

(b) Approval of any sole source acquisition shall be obtained from City Council for an award 
of a contract for an amount equal to or exceeding $20,000.00. 

 
In purchasing equipment and supplies that need to be compatible with existing equipment and 
supplies, or to perform complex or unique functions, the City Manager and Department Head 
in consultation with one another may: 
 
(a) Limit bidding to a specific product type, or a brand name product; or 
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(b) Utilize a request for proposal approach where warranties, service and/or maintenance 
obligations, and product performance will be evaluated in addition to the price of the 
product or service.  The award of the contract should be to the proposer that staff deems 
is in the best public interest. 

 
PETTY CASH AND REIMBURSEMENTS 
 
For occasional use in securing over-the-counter delivery of miscellaneous supplies which are 
not regular City stock and which are necessary to fulfill an immediate need of a department, 
the department head may authorize an employee to make such a purchase and be reimbursed 
by the City through the use of a petty cash form.  Such purchases shall be limited to amounts 
not exceeding $75.00. All petty cash forms must be approved by the Department Head or 
his/her designee and the Director of Finance and Administrative Services, and be signed by 
the person receiving the reimbursement. 
 
For miscellaneous items purchased on a regular basis from a single vendor, the Department 
Head will contact the Purchasing Officer who will establish a purchasing arrangement with 
such vendors. 
 
Employees who incur miscellaneous expenditures for meetings on an ongoing basis must 
complete an Individual Expense Report on a monthly basis.   
 
TRAVEL REQUESTS AND EXPENSES 
Travel and related expenses are to only occur when there is substantial benefit to the City.  
The Travel or Conference Authorization Request form must be submitted to and approved by 
the City Council for officials and by the City Manager for staff prior to the event.  For 
reimbursement and payment for travel expenses, the Travel Request and Expense Report 
form must be completed by the traveler and approved by the City Council for officials or City 
Manager for staff.  No official or staff shall sustain personal monetary loss as a result of duties 
performed in the service of the City.  However, all expenditures and requests for 
reimbursement shall logically relate to the conduct of City business and shall be “necessary” to 
accomplish the purpose of such business and shall be “reasonable” in amount. 

 
(a) Authorized Expenses 

City funds, equipment, supplies (including letterhead), titles, and staff time must only be 
used for the performance of official duties.  Such duties include, but are not necessarily 
limited to: 
 
(1) Meeting and communicating with representatives of other cities, county/regional, 

state and national government on City adopted policy positions and discuss the 
communities’ concerns. 
 
(i) Participating in local, county, /regional, state and/or national organizations whose 

activities affect the City’s interest 
(ii) Attending meetings and participating in activities conducted in conjunction with 

such meetings, of civic and governmental committees and organizations in which 
the city has retained membership or has provided funds for the financing thereof 
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(2) Business-related meetings or trips where a benefit to the City can be defined, 
including meetings with staff officials from other cities, and conferences and 
meetings of the City’s membership organizations 
 
(i) Attending City events and meetings with City service providers, both contracted 

service providers and other public agencies. 
(ii) Attending meetings to implement a City-approved strategy for attracting or 

retaining businesses to the City 
(iii) Attending City-sponsored or co-sponsored events including those requiring an 

invitation from the sponsoring or co-sponsoring organization 
 

(3) Attending educational seminars designed to improve the skill and knowledge of 
officials and staff 

(4) Recognizing service to the cCity  
(5) Other charity or City-related events or meetings that provide a benefit to the public or 

the City as authorized by the City Manager for staff or Council for officials. 
 

(b) Non-reimbursable Expenses 
 
(1) The personal expense portion of any trip 
(2) Family expenses, including partner’s expenses when accompanying City staff and/or 

officials on City-related business, as well as children and/or pet related expenses 
(3) Entertainment expenses, including theater, movies (either in-room or at a theater), 

attendance at sporting events, or other cultural events that are non-conference 
events 

(4) Non-mileage personal automobile expenses, including repairs, traffic citations, 
insurance or fuel 

(5) Other expenses as determined by the City Manager. 
 

(c) Cost Control 
To conserve the City’s resources and to keep expenses within standards for public 
officials and staff, travel related expenditures should adhere to the guidelines in this 
policy.  Expenses for which staff or official receives reimbursement from another agency 
are not reimbursable by the City.  The cost borne or reimbursed by the City shall be 
limited to costs that fall within the listed guidelines: 

 
(1) Transportation: The most economical mode and class of transportation reasonably 

consistent with scheduling needs and cargo space requirements must be used, 
using the most direct and time-efficient route. 
 
(i)  Airfare: All officials and staff shall utilize coach or economy class 

accommodations when traveling by commercial airlines.  Reservations, where 
practical, should be made in sufficient advance to receive discount pricing.  
Increased fees related to late booking or purchasing higher priced refundable 
tickets may be allowed with a sound business reason such as making changes 
to tickets to accommodate illness or schedule changes.  Officials and staff may 
at their own expense pay to upgrade their airline accommodations. 

(ii)  Baggage handling fees at the rate charged by the airline or other mass 
transportation line. 
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(iii)  Automobile: The rules regarding expenses relating to the use of cCouncil 
mMembers’ vehicle in the performance of City duties are set forth in Resolution 
2005-39.  For appointed officials and staff members, automobile mileage is 
reimbursed at the Internal Revenue Service (IRS) rate presently in effect.  
These rates are designed to compensate the driver for fuel, insurance, 
maintenance, and other vehicle related expenses. The amount does not 
include bridge and road tolls, which are reimbursable. 

(iv)  Car rental: Rental rates that are equal to or less than those available through 
the American Automobile Association (AAA) or other standard discount 
services shall be considered the most economical and reasonable for purposes 
of reimbursement. 

(v)  Taxis/shuttles: Taxi or shuttle fares may be reimbursed, including a reasonable 
gratuity per fare, when the cost of such fare is equal to or less than the cost of 
car rentals, fuel and parking combined, or when such transportation is 
necessary for time-efficiency. 

(vi)  Garage and parking expenses: Expenses for necessary parking and storage of 
private, rented or City vehicles may be authorized.  Receipts should be 
provided to obtain reimbursement (except where not available such as metered 
parking).  Parking in lots at airports or other mass travel related lots may be 
reimbursed.  Officials and staff are encouraged to use parking at non-premium 
rates unless such parking is inappropriate due to time constraints or safety 
concerns. 
 

(2) Lodging: Lodging expenses will be reimbursed or paid when travel on official City 
business reasonably requires an overnight stay.  Where lodging is in connection with 
a conference or other organized educational activity, reasonable lodging cost shall 
not exceed the maxiumum group rate published by the conference or activity 
sponsor, providing that lodging at the group rate is available at the time of booking.  
If the group rate is not available, the official or staff member shall be entitled to 
reimbursement for actual costs of lodging that is comparable in location and quality.  
Every effort shall be made to secure adequate lodgings that are conveniently located 
and moderately priced.  In many instances, it makes sense to stay at the conference 
hotel for convenience and safety, and to avoid additional transportation costs.  
Government discounts and any discounts the official or staff is personally eligible for 
should always be sought at the time of reservation.  The cost of lodging may be paid 
directly by the City or paid by the official or staff and subsequently reimbursed. 
  

(3) Communication and internet service:  Officials and staff shall be reimbursed for 
actual phone, mobile, fax and internet access expenses incurred as a consequence 
of City business necessity.  Personal calls to the staff or official’s family of a 
reasonable duration may be reimbursed for travel requiring overnight lodging. 
  

(4) Meals: IRS reimbursement amounts shall be considered reasonable per se, and 
expenses incurred beyond such amounts shall be reimbursed only if necessary 
based upon location, type of venue, nature of event, or extraordinary circumstances. 
  

(5) Gratuity: Meal expenses and associated gratuities incurred should be moderate, 
while taking into account the prevailing restaurant costs of the area.  
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(6) Other: All items of expenses otherwise unclassified shall be considered in this 
category.  Examples are duplicating expenses, publications, and other expenses as 
necessary when traveling on City business may be allowed and should be included 
within this classification when requesting reimbursement.   

 
(d) Reimbursement limitations shall not apply to the following circumstances: 

 
(1) A conference or meeting at which a set amount is charged for participation in a meal 

or activity 
(2) A City-hosted meal or event 
(3) A business related meal, meeting or event at which the City official or staff member 

is required to pay more than his/her proportional share of the costs on a reciprocal 
basis with officials or staff from other cities 

(4) Expenditure authorized in advance by the City Council at a City Council meeting for 
officials, or by the City Manager for staff.  

 
(e) Submission of expense reports and audits: 

(1) All expenses must have prior approval by the City Council for officials and by the 
City Manager for staff.  The Travel or Conference Authorization Request form is 
used to receive this prior authorization.   

(2) Once the costs are incurred, the Travel Request and Expense Report form with 
corresponding receipts documenting each expense must be submitted for approval 
for the official or staff to receive reimbursement.  All expenses are subject to 
verification that they comply with this policy.   

(3) Expense reports and receipts documenting each expense shall be submitted for 
reimbursement within 30 days of being incurred.   

(4) Each Council Member shall file a brief written report on meetings attended at City 
expense at the next available City Council meeting. 

 
VISA CAL-CARD PURCHASES 
To promote operational efficiency the City has initiated the City’s credit card program. 
 
(a) The VISA Cal-Card program is intended to allow designated City employees to pay for 

training and travel type expenses, and to purchase occasional services and supplies at or 
below $1,000.00 per transaction using a designated bank issued credit card. The card 
can be used for internet, telephone or walk-in ordering.  Transactions in excess of 
$1,000.00 are only allowed for travel and conference related expenses and must be pre-
approved by the City Manager. 

 
(b) The program does not replace the Purchase Order process. The Purchasing Order 

process must remain the primary purchasing process for a majority of purchases. 
 
(c) The credit card is for official government use only subject to transaction limits, authorized 

vendors, and approved procedures. 
 
(d) The City Manager is the Program Manager, or his/her designee and sets policies and 

procedures and card limits. The Program Manager makes the final decision on any 
dispute or issue concerning the use of the card, and has the authority to suspend the use 
of any credit card for any reason. 
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(e) The Director of Finance and Administrative Services or his or her designee acts as the 

Program Coordinator and is responsible for the administration and implementation of the 
Cal Card policies and procedures.  

 
(f) The card will be issued to the Department Head and Department Head approved 

managers whose names will appear on the card as the Cardholder. The Cardholder is 
responsible for the proper use of the card. 

 
(g) The Program Coordinator will determine the contact person for the timely payment of 

accounts who will be authorized to make changes on the designated bank’s website; 
such as limit increase/decrease, or adding/deleting card holders.  These actions must be 
pre-approved by the Program Manager or his/her designee. 
 
(1) Obtaining a credit card 

 
(i) The Department Head must submit a “Request for Credit Card” memo to the 

Program Manager for approval. 
(ii) The Cardholder must sign for the card. 

 
 
 
 

(2) Using the credit card 
 

(i) Cardholder must complete an orientation course with the servicing bank and 
sign a Cal Card agreement form.  This agreement certifies that the 
Cardholder understands and accepts his or her responsibilities under the 
program. 

(ii) The Cardholder must instruct the vendor to include the Cardholder’s name 
and department and the term “Cal Card” purchase or “credit card” as mode of 
payment on the shipping label, packing list, and invoice. 

(iii) Each card is assigned transaction and monthly limits.   
(iv) The Cardholder is responsible for retaining all supporting documentation 

(such as packing slips and sales receipts) on all card activities that are 
reconciled to the monthly Statement of Account.  The documentation must be 
submitted with the Statement of Account to ensure timely payment of 
purchases.  

(v) The Cardholder will receive a Statement of Account and must promptly 
review the statement, certify the statement’s accuracy and attach all 
supporting documentation.  The Statement of Account along with the 
supporting documentation must be submitted to the Program Coordinator 
within five (5) business days of receipt.   

(vi) The Program Coordinator or his or her designee will review the card activities 
and supporting documentation prior to forwarding to the Program Manager for 
payment approval. 

(vii) In case of any error in the Statement of Account, the Cardholder must 
immediately notify the Program Coordinator.  The Program Coordinator or his 
or her designee will be responsible for resolving the error. 
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(viii) If the card is lost or stolen, the Cardholder must immediately notify the issuing 
bank customer service, at the phone number listed on the back of the card, 
and the Program Coordinator.  

(ix) If the card is worn, defective or cancelled, the Cardholder must immediately 
return the card to the Program Coordinator. 

(x) The Cardholder is responsible for returning merchandise to the vendor and 
for receiving the appropriate credit.  The credit memo or equivalent must be 
retained by the Cardholder and submitted along with the Statement of 
Account to the Program Coordinator. 

(xi) Personal use of the card is strictly prohibited and is subject to disciplinary 
action up to and including termination.  The cardholder will be immediately 
required to return the goods to the vendor in full and/or to reimburse the City 
for the subject amount.  

(xii) The Program Manager will decide on any issue or conflict on the above 
policies and procedures.  

 
(3) Changes to cardholder information.  Changes to a cardholder’s name, address, or 

Department/Division must be immediately reported by memo to the Program 
Coordinator who will request a new credit card if needed. 
 

(4) Cancellation.  Should the Cardholder terminate employment with the City, the 
Cardholder shall submit his/her credit card and any supporting documentation to his 
or her Department Head.  The Human Resources Division and the Department 
Head shall notify the Program Coordinator of the termination.  The Program 
Coordinator or his/her designee shall notify the bank. 

 
PURCHASING CARDS 
 
To promote operational efficiency the City has initiated the City’s purchase card program. 
 
(a) The Purchase Card program is intended to allow designated City employees to pay for an 

item that is not stocked in the purchasing warehouse and the item is needed right away.   
 
(b) The purchase card is for official government use only subject to transaction limits, 

authorized vendors, and approved procedures. 
 

(c) The program does not replace the Purchase Order process. The Purchasing Order 
process must remain the primary purchasing process for a majority of purchases. 

 
(1) Obtaining a credit card 

 
(i) The Department Head must submit a “Request for Purchase Card” memo to 

the Director of Finance and Administrative Services for approval. 
(ii) The Cardholder must sign for the card. 

 
(2) Using the purchase card 

 
(i) Cardholder is responsible for the card in their possession and each charge on 

the card.   
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(ii) The Cardholder must use it only for City related expenses.  
(iii) If the Purchasing Card is missing, lost or stolen, the Cardholder must 

immediately contact the Director of Finance and Administrative Services or 
his/her designee. 

(iv) If there is an issue while trying to make a purchase transaction, the 
cardholder is to contact the Director of Finance and Administrative Services. 

(v) The Cardholder must track all purchases and retain all receipts.   
(vi) If an item must be returned, the Cardholder is responsible in performing this 

task.  The Cardholder must inform the Director of Finance and Administrative 
Services to ensure that the refund/credit is in the next invoice. 

(vii) The Director of Finance and Administrative Services or his/her designee is 
responsible for resolving questions and issues of Cardholders and/or from the 
card provider. 

(viii) The bill and register receipt must include invoice numbers for reference.  
Each invoice is entered into the requisition system and approval workflow. 

(ix) The monthly card provider statements listing all transactions conducted for 
the month are to be reconciled with the outstanding invoices as provided by 
the Cardholder and ensures that all charges in the statement belong to the 
City. 

(x) The Director of Finance and Administrative Services by written request from a 
Department Head has the capability to increase the limit for purchasing cards. 

(xi) The Director of Finance and Administrative Services is responsible for 
updating the charge card list per store, and has the capability to issue new 
cards, and cancel and/or stop the card. 

(xii) The Director of Finance and Administrative Services is responsible for 
resolving disputes. 
 

(3) Changes to a cardholder’s name, address, or Department/Division must be 
immediately reported by memo to the Director of Finance who will request a new 
credit card if needed. 

 
(4) Should the Cardholder terminate employment with the City, the Cardholder shall 

submit his/her credit card and any supporting documentation to his or her 
Department Head.  The Human Resources Division and the Department Head shall 
notify the Director of Finance and Administrative Services of the termination.  The 
Director of Finance and Administrative Services or his/her designee shall notify the 
Vendor. 

 
The City has initiated the City’s purchase card program with the following vendors: Home 
Depot and ; Smart & Final;: and Costco. 
 
(a) Home Depot and , Smart & Final, and Costco do not accept purchase orders.   The City’s 

practice is to pay via a purchase order.  The charge card is in lieu of the purchase order. 
 

(1) Home Depot 
(i) The Home Depot charge card has a limit of $13,000.00 per month for the whole 

City. 
(ii) Each Cardholder does not have an individualized limit. 
(iii) Each Home Depot charge card bears the employee’s name. 
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(2) Smart & Final 

(i) The Smart & Final charge card has a limit of $10,000.00 per month for the whole 
City. 

(ii) Each Cardholder does not have an individualized limit. 
(iii) Each Smart & Final charge card bears the City’s name. 

 
(3) Costco 

(i) The Costco charge card has a limit of $500.00 for majority of City Cardholders 
per month, except for three individuals.  These three individuals are:  the 
Purchasing Officer, Administrative Services Assistant Director, and Emergency 
Operations Center Coordinator (EOC). 

(ii) Each Costco charge card bears both the name of the City and the Cardholder. 
(iii) The pre-requisite for getting a Costco charge card is for the Cardholder to have 

their own personal Costco membership.  
(iv) The City maintains one business membership held under the Purchasing Officer 

designee’s name.  Any staff member without a Costco membership card can 
arrange for purchases through the Purchasing Officer’s designee. 

 
(4)(3) Or other Purchase Cards as approved by the Finance and Administrative Services 

Department. 
 
PURCHASE/ACQUISITION OF REAL PROPERTY 
 
Land acquisition by lease or purchase shall be performed as prescribed by state and federal 
law. 
 
PUBLIC WORKS PROJECTS 
 
Public Works Projects shall be performed pursuant to State public contract code. 
 
 
 
EXEMPTIONS 
The competitive bid and request for proposal/qualifications (RFP/Q) processes are not 
applicable to certain purchases. The following are exempt from competitive bid processes: 

 
(a) Department purchases under $20,000.00; 
(b) Travel and /expense advances; 
(c) Subscriptions; 
(d) Trade circulars, training materials or books; 
(e) Insurance premiums; 
(f) Insurance claims; 
(g) Reimbursement of expenses; 
(h) Petty cash reimbursement; 
(i) Medical payments; 
(j) Newspaper advertisements and notices; 
(k) Dues to approved organizations; 
(l) Payments to other government units; 
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(m) Utility service payments, utility connection and/or installation charges; 
(m)(n) Fuel; 
(n)(o) Attorney services; 
(o)(p) Postage, courier/delivery messenger services; 
(p)(q) Land; 
(q)(r) Buildings; 
(r)(s) Water rights; 
(s)(t) Debt services; 
(t)(u) Grants; 
(u)(v) Claim settlements. 
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Purchases of supplies and equipment and the sale of supplies and equipment shall be by bid 
procedure, and the procurement of services shall be by RFP/Q procedure as provided in this 
policy, with the exception that the Purchasing Officer is hereby given authority to and make 
such purchases and sales, and procurement without further complying with the terms and 
provisions of this policy where: 
 
(a) The head of the department involved or the Purchasing Officer certifies that the supply, 

equipment or service can be obtained from only one vendor, provided first authorized by 
the City Council.;  
 

(b) Purchase of supplies, equipment and services provided for and sufficiently identified in 
the Budget approved by the City Council for the current fiscal year not exceeding 
$1,000.00. Such purchases must be approved by the Director of Finance and 
Administrative Services as to availability of funds and budgetary authorization. 
 

(c) In case of an emergency which requires that supplies, equipment or service be obtained 
immediately by purchase, lease, rental or other use arrangement, the Purchasing Officer 
may secure the same on the open market at the lowest obtainable price without following 
the procedure specified in the Purchasing Policy, provided, however, that a full report of 
the circumstances of the emergency and of the necessity or making such an acquisition 
or procurement shall be filed with the City Council at its next regular meeting following 
such an acquisition or procurement and shall be subject to ratification by the City Council. 
 

(d) Emergency, shall mean those cases wherein needed supplies, equipment or services are 
not on hand or in place and must be procured immediately on the open market at the 
nearest available source of supply and there is insufficient time to follow the bid or RFP/Q 
procedure specified in this policy because of: 
 
(1) There is a great public calamity, or  
(2) There is immediate need to prepare for national or local defense, or  
(3) There is a breakdown in machinery or an essential service which requires the 

immediate purchase of supplies or equipment to protect the public health, safety or 
welfare, or  

(4) An essential department operation affecting the public health, safety and welfare 
would be greatly hampered if the prescribed purchasing procedure would cause an 
undue delay in procurement of such supplies, equipment or service. 

 
EMERGENCY PROCEDURE 
 
In cases of great emergency as determined by the City Council, including, but not limited to, 
states of emergency defined in Section 8558 of the Government Code, when repair or 
replacements are necessary to permit the continued conduct of the operation of services of the 
City, or to avoid danger to life or property the City Council, by majority vote, may proceed at 
once to replace or repair any public facility without adopting plans, specification, or working 
details, or give notice for bids to let a contract(s).  The work may be done by City forces, by 
contract, or by combination of the two. The City Council delegates to the City Manager, the 
authority to declare a public emergency subject to confirmation by the City Council by a four-
fifths (4/5) vote, at its next meeting. 
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The City’s Emergency Operations Plan provides for effective mobilization of all the resources 
of this City, both public and private, to meet any condition constituting a Local Emergency, 
State of Emergency, or State of War Emergency.  Any expenditure made in connection with 
Emergency activities, including mutual aid activities, shall be deemed conclusively to be for the 
direct protection and benefit of the inhabitants and property of the City. [Resolution 2011-9] 
 
WAIVING OF PURCHASING PROCEDURES 
 
In its discretion, the City Council may at any time, without amending this policy, waive the 
purchasing procedures or alter these proceedings to fit a specific purchase or contract, when 
such waiver is not in violation of state or federal law.  A request for waiver should occur only 
when unforeseen circumstances arise that justify an exception to following the provisions of 
this policy and is in the best interest of the City. 
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TYPE CATEGORY AUTHORIZATION

»

»

»
»

»
»

»

»
»

• Notice Inviting Bids required
•

• Ten-day notice must be given before opening bids

» Item must be budgeted
» Department Head signature

» Item must be budgeted
» Services secured by Purchase Order
» Department Head signature
» May need approval as to form by the City Attorney

» Item must be budgeted
» Services secured by Contract, Agreement or Letter
» City Manager signature
» Approved as to form by the City Attorney

» Item must be budgeted
» Services secured by Contract or Agreement 
» Written report submitted to the City Council
» Approved as to form by the City Attorney

Item must be budgeted
Whenever possible (this should be 99% of the time) at least
three (3) informal bids/quotes must be obtained. Whether
received in writing or verbally, a written record of the
bid/quote information must be retained.
All bids/quotes shall be kept by the Purchasing Officer and
open to public inspection.

All departmental 
requests for 
services shall be 
submitted to the 
City Manager 
utilizing the 
standard 
requisition 
process.  Securing 
services shall be 
made only by 
Purchase Order or 
Contract.

DEPARTMENT 
HEAD

DEPARTMENT 
HEAD

All departmental 
requests for 
supplies and 
equipment shall 
be submitted to 
the Purchase 
Officer utilizing 
the standard 
requisition 
process.  
Purchasing 
supplies and 
equipment shall 
be made only by 
Purchase Order.

FEATURES

$5,000 TO 
$20,000 

($40,000 for 
vehicles) 

For occasional use in securing over-the-counter delivery of
miscellaneous supplies which are not regular City stock and
which are necessary to fulfill an immediate need of a
department, the Department Head may authorize an
employee to make such purchase and be reimbursed by the
City through the use of petty cash form. Such purchases
shall be limited to the amounts not exceeding $75.00. For
miscellaneous items purchased on a regular basis from a
single vendor, contact Purchasing Division staff who will
establish an appropriate arrangement with such vendors.
Those employees who incur miscellaneous expenditures
for meetings on an ongoing basis should complete an
Individual Expense Report on a monthly basis.

Item must be budgeted
No Bids required

DEPARTMENT 
HEAD

OVER $1,000, 
LESS THAN 

$5,000

OVER $20,000 
(over $40,000 
for vehicles)

DEPARTMENT 
HEAD

CITY MANAGER

CITY COUNCIL

CITY MANAGER

Item must be budgeted
Formal bid process

Notice must be published in newspaper and posted in
three (3) public places

OVER $1,000, 
LESS THAN 

$5,000

$5,000 TO 
$20,000

OVER     
$20,000

CITY COUNCIL

OCCASIONAL 
SUPPLIES & 
EXPENSES

LESS THAN 
$1,000

DEPARTMENT 
HEAD

PETTY CASH

NOT TO 
EXCEED $75

LESS THAN 
$1,000 

Reimbursement 
by the City can 
only be made 
through the use 
of petty cash form 
submitted and 
authorized by the 
Director of 
Finance.

SUPPLIES & 
EQUIPMENT 

SERVICE 
AGREEMENTS
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TYPE CATEGORY AUTHORIZATION

»

»

»
»

»
»

»

»
»

• Notice Inviting Bids required
•

• Ten-day notice must be given before opening bids

» Item must be budgeted
» Department Head signature

» Item must be budgeted
» Services secured by Purchase Order
» City Manager signature
» May need approval as to form by the City Attorney

» Item must be budgeted
» Services secured by Contract, Agreement or Letter
» City Manager signature
» Approved as to form by the City Attorney

» Item must be budgeted
» Services secured by Contract or Agreement 
» Written report submitted to the City Council
» Approved as to form by the City Attorney

FEATURES

$1,000 TO 
$20,000 

($40,000 for 
vehicles) 

For occasional use in securing over-the-counter delivery of
miscellaneous supplies which are not regular City stock and
which are necessary to fulfill an immediate need of a
department, the Department Head may authorize an
employee to make such purchase and be reimbursed by the
City through the use of petty cash form. Such purchases
shall be limited to the amounts not exceeding $75.00. For
miscellaneous items purchased on a regular basis from a
single vendor, contact Purchasing Division staff who will
establish an appropriate arrangement with such vendors.
Those employees who incur miscellaneous expenditures
for meetings on an ongoing basis should complete an
Individual Expense Report on a monthly basis.

Item must be budgeted
No Bids required

DEPARTMENT 
HEAD

OVER $20,000 
(over $40,000 
for vehicles)

DEPARTMENT 
HEAD

CITY MANAGER

CITY COUNCIL

Item must be budgeted

All bids/quotes shall be kept by the Purchasing Officer and
open to public inspection.

Whenever possible (this should be 99% of the time) at least
three (3) informal bids/quotes must be obtained. Whether
received in writing or verbally, a written record of the
bid/quote information must be retained.

Item must be budgeted
Formal bid process

Notice must be published in newspaper and posted in
three (3) public places

CITY MANAGER
$5,000 TO 

$20,000

OVER     
$20,000

CITY COUNCIL

OCCASIONAL 
SUPPLIES & 
EXPENSES

All departmental 
requests for 
supplies and 
equipment shall 
be submitted to 
the Purchase 
Officer utilizing 
the standard 
requisition 
process.  
Purchasing 
supplies and 
equipment shall 
be made only by 
Purchase Order.

LESS THAN 
$1,000

DEPARTMENT 
HEAD

CITY MANAGER
$1,000 TO 

$5,000

PETTY CASH

NOT TO 
EXCEED $75

LESS THAN 
$1,000 

Reimbursement 
by the City can 
only be made 
through the use 
of petty cash form 
submitted and 
authorized by the 
Director of 
Finance.

SUPPLIES & 
EQUIPMENT 

SERVICE 
AGREEMENTS

All departmental 
requests for 
services shall be 
submitted to the 
City Manager 
utilizing the 
standard 
requisition 
process.  Securing 
services shall be 
made only by 
Purchase Order or 
Contract.

[WU1] 



        

Page 27 of 30 

 

TYPE CATEGORY AUTHORIZATION

» Item must be budgeted
» Applies to:

• Purchase of Supplies and Equipment
• Procurement of Professional Services

» City Manager Signature

» Item must be budgeted
» Applies to:

• Purchase of Supplies and Equipment
• Procurement of Professional Services

» Written report submitted to the City Council

» Item must be budgeted
» Obtain appraisal report
»

» Written report submitted to the City Council

» Item must be budgeted
» Section 37901 of the Government Code applies, C.P.P.C..
» Written report submitted to the City Council
»

» Funds must be budgeted or appropriated
» Applies to Construction and Public Works Projects
» City Manager consultation
» Director of Public Works signature

» Funds must be budgeted or appropriated
» Applies to Construction and Public Works Projects
» Written report submitted to the City Council

CHANGE     
ORDERS

CITY COUNCILOver the 
authorization 
set by Council

AMENDMENT CITY COUNCIL

Authorization 
set by Council 
at Bid Award

PUBLIC WORKS 
DIRECTOR

OVER $5,000 CITY COUNCIL

OVER 10% OR 
$20,000

CHANGE     
ORDERS

May be required to submit proposed acquisition to the 
Planning and Environment Commission

PURCHASE OF 
REAL PROPERTY

10% OR 
$20,000, 

WHICHEVER 
IS LESS

Overseen by Public Works

FEATURES

ANY VALUE CITY COUNCIL

CONSTRUCTION 
AND PUBLIC 

WORKS 
PROJECTS

AMENDMENT CITY MANAGER
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GLOSSARY 

 
(a) Bidder’s List.  “Bidder’s List” shall mean a list of responsible prospective vendors capable 

of providing the items being bid upon. 
 

(b) Competitive Bid.  Transparent procurement method in which bids from competing 
contractors, suppliers, or vendors are invited by openly advertising the scope, 
specifications, and terms and conditions of the proposed contract as well as the criteria 
by which the bids will be evaluated. Competitive bidding aims at obtaining goods and 
services at the lowest prices by stimulating competition, and by preventing favoritism. In 
(1) open competitive bidding (also called open bidding), the sealed bids are opened in full 
view of all who may wish to witness the bid opening; in (2) closed competitive bidding 
(also called closed bidding), the sealed bids are opened in presence only of authorized 
personnel.  

 
(c) Cooperative Bid.  “Cooperative Bid” is when several government agencies join together to 

create one bid document combining all agencies product volume for consideration of the 
bidder in determining the unit cost. 

 
(d) Emergency.  As determined by the City Council, including, but not limited to, states of 

emergency defined in Section 8558 of the Government Code, when repair or 
replacements are necessary to permit the continued conduct of the operation of services 
of the City, or to avoid danger to life or property, repair or replace any public facility 
without adopting plans, specification, or working details or give notice for bids to let a 
contract or Public Works Construction Contract. 

 
(e) Equipment.  “Equipment” shall mean unique supplies, computers, furnishings, machinery, 

vehicles, rolling stock, and other personal property used in the City’s business, which are 
not generally and regularly ordered in bulk by the City and which must perform complex 
tasks, or integrate efficiently with existing equipment. 

 
(f) General Services.  “General Services” are services which do not require any unique skill, 

special background, training, and obtaining such services at the lowest cost should be the 
single most important factor in selection, as opposed to personal performance.  Examples 
of general services include uniform cleaning and maintenance services. 
 

(g) Informal Bids/Quotes.  Request for “Informal Bids” or “Quotes” shall mean the gathering 
of pricing for the same product or service, and is used when the City has determined an 
exact product or service required to resolve its need, and this product and/or services 
falls below the dollar value requiring competitive bid or request for proposal.  

 
(h) Maintenance Work.  “Maintenance Work” shall mean: 

 
(1) Routine, recurring, and usual work for the cleaning, preservation, or protections of 

any publicly owned or publicly operated facility for its intended purposes. 
(2) Minor repainting. 
(3) Resurfacing of streets and highways at less than one inch. 
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(4) Landscape maintenance, including mowing, watering, trimming, pruning, planting, 
replacement of plants, and servicing of irrigation and sprinkler systems. 

(5) Work performed to keep, operate, and maintain publicly owned water or waste 
disposal systems including, but not limited to, wells and reservoirs. 

 
(i) Multiple Awarded Bid.  When a bid is awarded to more than one vendor for the same or 

similar products.  A multiple awarded bid schedule is usually set up and provides 
information of product type/brand and vendor who is providing the product. 

 
(j) Piggyback.  Use of another public agency’s existing contract to purchase the same 

product(s) as outlined in the awarding bid document. 
 
(k) Professional, Management, or Special Services. “Professional,” “Management”, or 

“Special Services” shall mean any work performed by an attorney, doctor, architect, 
engineer, land surveyor, construction manager, appraiser, expert, accounting firm, 
instructor, consultant or those services such as computer services, golf course operating 
services, concession services, parking garage operation services, and 
transportation/transit operator services. Factors for determining whether professional, 
management, or special services are needed include but, are not limited to, services 
which require professional judgment, licensing, qualified expertise in a specific area of 
work, or other unique factors other than simply obtaining the service at the lowest cost to 
the City.  Professional Management and Special Services are not subject to the informal, 
formal or competitive bidding requirements of this policy and may be procured through 
negotiated contract or Requests for Qualification and/or Proposal process. 

 
(l) Public Works.  “Public Works” shall mean a type of public construction project subject to 

the regulation of the State Public Contract Code and State Labor Code and as defined in 
California Labor Code Division 2, Chapter 1, Article 1, Section 1720 and as further 
amended.  Examples of a Public Works Project include: 

 
(1) The erection, construction of, alteration, major painting, repair, or demolition of 

public buildings, streets, walkways, water and sewer facilities, drainage facilities, or 
other public facilities, whether owned, leased, or operated by the City. 

(2) Furnishing supplies or materials for any of the above works or projects. 
(3) A public work does not include maintenance work as defined in this article. 

 
(m) Purchase. “Purchase” shall include the renting, leasing, purchasing, licensing, or a trade 

of equipment or supplies. 
 
(n) Purchasing Officer.  The “Purchasing Officer,” for the purposes of this policy, shall be the 

City Manager or his/her designated representative. 
 

(o) Request Ffor Proposal.  “Requests for Proposal (RFP)” shall mean requests for a project 
or professional service. Requests for proposals allow bidders to highlight their experience 
and knowledge in an area through the proposal itself. Request for proposals list 
requirements of products or services, such as function, work flow, integration 
specifications and goals, providing in great detail how the requested product or service 
will be accommodated. Requests for proposals include a scope of work (SOW), pricing 
information, price quotes, contract terms and conditions, and detailed reference 
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information. The scope of work describes tasks, products, services and even external 
factors that may not be required to satisfy the proposal.  A request for proposals is 
developed when the City has discovered a need to resolve an issue, without a specific 
plan for the way that the need should be fulfilled and allowing vendors to express 
individual creativity when presenting products or services as a response to a request for a 
proposal. 
 

(p) Sealed Bid. “Sealed Bids” shall contain information regarding a project including project 
parameters and pricing. All entities that submit a sealed bid are not aware of what others 
have bid. Sealed bids are turned in to the City Clerk.  Sealed bids contain the actual 
pricing associated with the project. Sealed bids allow for all bidders to submit pricing to a 
the City in a confidential manner. Sealed bids are used to keep bidding results 
confidential until a winner is selected.  Sealed bids are submitted by a specified date and 
time to the City Clerk.   

 
(q) Supplies.  “Supplies” shall mean office supplies, janitorial supplies, materials, goods, 

tools, or other commodities used in the general conduct of the City’s business, excepting 
supplies or materials for a public work which is regulated under the California Public 
Contract Code Sections 20160, et seq. 

 
(r) Task Order. Supplementary contractual and obligating document that usually includes 

task description, used in task type contracts, and means a task, delivery, or call order for 
supplies and/or services placed against an established contract, agreement or blanket 
purchase order. 
 

(s) Task Type Contract.  Two-part contract in which one part lays down the general 
provisions of the contract, and the other part (represented by one or more task orders) 
gives the details of the specific job to be performed. 
 

(t) Quotes/Informal Bids.  Request for “Quotes” or “Informal Bids” shall mean the gathering 
of pricing for the same product or service, and is used when the City has determined an 
exact product or service required to resolve its need, and this product and/or services 
falls below the dollar value requiring competitive bid or request for proposal.  
 

(u) Urgency.  “Urgency” shall exist when the service, repair, or replacements are immediately 
necessary to permit the continued performance of the operations or services of the City, 
or to avoid the immediate danger to life, health, or property.   















 

 RESOLUTION NO. 2018-59 
 
 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF 
LAKEWOOD APPROVING THE ONGOING AUTHORIZATION TO 
CONDUCT TEMPORARY OUTDOOR ACTIVITIES AT LAKEWOOD 
CENTER IN ACCORDANCE WITH THE PROVISIONS OF 
ORDINANCE NO. 2016-1 

 
 WHEREAS, on January 26, 2016, the City Council adopted Ordinance 2016-1, which adopted 
Amendment Number 2 to the Lakewood Center Specific Plan 2011-2, establishing an authorization for 
temporary outdoor special events to be conducted in designated event areas at Lakewood Center, subject 
to a Special Event Permit  
 
 WHEREAS, on March 31, 2016, the City issued a Special Event Permit to allow SoCal Farmer’s 
Market, in coordination with Macerich, to conduct a recurring weekly Lakewood Farmer’s Market at 
Lakewood Center on almost every Saturday, hosting up to 25 farmers and other vendors; and, 
 
 WHEREAS, the Lakewood Farmer’s Market is the only temporary Special Event Permit that has 
been issued at Lakewood Center and it has been conducted successfully without any notable incident for 
over two years. 
 
 NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF LAKEWOOD DOES HEREBY 
FINDS, RESOLVES AND DETERMINES AS FOLLOWS: 
 
 SECTION 1.  The City Council finds that the authorization to conduct temporary outdoor special 
events in designated event areas at Lakewood Center, subject to a Special Event Permit and in accordance 
with all the provisions Amendment Number 2 to the Lakewood Center Specific Plan 2011-2 is hereby 
extend permanently.  Individual Special Event Permits continue to be subject to an annual review, 
renewal and possible revocation through non-renewal. 
 
 SECTION 2.  The City Council further finds that it is prudent to require that the City Manager to 
provide the City Council an annual performance review of all Special Event Permits that have been issued 
and/or are pending review under the provisions of Amendment Number 2 to the Lakewood Center Specific 
Plan 2011-2. 
 

ADOPTED AND APPROVED this 11th day of September, 2018, by the City Council of the City of 
Lakewood by the following roll call vote: 
 
  AYES  NAYS ABSENT 
Council Member Piazza       
Council Member DuBois       
Council Member Rogers       
Council Member Wood       
Mayor Croft       
 
 
 
             
       Mayor 
ATTEST: 
 
 
 
      
City Clerk 





 









REVISED 

1.2 

COUNCIL AGENDA 
 September 11, 2018 
 
 
TO: The Honorable Mayor and City Council 
 
SUBJECT: Award of Bid for Public Works Project No. 2018-04R 

Sanitary Sewer Lateral at Rynerson Park 
 
INTRODUCTION 
On August 30, 2018 the City Clerk received nine bids for the Sanitary Sewer Lateral at Rynerson 
Park project. The work generally consists of the installation of a below grade sewer line and related 
improvements at the existing Rynerson Park, Lakewood California.   
 
STATEMENT OF FACT 
The three restrooms in Rynerson Park have been connected to septic systems since they were built 
in the late 1980’s.  These septic systems no longer function effectively, and must be replaced with 
a sewer main.  
 
Eleven contractors qualified to bid this project by purchasing the plans and specifications. Nine 
contractors submitted a bid proposal. The following is the bid summary: 
 

RANK BIDDER BID AMOUNT 
1 First Class Plumbing, Co.   $230,710 
2 Garrett J. Gentry General Engineering Inc.  $293,698 
3 William Bonadiman $374,875 
4 Prlich & Sons Inc. $416,990 
5 Ampco Contracting Inc.  $425,168 
6 Excel Paving, Co. $502,823 
7 T.A. Rivard, Inc. $536,780 
8 Minco Construction $775,550 
9 Kordich Construction Inc.  $967,775 

 
The lowest responsible bidder is First Class Plumbing Co. in the bid amount of $230,710.  Staff 
has verified with the State Contractors License Board that First Class Plumbing Co. is properly 
licensed for the work.  References contacted by staff provided favorable comments on the quality 
of their work and they have completed similar installations for various public facilities.  
 
There are adequate funds in the project budget to complete the full scope of contract work, and to 
cover a 20% contingency during installation.   
 
SUMMARY 
Bids have been received on Public Works Contract 18-04R.  Staff recommends the contract be 
awarded to the lowest responsible bidder, First Class Plumbing Co. and that $46,000 in project 
funds be authorized for contingency purposes. 
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RECOMMENDATION 
Staff recommends that the City Council: 
 

(1) Adopt the plans, specifications, and working details for the subject project. 
 

(2) Award a contract for the “Sanitary Sewer Lateral at Rynerson Park”, Public Works 
Contract 2018-04R, in the amount of $230,710 to the low bidder First Class Plumbing Co. 
and authorize the Mayor to sign the contract in a form approved by the City Attorney. 

 
(3) Authorize staff to approve a cumulative total of change orders, as necessary not to exceed 

$46,000. 
 

(4) Authorize Willdan to perform project management and inspection services up to an 
allowance of $35,000 under their existing Engineering Services Agreement.  

 
 
Lisa Ann Rapp Thaddeus McCormack 
Director of Public Works City Manager 
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