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ORDINANCE NO. 1979-M-37

AN ORDINANCE ESTABLISHTING A PURCHASING DEPARTMENT
FOR THE CITY OF ST. CHARLES: CREATING THE OFFICE

S OF PURCHASING MANAGER: SETTTNG FORTH THE POWERS

N~ AND DUTTES OF THE CITY PURCHASING MANAGER: -
i ESTABLTSHING PURCHASING PROCEDURES: AND REFER TO:
/ | PRESCRIBING PENALTIES FOR THE VIOLATION OF s (845219,
] TTS PROVISIONS pace /463

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF ST. CHARLES,

KANE AND DUPAGE COUNTIES ILLINOIS, AS FOLLOWS:

SECTION 1. Definitions. For the purposes of this Ordinance the following
terms, phrases, words, and their derivations shall have the meaning given
herein. When not inconsistent with the context, words used in the present
tenge include the future, words in the plural number include the singular
number, and words in the singular number include the plural number. The
word "shall" is always mandatory and not merely directory.

(1) "Administrative Services Manager" is the offlcer vested with
the executive powers of the Administrative Services Department of the City
of St. Charles, Illinois. | |

‘(2) "City" 1s the City of 3t. Charles.

(3) "City Council™ is theCity Councilrof the City of St. Charles.

(4)y "City Purchasing Manager" is the Purchésing Manager of the
City of St. Charles. |

(5} "Contractual Services" shall mean and include all telephone,
gas, water, electric light and power service; towel and cleaning service;
leages for all grounds, buildings, office or other space required by the
using agencies; and the rental,-repair or maintenance of‘equipmeﬁt,
machinery and other city-owned personal property. The ferm shall not
include professional and other contractual servicesg which are in their
nature unique and not subject to competition.

(6) M"Supplies" shall mean and include all supplies, materials,

and equipment.




i 1 i

(2)

N

{(7) "Using Agency" is any department, agency, commission,
committee, bureau or other unit in the City government using supplies or
procuring contractual services as prov ided for in this Ordinance.
SECTILON 2. Establishment.of the Office of Purchasing. There is hereby
established an Administrative Services Debarﬁment with an 0ffice of |
Purchasing., This office to be-a division of the Administrative Services
Department, under the direct supervisioﬁ-of the Administrative Services
Manager.,

SECTION 3. Purchasing Manager. The Purchasing Manager shall be the head
and have general supervision of the purchasing function. The Manager
shall perform all duties fequired by law, and shall have the powers and
duties prescribed by this Ordinance.

(1) Position Specifications. The Manager shall:

(a) Selection. Be selected by the Administrative Services
Manager.

(b) Experience requirement. Have had, prior to selection,
considerable experience in a purchasing office of a public or private
corporation in an executive capacity, and meet all other gualifications
criterla as outlined in the position Job desecription.

(2) Scope of Purchasing Authority. The Manager shall have. the
power and it shall be his duty:

(a) Purchase or Contract. To purchase or contract for all
supplies and contractual services needed by any using agency which derives
its support wholly or in part from the City, in accordance with purchasing
procedures as prescribed by this ordinance and such rules and regulations
as the Manager shall adopt with the concurrance of the Administrative
Services Manager, for the internal management and operation of the Office

of Purchasing and such other rules and regulations as shall be prescribed




(3)

by the Administrative Services Manager and the Finance Committee.

(a~1) Exceptions prohibited. The authority of the Manager to
negotiate all purchases for all using agencies shall not be abridged by
excepting a particular using agency.-

(a-2) Unauthorized purchases. Except‘asiherein prbvided, no
City officer or officers shall purchase_ény_stpliesror make any contract
within the purview of this ordinance other than through the Office of
Pufchasing, and any purchase ordered or contract made céntrary‘to‘ﬁhe
provisions hereocf shall requiré the épproval of the City Council.

(3) Other Powers and Duties. 1In addition to the purchasing
authority conferred by thils Ordinance the Manager shall:

(a) Minimum Expenditure. Act to procure for the City the
highest guality in supplies and contractual services at least expense
to the City.

(b) Encourage Competition. Discourage uniform bidding and
endeavor to obtain as full and open competition as possible on all
purchases and sales.

(¢} Rules and Regulations. Establish, and amend when
necessary, all rules and regulations authorized by this Ordinance and
any others necessary to its operation.

(d) Purchasing Analysis. Keep informed of current
developments in the field of vurchasing, prices, market conditions and
new products, and secure for the City the benefits of research done in
the field of purchasing by other governmental jurisdictions, national
technical societies, trade associations having national recognition, and
by private businesses and organizations.

| (e) Forms. Prescribe and maintain such forms as he shall

find reasonably necessary to the operation of this Ordinance.
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(f) Standard Nomenclature. Prepare and adopt a standard
purchasing_manual for all using agencies and suppliers.

(g} Vendor's Catalog File, Prepare, adopt and maintain
a current vendor's catalog file5 Said catalog shali bé filed according
to materials and shall contain descriptions of vendof's commodities,
prices, and discounts.

(h) Bulk Purchases. Exploit the possibilitieé of buying
"in bulk"™ so as to take full advantage of discounts.

(i) Federal Tax Exemptions; Act so as to procure for
the City all Federal Tax Exemptions to which it is entitled.

(j) Cooveration with Departmentrof Finance. Cooperate with
the Department of Finance so as to secure for the City the maximum
efficiency in budgeting and accounting.

(k) Disgualification of Bidders. Have the authority to
declare vendors who default on their guotations irresponsible bidders and
to disqualify them from receiving any business from the municipality for a
stated periocd of time.

SECTION 4. A Committee on Standardizatioh and Specification-is to be
established solely to dévelop City specifications for supplies. The
Committee shail be made up of the following:

Purchasing Manager

Comptroller:

Chief of Police

Fire Chief

Director of Public Works or designaté Supt. of Streets

Director of Electricity

Head Mechanic (for equipment evaluation).

(1) Capacity of Manager. The Manager shall enfofce'the Written




—5-

specificationz adopted by the Committee.

(2) Duties. It shall be the duty of the Manager:

(a) Classification. To classify all the supplies used
by the wvarious branches of the City government, and in consort to
establish and maintain a coexisting inventory control and accounting
program for the City.

{(b) Standardization. To adopt as standards the minimum
number of quantities, sizes, and varieties of supplies consistent with
the sﬁccessful operation of the City government.

r(c ) Specifications. To prepare and adopt written spec-
ifications of all such standérd supplies.

(3) Effect of Adoption. After its adoption, each standard
specification shall, until revised or rescinded, apply alike in terms and
effect to every future purchase and contract for the supply desecribed in
such specificaticons.

(a) Exception. The Manager shall have the authority to
exempt any using agency of the City for use of the supply described in
such standard specification, if the meeting of such specification is not
in the best interest of the Cifty and is so documented.

(4) Consultation with Using Agencies. The Manager shall
continually consult with the heads and other officials of the using
agencies to determine their precise requirements and shall endeavor to
prescribe those standards which meet the needs of the majority of such
agencles. | |

(5) DNature of Specifications. A1l speoificationé shall be
definite and certain and shall permit of competition.

(a) Exéception. Provided, howevef, that the provisions of

this subsection shall not apply to non=competitive types and kinds of




supplies.
SECTION %. ©Reguisition and Estimates. All using agencies elther by or
with the authorization of the Head of the Department under which the
using agency operates, shall file with the Manager detalled requisitions
or estimates of their requirements in supplies and contractual services
iﬁ such manner, at such times, and for such future perilods as the Manager
shall prescribe. |

(1) Unforeseen Requirements. A using agency shall not be
prevented for filing, in the same manner, with the Manager at any time a
requisition or estimate for any supplies and contractual services, the
ﬁeed-for which was not foreseen ﬁhen the detailed estimates were filed.

(2)7 ReviSory-Power in Manager. The Manager shall examine
each requisition or estimate and shall have the authority to revise it
as to quality, quantity, or estimated cost; but the Purchasing Manager
shall consult with the head of the requisitioning agency prior to making
revision.
SECTION 6. Encumbrance of Funds. Except in cases of emergency, the
Manager shall not issue any order for delivery on a_contfact or open
market purchase until the Comptroller shall have certified, after pre-
audit, that there is to the credift of the using agencies concerned a
sufficient unencumbered appropriation balance, in excess of all unpald
obligations, to defray the amount of such order.
SECTION 7. Prohibition of Interest. In compliance with Illinois 3tate
Statute. |

(1) @ifts and Rebates. The Manager and every officer and
employee of the City are expressly prohibited from accepting, directly or
indirectly, from any pérson, company, firm or corporation to which any
purchase order or contract is, or might be awarded, any rebate, giff,

money, or anything of value whatsoever, excepl where given for the use




and benefit of the City.
SECTION 8. Competitive Bidding Required. All purchases of, and contracts

for supplies and contractual services, in access of $2500.00 and all

- sales of personal property which has become obsolete and/or unusable shall,

except as specifically provided herein, be based wherever possible on

competitive bids, unless otherwise authorized by the City Council.

'SECTION 9. TFormal Contract Procedure. All supplies and gontractualj

services; except as otherwise provided herein, when the estimated cost there-
of shall exceed two thousand five houndred dollars ($2,500.), shall be

purchased by formal, written contract from the lowest responsible bidder,

after due notice inviting proposals, unless otherwise authorized by City

Council. All Sales of personal property which has become obsolete and/or
unugable, when the estimated value shall exceed one hundred dollars (8100.),

shall be sold by formal written contract to the highest responsible bidder,

" after due notice inviting proposals, unless otherwise authorized by the

City Council.
(1) Notice Inviting Bids.

(a) Newspaper. Notice inviting bids,shali be published once

in at least one newspaper of general circulation in the City and at least

fourteen (14) days preceding the last day set for the receipt of proposals.
(a-1) Scope of Notice. The néwspaﬁer notice required
herein shall include a general description of the articles to be purchased
or sold, shall state whererbid blanks and specifiéatidns may be secured,
and the time andrplacé for opening bids. | '
(b) Bid&er's List. The Manager shall also solicit sealed bids
from all responsible-prospective suppliers who have requested their names
to be added to a "Bidder's List' which is made up of pre-qualified pro-

spective suppliers. The pre-qualification process generally requires
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the prospective suppliers to furnish the purchasing department with
annual financial reports, credit and product referencés, corporéte

histdry (where applicable) and production and delivery capabilities.

- The Bidders List shall be maintalned by the Manager, who shall send

each bidder of such newspaper notlce or such other notice as will acéuaint
them with the proposed purchase or-séle. In any case, invitations sent

to the vendors on the bidders' 11st shall be limited to commodities that

are similar in character and ordinarily handled by the trade'group to

which the invitations are sent.

(2) Bid Deposits.  When deemed neceséary by the Manager or

rstate'statute,rbid deposits shall be prescribed in the public notices

inviting bids. Unsuccessful bidders shall be entitled fo return df surety

- where the Manager has required such. A successful bidder shall forfeit

any surety required - upon failure on his part to entef a
contract within ten (10),days,after the award.
(3) Bid Openiné Procedure. .

() Sealed. Bids shall be submitted in a sealed envelope

'_insertedlin a larger sealed envelope, clearly marked with the word "Bid".

(b) Opening. Bids shall be opened in public at the bime
and place stated in public netices.

(¢) Tabulation. A tabulation of all bids received shall
be available for public inspection. | o

(4) Rejection of Bids. The City Council and the Manager shail'

have the authority to reject all bids, parts of all bids, or all bids for
any orne or mdre supplies or-gontractual gservices ineluded in the proposed. .
oontracf.‘ | 7 L | -: e o o |

(a) -Biddéfs in Default to City. The Manaéer shali nof

accept the bid of a contractor who is in default on the payméht of taxes;
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licenses or other monies due the City. .
(5) Award of Contract.

{(a) Authority in Manager. The ity Councll and the
Manager shall have the authority. to award contracts within the purview of
this Ordinance. |

(b) Lowest Responsible Bidder. Contracts shall be
awarded to the lowest responsible bidder. In determining "lowest
responsible bidder", in addition to price, the Manager and City Counecil
shall consider: ,
| (v-1) The ability, capacity and skill of the bidder to
perform the contract or provide the service fequired;

(b~2) Whether the bidder can perform the contract or provide
tﬁe serviece promptly, or within the'time Speoified, without delay or
interference; |

(b-3) The character, integrity, reputation, judgment,
experience and efficiency of the bidder;

(b-4) The quality of performance of previous contracts
or services;

{b=5) The previous and existing compliance by the bildder
with the laws and ordinances relating ﬁo the contract or service;

(b~6) The Sufficieqcy of the financial resources and
ability of the pbidder to perform the contract or provide the service;

(b-7) Thé quality, availability and adaptability of the
supplies, or contractual services to the particular use required;

" (p=8) _The ability of the bidder to proﬁide‘future mainten-
ance and service for the use of the subject of the contract;

(b-9) The number and scope of conditions attached to the
bid; .

{(b-10) Such other factors as the Manager or City Council
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shall deem appropriate.

(¢) Award to Oﬁher Than Low Bidder. When the awardris not
given to the lowest bidder a full and complete statement of the reasons
for placing the order elsewhere shall be prepared by the Manager and |
filed with the other papers relating to the ftransaction, showing why
accepting another bid is more‘advantageousrtO'the City.

(d) Tie Bids.

_(d—l) Local vendors. Tf all bids received are for the
same total amount or unit price, quality andlservice being equal,
the contract shall be awarded to a local bidder. |
(d-2) Outside vendors. Where subsection (d-1) is not in-
effect, ﬁhe Manager shall award the contract to one of. Tthe tie bidders by
drawing lots in public. | |

(e} Performance Bonds. The Manager shall have the authority to
require a performance bond, before entering a contract, in such amount
as he shall find reasonably necessary to protect the best interests of the
City.

(6) Prohibition Against Subdivision. No contraet or purchase
shall be subdivided to avoid the requirements of this Ordi#aﬁce,

SECTION 10. Opeh Market Procedure. All purchases of supplies, and
cohtraotual services, and all sales of personal property which has become
ocbsolete and/or unusable with an estimated value of one hundred ($100.)
-or less shall be made in the open market, without newspaper advertisement
and without observing the procedure pfescribed by Section 9 for the award

of formal contract. In all events State statutory requirements shall

be followed in connectlion with all sales.
(1) Minimum Number Qf»BidsI"?All-epen market purchases shall,

wherever ﬁossible; be based on. at least three competitive bids, and shall
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be awarded to the lowegt responsible bidder 1n accordance with the
standards setforth in subsection (5) (b) of Sectian 2§10 above.

(2) Notice Inviting Bids. The Manager shall solicit bids by
(a) direct mail requests to prospective vendors and (b) by telephone.

(3) Recording. The Manager shall keep a record of all open
market orders and the bids submitted in competition thereon, and such
records shall also be open to public inspection. |
SECTION 11. Central Warehousging. The Manager shall control and super-
vise storerooms and warehouée. |

(1} Inventory. The Manager shall maintain a perpetual inventory
record of all materials supplies or equipment stofed in storerooms and -
warehouse.

SECTION 12. Price Agreement Contract Procedure. The Head of the using
agency shall have the authority to submit requisitions to the Manager
for subplies available under the terms of "price agreement'" contract
made by the manager.

SECTiON 13. Emergency Purchases.

(l) By Manager. In case of an apparent emergency which requires
Immediate purchase of suppligs or cqntractual services, the Administrative
Services Manager shall be empowered to authorize the Manager to secure
by open market proécedure as herein set forth, at the lowest obtainable
price, any supplies or contractual services regardless of the amount of
the expenditure; provided sﬁéh pricé dées not exceed $2,500.00.

(a) Recorded explaﬁation. A full report of the circum-
stances of an emergency purchase shall be filed by.the Manager with the
Finance Committee and shall be open to public inspection.

(2) By Head of Departments. In case of actual emergency, and
with the consent of thelmanager‘and the approval of the Comptroller, the

head of any using agency may purchase directly any'supplies whose
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immediate procurement is essential to prevent delays in the work of
the using agency which may virtually affect the 1life, health or
convenience of ciltigzens.

(a) Reeorded Explanation, The head of such using agency
shall send to the Manager a reguisition and a copy of the delivery
record ﬁogether with a full writfen report of the circumstances of the
emergency. Thelreport shall be filed-wifh the Flnance Committee as
provided in Subsection fa);above.

{(b) Emergency Procedure. The Manager shall prescribe by
rules and fegulatiohs the procedure under Which emergency purchases by
heads of using agenciles may be made.

SECTION 14, Inspection and Testing. The Manager shall inspect, or
supervise the inspecfion'of ail deliveries of supplies or contractual
services to determine their conformance with the specifications set
~forth-in the order or contract.

(1) Inspection by Using Agency. The Manager shall have the
aﬁthority to authorise using agencies having the staff andrfacilities
for adequate ihspection to inspect all deliveries made to such using
agencieg under rules and regulations which the Manager shall prescribe.

(2) Tests. The Manager shall have the authority to require
chemical and physical tests of semples submitted with bids and samples
of deliveries which are ﬁecessary to determine thelr quality and conform-
ance wifh the specifications. In the performance of such tests, the
Manager shall have‘the authority to make use of laboratory facilities of
any agency of the City government or of any outside 1aboratory.:
SECTION 15. Surplus Stock. All using agencies shall submit to the
Manager, at such time and in such form as he shall prescribe, reports
showing stocks of all-supplies which:are no longer used or which have

become obsolete, worn out or scrapped.
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| (1) Transfer. The Manager shall have the authority to
transfer stock to other using agencies.

(?) Sale. The Manager shall have the authority to sell all
supplies which have become unsuitable for public use, or to exchange the
game for, or trade in the same on, new supplies with the appfoval of
the Administrative Services Manager, and that same will be in comﬁliance
with all State statutory réquirementg

(a) Competitive Bidding. Sales under this Section shall
be made to the highest responsible bidder andrin conformance with Section
9 or Section 10 hereof, whichever is applicablé, and are conforming to
State statutory requirecments.
SECTION 16. Cooperative Purchasing. The Manager shall have the authority
to join with other units of governmgnt in cooperative purchasing plans
when the best interests of the City.would be served_thereby.
SECTION 17. Severability. If any section, paragraph, clause, or provision
of this Ordinance or the application thefeof to any person or circum-
stance is held invalid, the remainder of this Ordinance or the applica-
tion of such sections, paragraph; clguse or provision to persons or
circumstances other than those to which it is held invalid shall not be
éffected hereby.
SECTION 18. This ordinance shall be in full force and effect from and
after its passage approval and publication as providea by law.

PRESENTED TO THE CITY COUNCIL OF THE CITY Oor ST. CHARLES this

15th  day of October,  1979.

;APERQVED BY THE CITY COUNCII, OF THE CITY OF ST. CHARLES this

.

L5th _aay of _ZDctober, 1979

PASSED BY THE CITY COUNCIL OF THE CITY OF ST. CHARLES this

15th  day of October, 1979-

M. Q/WMM

Clty Cler%/
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STATE OF ILLINOIS
COUNTIES OF KANE AND DUPAGE

—r et et St
w0
n
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- CITY OF ST. CHARLES

This is to certify that the foregoing is a true and correct

copy of Ordinance NWo. 1979-M-37 entitled AN ORDINANCE ESTABLISHING A

PURCHASING DEPARTMENT FOR THE CITY OF ST. CHARLES: CREATING THE OFFICE OF

PURCHASING MGR.: SETTING FORTH THE POWERS & DUTIES OF THE CITY PURCHASING MGR.,:

ESTABLISHING PURCHASING PROCEDURES: & PRESCRIBING. PENALTIES FOR THE VIOLATION OF ITS

PROVISIONS
passed by the City Council of the City of St. Charles on the 15th

day of October B 1579 A.D., as morefully appears from

r

the records and files of said City in my custody.

Given under my hand and the official seal of said City of

st. Charles, this . 27th day of " oetober . 1979 A.D.

oy

M. Josegﬁ&éeﬁéra City Clerk

jrp
6/25/79




