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All required documents to complete a “contract packet” can be found on the Public drive in 
the folder called “Purchase Contract Requirements.” 
 
PURCHASING PROCEDURES:   
 

(1) Contracts.  The City Manager is the purchasing agent for the City and shall sign all 
contracts on behalf of the City.  The City Manager may delegate certain portions of 
purchasing agent duties to a Department Head. 

 
A completed contract packet (see Appendix 1) must be attached to all contracts prior to 
requesting the City Manager’s signature.  A contract packet includes the following: 

 
Completed Purchase Contract Attachment 
(a) Completed Authorization for Tax Account Review and Release of Good 

Standing Certificate 
(b) Contracts greater than $10,000 - Proof of acceptable vendor per the Auditor of 

State website (https://ohioauditor.gov/findings.html) 
(c) New Vendor – Completed and signed IRS Form W9 
(d) Individual Contractor – Completed New Hire Form and OPERS Form 
(e) City Attorney Review 
(f) Certificate of Director of Finance 
(g) Competitive Pricing Quotes (typically 3 required) 

 
(2) Purchase Orders.  Except under the conditions of (c) below, whenever the head of a 

department deems it necessary or desirable that supplies, material, equipment or 
contractual services be purchased or secured, such Department Head shall have a purchase 
order prepared and approved prior to committing the city to such a purchase. 
 

(a) Competitive Pricing.  If the cost will be fifty thousand dollars ($50,000) or 
less, the Department Head may use informal competitive bidding.  
 
If the cost will exceed fifty thousand dollars ($50,000), the Department Head 
shall use the formal competitive bidding procedure (see section 145.04).  
Exceptions to the formal competitive procedure are outlined below and further 
detailed in Chapter 145, Purchases and Contracts. 
 
The Department Head shall provide documentation of competitive bidding for 
purchases that are twenty-five thousand dollars ($25,000) or more.  Such 
competitive procedure shall include obtaining estimates, quotations or bids 
from a minimum of three (3) different sources, to the extent possible, and 
negotiating to obtain the lowest and best prices for the City.  For purchases less 
than twenty-five thousand dollars ($25,000), documentation of competitive 
bidding need not be attached to the purchase order.  However, the Department 
Heads must still be prepared to attest that best efforts were used to obtain the 
lowest and best price for the City. 
 
For purposes of substantiating that the lowest and best pricing and terms were 
negotiated, documentation of competitive bidding shall be deemed to have a 
life of one (1) year, except that a vendor may be utilized one (1) additional year, 
in the event that:  a) the vendor has not increased prices, or b) the vendor has 
increased prices by a reasonable amount, in comparison to the pertinent industry 
average, as reflected in the Consumer Price Index, or c) an independent or 

https://ohioauditor.gov/findings.html
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objective study or report (such as Consumer Reports Guide) supports the 
vendor or manufacturer as lowest and best. 
Purchases of supplies, materials, equipment, labor, work or service may be 
completed, whether or not the price is over $50,000, without the need for formal 
bidding procedures if any of the following ten (10) conditions under 145.04E. 
of the Oakwood Codified Ordinances apply:   
 
1. Public emergency declared in a resolution by a four-fifths vote of Council; 
2. Where proximity of the supplier and/or immediate availability of the 

product or service is a determinative factor; 
3. Where special or unusual circumstances make it advisable that the City deal 

with a particular Vendor on a sole-source basis; 
4. Where a contract has already been entered into and a change order is sought 

for additional items or services, so long as all such change orders on a 
particular contract do not exceed twenty five percent (25%) of the original 
contract amount; 

5. Participation in state contracts arranged by the Office of State Purchasing 
(part of the Ohio Department of Administrative Services) pursuant to Ohio 
Revised Code Section 125.04, or any other governmental cooperative 
purchasing program; 

6. Where a purchase or contract can be obtained locally at a price below the 
price offered under a governmental cooperative purchasing program; 

7. Contracts for professional or personal services;  
8. Contracts for insurance, employee benefits, or other products or services 

where the purchase price or rates have been obtained through the services 
of a broker hired or contracted by the City; 

9. Any other situation in which Council declares, by resolution, that the best 
interests of the City would be served by dispensing with the requirement of 
formal bidding for a particular purchase or contract; and 

10. Any other exception in this chapter or allowed by the Charter or Ohio law. 
 

 
(b) Limits.   After following the appropriate bidding procedure, the head of the 

department shall have a purchase order prepared that is addressed to the 
successful bidder, directing the vendor to supply the goods or services in 
accordance with the terms agreed upon.  If the value of the goods or services is 
$1,000 or more, the City Manager must authorize the purchase; otherwise the 
head of the department has authority to make the purchase after funding has 
been certified by the Finance Director.  If the actual cost of a purchase will 
exceed the original estimate by more than 25%, the additional amount shall be 
treated as a separate purchase and processed utilizing a new purchase order and 
the appropriate bidding procedure and securing the proper approvals.   
Except under the conditions of (c) below, all purchase orders must be 
submitted to the Director of Finance for certification prior to making the 
purchase so that the funds may be encumbered. 

 
The City Manager must also approve all requests for: 
 

• Training over $500 or involving travel out of the State of Ohio and / or 
overnight stays. 

• New memberships / subscriptions. 
• Purchases that exceed appropriations. 
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• Purchases that may pose a conflict of interest. 
• Any purchase for which the Department Head or Finance Director 

deems it necessary to notify the City Manager. 
 

(c) Advance Approval.  All purchase orders must be approved by the Department 
Head and City Manager as appropriate and certified by the Finance Director in 
advance with the following exceptions: 

 
• When urgency dictates, Department Heads may verbally approve 

purchases of less than $1,000, provided that a subsequent purchase 
order is processed as soon as possible thereafter. 

• The City Manager may verbally approve emergency purchases 
provided the Department Head processes a purchase order as soon as 
possible thereafter. 

• Professional services, after receiving the City Manager’s verbal 
approval. 

• Utilities. 
 

(d) Blanket Purchase Order Process.  Blanket purchase orders may be issued for 
an estimated year’s supply of a standardized material (e.g. gravel, roadway salt, 
automotive parts, hardware, etc.) where buying convenience or a quantity 
discount is a factor.  A blanket purchase will only be authorized for the current 
calendar year.  If the blanket purchase order is taken out during the current 
calendar year, the Department Head should estimate the amount for the 
remainder of the year. 

 
• Blanket purchase orders may be issued and approved against any 

specific line item or account.  Additionally, more than one blanket 
purchase order may be outstanding at one particular time for any one 
particular line item appropriation or vendor. 
 

• When making a purchase covered by a blanket purchase order, the 
Department Head must provide the vendor with the PO number.  After 
a purchase is made that is covered by a blanket purchase order, the only 
documentation that must be submitted to the finance department is the 
approved invoice referencing the blanket purchase order number, and 
denoting the line item against which to charge the item. 

 
• A blanket purchase order does not cover all purchases from that vendor.  

There are certain situations that require a separate purchase order be 
issued.  Any single non-recurring item purchase that exceeds $1,000 
must be processed as a separate purchase with a separate purchase order.   

 
(e) Purchase Order Protocol.  Each Department Head will notify the Finance 

Director as to the employees who require access to the VIP Purchasing System.  
All purchase orders are entered as requisitions through the VIP Purchasing 
System.  The VIP System has defined parameters based on the purchasing 
policy.  All three steps of the process, including Department Head approval, 
City Manager approval and Finance Director certification are completed 
electronically.  Once the Finance Director has certified the requisition, the 
requisition becomes a purchase order with a valid purchase order number.   
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(3) Petty Cash Process.  If the item to be purchased is less than $50, the purchase may be 
made using petty cash.  Special circumstances may dictate that other items, in excess of 
$50 but less than $100, also be considered petty cash, at the discretion of the Finance 
Director.  The head of the department shall approve all petty cash purchases consistent with 
the procedures below. 

 
If the purchase is authorized as petty cash and is not covered by a regular or blanket 
purchase order, the person making the purchase shall complete a pre-numbered petty cash 
receipt before securing funds. (See Appendix 3.)  Upon completing the purchase, the 
invoice / receipt for the item that was purchased shall be attached to the petty cash receipt 
form.  Information to be included on the petty cash receipt includes: 
 

• Date 
• Description 
• Amount 
• Account to charge 

 
As with all purchases, the Department Head shall approve the petty cash receipt.  When it 
becomes necessary to replenish the petty cash fund, the department will enter the petty cash 
receipts in a log (see Appendix 4 for an example of a suitable log.  This sample log in Excel 
is available on the public drive in the Forms folder.)  Petty cash receipts are pre-numbered 
for tracking purposes and the log must contain each pre-numbered cash receipt form used 
as well as voided cash receipt forms.  The cash log will be submitted to the Finance 
Department for reimbursement. 
 

(4) Inspection of Deliveries.  The Department Head shall be responsible for the inspection of 
all deliveries of supplies, material, and equipment or contractual services to their 
department to ensure conformance with the specifications set forth in the purchase order 
or contract.  Approving an invoice for payment is considered “certification” of this 
inspection. 

 
(5) Invoices.  All invoices must be approved by the Department Head before payment will be 

processed.  A packing slip, if available, shall also be submitted to the Finance Department. 
 

(6) Tax Exemptions.  The city of Oakwood is exempt from State sales tax.  When making 
purchases, Department Heads shall ensure that vendors do not charge sales tax.  The Sales 
and Use Tax Blanket Exemption Certificate is located in the Public drive in the folder called 
“Purchase Contract Requirements.”  (See Appendix 5.)   
 

(7) Conflicts of Interest.   
 

(a) All City officials, officers, Council members, employees, or agents of the City shall 
comply with all applicable ethics laws, including, but not limited to, Ohio Revised 
Code Chapter 102 and Ohio Revised Code §§ 2921.42, 2921.421, and 2921.43, as 
the same may be amended from time to time. 

(b) No City official, officer, Council member, employee, or agent of the City shall 
participate in any purchase or the selection, award, or administration of a contract 
by the City and/or supported by City or public funds where there is or may be a 
conflict of interest, real or apparent, involved.  A conflict of interest arises when 
the official, officer, Council member, employee, or agent of the City or his or her 
spouse, significant other, any member of his or her immediate family, his or her 
business associate or partner, or any entity or organization in which any such party 
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has a financial, business, or other interest or which employs or is about to employ 
any such parties has any business, financial, or other interest in any vendor from 
whom a purchase is being considered, is to be made, has entered a bid, and/or is 
selected for an award and/or contract. 

(c) No City official, officer, Council member, employee, or agent of the City shall 
solicit or accept any bribe, gratuity, favor or anything of monetary value from any 
person or entity with whom the City is considering making a purchase, or any 
vendor, bidder, contractor, and/or party to a purchase contract.  As used in this 
section, “bribe, gratuity, favor, or anything of monetary value” does not include 
gifts that are de minimis, not substantial in nature, or are unsolicited items of 
nominal value. 

(d) In addition to any penalties required or provided by law, any City official, officer, 
Council member, employee, or agent of the City who violates a provision of this 
section shall be subject to disciplinary action up to and including termination from 
employment. 

(8) Contracts Receiving Federal Funding.  All City contracts receiving funding from the 
United States Government shall include the following terms: 
 

(a) Contractual provisions or conditions that allow for administrative, contractual, or 
legal remedies in instances in which a contractor violates or breaches the contract 
terms and provide for such remedial actions as may be appropriate. 

(b) Suitable provisions for termination by the City and/or the contractor, including the 
manner by which termination shall be affected and the basis for settlement. 

(c) Bonding.  In connection with contracts for construction or for public improvements, 
bonds and/or bid guarantees shall meet the following requirements: 

A certified check or proposal bond in the amount of 10% of the total bid amount 
with the proposal. 

A performance bond on the part of the contractor for one hundred percent 
(100%) of the contract price.  A “performance bond” is one executed in 
connection with a contract to secure fulfillment of all the contractor’s 
obligations under such contract. 

All work shall be guaranteed for a period of one (1) year from the date set forth 
in the final estimate against defects resulting from use of inferior materials, 
equipment or workmanship.  A final retainer of two percent (2%) of the final 
project price shall be retained for the one (1) year guarantee period. 

(d) As applicable, all contracts awarded by the City and its contractors shall contain 
the procurement provisions of Appendix A of 2 C.F.R. Part 215, which may be 
expressly stated or incorporated by reference as approved by the City Attorney. 

As required and necessary, negotiated procurement contracts may include a provision that 
the City, the Federal awarding agency, the Comptroller General of the United States, or 
any other of their duly authorized representatives, shall have access to any books, 
documents, papers and records of the contract which are directly pertinent to a specific 
program for the purpose of making audits, examinations, excerpts and transcriptions. 
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The City shall, upon request and if applicable, make available for the Federal awarding 
agency pre-award review and procurement documents, such as the RFB, RFP, or 
independent cost estimates. 

(9) Suspension and Debarment (2 CFR 200.213). 
(a) The City is subject to and shall abide by the non-procurement debarment and 

suspension regulations implementing Executive Orders 12549 and 12689, 2 CFR 
Part 180. 

(b) Suspension is an action taken by the City that immediately prohibits a person from 
participating in covered transactions and transactions covered under the Federal 
Acquisition Regulation (48 CFR chapter 1) for a temporary period, pending 
completion of an agency investigation and any judicial or administrative 
proceedings that may ensue. A person so excluded is suspended. (2 CFR Part 180 
Subpart G) 

(c) Debarment is an action taken by the City to exclude a person from participating in 
covered transactions and transactions covered under the Federal Acquisition 
Regulation (48 CFR chapter 1). A person so excluded is debarred. (2 CFR Part 180 
Subpart H) 

(d) The City shall not subcontract with or award subgrants to any person or company 
who is debarred or suspended. For all Federally funded projects, the City shall 
confirm that the vendor is not debarred or suspended by either checking the Federal 
Government’s System for Award Management, which maintains a list of such 
debarred or suspended vendors at www.sam.gov; collecting a certification from the 
vendor; or adding a clause or condition to the covered transaction with that vendor. 
(2 CFR Part 180 Subpart C) 

 






















