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CHARTER TOWNSHT? o NORTHVITZE. CHARTER TOWNSHIP OF NORTHVILLE

Subject: Procurement Policy | Policy: 4.2.001 | Pages: 9
Standards: Purchasing | Effective Date: 10/13/2021 | Revised Date: 05/16/2024
. PURPOSE:

This policy has been developed to provide a set of guidelines for an efficient purchasing
system. It is within the guidelines set by the Township Charter of Northville and is infended
to clarify and implement the general Charter requirements. Section C-28 of the Charter
requires that “no money shall be drawn from the treasury of the Township nor shall any
obligation for the expenditure of money be incurred, except pursuant to the budget
appropriation”.

. POLICY STATEMENT:
The Charter Township of Northville (Township) shall engage in procurement activities that
are fair and in the best interests of the Township to provide the maximum value for public
funds. It is the objective of the Township to implement procedures within this Procurement
Policy (Policy) that maintain a procurement system of quality and integrity.

. SCOPE:
This Policy applies to the procurement of supplies, goods, equipment, services, and
construction entered into by the Township. It shall apply to every expenditure of public
funds by the Township irrespective of the source of the funds.

IV. DEFINITIONS:
a. Blanket purchase order — A purchase order which will require multiple payments over
a period of time.

b. Cooperative purchasing - Purchases made under arrangements or extended
purchasing programs with the State of Michigan, public school systems, and other
governmental units.

c. Consumers Price Index (CPI) — The consumer price index measures the changes in the
price of certain goods and services bought by consumers in an effort to measure
inflation.

d. Detrimental effect — Purchases of goods or services whereby the Township would suffer
a defrimental effect from a bidding delay.

e. Emergency purchase — The purchase of goods or services during an emergency or
disaster situation. In an emergency or disaster situation, the Township Manager has the
authority to approve purchases of goods or services essential to execute emergency
or disaster relief. Emergency purchases shall be ratified by the Township Board at the
next available Township Board Meeting.




f. Lowest qudlified bidder — A person or firm who has the capability in all respects to
perform the contract in full and the integrity and reliability to assure good faith
performance for the lowest cost. Further, a person or firm must have submitted a bid
which conforms in all aspects to the specifications, terms and conditions required in the
sealed bid.

g. Purchase order (PO) - An approved purchase requisition; electronic authorization
provided from the Township to a vendor to deliver specified goods or services in
accordance with terms of a contract or agreement.

h. Purchase requisition (PR) — Electronic request a department must submit to seek
approval for the purchase of goods or services in accordance with Township Board

policy.

Request for Bids (RFB) — Requests for bids on known scope of goods or services.

j. Request for Proposal (RFP) — A ‘“competitive negotiations method” of soliciting
proposals. This method is used when the end-product is unique, the Township knows
what it wants, but the methods and specifications aren’t readily available. Thus, price
isn't the only deciding factor. Quality and experience will be heavily weighed.
Negotiations are acceptable to a reduced pool of proposals that will allow for a Final
Best Offer.

k. Request for Qualifications (RFQ) — Solicitation of information about the qualifications
of interested vendors in responding to a potential procurement.

l.  Sole Source — Only one vendor is qualified or suitable to provide the goods or services
needed.

m. Special Circumstances Accommodation (SCA): Provision within the Procurement
Policy that allows the Township Board to approve by resolution departures from the
standard procurement procedures under certain declared circumstances.

PROCEDURES:

Section | Organization

A. This Policy applies to the procurement of supplies, goods, equipment, services, and
construction entered info by the Township, and its essenfial departments and
agencies after the effective date of this Policy.

B. Township Board (Board)
a. Shall approve and adopt the purchasing policy by resolution.
b. Shall set monetary limits for quotations and bids.
c. Shall approve and adopt all revisions to the purchasing policy.
d. Shall award all contracts for goods and services $25,000 and over in value,
except:
i. Annual confract renewals when no changes in terms and conditions are
required and price increases do not exceed CPI.
i. Annual membership renewals budgeted and approved by the Board.
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ii. Change orders when the cumulative amount of the change order(s) is
less than $25,000 and less than 10% of the original Board-approved
amount of the purchase or contfract:

1. Change orders are always required for amounts that exceed the
original contract price.

2. Allchange orders must be approved by the Department Director
and the Township Manager.

3. Allcumulative change orders that are in excess of $25,000 or 10%
of the original Board-approved amount of the purchase or
contract must be approved by the Township Board.

C. Department Directors

a.

b.

Shall procure or supervise the procurement of all goods and services required
to maintain Township operations.

Shall obtain formal sealed bids for good or services in excess of $25,000, except
for those instances noted in Section IV (H).

Shall assist and/or develop specifications in conjunction with departmental
requirements, specific to that project.

Shall coordinate purchases among departments and, where practical and
possible, combine specifications for like items intfo a single purchase where
consolidation is economically advantageous to the Township.

Shall maintain all purchasing records and approve all purchase orders.

Shall establish a working relationship of mutual confidence and satisfaction
between the Township and its suppliers.

Shall review all Request for Bids (RFBs), Request for Proposals (RFPs), and
Request for Qualifications (RFQs) before release.

Shall coordinate the receipt of all formal sealed bids with the Township Clerk’s
office.

Shall maintain a relationship with the Michigan Inter-Governmental Trade
Network (MITN).

May obtain goods and services under $10,000. It is the responsibility of the
individual Department Director to assure that a competitive price is received.
Shall obtain a purchase order for goods and services over $10,000 prior to the
commitment to purchase. All requisitions shall be accompanied by at least
three (3) quotes, unless the Department Director can establish to the
satisfaction of the Township Manager that there are not 3 qualified vendors, in
which case as many quotes as can be secured are required.

Shall maintain an adequate supply of materials, and shall request
replacements on a timely basis prior to the depletion of current inventory.

. Shall notify the Board of Trustees at their next regularly scheduled meeting if a

change order for a purchase or confract causes the total amount of the
purchase or contract to exceed $25,000 whereas

i. the original purchase or contfract price was less than $24,999 and

i. the sealed bid process in section IV was not followed and

ii. the purchase or contract does not meet the exemption criteria

D. Michigan Inter-Governmental Trade Network (MITN)

a.

Shall be the primary mechanism for solicitations of Requests for Bids (RFBs),
Request for Proposals (RFPs), and Requests for Qualifications (RFQs).
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b. Maintains «
organizations

regional e-Procurement system wherein participating
post bids, quotes, and other solicitations.

Section Il General Guidelines

A. Additional Qualifications of Vendors
a. In an effort to eliminate problems such as sub-standard products or services,

the Township

reserves the right to further qualify vendors and bidders when it is

in the best interest of the Township.
b. When this option is exercised, the Township will request additional information
including (but not limited to) the following:
i. Physical location information and/or inspection
i. Number of years in business
ii. Number of employees
iv. References

v. Financ

B. Vendor Relations

jal statements

a. Each Department Director will deal with all vendors in a fair and like manner.

Procurement

decisions shall be based on price, quality, delivery, written

standards, previous service history, and other relevant factors promoting the
best interests of the Township.
b. The Department Director, or designate, will handle all correspondence with

vendors.

c. No employee shall furnish any prospective bidder information that would
afford that bidder an unfair advantage over other bidders.

C. Vendor Disqualification
a. The Township maintains the right to disqualify vendors under the following

conditions:

i. In addition to other remedies authorized by law, a vendor may be

disqualified from bidding on any Township contracts for up to seven (7)
years if it has been determined that the vendor, after award of a
contract:
1. Failed to provide the service or supplies required;
2. Provided the service or supplies in an untimely manner causing
delays and interference;
3. Lacked financial resources and the ability to satisfactorily
perform the contract or provide the service or supplies;
4. Exhibited poor quality of performance in delivering the service;
5. Delivered poor quality of goods;
6. Failed to comply with laws and ordinances relating to contract
performance;
7. Defaulted on its quotations;
8. Other actions that lead the Township to believe that the

contractor’s duties did not comply with bid requirements.

i. Vendors who are listed on the Excluded Parties List System at SAM.gov



D. No purchase shall be subdivided for the purpose of circumventing the dollar value

E.

limitations of this policy. In determining whether quotations or bids are required, the
total estimated expenditures for the succeeding twelve months shall be considered.

The Charter Township of Northville, a municipality, is exempt from state sales and
federal excise tax.

In the exercise of its governmental and proprietary authority, the Township Board is
empowered to approve special circumstances accommodations (SCA) within the
procurement process. SCA’'s may include alternative procedures and requirements
than those outlined in the policy, including but not limited to delegation of authority
to the Township Manager to implement certain purchases. The declaration of SCA's
may be occasioned by unique circumstances or situations where strict adherence to
the policy would be impractical, involve unreasonable delay or be
counterproductive.

Section lll Purchasing Procedures

A. Purchases or Contracts under $10,000

B.

a. Department Directors are authorized to make purchases of goods and services
if the price is less than $10,000.

b. Itis the responsibility of the Department Director to ensure the quality of goods
and services and that competitive prices are received.

Purchases or Contracts between $10,000 - $24,999

a. Shallreceive three (3) quotes unless the Department Director can establish to
the satisfaction of the Township Manager that there are not three qualified
vendors, in which case as many quotations as can be secured are required.

b. It is the responsibility of the Department Director to ensure that a competitive
price is received.

c. Purchase orders are required before a commitment may be made for the
good or service should the price exceed $10,000.

d. Quotes shall be attached to the purchase order within the Township's BSA
purchase order system.

e. If the lowest cost quote is not chosen, the Department Director shall provide
justification to the Township Manager and obtain written approval to proceed
from the Township Manager.

C. Purchases or Contracts of $25,000 and Over

a. Shall be procured using the sealed bid process in Section IV.

D. Acceptable Methods of Procurement

E.

a. Request for Bids (RFB)
b. Request for Proposals (RFP)
c. Request for Qualifications (RFQ)

Deposits may be paid to vendors as long as the good or service is established in the
Township budget.



F. Blanket purchase orders may be created during the first month of each fiscal year, or
at such other time of the year as deemed necessary with the approval of the Township
Manager, in accordance with the budgetary authorization provided by the Township
Board of Trustees; except that no Blanket purchase orders can be created for projects
in the capital improvement budget until that project has been approved by the Board
of Trustees. The requirements identified in "Section IV Sealed Bids" are not waived by
obtaining a blanket purchase order.

Section |V Sealed Bids

A. Sealed bids shall be used when the estimated cost of a Request for Bid or Request for
Proposal exceeds $25,000.

B. Sealed bids shall be issued and shall include contractual terms and all conditions
applicable to procurement. The request for bids or proposals may be posted on the
MITN website.

C. Bids shall be opened publicly at the time and place designated in the RFB or RFP. The
name of the bidder, the amount of the bid, and any other relevant information shall
be recorded and shall be available for public inspection.

D. Bids shall be received without alteration or correction at the Township’s Clerk’s Office.
Bids shall be evaluated based on the criteria contained in the RFB or RFP.

E. Corrections of errorin bids may be made by the bidder before the bid opening. After
the bid opening, no changes in bid prices or other provisions shall be permitted. Bids
may be withdrawn prior to the bid opening. No bidder may withdraw his or her bid
after the bid opening for a period of one hundred twenty (120) days after the stated
closing time. All decisions to permit correction or withdrawal shall be documented in
writing by the Department Director.

F. Late bids will not be accepted.

G. Bid Award
a. A Board of Trustees (BOT) Form shall be prepared by the Department Director
for consideration by the Township Manager and approval by the Township
Board.

b. The Township Board reserves the right to take any of the following actions:

i. Award the bid to the lowest qualified bidder.

i. Accept orrejectin part or whole any or all bids.

ii. Waive any irregularities.

iv. Award the bid to other than the low bidder when it is in the best inferest
of the Township.

v. Subdivide the bid if it is indicated in the RFB or RFP and is in the best
interest of the Township.

H. Exempt from the sealed bid process are professional services and supply vendors.



a. Professional services (accountants, actuaries, appraisers, consultants,
engineers, lawyers, and other similar professions) may be appointed by the
Township Board upon recommendation by the Township Manager, under the
recommendation of the Department Director.

b. The selection of the source of supply will be a joint effort between the
Department Director and the Township Manager.

The Township Board reserves the right to waive sealed bid requirements under certain
conditions, as listed below in items a thru e. The Department Director seeking to waive
sealed bid requirements for the items listed below must prepare and submit the
“Request for Waiver of Sealed Bid Process” to the Township Board for approval. This
can be done concurrently with approval of a contract. Waiving sealed bid
requirements may be requested under the following conditions:

Conftract extension

Cooperative purchasing agreement

Detrimental effect purchases

Emergency purchases

Sole source purchases

®000Q

Section V Receipt and Disposition of Township Property

A.

B.

Receipt of Township Property
a. The Department Director shall be responsible to inspect all supplies, materials,
or equipment to determine whether they are in conformance with the
specifications set forth in the quote or contract.
b. Should the quality or quantity not be in conformance, the Department Director
shall immediately notify the Township Manager of the discrepancy to
determine the next course of action.

Disposition of Township Property
a. Department Directors shall dispose of Township Property in accordance with
the Township's Asset Disposal Policy.
b. Disposal of items which include a technology component must be provided to
the ITaC Department for proper disposal.
c. Disposal methods are at the discretion of the Department Director.
Acceptable methods of disposal include:
i. Trade-in for new equipment
ii. Returnto manufacturer
ii. Transfer to other Township Departments
iv. Sealed Bid
v. Auction
vi. Scrap

Q

Section VI Bonds

A.

Performance, payment, and/or maintenance bonds may be required on
construction projects to protect the Township against default by the contractor. The
bonds shall guarantee faithful performance of work according to the confract terms
and guarantee payment of allindebtedness incurred for labor, material, or any cause
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C.

whatsoever on account of the confract, according to the current statutes of the State
of Michigan.

Bid bonds (surety bonds) may be required to secure against loss or damage in the
event that the bidder fails to furnish a performance bond or does not execute the
contract document. If required, the bond must be submitted with the bid.

Bonds held by the Township shall be held in the vault within the Treasurer’s Department
and shall be released upon direction of the Department Director.

Section VIl Insurance & Indemnification

A.

The Township has the authority to require certain insurance coverage's and limits as
deemed appropriate and applicable to a given procurement project. These
requirements will be included in the RFB or RFP.

. The contractor shall not commence work under any contract until he/she has

obtained all required insurance and has furnished satisfactory proof of the required
coverages to the Township.

. The contractor shall maintain the required coverage's and shall provide proof of these

coverages upon request of the Township, for the duration of the contract.

The Township has the authority to require a successful bidder to indemnify, hold
harmless and defend the Township and various associated persons. Detailed
indemnification / hold harmless requirements will be included in the RFB or RFP.

Section VIll Budgetary Authorization

A.

B.

C.

No purchase shall be made without proper budgetary authorization by the Township
Board.

Purchase requisitions shall be assigned a general ledger account number in
accordance with the Township Board approved budget.

Budget Adjustments and Amendments
a. Budget adjustments and amendments should be completed prior to the
creation of a purchase requisition.
b. Purchase requisitions that are over budget may be denied by the Finance
Department.
c. The Department Director shall be responsible for presenting budget
amendments to the Township Board.

Section IX Adoption of Purchasing Policy

A.

B.

C.

The Township Board shall adopt the Purchasing Policy by resolution.
The Policy shall be in accordance with the Township Charter.

Any future amendments to the Policy shall be adopted by resolution.



VI. FORMS:
4.1.009A Asset Disposal/Transfer Form - Vehicle
4.2.001B Request for Waiver of Sealed Bid Process
4.2.001C Sales Tax Exemption Form
4.2.001D Credit Card Policy (TBD)

VII.  RESPONSIBILITIES:
All Township representatives — elected, appointed, or otherwise employed in any
capacity with the Township in any positions that are established by the Township shall be
responsible for adhering to this policy and all applicable procedures.

VII. ENFORCEMENT:
Failure to comply with this Policy may lead to disciplinary action.

IX. RELATED INFORMATION:
None

X. POLICY HISTORY:
Reviewed 05/16/2025




