MEMO

TO: Mayor Pogue, Board of Aldermen
FROM: Denise Keller, Finance Officer
DATE: January 4, 2017

RE: Purchasing Policy Updates

The Government Finance Officers Association (GFOA) recommends regular review and update of
financial policies. In following this best practice as well as in response to Board request, a review of the
purchasing policy has been undertaken. Policies from nine other municipalities were compared with
Ballwin’s with an overall goal of keeping the Board oversight function in place while maintaining staff
flexibility and improving operating efficiency. Administration would like to recommend the following
revisions to the purchasing policy, which comprises Sections 2-4.1 through 2-4.9 of the City’s Code of
Ordinances. These revisions address:

e Approval authority for expenditures
e Sole source vendors

e Cooperative purchasing

e Emergency purchases

Sec. 2-4.1 Approval for expenditures
Ballwin’s approval thresholds for expenditures are low in comparison with other municipalities of our

size. The proposed levels are at the midpoint of those of the comparison cities, neither amongst the
highest nor the lowest.

Current Authority Proposed Authority
Department Heads <$1,000 <$4,999
City Administrator $1,000 - $7,499 $5,000 - $19,999
Board of Aldermen >$7,500 >$20,000
Formal advertising required >5$10,000 >5$20,000

Sec. 2-4.2 Bidding not required

Replace paragraph (b) which reads “Fhe-board—of-aldermen—may—waive—thereguirementof




The proposed new paragraph is “In the event that there is only one vendor capable of providing
a particular good or service, the competitive procedures outlined in this policy may be waived
by the city administrator. A department head should document why only one company or
individual is capable of providing the goods or services required whenever it is determined that
goods or services must be purchased from a sole source vendor. The documentation should be
attached to the purchase order.”

Delete paragraph ( ¢ ) which reads “la-the-case-ofan-emergency-invelvingthe-health-orsafety

aldermen-within-30-days.” Emergency purchases are addressed under Sec. 2-4.7.

Sec. 2-4.5 Ability to participate in cooperative purchasing plans.

Replace current language which reads “Nething-hereinshallbe-construed-to-limit-orprohibit

The proposed new paragraph is: “Departments are encouraged to use cooperative purchasing
programs, including those sponsored by the State of Missouri and St. Louis County,

Missouri. Cooperative purchasing can prove advantageous to the City both by relieving
department heads of the paperwork necessary to document the purchase and by taking
advantage of quantity purchases. Purchases made through these programs have met the
requirements of competitive shopping and require only sufficient information to show the



purchase is from such a program and the applicable referenced purchase price. Department
heads are encouraged to check with the state or county regarding cooperative procurement
contracts in effect prior to making any large purchase.”

Sec. 2-4.7 Emergency repairs/purchases.

Replace current language which reads "Wheneverthe-cityadministrator-determines-thatitisin

The proposed new paragraph is “Whenever the city administrator determines that it is in the
city's best interest, emergency repairs and/or purchases necessary to maintain essential
operations may be authorized for purchase at the lowest obtainable price. A full explanation of
the circumstances of the emergency purchase shall be recorded in the minutes of the next
regular meeting of the board of aldermen.”



