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Memo 
 
To: Honorable Mayor Armitage; City Council 

From: City Manager LaPere, MPAP 

Date: October 14, 2022 

Re: Purchasing Ordinance and Policy Manual 

 
City Council has asked Administration to review the city’s purchasing ordinance and policy for discussion 
on potential amendments. On September 8th, City Council held a workshop discussion on this manner. 
There were a number of items discussed, including the threshold for bids, threshold for approval of 
purchase, and other purchasing policies. On October 3, 2022 Council held discussion and first reading on 
proposed amendments to the city’s purchasing ordinance. At that meeting, Councilmember Chin has 
suggested a number of changes to the proposed language. The draft submitted to Council and a copy of 
Mr. Chin’s suggested changes are attached. Additionally, I have received correspondence from 
Councilmember Dyer seeking addition of language favoring local businesses in the process.  
 
In regards to those suggestions, I have a few comments. First, in the definition of lowest competent 
bidder, I would recommend the addition of “the following, as applicable” to the sentence “…the 
purchasing agent shall consider”.  I concur that all of those factors are relevant, and are part of our 
current vetting process, but they are not all applicable to each and every project.  
 
Next, I respectfully disagree with the removal of professional services and insurance coverage purchases 
as allowable to be purchased without competitive bidding. Regarding the former, professional services 
are those which require specialized training, licensure, or expertise and are not selling a good or 
product, but rather providing their unique services to the city. These are services for which pricing is not 
always comparable, and more importantly, pricing is not the primary consideration in awarding the 
contract. Examples of professional services would include the City Attorney, City Assessor, and City 
Engineer. The individuals/companies are often providing services that larger communities and 
organizations would employ directly as full-time employees but, due to the size of our 
community/organization, are performed contractually. Other examples would include professional 
technicians that specialize in maintenance and repair of specialized equipment systems. Operationally, 
the requirement to competitively bid out every professional service would destabilize critical long-term 
professional arrangements and overwhelm staff with the need to constantly undergo these types of 
procurement processes to conduct ongoing operations. Given that price is not the sole or primary factor 
for consideration of professional services, the value to this additional bureaucracy seems limited, if any. 
Our long-term professional service providers also offer institutional knowledge that is invaluable. 
Currently, Council has the authority to approve these contracts and may require competitive bidding 
when/where it finds that process to be appropriate or necessary. In looking at comparable communities 
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such as Grand Ledge, Hastings, Hillsdale, Ionia, Howell, and Tecumseh, all provide for exemption of 
professional services from competitive bidding. The city’s administrative staff have decades of municipal 
experience and we have found this is a very common exemption for local governments. Therefore, I 
recommend we retain the current ordinance language.  

Regarding the insurance coverage, first and foremost, the City currently has four union contracts that 
cover the majority of the city staff. Those contracts detail the types and levels of insurance coverage 
and, for some insurance provisions, it also states who shall be the provider of that insurance. That 
coverage cannot be changed without engaging in negotiations with the unions. We also have coverage 
needs that are specific to our community and staffing, including short/long term disability; medical, 
dental, and vision; liability and property coverage; death/disability; and life insurance. Additionally, state 
laws also dictate certain insurance requirements, such as workers compensation. The city renews its 
insurance policies on an annual basis. In summary, the requirement to bid out all of those insurance 
coverages annually is simply not feasible, and the requirement to request permission to waive the 
bidding process each and every year for all of these services is impractical and would unduly burden the 
staff and Council.  

Regarding this statement on page3,  ”A written record of completing the proper purchasing procedure 
should be kept for financial audit purposes with the purchase order, which will subsequently be 
connected with the resulting expenditures to fulfill invoices received.” I am unclear of the intent of the 
language as the City has an annual audit and there have never been findings of improper purchasing 
procedure, nor have the auditors expressed any concerns with the record-keeping of our purchases. 
Furthermore, we currently follow records retention as outlined in the state’s records retention 
schedules. For this section, I would recommend we instead include language that states “in accordance 
with the adopted Purchasing Manual” as it details the operational processes for seeking out best pricing 
as well as recordkeeping.  

Finally, I respectfully disagree with the requirement to post every bid opportunity in the local 
newspaper. The City does utilize the local newspaper for items which have potential for local interest, 
such as bidding out farm lease at the airport and the sale of firewood from tree removal work. However, 
the cost of placing an ad is currently ~$75 or more, and we do not have reason to believe vendors will be 
utilizing the local newspaper to find bid opportunities. Additionally, for certain projects, such as 
construction work utilizing MDOT grant funds, we are required to utilize MDOT processes for the bidding 
letting.  

In conclusion, the City administration is making recommendations on appropriate procurement 
ordinance language and procedures as the professionals who are engaged in operations daily and 
understand the organizational structure as well as other legal requirements that must be followed.  
Furthermore, the city staff have and will continue to always work diligently to procure goods and 
services at the best value for the city.  

I welcome further discussion by the entire Council regarding all of the proposed amendments.  

 
eel 
 
attachments 
 
 



DIVISION 3. PURCHASING, CONTRACTING  AND SELLING PROCEDURES 

§ 2-176  DEFINITIONS. 

   The following words, terms and phrases, when used in this division, shall have the 
meanings ascribed to them in this section, except where the context clearly indicates a 
different meaning. 

   AGENT. The Clerk, Deputy Clerk or any other officer or employee designated by the 
Council City Manager to act as purchasing agent. 

   CONTRACT. Includes contracts for services, subject to the exclusion mentioned in 
this division, and shall include any type of service, leases for grounds, buildings, offices 
or maintenance of equipment, machinery and other city-owned personal property. The 
term contract shall not include professional and other contract services which may be 
unique and not subject to competition. 

§ 2-177  PURCHASING AGENT. 

   The purchasing agent shall prepare rules concerning purchasing, the necessary forms 
therefor and a purchasing manual. Copies of the manual shall be issued to all 
departments of the city, to the members of the Council and to the Manager. The rules, 
forms and manual shall be in effect, except as and when amended by the majority vote 
of the Council. 

§ 2-178  GENERAL PURCHASING POLICY. 

   (A)   Competitive prices for all purchases and public improvements shall be obtained 
and the purchase made from or the contract awarded to the lowest competent bidder. 

   (B)   Formal sealed bids shall be obtained in all transactions involving the expenditure 
of $510,000 or more or such other amount which may be established by the Council by 
resolution. 

   (C)   When other considerations are equal, contracts shall be awarded to local 
vendors. 

   (D)   If the lowest competent bids are for the same amount, the purchasing agent shall 
negotiate with the low bidders for a reduced bid and shall make or 
recommend purchase which shall appear to be to the advantage of the city. 

   (E)   Competitive bidding may not be required in the following cases: 

      (1)   Where the subject of the contract is other than a public work or improvement 
and the product or material contracted for is not competitive in nature or no advantage 
to the city would result from requiring competitive bidding and the Council by resolution 
authorizes execution of a contract without competitive bidding; 

      (2)   In the employment of professional services; 

      (3)   Where the city elects to do, with city forces, work suitable for contracting, 
provided such work is authorized by the Council; 



      (4)   In purchasing any type of insurance coverage. 

 

§ 2-179  PURCHASES OR CONTRACTS UNDER $510,000. 
   (A)   Purchases of supplies, materials or equipment, the cost of which is less than $510,000 or such 
other amount which may be established by the Council by resolution, may be made in the open market 
by the purchasing agent, but such purchase shall be based on competitive prices and shall be awarded 
to the lowest competent bidder, except as otherwise provided in this section. 

   (B)   The agent may solicit prices verbally, by telephone or by written communication, 
provided that where bids are solicited by written communication, a copy of such request 
for bids shall be posted in the City Hall. 

   (C)   In determining the competency of a bidder, the agent shall be guided by his 
judgment of the ability of the bidder to provide the required material or services in 
compliance with the specifications set forth. If the purchase is not made from the lowest 
bidder, a statement of the reasons for placing the order with a higher bidder shall be 
prepared by the agent, provided that when the amount of the transaction shall be $500 
or more or such other amount which may be established by the Council by resolution, 
the agent shall report such purchase to the Council with a copy of the required 
statement. 

§ 2-180  PURCHASES OR CONTRACTS OVER $510,000. 

   (A)   Any expenditure for supplies, materials, equipment, construction projects or 
contracts obligating the city, where the amount of the city obligation is in excess of 
$510,000 or such other amount which may be established by the Council by resolution, 
must be approved by the Council. 

   (B)   Sealed bids shall be requested by the purchasing agent by electronically noticing 
the request, mailing a copy of the specifications or requirements to such qualified 
vendors as may be known, to him and by posting a copy of the request in the City Hall. 

   (C)   Unless fixed by the Council, the agent with the concurrence of the Manager shall 
prescribe the amount of any security to be deposited with any bid and, in the case of 
construction contracts, the amount of labor and material or performance bonds to be 
required of the successful bidder. Such security shall be in the form of certified or 
cashier's check or bond written by a surety company authorized to do business in the 
state. 

   (D)   Bids shall be opened in public at the time and place designated in the notice 
requesting bids. Bids shall be opened in the presence of the agent and at least 1 other 
city employee. Immediately following the opening, the bids shall be examined, tabulated 
and made available for inspection. 

   (E)   The full tabulation of all bids shall be submitted to the meeting of the Council next 
following the opening of bids, together with the recommendation of the agent, 
department head or City Manager. The Council in its discretion may accept the low bid, 



reject all bids or determine the low bid to be unsatisfactory and make the award to the 
lowest competent bidder. 

   (F)   After the opening of the submitted bids, such bids may not be withdrawn without 
forfeiture of the bid deposit. Deposits of security accompanying the 3 low bids shall be 
retained until the contract is awarded and signed, other deposits shall be returned to the 
unsuccessful bidders immediately after the bids have been tabulated. If any successful 
bidder fails or refuses to enter into the contract awarded to him within 10 days after 
being notified of such an award or file any bond required within the same time, the 
deposit accompanying his bid shall be forfeited to the city, and the Council may, in its 
discretion, award the contract to the next lowest bidder or readvertise the project. 

   (G)   At the time the contract of a construction project is executed by the contractor, 
he shall file a bond executed by a surety company authorized to do business in the 
state, assuring payment of all just debts incurred in the performance of the contract, 
including wages and material bills, and shall file a performance bond when one is 
required in the bid specification. The contractor shall also file evidence of public liability 
insurance and workers' compensation insurance in an amount satisfactory to the 
Manager and shall also protect the city from loss or damage caused to any person or 
property by reason of negligence of the contractor or his employees. 

   (H)   The Council shall reserve the right to accept or reject any or all bids as submitted 
if in the Council's discretion such action would be in the best interests of the city. 

§ 2-181  PROHIBITIONS. 

   (A)   No contract or purchase shall be subdivided to avoid the requirements of this 
division. 

   (B)   The purchasing agent and every officer and employee of the city are expressly 
prohibited from accepting, directly or indirectly, from any person doing business or 
contemplating doing business with the city, any rebate, gift, money or anything of value. 

§ 2-182.  EMERGENCY PURCHASES. 

   In an emergency or an apparent emergency endangering the public peace, health or 
safety of the city, the purchasing agent, the Manager or any department head 
may purchase directly any supplies, materials or equipment which he deems 
immediately necessary upon approval by the City Manager. The agent City Manager 
shall advise the Council of the purchase no later than the next regular meeting of the 
Council. 

§ 2-183  INSPECTION OF MATERIALS. 

   The responsibility for the inspection and acceptance of all materials, supplies and 
equipment purchased under this division shall rest with the department head. 

§ 2-184  SALE OF PERSONAL PROPERTY. 

   (A)   Whenever any city personal property is no longer needed for corporate or public 
purposes, the property may be offered for sale in accordance with the restrictions 
established in Charter, § 15.2 and in accordance with the adopted Purchasing Manual. 

https://codelibrary.amlegal.com/codes/charlotte/latest/charlotte_mi/0-0-0-12978#JD_15.2


   (B)   The purchasing agent, City Manager, or designee shall have the authority to 
initiate the disposal of obsolete or excess materials or equipment. 

   (C)   Sealed bids shall be taken if the estimated value of the materials or equipment is 
$2,500 or more. 

   (D)   Verbal bids may be taken if the estimated value of the materials or equipment is 
less than $2,500. 

(E) City Council approval is required prior to disposal if the estimated value of the 
materials or equipment is greater than $10,000. 

 

§ 2-185  SALE OF REAL PROPERTY. 

   Whenever any city real property or utility plant is no longer needed for corporate or 
public purposes, the property may be offered for sale in accordance with the restrictions 
established in Charter, § 8.24, 14.12, and 15.3 (B)  14.12. 

§ 2-186  COOPERATIVE PURCHASES. 

   The Council or purchasing agent shall have the power to enter 
into purchase contracts with and from other governmental agencies, should there be an 
opportunity for a saving to the city or where the Council determines that it would be in 
the best interests of the city. However, the Council shall give its prior approval to 
such purchases, and all such purchases shall be in compliance with the provisions of 
this division and the Charter. 

§§ 2-187 -- 2-195  RESERVED. 
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Introduction 
This policy establishes transparent and standard guidelines of the procurement and disposal of personal 
property and related purchases to support the operations of the City of Charlotte in coordination with 
established governmental best practices and ensures the best overall value for the acquisition of goods 
and services. Adhering to the policy shall result in financial accountability and efficient use of funds. Policy 
utilization occurs for every expenditure by City regardless of the funding source.  
 
Section 1. Procurement of Personal Property 
Principal procurement for the City requires that each department is responsible policy adherence and 
acquisition of goods and services. It is the expectation of the City Manager that all purchases are budgeted 
and properly documented. The procedure and documentation may vary depending upon the nature of 
the purchase as defined within this policy. All purchases are ultimately the responsibility of the City 
Manager and may be approved or disapproved by him/her or his/her designee, in accordance with the 
provision of this policy and limitation of the City budget. The interpretation of requirements contained 
herein and any revision to this policy shall be approved by the City Council. 
 

  DOCUMENTATION APPROVAL 

 Amount/Type Sealed 
Bid 

Written 
Quote 

City 
Council 

City 
Manager 

Department 
Head 

Purchases 
$0 - $4,999     X 

$4,999 - $9,999  X  X X 
Competitive 
Purchases $10,000+ X X X X X 

Exceptions 

Cooperative 
Procurement 

 X ≥$10,000 X X 

Sole Source 
Vendor 

 X ≥$10,000 X X 

Emergency 
Purchase 

At the sole discretion of the City Manager, per City Ordinance, 
Sec. 2-71. He/she shall notify City Council of these expenditures. 

Budgeted  
Capital 

X 
>10,000 

X  
<10,000 ≥$10,000 X X 

 
PURCHASES 
Less than $5,000 
Department Heads may make and authorize purchases less than $5,000 in consultation with the City 
Manager, but without prior approval of the City Council. 
 
Between $5,000 - $9,999 
The City Manager may make and authorize Department Heads to complete purchases up to, but not 
exceeding $10,000 without prior approval of the City Council.  
 
COMPETITIVE PURCHASES 
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Between $5,000 - $9,999 
Written quotes are required from vendors for products and services except when a Department Head or 
the City Manager determines that no advantage to the City would result from acquiring multiple quotes, 
or when the purchase is for the acquisition of professional services. Quotes from prospective vendors may 
be requested in person, by telephone, and/or by written communication. Quote evaluation and approval 
will typically be executed by the City Manager with technical assistance/approval from the Department 
Head. A purchase shall be made from the vendor who quotes the best overall value while meeting 
specifications. Applicable contracts shall be executed by the City Manager, unless otherwise approved by 
City Council.  
 
Over $10,000 
Sealed competitive, written bids are required for all purchases and/or contracts over $10,000, with the 
exception of professional service contracts. Sealed bids/proposals shall be solicited from a reasonable 
number of known, qualified, prospective vendors by distributing electronic and/or written notices. The 
amount of each proposal, the vendor name, and relevant information shall be recorded and read aloud 
during bid opening. The City Manager and/or the appropriate Department Head may request clarification 
on bids if deemed non-comparable. Alternatively, the City Manager and/or the appropriate Department 
Head may reject all bids and seek new sealed, competitive bids. Applicable contracts shall be executed by 
the City Clerk and Mayor, unless otherwise approved by City Council.  
 
Applicable invoices for all purchases shall be reviewed by the appropriate Department Head and the 
Finance Director or City Manager. 
 
EXCEPTIONS TO STANDARD PURCHASING PROCEDURE 
Cooperative Purchase 
City Council determines, based on the recommendation of the City Manager, that the public interest and 
cost effectiveness will be best served by purchase from or joint purchase with another unit of 
government. Examples include: MiDeal and other governmental entities contracts offered as cooperative 
and of value to the City. The City Council may award a contract to a public entity or approved vendor of 
the cooperative contract. When applicable, an award will be made by complying with the terms of the 
stated cooperative contract. Applicable invoices shall be reviewed based on the cost of the purchase. 
 
Sole Source Purchase 
For purchases or contracts that the City Manager and/or appropriate Department Head determines in 
writing, after a good faith review of potential vendors, that there is only one vendor for the required 
product or service, especially when the procurement is for a product that is a part of a system in which 
selection of an alternative brand would alter the ability of the using department to operate and/or 
maintain the system. Applicable invoices shall be reviewed based on the cost of purchase. 
 
Emergency Purchase 
In the sole discretion of the City Manager, immediate procurement action is required to prevent delays of 
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City services that may adversely affect the life, health, or safety of the pubic or the security of City-owned 
assets. The City Manager shall notify City Council at times when immediate procurement action is 
required. Applicable invoices shall be reviewed based on the cost of service. 
 
Budgeted Capital Purchase 
For purchases of capital assets that are less than or equal to the amount presented in the City’s Annual 
Budget, procurement may proceed with a request made to the City Manager in accordance with approval 
requirements above. Applicable invoices shall be reviewed based on cost of the purchase. 
 
Section 2. Surplus Property Disposition 
Trash  
Personal property which a reasonable person would feel no longer has any value, may be discarded as 
trash by any City official or employee. If anyone is interested in acquiring the property or retrieving it from 
the trash, then it cannot be assumed that it has no value.  
 
Declaration 
Each department head shall be responsible for identifying property within his or her department that is 
obsolete, surplus or salvage property. The department head shall estimate the fair market value of such 
property in “as is, where is” condition.  
 
Disposition 
For all such property, the department head will notify the City Manager, who will first attempt to find a 
use for the property in another department. Personal property which a reasonable person would feel is 
at the end of its useful life, but that the cost of sale or disposal exceeds any sales value, shall be considered 
of “nominal value” and may be sold, donated or discarded at the discretion of the City Manager. Personal 
property which a reasonable person would feel has remaining value in excess of the nominal value defined 
above shall be subject to disposition in any manner deemed by the City Manager to be in the City’s best 
interest, including:   
 1. Trade-in for other equipment  
 2. Auction or sale on a first come-first served basis (public or online)  
 3. Solicitation of written bids  
 4. Negotiated sale to one or more designated buyers  
 5. Sale as scrap  
 6. Recycling, salvaging or junking  
 7. Transfer to another government or nonprofit organization  
 
Substantial Value.  
Disposition of any one item of personal property with an estimated value of $10,000 or more must first 
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be approved by the City Council.  
 
Conflict of Interest 
City elected officials and staff are prohibited from acquiring any personal property of the City if they 
participated in the disposition process described herein. The City Council may grant a written exemption 
to this prohibition, if they can verify the propriety of, and are not a party to, the disposition.  
 
Penalty for Failure to Comply 
Any official or employee of the City of Charlotte who violates the provisions of this policy may be subject 
to civil and/or criminal action. Employees responsible for violating this policy shall also be subject to 
disciplinary actions provided for by City policies and applicable laws, up to and including dismissal or 
discharge. 



Introduced:  October 3, 2022 
Adopted:    
Effective:        
 
 CITY OF CHARLOTTE 
 
 ORDINANCE NO. 2022-07

AN ORDINANCE TO AMEND CHAPTER 2 - 
ADMINISTRATION - OF THE CODE OF THE CITY OF 
CHARLOTTE BY AMENDING ARTICLE V – FINANCE, 
DIVISION 3 PURCHASING, CONTRACTING AND SELLING 
PROCEDURES. 
 

 
Councilmember ___________ moved that the following ordinance be moved to a 
second reading and a public hearing be scheduled for October 17, 2022: 
 
THE CITY OF CHARLOTTE ORDAINS: 
 
SECTION 1. PURPOSE. The purpose of this ordinance is to update the provisions of 
the City Ordinance related to procurement.  
 
SECTION 2. DIVISION 3. PURCHASING, CONTRACTING AND SELLING 
PROCEDURES of Article V of Chapter 2 shall be amended as follows: 
 
§ 2-176  DEFINITIONS. 
   AGENT. The Clerk, Deputy Clerk or any other officer or employee designated by the 
City Manager to act as purchasing agent. 
 
§ 2-178  GENERAL PURCHASING POLICY. 
   (B)   Formal sealed bids shall be obtained in all transactions involving the expenditure 
of $10,000 or more or such other amount which may be established by the Council by 
resolution. 
 
§ 2-179  PURCHASES OR CONTRACTS UNDER $10,000. 
   (A)   Purchases of supplies, materials or equipment, the cost of which is less than $10,000 or 
such other amount which may be established by the Council by resolution, may be made in the 
open market by the purchasing agent, but such purchase shall be based on competitive prices 
and shall be awarded to the lowest competent bidder, except as otherwise provided in this 
section. 
 
§ 2-180  PURCHASES OR CONTRACTS OVER $10,000. 
   (A)   Any expenditure for supplies, materials, equipment, construction projects or 
contracts obligating the city, where the amount of the city obligation is in excess of 
$10,000 or such other amount which may be established by the Council by resolution, 
must be approved by the Council. 



   (B)   Sealed bids shall be requested by the purchasing agent by electronically noticing 
the request, mailing a copy of the specifications or requirements to such qualified 
vendors as may be known, and by posting a copy of the request in the City Hall. 
§ 2-182.  EMERGENCY PURCHASES. 
   In an emergency or an apparent emergency endangering the public peace, health or 
safety of the city, the purchasing agent or any department head may purchase directly 
any supplies, materials or equipment which he deems immediately necessary upon 
approval by the City Manager. The City Manager shall advise the Council of 
the purchase no later than the next regular meeting of the Council. 
 
§ 2-184  SALE OF PERSONAL PROPERTY. 
   (A)   Whenever any city personal property is no longer needed for corporate or public 
purposes, the property may be offered for sale in accordance with the restrictions 
established in Charter, § 15.2 and in accordance with the adopted Purchasing Manual. 
   (B)   The purchasing agent, City Manager, or designee shall have the authority to 
initiate the disposal of obsolete or excess materials or equipment. 
 
(E) City Council approval is required prior to disposal if the estimated value of the 
materials or equipment is greater than $10,000. 
 
§ 2-185  SALE OF REAL PROPERTY. 
   Whenever any city real property or utility plant is no longer needed for corporate or 
public purposes, the property may be offered for sale in accordance with the restrictions 
established in Charter, § 8.24, 14.12, and 15.3 (B)  
 
SECTION 3. SEVERABILITY. If any section, clause or provision of this Ordinance shall 
be declared to be inconsistent with the Constitution and laws of the State of Michigan 
and voided by any court of competent jurisdiction, said section, clause or provision 
declared to be unconstitutional and void shall thereby cease to be a part of this 
Ordinance, but the remainder of this Ordinance shall stand and be in full force.  
 
SECTION 4. SAVING CLAUSE. All proceedings pending and all rights and liabilities 
existing, acquired or incurred at the time this Ordinance takes effect are saved and may 
be consummated according to the law when they were commenced.  
 
SECTION 5. REPEALER. Any Ordinance conflicting with this Ordinance be and the 
same is hereby repealed. 
 
 
SECTION 6. EFFECTIVE DATE. This ordinance shall become effective 20 days after 
publication.  
 
Second, ____________.   (  )   Yeas.  (  ) Nays.  (   ) Absent. 
 
 

https://codelibrary.amlegal.com/codes/charlotte/latest/charlotte_mi/0-0-0-12978#JD_15.2


DIVISION 3. PURCHASING, CONTRACTING  AND SELLING PROCEDURES 

§ 2-176  DEFINITIONS. 

   The following words, terms and phrases, when used in this division, shall have the 
meanings ascribed to them in this section, except where the context clearly indicates a 
different meaning. 

   AGENT. The Clerk, Deputy Clerk or any other officer or employee designated by the 
Council City Manager to act as purchasing agent. 

   CONTRACT. Includes contracts for services, subject to the exclusion mentioned in 
this division, and shall include any type of service, leases for grounds, buildings, offices 
or maintenance of equipment, machinery and other city-owned personal property. The 
term contract shall not include professional and other contract services which may be 
unique and not subject to competition. 

  LOWEST COMPETENT BIDDER. Contracts shall be awarded to the lowest 
competent bidder. In determining the lowest competent bidder, in addition to price, the 
purchasing agent shall consider: 

 The ability, capacity and skill of the bidder to perform the contract or provide the 
service required 

 Whether the bidder can perform the contract or provide the service promptly, or 
within the time specified, without delay or interference; 

 The character, integrity, reputation, judgment, experience and efficiency of the 
bidder; 

 The quality of performance of previous contracts or services; 
 The previous and existing compliance by the bidder with laws and ordinances 

relating to the contract or service; 
 The sufficiency of the financial resources and ability of the bidder to perform the 

contract or provide the service; 
 The quality, availability and adaptability of the supplies, or the contractual 

services to the particular use required; 
 The ability of the bidder to provide future maintenance and service for the use 

of the subject of the contract; 
 The number and scope of conditions attached to the bid. 

 

§ 2-177  PURCHASING AGENT. 

   The purchasing agent shall prepare rules concerning purchasing, the necessary forms 
therefor and a purchasing manual. Copies of the manual shall be issued to all 
departments of the city, to the members of the Council and to the Manager. The rules, 
forms and manual shall be in effect, except as and when amended by the majority vote 
of the Council. 

§ 2-178  GENERAL PURCHASING POLICY. 
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   (A)   Competitive prices for all purchases and public improvements shall be obtained 
and the purchase made from or the contract awarded to the lowest competent bidder. 

   (B)   Formal sealed bids shall be obtained in all transactions involving the expenditure 
of $510,000 or more or such other amount which may be established by the Council by 
resolution. 

   (C)   When other considerations are equal, contracts shall be awarded to local 
vendors. 

   (D)   If the lowest competent bids are for the same amount, the purchasing agent shall 
negotiate with the low bidders for a reduced bid and shall make or 
recommend purchase which shall appear to be to the advantage of the city. 

   (E)   Competitive bidding may not be required in the following cases: 

      (1)   Where the subject of the contract is other than a public work or improvement 
and the product or material contracted for is not competitive in nature or no advantage 
to the city would result from requiring competitive bidding and the Council by resolution 
authorizes execution of a contract without competitive bidding; 

      (2)   In the employment of professional services; 

1. Where the City Manager submits to Council a written recommendation 
that the supply or service is not competitive in nature, unique in nature to a 
specific vendor, and there would be no advantage to the city from requiring 
competitive bidding. 

      (3)   Where the city elects to do, with city forces, work suitable for contracting, 
provided such work is authorized by the Council; 

      (4)   In purchasing any type of insurance coverage. 

 

§ 2-179  PURCHASES OR CONTRACTS UNDER $510,000. 

   (A)   Purchases of supplies, materials or equipment, the cost of which is less than $510,000 or such 
other amount which may be established by the Council by resolution, may be made in the open market 
by the purchasing agent, but such purchase shall be based on competitive prices and shall be awarded 
to the lowest competent bidder, except as otherwise provided in this section. 

   (B)   The agent may solicit prices verbally, by telephone or by written communication, 
provided that where bids are solicited by written communication, a copy of such request 
for bids shall be posted in the City Hall. 

(B) Requirements as follows: 

• Below $2500.00 by good business practice. 

• $2,500.00 to $4,999.00 on an informal competitive basis such as handwritten 
record of telephone calls to three sources, to be placed in file.  
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• $5,000.00 to $10,000.00 through written quotations sought from at least three 
sources. 

• A written record of completing the proper purchasing procedure should be kept 
for financial audit purposes with the purchase order, which will subsequently be 
connected with the resulting expenditures to fulfill invoices received. 

   (C)   In determining the competency of a bidder, the agent shall be guided by his 
judgment of the ability of the bidder to provide the required material or services in 
compliance with the specifications set forth. If the purchase is not made from the lowest 
competent bidder, a statement of the reasons for placing the order with a higher bidder 
shall be prepared by the agent, provided that when the amount of the transaction shall 
be $500 $2500 or more or such other amount which may be established by the Council 
by resolution, the agent shall report such purchase to the Council with a copy of the 
required statement. 

§ 2-180  PURCHASES OR CONTRACTS OVER $510,000. 

   (A)   Any expenditure for supplies, materials, services, equipment, construction 
projects or contracts obligating the city, where the amount of the city obligation is in 
excess of $510,000 or such other amount which may be established by the Council by 
resolution, must be approved by the Council. 

   (B)   Sealed bids shall be requested by the purchasing agent by electronically noticing 
the request, mailing a copy of the specifications or requirements to such qualified 
vendors as may be known, to him andknown, and by posting a copy of the request in 
the City Hall. 

(B) Sealed bids shall be requested by the purchasing agent by: 

• Electronic submission or mailing a copy of the specifications or requirements to 
such qualified vendors as may be known.  

• posting a copy of the request in the City Hall. 

• Notice inviting bids shall be published once in at least one official newspaper in 
the city and at least five days preceding the last day set for the receipt of proposals. The 
newspaper notice required herein shall include a general description of the articles to be 
purchased or sold, shall state where bid blanks and specifications may be secured, and 
the time and place for opening bids. 

   (C)   Unless fixed by the Council, the agent with the concurrence of the Manager shall 
prescribe the amount of any security to be deposited with any bid and, in the case of 
construction contracts, the amount of labor and material or performance bonds to be 
required of the successful bidder. Such security shall be in the form of certified or 
cashier's check or bond written by a surety company authorized to do business in the 
state. 

   (D)   Bids shall be opened in public at the time and place designated in the notice 
requesting bids. Bids shall be opened in the presence of the agent and at least 1 other 
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city employee. Immediately following the opening, the bids shall be examined, tabulated 
and made available for inspection. 

   (E)   The full tabulation of all bids shall be submitted to the meeting of the Council next 
following the opening of bids, together with the recommendation of the agent, 
department head or City Manager. The Council in its discretion may accept the low bid, 
reject all bids or determine the low bid to be unsatisfactory and make the award to the 
lowest competent bidder. 

   (F)   After the opening of the submitted bids, such bids may not be withdrawn without 
forfeiture of the bid deposit. Deposits of security accompanying the 3 low bids shall be 
retained until the contract is awarded and signed, other deposits shall be returned to the 
unsuccessful bidders immediately after the bids have been tabulated. If any successful 
bidder fails or refuses to enter into the contract awarded to him within 10 days after 
being notified of such an award or file any bond required within the same time, the 
deposit accompanying his bid shall be forfeited to the city, and the Council may, in its 
discretion, award the contract to the next lowest bidder or readvertise the project. 

   (G)   At the time the contract of a construction project is executed by the contractor, 
he shall file a bond executed by a surety company authorized to do business in the 
state, assuring payment of all just debts incurred in the performance of the contract, 
including wages and material bills, and shall file a performance bond when one is 
required in the bid specification. The contractor shall also file evidence of public liability 
insurance and workers' compensation insurance in an amount satisfactory to the 
Manager and shall also protect the city from loss or damage caused to any person or 
property by reason of negligence of the contractor or his employees. 

   (H)   The Council shall reserve the right to accept or reject any or all bids as submitted 
if in the Council's discretion such action would be in the best interests of the city. 

§ 2-181  PROHIBITIONS. 

   (A)   No contract or purchase shall be subdivided to avoid the requirements of this 
division. 

   (B)   The purchasing agent and every officer and employee of the city are expressly 
prohibited from accepting, directly or indirectly, from any person doing business or 
contemplating doing business with the city, any rebate, gift, money or anything of value. 

(C)  No member of the Council, the Manager, or any other officer or employee of the 
City, shall be personally interested in any contract with or for the City nor in the 
expenditures of any money on the part of the City, and violation of this provision shall 
render such contract void. 

§ 2-182.  EMERGENCY PURCHASES. 

   In an emergency or an apparent emergency endangering the public peace, health or 
safety of the city, the purchasing agent, the Manager or any department head 
may purchase directly any supplies, materials or equipment which he deems 
immediately necessary upon approval by the City Manager. The agent City Manager 
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shall advise the Council of the purchase no later than the next regular meeting of the 
Council. 

§ 2-183  INSPECTION OF MATERIALS. 

   The responsibility for the inspection and acceptance of all materials, supplies and 
equipment purchased under this division shall rest with the department head. 

§ 2-184  SALE OF PERSONAL PROPERTY. 

   (A)   Whenever any city personal property is no longer needed for corporate or public 
purposes, the property may be offered for sale in accordance with the restrictions 
established in Charter, § 15.2 and in accordance with the adopted Purchasing Manual. 

   (B)   The purchasing agent, City Manager, or designee shall have the authority to 
initiate the disposal of obsolete or excess materials or equipment. 

   (C)   Sealed bids shall be taken if the estimated value of the materials or equipment is 
$2,500 or more. 

   (D)   Verbal bids may be taken if the estimated value of the materials or equipment is 
less than $2,500. 

(E) City Council approval is required prior to disposal if the estimated value of the 
materials or equipment is greater than $10,000. 

(F) The City Manager may notify other governmental units or non-profit organizations of 
available surplus and recommend for City Council approval, the sale or donation to 
them  

 

§ 2-185  SALE OF REAL PROPERTY. 

   Whenever any city real property or utility plant is no longer needed for corporate or 
public purposes, the property may be offered for sale in accordance with the restrictions 
established in Charter, § 8.24, 14.12, and 15.3 (B)  14.12. 

§ 2-186  COOPERATIVE PURCHASES. 

   The Council or purchasing agent shall have the power to enter 
into purchase contracts with and from other governmental agencies, should there be an 
opportunity for a saving to the city or where the Council determines that it would be in 
the best interests of the city. However, the Council shall give its prior approval to 
such purchases, and all such purchases shall be in compliance with the provisions of 
this division and the Charter. 

§§ 2-187 -- 2-195  RESERVED. 
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Introduction 

This policy establishes transparent and standard guidelines of the procurement and disposal of personal 
property and related purchases to support the operations of the City of Charlotte  in coordination with 
established governmental best practices and ensures the best overall value for the acquisition of goods 
and services. Adhering to the policy shall result in financial accountability and efficient use of funds. Policy 
utilization occurs for every expenditure by City regardless of the funding source.  
 
Section 1. Procurement of Personal Property 

Principal procurement  for the City requires that each department  is responsible policy adherence and 
acquisition of goods and services. It is the expectation of the City Manager that all purchases are budgeted 
and properly documented. The procedure and documentation may vary depending upon the nature of 
the purchase  as defined within  this policy. All purchases  are ultimately  the  responsibility of  the City 
Manager and may be approved or disapproved by him/her or his/her designee, in accordance with the 
provision of this policy and limitation of the City budget. The interpretation of requirements contained 
herein and any revision to this policy shall be approved by the City Council. 
 
    DOCUMENTATION  APPROVAL 

  Amount/Type  Sealed 
Bid 

Written 
Quote 

City Council  City 
Manager 

Department 
Head 

Purchases 

$0 ‐ $4,999$2,499          X 
$2,500‐

$4,999(documented 
informal) 

      X   

$5,000 ‐ $9,999    X    X  X 
Competitive 
Purchases  $10,000+    X  X  X  X 

Exceptions 

Cooperative 
Procurement 

  X  ≥$10,000  X  X 

Sole Source Vendor 
(Documentation required) 

  X  ≥$10,000$5,000 
X  X  X 

Emergency 
Purchase 

At the sole discretion of the City Manager, per City Ordinance, 
Sec. 2‐71. He/she shall notify City Council of these expenditures. 

Budgeted  
Capital    X  ≥$10,000  X  X 

 
PURCHASES 
Less than $5,000 $2500 
Department Heads may make and authorize purchases  less  than $5,000  in consultation with  the City 
Manager, but without prior approval of the City Council. 
 
Between $5,000 $2,500‐ $9,999 $4,999 
The City Manager may make and authorize Department Heads  to complete purchases up  to, but not 
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exceeding $5,000 without prior approval of the City Council. Informal quotes are required from vendors 
for products and services.   Quotes should be solicited from at  least 3 vendors,  if possible.   Records of 
solicitation, quotes, and award should be kept.  
 
COMPETITIVE PURCHASES 
Between $5,000 ‐ $9,999 
Written quotes are required from vendors for products and services. except when a Department Head or 
the City Manager determines that no advantage to the City would result from acquiring multiple quotes, 
or when the purchase is for the acquisition of professional services. Quotes from prospective vendors may 
be requested in person, by telephone, and/or by written communication. Quote evaluation and approval 
will typically be executed by the City Manager with technical assistance/approval from the Department 
Head. A purchase shall be made from the lowest competent bidder. vendor who quotes the best overall 
value while meeting specifications. Applicable contracts shall be executed by the City Manager, unless 
otherwise approved by City Council.  
 
Over $10,000 
Sealed competitive, written bids are required for all purchases and/or contracts over $10,000, with the 
exception of professional service contracts. Sealed bids/proposals shall be solicited  from a reasonable 
number of known, qualified, prospective vendors by distributing electronic and/or written notices, posting 
at  city hall, publication  in  the  local newspaper. The amount of each proposal,  the vendor name, and 
relevant information shall be recorded and read aloud during bid opening. The City Manager and/or the 
appropriate Department Head may request clarification on bids if deemed non‐comparable. Alternatively, 
the City Manager and/or  the appropriate Department Head may  reject all bids and  seek new  sealed, 
competitive bids. Applicable contracts shall be executed by the City Clerk and Mayor, unless otherwise 
approved by City Council.  
 
Applicable  invoices  for all purchases shall be reviewed by  the appropriate Department Head and  the 
Finance Director or City Manager. 
 

EXCEPTIONS TO STANDARD PURCHASING PROCEDURE 

Cooperative Purchase 
City Council determines, based on the recommendation of the City Manager, that the public interest and 
cost  effectiveness  will  be  best  served  by  purchase  from  or  joint  purchase  with  another  unit  of 
government. Examples include: MiDeal and other governmental entities contracts offered as cooperative 
and of value to the City. The City Council may award a contract to a public entity or approved vendor of 
the cooperative contract. When applicable, an award will be made by complying with the terms of the 
stated cooperative contract. Applicable invoices shall be reviewed based on the cost of the purchase. 
 
Sole Source Purchase 
For purchases or contracts under $5,000  that  the City Manager and/or appropriate Department Head 
determines in writing, after a good faith review of potential vendors, that there is only one vendor for the 
required product or service, especially when the procurement is for a product that is a part of a system in 
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which selection of an alternative brand would alter the ability of the using department to operate and/or 
maintain  the  system.  For  purchases  or  contracts  $5,000  or  above,  City  Council  approval  is  required. 
Applicable invoices shall be reviewed based on the cost of purchase. 
 
Emergency Purchase 
In the sole discretion of the City Manager, immediate procurement action is required to prevent delays of 
City services that may adversely affect the life, health, or safety of the pubic or the security of City‐owned 
assets.  The  City Manager  shall  notify  City  Council  at  times when  immediate  procurement  action  is 
required. Applicable invoices shall be reviewed based on the cost of service. 
 
Budgeted Capital Purchase 
For purchases of capital assets that are less than or equal to the amount presented in the City’s Annual 
Budget, procurement may proceed with a request made to the City Manager in accordance with approval 
requirements above. Applicable invoices shall be reviewed based on cost of the purchase. 
 
Section 2. Surplus Property Disposition 

Trash  
Personal property which a reasonable person would feel no longer has any value, may be discarded as 
trash by any City official or employee. If anyone is interested in acquiring the property or retrieving it from 
the trash, then it cannot be assumed that it has no value.  
 
Declaration 
Each department head shall be responsible for identifying property within his or her department that is 
obsolete, surplus or salvage property. The department head shall estimate the fair market value of such 
property in “as is, where is” condition.  
 
Disposition 
For all such property, the department head will notify the City Manager, who will first attempt to find a 
use for the property in another department. Personal property which a reasonable person would feel is 
at the end of its useful life, but that the cost of sale or disposal exceeds any sales value, shall be considered 
of “nominal value” and may be sold, donated or discarded at the discretion of the City Manager. Personal 
property which a reasonable person would feel has remaining value in excess of the nominal value defined 
above shall be subject to disposition in any manner deemed by the City Manager to be in the City’s best 
interest, including:    
  1. Trade‐in for other equipment  
  2. Auction or sale on a first come‐first served basis (public or online)  
  3. Solicitation of written bids  
  4. Negotiated sale to one or more designated buyers  
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  5. Sale as scrap  
  6. Recycling, salvaging or junking  
  7. Transfer to another government or nonprofit organization  
 
Substantial Value.  
Disposition of any one item of personal property with an estimated value of $10,000 or more must first 
be approved by the City Council.  
 
Conflict of Interest 
City elected officials and  staff are prohibited  from acquiring any personal property of  the City  if  they 
participated in the disposition process described herein. The City Council may grant a written exemption 
to this prohibition, if they can verify the propriety of, and are not a party to, the disposition.  
 
Penalty for Failure to Comply 
Any official or employee of the City of Charlotte who violates the provisions of this policy may be subject 
to  civil and/or  criminal action. Employees  responsible  for violating  this policy  shall also be  subject  to 
disciplinary actions provided  for by City policies and applicable  laws, up  to and  including dismissal or 
discharge. 
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