RESOLUTION NO. ’9, ,

CITY OF HARPERS FERRY
PURCHASING PROCEDURES POLICY

INTRODUCTION

The Purchasing Procedures Policy explains the purchasing system used by the City of Harpers Ferry. The
intent of the Harpers Ferry City Council and city staff is to buy materials, supplies and services of high
quality at a reasonable cost. All purchasing actions engaged by the City should be fair, impartial, and free
from impropriety or the appearance of impropriety. All qualified buyers and sellers shall have access to
compete for City business, and no reasonable offer shall be arbitrarily excluded.

This policy is applicable to all operating departments.

PURCHASING PROCEDURES FOR DEPARTMENTAL BUDGET ITEMS

Ls

For all purchases verify that the item is a budgeted item for your respective Department and/or
will not create the need for a budget amendment. All non-budgeted items or purchases which
would create the need for a budget amendment need to be approved by the City Council
following approval of the required budget amendment.

Determine the process necessary for your budgeted item purchase:

No disbursement shall be made from a fund unless such disbursement is authorized by law,
ordinance, or resolution, was properly budgeted, and supported by a claim approved by the
Council

Budget Accounts. There shall be established such individual accounts to record receipts by
source and expenditures by program and activity as will provide adequate information and
control for budgeting purposes as planned and approved by the Council. Each individual
account shall be maintained within its proper fund and so kept that receipts can be immediately
and directly compared with revenue estimates and expenditures can be related to the
authorizing appropriation. No expenditure shall be posted except to the appropriation for the
function and purpose for which the expense was incurred.

Immediate Payment Authorized. The Council may by resolution authorize the Clerk to issue
checks for immediate payment of amounts due, which if not paid promptly would result in loss
of discount, penalty for late payment or additional interest cost. Any such payments made shall
be reported to the Council for review and approval with and in the same manner as other claims
at the next meeting following such payment. The resolution authorizing immediate payment
shall specify the type of payment so authorized and may include (but is not limited to) payment
of utility bills, contractual obligations, payroll, and bond principal and interest.

The City Clerk will retain a hard copy of the invoice signed by the Mayor and filed with the
check stubs.



4. Submit any documentation, including the invoice, store receipt, or packing slip/work order
document to the City Clerk.

5. Unapproved invoices or items missing supporting documentation will be considered incomplete
and will not be paid.

6. Departments are responsible for submitting purchase documentation to the City Clerk in a timely
fashion as to avoid late fees or penalties from vendors.

7. The Mayor and City Clerk are responsible for ensuring that departments adhere to this policy.

8. Repeated failure to follow the above guidelines by any individual will be reported to the Mayor
and will be subject to disciplinary action if actions persist.

9. This policy may be amended, revised, or modified as deemed necessary by the City Council

IOWA AND LOCAL PREFERENCE GIVEN

By virtue of statutory authority, preference will be given to products and provisions grown and produced
within the State of lowa. The City shall make every effort to support lowa products when making a
purchase. Tied responses to solicitations, regardless of the type of solicitation, shall be decided in favor of
the lowa products.

lowa Code, Chapter 73.1, Preference Authorized:

"Every... city, and every person acting as contracting or purchasing agent for any such...governing
body shall use only those products and provision grown and coal produced within the state of
lowa, when they are found in marketable quantities in the state and are of a quality reasonably
suited to the purpose intended, and can be secured without additional cost over foreign products
or products of other states... "

Companies with operations in the City of Harpers Ferry will also be given purchasing preference in all
purchasing situations and competitive quotation situations. If a qualifying local company's price or
quotation is within 5% of any competing non-qualifying company, up to $5,000 maximum difference, the
qualifying local company will be awarded the purchase or contract.

SALES TAX EXEMPTIONS

Under Iowa Law, (Code of lowa section 422.45.7), the City of Harpers Ferry is exempt from tax in the
case of sales of articles purchased for the City's exclusive use. Additionally, the City agrees to pay tax,
including interest, on such articles to the vendor or will reimburse the vendor for any tax, including
interest, assessed by the State government



CREDIT CARD POLICY

This policy is adopted to establish guidelines for use of City-issued credit cards by employees. All credit
card purchases shall adhere to the same procedure as other purchases as defined in this policy.

There are three credit cards, one of which is issued to each of the following City employees: Mayor,
Public Works Supervisor, and City Clerk

The Mayor and Public Works Supervisor credit card have a maximum credit limit of $10,000. The City
Clerk credit card has a maximum credit limit of $5,000.00

That City authorized credit cards may be used while an employee is on official City business, including
but not limited to the following uses:

1. Purchases requiring immediate payment where the City is unable to issue a
check for the purchase. Purchases require prior approval for non-budgeted
items.

2. Employee training/travel accommodations including lodging and meals when
applicable.

3. On-line purchases requiring a credit card and no other payment or billing option
is available. On-line purchases require prior approval for non-budgeted items.

4. Emergency vehicle maintenance.

All receipts from credit card use must be turned into the City Clerk’s Office as soon as possible. If
anyone fails to turn in receipts within a reasonable time after the expense was incurred, the employee will
be responsible for such expense, unless the absence of a receipt is approved by the City Clerk. In the
event the City Clerk is the employee unable to provide a receipt, such absence of receipt must be
approved by the Mayor.

The City may revoke the credit card privileges of any employee at any time.

FUEL CHARGES

Fuel Charge accounts are set up at each gas station in Harpers Ferry for City owned vehicles only. A
detailed receipt is required to be submitted to the City Clerk and signed by the Mayor to disburse
payment,

In the event a City owned vehicle is out of the City of Harpers Ferry and needs fuel the City credit card
can be used with a detailed receipt provided to City Hall.

EMERGENCY EXEMPTIONS

This policy may be circumvented if a situation arises that meets any of the following emergency
procurement conditions:



1. The situation threatens public health, welfare or safety; or
2. The department must act to preserve critical services or programs; or
3. The need is a result of events or circumstances not reasonably foreseeable.

In the event that any of these situations occur, purchases of emergency need items can be made without
approvals required by this policy. At the conclusion of the situation, formal documentation will be

required by staff participating in the event to outline the occurrence, and justify the expenditures made
under the emergency exemption.

Passed and approved this \1- day of August, 2024,
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lerry Valley, Mayor

ATTEST:

Valll Molinar

Kelli Melcher, City Clerk/Treasurer




