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Over-the-Counter

 
Less 

than $5,000 

Open Market

Formal

Includes budgeted 
supplies, equipment, 
operating and 
maintenance 
services 

-Department solicits at least 3 proposals 
(may be verbal with written quotes) 
-Bid award by Finance via purchase order  
or contract 
 

Type Category Features 

 PURCHASING SYSTEM OVERVIEW 

-Prudent judgment required: competitive   
bidding to be used whenever practical 
-Bid awarded by Department via purchase 
order 
 

$5,000 
to $20,000 

 

General 
Purchases* 

 
Greater 

Than $20,000 

-Formal IFB or RFP documents 
-Advertising for bids or proposals 
-City Administrator approves soliciting for bids 
or proposals and awards contract 
 

 
Greater than 

$50,000 

-Same as above except the Council must 
approve IFB or RFP documents and soliciting 
for bids or proposals; Contract awarded by 
Council; Council may delegate to 
Administrator 

* Professional or Consulting Services are not included. Professional Services 
shall mean accounting, design, land surveying, consulting, construction 
management, unique and legal services, financial, medical or planning services 
or any service which is similarly professional, scientific, expert, or technical. See 
“Professional Services Request Policy” for the procurement thresholds. 


