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I. INTRODUCTION 

This Purchasing Policy ensures that all procurement activities by the City of Marshalltown are 
transparent, efficient, ethical, and compliant with Iowa Code Chapters 26 and 384, federal 
procurement requirements under 2 CFR Part 200 (Uniform Guidance), and internal budgetary 
controls. This policy applies to all City departments, divisions, and programs. The cooperation of 
all City employees, administration and vendors is essential if the City is to obtain maximum 
value for each tax dollar spent. All purchases and procurements shall be reasonable and 
necessary and free from favoritism or conflicts of interest.  

No purchase made by an employee shall bind the City to receive and/or pay for the goods or 
services procured, unless authorized by the methods described herein. Transactions shall not 
be split into smaller parts to circumvent the dollar limitations and requirements of this policy. 

A. Responsibilities 

It shall be the responsibility of the Department Director to ensure that his/her department 
follows all policies and procedures and that expenditures are within the Department's budget. 
The City's purchasing system is considered decentralized (each departments' responsibility) 
except for those goods, services, and equipment that qualify or are designated for centralized 
purchasing. 
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B. Regulating Authorities 

Requests and suggestions for changes to this policy may be submitted to the Finance Director 
at any time. All changes in this manual shall be approved by City Council by resolution to be 
effective. 

C. Noncompliance 

Noncompliance with these policies and procedures may result in the return of improperly 
authorized or prepared documents, nonpayment of vendor invoices, cancellation of purchase 
orders or purchasing privileges, or other sanctions as determined necessary after consultation 
with the Department Director and/or City Administrator. 

II. PURCHASING POLICY 

The City of Marshalltown utilizes different dollar value thresholds for determining what 
purchasing methods should be used as well as the level of approval required. These thresholds 
are established by the State of Iowa or federal rules, as well as the best judgement of the City 
Council in determining an appropriate level of oversight for activities. These purchases can 
generally be broken down into two categories: purchases that are considered public 
improvements and all other purchases. 

Purchasing Categories 

Purchases are classified into two categories: 

A. Public Improvements 

A Public Improvement is defined under Iowa Code §26.2(3) as “a building or construction work 
to be paid for in whole or in part with funds of a governmental entity”. A public improvement 
project may involve new construction, reconstruction, or an improvement that results in 
betterment to a facility by improving either the original design of the facility or the function of 
the facility. 

Vertical and Horizontal Infrastructure 

Public improvement projects are broken down into two types: vertical infrastructure and 
horizontal Infrastructure. When planning a public improvement and determining which bidding 
threshold applies, the estimated total construction cost of the project applies. This estimate 
should include labor, materials, equipment, and supplies and should exclude the cost of 
architectural, landscape architectural, or engineering design services or the cost of inspections.  



 
 

4 
 

Vertical infrastructure is a public improvement as defined in Iowa Code section 26.2(3) a and b 
but excludes those improvements in Iowa Code section 26.2(3)”b”(1) to (6). Vertical 
infrastructure includes the following: 

• Buildings and all appurtenant/accessory structures 
• Utilities 
• Incidental street improvements including sidewalks 
• Site development features 
• Recreational trails 
• Parking facilities 

Vertical infrastructure does not include any work constructed in conjunction with or ancillary to 
highway, street, bridge or culvert projects, including but not limited to utilities and sidewalks. 

Vertical infrastructure purchasing thresholds are as follows: 

Public Improvement Projects – Vertical Infrastructure 
Estimated Total Project 

 
Requirement Approval Level 

Equal to or less than $82,000* Informal Procedures Department: less than $25,000 
(Finance approval in Tyler 
between $10,000-$24,999);  

City Administrator: $25,000 - 
$61,999; 

City Council: $62,000 - $82,000 

 
Greater than $82,000* and 
less than $206,000* 

Competitive Quotation 
Procedures (must 
attempt to obtain a 
minimum of two written 
quotes) 

City Council 

Greater than $206,000* Competitive Bidding 
 

City Council 
 

Horizontal Infrastructure includes the construction, reconstruction, improvement of a highway, 
bridge, or culvert. 
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Horizontal infrastructure purchasing thresholds are as follows: 

Public Improvement Projects – Horizontal Infrastructure 
Estimated Total Project Requirement Approval Level 
Equal to or less than 
$62,000* 

Informal Procedures Department: less than $25,000 
(Finance approval in Tyler between 
$10,000-$24,999);  

City Administrator: $25,000 -
$61,999 

 Greater than $62,000* Competitive Bidding 
Procedures 

City Council 

*These amounts are effective as of January 1, 2025. The law requires these amounts be 
reviewed not less than biennially, effective January 1 following any such adjustment. This 
Policy shall automatically incorporate and the City shall properly follow any threshold 
adjustments which may occur subsequent to January 1, 2025. A listing of bid thresholds is 
available at: https://iowadot.gov/transportation-development/local-systems/bid-quote-thresholds 

Some projects may include portions that are both horizontal and vertical infrastructure. In 
that case, the more stringent bidding requirements should be used. For example, if utilities 
are constructed in conjunction with a street project, the horizontal infrastructure thresholds 
should be used. If the utilities are constructed independently, the vertical infrastructure 
thresholds should be used. 

Donated Funds 

Under Iowa Code § 26.2(3) and related provisions, the public bidding requirements apply when 
the City is paying for a public improvement in whole or in part with its funds. If a project is paid 
entirely with donated or private funds, and no City funds are used, then the competitive 
bidding procedures of Chapter 26 do not apply. The City Administrator must approve a 
purchase if the bidding processes above will not be used. 

Performance and Payment Bonds 

For public improvement projects over $25,000, contractors must provide a performance and 
payment bond. 

Repairs or Maintenance Work 

The definition of public improvement excludes repair or maintenance work performed by a City 
employee if the work does not result in new construction, reconstruction, or an improvement 
that materially increases the value or substantially prolongs the useful life of the facility (but 
rather restores the asset to its original useful life). This applies to both vertical and horizontal 

https://iowadot.gov/transportation-development/local-systems/bid-quote-thresholds
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infrastructure. If the repair or maintenance work simply preserves the facility, then it is exempt 
from the competitive bidding thresholds under Iowa Code Chapter 26. If you have difficulty 
determining whether a project is repair or maintenance, please consult the Finance Director. 

Change Order Approval 

The City Engineer can approve change orders for public improvements up to an aggregate 
amount of $61,999 without additional council approval. However, if the change order(s) 
increases the cost of the project by more than 20% from the amount that the Council originally 
approved, then the current change order(s) and any future change order(s) for the project shall 
be approved by Council. After the change order has been approved, the City Engineer or the 
Department Director will inform the Council via the monthly report indicating the vendor’s 
name, amount, purpose of contract, and reason for the change order. 

B. All Other Purchases 

Purchases of goods and services that fall outside of the definition of a public improvement are 
governed by different dollar thresholds and processes. 

ALL OTHER PURCHASES 
 Estimated Total Project 

 
Requirement Approval Level 

Less than $10,000 Informal Procedures Department Director or designee 

$10,000 - $25,000 Written Quotations 
(attempt to obtain three 
quotes) 

Department Director 

$25,000 to $61,999 Written Quotations 
(attempt to obtain three 
quotes) or Request for 
Proposal 

City Administrator 

$62,000 or greater 

 

 

 

 

 

 

 

 

Request for Sealed 
Quotations or Request 
for Proposal 

City Council 

 

Purchases and Contracts less than $10,000 

Any goods and/or services under this threshold may be purchased by Department Directors or 
their respective designees without receiving quotes if the Department Director/Designee makes 
a conscious decision that it is not worthwhile based on the minimal savings and the investment 
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of time for staff to get quotes. If Director/Designee makes the decision to get quotes, they must 
attempt to obtain at least two quotes. 

Purchases and Contracts between $10,000 to $61,999 

The purchase of any goods or services where the total value is between $10,000 and $61,999 
shall require written quotations from at least three suppliers or documentation to substantiate 
effort to get three quotes. Once the department director approves and contract is signed, if 
applicable, requester can make the purchase. It is the responsibility of the Department to 
maintain the quotes. 

Purchases equal to or greater than $62,000 

For a Request for Sealed Quotation or Request for Proposal, the Director/designee shall 
approve the bidder specifications prior to release. The written specifications will include the 
time, place, and manner for filing quotations/proposals, which may be received by in person, by 
mail, fax, or e-mail as indicated in the specifications. By virtue  of statutory authority, a 
preference will be given to products and provisions grown and coal produced within the State 
of Iowa. 

Change Order Approval for All Other Purchases 

Department directors can approve change order(s) for all other purchases (excluding public 
improvements, which requires city engineer approval) up to an aggregate amount of $61,999 
without additional Council approval. However, if the change order(s) increases the cost of the 
project by more than 20% from the amount that the Council originally approved, then the 
current change order(s) and any future change order(s) for the project shall be approved by 
Council. After the change order has been approved, the Department Director will inform the 
Council via the monthly report indicating the vendor’s name, amount, purpose of contract, and 
reason for the change order. 

C. Exceptions 

There are some circumstances which the thresholds for all other purchases (other than 
public improvements) will not apply. This includes the following situations: 

• Already negotiated contracts including state contracts, federal supply schedule or 
other national procurement associations 

• Sole source may be used for OEM (Original Equipment Manufacturer) and warranty 
repairs, if prior approval is obtained from the City Administrator. Sole source is defined as 
a vendor who is the only one qualified or allowed to perform maintenance based on the 
manufacturer's warranty or who is allowed to sell parts/goods in a particular geographic 
location for a product. All purchases involving a sole source vendor where competitive bids 



 
 

8 
 

are required shall be accompanied by written justification from the Department Director 
detailing the reason for a sole source purchase. 

• On-going services that are under a contract or 28E agreement, including rents and leases, 
maintenance and service agreements, dues. 

• Medical physicals and expenses, employee insurance and benefit programs, and the 
related thirdparty administrators. 

• Insurance premiums for workers compensation, liability and property.  

• Insurable accident losses that have been reported to ICAP.  Staff may use any of the 
available repair vendors recommended by ICAP or currently used by the City for similar 
repairs. 

• Services only provided by one vendor (i.e. utilities, annual dues, subscriptions). 

• Monthly utility/phone/internet or routine monthly maintenance-related expenses 

• Travel and   Training 

• Projects being wholly funded by donated funds and are not public infrastructure. 

III. Local Preference Policy 

The City of Marshalltown values its local business community and recognizes the economic and 
community development benefits of purchasing goods and services locally when feasible. This 
policy provides guidance on applying a local preference for purchases under $10,000 while 
remaining compliant with Iowa Code and federal grant requirements. 

For the purpose of this policy, a local business is defined as a business that owns or leases a 
physical commercial building within the city limits of Marshalltown, and actively conducts 
business operations from that location. 

Purchases under $10,000 

City departments are encouraged to seek goods and services from local vendors whenever 
possible, provided the vendor is competitive in price, quality, and service. 

If competitive bids or quotations are not legally required, departments may make a conscious 
decision to purchase from a local vendor even if the price is not the lowest, provided the 
difference is not significant and the purchase is in the City’s best interest. 

Competitive Solicitations 

When obtaining informal quotes, at least one local business should be contacted when 
available. 
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The City shall not award a contract solely based on geographic preference where state law or 
federal regulations prohibit it (e.g., public improvements, federally funded purchases). 

Price Comparison Standard for purchases less than $10,000 

If a local vendor’s quote is within 3% of the lowest non-local quote (up to a maximum savings 
of $300), and all other terms and conditions are substantially equal, the local vendor may be 
selected (unless funded by a state/federal grant). 

Exemptions 

Local preference shall not apply to: 

• Public improvements subject to Iowa Code Chapter 26 
• Federally funded projects or purchases 
• Cooperative purchasing contracts or state/federal supply schedules 

Documentation 

Departments shall document any application of local preference, including: 

• Vendor name and location 
• Price comparison details 
• Justification for selecting a local vendor 

Documentation should be retained consistent with the City’s procurement record retention 
policy. 

IV. Capital Improvement Plan 

For goods or services already approved in the annual Capital Improvement Plan (CIP) budget 
which is no greater than 10% of the original estimate, the department can proceed without 
additional Council approval. Other approval levels based on dollar thresholds still apply. The 
dollar threshold for a capital improvement project is $10,000 or greater. 

Motor Vehicles 

The City Council may approve the ordering of a motor vehicle prior to the funding (i.e. budget 
approval) for the vehicle purchase.  No down payments or pre-payments shall be made unless 
budgeted in a fiscal year when the funding for a vehicle purchase is available.   
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V. Purchasing Methods 

The City of Marshalltown uses different purchasing methods depending on the type and cost of 
a project. In all cases, the City seeks open competition, fair pricing, and quality results. 
Contracts are awarded based on responsiveness, price, quality, warranties, timelines, and other 
relevant factors. 

A. Informal Procedures 

Informal procedures are used when the project cost is at or below the informal threshold (see 
Section II). Departments may proceed in the City’s best interest. If quotes are sought, at least 
two should be obtained or efforts to obtain two quotes should be documented. Quotes may be 
verbal, written, from catalogs, or online. Departments must keep records of quotes for a 
minimum of five (5) years or after audit completion unless state/federal funds are used, then 
those retention records apply.  

B. Competitive Quotations (Vertical Infrastructure Only) 

Competitive quotations are required when vertical infrastructure projects fall between the 
informal threshold and the competitive bid threshold. At least two written quotes should be 
obtained from contractors regularly doing this type of work or efforts to obtain two quotes 
must be documented. 

Quotes may be obtained after the city provides a description for the work to be completed, 
including plans and specification prepared by an architect or engineer, and allows all potential 
contractors an opportunity to inspect the project site. 

The quotes received should detail the amount for labor, materials, equipment and supplies. The 
lowest responsive, responsible bidder shall be awarded the bid, or the City may reject all 
quotes. A resolution awarding the bid and approving a contract must be approved by the City 
Council prior to work commencing. The contractor's performance and payment bond, and 
certificate of insurance, must also be on file before work begins. 

If the work can be performed by employees of the city, the city may file a competitive 
quotation for the work to be performed in the same manner as a contractor.  

If no quotations are received to perform the work or if the city's estimated cost to do the work 
with its employees is less than the lowest responsive, responsible quotation, the city may 
authorize its employees to perform the work. 
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C. Competitive Sealed Bids (Public Improvements) 

The competitive sealed bids process requires an architect or engineer to prepare plans and 
specifications as well as calculate the estimated total cost of the project. The process for 
selecting an architect or engineer is one that is qualifications based, meaning the City should 
select the best qualified firm to complete this task. See Request for Qualifications below for 
more information. 

Once plans, specification and an engineer's cost estimate are prepared, the City Council must 
order construction. City staff then sends notice to bidders, which includes the time and place 
for filing sealed bids, time and place the bids will be opened, general nature of the public 
improvement, general timeline of the project, and detailed requirements of the bid security 
(i.e. bid bond), and language indicating that the City reserves the right to reject any and all bids.  

City staff will publish a notice not less than 13 and no more than 45 days before the bid filing 
deadline, as required by law, in the following locations: 

• MBI Plan Room  
• City of Marshalltown website 
• Iowa League of Cities website 

Depending on the scope of the project, a pre-bidding meeting might be necessary to give 
potential contractors a chance to ask questions about the project. This decision shall be left to 
each Director/ designee. 

After the deadline for bids to be received, a formal bid opening will be held. The City must 
record on the envelope containing the bid the time it was received and the name of the person 
who received it. Any bid received after the deadline cannot be considered and must be 
returned to the bidder unopened. After the bids have been opened, the city can award the 
contract, by resolution, to the lowest responsive, responsible bid or reject all bids and set a new 
date for receiving bids. The contractor's performance and payment bond, and certificate of 
insurance, must also be on file before work begins. 

D. Request for Qualifications (RFQ) 

A Request for Qualifications (RFQ) should be issued when seeking the best qualified firm for 
providing professional services, such as architectural and engineering services. Where practical, 
however, those vendors providing such services should be asked to submit quote or bids to 
provide the services requested. Such proposals shall be evaluated on the basis of the vendor's 
reputation, experience, and understanding of the work to be done. Additional consideration 
may be given to continuity of professional services in related projects (e.g. if an engineering 
firm completed Phase I of a project you may consider this is a factor for Phase II). Price, while 
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being a factor, may not be the primary factor. City Administrator and City Council authorization 
is still required at the same dollar limitations. 

E. Request for Sealed Quotations 

Used for goods and services when specifications are clear and comparable. 

Bids are opened at a set time, prices are recorded, and the lowest responsive, responsible bid is 
awarded. 

F. Request for Proposals (RFP) 

A Request for Proposal (RFP) is used when the City is seeking a service or solution for which 
there is no standardized specification or when multiple approaches may meet the City’s needs. 
The City provides a scope of work outlining the desired outcomes, performance expectations, 
and general requirements. Vendors then submit proposals describing how they would 
accomplish the work, including their methodology, qualifications, and pricing. 

 

The evaluation criteria must be clearly stated in the RFP document and used to determine 
which proposal offers the best overall value to the City. Considerations may include experience, 
technical approach, quality, schedule, and price. The City is not required to accept the lowest-
priced proposal in this process. 

At a minimum, the RFP must be posted on the City of Marshalltown website, and known 
qualified vendors may be contacted directly to encourage participation. 

Proposals must be submitted in sealed form or electronically through a secure submission 
system or designated email address as stated in the RFP. All proposals, whether physical or 
electronic, shall remain confidential until the evaluation process is complete. The City will not 
conduct a public opening of proposals to protect the integrity of the selection and negotiation 
process. 

G. Request for Information 

A request for information (RFI) can be used when the City wants to obtain valuable information 
from potential suppliers of goods or services by simply asking for the information from known 
and qualified firms. Potential suppliers may provide method-valuable information, alternative 
solutions, and enable the entity to evaluate their approach to the procurement of the good or 
service. 
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This method can also be used for contracts for leases or acquisition of real property. A lease or 
acquisition value is negotiated after considering competitively acquired information about 
alternatives and values. 

The City Administrator and Finance Director must be included in these negotiations. Council 
action is required before any contract is signed for acquisition of real property. 

H. Public Art Improvements 

Public art improvements may follow varying purchase procedures. The Finance Director and 
City Administrator must be consulted prior to purchasing any public art improvements. All 
public art installations must be insured by the City.  

VI. Procurement-Related Policies 
Outside of the dollar thresholds and approval levels, there are additional policies which 
departments and City personnel must consider when making a purchase. 

A. Prepayments 

The City does not prepay for goods or services or utilize prepaid devices such as gift cards. If a 
vendor requires prepayment for goods or services, authorization must be obtained from the 
City Administrator or the Finance Director. Exceptions to this are annual hardware/software 
maintenance agreements and insurance premiums. 

B. Sales Tax 

The City does not pay sales tax for goods or services. Employees should provide the vendor the 
City's sales tax exemption number. If the vendor does charge sales tax, it will be the 
responsibility of the employee to get a credit or refund. The exception to paying sales tax is 
when an employee is paying for items personally and being reimbursed, such as travel, 
expenses, clothing, supplies, or parts and the employee does not have a City-issued 
procurement card. In those instances, the employee will be reimbursed for sales tax. In 
addition, there are times when purchasing online whereby the vendor will not allow the charge 
to be tax-exempt and it is still cheaper than other online sites that will honor the tax-exempt 
purchase.  In those situations, staff should seek prior approval from the Finance Director, 
his/her designee or City Administrator. 

 

C. Emergency Purchases 

Emergency purchases are exempt from getting quotes or soliciting bids when the incident could 
not be foreseen and the repair/service is required to continue service to the public or to ensure 
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the safety of citizens or employees. The City Administrator or Public Works Director must 
provide prior authorization for an emergency purchase. 

D. Procurement Records 

Departments are responsible for maintaining all specifications, quotations, selection criteria, 
performance and payment bonds, certificate of insurance, and contracts. Please see the Iowa 
Records Retention Manual for further guidance at https://iowaleague.org/publications/record-
retention-manual/. 

E. Iowa Gift Law 

Please see Personnel Policy 2.16 for the City's policy regarding Iowa's Gift Law. 

F. Conflict of Interest 

If an elected official or an employee of the City of Marshalltown has a conflict of interest 
related to the selection, award, or administration of a contract supported by a federal award, 
this must be disclosed to the City Administrator or Mayor immediately. A conflict of interest can 
include when an elected official or employee, any member of his or her immediate family, his 
or her partner, or an organization which employs or is about to employ any of the parties 
indicated herein, has a financial or other interest in or a tangible personal benefit from a firm 
considered for a contract. 

G. Related Party Transactions 

Purchase transactions for goods or services from an officer of the City or an employee of the 
City, including Board and Commission members, is limited to $2,000, in any one occurrence, 
unless the sale is made after public notice and a competitive bidding process per State law. 
Regardless of the amount, the employee must disclose the purchase to his/her Supervisor, 
Department Director, and Finance Director. 

H. State or Federal Grant Expenditures 

All purchases funded through a State or Federal grant must follow all additional procedures 
required by the grantor. In regards to federal programs, all procurement will be done in 
accordance with 2 CFR; Part 200 unless federal requirements conflict with local or state 
requirements, then the most restrictive requirement will be followed (see Appendix A for 
federal requirements).  All bid specifications for a purchase that is funded through a State or a 
Federal grant must list all additional specifications for the goods or services that are required by 
the grantor. Contractors must be evaluated when the bids are received on their ability to meet 
these State or Federal requirements. In addition, no purchases to be covered by the grant can 
be made prior to the execution of the grant agreement unless approved by the grantor. 

https://iowaleague.org/publications/record-retention-manual/
https://iowaleague.org/publications/record-retention-manual/
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VII. Purchasing Procedures 
In order to complete a purchase, the following internal procedures must be used in order to 
pay for a purchase. 

1. For goods/services that have been purchased for less than $10,000, the invoice will be 
coded by the Department and turned over to the Accounts Payable Division of the Finance 
Department to enter into the accounting software.  The Department will review the 
entries and approve/decline. If the purchase is being requested to be paid out of funds 030 
/031(CIP) or is coded to an equipment/vehicle expense of $10,000 or more, the Finance 
Department will review and approve. 

 

2. For goods/services equal to or exceeding $10,000, a purchase requisition must be created 
in the financial software and be approved by at least the Supervisor (if applicable), 
Department Director, and higher authority prior to a purchase being made.  A higher 
authority is defined as the City Administrator, Finance Director, or a designee of either. 

Purchase requisitions shall be approved in the following manner. (Department Directors may 
set more restrictive approval requirements within their departments if desired).  

• $10,000 to $24,999 must be approved by (a) a supervisor if applicable, (b) a 
Department Director, and (c) Finance Director or his/her designee 

• $25,000 and over must be approved by (a) a supervisor if applicable, (b) a Department 
Director, (c) Finance Director and (d) City Administrator or his/her designee. 

Depending on the dollar threshold and the accounting codes used, the City Administrator or 
his/her designee and/or the Finance Department will approve requisitions within 48 business 
hours of receiving a properly authorized requisition. 

A purchase order is created from requisitions of $10,000 or greater. The requisition must be 
approved prior to issuing the purchase order to the vendor. This purchase order number can 
then be provided to the vendor if requested. 

A. Petty Cash 

Petty cash may be used to make change for customers or to make purchases of under $30 
which could not be covered by a City-issued procurement card. Approval is required by the 
supervisor or higher authority and must be signed out from the petty cash custodian prior to 
making the purchase. 

Petty cash should not be used for: 
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• Travel and training expenses or clothing expenses 
• Purchases where the City has a credit account 
• Purchases that can be made with the employee's procurement card 

A receipt is required for all petty cash purchases. It should indicate the description of the item, 
purpose, amount paid, account number to be expended and signature on the receipt. 

The Finance Director must authorize any increases or decreases to a department's petty cash. If 
a petty cash fund is desired, it must be requested and approved through the Finance Director or 
his/her designee. 

When petty cash is used for seasonal activities such as the aquatic center or compost, petty 
cash should be deposited back into the bank account when the season is over. 

Petty cash funds should be replenished when needed by turning in the petty cash tracking 
sheet and receipts no later than the end of each fiscal year. The Department must provide the 
accounting codes of the expenses. 

B. City-Issued Procurement Card  

A City-issued procurement card may be used to pick up needed items locally, pay for items on 
the internet, and/or when an advance deposit is required (e.g. travel reservations). The 
procurement card user must sign and date the invoice, receipt, or order acknowledgement 
indicating items were received and in good condition. Supervisors or Department Directors 
must approve the procurement card accounts payable packet in the software.  See Purchasing 
Card Policy for more information. 

C. Employee Reimbursement 

Employee reimbursements are for staff that do not have a city-issued procurement card and/or 
need reimbursed for: 

• Travel costs (i.e. mileage, motel, meals, parking). Please reference section 2.11, 
Appendices A-D of the Employee Policy Manual for acceptable travel expenses 

• Training costs (i.e. registration fees, educational materials, office supplies) 

• Clothing allowances 

• Low-cost items that are needed that day (i.e. part) 

• Library materials 

• Personal cell phone allowance 

• Emergency purchases as defined in this policy above. 
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Employees are required to submit original detailed receipts that shows the  vendor name, date 
& time of purchase, and items purchased. Supervisors and/or Directors must approve the 
employee reimbursement request. 

D. Centralized Purchasing 

Centralized purchasing is used for items purchased and then available to all departments (i.e. 
paper products). The person picking up supplies will list them on a charge-out sheet. At the end 
of each quarter, the Finance Department will expense the supplies to the Departments. 

E. Budget Approval 

Department Directors are responsible to select the most appropriate account number and stay 
within their overall approved budget for each activity. This means that a specific budget 
expenditure line can be exceeded as long as the entire activity is not. If circumstances arise 
where the budget is not sufficient or if the Director wants to make a change, follow these 
guidelines: 

If the good or service exceeds the budgeted amount, the Director may request: 

• A budget line transfer when moving from one expense line to the other within the 
same fund and department activity, which nets to zero. This only requires the 
Department Director's approval. Budget line transfers that decrease wages or benefit 
lines to create savings to other budget lines must be approved by the City 
Administrator. 

• A budget line transfer between funds or department activities, but within the same 
budgetary function as defined by State Code, requires the affected Department 
Director(s) and Finance Director's approval. 

• A budget transfer between budgetary functions requires approval of the public 
through a budget amendment. Prior authorization must be sought from the City 
Administrator and Finance Director who will in turn present it to the City Council for 
approval. 

If a purchase or service was not included in the approved budget and causes the department to 
exceed its budgeted expenditure level, prior authorization must be obtained from the City 
Administrator and Finance Director. The City Administrator will determine whether City Council 
approval is required before the purchase proceeds. 

F. Transfers 

Effective April 13, 2019, the State of Iowa’s City Finance Committee, organized under Iowa 
Administrative Code, approved changes to Administrative Rules Code 545-2 requiring greater 
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disclosures for all interfund transfers. The rules require cities to provide the originating fund 
and receiving fund, purpose, and amount of the transfer during the budget process and also 
requires additional resolutions any time transfers exceed the original or amended budget 
amounts. 
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VIII. APPENDIX A: 
For federal procurement to be used if more restrictive than City’s policy: 

 

METHODS OF PROCUREMENT 

Procurement under grants shall be made by one of the following methods, as described herein: 
(a) small purchase procedures; (b) sealed bids (formal advertising); (c) competitive proposals; 
(d) noncompetitive proposals. 

A. Micro-Purchase Procedures 200.320(a) 

i. The acquisition of supplies or services, the aggregate dollar amount of which does 
not exceed the micro-purchase threshold or $10,000.  However, recipients and 
subrecipients can self-certify an increased micro-purchase threshold up to $50,000 
on an annual basis, provided they document and justify the self-certification. 
(200.67) 

ii. To the extent practicable, must distribute micro-purchases equitably among 
qualified suppliers 

iii. May be awarded without soliciting competitive quotations if the non-Federal entity 
considers the price to be reasonable 

B. Small Purchase Procedures 200.320(b) 

i. Are those relatively simple and informal procurement methods for securing services, 
supplies, or other property that does not cost more than the simplified acquisition 
threshold - $250,000 (200.88) 

ii. Price or rate quotations are to be obtained from an “adequate number” of qualified 
sources 

C. Sealed Bidding (formal advertising) 200.320(c) 

i. Lowest priced, responsive, responsible, bidder WINS 

ii. The preferred method for construction when sealed bidding is “feasible”, which is 
when certain conditions are present 

iii. Bids must be solicited from an “adequate number of known suppliers”, providing 
them sufficient response time before date for the opening of bids 

iv. Bids will be opened at the time and place prescribed in the invitation for bids 
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v. Must publicly advertise the invitation for bids 

vi. Bids must be opened publicly 

vii. Other procedural requirements at 200.320(c)(2) 

D. Competitive Proposals 200.320(d) 

i. Used when conditions are not appropriate for the use of sealed bids 

ii. The appropriate method when more than one source is expected to submit an offer 
and either a fixed-price or cost-reimbursement type contract is awarded 

iii. Awards will be made to the responsible firm whose proposal is most advantageous 
to the program, with price and other factors considered 

iv. Requests for proposals must be publicized and identify all evaluation factors and 
their relative importance 

v. Proposals must be solicited from an adequate number of qualified sources 

vi. Must have written method for conducting technical evaluations of the proposals 
received and for selection of the contract 

E. Noncompetitive Proposals 200.320(f) 

i. Procurement through solicitation of a proposal from only one source and may be 
used only when one or more of the following circumstances apply: 

a. One Source:  the item is available only from a single source 

b. Exigency/Emergency:  an exigency or emergency will not permit a delay 
resulting from competitive solicitation 

c. Awarding Agency Approval:  the Federal awarding agency or pass-through 
entity expressly authorizes noncompetitive proposals in response to a 
written request from the non-Federal entity 

d. Inadequate Competition:  after the solicitation of a number of sources, 
competition is determined inadequate 

CONTRACTING WITH SMALL AND MINORITY BUSINESSES, WOMEN’S BUSINESS ENTERPRISES, 
AND LABOR SURPLUS AREA FIRMS (200.321) 

1. Assuring that small and minority businesses, and women’s business enterprises are 
solicited whenever they are potential sources; 
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2. Placing qualified small and minority businesses and women’s business enterprises on 
solicitation lists; 

3. Dividing total requirements, when economically feasible, into smaller tasks or quantities 
to permit maximum participation by small and minority businesses, and women’s 
business enterprises; 

4. Establishing delivery schedules, where the requirement permits, which encourage 
participation by small and minority businesses, and women’s business enterprises; 

5. Using the services and assistance, as appropriate, of such organizations as the Small 
Business Administration and the Minority Business Development Agency of the 
Department of Commerce; and 

6. Requiring the prime contractor, if subcontracts are to be let, to take the affirmative 
steps listed in paragraphs (a) through (e). 

CONTRACT PRICING (200.323) 

A. The cost plus a percentage of cost and percentage of construction cost method of 
contracting shall not be used. 

B. The City shall perform some form of cost/price analysis for every procurement action, 
including contract modifications, amendments, or change orders.  The City shall make 
an independent estimate prior to receiving a bid or proposal. 

C. The City shall negotiate profit as a separate element of the price for each contract in 
which there is no price competition and, in all cases, where cost analysis is performed.  
In determining a fair and reasonable profit, the City must consider the complexity of the 
work to be performed, the risk borne by the contractor, the contractor’s investment, 
the amount of subcontracting, the quality of its record of past performance and the 
industry profit rates in the surrounding geographical area. 

PROCUREMENT RECORDS 

The City shall maintain records sufficient to detail the significant history of a procurement, 
including the rationale for the method of procurement, selection of contract type, contractor 
selection or rejection, and the basis for the contract price.  

(200.324)  

(a) The City must make available, upon request of the Federal awarding agency or pass-through 
entity, technical specifications on proposed procurements where the Federal awarding agency 
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or pass-through entity believes such review is needed to ensure that the item or service 
specified is the one being proposed for acquisition. 

(b) The City must make available upon request, for the Federal awarding agency or pass-
through entity pre-procurement review, procurement documents, such as requests for 
proposals or invitations for bids, or independent cost estimates, when: 

(1) The City’s procurement procedures or operation fails to comply with the procurement 
standards in this Part; 

(2) The procurement is expected to exceed the Simplified Acquisition Threshold and is to be 
awarded without competition or only one bid or offer is received in response to a solicitation; 

(3) The procurement, which is expected to exceed the Simplified Acquisition Threshold, 
specifies a "brand name" product; 

(4) The proposed contract is more than the Simplified Acquisition Threshold and is to be 
awarded to other than the apparent low bidder under a sealed bid procurement; or  

(5) A proposed contract modification changes the scope of a contract or increases the contract 
amount by more than the Simplified Acquisition Threshold. 

 

(c) The City is exempt from the pre-procurement review in paragraph (b) of this section if the 
Federal awarding agency or pass-through entity determines that its procurement systems 
comply with the standards of this Part. 

(1) The City may request that its procurement system be reviewed by the Federal awarding 
agency or pass-through entity to determine whether its system meets these standards in order 
for its system to be certified. Generally, these reviews must occur where there is continuous 
high-dollar funding, and third party contracts are awarded on a regular basis; 

(2) The City may self-certify its procurement system. Such self-certification must not limit the 
Federal awarding agency's right to survey the system. Under a self-certification procedure, the 
Federal awarding agency may rely on written assurances from the City that it is complying with 
these standards.  The City must cite specific policies, procedures, regulations, or standards as 
being in compliance with these requirements and have its system available for review. 

AWARDED CONTRACTS 

A. The City will not award a contract to a party listed as debarred, suspended, or otherwise 
excluded in the System for Award Management (SAM). www.sam.gov (200.213) 

http://www.sam.gov/
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B. Contracts awarded shall contain the applicable contract provisions described in 2 CFR 
200.326 and Appendix II to Part 200. 

C. The City will maintain written standards of conduct covering conflicts of interest and 
must provide for disciplinary action to be applied for violations of such standards as 
defined in 2 CFR 200.318 (c) (1). 
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