PROPOSED PURCHASING PROCEDURE

Purchasing Guidelines

All purchases for the Town of Brooklyn shall be made in accordance with the Town Code and in
concert with the annually adopted budget. The use of Purchase Orders for goods and/or services
in excess of $1,000 Is strictly enforced {with certain emergency situations and prior approval).
Purchase orders should be generated for the purpose of encumbering departmental regularly

occurring expenditures for the approved budget in the current.Fiscal Year by the end of June in
that budget year.

Purchases for items or services between $2,500 and $10,000 shall require the department head
to solicit at least three quotes and to provide the three quotes together with the name and
telephone number of each person who supplied a quote to the First Selectman for his approval.
If the item is such that three quotes are unobtainable, that fact shall be documented to the First

Selectman in writing, and the First Selectman shall sign a written waiver of the requirement of
three quotes.



Purchases in excess of $10,000

A. Any item or service purchased by the Town of Brooklyn costing in excess of $10,000 shall be
subject to a formal bid procedure. All bids shall be in writing and shall be submitted in a sealed
envelope to the First Selectman’s office at a date and time specified in the invitation to bid.
All such bids shall be published at least once at least ten daysibefore the due date in either a
newspaper or other publication, delivered generally : residents of Brooklyn. All such
sealed bids shall be opened at the designated location’and formally awarded to the lowest
responsible qualified bidder based upon:

a, Price

b. Recommendation of the departniéi

c. Compliance with bid requirements
d. Ability of the vendor top
e

B. The Town of Brooklyn
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A. The purchase of anyiitem certified by the department head as an emergency purchase
and countersigned by the First Selectman. Any such waiver shall be immediately reported
to the Board of Selectmen and shall, in a formal report to the Board of Selectmen, be
made at the next Selectmen’s meeting indicating the nature of the emergency and the
basis for the award.

B. All professional services: formal bidding procedures shail not be required for the award
of standard professionat services such as architects, engineers, legal counsel, professional



consultants in the areas of personnel, insurance and the like, although the Town should
use an RFP process in appropriate circumstances,

. Any item covered by an existing state or regional bid such as those obtained by the State
of Connecticut or the Council of Governments. Any time an existing bid is used for a Town
project, the department head or other individual responsible for the specific project shall
certify in writing to the Board of Selectmen that he/she has reviewed other relevant
options and in his/her opinion the acceptance of the existing bid is In the best interest of
the Town of Brooklyn. :
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