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Abstract:

The purpose of this policy is to establish procedures and guidelines for
procurement of supplies, materials, and services for the Town of Williston.
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TOWN OF WILLISTON

Purchasing Policy

1. INTRODUCTION

Under the Town Charter, the Town Manager is designated as the general purchasing
agent for the Town. (Section 16 (h) (3) (A)) The purpose of this policy is to establish
procedures and guidelines for procurement of supplies, materials, and services for the
Town of Williston consistent with the objectives identified below.

In order to keep current with developments in purchasing, the manual will be reviewed
biennially by the Town Manager and if changes are needed these will be presented to
the Selectboard for consideration.

2. OBJECTIVES

Objectives serve as a set of guidelines to be used by employees to reach responsible and
intelligent decisions relative to purchases. The primary objectives of the Town of
Williston purchasing policy are as follows:

2.1. Enable uniform procurement policies throughout the organization.
2.2. Build public confidence in public procurement.

2.3. Ensure the fair and equitable treatment of everyone who deals with the
procurement system.

2.4. Provide for increased efficiency, economy, and flexibility in Town procurement
activities and maximize to the fullest extent the purchasing power of the Town;

2.5. Foster effective broad-based competition from all segments of the supplier
community;

2.6. Safeguard the integrity of the procurement system and protect against
corruption, waste, fraud, and abuse;

2.7. Ensure appropriate public access to contracting information; and

2.8. Foster equal employment opportunities that are in line with legal requirements,
in the policies and practices of suppliers and subcontractors wishing to do
business with the Town.

3. AFFIRMATIVE ACTION AND LOCAL PREFERENCE

Whenever possible, qualified small, minority and women owned businesses shall be
included in the solicitation lists for bids or non-bid purchases. If the purchase is federally
funded in whole or in part, minority and women owned businesses must be included in
the solicitation lists and all other affirmative action requirements outlined in the grant
provisions must be followed. The Town may exercise a preference for local businesses,
located in the Town of Williston, for purchases funded exclusively by the Town if the
local manufacturer’s or vendor’s bid is within 5% of the lowest bid. For purchases
funded in whole or in part with federal funding, the Town may not exercise a preference
for local businesses.
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4. WHEN EXPENDING FEDERAL AWARD FUNDING

4.1. Determine the allowability of costs — as required under Code of Federal Regulations,
CFR 200.302(b)(7) and Subpart E section 200.403 costs must meet the following
criteria to be allowable under Federal award:

e Be necessary and reasonable for the performance of the Federal award and be
allocable thereto under these principles.

e Conform to any limitations or exclusions set forth in these principles or in the Federal
award as to types or amount of cost items.

e Be consistent with policies and procedures that apply uniformly to both federally
financed and other activities of the recipient or subrecipient.

e Be accorded consistent treatment. For example, a cost must not be assigned to a
Federal award as a direct cost if any other cost incurred for the same purpose in like
circumstances has been allocated to the Federal award as an indirect cost.

e Be determined in accordance with generally accepted accounting principles (GAAP).
Not be included as a cost or used to meet cost sharing requirements of any other
federally financed program in either the current or a prior period.

Be adequately documented as described further in this policy.

Administrative closeout costs may be incurred until the due date of the final report(s).
If incurred, these costs must be liquidated prior to the due date of the final report(s)
and charged to the final budget period of the award unless otherwise specified by the
Federal agency. All other costs must be incurred during the approved budget period.
At its discretion, the Federal agency is authorized to waive prior written approvals to
carry forward unobligated balances to subsequent budget periods.

4.2. |dentification of Technical requirements — see CFR 200.319 on competition for
additional details but solicitations must include the following:

e Incorporate a clear and accurate description of the technical requirements for the
property, equipment, or service being procured.

e  The description may include a statement of the qualitative nature of the property,
equipment, or service to be procured.

e  When necessary, the description must provide minimum essential characteristics and
standards to which the property, equipment or service must conform.

° Detailed product specifications should be avoided if at all possible. When impractical
or uneconomical to clearly and accurately describe the technical requirements, a
“brand name or equivalent” description of the features may be used to provide
procurement requirements. The specific features of the brand must be clearly stated.

e Identify any additional requirements which the bidders must fulfill and all other factors
that will be used in evaluation bids or proposals.

4.3 Resources that can be used to assist in determining allowability & identification of
technical requirements:

e Refer to the grant agreement for the Scope of Work to be Performed and the Payment
Provisions (if federal funds are flowing through the State, these documents would be
Attachments A & B).

Review the Notice of Funding Opportunity (NOFO) or award announcement.

Refer to the federal award guidelines or the award application specifications.
Refer to 2 CFR Part 200 Subpart E Cost Principles

eCFR :: 45 CFR Part 75 Subpart E - General Provisions for Selected Items of Cost
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5. PURCHASING AUTHORITY

5.1.

5.2.

5.3.

5.4.

5.5.

5.6.

5.7.

5.8.

5.9.

Application - This Policy applies to the procurement of supplies, services,
contracts, furniture, equipment and vehicles. This Policy shall apply to all
expenditures of public funds by the Town for public purchasing irrespective of the
source of the funds. When the procurement involves the expenditure of
federal/state assistance or contract funds, the procurement shall be
conducted in accordance with any mandatory applicable federal or state laws,
regulations and grant agreements. Nothing in this Policy shall prevent any
public agency from complying with the terms and conditions of any grant,
gift, or bequest that are otherwise consistent with law.

Purchasing Authority — The Town Manager, Assistant Town Manager, Finance
Director and Department Heads and all employees designated by the Manager
or Department Heads are considering purchasing agents. Each Purchasing
Agent has the authority and is responsible for the purchasing of goods and
services within their department in a manner consistent with the contents of this
policy and with regard to the amounts authorized in their respective annual
budget. Department Heads may further delegate the authority to purchase to
other employees within the department, but the responsibility and accountability
for the purchases remains with the Department Head. Purchasing Agents are
responsible for ensuring that the best possible price and quality are obtained
and shall review all proposed procurements to avoid unnecessary or duplicative
purchases. They shall also ensure that competition is not restricted with limits
on geographic location of vendors, with unreasonable requirements or
qualifications placed on vendors, or by allowing vendors to be selected who
have engaged in noncompetitive pricing practices.

Leasing - All leasing and service agreements must be approved by the Town
Manager.

Contracts - Only the Town Manager is authorized to sign contracts on behalf of
the Town. The Town Manager, however, may delegate this authority, including
the authority to make payments under contract, on a case by case basis.
Contracts already in effect at the time of adoption of this policy will remain in effect
until the contract completion date.

Cooperative Purchasing - The Town Manager is authorized to join with other units of
government in cooperative purchasing plans when the best interests of the Town are
served.

Waivers -The Town Manager shall be authorized to waive the requirements of
this manual whenever conformance is not possible, or whenever conformance
would significantly impair the ability of a Department to carry out its
responsibilities. All waivers shall be documented and filed.

Only Town employees and approved volunteers, with Purchasing Agent’s
authorization, may purchase utilizing Town funds, Town charge card or Town
vendor accounts.

Alcohol may not be purchased with Town funds, except in specific situations
within the Police Department such as liquor investigations, DUI training,
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undercover operations, etc.
6. GENERAL POLICIES

6.1. Public Information - Procurement information shall be public record and shall be
made available to the public. At the request of a vendor, information
constituting trade secrets pursuant to 1 V.S.A. Chapter 317 (b)(9) shall be kept
confidential.

6.2. Records - Each department will maintain appropriate records for every purchase
and contract (i.e., purchase order). A copy of all contracts shall be given to the
Director of Finance who will maintain a contract file for the Town.

6.3. Certificates of Insurance - All contractors hired by the Town shall name the Town
as an additional insured on their insurance policy and provide the Town with
proof of insurance prior to the commencement of any work under their contract
with the Town.

6.4. Discounts - It is the Town's intent to take advantage of discounts when properly
earned.

6.5. Tax-Exempt - The Town of Williston, a municipality, is exempt from all Federal
and State sales tax, therefore sales tax should not be charged on any purchase.
Vendor should receive the Vermont Sales Tax Exemption Certificate prior to
purchase.

6.6. Invoices - Allinvoices shall be signed by the Department Head after satisfactory
receipt of the goods or services and timely remitted to Accounts Payable for
payment. Purchases must be charged to the proper general ledger account,
regardless of budget availability in the particular line item.

6.7. Multi-Year Obligations - No multi-year obligations such as the space rental or
copier leases may be entered without the review and concurrence of the
Finance Director and Town Manager.

6.8. Unauthorized Purchases - Any purchase of supplies, materials, equipment or
services without proper authorization is prohibited including personal purchases
using Town funds or using Town charge cards or vendor accounts.

7. CONFLICT OF INTEREST

All purchases of town equipment, supplies and services must be in compliance with
section 6.2 of the Personnel Policy, Employee Conduct and Ethics along with these
standards addressing Conflicts of Interest

Employees, officers and agents of the Town who are involved in the procurement and
selection of bids and purchases shall make reasonable efforts to avoid real, apparent,
or potential conflicts of interest. No employee, officer, or agent of the Town shall
participate in the selection, award or administration of a contract if a conflict of interest, real
or apparent, would be involved. Such a conflict would arise when any of the following has a
financial or personal interest in the firm/vendor selected for the award:

e The employee, officer or agent
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e Any member of the employee’s, officer's or agent’s immediate family,

o The employee’s, officer’s or agent’s partner, or

e An organization which employes, or is about to employ, any of the foregoing.
An employee, officer or agent of the Town who is involved in the procurement and selection
of a bid or purchase and who has a real or apparent conflict of interest must disclose that
conflict of interest, as appropriate to the Town Manager.

Officers, employees and agents of the Town will neither solicit nor accept gratuities, favors
or anything of monetary value from contractors, potential contractors, or parties to sub-
agreements. An exception is made for de minimis benefits less than $50.00 in value where
federal funding is not involved. In the event of an anonymous gratuity provided to the
officers, employees or agents of the Town, the anonymous gratuity shall be donated to a
charitable organization.

Officers, employees or agents who fail to follow the policy as described above must be
sanctioned or disciplined, to the extent permitted by law, for violations of the above
standards. Refer to the Personnel Policy section 7.2 for Disciplinary Alternatives.

8. CREDIT ACCOUNT PURCHASES

Credit accounts can be set up with selected vendors to expedite the procurement of
frequently needed low cost supplies. Each Department Head will determine who in the
department has authority to pick up supplies from the vendor to be billed directly to the
Town. The credit slip should be attached to the invoice upon receipt from the vendor. The
Department Head will work with the Finance Department to complete any credit reference
applications.

9. PURCHASING THRESHOLDS

It is the intent to ensure that goods and services procured by the Town are competitively
priced while purchasing the best quality goods and services. In so far as practicable,
purchases shall be made on the basis of competitive prices, considering quality, suitability,
delivery, service, integrity, reputation and experience of the vendor.

Department Heads are encouraged to seek competitive prices on all purchases, with
the understanding that the higher the cost of the item being purchased, the greater
the need for formal bidding procedures.

Definition of Term “amount of the budget” or “budget authorized”. Throughout the
section on Purchasing Thresholds, the terms “amount of the budget” and “budget
authorized” are used to establish an upper limit of purchase authority. With the approval
of the Town Manager or the Finance Director, a purchase may exceed a line item
budget by documenting other budget lines that will be underbudget. These terms refer
to the following:

1) General Fund — the amount approved within the General Fund for each Department.

2) Enterprise Fund — the amount approved in the Enterprise Fund budgets by the
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Selectboard.
3) Capital Accounts — the amount available for a specific projects or projects within
the approved Capital Plan.

The following guidelines have been established to assist Purchasing Agents in
determining the extent of effort needed to obtain competitive prices:

9.1. Purchases of goods made through the State of Vermont contracts or other
cooperative purchasing programs as reviewed and approved by the Town
Manager or Finance Department will not require formal bids or quotations
since those contracts were awarded through competitive bids.

9.2. Incidental Purchases. Incidental Purchases are defined as purchases with
a value up to $500. Employees who have been designated to act as
Purchasing Agents by their Department Head may make purchases of up
to $500 without prior approval, provided those purchases are limited to the
amount of the budget authorized and subject to the preference of the
Department Head.

9.3. Routine Purchases. Routine Purchases are defined as purchases with a
value between $500 and $2,000. Employees who have been designated
to act as Purchasing Agents by their Department Head may make Routine
Purchases only with approval of the Department Head, provided those
purchases are limited to the amount of the budget authorized. Purchases
under $2,000 do not require quotes.

9.4. Minor Purchases. Minor Purchases are defined as purchases with a value
between $2,000 and $4,000. Employees who have been designated to act
as Purchasing Agents may make Minor Purchases with prior approval of
the Department Head and are limited to the amount of the budget
authorized. Competitive quotes from at least two vendors shall be obtained
but it is recommended that three contacts be made. Verbal quotes shall be
documented and filed including name of vendor, date, and amount of the
quote. This information should be maintained in each department based
on retention rules as discussed previously.

9.5. Moderate Purchases. Moderate Purchases are defined as purchases with
a value between $4,000 and $10,000. Department Heads may make
Moderate Purchases limited to the amount of the budget authorized but
must submit a purchase order to the Town Manager or their designee for
approval prior to the purchase. For all Moderate Purchases, price and rate
quotations shall be obtained from at least three qualified vendors to ensure
that the Town has received a fair and reasonable price, unless the
purchase is made in an emergency or unless three vendors that sell the
good or service cannot be found. Vendors will be selected based on the
same criteria as noted under the criteria for bid selection under the
Competitive Bidding Policy. Refer to Sole Source Purchasing or
Emergency Purchases below. The Incidental, Routine, Minor and
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Moderate Purchase categories fall under the Micro-Purchases category
defined as purchases of $10,000 or less in the Code of Federal
Regulations (CFR) 200.320 for procurement methods as required using
federal grant funds. This procurement process must be followed to ensure
compliance.

9.6. Large Purchases. Large Purchases are defined as purchases with a value
greater than $10,000 and less than $250,000 referred to as the Simplified
Acquisition Threshold in the CFR 200.320. Price or rate quotes are
required from three qualified sources. If federal funding is used for Large
Purchases ($2,000 in the case of construction projects subject to Davis
Bacon requirements) the affirmative action provision of this policy and all
provisions regarding fair and unrestricted competition must be adhered to.
The price or rate quotes may contain other terms and conditions, all of
which may be considered when comparing offers, for example, payment
terms, warranties included with the purchase, terms regarding
returns/refunds, and time needed for shipping. These quotes should be
documented in writing and maintained according to the records retention
schedule discussed above.

The Town Manager shall also ensure that competition is not restricted with limits
on the geographic location of vendors, with unreasonable requirements or
qualifications placed on vendors or bidders, or by allowing vendors to be selected
who have engaged in noncompetitive pricing practices. Construction projects,
defined as the process of constructing, renovating, refurbishing or adapting a
building or other built asset such as a bridge, of any value, whether funded with
federal funds or other Town sources, must follow a sealed bid process as
outlined below and also follow any procurement guidance as outlined in the grant
agreement. In addition, a pricing analysis must be completed by the purchasing
agent or a qualified consultant prior to issuing a request for proposal to ensure
that there is a reasonable estimate against which to compare bid proposal
pricing. In cases where grant funding is involved, the requirement of the grant
agreement will take precedent.

10. BIDDING PROCESS

10.1. Request for Proposal - All contracts and all purchases advertised through a
Request for Proposal (RFP) require sealed bids. For federal or state grants
funds, notice of the RFP shall be made using at least three of these sources: by
letters/email to known providers; advertisements posted in Town offices and on
the Town’s web page, Vermont Business Registry & Bid System at
www.vermontbusinessreigstry.com, advertisements in local newspapers or
utilization of a bidding service. Grants may require the use of specific
advertisement procedures. When awarding Town funds, advertising the RFP will
be done on a basis that is cost effective and consistent with the objectives
identified above.

10.2. The RFP will be available for inspection at a designated Town office(s) as set forth in
the bid documents (such as engineering firms, bid service locations, State contract
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services, etc.). Bill specifications shall include:

a.

b.

Bid Name.
Bid Submission deadline.
Date, location, and time of bid opening.

Specifications for the project or services including quantity, design, and
performance features.

Bond and/or insurance requirements.
A copy of the proposed contract and any other required contract documents.

Any special or general requirements/conditions applicable to the project or
purchase.

Delivery or completion date.

For construction projects, language that sets a requirement for a bid guarantee
in the amount of 5% of the bid price from all bidders, as well as performance
and payment bonds in the amount of 100% of the contract price from the
contractor awarded the bid. If federally grant funded construction projects over
$2,000, the bidders must also include costs for Davis Bacon compliance if that
is a requirement of the federal agency providing the fundings.

Language that reserves for the Town the right at their sole discretion to reject
any and all bids, wholly or in part, to waive any informalities or any irregularities
therein, to accept any bid even though it may not be the lowest bid, to call for
rebids, to negotiate with any bidder, and to make an award which in the Town’s
sole and absolute judgment will best serve the Town'’s interests. The Town
reserves the right to investigate the financial condition of any bidder to
determine their ability to assure service throughout the term of the contract.

Requests for at least three (3) qualified references applicable to the work being
bid.

Cancellation — An invitation for bid, a request for proposal, or other solicitation
may be cancelled, or any or all bids or proposals may be rejected in whole or in
part, when it is found to serve the best interest of the Town. The reasons
therefore shall be made part of the contract file. Notice of cancellation shall be
sent to all vendors solicited.

10.3. Bid Submission — All bids must be submitted in seal envelopes or electronically,
addressed to the Town, plainly marked with the name of the bid, the time of the bid
opening, and the location of the bid opening. Bill proposals will be date stamped on
the outside of the envelope immediately upon receipt or email time and date will
suffice. Any bid may be withdrawn in writing prior to the scheduled time for the
opening of bids. Any bids received after the time and date specified shall not be
considered and shall be returned to the bidder unopened. Any bid with errors in
the bidding or missing required forms at the time of bid opening may be rejected
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without further consideration.

Bidders shall bid to specifications and any exceptions must be noted by the bidder.
A bidder submitting a bid thereby certifies that the bid is made in good faith without
fraud, collusion, or connection of any kind with any other bidder for the same work,
and that the bidder is competing solely on their own behalf without connection with
or obligation to any undisclosed person or firm.

10.4. Bid Opening - All sealed bids will be opened in public in the presence of at least
one witness at the time and place stated in the RFP. Bids received after the
specific time, are not eligible for consideration. A tabulation of all bids received
will be signed by at least one (1) Town employee or a designated person and
sent to all bidders. At the time of the bid opening, an apparent low bidder may
be identified but no award can be made until bids are checked for
accuracy/completeness and the Town Manager has granted approval to the
bid.

10.5. Bid deposits, performance bonds, letters of credit, or certified checks - may be
required for contracts in such amount necessary to protect the Town's interests.
A successful bidder who fails to enter into a contract within the time specified
after notification of the bid award will forfeit any surety deposit with the Town.

10.6. Bid Acceptance and Bid Evaluation - Bids shall be unconditionally accepted
without alternation or correction. Bids shall be evaluated based on the
requirements set forth in the specifications, which may include criteria such as
quality, workmanship, delivery, and suitability for a particular purpose.

10.7. Award - The contract shall be awarded with reasonable promptness by
appropriate written notice to the lowest responsible and responsive bidder
whose bid meets the requirements and criteria set forth in the specifications. If
the low bid is found unacceptable because of some factual circumstance, the
department head should write a clear, concise, and factual justification for not
accepting the lowest bid.

10.8. Criteria for Bid Selection: Bidders will be selected on a competitive basis and
the Town reserves the right to accept or reject any or all quotations/bids as
deemed in the best interests of the Town. In evaluating bids, these criteria will
be considered:

a) No vendor may bid on a project if they owe any delinquent Town payments
including but not limited to taxes, water/sewer/stormwater , miscellaneous
receivables, etc. Purchasing agent shall consult with the Finance Department
regarding this issue prior to award of the bid.

b) Prices.

c) Bidder's ability to perform the contract or provide the material or service
promptly, including all necessary paperwork, or within the specified time limits,
without delay or interference.

d) Bidder's experience, integrity and reputation, including past performance on
previous contracts, orders, or services for the Town and others.
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e) Quality of materials and services specified in the bid.

f) Previous and existing compliance by the bidder with laws, regulations and
ordinances related to the contract, service or order.

g) Compatibility with existing equipment or products.
h) There is no conflict of interest with the bidder.

i) Bidder’s ability to meet other terms and conditions, including insurance and
bond requirements.

j) Bidder’s financial responsibility.

k) Bidder’s availability to provide future service, maintenance and support.
I) Nature and size of bidder.

m) Contract provisions that are acceptable to the Town.

n) For construction projects over $2,000 that use federal funds, contractor’s
indication of acceptance of wages in the current wage determination provided
on the DOL website for Davis Bacon.

o) Qualified small, minority and women-owned businesses must be included in
the solicitation list for the request for proposal.

p) A bidder who is listed on the Excluded Parties List System (sam.gov) or the
Vermont BGS Debarment List (bgs.vermont.gov) will not be selected.

gq) Where possible and without conflicting with other local, state or federal
regulations or other provisions of this policy, the Town shall make an attempt
to utilize local vendors. If the contract is supported by federal funds, there shall
be no preference exercised for local contractors or suppliers.

10.9. Bid Protest - Any bidder who is aggrieved with the awarding of a contract may
protest in writing to the Town Manager. All protests must be submitted in
writing within three (3) business days after the bid award. The Town Manager
shall send the aggrieved party a written decision within ten (10) business days.

11. PURCHASE ORDERS

11.1. Each department will create and number an electronic Purchase Order for
purchases of $4,000 or more; Department Heads have approval authority up to
$3,999, amounts equal to or greater than $4,000 must be approved by the
Town Manager or their designee. An approved Purchase Order should be
printed and attached to the corresponding invoice, the first invoice if there
will be more than one, which is then sent to Finance for payment. No invoice
equal to or greater than $4,000 will be paid unless an approved purchase
order is attached.

11.2. Purchase orders shall be completed with the vendor name and complete
address, date of order, description of item to be ordered or services to be
provided, the quantity of items ordered (if applicable), per item price, total cost
by item and total for order. Include the budget account number to be charged
for each item. Initiation and/or approval of the purchase order by Department
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Head implies that there is money available in the budget for the projected
expenditure.

11.3. Note any differences between purchase order amount and invoice amount.
Invoices will not be paid until discrepancies are documented as approved.

12. SOLE SOURCE PURCHASES

A contract may be awarded without competitive bid when the Department Head
determines, after conducting a good faith review of available sources, that there is only
one qualified source for the required supply, service or construction or that one source
is uniquely qualified for a service due to experience or knowledge of the project or the
Town wants purchase same equipment including computers in order to streamline
servicing and maintenance. The Department Head shall conduct negotiations, as
appropriate, as to price, delivery, and terms. The Bid Waiver Form should be completed
(see Attachment ). Federally funded projects must be completed in accordance with the
requirements of the federal or state agency issuing the grant funding.

13. CAPITALIZATION THRESHOLDS

Capital purchases are furniture, fixtures, equipment, leasehold improvements,
building construction and renovations, vehicles etc. that meet two criteria:
1) has a useful life of more than one year; and

2) has a cost of more than $10,000 which aligns with the Uniform Guidance, 2 CFR
200, for federally funded purchases.

14. EMERGENCY PURCHASES

The Selectboard may award contracts and make purchases in the event of an emergency
without complying with the bid process or requesting quotes from three vendors. An
emergency situation shall be defined as one which threatens:

« The lives, health, or safety of people;
* Property of the Town, residents, businesses or private property owners;
» The delivery of necessary services to Town residents;

* Compliance with permits.

The Town Manager or designee shall approve all requests for emergency purchases over
$15,000. The Town Selectboard shall be notified of purchases under this section within 48
hours or as soon as practical. The Town Manager shall be notified of all emergency
purchases without prior approval within 24 hours or as soon as practical. Department Heads
shall use good judgment when making emergency purchases. The Department Head should
use an established vendor and limit the purchase to those items which are truly emergency
related. Emergency expenditures may include immediate repair or maintenance of Town
property, vehicles or equipment if the delay in such repair or maintenance would endanger
persons or property or result in substantial impairment of the delivery of important Town
services. Emergency purchases are costly and every effort should be made to avoid them.
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15. EXEMPTIONS
The following items are exempt from the bidding procedure:
» Utilities
* Contracted services
«  Stock office supplies
 Payments under approved contract

» Professional Services to include legal counsel, financial, auditing, risk management,
engineering, planning and insurance services

e Library books, periodicals, etc.
* Items procured solely from a government agency
* Items which are proprietary (software etc.)

» Original Equipment Manufacturer requirements for equipment under
lease, rental, warranty or maintenance.

* Items purchased under a State contract

» Design compatibility with existing equipment

*  Only known source of supply (sole source)

« Emergency purchases as outlined in section 10.

16. DOCUMENTATION

Records documenting the procurement process shall be included as part of the
documentation accompanying the approved vendor invoice. (If there will be more than
one invoice for the purchase, the documentation will accompany the initial invoice.)
These files will be maintained according to the Town's Retention Schedule for Accounts
Payable invoices as set by the Vermont State Archivist. These records will be maintained
for a period of three years from the date of submission to the Federal or State
government of the final expenditure report, if the purchase or project was funded with
federal grants, or until completion of any litigation, claim, negotiation, audit or other
action involving the records, whichever is longer. Invoices must be initiated and received
from the vendor or contractor.
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17. DISPOSITION OF REAL PROPERTY

17.1. Responsibility: Disposition of surplus property is the responsibility of the Town
Manager. Disposition of all surplus property shall be done in a manner that is in
the Town's best interest.

17.2. Disposal Process:

When a Department of the Town of Williston has property which is no
longer needed, useful or usable, the Department head shall fill out a
Disposition of Property form and identify the item, its inventory control
number, condition, monetary value, and proposed disposition, if
applicable.

Documentation should be attached to indicate how monetary value was
determined, as well as any documentation regarding an unusual
proposed disposition.

This form shall be submitted to the finance department, where it will be
reviewed, edited, and submitted to the Manager for approval. If the
originating department cannot place a value on the property, the finance
department will attempt to obtain a current market value.

Review the CFR for the disposal of equipment or property purchased
with federal funds.

17.3. Disposal Methods: Prior to offering any surplus property for sale, the Town
Manager must first determine that no other department has a need for the
excess item to be sold. If not, the property will be disposed of by one of the
following methods, with the nature of the item determining the best method:

The item may be advertised for public sale with the property having a price
assigned to each item and sold to the public on a first come, first serve
basis. Items with a value of less than $500 may be posted publicly, rather
than advertised.

The item may be sold at public auction to the highest bidder.
The item may be offered for sale under a competitive bidding procedure.

The item may be sold without a competitive bid when the item is so
specialized that only one potential buyer can be identified. In such cases,
the item may be sold at a negotiated price.

Items, such as vehicles, may be used as trade-ins for newer items, if the
trade-in value is competitive with the market value of the item.

Computers are replaced in a regular cycle, typically 3-5 years
depending on usage and ability to upgrade software. If an employee
would like to purchase a computer being replaced, fair market value
will be paid along with the Town’s cost to decommission the computer,

If the Town Manager determines that the item has no cash value, the item
may be disposed of in whatever manner is in the best interests of the
Town, as determined by the Town Manager.
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