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PURCHASING POLICY
I. PURPOSE 

The Brook Iroquois Washington Public Library Board (“Board”) has adopted this Purchasing Policy to establish standards and controls for the purchase of all goods and services, including non-professional services and technical/professional services. All expenditures must be authorized in the approved budget; new budget appropriations must be approved by the Board concurrently with contract approval, and will be reflected in periodic budget updates. This Policy is intended to facilitate full and open competition and cost-effective procurement and to ensure proper accountability for all purchases.

II. POLICY

A. Conflict of Interest and Compliance

No employee, officer or agent of the Library shall participate in the selection or purchase of goods or award of contracts supported by Library funds if a conflict of interest, real or apparent, would be involved. Library officers, employees or agents will neither solicit nor accept gratuities, favors nor anything of monetary value from contractors, potential contractors, suppliers or parties to any agreements. To implement this Policy, all staff shall comply with all procedures established herein and from time to time modified by the Library Director or Board. Library employees are expected to exercise good judgment in the use and stewardship of Library resources. Please reference the Conflict of Interest Policy and the Ethics Policy for more information. 

i. Employees – Each employee is responsible for following these practices. Violation of this policy may result in disciplinary action up to and including termination, and/or criminal prosecution. 

ii. Library Director and above – Library Management is responsible for ensuring that all employees who conduct purchasing activities possess a thorough understanding of ethical conduct, prohibited practices, this Policy, and all implementing procedures.

B. Approval Authority

The library Director shall serve as the purchasing agent for the library.  She/he may delegate authority to other staff members but bears the ultimate responsibility for purchases made.

In general, merchandise shall have been received before payment is remitted.  It shall be the responsibility of the Director to approve situations where prepayment is required by the vendor.  No expense shall be paid without a pre-existing appropriation.

Nothing in this policy shall be construed to lessen the requirements as set forth in Indiana Code (The Code) and explained in the State Board of Accounts Accounting and Uniform Compliance Manual for libraries (The Manual).

C. Monetary Thresholds

i. Supplies, equipment, goods, and materials

1. This section shall pertain to the purchase of supplies, equipment, goods, and materials.  It does not pertain to “library materials,” which are exempt by statute from the restrictions imposed by I.C. 36-1-9, to-wit: books, magazines, pamphlets, films, filmstrips, microfilms, slides, transparencies, phonodiscs, models, art reproductions, and all other forms of library and audiovisual materials.  While staff members responsible for purchasing those items are not encumbered by a quote or bid process, the Board expects them to use diligence in seeking out the most economical sources for the items.

Purchases under $50,000

Purchases of this amount require no formal bids or quotes, although comparison shopping is encouraged.

Single purchases in excess of $1,000.00 must be approved in advance by the Board, except when an emergency exists.

Purchases in excess of $200.00 by a delegated staff person must be approved by the Director in advance.

The variety of exceptions, preferences and exemptions stipulated in The Code and The Manual pertaining to purchases in excess of $75,000 may be considered when making purchases in this category.

Purchases between $50,000 and $150,000
Purchases of this amount generally require that quotes be solicited from at least three persons/businesses known to deal in the goods sought to be purchased.

An invitation to quote shall be issued to the director, allowing at least seven days before quotes are due in the library.           

2)  The director shall present responsive quotes to the Board for its review and decision.

3)  If no responsive quotes are received, the library may select a vendor as though it were a for purchases under $50,000.

4)  Information contained in The Code and in The Manual add further direction to this section.

5)  The variety of exceptions, preferences and exemptions stipulated in The Code and The Manual pertaining to purchases in excess of $150,000 may be considered when making a purchase in this category. 

If the purchasing agent receives a satisfactory quote, they shall award a contract to the lowest responsible and responsive offer or for each line or class of supplies required. The purchasing agent may reject quotes.

Purchases $150,000 and over
Purchases of this value must be purchased following competitive bidding procedures, unless circumstances apply.  Indiana Code 5-22 and the guidelines contained in and The Manual will be the source of authority in this procedure.

ii. Services

Annual maintenance contracts, as well as unexpected individual service and repair expenses, in excess of $1,000 shall be approved by the Board.

The variety of exceptions, preferences and exemptions stipulated in The Code and in The Manual pertaining to purchases in excess of $75,000 may be considered when making purchases in this category.

iii. Real Estate

All purchases of real estate, improved or unimproved, shall be made only with the prior consent of the Board and shall follow all applicable state laws.

iv. Construction

All construction, alteration or renovation on library owned or leased property with a value in excess of $25,000 shall be governed by the ‘public works law’ at Indiana Code 36-1-12.

D. Petty Cash

The petty cash fund will hold $75.00, and is intended to accommodate very small purchases. The intent is to efficiently procure small dollar purchases for library business purposes. Requirements include:

1. No cash drawer funds will be used to fund library expenditures. This will disrupt the daily reconciliation of incoming revenues.

2. All petty cash purchases must have a receipt. 

3. The petty cash fund will be reconciled at least once a month; the week before the next Board Meeting. 

4. The Director is the Petty Cash custodian. Petty cash use will be recorded in an activity log maintained by the assigned petty cash custodian.

5. Petty cash replenishment checks will be made payable to the petty cash custodian, who will cash the checks and replenish petty cash. 

E. Emergency Purchases

An emergency situation may make it impossible to use the normal purchasing procedures. The Library Director or designee may authorize an emergency purchase, which authorization must be provided in advance of the purchase. The policy of the Library is that: 

1. An emergency purchase that circumvents normal purchasing procedures shall be presented to the Board as soon as practical for review and ratification of the emergency occurrence, the purchase and the process used. If the purchase is $50,000 or greater, the Board must ratify the purchase. 

2. An emergency is defined as a circumstance that constitutes a threat to public safety, life or property; or a condition that requires immediate intervention.

F. Purchase of Books, Periodicals, and Non-Print Materials

The publications and materials marketplace and related procurement is highly specialized. As a result, the purchase of books, periodicals, non-print materials, online services and computer based products may be exempt from the competitive bidding process. The Library Director or designee shall have the authority to determine whether the procurement of print or non-print materials will be subject to competitive bidding. Staff will track vendor performance. Vendor selection will be based on a variety of factors, including: 

1. Variety and quantity of stock available and demonstrated fill rate. 

2. Timeliness of delivery. 

3. Accuracy of recordkeeping, invoicing, cataloging, etc. 

4. Available discounts.

5. Availability of selection tools and specialized selection products that make the order process more efficient. 

6. Availability of support staff. 

7. Product specialization (format, language, etc.) 

8. Electronic or online products and services: ƒ

· Compatibility with existing Library systems ƒ 

· User-friendly interface ƒ 

· Set-up and ongoing support and maintenance costs ƒ 

· Support of index, full test and imaging technologies

Quick Reference Section

The following information is taken from The Manual and is provided for ease of reference.  Refer to The Manual and The Code for complete information.

Special Purchasing Methods


The Director shall keep a register of Special Purchase contracts with value of $75,000 or more. 


Selected scenarios for special purchases i.e., a non-bid situation, are: (See applicable statute or The Manual for a complete list and details).

1)  emergency conditions-threat to public health, welfare or safety

2)  a unique opportunity for substantial savings
3)  at auction
4)  data processing hardware, supplies and services, for the sake of continuity and compatibility
5)  no responsive offer received using other methods
6)  substantial savings afforded governmental body i.e. companies which routinely offer special prices to units of government
7)  when only a single source for the particular item can be found
8)  contract with Federal or State agency
9)  a gift of goods (not a restricted cash donation)
10)  purchases from a public utility, The Indiana Department of Corrections or from a rehabilitation center
11)  purchases from a ‘small business’ (retail sales not more than $500,000)
Preferences

Indiana statutes recognize purchasing preference for (see The Manual for further explanation)

1)  recycled materials

2)  soy diesel/bio diesel

3)  Indiana businesses

4)  coal mined in Indiana

5)  supplies manufactured in the United States

In General

1)  Library may require ‘bid’ or ‘performance’ bonds.

2)  A prescribed, pre-printed form for bids on equipment, supplies, etc. is not required; the library shall prescribe the information to be provided by prospective vendors.

3)  The library may allow increased compensation for early performance, or penalties for late performance.

4)  Contracts may be renewed, but not for a period longer than the term of the original contract.  If the original contract contains provisions for escalation of price, however, it may not be reviewed.

Adopted July 13, 1998

Current Version 20.1 Reviewed October 12, 2020
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