General Purchasing Flow Chart for Services

For all purchases Table 1 is the preferred method, however for specialized services requiring expertise please follow table 2

Professional Service (PS)
Consulting such as Engineering/

Accountants/Architects

Is it over 100K

See requirements for quotes in Table 1. Fill out Professional Services Agreement

(PSA), send it to City Council for approval after following purchasing policy guidelines.

Submit it to City Manager with resolution, agenda report & agreement. Create
Contract/Requisition in Tyler.

See requirements for quotes in Table 1. Fill out Professional Services Agreement
(PSA), send it to City Manager for signature with a City Manager Contract/
Purchase (Requisition) Request Form. Create Contract/Requistion in Tyler.

| If service is specialized and requires Sole Source or Co-operative purchasing refer to Table 2 |

Service Contract (SC)

Is it Recurring

Limited to 100K
each FY

See requirements for quotes in Table 1. Fill out Service Contract (SC), submit vendor
signed Service Contract (SC) with a City Manager Contract/Purchase (Requisition)
Request Form to City Manager for signature and approval. Create SC as a contract
in Tyler. No Council approval is needed even if it is over 100K.

Table 1
Requirement for Quotes

5K-25K
Requires informal quotes from
at least 2 vendors with 3
recommended. Telephone/
email quotes are acceptable
although written quotes are
preferred.

25K-100K
Requires written quotes from
at least 2 vendors with 3
recommended. Obtain City
Manager approval before
award.

>100K
Requires formal bidding
procedure as per the
purchasing policy. Refer section
3 of purchasing policy for
instructions.
Link

See requirements for quotes in Table 1. Fill out Service Contract (SC), submit vendor
signed Service Contract (SC) with a Contract/Purchase Summary Form to City
Manager for signature and approval. Create SC as a contract in Tyler.

If service is specialized and requires Sole Source or Co-operative purchasing refer to Table 2 |

Contractor Service (CS)
(Anything other than professional

service and Service Contract)

Is it over 100K

Table 2

Sole Source — Refer to
purchasing policy 400 section 3.
Link
Co-operative purchasing- Refer
to purchasing policy 400
section 3
Link

See requirements for quotes in Table 1. Fill out Contractor Service Agreement
(CSA), send it to City Council for approval after following purchasing policy
guidelines. Submit it to City Manager with resolution, agenda report & agreement.
Create Contract/Requisition in Tyler.

Notes

See requirements for quotes in Table 1. Fill out Contractor Services Agreement
(CS), submit vendor signed contract with a City Manager Contract/Purchase
(Requisition) Request Form to City Manager for signature. Create Contract/
Requisition in Tyler.

Parks and Recreation — either use Independent Contractor Services Agreement or
Entertainment Services Agreement

If service is specialized and requires Sole Source or Co-operative purchasing refer to %Eiof_éd

Use of Nonstandard/vendor
contract template requires an
approval from the City Attorney

Standard Service contract
should be 5 years with an
option to extend it for 3
additional years unless
department needs exceptions

For recurring service contract
department will be limited by
available budget.

Download contract template
here



https://fairfieldca.public.doctract.com/doctract/documentportal/08DA1DA2A9E7A3F1CE062067F26FB8AB
https://fairfieldca.public.doctract.com/doctract/documentportal/08DA1DA2A9E7A3F1CE062067F26FB8AB
https://fairfieldca.public.doctract.com/doctract/documentportal/08DA1DA2A9E7A3F1CE062067F26FB8AB
https://otis.fairfield.city/departments/finance/contracts

General Purchasing Flow Chart for Goods

See requirements for quotes in Table 1. No PO is required for purchases. Vendor must be
approved by the City Manager via City Manager Contract/Purchase (Requisition) Request Form.|
Create contract in Tyler as and upload City Manager approved Form as an attachment. Note
that use of the contract to pay invoices will be restricted by available
Budget. If sole source then justification needs to be provided in the City Manager Contract/
Purchase (Requisition) Request Form. If it is a new vendor, submit W-9 and/or EDD form

Is it over 25K

7

materials)

See requirements for quotes in Table 1. No Purchase Order (PO) is required.

Recurring Purchases
(Replenishment of supplies &

| If Purchase is specialized and requires Sole Source or Co-operative purchasing refer to Table 2 |

Is it under 25K

I

Is over 25K and less
than 100K

v

Is it over 100K

See requirements for quotes in Table 1. No Purchase Order (PO) is required.

See requirements for quotes in Table 1. PO is required. Create a requisition in Tyler with
City Manager Contract/Purchase (Requisition) Request Form attached.

See requirements for quotes in Table 1. Request to purchase must go to City Council
for approval. PO is required. Create a requisition in Tyler and staff report attached.

094

Non-Recurring Purchases

| If purchase is specialized and requires Sole Source or Co-operative purchasing refer to Table 2 |

Table 1
Requirement for Quotes

5K-25K
Requires informal quotes from
at least 2 vendors with 3
recommended. Telephone/
email quotes are acceptable
although written quotes are
preferred.

25K-100K
Requires written quotes from
at least 2 vendors with 3
recommended. Obtain City
Manager approval before
award.

>100K
Requires formal bidding
procedure as per the
purchasing policy. Refer section
3 of purchasing policy for
instructions.
Link
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Table 2

Sole Source — Refer to
Purchasing Policy 400 section 3.
Link
Co-operative purchasing- Refer
to Purchasing Policy 400
section 3
Link



https://fairfieldca.public.doctract.com/doctract/documentportal/08DA1DA2A9E7A3F1CE062067F26FB8AB
https://fairfieldca.public.doctract.com/doctract/documentportal/08DA1DA2A9E7A3F1CE062067F26FB8AB
https://fairfieldca.public.doctract.com/doctract/documentportal/08DA1DA2A9E7A3F1CE062067F26FB8AB

Tyler Entry for Services

Create a contract using contract module in Tyler and allocate funds to multiple years-based in the contract. Enter

Is Professional contract in Tyler as “Not to Exceed ", “Non-Encumbered Contract” or "Encumbered Contract". Creating requisition
service contract for is optional and the decision is driven by department. Upload the ratified paper contract (Entire contract packet
multiple years sent to City Manager for signature) in Tyler as an attachment.

Either create a “Not to exceed Contract” or “Encumbered Contract” or Requisition in Tyler. Creating requisition is
optional and the decision is driven by department. Upload the ratified paper contract (Entire contract packet
sent to City Manager for signature) in Tyler as an attachment.

Accountants/Architects

Professional Service (PS)
Consulting such as Engineering/

Create "Not to Exceed"/"Non Encumbered"/"Encumbered" Contract in Tyler. Upload the ratified paper contract
(Entire contract packet sent to City Manager for signature) in Tyler as an attachment. Use of Contract will be
limited to available Budget.

Yes

Y

Is it Recurring

Create a "Not to Exceed"/"Non Encumbered"/"Encumbered" Contract in Tyler. Upload the ratified paper contract
Limited to 100K | (Entire contract packet sent to City Manager for signature) in Tyler as an attachment. Use of Contract will be
limited to available Budget.

Service Contract (SC)

Create a contract using contract module in Tyler and allocate funds to multiple years-based in the contract. Enter

Is contractor service contract in Tyler as “Not to Exceed ", “Non-Encumbered Contract” or "Encumbered Contract". Upload the

contract for multiple YES »| ratified paper contract (Entire contract packet sent to City Manager for signature) in Tyler as an attachment.
year

\ 4

Either create a “Not to exceed Contract” or “Encumbered Contract” or Requisition in Tyler. Creating PO is optional
NO I»|and the decision is driven by department. Upload the ratified paper contract (Entire contract packet sent to City
Manager for signature) in Tyler as an attachment.

Contractor Service (CS)

(Anything other than professional
service and Service Contract)
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Tyler Entry for Goods
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Is it under 25K

I

Is over 25K and less
than 100K

v

Is it over 100K

No PO is required.

PO is required. Create a requisition in Tyler and attach required documents along with
the City Manager Contract/Purchase (Requisition) Request Form

PO is required. Create a requisition in Tyler and attach required documents along with
the City Manager Contract/Purchase (Requisition) Request Form

609

Non-Recurring Purchases
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