
















































































































































 

GOOD GOVERNANCE 

Guiding Principle:  Fiscal Responsibility, Accountability, Transparency 

 

AGENDA ITEM SUMMARY 
August 17, 2026, Council Meeting 

Item Number: 14 

 

 

Presented by:    Dr. Ralph Igwedibie/Tiffany Georgia                      Finance 

 

ITEM SUMMARY: 

 

Request for Mayor and Council to approve the Revised City Procurement/Purchasing Policy. 

The revised Procurement/Purchasing Policy shall replace the current Policy adopted July 7, 

2023.  

 

SPECIAL CONSIDERATIONS OR CONCERNS: 

 

Previously sent to the Mayor and Council, City Administrator, and Deputy City Administrator 

for review and comment.  

 

STAFF RECOMMENDATION: 

 

Staff recommends approval. 

 

FINANCIAL IMPACT: 

 

FUNDING SOURCE:   

 

ATTACHMENTS: 

 

Revised City Procurement/Purchasing Policy 

 

OTHER DEPARMENTAL REVIEW NEEDED: 

 

___  Yes      __x__ No 



 

CITY OF MCDONOUGH  

PROCUREMENT POLICY  

DEPARTMENT OF FINANCE 

Adopted July 7, 2023 

Version 2.0 Proposed Adoption August 17, 2026 
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SECTION I - PURPOSE, AUTHORITY, SCOPE, AND GUIDING PRINCIPLES 

I.1 Purpose 

The purpose of this Policy is to establish a consistent framework for the procurement of 

goods, services, construction, professional services, and other expenditures made on 

behalf of the City of McDonough. Through this Policy, the City seeks to promote fair 

competition, transparency, accountability, and the responsible stewardship of public 

resources. 

Effective procurement supports the City's operational objectives, strengthens public 

confidence, and helps ensure that taxpayer funds are expended in a manner that achieves 

the best value while maintaining compliance with applicable laws, regulations, and ethical 

standards. 

I.2 Authority 

Pursuant to the City of McDonough Code of Ordinances and other applicable legal 

authority, the City Administrator shall serve as the City's Purchasing Agent and shall have 

overall responsibility for the administration and oversight of the City's procurement 

function. 

The City Administrator may delegate procurement administration responsibilities to 

designated procurement personnel; however, such delegation shall not relieve the City 

Administrator of overall responsibility for procurement governance and compliance. 

Purchasing activities shall be conducted in accordance with this Policy, applicable federal 

and state laws, grant requirements, City ordinances, and other governing authorities. 

I.3 Finance Department and Purchasing Administration 

The City's procurement function is administered through the Finance Department. 

Purchasing Administration, a division within the Finance Department, serves as the City's 

centralized procurement office and is responsible for administering and coordinating 

procurement activities in accordance with this Policy. 

The Finance department provides financial oversight and administrative support for the 

City’s procurement function, while Purchasing Administration is responsible for the 

operational administration and coordination of procurement activities. 
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I.4 Scope and Applicability 

This Policy applies to all City departments, employees, officials, boards, commissions, 

contractors, consultants, and other individuals participating in procurement activities on 

behalf of the City. It governs the acquisition of goods, services, professional services, 

construction, technology, equipment, grant-funded purchases, cooperative procurements, 

and other contractual obligations involving the expenditure of public funds. 

All individuals involved in procurement activities are responsible for understanding and 

complying with the requirements established herein.I.5 Centralized Procurement 

Model 

The City of McDonough operates under a centralized procurement model designed to 

promote consistency, accountability, transparency, and compliance across all 

departments. 

Under this model, Purchasing Administration serves as the City's central procurement 

authority and is responsible for coordinating procurement activities throughout the 

procurement lifecycle. Using Departments remain responsible for identifying operational 

needs, developing scopes of work and specifications, and managing contractor 

performance; however, procurement activities shall be coordinated through Purchasing 

Administration to ensure compliance with applicable requirements and sound 

procurement practices. 

The centralized procurement model strengthens internal controls, improves 

organizational coordination, promotes fair competition, and helps ensure the responsible 

stewardship of public funds. 

I.6 Procurement Review Requirement 

To ensure appropriate oversight and coordination, procurement-related activities shall be 

routed through Purchasing Administration prior to advertisement, solicitation, award 

recommendation, contract execution, or presentation for approval. This requirement 

applies to purchases, competitive solicitations, cooperative purchasing activities, grant-

funded procurements, emergency procurements, sole source procurements, contract 

awards, amendments, renewals, intergovernmental agreements involving financial 

commitments, and procurement-related Council agenda items. 
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No department shall independently initiate a procurement action requiring Purchasing 

Administration’s involvement under this Policy. 

I.7 Guiding Principles 

The City shall conduct procurement activities in accordance with the following guiding 

principles: 

Fair and Open Competition 

The City shall promote full and open competition to the greatest extent practicable and shall 

provide qualified vendors with equitable opportunities to compete for City business. 

Transparency 

Procurement activities shall be conducted in an open and transparent manner and 

documented appropriately to support accountability, public confidence, compliance with 

applicable requirements, laws, regulations and standards for procurement services. 

Accountability 

Procurement decisions shall be made in accordance with established authority levels, 

approved procedures, and sound business judgment. City employees, officials, Evaluation 

Committee members, and others participating in procurement activities on behalf of the 

City are responsible for ensuring compliance with this Policy and the responsible 

stewardship of public resources. 

Ethical Conduct 

Employees, officials, and other participants involved in procurement activities shall 

conduct themselves with integrity, impartiality, professionalism, and respect for the 

public trust. 

Best Value 

The City shall seek to obtain the best overall value by considering price, quality, 

performance, risk, lifecycle costs, and other factors relevant to the procurement. 

Responsible Stewardship 

Public funds shall be expended prudently and in a manner that supports the City's 

operational objectives while safeguarding taxpayer resources and promoting long-term 

value. 
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I.8 Policy Administration and Revisions 

The Finance Department, through Purchasing Administration, shall be responsible for the 

administration of this Policy and for recommending revisions as necessary to support 

effective procurement governance and operations. 

The City may amend, revise, or update this Policy to reflect changes in applicable laws, 

regulations, organizational needs, operational requirements, industry best practices, or 

other circumstances affecting procurement activities. 

All City departments, employees, and officials involved in procurement activities are 

responsible for complying with the most current approved version of this Policy. 

SECTION II - PROCUREMENT GOVERNANCE AND CENTRALIZED 

PROCUREMENT AUTHORITY 

Purpose 

The purpose of this Section is to establish the governance structure, authority, 

responsibilities, and oversight framework for procurement activities conducted by the City 

of McDonough. 

The City recognizes that effective procurement governance promotes accountability, 

consistency, transparency, compliance, and the responsible stewardship of public 

resources. 

II.1 Centralized Procurement Authority 

The City shall operate under a centralized procurement model in which procurement 

activities are coordinated through Purchasing Administration and administered under the 

authority of the City Administrator, who serves as the City's Purchasing Agent. 

The centralized procurement model is intended to promote consistency in procurement 

practices across all departments, strengthen internal controls and oversight, improve 

procurement planning and coordination, enhance competition and transparency, reduce 

procurement-related risk, improve audit readiness, and ensure compliance with 

applicable laws, regulations, ordinances, grant requirements, and City policies. 

All procurement activities shall be conducted in accordance with this Policy and the City's 

established Procurement Governance Framework set forth in Appendix B. 
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II.2 Procurement Authority 

The City Administrator shall serve as the Purchasing Agent and shall maintain overall 

authority and responsibility for the administration and oversight of procurement 

activities. 

The City Administrator may delegate certain procurement administration responsibilities 

to designated procurement personnel; however, such delegation shall not relieve the City 

Administrator of overall accountability for procurement governance and compliance. 

No employee, department, board, commission, or official shall independently conduct 

procurement activities outside of the authority established by this Policy. 

II.3 Procurement Administration 

Purchasing Administration shall serve as the City's central procurement function and shall 

administer procurement activities in accordance with this Policy and applicable 

procurement requirements. Purchasing shall serve as the City's central procurement 

function and shall be responsible for coordinating procurement activities throughout the 

procurement lifecycle. 

Purchasing responsibilities include, but are not limited to: 

• Procurement planning and coordination; 

• Procurement intake review; 

• Procurement method determination; 

• Solicitation development and administration; 

• Vendor communications; 

• Evaluation process coordination; 

• Contract routing and procurement compliance review; 

• Procurement record management; 

• Procurement reporting; and 

• Procurement policy administration. 

Purchasing shall serve as the official procurement advisor and shall provide guidance and 

support to City departments, leadership, and other stakeholders regarding procurement 

matters. 

II.4 Procurement Intake Requirement 

Departments shall engage Procurement during the planning stages of procurement 

activities. A Procurement Intake Request Form shall be submitted in accordance with the 

Procurement Intake Workflow established by this Policy. 
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Procurement activities shall not proceed until Purchasing has reviewed the request and 
determined the appropriate procurement path. 

The Procurement Intake Process is intended to improve project planning, promote early 

stakeholder coordination, ensure funding verification, reduce procurement delays, 

improve project outcomes, and support compliance with procurement requirements. 

II.5 Internal Controls and Segregation of Duties 

The City shall maintain internal controls designed to safeguard public resources, promote 

accountability, and reduce the risk of fraud, waste, abuse, or improper procurement 

activity. 

Where operationally feasible, procurement responsibilities shall be appropriately 

segregated among multiple individuals or functions. Internal controls may include the 

separation of procurement, approval, and payment functions; procurement review and 

oversight; established approval authority limitations; documentation requirements; 

procurement record retention; contract administration oversight; and periodic 

compliance reviews. 

No individual shall exercise authority over all phases of a procurement transaction when 

adequate segregation of duties can reasonably be maintained. 

II.6 Procurement Governance Framework 

The City shall maintain a Procurement Governance Framework establishing the standard 

procurement lifecycle and coordination responsibilities among departments, Purchasing, 

Finance, Legal, and City leadership. 

The Procurement Governance Framework, set forth in Appendix B, shall serve as the City's 

primary operational roadmap for procurement activities and shall be maintained as an 

appendix to this Policy. 

All procurement activities shall be conducted in accordance with this Policy and the 

Procurement Governance Framework established in Appendix B. 

II.7 Procurement Compliance 

All departments, employees, officials, contractors, consultants, and other participants 

involved in procurement activities on behalf of the City are responsible for complying with 

the requirements of this Policy and any related procurement procedures. 

Compliance with procurement requirements is essential to maintaining accountability, 

transparency, consistency, and the responsible stewardship of public resources. 
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Failure to comply with procurement requirements may result in corrective action, 

additional review requirements, procurement delays, cancellation of procurement 

activities, contract review, disciplinary action, or other remedies deemed appropriate by 

the City. 

II.8 Shared Responsibility 

Effective procurement requires collaboration among Using Departments, Purchasing 

Administration, the Finance Department, Legal Counsel, the City Administrator, and City 

leadership. Successful procurement outcomes depend upon communication, 

coordination, and adherence to this Policy and established procurement requirements. 

All participants involved in procurement activities shall perform their respective 

responsibilities in accordance with this Policy and work cooperatively to ensure 

procurements are conducted efficiently, transparently, competitively, and in the best 

interests of the City. 

II.9 Procurement Policy Interpretation 

Questions regarding the interpretation, application, or administration of this Policy shall 

be directed to Purchasing. 

Purchasing may issue administrative procedures, guidance, forms, instructions, and other 

implementation documents necessary to support the effective administration of this 

Policy, provided such documents do not conflict with applicable laws, City ordinances, or 

the provisions of this Policy. 

In the event of a conflict between administrative guidance and this Policy, the provisions 

of this Policy shall govern. 

SECTION III - ORGANIZATIONAL ROLES AND RESPONSIBILITIES 

Purpose 

The purpose of this Section is to establish the roles, responsibilities, and authority of all 

departments, employees, officials, contractors, consultants, and other participants in 

procurement activities on behalf of the City of McDonough. 

Effective procurement requires coordination and collaboration among Using 

Departments, Purchasing, Finance, Legal Counsel, City Administration, and elected 

officials. Clearly defined roles and responsibilities promote accountability, transparency, 

compliance, operational efficiency, and the responsible stewardship of public resources. 
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The responsibilities established in this Section are intended to support the City's 

centralized procurement model and ensure that procurement activities are conducted in 

accordance with this Policy. 

III.1 Mayor and Council 

The Mayor and Council serve as the City's governing authority and shall exercise 

procurement-related authority as provided by the City Charter, ordinances, resolutions, 

and applicable law. 

Responsibilities of the Mayor and Council may include: 
• Approving contracts and procurement actions requiring governing authority approval; 
• Establishing procurement policy and legislative direction; 
• Authorizing major procurement initiatives and capital projects; 
• Approving budget appropriations that support procurement activities; and 
• Exercising oversight of public expenditures and procurement governance. 

The Mayor and Council shall not participate in the development of specifications, 

evaluation, scoring, ranking, negotiation, vendor selection, or other administrative 

procurement activities unless otherwise authorized by law. 

III.2 City Administrator / Purchasing Agent 

The City Administrator shall serve as the City's Purchasing Agent and shall have overall 

responsibility for procurement governance, administration, and oversight. 

Responsibilities of the City Administrator as Purchasing Agent include: 
• Providing executive oversight of procurement activities; 
• Ensuring compliance with procurement policies, procedures, and applicable 
requirements; 
• Approving procurement actions within delegated authority; 
• Delegating procurement administration responsibilities as appropriate; 
• Promoting accountability, transparency, and ethical procurement practices; and 
• Supporting the continuous improvement of procurement operations and procurement 
governance. 

The City Administrator may delegate specified procurement administration 

responsibilities in writing to the Finance Director, Purchasing Administration, or other 

designated City personnel. The delegation shall identify the scope and limits of the 

authority granted and shall not relieve the City Administrator of overall responsibility for 

procurement governance, oversight, and compliance. 
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III.3 Finance Director 

The Finance Director shall provide financial oversight of procurement activities and 

ensure procurement actions are aligned with the City’s fiscal policies, approved budget, 

financial objectives, internal-control requirements, and applicable audit standards. 

Responsibilities of the Finance Director include: 

• Providing financial oversight of procurement activities; 

• Supporting procurement planning, budgeting, and financial management; 

• Ensuring appropriate financial controls are established and maintained; 

• Supporting funding verification and budget compliance activities; 

• Supporting compliance with grant and funding requirements; and 

• Assisting with procurement-related financial reporting, monitoring, audit 

readiness, and audit response activities. 

III.4 Purchasing Administration 

Purchasing Administration shall serve as the City's centralized procurement function and 
shall administer procurement activities in accordance with this Policy. 

Responsibilities of Purchasing include: 

• Administering and coordinating procurement activities throughout the 
procurement lifecycle; 

• Reviewing Procurement Intake Requests and assisting departments with 
procurement planning; 

• Determining the appropriate procurement method; 
• Developing, administering, and managing competitive solicitations; 
• Serving as the City's official point of contact for procurement-related vendor 

communications; 
• Coordinating evaluation and selection processes; 
• Conducting procurement compliance reviews; 
• Facilitating contract routing and approval processes; 

• Maintaining procurement files and procurement documentation in accordance 
with applicable record retention requirements. 

• Reviewing procurement-related agenda items for procurement compliance prior 
to submission through the City's established agenda process. 

• Providing procurement guidance, training, and support to departments; and 
• Monitoring procurement practices and recommending process improvements. 

Purchasing shall serve as the primary point of contact for procurement-related matters 
and shall provide procurement guidance and support to departments, leadership, and 
other stakeholders. 
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III.5 Using Departments 

Using Departments are responsible for identifying operational needs and serving as subject 

matter experts throughout the procurement and contract administration process. 

Responsibilities of Using Departments include: 
• Identifying operational and procurement needs; 
• Engaging Purchasing Administration during the planning stages of procurement 

activities in accordance with the Procurement Intake Requirement established by 
this Policy. 

• Submitting Procurement Intake Requests in accordance with this Policy; 
• Developing scopes of work, specifications, and technical requirements; 
• Assisting with procurement planning and market research, as appropriate; 
• Participating in evaluations, interviews, demonstrations, or other selection 

activities when requested; 
• Monitoring contractor performance and contract compliance and promptly 

reporting performance issues, non-compliance, and potential contract 
modifications to Purchasing Administration. 

• Verifying receipt and acceptance of goods and services; 
• Reviewing and approving invoices in accordance with City procedures; and 
• Coordinating contract amendments, renewals, and contract closeout activities 

through Purchasing. 

Using Departments shall initiate procurement requests by preparing and obtaining 

approval of the appropriate purchase requisition or procurement request in accordance 

with City procedures. Using Departments shall not independently issue solicitations, 

execute contracts, authorize work, commit City funds, or otherwise engage in 

procurement activities outside the requirements of this Policy. 

III.6 Legal Counsel 

Legal Counsel shall provide legal advice, review, and guidance regarding procurement and 

contractual matters as appropriate. 

Responsibilities of Legal Counsel include: 
• Reviewing contracts, agreements, and other legal instruments as appropriate; 
• Advising on procurement-related legal issues and regulatory requirements; 
• Reviewing solicitation terms, conditions, and special provisions when necessary; 
• Assisting with dispute resolution and contract-related legal matters; 
• Supporting risk assessment and risk mitigation efforts; and 
• Providing legal guidance regarding the interpretation and application of laws 

affecting procurement activities. 
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Legal review shall not replace procurement review, and procurement review shall not 

replace legal review. Both reviews serve distinct purposes and shall be performed as 

appropriate based on the nature of the procurement. 

III.7 Evaluation Committees 

Evaluation Committees may be established by Purchasing Administration, in 
coordination with the Using Department, for competitive procurement processes 
involving proposals, qualifications, negotiated procurements, or other evaluation-based 
procurement methods when deemed appropriate based on the nature, complexity, or risk 
of the procurement. 

Responsibilities of Evaluation Committee members include: 
• Reviewing solicitation responses; 
• Evaluating submissions solely in accordance with the criteria established in the 

solicitation; 
• Maintaining confidentiality throughout the evaluation process; 
• Avoiding actual or perceived conflicts of interest; 
• Documenting evaluation activities and scoring as required; and 
• Supporting the development of award recommendations. 
• Refraining from communications with proposers outside the procedures 

established by Purchasing Administration. 

Evaluation Committee members shall conduct evaluations independently, objectively, 

and in a manner that promotes fairness, consistency, and procurement integrity. 

Prior to participating in an evaluation, Evaluation Committee members shall complete 

and submit the confidentiality and conflict-of-interest certifications required and 

administered by Purchasing Administration and comply with all applicable procurement 

requirements. 

III.8 Employees and Officials 

All City employees and officials involved in procurement activities shall comply with this 

Policy and conduct procurement activities in an ethical, impartial, and professional 

manner. Employees and officials shall avoid actual or perceived conflicts of interest, 

protect confidential information, support fair and open competition, and promote the 

responsible stewardship of public resources. 
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SECTION IV - ETHICAL STANDARDS AND PROCUREMENT INTEGRITY 

Purpose 

The purpose of this Section is to establish the ethical standards and professional conduct 

expectations governing procurement activities conducted on behalf of the City of 

McDonough. These standards promote integrity, accountability, transparency, and public 

confidence in the City's procurement process. 

All procurement activities shall be conducted in accordance with this Policy and applicable 

laws and in a manner that promotes fairness, transparency, impartiality, and ethical 

decision-making and ensures decisions are made solely in the best interests of the City 

and its residents. 

Employees, officials, contractors, consultants, evaluation committee members, and any 

individual participating in procurement activities shall adhere to the standards 

established in this Section. 

IV.1 General Standards of Conduct 

Employees, officials, Evaluation Committee members, contractors, consultants, and 

others participating in procurement activities shall act impartially, objectively, ethically, 

and in a manner that promotes fairness and integrity throughout the procurement 

process. Participants shall avoid actual or perceived conflicts of interest, protect 

confidential and proprietary information, promote fair and open competition, exercise 

sound business judgment, and safeguard public resources. 

Procurement decisions shall be based solely upon legitimate business considerations, 

applicable evaluation criteria, and the best interests of the City. 

IV.2 Conflicts of Interest 

No employee, official, consultant, contractor, or Evaluation Committee member shall 

participate in a procurement activity when an actual or perceived conflict of interest exists. 

A conflict of interest may exist when an individual: 

• Has a financial interest in a vendor, contractor, or procurement outcome; 
• Has a personal, family, or business relationship that could influence, or appear to 

influence, procurement decisions; 
• Receives compensation, gifts, favors, or other benefits from a current or 

prospective vendor; 
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• Maintains outside employment, business interests, or affiliations that may impair 
impartial judgment; or 

• Has any other interest that could compromise, or reasonably appear to 
compromise, objectivity or independence. 

Any employee, official, consultant, contractor, or Evaluation Committee member with an 

actual, potential, or perceived conflict of interest shall promptly disclose the conflict to 

their supervisor and Purchasing Administration. 

Any individual with a conflict of interest shall recuse themselves from participation in the 

procurement process and shall not participate in discussions, evaluations, 

recommendations, negotiations, approvals, or other procurement-related decisions 

associated with the matter giving rise to the conflict. 

IV.3 Gifts, Gratuities, and Improper Influence 

Employees and officials shall not solicit, accept, or receive gifts, gratuities, favors, 

entertainment, meals, travel, services, loans, discounts, or anything of value from any 

current or prospective vendor when such acceptance could influence, or appear to 

influence, procurement decisions. 

Promotional items of nominal value, as permitted by applicable City policy or ethics 

requirements, that are distributed broadly as part of normal business marketing practices 

may be accepted provided they do not create an actual or perceived conflict of interest. 

Under no circumstances shall gifts or gratuities be accepted in exchange for favorable 

treatment, preferential consideration, confidential information, or procurement-related 

decisions. 

IV.4 Confidentiality and Procurement Integrity 

Individuals participating in procurement activities shall protect confidential information 

and preserve the integrity of the procurement process. Confidential information shall be 

used only for authorized business purposes and shall not be disclosed except as authorized 

by law, court order, public records requirements, or applicable City policy. 

Confidential information may include: 
• Vendor submissions; 
• Evaluation materials and scoring documents; 
• Procurement strategies and planning documents; 
• Proprietary information; 
• Trade secrets; 
• Negotiation discussions and communications; and 
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• Other non-public procurement records. 

Individuals shall not use confidential information for personal gain, to provide an unfair 

competitive advantage, or in any manner that compromises the integrity of the 

procurement process. 

IV.5 Fair and Open Competition 

The City is committed to promoting fair and open competition in procurement activities. 

No employee, official, or participant shall intentionally restrict competition, provide 

preferential treatment, manipulate procurement requirements, or otherwise act in a 

manner that unfairly advantages or disadvantages any vendor. 

Procurement specifications, scopes of work, and evaluation criteria shall be developed to 

encourage competition and obtain the best value for the City. 

IV.6 Unauthorized Procurement Activity 

Employees and officials shall not: 

• Commit City funds without proper authority; 
• Execute contracts without required approvals; 
• Independently issue solicitations without Purchasing involvement; 
• Circumvent procurement requirements; 
• Artificially divide procurements to avoid competition thresholds; 
• Direct vendors to begin work without proper authorization; or 
• Otherwise engage in unauthorized procurement activities. 

Unauthorized procurements may result in denial of payment, corrective action, 

disciplinary action, or other remedies deemed appropriate by the City. 

IV.7 Vendor Relations 

The City shall maintain professional, ethical, and impartial relationships with vendors 

and shall treat all vendors fairly and consistently throughout the procurement process. 

City representatives shall not provide preferential treatment, share non-public 

information, disclose competitor information, create unfair competitive advantages, or 

otherwise engage in conduct that compromises procurement integrity. 

During active solicitations, vendor communications shall be conducted through 

Purchasing or the designated procurement contact identified in the solicitation. 
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IV.8 Evaluation Committee Ethics 

Evaluation Committee members shall: 
• Maintain confidentiality; 
• Avoid conflicts of interest; 
• Evaluate submissions solely on published criteria; 
• Refrain from discussing evaluations outside the authorized process; 
• Complete required conflict-of-interest and confidentiality certifications; and 
• Conduct evaluations objectively and independently. 
• 

Failure to comply with evaluation requirements may result in removal from the  

Evaluation Committee. 

IV.9 Reporting Ethical Concerns 

Employees, officials, vendors, and members of the public are encouraged to report 

suspected violations of procurement laws, regulations, policies, ethical standards, fraud, 

waste, abuse, conflicts of interest, or other improper procurement activities. 

Reports shall be submitted through appropriate supervisory channels, Purchasing, 

Human Resources, Legal Counsel, the City Administrator, or other authorized reporting 

mechanisms. 

The City shall review reported concerns and take appropriate action when warranted. 

IV.10 Accountability and Enforcement 

Violations of this Policy may result in one or more of the following actions, as 

determined appropriate by the City: 

• Corrective action; 
• Removal from procurement activities; 
• Contract cancellation or termination; 
• Vendor suspension or debarment; 
• Disciplinary action; 
• Referral to law enforcement or regulatory authorities; and 
• Other remedies authorized by law, ordinance, or City policy. 

The City may pursue any available administrative, contractual, legal, or regulatory 

remedies necessary to protect the integrity of its procurement processes and the 

responsible stewardship of public resources. 
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SECTION V - PROCUREMENT METHODS 

Purpose 

The purpose of this Section is to establish the procurement methods authorized for use by 

the City of McDonough and to provide a framework for selecting the appropriate 

procurement method based upon the nature, complexity, estimated value, and 

requirements of the procurement. 

The City shall utilize procurement methods that promote competition, transparency, 

accountability, best value, and the responsible stewardship of public funds. 

Purchasing shall determine the appropriate procurement method in accordance with this 

Policy and the Procurement Thresholds and Approval Matrix. 

V.1 General Procurement Requirements 

All procurement activities shall be conducted in accordance with this Policy and shall 

promote fair and open competition to the greatest extent practicable. Procurement 

activities shall be properly documented, utilize the procurement method determined by 

Purchasing, comply with applicable funding requirements, and support the City's 

operational and financial objectives. 

The City shall not intentionally divide, fragment, or structure procurements for the purpose 

of avoiding competition requirements, procurement thresholds, approval authority 

requirements, Council approval requirements, or other provisions of this Policy. 

The procurement method selected shall be based on the estimated total value of the 

procurement, the complexity of the requirement, market conditions, procurement risk, 

funding requirements, and other applicable legal or regulatory requirements. 

Procurement thresholds and approval authorities are established in Appendix A – 

Procurement Thresholds and Approval Matrix. 

V.2 Small Purchases 

Small purchases are procurements that fall within the Small Purchase threshold 

established by the City and identified in Appendix A – Procurement Thresholds and 

Approval Matrix. 

Competition is encouraged whenever practicable and consistent with the City's 

operational needs. 

Small purchases shall be conducted in accordance with the requirements established in 

this Policy and Appendix A. 
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V.3 Informal Written Quotes 

Informal Written Quotes (IWQ) may be utilized when the estimated value of a 

procurement falls within the threshold established for informal competition as identified 

in Appendix A – Procurement Thresholds and Approval Matrix. 

Purchasing may solicit written quotations from qualified vendors to promote competition 

and obtain the best value for the City. 

Informal Written Quote procurements shall be conducted in accordance with the 

requirements established in this Policy, Appendix A, and any applicable administrative 

procedures. 

V.4 Invitation to Bid (ITB) 

An Invitation to Bid (ITB) may be utilized when: 

• Specifications can be clearly defined; 

• Requirements can be evaluated using objective and measurable criteria; and 

• Award is expected to be based on the lowest responsive and responsible bid after 

consideration of responsiveness, responsibility, and price in accordance with this 

Policy and applicable law. 

Contracts resulting from an ITB shall generally be awarded to the lowest responsive and 

responsible bidder unless otherwise authorized by law, the solicitation, or this Policy. 

V.5 Request for Proposals (RFP) 

A Request for Proposals (RFP) may be utilized when factors other than price are 
necessary to evaluate the qualifications, technical approach, experience, methodology, or 
overall value offered by proposers. 

Evaluation criteria may include: 
• Qualifications; 
• Experience; 
• Technical approach; 
• Project understanding; 
• Past performance; 
• Price; and 
• Other factors identified in the solicitation. 

Contracts resulting from an RFP may be awarded to the proposer whose proposal 

represents the best value to the City, based on the evaluation criteria established in the 

solicitation. 
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V.6 Request for Qualifications (RFQ) 

A Request for Qualifications (RFQ) may be utilized when the City seeks to evaluate a firm's 

qualifications, relevant experience, technical expertise, and demonstrated capabilities 

prior to requesting pricing or selecting a consultant or contractor. 

An RFQ may be used independently or as part of a multi-step procurement process, 

including processes in which qualifications are evaluated prior to the issuance of a Request 

for Proposals or other procurement method. 

V.7 Invitation to Negotiate (ITN) 

An Invitation to Negotiate (ITN) may be utilized when negotiations are expected to play a 

significant role in determining the final contract terms, scope of services, pricing, risk 

allocation, or overall solution. 

The City may negotiate with one or more responsive and responsible offerors in 

accordance with the requirements of the solicitation and this Policy. 

V.8 Multi-Step Procurements 

The City may utilize multi-step procurement methods when the Purchasing Agent or 
Purchasing Administration determines that a multi-phase evaluation or qualification 
process is appropriate based on the complexity, risk, or nature of the procurement. 

Examples of multi-step procurement methods may include: 
• Requests for Qualifications followed by Requests for Proposals; 
• Prequalification processes; 
• Shortlisting procedures; and 
• Other phased procurement approaches are determined appropriate by Purchasing. 

V.9 Cooperative Purchasing 

The City may utilize cooperative purchasing, which is the procurement of goods or services 

through competitively awarded contracts established by another governmental entity or 

cooperative purchasing organization, including state contracts, cooperative purchasing 

organizations (such as Sourcewell or OMNIA Partners), piggyback contracts, and other 

cooperative procurement vehicles, when permitted by law and determined to be in the 

best interest of the City. 

Prior to utilizing a cooperative procurement vehicle, Purchasing shall verify that the 

procurement was conducted through an appropriate competitive process and satisfies 

applicable legal, contractual, and procurement requirements. 
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V.10 Sole Source Procurement 

A sole source procurement may be authorized when only one vendor is reasonably capable 

of providing the required goods or services and no reasonable alternative source exists. 

Sole source procurements shall: 
• Be fully documented; 
• Include a written sole source justification; 
• Demonstrate the absence of reasonable competition; and 
• Receive appropriate review and approval in accordance with this Policy. 

The existence of a preferred vendor, prior relationship, convenience, or familiarity with a 

vendor shall not, by itself, constitute a valid sole source justification. 

V.11 Emergency Procurement 

Emergency procurements may be authorized when an immediate threat exists to public 

health, safety, welfare, critical operations, regulatory compliance, or public property and 

immediate action is necessary to protect the interests of the City. 

Emergency procurements shall: 
• Be limited to the goods, services, or work necessary to address the emergency 

conditions; 
• Be documented using the City's Emergency Procurement Justification Form; 
• Be reviewed by Purchasing as soon as practicable following the emergency action; 
• Be approved in accordance with applicable authority and reporting requirements; 

and 
• Be supported by documentation sufficient to demonstrate the nature of the 

emergency and the necessity of the procurement. 

Emergency procurement authority shall not be used to avoid competition requirements, 

to circumvent procurement procedures, or to compensate for inadequate planning. 

Following the emergency procurement, the Using Department shall promptly notify 

Purchasing Administration and submit all supporting documentation, including the 

emergency justification, purchase documentation, invoices, approvals, and any other 

records necessary to document the procurement. Purchasing Administration shall review 

the procurement for compliance with this Policy, ensure the procurement file is complete, 

and coordinate any required reporting or ratification in accordance with applicable City 

procedures. 

V.12 Procurement Method Determination 
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Purchasing shall have the authority to determine the appropriate procurement method for 

a procurement activity based upon the estimated value, procurement objectives, 

complexity of the requirements, market conditions, competition considerations, funding 

requirements, risk factors, and applicable legal or regulatory requirements. 

Purchasing may recommend an alternative procurement method when determined to be 

in the best interest of the City and consistent with applicable laws, regulations, and this 

Policy. 

SECTION VI - SOLICITATION, EVALUATION, AND AWARD 

Purpose 

The purpose of this Section is to establish the City's requirements for conducting 

competitive procurement activities, evaluating vendor responses, and awarding contracts 

in a fair, transparent, competitive, and accountable manner. 

The City shall conduct solicitations in a manner that promotes full and open competition, 

protects the integrity of the procurement process, and supports the selection of vendors 

that provide the best value to the City. 

VI.1 Solicitation Authority 

All formal solicitations shall be administered through Purchasing. 

No department, employee, or official shall independently prepare for release, issue, 
advertise, publish, release, or otherwise administer a solicitation on behalf of the City 
without authorization from Purchasing Administration. 

Purchasing shall be responsible for: 
• Solicitation planning and administration; 
• Solicitation scheduling and coordination; 
• Procurement-related communications; 
• Issuance of addenda and solicitation modifications; 
• Receipt and safeguarding of submissions; and 
• Maintaining procurement files and solicitation documentation in 

accordance with the City's records retention requirements. 

Purchasing shall serve as the City's official point of contact for all formal solicitation 

activities unless otherwise authorized by this Policy. 

VI.2 Solicitation Planning 

Prior to the issuance of a solicitation, Purchasing Administration and the Using 

Department shall collaborate to define project objectives, develop scopes of work or 
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specifications, establish evaluation criteria, identify contractual requirements and 

incorporate insurance and bonding requirements established by the City or Legal Counsel, 

as applicable, establish procurement schedules, and assess procurement risks. 

Solicitations shall be structured to promote competition, support transparency, and 

obtain the best value for the City. 

VI.3 Advertising and Public Notice 

Purchasing Administration shall coordinate the publication of required public notices for 

competitive procurement opportunities in accordance with applicable law and City 

procedures. 

Public notice may be provided through the Georgia Procurement Registry (GPR), the City 

website, newspaper publication, vendor notifications, cooperative procurement 

platforms, or other methods determined appropriate for the procurement. 

The advertising period shall be sufficient to promote meaningful competition and provide 

vendors adequate time to prepare and submit responsive proposals or bids. 

VI.4 Pre-Bid and Pre-Proposal Conferences 

Purchasing may conduct pre-bid conferences, pre-proposal conferences, site visits, or 

other informational meetings when determined to be in the best interest of the City. 

Such meetings may be used to review solicitation requirements, clarify project objectives, 

discuss procurement schedules, address vendor questions, and promote a common 

understanding of the City's requirements. 

Any attendance requirements, whether mandatory or optional, shall be clearly identified 

within the solicitation documents. 

VI.5 Vendor Communications 

Purchasing shall serve as the City's official point of contact during active solicitations. 

Vendors shall direct all solicitation-related questions, requests for clarification, and other 

communications to the designated procurement contact identified in the solicitation. 

Departments, Evaluation Committee members, elected officials, and other City 

representatives shall refrain from engaging in unauthorized communications with 

vendors regarding active solicitations. 
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Unauthorized communications may result in the disqualification of a vendor, removal of 

an Evaluation Committee member, cancellation of a procurement action, or other 

remedies deemed appropriate by the City. 

VI.6 Addenda and Clarifications 

Purchasing may issue addenda, clarifications, modifications, or other written 

communications as necessary during the solicitation process. 

Addenda issued by Purchasing shall become part of the solicitation and shall be binding 

upon all respondents. 

Only written addenda issued by Purchasing may modify solicitation requirements, 

specifications, schedules, terms, conditions, or other solicitation provisions. 

Verbal statements, interpretations, explanations, or representations made by City 

representatives shall not modify or otherwise alter solicitation requirements. 

VI.7 Receipt and Safeguarding of Responses 

Purchasing Administration shall establish and maintain written procedures governing the 

receipt, safeguarding, documentation, and control of vendor submissions in accordance 

with the Procurement Governance Framework (Appendix B) and any related 

administrative procedures. 

Responses received after the submission deadline shall not be accepted unless otherwise 

authorized by applicable law or expressly permitted by the solicitation. 

Purchasing shall maintain custody and control of solicitation responses until the 

appropriate public opening, evaluation process, or other authorized procurement activity 

has commenced. 

VI.8 Responsiveness Review 

Prior to evaluation, Purchasing Administration shall review submissions to determine 

responsiveness to the material requirements of the solicitation. 

A response may be determined non-responsive if it: 
• Fails to comply with material solicitation requirements; 
• Omits required information, certifications, forms, or other required 

documentation; 
• Contains material exceptions, conditions, or deviations from the solicitation 

requirements; 
• Fails to acknowledge required addenda; or 
• Otherwise fails to satisfy the material requirements of the solicitation. 
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The City may waive minor informalities, irregularities, or technical deficiencies when 
determined to be in the best interest of the City and permitted by applicable law. 

VI.9 Evaluation Committees 

When an Evaluation Committee is required, Purchasing Administration shall establish 
the committee in coordination with the Using Department. The Using Department shall 
recommend members possessing the appropriate technical expertise, and Purchasing 
Administration shall ensure the committee is appropriately constituted in accordance 
with this Policy. 

Evaluation Committees may be used for solicitations involving qualifications-based 
selection, Requests for Proposals (RFPs), Invitation to Negotiate (ITNs), Design-Build 
procurements, or other procurement methods requiring qualitative evaluation. 

Evaluation Committee members shall: 
• Possess relevant subject matter expertise; 
• Complete all required confidentiality and conflict-of-interest certifications; 
• Evaluate submissions independently, objectively, and solely in accordance with 

the evaluation criteria established in the solicitation; 
• Maintain confidentiality throughout the evaluation process; and 
• Comply with all applicable procurement requirements and evaluation procedures. 

Purchasing Administration shall provide committee members with evaluation 

instructions, scoring materials, and applicable procurement requirements before 

evaluations begin. 

VI.10 Evaluation Criteria 

Solicitation responses shall be evaluated solely on the criteria identified in the solicitation 

documents. 

Evaluation criteria may include: 
• Qualifications; 
• Experience; 
• Technical capabilities; 
• Project approach and understanding; 
• Past performance; 
• Price; 
• Financial stability; 
• References; and 
• Other factors determined relevant to the procurement and identified in the 

solicitation. 
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The City may consider any evaluation factor identified in the solicitation when 
determining the most advantageous response and making an award recommendation. 

VI.11 Discussions and Negotiations 

When authorized by the solicitation, the City may conduct discussions, interviews, 

presentations, demonstrations, reference checks, site visits, negotiations, or other 

evaluation activities determined appropriate for the procurement. 

Purchasing shall coordinate and document discussions and negotiations conducted as 

part of the procurement process. 

Discussions and negotiations shall be conducted fairly, consistently, and in accordance 

with the requirements of the solicitation and applicable procurement requirements. 

VI.12 Recommendation for Award 

Upon completion of the evaluation process, Purchasing shall prepare or coordinate the 

preparation of a recommendation for award. 

Award recommendations shall be based upon: 
• Evaluation results; 
• Solicitation requirements; 
• Vendor responsibility and qualifications; 
• Procurement documentation; and 
• The best interests of the City. 

Award recommendations shall be appropriately documented and maintained within the 

official procurement file. 

VI.13 Award Approval 

Procurement awards shall be approved in accordance with the approval authority 

requirements established by this Policy and the Procurement Thresholds and Approval 

Matrix. 

Awards requiring Mayor and Council approval shall not become effective and no 

contract shall be executed until the required approval has been obtained. 

VI.14 Notice of Intent to Award 

The City may issue a Notice of Intent to Award following completion of the evaluation 

process and approval of an award recommendation, when applicable. 
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A Notice of Intent to Award shall not constitute contract execution, create any contractual 

rights, or authorize work to begin. The City may cancel, modify, suspend, or withdraw a 

Notice of Intent to Award when determined to be in the best interest of the City. 

VI.15 Debriefings 

Purchasing may provide debriefings to unsuccessful respondents upon written request 

and in accordance with applicable procurement procedures. 

Debriefings are intended to: 
• Promote transparency; 
• Improve vendor understanding of the procurement process; and 
• Encourage future competition and participation in City procurements. 

Debriefings shall not include confidential information, proprietary information, trade 

secrets, Evaluation Committee deliberations, scoring information not subject to 

disclosure, or any information prohibited from disclosure by law. 

VI.16 Reservation of Rights 

The City may, at its sole discretion and to the extent permitted by applicable law, exercise 

any of the following rights: 

• Reject any or all responses; 
• Waive minor informalities, irregularities, or technical deficiencies; 
• Cancel a solicitation at any time; 
• Re-solicit procurement requirements; 
• Request clarifications or additional information from respondents when 

permitted by the solicitation; 
• Conduct discussions, interviews, presentations, demonstrations, reference 

checks, site visits, or negotiations when authorized; 
• Award contracts in whole or in part; 
• Make multiple awards when determined to be in the best interest of the City; 

and 
• Take any other action determined to be in the best interest of the City and 

consistent with applicable laws, regulations, and procurement requirements. 

The exercise of any right described in this Section shall not create any obligation or 

liability on the part of the City. 
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SECTION VII - CONTRACTS AND CONTRACT ADMINISTRATION 

Purpose 

The purpose of this Section is to establish the requirements governing the review, approval, 
execution, administration, amendment, renewal, and closeout of contracts entered into by the 
City of McDonough. 

Effective contract administration is essential to ensuring procurement objectives are 

achieved, contractual obligations are fulfilled, vendor performance is monitored, public 

funds are protected, and contractual risks are appropriately managed. 

All contracts shall be administered in a manner that promotes accountability, 

transparency, compliance, and the responsible stewardship of public resources. 

VII.1 Contract Formation and Execution 

No contract shall be binding upon the City unless executed by an individual authorized 

to act on behalf of the City and all required approvals have been obtained. 

All contracts shall: 
• Be supported by appropriate procurement documentation; 
• Comply with applicable laws, regulations, ordinances, and City requirements; 
• Be reviewed in accordance with the City's Contract Routing Workflow; 
• Be approved by the appropriate authority; 
• Be supported by available funding; and 

• Clearly define the rights, responsibilities, and obligations of the parties. 

No employee, official, or representative of the City shall authorize a vendor to begin 
work, provide services, deliver goods, or incur costs on behalf of the City prior to 
completion of all required approvals and execution of the agreement. 

VII.2 Contract Review Requirements 

Contracts shall be reviewed, as applicable, by the Using Department, Purchasing 
Administration, Finance, Legal Counsel, and the City Administrator prior to execution in 
accordance with the City's Contract Routing Workflow. 
Contract review may include: 

• Procurement compliance review; 
• Funding verification; 
• Legal sufficiency review; 
• Risk assessment; 
• Insurance review; 
• Bonding requirements; 
• Grant compliance requirements; and 
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• Verification of approval authority. 

The level of review required shall be based upon the nature, complexity, value, and risk 

associated with the agreement. 

VII.3 Contract Routing 

All procurement contracts, contract amendments, renewals, extensions, memoranda of 

understanding (MOUs), intergovernmental agreements (IGAs), cooperative purchasing 

agreements, and other procurement-related legally binding instruments shall be routed 

in accordance with the City's Contract Routing Workflow. 

Purchasing Administration shall maintain the City's Contract Routing Workflow. The 

Contract Routing Workflow shall establish the City's standard process for contract review, 

approval, execution, and record management and shall be followed by all departments for 

procurements governed by this Policy. 

VII.4 Insurance and Bonding Requirements 

The City may require vendors to provide insurance coverage, performance bonds, payment 

bonds, letters of credit, or other financial assurances as determined appropriate. 

Insurance and bonding requirements shall be based upon: 
• Procurement risk; 
• Nature of services; 
• Contract value; 
• Construction requirements; 
• Regulatory requirements; and 
• Protection of the City's interests. 

Failure to maintain required insurance or bonding may constitute grounds for contract 

suspension, termination, or other remedies available to the City. 

VII.5 Contract Administration 

The Using Department shall serve as the primary contract administrator for procurement 
contracts supporting its departmental operations unless another contract administrator 
is designated by the City. 

Contract administration responsibilities include: 
• Monitoring contractor performance; 
• Verifying deliverables and contract milestones; 
• Ensuring compliance with contract terms and requirements; 
• Reviewing and approving invoices in accordance with City procedures; 
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• Coordinating inspections, testing, acceptance, or other verification activities; 
• Identifying and documenting performance issues; 
• Maintaining departmental contract records; and 
• Coordinating contract amendments, renewals, and closeout activities through 

Purchasing. 
• Promptly notifying Purchasing Administration of contract performance issues, 

amendments, renewals, defaults, or potential claims. 

Contract administration shall be conducted throughout the life of the agreement to 

ensure contractual obligations are fulfilled, performance expectations are achieved, and 

the City's interests are protected. Contract amendments, renewals, extensions, and 

contract closeout activities shall be coordinated through Purchasing Administration in 

accordance with this Policy. 

VII.6 Vendor Performance Management 

The Using Department shall monitor vendor performance throughout the term of the 

contract to ensure compliance with contractual requirements, achievement of expected 

outcomes, and protection of the City's interests. Purchasing Administration shall be 

notified of significant performance issues, defaults, disputes, or other matters that may 

require contractual action. 

Performance monitoring may include consideration of the quality of work, timeliness of 

performance, compliance with contract requirements and specifications, customer 

service, responsiveness, safety performance, regulatory compliance, and overall contract 

management effectiveness. 

The City may maintain vendor performance records and may consider such information 

in future procurement activities when permitted by applicable law and procurement 

requirements. 

VII.7 Contract Amendments 

The Using Department shall identify the need for contract amendments. Purchasing 

Administration shall coordinate the preparation, review, and processing of contract 

amendments in accordance with this Policy and the City's Contract Routing Workflow. 

Contract amendments shall be utilized when modifications to an existing agreement 

are necessary. Amendments may include scope modifications, pricing adjustments, 

schedule changes, additional services, administrative corrections, or other authorized 

modifications. 

All contract amendments shall: 
• Be documented in writing; 
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• Include appropriate justification; 
• Be reviewed and approved in accordance with the City's delegated approval 

authority established in Appendix A, including approval by the City 
Administrator, Mayor, or Mayor and Council, as applicable; and 

• Be incorporated into the official procurement file and routed to the City Clerk 

for inclusion with the executed contract record, as applicable. 

VII.8 Contract Renewals and Extensions 

Contract renewals and extensions shall be processed in accordance with the terms of 

the original agreement and applicable City requirements. 

Prior to approving a contract renewal or extension, the Using Department, in 

coordination with Purchasing Administration, shall evaluate vendor performance, 

continued operational need, funding availability, market conditions, and whether 

renewal remains in the best interest of the City. 

Contract renewals and extensions shall be reviewed and approved in accordance with 

the City's delegated approval authority established in Appendix A and the City's 

Contract Routing Workflow. 

VII.9 Change Orders 

A change order is a written amendment to an executed contract that modifies the scope 

of work, contract price, schedule, quantities, or other contract terms during contract 

performance. Change orders may be used when authorized by the contract and 

approved in accordance with this Policy and the City's delegated approval authority. 

Construction contracts and other agreements requiring modifications during contract 

performance may utilize change orders when authorized by the contract and approved 

in accordance with applicable authority requirements. 

Change orders shall: 
• Be documented in writing; 

• Clearly describe the modification to the contract; 

• Include the justification for the change; 

• Identify any changes to the contract amount or completion schedule; 

• Be reviewed and approved in accordance with the City's delegated approval 

authority and Contract Routing Workflow; and 

• Be incorporated into the official procurement file. 

• Include verification that sufficient funding is available, when the change order 

affects the contract amount; 
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Change orders shall not be used to circumvent procurement requirements, 
approval authority requirements, or applicable competition requirements. 

VII.10 Intergovernmental Agreements (IGAs) and Memoranda of 

Understanding (MOUs) 

Intergovernmental Agreements (IGAs) and Memoranda of Understanding (MOUs) 

involving financial obligations, procurement implications, shared services, cooperative 

activities, contractual commitments, or other operational impacts shall be reviewed in 

accordance with this Policy. 

Such agreements shall be routed through Purchasing, Finance, Legal Counsel, and other 

stakeholders, as appropriate, prior to execution. 

The review process shall ensure compliance with applicable laws, proper authorization, 

identification of financial and operational impacts, clear documentation of roles and 

responsibilities, and protection of the City's interests. 

VII.11 Contract Records and Retention 

Departments may maintain working files and copies of contract-related records to 

support contract administration. Purchasing Administration shall maintain the official 

procurement file, and the City Clerk shall maintain the City's official repository of 

executed contracts and other official City records in accordance with applicable 

records retention requirements and City policy. 

The procurement file may include procurement documentation, solicitation records, 

award records, insurance certificates, bonds, contract amendments, renewals, 

performance documentation, correspondence, and other supporting records 

associated with the procurement and administration of the agreement. 

Records shall be maintained in accordance with applicable records retention 

requirements, public records requirements, and City policies. 

VII.12 Contract Closeout 

Upon completion or termination of a contract, the Using Department shall coordinate 

with Purchasing to complete contract close-out activities. 

Contract close-out activities may include verification of contract completion, final 

acceptance of deliverables, resolution of outstanding issues, final payment processing, 

documentation of vendor performance, and completion of required contract records. 
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Contract closeout shall ensure that contractual obligations have been satisfied, all 

required documentation has been completed, and procurement records are complete 

and available for audit, legal, and records retention purposes. 

SECTION VIII - SPECIAL PROCUREMENT CATEGORIES 

Purpose 

The purpose of this Section is to establish additional requirements applicable to 

specialized procurement categories that may involve unique regulatory requirements, 

professional standards, technical considerations, funding restrictions, or heightened 

procurement risk. 

Unless specifically modified by this Section, all special procurement categories 

shall remain subject to the requirements of this Policy. 

VIII.1 Grant-Funded Procurements 

Procurements funded in whole or in part through federal, state, local, or private grant 

programs shall comply with this Policy, grant award conditions, funding agency 

requirements, applicable laws and regulations, and any additional requirements 

imposed by the granting authority. 

Where grant requirements are more restrictive than City requirements, the more 

restrictive requirements shall govern. 

Departments administering grant-funded projects shall coordinate with Purchasing and 

Finance during procurement planning and throughout the procurement process to 

ensure compliance with all applicable requirements. 

Failure to comply with grant procurement requirements may result in funding 

disallowances, repayment obligations, audit findings, suspension of funding, or loss of 

grant funding. 

VIII.2 Professional Services 

Professional services may include services requiring specialized knowledge, education, 

certification, licensing, technical expertise, professional judgment, or advisory 

capabilities. 

Examples of professional services may include engineering, architectural, legal, financial 

advisory, auditing, consulting, planning, information technology consulting, and other 

professional or technical services requiring specialized expertise. 

Page 37 of 84 

Procurement Policy 
 

 
 



Professional service procurements may utilize qualifications-based selection, Requests 

for Proposals (RFPs), Requests for Qualifications (RFQs), negotiations, or other 

procurement methods determined appropriate by Purchasing. 

Selection of professional service providers shall consider qualifications, experience, 

expertise, past performance, project understanding, and overall value to the City. 

VIII.3 Construction and Public Works Procurements 

Construction and public works procurements may include new construction, 

renovations, building improvements, infrastructure projects, utility projects, roadway 

projects, site development activities, and other construction-related work. 

Depending upon the nature and risk of the project, construction procurements may 

require bid security, performance bonds, payment bonds, insurance coverage, 

contractor licensing verification, regulatory compliance measures, and other contractual 

protections determined appropriate by the City. 

Construction projects shall be coordinated among the Using Department, Purchasing, 

Finance, Legal Counsel, and other stakeholders as appropriate to ensure compliance 

with procurement requirements, contract requirements, and project objectives. 

VIII.4 Technology Procurements 

Technology procurements may include software, Software-as-a-Service (SaaS) solutions, 

hardware, telecommunications systems, cloud-based services, cybersecurity solutions, 

technology infrastructure, and other information technology-related acquisitions. 

Depending upon the nature of the procurement, technology procurements may require 

additional review related to cybersecurity, data privacy, data ownership, system 

integration, licensing terms, maintenance and support requirements, business 

continuity considerations, disaster recovery capabilities, and long-term operational 

impacts. 

Purchasing shall coordinate technology procurements with Information Technology 

personnel and other stakeholders, as appropriate, to ensure technical requirements, 

security considerations, operational needs, and contractual requirements are adequately 

addressed. 

VIII.5 Real Property Acquisition and Disposition 

The acquisition, lease, sale, exchange, or disposition of real property may involve legal, 

financial, appraisal, negotiation, approval, and due diligence requirements, including 
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approval by the Mayor and Council when required by the City Charter, ordinances, or 
other applicable law. 

Real property transactions subject to this Policy shall be coordinated, as applicable, with 

the Using Department, Legal Counsel, Finance, the City Administrator, and the Mayor 

and Council when required by the City Charter, ordinances, or other applicable law. 

Nothing in this Policy shall supersede any Charter provision, ordinance, statutory 

requirement, or other legal authority governing real property transactions. 

VIII.6 Emergency Response and Disaster Procurements 

Emergency response and disaster-related procurements may require expedited 

procurement actions to protect public health, safety, welfare, infrastructure, operations, 

critical services, or public property. 

When emergency conditions exist, the City may utilize emergency procurement 

procedures established by this Policy. 

Emergency procurements shall: 
• Be limited to the scope necessary to address the emergency condition; 
• Be appropriately documented and supported by sufficient justification; 
• Be reported to Purchasing Administration immediately upon stabilization of 

the emergency condition and reviewed by Purchasing Administration as soon 
as practicable thereafter. 

• Comply with applicable approval requirements; and 
• Comply with any applicable funding, reimbursement, grant, or disaster 

assistance requirements. 

Emergency procurements anticipated to be reimbursed through federal, state, 

insurance, grant, or other funding sources shall be documented and administered in 

accordance with the applicable funding requirements, this Policy, and any additional 

documentation or reporting requirements established by applicable law or funding 

guidance. 

VIII.7 Environmentally Preferable Purchasing 

The City may consider environmentally preferable products, services, equipment, and 

technologies when such purchases support operational objectives, are practicable, and 

provide best value to the City. 

Factors that may be considered include energy efficiency, resource conservation, 

sustainability, lifecycle costs, waste reduction, recycled content, and overall 

environmental impact. 
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Nothing in this Section shall require the City to purchase environmentally preferable 

products or services when doing so is not practical, cost-effective, operationally 

appropriate, or in the best interest of the City. 

VIII.8 Special Procurement Determinations 

Purchasing may establish administrative procedures, guidance, forms, and other 

implementation requirements for specialized procurement categories when necessary to 

address regulatory requirements, improve procurement outcomes, mitigate procurement 

risk, support operational effectiveness, or ensure compliance with applicable laws, 

regulations, grant requirements, and funding conditions. 

Such procedures and guidance shall be consistent with the intent and requirements of this 

Policy and shall not conflict with applicable laws, ordinances, or governing authority 

directives. 

SECTION IX - COMPLIANCE, RECORDS, AND AUDIT 

Purpose 

The purpose of this Section is to establish requirements for procurement compliance, 

records management, audit readiness, protests, corrective actions, and accountability. 

The City is committed to maintaining procurement processes that are transparent, 

properly documented, auditable, and compliant with applicable laws, regulations, funding 

requirements, and City policies. 

Procurement activities shall be conducted in a manner that supports public trust, 

operational effectiveness, and the responsible stewardship of public resources. 

IX.1 Procurement Compliance 

All procurement activities shall be conducted in accordance with this Policy, applicable 

federal and state laws and regulations, grant and funding requirements, City ordinances 

and resolutions, administrative procedures, and applicable contractual obligations. 

Departments, employees, officials, consultants, contractors, and other participants 

involved in procurement activities are responsible for complying with applicable 

procurement requirements. 

Compliance with procurement requirements shall be a condition of participation in 

procurement activities conducted on behalf of the City. 
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IX.2 Procurement Records 

Purchasing shall maintain the official procurement record for procurements conducted 

under this Policy. 

Procurement files shall be maintained in a manner that supports transparency, 

accountability, audit readiness, public records compliance, contract administration, and 

organizational continuity. 

Procurement records shall include documentation appropriate to the procurement 

method and complexity and may include, as applicable: Procurement Intake Requests, 

solicitation documents, addenda, vendor submissions, evaluation documentation, award 

recommendations, Council approvals, executed agreements, amendments and renewals, 

procurement correspondence, performance documentation, and other supporting records 

associated with the procurement process. 

Procurement records shall be maintained in accordance with applicable records retention 

requirements, public records requirements, and City policies. 

IX.3 Contract Records 

Purchasing Administration shall maintain the procurement file and copies of executed 

contracts for procurements governed by this Policy. The City Clerk shall maintain the 

official repository of executed contracts and other official City records in accordance with 

applicable records retention requirements and City policy. 

Departments may maintain working files and copies of contract-related records to support 

contract administration. Purchasing Administration shall maintain the official 

procurement file for procurements governed by this Policy. The City Clerk shall maintain 

the City's official repository of executed contracts and other official records in accordance 

with applicable records retention requirements and City policy. Purchasing 

Administration may maintain working copies of executed contracts as part of the 

procurement file. 

The official executed contract maintained by the City Clerk shall serve as the City's 

authoritative record for legal, administrative, audit, public records, and records retention 

purposes. 

IX.4 Records Retention 

Procurement and contract records shall be retained in accordance with applicable federal 

requirements, state requirements, grant funding requirements, records retention 

schedules, and City policies. 
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When multiple retention requirements apply, the longest applicable retention period shall 
govern. 

Records subject to litigation, audit, investigation, public records requests, claims, 

disputes, or other legal holds shall not be destroyed until authorized to do so. 

IX.5 Procurement Protests 

Interested parties may submit written protests to Purchasing Administration concerning 
a solicitation, proposed award, or procurement action when permitted by applicable law, 
the solicitation, and City requirements. 
Procurement protests shall: 

• Be submitted in writing; 
• Clearly identify the basis for the protest; 
• Include supporting documentation; 
• Be submitted within the timeframes established by the solicitation or 

applicable administrative procedures; and 
• Be submitted to Purchasing Administration, which shall acknowledge receipt 

and coordinate the protest review process in accordance with this Policy. 

Purchasing shall coordinate the review of procurement protests and may consult with 

Legal Counsel, the Using Department, the City Administrator, or other stakeholders, as 

appropriate, in evaluating the protest and developing a recommendation for resolution. 

Following completion of the review, Purchasing Administration shall submit its 

recommendation to the City Administrator or other designated approving authority for a 

final written determination, unless otherwise required by law or the solicitation. The City 

may establish administrative procedures governing protest review, resolution, and appeal 

processes. 

IX.6 Vendor Suspension and Debarment 

The City may suspend or debar a vendor from participating in procurement 

opportunities when determined to be in the best interest of the City and consistent with 

applicable legal requirements. 

Grounds for suspension or debarment may include: 
• Fraud, misrepresentation, or other dishonest conduct; 
• Criminal conduct related to business activities or public contracting; 
• Collusion, bid-rigging, or other anti-competitive practices; 
• Contract default or failure to perform contractual obligations; 
• Repeated poor performance; 
• Ethical violations; 
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• Failure to comply with applicable laws, regulations, or procurement 
requirements; or 

• Other actions determined to adversely affect the City's interests. 

Suspension or debarment actions shall be documented and administered in accordance 

with applicable legal requirements and any administrative procedures established by the 

City. 

IX.7 Compliance Reviews 

Purchasing may conduct procurement compliance reviews to evaluate adherence to this 

Policy, applicable procurement requirements, and established procurement procedures. 

Compliance reviews may include procurement file reviews, contract reviews, 

documentation reviews, threshold compliance reviews, purchasing card reviews, grant 

procurement reviews, and other procurement-related assessments determined 

appropriate by Purchasing. 

Departments shall cooperate with compliance reviews and provide requested information, 

records, and documentation when necessary. 

IX.8 Audit Authority 

Procurement activities may be subject to review, examination, monitoring, or audit by 

internal auditors, external auditors, granting agencies, regulatory agencies, governmental 

oversight entities, or other authorized reviewers. 

Departments, Purchasing, Finance, and other stakeholders shall cooperate fully with audit 

activities and provide access to records, documentation, systems, and information as 

required. 

IX.9 Corrective Actions 

When procurement deficiencies, non-compliance issues, audit findings, internal control 

weaknesses, or process deficiencies are identified, the City may implement corrective 

actions. 

Corrective actions may include: 
• Additional documentation requirements; 
• Process improvements; 
• Training and education requirements; 
• Enhanced procurement review or oversight; 
• Contract modifications; 
• Administrative actions; and 
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• Other actions determined necessary to improve compliance, strengthen 
internal controls, and reduce procurement risk. 

Corrective actions shall be designed to strengthen procurement operations, improve 

compliance, mitigate risk, and promote continuous improvement. 

IX.10 Reporting and Monitoring 

Purchasing may develop procurement performance measures, reports, dashboards, 

metrics, and other monitoring tools to support procurement transparency, operational 

performance measurement, compliance monitoring, strategic planning, budget 

development, and continuous improvement. 

Procurement reporting and performance information may be provided to City leadership, 

Finance, Administration, Mayor and Council, or other stakeholders, as appropriate. 

The City may utilize procurement reporting and performance data to identify trends, 

support decision-making, improve procurement operations, and strengthen 

accountability. 

IX.11 Accountability 

All individuals participating in procurement activities are accountable for complying with 

the requirements established by this Policy. 

Failure to comply with procurement requirements may result in one or a combination of 
the following, as appropriate: 

• Corrective action, including required training, process improvements, 
corrective documentation, or other measures necessary to address identified 
procurement deficiencies; 

• Procurement delays; 
• Additional review or oversight requirements; 
• Removal or limitation of procurement authority; 
• Contract review, suspension, or cancellation; 
• Disciplinary action; 
• Vendor suspension or debarment; and 
• Other remedies authorized by law, ordinance, or City policy. 

The City Administrator, in consultation with Purchasing Administration and other 

appropriate departments, may authorize appropriate corrective actions to protect public 

resources, maintain procurement integrity, strengthen internal controls, and ensure 

compliance with applicable laws, regulations, and City policy. 

IX.12 Continuous Improvement 
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The City is committed to continuous improvement of its procurement program. 

Purchasing shall periodically review procurement practices, procedures, thresholds, 

forms, workflows, and governance structures to identify opportunities for improvement 

and enhance organizational effectiveness. 

Recommendations for policy revisions, procedural updates, and operational 

enhancements may be submitted to City leadership as necessary to support evolving 

operational needs and procurement best practices. 

APPENDIX A 

PROCUREMENT THRESHOLDS AND APPROVAL MATRIX 

Purpose 

This table establishes the procurement thresholds that govern the procurement method, 

minimum competition requirements, required approvals, and documentation standards 

for procurement activities conducted by the City of McDonough. All procurements shall be 

conducted in accordance with this Policy and applicable federal, state, and local laws. 

Procurement Thresholds Table 
 

Dollar Threshold 
Procurement  

Method 

Competition /  

Documentation  

Requirements 

Required Approval Authority 

$0 – $2,500 Micro Purchase 

Competition is  

encouraged when  

practical. No quotations  

are required; however,  

departments shall  

determine and document  

that pricing is fair and  

reasonable; P-Card may  

be used where applicable 

Department 

$2,501 – $10,000 Small Purchase 

One written quote or  

documented price  

comparison. 

Department + Finance 

$10,001 – $25,000 
Informal  

Procurement 

Minimum of three (3)  

quotes required and  

documented 

Department + Procurement +  

Finance + City Administrator,  

Mayor and Council as required 
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Dollar Threshold 
Procurement  

Method 

Competition /  

Documentation  

Requirements 

Required Approval Authority 

$25,001 and above 

Formal  

Procurement -  

ITB, RFP, or  

RFQ (as  

determined by 

 _____________  

Procurement)  __   

Competitive solicitation 

required 

Department + Procurement +  

Finance + City Administrator,  

Mayor and Council as required 

 

Special Procurement Methods 
 

Procurement  

Type 
Classification Requirement 

Required Approval  

Authority 

Sole Source 
Non- 

Competitive 

Justification required (Appendix 

B) 

Procurement + Finance + 
City Administrator (as 

required) 

Emergency 

Procurement 

Non- 

Competitive 

Emergency justification 

required; competition obtained 

where practicable 

Procurement + Finance + 

City Administrator 

(ratification as required) 

Cooperative 

Purchasing 

Non- 

Competitive 

Must be from a valid 

governmental cooperative  

contract   

Procurement + Finance + 

City Administrator (as 

required)   
 

General Requirements 

Procurement thresholds establish the minimum requirements for competition, 

approvals, and documentation. Procurement Administration shall determine the 

appropriate procurement method based on the nature, complexity, estimated value, and 

overall best interest of the City. 

Departments shall not independently select procurement methods or engage vendors 

outside of established procurement procedures. All procurement activities shall be 

initiated through the Procurement Intake Process and conducted in accordance with 

this Policy. 

Splitting purchases to circumvent procurement thresholds, competition requirements, 

or approval authorities is strictly prohibited and may result in disciplinary action. 
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Nothing in this table shall limit the authority of Procurement Administration to require a 

more competitive procurement method or additional documentation when deemed 

necessary to protect the best interests of the City. 

All procurement activities shall be conducted in a manner that promotes fairness, 

open and fair competition, transparency, accountability, and the responsible 

stewardship of public funds. 

*Purchasing consultation is encouraged for all procurements and may be required 

when contract execution, grant funding, technology acquisitions, construction 

services, or special procurement circumstances exist. 

PROCUREMENT METHOD AUTHORITY 

Purchasing shall have authority to determine the most appropriate procurement method 

based upon: 

• Estimated value; 

• Complexity of requirements; 

• Market conditions; 

• Nature of goods or services; 

• Risk to the City; 

• Funding source requirements; and 

• Applicable laws and regulations. 

SPECIAL PROCUREMENT REQUIREMENTS 

The following procurements shall require Purchasing review regardless of dollar amount: 

• Grant-funded procurements; 

• Construction projects; 

• Professional services procurements; 

• Information technology and software acquisitions; 

• Cooperative purchasing agreements; 

• Sole source procurements; 

• Emergency procurements; 

• Intergovernmental agreements involving expenditures or procurement 

implications; and 

• Contracts requiring legal review or execution by authorized City officials. 

COUNCIL APPROVAL REQUIREMENTS 

Mayor and Council approval shall be required when: 
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• Required by City Charter; 

• Required by City Ordinance; 

• Required by funding source requirements; 

• Required by contract terms; 

• Required by administrative direction; or 

• The estimated procurement value exceeds established Council approval 

thresholds. 

EMERGENCY PROCUREMENTS 

Emergency procurements may be authorized in accordance with Section V.11 of this Policy 

when an immediate threat exists to public health, safety, welfare, critical operations, or 

public property. 

Emergency procurements shall: 

• Be limited to the scope necessary to address the emergency; 

• Be documented using the City's Emergency Procurement Justification Form; 

• Be reviewed by Purchasing as soon as practicable; and 

• Be presented for ratification or approval, as applicable, in accordance with the 

City's delegated approval authority and Approval Authority Matrix (Appendix 

A). 

SOLE SOURCE PROCUREMENTS 

Sole source procurements shall require: 

• Written justification; 

• Documentation supporting the sole source determination; 

• Purchasing review; and 

• Approval in accordance with the City's delegated approval authority and 

Approval Authority Matrix (Appendix A). 

THRESHOLD REVIEW 

Procurement thresholds shall be periodically reviewed by Purchasing Administration, 

Finance, and the City Administrator to ensure continued effectiveness and alignment with 

operational needs, market conditions, and industry best practices. Recommended 

changes to procurement thresholds shall be submitted to the Mayor and Council for 

approval when amendments to this Policy are required. 
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APPENDIX B 

PROCUREMENT GOVERNANCE FRAMEWORK 

Purpose 

The Procurement Governance Framework establishes the City's standardized 

procurement process and defines the required coordination between Using Departments, 

Purchasing, Finance, Legal, and City Leadership throughout the procurement lifecycle. 

The purpose of this framework is to ensure procurement activities are properly planned, 

competitively executed, adequately documented, and conducted in accordance with 

applicable laws, City policies, and sound public procurement practices. 

Procurement Governance Model 

The City of McDonough operates under a centralized procurement model. Procurement 

activities shall be coordinated through Purchasing and conducted in collaboration with 

the requesting department, Finance, Legal, and other stakeholders as appropriate. 

No procurement action shall proceed outside of the established procurement process. 

Procurement Lifecycle 

Step 1 – Identification of Need 

The Using Department identifies an operational, programmatic, capital, maintenance, 

grant-funded, or service-related need. 

Responsibilities: 

• Define the business need. 

• Identify anticipated funding source. 

• Develop preliminary project requirements. 

• Engage Purchasing as early as practicable. 

Step 2 – Procurement Intake 

The Using Department submits a Procurement Intake Request Form to Purchasing. 

Responsibilities: 

• Complete Procurement Intake Request Form. 

• Provide preliminary scope of work, specifications, or project description. 

• Identify anticipated budget and funding source, and estimated project or 

procurement cost. 
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• Provide desired project schedule. 

Purchasing shall review the request for completeness and determine next steps. 

Step 3 – Procurement Review and Planning 

Purchasing Administration conducts an initial procurement review and coordinates 

planning activities in consultation with the Finance Director, as appropriate, to confirm 

procurement strategy, funding availability, and fiscal considerations. 

Responsibilities: 

• Confirm procurement requirements. 

• Review estimated value. 

• Determine applicable procurement thresholds. 

• Identify appropriate procurement method. 

• Consult with the Finance Director, as appropriate, regarding funding 

availability, budget considerations, and procurement strategy. 

• Coordinate with Legal as necessary. 

Step 4 – Funding Verification 

Funding availability and budget authorization shall be verified before a Procurement 

Intake Request is submitted to Purchasing Administration. 

Responsibilities: 

• Confirm budget availability. 

• Confirm grant funding requirements, if applicable. 

• Verify funding source and account information. 

• Obtain all required departmental and budget approvals prior to submission to 

Purchasing Administration. 

Step 5 – Solicitation Development 

Purchasing Administration and the Using Department shall collaboratively develop the 

solicitation documents. The Using Department shall prepare the technical scope of work 

and recommended evaluation criteria, while Purchasing Administration shall review the 

solicitation for procurement compliance, consistency, and adherence to this Policy. 

Responsibilities: 

• Finalize specifications or scope of work. 

• Develop and finalize evaluation criteria prior to issuance of the solicitation. 
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• Establish the procurement schedule. 

• Prepare the solicitation package, including the draft contract or agreement, as 

applicable. 

Step 6 – Solicitation and Competition 

Purchasing administers the competitive procurement process. 

Responsibilities: 

• Advertise solicitation. 

• Manage vendor communications. 

• Conduct pre-bid or pre-proposal conferences, when appropriate or required by 

the solicitation. 

• Issue addenda. 

• Receive and safeguard submissions. 

Step 7 – Evaluation and Selection 

Responses shall be evaluated in accordance with the published evaluation criteria and 

requirements established in the solicitation. 

Purchasing Administration Responsibilities include: 

• Convene evaluation committee when applicable. 

• Review responsiveness. 

• Evaluate qualifications and proposals. 

• Conduct negotiations if authorized. 

• Prepare recommendation for award. 

Step 8 – Award Recommendation and Approval 

Awards shall be approved in accordance with the City's delegated approval authority and 

Approval Authority Matrix (Appendix A). 

Responsibilities: 

• Prepare award recommendation documentation. 

• Obtain required approvals. 

• Present to Mayor and Council when required. 

Step 9 – Contract Routing and Execution 
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Following award approval, Purchasing Administration shall coordinate the review, 

routing, and execution of the agreement in accordance with the City's Contract Routing 

Workflow and applicable Approval Authority Matrix. 

Purchasing Administration Responsibilities: 

• Incorporate approved revisions to the draft agreement resulting from 

negotiations, addenda, legal review, or Council action, as applicable. 

• Verify that all required contract documents, certifications, insurance, bonds, 

and supporting documentation have been received prior to execution, as 

applicable. 

• Coordinate contract routing and required departmental reviews in accordance 

with the City's Contract Routing Workflow. 

• Coordinate submission to the Mayor and Council for approval, when required 

by the City's delegated approval authority. 

• Coordinate execution of the agreement by the contractor and the City's 

authorized City signatory. 

• Distribute the fully executed agreement to the Using Department, Finance, the 

City Clerk, and other appropriate stakeholders. 

• Maintain the official procurement file. 

Step 10 – Contract Administration 

The Using Department shall serve as the primary contract administrator unless otherwise 

designated. 

Using Department Responsibilities include: 

• Monitor contractor performance. 

• Verify deliverables. 

• Review and approve invoices in accordance with the City's requisition, 

accounts payable, and financial approval procedures. 

• Coordinate amendments and renewals through Purchasing. 

• Document contractor performance issues. 

Step 11 – Contract Closeout 

Upon completion, expiration, or termination of the contract, Purchasing Administration 

and the Using Department shall coordinate contract closeout in accordance with this 

Policy and applicable records retention requirements. 

Responsibilities: 
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• Confirm with the Using Department that all contractual obligations, 

deliverables, and performance requirements have been satisfactorily 

completed. 

• Verify that all required payments have been processed in accordance with City 

procedures. 

• Complete all required contract closeout documentation in accordance with the 

City's contract administration procedures. 

• Maintain records in accordance with applicable records retention 

requirements. 

Council Agenda Review Requirement 

Prior to submission to the City Clerk for placement on a Mayor and Council agenda, the 

originating department shall submit any agenda item involving purchases, contracts, 

procurement actions, emergency procurements, grant-funded acquisitions, cooperative 

purchases, intergovernmental agreements with financial implications, solicitations, or 

contract amendments to Purchasing Administration for procurement review. 

Purchasing Administration shall review the agenda item for compliance with this Policy 

and applicable procurement requirements before it is submitted to the City Clerk for 

placement on the Mayor and Council agenda. 

Purpose 

This requirement ensures procurement compliance, promotes transparency, strengthens 

internal controls, and supports informed decision-making by City leadership. 
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APPENDIX C 

PROCUREMENT INTAKE WORKFLOW 

Purpose 

The Procurement Intake Workflow establishes the City's standardized process for 

initiating procurement activities and engaging Purchasing at the earliest practical stage 

of project planning. 

The purpose of this workflow is to improve coordination, ensure compliance with 

procurement requirements, verify funding availability, and promote efficient 

procurement planning and execution. 

Policy Requirement 

All departments shall engage Purchasing prior to: 

• Contacting vendors regarding procurement opportunities; 

• Issuing solicitation documents; 

• Obtaining quotes or proposals exceeding delegated purchasing authority; 

• Presenting procurement-related items to the City Administrator, Mayor and 

Council, or other governing authority; 

• Executing contracts or agreements; or 

• Initiating grant-funded procurement activities. 

Departments shall submit a Procurement Intake Request Form before beginning any 

procurement activity expected to exceed the small purchase threshold or otherwise 

require Purchasing involvement. 

PROCUREMENT INTAKE PROCESS 

STEP 1 – IDENTIFICATION OF NEED 

The Using Department identifies a need for goods, services, construction, professional 

services, technology, equipment, or other procurement-related requirements. 

Department Responsibilities: 

• Define the business need; 

• Identify operational objectives; 

• Determine estimated timeline; 

• Identify potential funding source; 

• Gather preliminary information. 
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Deliverable: 

Procurement need identified. 

STEP 2 – PROCUREMENT INTAKE REQUEST 

The Using Department submits a Procurement Intake Request Form to Purchasing. 

Minimum Information Required: 

• Department name; 

• Project title; 

• Description of need; 

• Estimated value; 

• Funding source; 

• Desired completion date; 

• Department contact person; 

• Preliminary scope of work or specifications (if available). 

Deliverable: 

Completed Procurement Intake Request Form. 

STEP 3 – PROCUREMENT REVIEW 

Purchasing reviews the request and determines the appropriate procurement path. 

Purchasing Responsibilities: 

• Review request completeness; 

• Assess procurement requirements; 

• Evaluate estimated value; 

• Identify procurement risks; 

• Determine whether competition is required; 

• Identify required approvals. 

Deliverable: 

Procurement strategy recommendation. 

STEP 4 – FUNDING VERIFICATION 

Funding shall be verified before procurement activities proceed. 

Responsibilities: 
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Using Department: 

• Confirm budget availability.  

Finance: 

• Verify funding source; 

• Verify account availability; 

• Verify grant funding requirements when applicable. 

Deliverable: 

Funding confirmation. 

STEP 5 – PROCUREMENT PLANNING 

Purchasing and the Using Department jointly develop the procurement strategy. 

Activities May Include: 

• Scope development; 

• Specification development; 

• Market research; 

• Procurement method determination; 

• Solicitation schedule development; 

• Evaluation criteria development; 

• Risk assessment. 

Deliverable: 

Approved procurement plan. 

STEP 6 – PROCUREMENT EXECUTION 

Purchasing administers the approved procurement process. 

Examples: 

• Informal Written Quotes; 

• Invitation to Bid (ITB); 

• Request for Proposal (RFP); 

• Request for Qualifications (RFQ); 

• Invitation to Negotiate (ITN); 

• Cooperative Procurement; 

• Sole Source Procurement; 
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• Emergency Procurement. 

Deliverable: 

Completed procurement process. 

STEP 7 – AWARD AND CONTRACTING 

Following completion of the procurement process: 

• Award recommendation prepared; 

• Required approvals obtained; 

• Contract finalized; 

• Contract executed. 

Deliverable: 

Executed agreement. 

STEP 8 – CONTRACT ADMINISTRATION 

The Using Department serves as contract owner and is responsible for monitoring 

performance.  

Responsibilities: 

• Monitor deliverables; 

• Verify invoices; 

• Document performance; 

• Coordinate amendments through Purchasing; 

• Coordinate renewals through Purchasing. 

Deliverable: 

Successful contract performance. 

PROCUREMENT INTAKE DECISION GUIDE 

Departments SHALL submit a Procurement Intake Request when: 

• A competitive solicitation may be required; 

• Professional services are needed; 

• Construction services are needed; 

• Technology purchases are contemplated; 

• Grant funds are involved; 

• Contract execution will be required; 
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• City Council approval may be required; 

• The procurement exceeds established purchasing authority. 

Departments SHOULD consult Purchasing whenever uncertainty exists regarding 

procurement requirements. 

No procurement action shall proceed until Purchasing has reviewed the procurement 

request and determined the appropriate procurement method. 
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APPENDIX D 

SOLICITATION WORKFLOW 

Purpose 

This workflow establishes the City's standardized process for conducting competitive 

procurements and ensures consistency, transparency, fairness, and compliance 

throughout the solicitation lifecycle. 

The solicitation process shall be administered by Purchasing in coordination with the 

requesting department and other stakeholders as necessary. 

SOLICITATION WORKFLOW 

STEP 1 – PROCUREMENT INTAKE AND PROJECT INITIATION 

• Department identifies need. 

• Procurement Intake Request submitted. 

• Funding verified. 

• Procurement method determined. 

Deliverable: 

Approved procurement strategy. 

STEP 2 – PROCUREMENT PLANNING 

Purchasing and the Using Department collaborate to: 

• Develop scope of work or specifications. 

• Identify evaluation criteria. 

• Determine procurement schedule. 

• Establish contract requirements. 

• Identify insurance and bonding requirements. 

Deliverable: 

Completed solicitation package. 

STEP 3 – SOLICITATION DEVELOPMENT 

Purchasing Administration prepares solicitation documents including: 

• Invitation to Bid (ITB); 

• Request for Proposal (RFP); 
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• Request for Qualifications (RFQ); 

• Invitation to Negotiate (ITN); or 

• Other approved procurement method. 

Deliverable: 

Final solicitation document. 

STEP 4 – SOLICITATION ADVERTISEMENT 

Purchasing shall advertise and publicly issue the solicitation in accordance with 

applicable requirements.  

Activities may include: 

• Georgia Procurement Registry (GPR); 

• City website; 

• Vendor notification; 

• Newspaper advertisement; 

• Other authorized advertising methods. 

Deliverable: 

Public solicitation release. 

STEP 5 – PRE-BID / PRE-PROPOSAL CONFERENCE 

When appropriate, Purchasing may conduct a pre-bid or pre-proposal conference. 

Purpose: 

• Review solicitation requirements. 

• Clarify project expectations. 

• Address procedural questions. 

• Promote vendor understanding. 

Deliverable: 

Conference documentation and attendance record. 

STEP 6 – ADDENDA AND CLARIFICATIONS 

Purchasing shall serve as the official point of contact throughout the solicitation process. 

Activities: 

• Receive vendor questions. 
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• Coordinate responses. 

• Issue addenda. 

• Modify solicitation documents when required. 

Deliverable: 

Official solicitation clarifications. 

STEP 7 – RECEIPT OF RESPONSES 

Purchasing shall receive and safeguard all solicitation responses. 

Activities: 

• Verify submission deadlines. 

• Secure submissions. 

• Conduct opening procedures as applicable. 

• Maintain procurement records. 

Deliverable: 

Official response log. 

STEP 8 – EVALUATION 

Purchasing coordinates the evaluation process. 

Activities: 

• Conduct responsiveness review. 

• Convene Evaluation Committee when applicable. 

• Facilitate scoring. 

• Document evaluation results. 

• Conduct discussions or negotiations when authorized. 

Deliverable: 

Completed evaluation record. 

STEP 9 – AWARD RECOMMENDATION 

Purchasing prepares the recommendation for award. 

Activities: 

• Verify evaluation results. 

• Prepare award documentation. 
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• Coordinate approval routing. 

Deliverable: 

Award recommendation package. 

STEP 10 – APPROVALS 

Approvals shall be obtained in accordance with the City's approval authority 

requirements. 

Approvals may include: 

• Department Director; 

• Finance; 

• City Administrator; 

• Mayor and Council; 

• Other authorized officials. 

Deliverable: 

Approved award. 

STEP 11 – CONTRACT EXECUTION 

Following approval: 

• Contract finalized. 

• Legal review completed as necessary. 

• Signatures obtained. 

• Contract recorded and maintained.  

Deliverable: 

Executed agreement. 

STEP 12 – PROCUREMENT CLOSEOUT 

Purchasing shall maintain the official procurement file. 

Procurement files shall include: 

• Solicitation documents; 

• Addenda; 

• Responses; 

• Evaluation documentation; 
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• Award records; 

• Executed agreements; and 

• Other supporting documentation. 

Deliverable: 

Complete procurement file. 

SOLICITATION GOVERNING PRINCIPLES 

All solicitations shall be conducted in a manner that promotes: 

• Fair and open competition; 

• Transparency; 

• Accountability; 

• Ethical procurement practices; 

• Best value procurement; and 

• Responsible stewardship of public funds. 
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APPENDIX E 

CONTRACT ROUTING WORKFLOW 

Purpose 

This workflow establishes the City's standardized process for reviewing, approving, 

executing, and administering contracts, agreements, amendments, renewals, and other 

legally binding instruments. 

The purpose of this workflow is to ensure contracts are properly reviewed, approved, 

documented, executed, and maintained in accordance with City policies, applicable 

laws, and sound governance practices. 

Policy Requirement 

No contract, agreement, amendment, renewal, memorandum of understanding (MOU), 

intergovernmental agreement (IGA), purchase agreement, professional services 

agreement, construction agreement, or other legally binding document shall be executed 

on behalf of the City without completion of the required review and approval process. 

All contracts with procurement implications shall be routed through Purchasing prior to 

execution. 

CONTRACT ROUTING PROCESS 

STEP 1 – CONTRACT INITIATION 

Contracts may originate from: 

• Competitive solicitations; 

• Cooperative purchasing agreements; 

• Sole source procurements; 

• Emergency procurements; 

• Grant-funded procurements; 

• Intergovernmental agreements; 

• Professional service engagements; or 

• Other authorized procurement activities. 

Deliverable: 

Draft agreement or proposed contract. 

STEP 2 – DEPARTMENT REVIEW 
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The Using Department reviews the proposed agreement to confirm: 

• Business need; 

• Scope of services; 

• Deliverables; 

• Performance expectations; 

• Funding availability; and 

• Operational requirements.  

Department Responsibilities: 

• Verify agreement supports departmental needs. 

• Confirm scope accuracy. 

• Identify contract administrator. 

Deliverable: 

Department approval to proceed. 

STEP 3 – PURCHASING REVIEW 

Purchasing reviews the agreement to ensure compliance with procurement 

requirements. 

Purchasing Responsibilities: 

• Verify procurement method. 

• Verify competition requirements. 

• Verify award documentation. 

• Confirm approval authority requirements. 

• Review contract consistency with solicitation documents. 

• Confirm procurement file completeness. 

Deliverable: 

Procurement compliance review completed. 

STEP 4 – FINANCE REVIEW 

Finance reviews the agreement for fiscal compliance. 

Finance Responsibilities: 

• Verify funding availability. 

• Verify account information. 
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• Confirm budget authorization. 

• Identify fiscal impacts. 

Deliverable: 

Financial review completed. 

STEP 5 – LEGAL REVIEW 

Legal Counsel reviews the agreement for legal sufficiency. 

Legal Responsibilities: 

• Review contractual terms and conditions. 

• Review indemnification provisions. 

• Review insurance requirements. 

• Review dispute resolution provisions. 

• Identify legal risks. 

Deliverable: 

Legal review completed. 

STEP 6 – ADMINISTRATIVE REVIEW 

The City Administrator reviews the agreement as appropriate. 

Responsibilities: 

• Confirm organizational alignment. 

• Review operational impacts. 

• Confirm compliance with City objectives. 

• Approve or recommend action. 

Deliverable: 

Administrative approval completed. 

STEP 7 – MAYOR AND COUNCIL REVIEW (WHEN REQUIRED) 

Contracts requiring governing authority approval shall be presented to Mayor and 

Council. 

Examples may include: 

• Contracts exceeding delegated authority; 

• Construction contracts; 
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• Professional services agreements; 

• Intergovernmental agreements; 

• Major technology procurements; 

• Long-term contractual obligations; and 

• Other agreements requiring Council authorization. 

Deliverable: 

Council action completed. 

STEP 8 – CONTRACT EXECUTION 

Following approval: 

• Signatures obtained. 

• Contract executed. 

• Effective date established. 

• Contract distributed to stakeholders. 

Deliverable: 

Executed contract. 

STEP 9 – CONTRACT RECORD MANAGEMENT 

Purchasing shall maintain the official contract record. 

Contract files shall include: 

• Procurement documentation; 

• Evaluation records; 

• Award documentation; 

• Insurance certificates; 

• Bonds (if applicable); 

• Executed agreement; 

• Amendments; 

• Renewals; and 

• Related correspondence. 

Deliverable: 

Official contract file established. 

STEP 10 – CONTRACT ADMINISTRATION 

Page 67 of 84 

Procurement Policy 
 

 
 



The Using Department shall serve as the contract owner unless otherwise designated. 

Responsibilities: 

• Monitor performance. 

• Verify deliverables. 

• Approve invoices. 

• Document deficiencies. 

• Coordinate amendments and renewals through Purchasing. 

Deliverable: 

Contract successfully administered. 

CONTRACT AMENDMENTS AND RENEWALS 

All contract amendments, change orders, renewals, extensions, and modifications 

shall be routed through the same review process applicable to the original agreement. 

No amendment or renewal shall be executed without: 

• Department review; 

• Purchasing review; 

• Finance review (when applicable); 

• Legal review (when applicable); and 

• Required approvals. 

COUNCIL AGENDA REVIEW REQUIREMENT 

Any Council agenda item involving: 

• Contract awards; 

• Contract amendments; 

• Contract renewals; 

• Memoranda of Understanding (MOUs); 

• Intergovernmental Agreements (IGAs); 

• Cooperative purchasing agreements; 

• Professional services agreements; 

• Construction contracts; or 

• Other procurement-related agreements 

shall be reviewed by Purchasing prior to placement on a Council agenda. 

Purpose 
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This requirement promotes procurement compliance, strengthens internal controls, 

improves transparency, and ensures City leadership receives complete and accurate 

procurement information prior to taking action. 
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APPENDIX F 

PROCUREMENT ROLES AND RESPONSIBILITIES MATRIX (RACI) 

Purpose 

This Roles and Responsibilities Matrix establishes accountability and defines the roles 

of City departments and stakeholders throughout the procurement lifecycle. 

Definitions 

R = Responsible 

Performs the work required to complete the activity.  

A = Accountable 

Has final ownership and decision-making authority for the activity.  

C = Consulted 

Provides input, expertise, or review before action is taken.  

I = Informed 

Receives notification or status updates regarding the activity. 

PROCUREMENT GOVERNANCE ROLES AND RESPONSIBILITIES MATRIX 
 

Procurement Activity 
Using 

Department 
Purchasing 

Finance  

Director/  

Finance 

Legal 
City 

Administrato
r 

Mayor and  

Council 

Identify Need R/A I I I I I 

Submit Procurement 

Intake Request 
R/A I I I I I 

Development Scope of 

Work/Specifications 
R/A C I I I I 

Verify Funding 

Availability 
C I R/A I I I 

Determine Procurement 

Method 
C R/A C I I I 
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Approve Procurement 

Strategy 
I R C I A I 

Prepare Solicitation 

Documents 
C R/A I C I I 

Advertise Solicitation I R/A I I I I 

Conduct Pre-Bid/Pre-

Proposal Conference 
C R/A I I I I 

Issue Addenda I R/A I C I I 

Receive and Safeguard 

Responses 
I R/A I I I I 

Evaluate Responses R A I I I I 

Facilitate Evaluation 

Process 
C R/A I I I I 

Conduct Negotiations C R/A I C I I 

Prepare Award 

Recommendation 
C R/A I I I I 

Review Contract Terms I R I A I I 

Review Insurance 

Requirements 
C R I C I I 

Execute Contract  

Routing Process 
I R/A C C I I 

Approve Contract  

Within Delegated  

Authority 

I C C C A I 
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Approve Contract  

Requiring Council  

Action 

I C C C C A 

Execute Contract I I I I C 

A (Mayor 

when 

applicable) 

Administer Contract R/A C I I I I 

Monitor Vendor 

Performance 
R/A C I I I I 

Process Contract 

Amendments 
R A C C I I 

Process Contract 

Renewals 
R A C C I I 

Manage Procurement 

Records 
I R/A I I I I 

Conduct Procurement 

Compliance Reviews 
I R/A C I I I 

Prepare Procurement-  

Related Council Agenda 

Items 

R C C I A I 

Review Procurement-  

Related Council Agenda 

Items 

I R/A C C C I 

Council Agenda Review Requirement 

Prior to submission for placement on a City Council agenda, all procurement-related 

actions shall be reviewed by Purchasing to ensure compliance with City procurement 

requirements, approval authorities, documentation standards, and applicable 

procurement methods. 

This requirement applies to: 
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• Purchases and procurements; 

• Requests for Proposals (RFPs); 

• Invitations to Bid (ITBs); 

• Requests for Qualifications (RFQs); 

• Emergency procurements; 

• Cooperative purchasing actions; 

• Contract awards; 

• Contract amendments and renewals; 

• Grant-funded procurements; and 

• Intergovernmental agreements involving financial commitments or 

procurement implications. 

Failure to route procurement-related actions through Purchasing prior to Council 

consideration may result in delays, additional review requirements, or return of the item 

for procurement compliance review. 
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Appendix G – Standard Procurement Forms 

Purpose 

The following standard forms may be used to support procurement activities conducted 

under this Policy. Purchasing Administration may revise, add, or retire forms as 

necessary to improve procurement operations without requiring an amendment to this 

Policy. 

Use of a particular form shall be based on the procurement method, contract type, 

applicable laws, funding requirements, and administrative procedures. 

Standard Procurement Forms 
 

Form Purpose Prepared By 

Procurement Intake Request 

Form 

Initiates procurement 

requests and provides project 

information. 

Using Department 

Emergency Procurement  

Justification Form 

Documents the basis for  

emergency procurements. 
Using Department 

Sole Source Justification Form 

Documents justification for  

noncompetitive  

procurements. 

Using Department 

Cooperative Purchasing  

Verification Form 

Documents eligibility and due  

diligence for cooperative  

procurements. 

Purchasing  

Administration 

Evaluation Committee  

Confidentiality and Conflict of  

Interest Certification 

Confirms evaluator 

confidentiality and disclosure 

requirements. 

Evaluation Committee 

Members 

Evaluation Score Sheet 

Documents evaluation scores 

and committee 

recommendations. 

Evaluation Committee 

Notice of Award 
Documents award of the  

procurement. 

Purchasing  

Administration 
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Form Purpose Prepared By 

Notice of Intent to Award (when 

applicable) 

Provides notice prior to  

contract award. 

Purchasing  

Administration 

Notice of Cancellation 
Documents cancellation of a  

solicitation or procurement. 

Purchasing  

Administration 

Contract Routing Cover Sheet 

Tracks departmental review  

and approvals during contract  

routing. 

Purchasing  

Administration 

Contract Amendment Request 

Form 

Requests modifications to an 

existing agreement. 
Using Department 

Contract Renewal/Extension  

Request Form 

Requests contract renewals 

or extensions. 
Using Department 

Contract Closeout Checklist 

Documents completion of  

contract administration  

activities. 

Purchasing  

Administration /  

Using Department 
 

Administrative Authority 

Purchasing Administration may develop, revise, consolidate, or retire standard 

procurement forms as necessary to improve procurement administration and maintain 

compliance with applicable laws, regulations, and City requirements, provided such 

revisions do not conflict with this Policy. 
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Appendix H – Revision History 

Version Effective Date Description of Revision 
Approved 

By 

1.0 July 7, 2023 Original Procurement Policy adopted. 
Mayor and 

Council 

2.0 ____ __ 

Comprehensive revision of the 

Procurement Policy to establish centralized 

procurement governance; clarify the 

respective roles of the Finance Department, 

Purchasing Administration, Using 

Departments, Legal Counsel, the City Clerk, 

the City Administrator, and Mayor and 

Council; update procurement methods, 

solicitation and evaluation requirements, 

contract administration, records 

management, compliance controls, 

workflows, and standard procurement 

forms. 

Mayor and 

Council   

 

Revision Guidance 

This Procurement Policy shall be reviewed periodically by Purchasing Administration, the 

Finance Director, and the City Administrator to determine whether revisions are necessary 

due to changes in applicable laws, organizational structure, procurement best practices, or 

operational requirements. 

Policy amendments requiring changes to procurement authority, governance, or Council-

approved provisions shall be presented to the Mayor and Council for consideration and 

approval. 

Administrative updates to appendices, forms, internal procedures, or reference materials 

may be made as authorized by this Policy and applicable administrative procedures without 

requiring formal amendment of the Policy, unless otherwise required by law. 
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Section XI. DEFINITIONS 

For the purposes of this Procurement Policy, the following terms shall have the meanings 

set forth below. Additional definitions may be provided within specific sections of this 

Policy as necessary. 

Acquisition – The acquiring by contract with appropriated funds of supplies or services 

(including construction) by and for the use of government through purchase or lease, 

whether the supplies or services are already in existence or must be created, developed, 

demonstrated and evaluated. Acquisition begins at the point when using department 

needs are established and includes the description of requirements to satisfy using 

department’s needs, solicitation and selection of sources, award of contracts, contract 

financing, contract performance, contract administration, and those technical and 

management functions directly related to the process of fulfilling agency needs by 

contract. 

Addendum (Addenda) - A written modification or clarification issued by the City to a 

solicitation after its initial release and prior to the due date for responses. 

Agent - An Official, Employee, contracted or subcontracted Person who is 
authorized to act on behalf of the City of McDonough and represent their 
interests. 

Aggregate – The total amount of purchases for a single item or related group of items 

for a period of time, i.e., one (1) year, one (1) quarter, other period of time as determined 

by the City. 

Amendment – An agreed upon addition to, deletion from, correction or modification of 

a contract. 

Annual Contract - An agreement or Contract, typically for a specified duration, 
between a supplier and the City, to furnish Goods or Services usually of an 
indefinite quantity and delivery schedule, at unit prices provided for under the 
terms of the Contract. Also known as a term contract, annual agreement or 
requirements contract. 

Appeal - A specific written objection by an interested Person to a Request for 
Qualifications, a Request for Quotations, an Invitation for Bid, an Invitation to 
negotiate, a Request for Proposal, or an award or proposed award of a Contract, 
with the intention of receiving a remedial result. 
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Award - The formal decision by the City to enter into a contract with a vendor based on 

the results of a procurement process. 

Best and Final Offer (BAFO) - A revised proposal submitted by a vendor after  

negotiations or discussions, reflecting the vendor’s final terms, conditions, or pricing. 

Bidder– A person or entity submitting a bid or quote to the City for the supply of 
Goods or Services. 

Best Value - The most advantageous offer determined by evaluating price and other  

factors such as quality, experience, and performance, in accordance with the evaluation 

criteria stated in the solicitation. 

Bid (Sealed Bid) - A formal offer submitted in response to an Invitation for Bids (IFB), 

where award is typically made to the lowest responsive and responsible bidder. 

Buying Cooperative or Alliance – A group of public entity purchasers 
organized for the purpose of creating contracts or pricing agreements in order to 
take advantage of group or quantity buying discounts or special pricing from 
which members of the group can benefit. 

Capital Expenditure Item - A capital asset or expenditure item having a useful 
life expectancy of three (3) years or more and meeting capitalization thresholds 
established by the City’s financial policies. 

City - The City of McDonough, Georgia and, as the context warrants, those persons or  

bodies authorized to act on its behalf, including but not limited to the Council,  

Committees, and staff. 

Collusion - An agreement between two or more vendors to manipulate competition,  

pricing, or the outcome of a procurement process. 

Competitive Procurement - A procurement method that provides full and open  

competition among qualified vendors. 

Continuing Purchase Contract - A Contract procured under this policy with 
one or more Vendors based on general specifications and/or scope of work, for 
which award of specific scopes of work is intended periodically during the 
Contract term as the need arises. Pricing and/or rates may be defined in the 
original Contract or by Amendment at the time that specific scopes of work are 
awarded. 
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Contract - A legally binding agreement between the City and a vendor for the purchase 

of goods, services, construction, or professional services. 

Contract Amendment (Change Order) - A written modification to an existing  

contract that alters its terms, scope, price, or schedule. 

Contractor / Vendor / Supplier - Any individual, firm, or entity that provides goods 

or services to the City under a contract. 

Contract Extension - An Amendment to a Contract that includes an increase 
in the term of a Contract, for which no options to renew the Contract beyond the 
current expiration date exist. 

Contract Renewal – An exercise of an approved, existing option to increase the term of 
a Contract. Options to renew a Contract are often done in annual 
increments. 

Construction - The process of building, altering, improving or demolishing any 
public structure or building, or other public improvements of any kind to any real 
public property. The term “Construction” does not include the routine operation, 
repair and/or maintenance of existing structures, buildings or real property. 

Debarment - The exclusion of a vendor from participating in procurement opportunities 

for a specified period due to non-performance, misconduct, or other cause. 

Deliverables - Specific goods, services, or outputs required to be provided under a  

contract. 

Emergency - A situation that occurs suddenly and unexpectedly and demands 
immediate action to prevent delays which may vitally affect the health, safety or 
welfare of the public or City Employees and affects the continuation of services to 
the citizens, and/or serious loss or injury to the City. Emergency shall also mean 
a condition, malfunction, or occurrence in which the immediate procurement of 
an item (i.e. Good, Services, or Professional Service) is essential to comply with 
regulatory requirements. 

Emergency Procurement - A procurement made when there is an immediate threat 

to public health, safety, welfare, or property that requires expedited purchasing without 

following standard competitive procedures. 
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Employee - An individual drawing a salary or wage from the City whether on a full-time 

or part-time basis. The term shall encompass all members of the Council without regard 

to whether or not such individuals are compensated. A contracted third party shall be 

considered as an "employee" for the purposes of this Policy only. 

Encumbrance - The commitment of funds for a specific procurement prior to actual  

expenditure. 

Environmentally Preferable Good and Services – Good and Services that 
have a lesser or reduced negative effect on human health and the environment 
when compared with competitive Goods and Services that serve the same 
purpose. 

Evaluation Committee - A group of individuals designated to review, evaluate, and  

score proposals or qualifications submitted in response to a solicitation. 

Finance Director - The individual designated by the City to oversee the Finance  

Department and provide fiscal oversight related to procurement and financial  

administration. 

Formal Procurement - A procurement process that requires public advertisement, 

sealed responses, and formal evaluation procedures, typically based on established dollar 

thresholds. 

Gifts or Favors - Anything of value offered, given, solicited, or accepted that 
may improperly influence, or appear to influence, a procurement decision or 
official action. 

Goods or Commodities - Supplies, apparatus, materials, equipment and other 
forms of tangible personal property used by a City department in the 
accomplishment of its responsibilities. 

Governing Authority - The City official, department, board, or governing body 
authorized to approve or administer procurement or contractual actions on behalf of the 
City. 

Informal Procurement - A procurement process that does not require formal  

advertisement or sealed responses and may include written or verbal quotes. 

Informal Written Quotes (IWQ) - A procurement method utilizing written 
quotations obtained from vendors for goods or services where the type, scope, or 
estimated cost of the procurement does not require a formal solicitation process. 
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Invitation to Bid (ITB) - A formal solicitation method used when specifications are 
clearly defined and award is based primarily on price. 

Invitation to Negotiate (ITN) - A solicitation method used when the City intends to 

negotiate terms, conditions, or pricing with one or more vendors. 

Late Bid/Proposal - A Bid or proposal received after the time or date such bid 
or proposal was due, as stated in the Solicitation Documents. 

Life Cycle Cost Assessment - The comprehensive accounting of the total cost 
of ownership, including initial costs, energy and operational costs, longevity and 
efficacy of service and disposal costs. 

Liquidated Damages - Pre-determined damages specified in a contract to be paid by a 

vendor in the event of non-performance or delay. 

Multi-Step Solicitation - A procurement process conducted in phases, typically 

involving an initial qualification stage followed by a pricing or proposal stage. 

Multiple Award Schedule Contract - A Contract based upon one solicitation 
awarded to two or more Vendors to supply Goods or Services. 

Negotiated Award - A procurement made as the result of negotiations between 
the City and a Supplier, such as a Sole Source Procurement or Single Source 
Procurement or another instance, including competitive Invitation to Negotiate, 
where a Contract award based on direct negotiations with a Supplier of Goods or 
Services is appropriate. 

Official - Any elected or appointed individual authorized to act on behalf of the 
City in an official governmental capacity. 

Online Reverse Auction - A purchasing method wherein Bidders enter prices 
for items electronically, and their prices are displayed for other bidders to see 
with all Bidders given the opportunity to continually bid a lower price until the 
time period of the bid expires. 

Ordinance - The applicable ordinances, resolutions, and regulations adopted by 
the City of McDonough governing procurement and administrative authority. 

Payment Terms - The established due date for payments by the City to pay an 
invoice. Absent any agreement otherwise stated, the City’s payment term will be 
Net 30. 
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Performance Bond - A bond provided by a contractor/supplier in which a 
surety guarantees to the City that the Goods are delivered or the Services are 
performed in accordance with the Contract documents. A letter of credit issued 
by a financial institution that meets the City’s requirements may, at the discretion 
of the City, be substituted for the performance bond. 

Person - Any business, entity, company, firm, individual, union, committee, 
club or other organization or group of individuals. 

Practicable - Satisfactory and within reason when considering price, 
performance, availability, compatibility with specified operation, and public 
safety. 

Pre-Qualification - The part of a competitive procurement process in which 
the City determines, based on standards developed for a specified product or 
service, which interested Vendors meet those standards and are eligible for 
further consideration in the purchasing process. 

Procurement - The process of acquiring goods, services, construction, or professional 

services, including planning, solicitation, evaluation, award, and contract administration. 

Procurement Personnel – Employees or authorized personnel designated by the City 

to administer procurement activities and perform procurement-related functions in 

accordance with this Policy. 

Product Evaluation - The evaluation of a product to help determine its 
usefulness in meeting the City requirement or specification. 

Professional Services - Services provided by an independent individual or 
firm possessing specialized education, training, licensure, certification, technical 
skill, or professional expertise, and consisting primarily of intellectual or 
advisory services rather than the provision of goods. 

Proposer - A Person submitting a proposal or qualifications to the City for the 
supply of Goods, Services, or Professional Services. 
Purchase Order (PO) - A formal document approved and issued by the Purchasing 

Agent or designee and accepted by the Vendor to obtain goods, commodities and/or 

services. 

Purchasing - The process of securing materials, services, repairs, leases and 
rentals necessary for the operation and support of the City. The renewal, 
renegotiations and changes to Contracts, leases and agreements are functions of 
purchasing. 

Purchasing Agent - The City Administrator of the City of McDonough, acting pursuant 

to the authority established under the City Code and authorized to oversee procurement 

and contracting activities on behalf of the City. Certain procurement administration 
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responsibilities may be delegated to authorized designees or Procurement Personnel in 
accordance with this Policy. 

Request for Proposals (RFP) - A formal solicitation method used when factors other 

than price are considered, and proposals are evaluated based on established criteria. 

Request for Qualifications (RFQ) - A solicitation method used to evaluate and select 

vendors based on qualifications, experience, and expertise. 

Requisition - An internal request submitted by a department to initiate a procurement. 

Responsive - A vendor’s submission that conforms in all material respects to the 

requirements of the solicitation. 

Responsible - A vendor that has the capability, integrity, and reliability to perform the 

contract requirements. 

Scope of Work - A detailed description of the work, services, or deliverables required 

under a contract. 

Services - Any performance of effort or labor, for which the City has contracted 
other than Professional Services or services classified as construction. Services 
include, but are not limited to, janitorial, landscaping, and street striping. 

Shortlisting - The part of a competitive procurement process in which the City 
determines, based on criteria developed for a specified Good, Service, or 
Professional Service which of the interested Vendors are the best qualified to be 
eligible for further consideration in the purchasing process. 

Single-Source Procurement - Identifying and using, without first completing 
a competitive process, one source for Goods or Services among others in a 
competitive marketplace, which, for justifiable reasons, is found to be most 
advantageous for the purpose of fulfilling a given Purchasing need of the City. 

Sole Source Procurement - A procurement method used when only one vendor is 

capable of providing the required goods or services. 

Solicitation Documents - An Invitation for Bids, Request for proposals, 
Request for Qualifications, Request for Quotations, or an Invitation to Negotiate 
including all of the associated forms and documents of each solicitation, or any 
other types of documents used by the City to procure Goods, Services, or 
Professional Services. 
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Specification or Scope of Work - Any description of the physical or 
functional characteristics, or of the nature of Goods, Services, or Professional 
Services. Specifications or Scope of Work may include any function and other 
criteria that will be required to perform the work and a description of any 
requirement for inspection, testing, or delivery. 

Supplier Merchant or Vendor - A Person currently supplying or in the business of 

supplying Goods, Services, or Professional Services. 

Supplier Diversity - Efforts to include minority-owned, women-owned, small, and 

disadvantaged businesses in procurement opportunities. 

Surety - An organization who, for a consideration, promises in writing to make good the 

debt or default of another organization. The Surety must be satisfactory to the City and 

licensed to do business in Georgia. 

Suspension - A temporary disqualification of a vendor from participating in 

procurement activities pending investigation or resolution of an issue. 

Termination for Cause - The City’s right to terminate a contract due to a vendor’s 

failure to perform in accordance with contract terms. 

Termination for Convenience - The City’s right to terminate a contract when it is in 

the best interest of the City, without cause. 

Using Department - The City department requesting procurement of goods or services. 
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