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Chapter 1 — Introduction
A. Statement of Policy

The purpose of this document is to provide theagd of Lake Zurich staff with guidelines and
directions for the acquisition of goods and servid®¥hen used with good judgment and common
sense, the policies and procedures conveyed witiiiallow the Village to obtain required
supplies and services efficiently and economically.

The manual is divided into sections dealing withchasing policies and procedures. The policy
sections contain all the purchasing policies ree@and recommended by the Village
Administrator and Director of Finance and adoptedhe Village Board which must be adhered
to by Village employees. The procedures sectiongige a “how-to” guide for processing
purchase requisitions, purchase orders, travebaattion and expense reports and other
procedures regarding payment processing.

Employees are expected to read the document ardlprine Department of Finance with
feedback regarding the policies and proceduresagwad within. This is designed to be a fluid
document and will be modified from time to timecanform to changes in legislation,

technology and actual practice. Although it mayarmdwer every question related to purchasing
practices, it provides general guidelines for pasthg activities. Employees who need help
dealing with specific situations not covered by thenual should contact the Finance Director for
assistance.

The Village Administrator, under the direction bétVillage Board, shall be the final authority
with regards to enforcement of any of the provisiohthis manual. Failure to follow the
procedures outlined in this manual may lead toiplisary action in accordance with the
provisions of the Village of Lake Zurich Personkigndbook.



Chapter 2 — Purchasing Policies

A. Code of Ethics

All Village personnel engaged in purchasing andteal activities shall conduct business in a
manner above reproach in every respect. Transaatebating to expenditure of public funds
require the highest degree of public trust to mtotiee interests of the Village and the residefts o
Lake Zurich. Village employees shall strive to:

1. Ensure that public money is spent efficiently affectively and in accordance with statutes,
regulations, and Village rules and policies.

2. Maintain confidentiality at all times.

3. Not accept gifts or favors from current or pai@rsuppliers which might compromise the
integrity of their purchasing function.

4. Specify generic descriptions of goods wherewssible in lieu of brand names when
compiling specifications.

5. Never allow requisitions and purchase ordersdfentical goods or services to be split in order
to circumvent established purchasing policies.

6. Purchase without favor or prejudice.

7. Ensure that all potential suppliers are providéti adequate and identical information upon
which to base their offer or quotation and that smlysequent information is made available to all
bidders.

8. Establish and maintain procedures to ensurdditaind equal consideration is given to each
offer or quotation received and selection is bagmsh the lowest total cost compliant bid from
vendors that are reliable and their goods or sesuiteet or exceed specifications.

9. Offer a prompt and courteous response to allifies from potential or existing suppliers.

It shall be the responsibility of the Village Adrstrator to determine if a violation of this Code
of Ethics has occurred and if disciplinary actismécessary in accordance with the Village’'s
Personnel Handbook.

B. Gifts and Gratuities — Village Guidelines for Acceping

Village personnel should be aware that offers afigrde from vendors can be designed to
compromise objective judgment in product or sergielection. Accordingly, it is Village policy
to observe the highest standards of ethics ankieétdgshe employee, the Village and the vendor
from any suggestion or appearance of conflict terist.

No employee shall permit any influence by venddnictv could conflict with the best interest of
the Village or prejudice the Village's reputati@xpenditures of Village funds to vendors shall
not by intention personally benefit any personaidliy connected with the Village. Employees
shall strive to follow the following guidelines:



1. Tangible gifts or gratuities shall not be acedpthere their value suggests something more
than merely a social gesture. Such gifts shoulcchened with a statement of Village policy.
Promotional or advertising items of nominal valuetsas key chains, pens, coffee mugs,
calendars and holiday candy are acceptable. Gtsare capable of being shared, such as a box
of chocolates, shall be shared within the officeestion where the recipient works. Food gifts of
nutritional value may be donated to a local charity

2. Association with vendor representatives at lssrmeals or business organization meetings is
occasionally necessary and is neither questiomadlenethical, provided the individual keeps
himself/herself free of obligation.

3. Personal loans of money or equipment are nlo¢ taccepted from a vendor or an individual
associated with a vendor doing business with ttiagé4.

4. Solicitation of vendors for merchandise or fiedies to serve as door prizes or favors is
normally prohibited. However, exceptions may beraped by the Village Administrator.

5. Corporate discounts granted to Village employgesacceptable only if they are offered to all
Village employees and other corporate clients efittndor.

If in any doubt about the propriety of acceptingifg the matter should be referred to the
Department Director who will, if necessary, discties matter with the Village Administrator or
his/her designee.

. Approval of Village Purchases

No employee shall purchase goods or services oalfbaftthe Village without first seeking
approval as required by this document. All purckatw®ll require advance approval of the
appropriate Department Director and the Village Adstrator in accordance with the guidelines
described below:

Dollar Limits Required Approval

Less Than $500 Supervisor

$500 but less than $5,000 Department Director

$5,000 but less than State Limit Department Dingdfdlage Administrator

State Limit or greater | Department Director, Villagministrator, Village Board

Approval for purchases shall occur before the paselis made. At the discretion of the
Department Director, approval levels for Supendsoay be increased to an amount not to
exceed the Department Director’s authority. In #ddj any person responsible for approving
purchases at any level may delegate their appemthbrity to a designee in the event they are
unavailable to approve purchases.



Chapter 3 — Competitive Quotes & Exceptions to the Policy

A. General Policy for Soliciting Quotes

Employees are responsible for obtaining quoteptiochases of services and products in the
instances outlined below. (Note below the Chandedltar Limits when Possibly Doing
Business with Person/s Connected with Village.) ewhlubmitting a purchase request prior to
purchase, quotes shall be attached to a Purchage&d-orm (see Exhibit A and returned to the
appropriate department for a purchase order tehergted after signatures are obtained.
Requests submitted without the required quotessatiafactory explanation of why quotes were
not obtained (e.g. sole source, emergency, staizédrdendor etc.) will be returned to the
originator without approval.

Up to $500 Employees are encouraged to seek verbal quoteasatonce a year.
$500 - $5,000 Three verbal quotes must be obtained. The quobss Ine included on

the Purchase Request Form. Physical records reggttit dates,
contacts, and quotes received shall be retaingteidepartment’s files
for auditing purposes.

$5,000 — State Limit Three written quotes. The quotes must be listethedPurchase Request
form and copies of the quotes attached to it. Kdapdes shall also be
retained in the department’s files for auditingpmses.

Above State Limit Must be competitively bid in accordance with State and Village
ordinances. Village Board approval is requireddibcontracts of this
dollar amount.

Supplies purchased more than once during a figaal fe.g. forms, copier supplies, etc.) do not
need quotes every time a purchase is made. Howawapetitive quotes for these items shall be
sought at least once every three years to ensatre@e¢hdors are competitive.

Note: Change in Dollar Limits when Possibly Doing Bsiness with Person/s Connected with
Village.

Wherein the Village could possibly be doing businegth any Village of Lake Zurich employee
or any person appointed or elected to a Villagedoacommission, the Village Administrator
issues the following written policy outlining prahees for compliance with state law:

Expenditures< $1,500: Budgeted expenditures for public purpose whetereixpenditure is less
than $1,500 and the Village could possibly be ddinginess with any
Village employee or any person appointed or eletdedVillage board
or commission will require three verbal quotes aigghature of
Department Director and Village Administrator befgurchase.

Expenditures $1,500 Budgeted expenditures by the Village for publicgose, wherein the
expenditure is $1,500 or more and the Village cquaisisibly be doing
business with any Village employee or any persqoaged or elected
to a Village board or commission shall requireEliector to seek
competitive sealed bids by legal advertisemenhinreewspaper of




general circulation in an area of resource whidhsupply the need, and
(mandatory) any local-published newspaper, at [Easir more days
prior to an established date on which no furthdslsihall be accepted.
Bids received pursuant to such solicitation shalbpened and read at
the date and time established for such openingeXpenditure shall be
awarded to lowest responsible bidder, after appraivile Village

Board.

B. Aggregate Purchasing

Multiple planned purchases that are under the Braiindividually, but over the state limit in
aggregate during any fiscal year are subject tadnepetitive bid requirements listed above.
Department directors should exercise their begimeht and make a good faith effort to
determine the anticipated purchase amount forisicalfyear. Purchases that unexpectedly
exceed the state limit in any fiscal year must drapetitively bid in the subsequent fiscal year.
Intentional manipulation of purchases to circumuéetcompetitive bidding requirements is
prohibited.

C. Joint Purchasing

State of Illinois

Village employees are authorized to obtain goodssamvices using the State of lllinois Joint
Purchasing program. When available through thee$taigram, it is not necessary for Village
employees to obtain quotes or to competitivelytb&lgoods or services which are sought.
Employees shall be responsible, however, for enguhat the goods or services are of a quality
sufficient to meet the Village’'s needs and thatipg is competitive.

When making purchases using the State’s assigmatbveemployees shall submit a purchase
order to the vendor directly and shall include $tate of Illinois contract number and the
Village's assigned Joint Purchasing member I.D. lneinon the purchase order.

Other Units of Government/Intergovernmental Orgatiins

Employees are permitted to purchase items joiniily ether units of government or
intergovernmental organizations when the pricénefgoods or services sought is competitive
and the quality meets the Village’s standards.rRdanitiating the transaction, employees shall
seek the approval of the Director of Finance ofhkisdesignee. Questions regarding joint
purchasing opportunities should be directed tdinector of Finance.

D. Sole Source Purchasing

Purchases for parts, supplies, services, or equipthat are available only from a single source
are referred to as sole source purchases. Soleespragcurements may arise from the following
circumstances:

1. Equipment for which there is no comparable cditipe product or is available only from one
supplier

2. Public utility services from natural or reguht®onopolies



3. A component or replacement part for which themo commercially available substitute, and
which can be obtained only from the manufacturer

4. An item or service where compatibility is theemiding consideration, such as computer
software

5. A used item, for example, office furnishingsnwodular work centers, that becomes
immediately available and is subject to prior sale

These items shall not be subject to requiremenmtsdeking competitive quotes or bids. However,
purchases in excess of the state limit shall begmted to the Village Board prior to acquisition
with a request to waive bids and approve the pweha

. Emergency Purchases Policy

Emergencies are defined as events that could wetlteen foreseen where immediate action is
necessary to safeguard the public’'s health andysadfiethe event of an emergency affecting the
public health and safety, the Village Administrabohis/her designee may authorize a vendor to
perform work necessary to resolve such emergenitoui formal bid solicitation.

Documentation of the emergency and the need forediate action shall be presented to the
Village Board in a reasonable period of time foliogvresolution of the crisis.

The following procedures shall be followed in themt an emergency purchase order is needed:
An emergency purchase order can be used authoaziegdor to perform any and all work
necessary during an emergency. The DepartmenttDired issue an emergency purchase order
to the vendor. If the emergency purchase excee@@®5the purchase must be approved by the
Village Administrator or his/her designee.

After the emergency has been resolved, the DepattBiezctor shall submit a purchase
requisition for the goods or services purchased. départment shall explain the need for the
emergency purchase order and reference the purordeenumber that was issued to the vendor.
The Director of Finance or his/her designee wirttadd the requisition to the emergency
purchase order.

State law allows the Village President to declaflecal disaster’ for a period of up to seven (7)
days. The declaration may be extended with corfeht Village Board. When a local disaster
is declared, the Village Emergency Operations Blattivated.

All employees shall use established FEMA formgack and report emergency expenditures
(whether or not a local disaster was officially ldeed) to ensure accountability and prompt
reimbursement.



Chapter 4 — Competitive Bidding & Requests for Prof  essional
Services

A. When a Formal Bid is Required

All purchases of goods or services exceeding tite §tnit shall be subject to the competitive
bidding process, including a Notice of Municipaltimy for Board approval, and shall be let, by
free and open competitive bidding after advertiseite the lowest responsible bidder or any
other bidder whom the Village Board deems to bilaénbest interest of the Village.

With the exception of bids for capital projects tkea through an engineering contract, all bids
shall be issued using the Village’'s standard bicudeent as approved by the Village Attorney.

In accordance with state law, the Village Boardakiwo-thirds vote of all the Board persons
then holding office may waive the bidding proceduaead enter into a contract or agreement.
Requests for bid waivers shall be made only whexdgar services are proprietary (i.e. sole
source), where standardization is necessary oratési(e.g. furniture), in emergencies as defined
in this manual or when it is in the best interedtthe Village to do so. In any instance, a
statement justifying the need for a bid waiver kbalincluded in the department’s
recommendation and accompany the memo for inclusiatihe Village Board's agenda.

B. Preparing the Bid Document

1. It is the responsibility of the respective dépents to prepare the bid document. When
preparing the bid document, each department shatt$ponsible for obtaining a bid document
number from the Finance Department and for ensuthiagthe most recent version of the bid
document has been used.

2. All bid documents must contain the followingdrhation:

Cover memo (includes signature line for Village Adistrator approval)

Table of Contents

Notice to Bidders

General Terms, Conditions and Instructions

Specifications of the item/service

Bid Proposal Form

An appropriate sample contract (required if theibifbr goods, services, construction
services, or goods and installation services)

All contractor certification forms (e.g. sexual @assment, tax compliance, prevailing
wage, contract execution)

YV VYVVVVVY

3. After the bid document has been prepared, it Imiseviewed and approved by the applicable
Department Director, Village Administrator, and &irce Department. Then a “Notice of
Municipal Letting” memo explaining the project aasking to go out for bids, including bids
specs if possible must be approved the Village &oar

4. The Department Director will be responsibleftoxvarding the legal notice to the newspaper
for publication. A legal notice of the bid must flaced in a newspaper with a general circulation
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in the Village at least fifteen (15) days priotthe bid opening. The bid notice must also be
posted on the Village website.

5. The Department Director will mail the approvextdment to prospective bidders. Bid
documents should not be mailed to bidders befaathis placed in the newspaper.

6. When applicable, state and federal guidelinpsrsede the policies in this section.

. Additional Requirements for the Bid Document

1. Bid Bonds, etc- A bid bond, cashier’s check, certified checkptirer approved security in an
amount equal to 10% of the bid is required to gu@ethe successful bidder will sign a contract
in the following instances: 1) the bid is for a stioction project, 2) any other bid for which the
Director of Finance deems it necessary to protextriterest of the Village.

2. Performance Bond- When preparing the bid document, departmentsldtemnsider whether

to require contractors to provide a performancedibawarded the contract. In instances where
the bid is for construction services or significantlding improvements, it is customary to

require the contractor to provide a performancedbénperformance bond, issued by a surety
company, stipulates a legal, written obligatiogt@rantee 100% payment for any financial loss
caused by default of the contractor. When assigméloe Village of Lake Zurich, it grants an
assurance as to the performance and successfulet@mnmf the terms of the contract and
assures payment of the taxes, licenses or assessassnciated with the contract. The contractor
shall provide the performance bond with the appad@iLabor and Material Bonds within ten

(10) calendar days of award of the bid. Bonds megio guarantee performance and payment for
labor and material for the work shall be in a faoteptable to the Village and shall provide that
they shall not terminate on completion of the wdmlt shall be reduced to ten percent (10%) of
the contract sum upon the date of final paymerthbyillage for a period of one (1) year to
cover a warranty and maintenance period which @otdr agrees shall apply to all material and
workmanship for one (1) year from the date of isseaof the final payment by the Village.

3. Insurance - Contractor agrees to provide and maintain ¢eatiés of insurance evidencing the
minimum insurance coverage and limits set forttowaduring the term of the contract. Such
policies shall be in force and from companies atad#p and satisfactory to the Owner to afford
protection against all claims for damages to pulaliprivate property, and injuries to persons,
arising out of and during the contract term. A copshe certificate of insurance shall name the
Village of Lake Zurich, its officers, agents, emy#es, representatives and assigns as additional
insured. The policy of insurance shall contain mvsions that invalidate the naming of the
Owner as additional insured. The insurance covesaddimits set forth below shall be deemed
to be minimum coverage and shall not be constmieshy way as a limitation on Contractor’s
duty to carry adequate insurance or on Contracliabdity for losses or damages under this
Contract. The minimum insurance coverage and lithas shall be maintained by the Contractor
and his sub-contractors at all times while provigliperforming, or completing the Work are as
follows:

» Worker's Compensation: The Contractor is requireddarry, with a company authorized
under the laws of the State of lllinois, a polioy protection against liability under the
Worker's Compensation and the Occupational Dis&éatites of the State of Illinois
with limits of not less than $500,000 per claim.
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» General Liability: The Contractor shall carry a goehensive general umbrella liability
policy for all operations with limits of not ledsan $1,000,000.00 each accident for
bodily injury liability and not less than $1,0000000 each accident for property damage
liability.

» Professional Liability Insurance: The Contractoalsbarry minimum of $500,000.00

All such insurance must include an endorsementeathethe insurer agrees to notify the Owner
at least 30 days prior to non-renewal, reductiorcamcellation. The Contractor shall cease
operations if the insurance is canceled or redbealv the required amount of coverage. All
costs for insurance as specified herein will nopaiel for separately, but shall be considered as
incidental to the Contract.

4. Bid Submittal - All companies or individuals who wish to bid argood or service must

submit their bids in a sealed envelope before gzaltihe of the bid. Upon receipt of a sealed bid,
the Village employee will initial and stamp the @aind time of receipt on the outside of the
envelope. The sealed bid will be forwarded to timafce Department. If a list of bidders is
maintained, all vendors on the list should be sertipy of the bid document. It is the
responsibility of each department to develop kstslfor those goods or services for which they
are responsible and forward such lists to the Ragioly Coordinator. If bid documents are to be
distributed at the Village Hall, the front desk g@mmnel must be supplied with at least 3 copies (or
more depending on the number of bidders expecfetiedid document.

5. Pre-Bid Conference- If a pre-bid conference is conducted, departsighbuld specify in the
Notice to Bidders whether attendance is a mandatomgition of bidding. At the pre-bid
conference, the responsible department should etisat all attendees sign a “sign-in” sheet to
ensure compliance with this requirement of biddiragjlure to attend a mandatory pre-bid
conference shall disqualify a bidder from being aled the contract unless, at the department’s
discretion, bidders are allowed to not attend byisig a waiver.

. Bid Opening Procedures

All sealed bids shall be publicly opened by thdagje Administrator or his / her designee at the
time stated in the legal notice. At least one otraployee shall serve as a witness and tabulate
the bid results. All proposals shall be open tolipubspection and a tabulation of all bids shall
be available from the Department Director. Thedwihg procedures must be completed prior to
the bid opening:

» If the bid opening will be conducted at a placeigieated by the village, the originating
department shall be responsible for reserving &ecence room for the day and time.
This can be done by contacting the Executive Aasist

» All bids must be received before the deadline endhy of the bid. Each bid shall be
marked with the initials of the Village recipientdha date and time of receipt of the bid
document. Village Hall front desk personnel shcagdhotified of the time and place of
the bid opening for that day and reminded thatlzdyg received after the deadline for
accepting bids should be labeled “Not receivednmet on the bid document and initialed
and marked with the date and time of receipt.

» A bid tabulation form must be completed. During ke opening, both the person
opening the bids and the person tabulating thernigist sign the bid tabulation sheet as
witnesses.
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» Participants attending the bid opening must signbild opening sign-in sheet

If bid deposits are required, they shall be forveartb the Finance Department immediately
following the bid opening. Procedures for depogitamd returning bid deposits are described
below.

. Post Bid Opening Requirements

After the bid opening has taken place, the Departid@ector shall prepare a memorandum that
explains the purpose of the bid, includes the naandsaddresses of the companies who
submitted bids as well as the amount each compiainyid recommends which company should
be awarded the bid. The recommendation should $edban the following:

» The ability, capacity, and skill of the bidder terform the contract to provide the service
required

Whether the bidder can perform the contract oriplthe service promptly, or within
the time specified, without delay or interference

The character, integrity, reputation, judgment,exignce and efficiency of the bidder
The quality of performance of previous contractservices

The previous and existing compliance by the bidd#r laws and ordinance relating to
the contract or service

The sufficiency of the financial resources andighbilf the bidder to perform the contract
or provide the service

The quality, availability, and adaptability of teepplies or contractual service to the
particular use required

The ability of the bidder to provide future mairéese and service for the use of the
subject of the contract

The number and scope of conditions attached tbithe

Responsiveness to the exact requirements of tli@tiown to bid

Ability to work cooperatively with the Village arits administration

Past records of the bidder’s transactions withMitlage or with other entities as
evidence of the bidder’s responsibility, charadtgegrity, reputation, judgment,
experience, efficiency and cooperativeness.

VVVY VY VYV YV VVV VY

Once approved by the Department Director, their memsommending award of bid shall be
submitted to the Purchasing Coordinator by the dag®f the week preceding the week of the
Village Board meeting to be placed on the Board tiMgeagenda.

With the exception of contracts let through an eagting contract, all bid files shall be
maintained by the Finance Department. After theimgsdepartment has prepared the Village
Board agenda item, the bid file shall be sent ¢oRhirchasing Coordinator along with the bid
packages, original bid tabulation sheet, bid opgsign-in sheet and all other documentation.
After Board approval, the bids will be stored ie fhepartment of Finance where they can be
accessed when necessary (State law requires b maintained for ten (10) years following
the bid opening). Within fourteen (14) days follogiVillage Board approval of the contract,
Departments will mail letters to all bidders noitify them of the bid results and will contact the
successful bidder to have the Village’s contraghed and to obtain performance bonds and
certificates of insurance when required. The sigradract will be forwarded to the Executive
Assistant for safekeeping after it is received.
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Signed contracts, certificates of insurance antbpaance bonds must be obtained from the
contractor before work begins. It is the respotiigjtof the applicable department to ensure that
the Village’s contract has been signed, and ceatiéi of insurance and performance bond
obtained before work begins.

The Department of Finance shall be responsiblédodling bid deposits. If a bid deposit was
required, it must be returned to all except theehB) lowest responsive and responsible bidders
on each contract within fourteen (14) calendar @ddier the opening of the bid and within 24
hours of when the award letter is mailed. The l@dasit of the accepted bidder is to be returned
only after acceptance by the Village of satisfacfmrformance bond where such bond is
required or completion of contract where no perfamge bond is required. The remaining bid
deposits of each contractor should be returnedmitiurteen (14) days after the Village Board
has awarded the contract.

. Requests for Professional Services

Some contracts, by their nature, are not adapted/éod by competitive bidding. Examples
include, but are not limited to, contracts for fleevices of individuals possessing a high degree
of professional skill where the education, expar@ar character of the individual is a significant
factor in determining their ability to meet the Mde's needs. These contracts generally result
from a request for qualifications (RFQ) solicitedrh consultants for “Professional Services.”

The Village is required by the Local Governmentf@ssional Services Selection Act to follow
specific procedures when hiring an architect, eegjiror land surveyor. The procedures must be
followed unless 1) an emergency situation existsanarchitect, engineer or land surveyor must
be selected in an expeditious manner, or 2) wheralst of such services “is expected to be less
than $25,000.” If none of these conditions apfitg, Village must solicit proposals and adhere to
the following requirements:

1. Public Notice. Permitting firms engaged in theful practice of their professions to annually
file a statement of qualifications and performadata with the Village. The Village must also 1)
mail a notice requesting a statement of interetiténspecific project to all firms who have a
current statement of qualifications and performatteta on file with the Village and 2) place an
advertisement in a local newspaper of general leiticun throughout the Village, requesting a
statement of interest in the specific project amther requesting statements of qualifications and
performance data from those firms which do not leueh a statement on file with the Village.
Such advertisement shall state the day, hour atphe statement of interest and the statements
of qualifications and performance data shall be due

2. Selection Procedure. The Village then must etalthe firms submitting letters of interest,
taking into account qualifications, ability of pesfsional personnel, past record and experience,
performance data on file, willingness to meet tand budget requirements, location, workload
of the firm and such other factors as the Villageyrdetermine in writing are applicable. The
Village may conduct discussions with and requirbligypresentations by firms deemed to be the
most qualified regarding their qualifications, apgech to the project and ability to furnish the
required services.

3. On the basis of evaluations, discussions arskptations, the Village shall select no fewer

than three (3) firms which it determines to beri@st qualified to provide services for the
project and rank them in order of qualificationgtovide services regarding the specific project.
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The Village shall then contact the firm ranked nyostferred and attempt to negotiate a contract
at a fair and reasonable compensation, takingaotount the estimated value, scope, complexity,
and professional nature of the services to be reddd fewer than three (3) firms submit letters
of interest and the Village determines that onbath of those firms are so qualified, the Village
may proceed to negotiate a contract.

4. Contract Negotiation. The Village shall prepaneritten description of the scope of the
proposed services to be used as a basis for nigasiand shall negotiate a contract with the
highest qualified firm at compensation the Villatgtermines to be a fair and reasonable bidder.
In making this decision, the Village shall takenimiccount the estimated value, scope, complexity
and professional nature of the services to be redde

5. If the Village is unable to negotiate a contraith the preferred firm, negotiations with that
firm shall be terminated. The Village shall themjimenegotiations with the firm which is next
preferred. If the Village is unable to negotiateoatract with that firm, negotiations with that
firm shall be terminated. The Village shall themjimenegotiations with the firm which is next
preferred.

6. If the Village is unable to negotiate a satisfag contract with any of the selected firms, it

shall re-evaluate the architectural, engineeriniguod surveying services requested, including the
estimated value, scope, and complexity and feeinmgents. The Village shall then compile a
second list of not less than three qualified fiensl proceed in accordance with these procedures.

If a contract is used other than the Village’s dead contract, the following items should be
included: indemnification, insurance, and venuds Tdmguage can be obtained from the Director
of Finance. If, after reviewing these procedurespleyees have questions regarding which
services are exempt, they should contact the \&lkatgorney for clarification.
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Chapter 5 — Methods of Payment Processing
A. Regular Purchase Orders

With the exception of purchases processed witlaakett purchase order (see description below),
all purchases shall require the issuance of a aeguirchase order to the vendor before an order
for goods or services is filled. No employee shale the authority to purchase items on the
Village's behalf without first entering a purchaseguisition and obtaining the required approvals
from supervisory staff or the Village Board whepplicable. The Village will not issue
“confirming” purchase orders. Purchase orders lvalrequired for all items purchased outside
the Village. Purchase orders will be required fbitams purchased inside the Village that
exceed $500 individually or in aggregate. Employ&es| be responsible for planning for
purchases exceeding $500 in advance, and shoold silifficient time to have a requisition
processed and purchase order issued and mailesent fo the vendor. With the exception of
emergency purchase orders, the Department of Fenaiticnot issue purchase order numbers in
advance unless a requisition has been processdthandceived the necessary approvals.

Receiving tickets will need to be turned in to Fieance Department as soon as possible after the
item or items are received with the receiving ad¢arly marked.

B. Change Orders to Regular Purchase Orders

After a regular purchase order is issued to th@w®grnt may become necessary to change it to
include additional quantities, shipping costs, @#ten this occurs, the employee who completed
the original requisition shall process another igitjan for the change order. The employee shall
note the original purchase order numberfor which the change is being made and explain
briefly the need for the change. Please note tege orders to original contracts over the state
limit require the prior approval of either the \éitje Administrator or Village Board. For more
information, contract the Director of Finance.

C. Confirming Purchase Orders

Except in the case of emergency purchase ordery/itlage will not issue confirming purchase
orders to vendors. With the exception of local pases under $500, each department is
responsible for ensuring that a valid purchaserdedissued to the vendor prior to the acquisition
of goods or services.

D. Prepayments

The Village will not pay for goods and servicesiluhie goods are received or the service is
rendered.

Exceptions:

Deposits on certain jobs when approved by the Bireaf Finance.

Memberships and books or periodicals.

Payments to local, State, and Federal governmeitiesn

Service and maintenance contracts where necessary.

Small orders (under $500.00) where the Departméecidr approves prepayment

YVVVVY
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» Credit Card payments when the balance is paid &yltie date.
» Approval by the Director of Finance or Village Admstrator.

E. Manual Checks

Manual checks are interim checks issued to veramyments for goods delivered or services
performed. The checks are issued between normaliatcpayable cycles when an emergency or
other extenuating circumstance as determined bifittence Department makes it impractical or
unreasonable to process the payment following nigpayanent methods. As the name implies,
manual checks are labor intensive and time congyiniissue, therefore, their use as a method
of payment shall be restricted to unique or spexialmstances.

All requests for manual checks must be processemimpleting a purchase requisition form. The
completed form shall include the vendor's name aatdtress, the account number against which it
is being charged, a description of the item puretaand an explanation as to the need for the
check. The form shall also include the signaturthefapplicable Department Director.
Completed forms shall be submitted to the Finanepaitment for approval.

The Department of Finance will not issue manuatkién instances where reasonable means
could have been taken to process the payment folipnormal payment methods.

F. Petty Cash

This policy sets forth procedures for the handbihgetty cash. It further establishes the
procedures for reporting petty cash disbursemegntiepartment to the Department of Finance as
well as reimbursements to each petty cash box.

Petty cash boxes are located at Finance, BuildigigZaning, Police, Fire/Rescue, Public Works
and the Recreation Center. Each departmentpsmnegble for seeing that the total number of
receipts and cash equal the amounts detailed b&lwsvPetty Cash box is subject to audit and the
responsible individuals will be accountable for aay-compliance with this procedure or
shortage of funds.

The following policy and procedural guidelines héeen established to promote a more efficient
and accountable petty cash operation. All departsneithin the Village are responsible for
abiding by this policy. There are no exceptions.

1. Petty Cash Disbursements
a) Requests for changes to a petty cash fund may He toghe Finance Director.

b) There is a $75 limit per petty cash request pereysp per day. Any amount above $75
must be submitted through the accounts payableepso®eimbursable expenses under
$75 incurred by an employee should be reimbursad fretty cash rather than through
the accounts payable process.

c) No one is allowed to take money from petty cashatit a petty cash request form and a
cash receipt which must be signed by the apprapsiapervisor. The petty cash request
form must also be signed by the employee who wdeive the money. If a petty cash
request form is submitted without a receipt, th@leyee must bring back a receipt
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before they are reimbursed. If the employee didobtain a receipt for submittal with the
petty cash request form, supervisory approve MU&Tdied on the petty cash receipt
form. All receipts must be original. Employees nmagke copies for their own records,
but the original receipt must be given to the respe person responsible for petty cash.

d) All petty cash request forms must contain the feltg information:

Date

Detailed description of the expenditure with aca@)rto be charged
Name of person(s) to receive money

Department

Receipt signed by the supervisor

YVVVYYVY

2. Petty Cash Box Reimbursement Policy

a) The person responsible for the petty cash boxeiprson designated by the Department
Director to maintain the fund. They not only distripetty cash to various employees,
they must reconcile the petty cash box and requedsst cash reimbursements by the
payables deadline.

b) The maximum amount of petty cash allotted is $400this amount is not sufficient to
meet the needs of the department, the Departmeattidi can request an increase in the
petty cash allotment. This request must be apprbyeatie Director of Finance.

c) Petty Cash will be subject to periodic announcetirannounced audits to determine
compliance with these procedures. Any discrepamnitscompliance or cash balance
shall be immediately reported to the Director afdfice and a written report shall be
provided with copies to the Village AdministratardaDepartment Director.

d) Any questions regarding these procedures may betdit to the Finance Department at
Village Hall.

G. Purchasing Card Payments

1. Purchases made by employees will be paid byustsayable once the cardholder
certification and approving official verificatiorah been completed and account codes are
assigned for each item of each transaction.

2. The cardholder will be issued one copy of tliknlgi statement for each purchasing card. This
is called a Cardholder Activity Report and will lesa listing of all items processed during the
current billing cycle.

3. The cardholder must reconcile the CardholdeivitgtReport to the Record of Purchasing
Card Use form and note any errors. The cardholtieclzes the Cardholder Activity Report to the
original Record of Purchasing Card Use form and¢ceipt/s and/or sales drafts received at the
time of purchase. The cardholder signs the Recbrlichasing Card Use form certifying that
items were purchased and forwards this documentttithe Department Director within one
working day after it is received. Non-complianceymaean denial of future use.
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4. The Department Director reviews the Cardholdetivity Report and Record of Purchasing
Card Use forms and verifies approval of purchaBhe.Department Director then signs the
Record of Purchasing Card Use form. At that tinhel@tuments are forwarded to the Finance
Department. These steps should be completed whihé® business days.

5. The Department Director, or their representatii# be responsible for receiving all
documentation for purchasing card use. Should #gabiment Director, or their representative,
not receive all of the Cardholder Activity RepoRgcord of Purchasing Card Use forms and
supporting documentation, it will be his or hermassibility to contact the cardholder and have
the information furnished ASAP. All documentatidrosld be furnished to the Finance
Department at the same time. If, however, one aemtatements are for some reason not
received, the remaining should not be held while enmore is being verified.

6. Accounts payable will audit the documents fanpbance with these procedures and process
them for payment.

NOTE: If a cardholder had no purchase activitthamor her purchasing card for a particular
billing cycle, no Cardholder Activity Report willbgenerated for that cardholder (unless
adjustments for previously billed transactionsnecessed during that cycle).

. Local Vendors

Any items purchased from a local vendor may begdadhto the Village account with the vendor
giving the employee a copy of the ticket for tharitpurchased. The employee will need to put an
account number on the ticket, sign it clearly, andmit it to the Finance Department. Accounts
Payable will match the tickets with the statememnt set them up for approval by the Finance
Department for payment.
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Chapter 6 — Miscellaneous Purchasing Policies & Gui  delines
A. Change Order Policy

State statute requires Village Board approval loflzdnge orders that exceed the state limit and
for all change orders which, when combined wittsthpreviously approved, increase or reduce
the contract price by more than the state limite Tdillowing financial policy is consistent with
this statute.

Change orders which increase or reduce the timedimpletion of the contract by more than 30
days (regardless of the original contract pricgune Village Board approval. In these instances,
departments shall follow the procedures for sulimgitthange orders to the Village Board
outlined above.

It shall be the responsibility of each Departmeimeftor to ensure that all change orders are
submitted to the Village Administrator or Village&d for approval. In addition, Department
Directors shall be responsible for monitoring alhtract payouts and retainages and ensuring that
the amount of the change order is correct.

Changes to professional service contracts (e.gneexng, architectural or land surveying work)
shall be treated as contract amendments.

Procedures For Submitting Change Orders to thadgliBoard

Change orders requiring Village Board approvalldbalplaced on the Village Board's agenda
and shall be accompanied by a memorandum explaihangeed for the contract revision. If a
change order is for less than the state but thémtion of all change orders exceeds the state
limit, Village Board approval is required.

Change orders shall be numbered sequentially aadtisdar the signature of the Department
Director. In instances where a final balancing geaorder (regardless of the amount) reduces the
contract price, departments shall instruct Findncgose out the remaining encumbered funds.

In special circumstances, a change order requifilgge Board approval may be authorized by
the Village Administrator or his/her designee ptwmbeing placed on the Village Board agenda.
After receiving authorization, however, the depanmin following the requirements outlined
above, shall have the change order placed on tfeg¥iBoard’s agenda for the following
meeting.

B. Fixed Asset Policy

A fixed asset policy is herein established to iestompliance with governmental financial
reporting standards and to safeguard Village assets

Fixed assets shall include land, buildings, maakirequipment and vehicles with a life

expectancy of two years or more. To be includethimdefinition, the capitalization threshold of
the asset or minimum value of the asset at the ¢inaequisition is established at $20,000.
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Responsibility for control of fixed assets restwthe operating department wherein the asset is
located. The Director of Finance shall ensure shiah control is being maintained by
establishing a fixed asset inventory that is updiatea regular basis and which documents all
additions and deletions to the fixed asset inventOperating departments shall report the
disposal or relocation of a fixed asset promptlyhe Director of Finance or his/her designee.
Assets acquired during the year shall be recordaxkpenditure against the appropriate capital
expenditure account. In the Comprehensive Annuar€ial Report, these expenses are
depreciated over the useful life of the asset.

Assets shall be recorded in the fixed asset invgritp using an appropriate description and by
recording the identification or serial numbers vehapplicable. Tagging of all assets will not be
required. Assets not capitalized under this pdbiatywhich, in the opinion of the Director of
Finance may, in the aggregate, account for a suietasset group, shall be inventoried by the
appropriate operating department by a means cersystitable for maintaining control of the
assets. The Director of Finance shall determin@gipgopriate means or system to be used in
these situations.

. Disposal of Village Property

Village property of value may not be sold or traaéthout prior approval of the Village Board.

If the item has value, notify the Finance Departiterdetermine if the item needs to be removed
from the Village’s records. Include information iifying the equipment to be disposed, the
name of the manufacturer, model number, serial mupamd an estimate of salvage value if
applicable. The Finance Department is authorizethttsfer usable surplus materials to another
department requesting such materials, or to appisp®sal of the property where appropriate.
The Department Director shall, working through Ehecutive Assistant, prepare an ordinance
for the Village Board agenda recommending dispoktie property.

In instances where Village property no longer halsie, departments may dispose of the property
without Village Board approval. However, the Finarizepartment needs to be notified to
determine if the item needs to be removed fromMiliage’s records. Include information
identifying the equipment to be disposed, the nafitbe manufacturer, model number, serial
number.

. Purchases Near the End of the Fiscal Year

When purchases are made near the end of the yisaali.e. April 30), departments shall be
responsible for ensuring that purchases are exgdnsecharged) against the fiscal year in which
they were received. The date goods are receivedruices are performed determines which
fiscal year they are expensed against. Consequgoaibgls and services will be expensed in the
current fiscal year only if they are received orfpened by April 30th. This is true regardless of
when the purchase requisition is processed oruhghpse order is issued. Items not received by
April 30 will be expensed in the next fiscal yeine Finance Department shall issue a reminder
notice regarding year end purchases to all depats@ach year in April.
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E. Use of Sales Tax Exemption Number

Use by Employees

Village purchases are not subject to sales taxetbee, employees shall make efforts to inform
vendors of the Village’s tax exempt status andiguee that sales tax is not paid for purchases
made with petty cash or credit cards. Sales taohafged, will be the responsibility of the
purchaser to pay unless otherwise authorized. Satesxemption forms may be obtained from
the Accounts Payable Clerk in the Finance Departmen

Use of the Village’s sales tax exemption numbeesdricted to purchases made on behalf of the
Village. State law prohibits use of the Villageales tax exemption number to secure exemptions
for personal reasons and such use will subjeatagonsible individual and all guilty parties to a
fine of not more than $10,000 or to imprisonmemtrfot more than five years or both, together
with costs of prosecutions.

Use by Outside Contractors or Vendors

The lllinois Department of Revenue regulationswalimntractors to use the Village’s sales tax
exemption number to purchase materials used inmti®n of public improvements which will
be eventually dedicated to the Village. Use ofegkemption number is limited to purchases
directly related to work being done on behalf &f tfillage. Contractors are responsible for any
tax due on purchases determined to be non-exerddbapurchases not made on the Village's
behalf.

Requests by contractors for the Village’'s salessteetmption number shall be forwarded to the
Director of Finance or his/her designee. The Vélagll provide a letter of explanation regarding
the correct use of the Village's tax exempt nunddeng with a sales tax exemption certificate. It
is the responsibility of the contractor to propextcount for the use of the Village's tax
exemption number. The Village of Lake Zurich resarthe right to audit purchases to assure
compliance with the terms and conditions governisg in accordance with lllinois law.
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Chapter 7 — Travel Policies & Guidelines
A. Travel Policy

Travel can play an important role in accomplishimg Village's mission to provide superior and
responsive governmental services to the peopleké [Zurich. When conducting business on
behalf of the Village, employees are expected &ogeod quality services and accommodations
appropriate for the business to be conducted. Quuginent and ethical practices on the part of
each traveler remain the most important factoimtrolling travel expenses.

Each Department Director is responsible for obtajriravel authorization. Travel authorization

is a two part process including: 1) authorizatibalbovernight travel in advance; and 2) expense
reporting following completion of the trip. Authadtion of travel expense reports is more than a
formality. It indicates that expenses submittedehlagen reviewed and have been found to
comply with Village regulations regarding travetaauthorized business expenses.

All out-of-state travel must be approved in writing the Village Administrator

All Village personnel traveling or incurring busgseexpenses on behalf of the Village, and those
responsible for the approval of these expensegxqrected to use these measures to assist in
maintaining control over travel expenditures. Thégies detailed here apply to all funds under
Village control and are superseded only in thostaitces where funding agencies apply specific
and more restrictive rules and rates.

B. Travel Authorization

All travel that requires an overnight stay or iiraated to cost over $500 must be approved in
advance by the Department Director and the Villadministrator. Requests for travel
authorization shall be submitted using the Villag€tavel Authorization Form (see Appendix)
before any travel arrangements have been made.

C. Travel Arrangements

To reduce travel costs, Village employees are eagma to seek multiple quotes from an on-line
travel service (i.ewww.travelocity.comwww.expedia.conwww.kayak.cometc) when
purchasing air travel and reserving cars and motghs. Whenever possible, travel should be
arranged using the least expensive means posSibl@loyees should use good judgment when
determining logical routes for arriving at the imlied destination. Remember to get quotes for all
airports within 30 miles of your destination. P ia print out of the on-line reservation options,
highlighting the itinerary selected. If the leagpensive location / schedule is not selected,
include an explanation.

D. Air Travel

Employees are required to request flights accorttirmpproximate arrival and departure time,
rather than by specific carrier or flight numberprder to obtain the lowest available fare with
logical routing for all trips. In general, lowestadlable fare is defined as the least costly fare
available at the time of ticketing, and may inclushe stopover or connecting flight. In order to
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take advantage of available discounted fares, lgevare requested to make reasonable
adjustments in their travel plans.

Employees should make air travel arrangementsras &lvance as possible to take advantage of
special fare savings. Travelers should be awatestiae discounts have travel restrictions and
cancellation penalties, and therefore good busijuesgnent should be exercised. Air travel at
Village expense must be in coach class.

. Ground Transportation

It is expected that employees use the most effegiigund transportation available, considering
cost, time, availability, and scheduling. The aafgpublic transportation is reimbursable and
requires a receipt.

Taxi and Airport Transportation

Whenever practical, airport or hotel ground tramgiimn should be the preferred method of
transportation to hotels or meeting sites. Taxig b®used as necessary taking into consideration
the cost of other means of transportation. A radsipequired for reimbursement of these
expenses.

Rental Passenger Automobiles

Rental automobiles may be used as necessary btibeapproved in advance by the
Department Director. Receipts are required for beirmement of all expense related to rental
automobile use. Rental cars should be limiteddodard size passenger cars.

Personal Vehicles

Expenses of travel by automobile are reimbursatileeal RS authorized rate. The mileage
reimbursement allowance covers all automobile edlabsts; gasoline, insurance, maintenance
etc. Toll charges and parking fees when supporyagdeipts, are reimbursable in addition to
mileage allowance. The total personal automobifeases shall not exceed the lowest available
air fare. Employees using personal vehicles oragélbusiness must have adequate automobile
insurance coverage. The Village's insurance doesaver use of personal vehicles.

Meals

The per diem allowance for meals (including taxas tips) while on Village business shall not
exceed the Internal Revenue Service (IRS) staralimdlance for the locality (See the Finance
Department for the current allowances). If the idesibn is not included in the IRS list, the
standard meal allowance for the nearest city stpgly. Meal expenses exceeding the standard
allowance are the responsibility of the employee.

When traveling on Village business, employees sheelect restaurants which are reasonably
priced for the locality. In addition, employeesltbha aware that the Village will not pay for
alcoholic beverages consumed with meals and tbatpes are required for meals purchased
during the course of the business trip.
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Per Diem allowances for partial days traveled dhalbased on the per meal allowances outlined
below. These allowances shall also apply to emg®wtending in-state seminars and
conferences not requiring an overnight stay. Ihegievent, employees will not receive a per
diem allowance but will be reimbursed for mealsinotuded in the registration costs. The
following limits shall apply to meals purchased Mtionducting Village business:

Breakfast
Breakfast will be allowed whenever the incurredetebegins earlier than a normal breakfast (or
concludes following breakfast) and no meal is sgatethe seminar or conference. The per-meal

allowance for breakfast shall be $7.

Lunch

Lunch will be reimbursed provided that the trip imsgoefore the lunch hour (or concludes
following the normal lunch hour) and lunch is natluded as part of the conference or seminar.
The per-meal allowance for lunch shall be $11.

Dinner

Dinner will be reimbursed when the employee is afam the Village for the evening meal or
does not return until after the normal dinner hand no meal was provided as part of the
conference or seminar. The per-meal allowanceifored shall be the balance of the IRS per
diem allowance for the locality. For example, i fber diem allowance for the locality is $39, the
allowance for dinner shall be $21 (calculated & ®8us $7 for breakfast and $11 for lunch).

. Hotels

Travel necessitating overnight lodging is discoedidhowever, an employee when traveling for
Village business and requiring overnight lodgingudt secure lodging no more or less than his
or her home environment. Lodging which equals aiomegriced "chain-type" motel is
acceptable. Blocks of rooms at or near a confersitegset aside for conference participants, are
likewise acceptable lodging.

. Non-Allowable Expenses

The Village's policy is to reimburse its employéasall reasonable and necessary expenses
incurred while transacting the affairs of the \ilka However, the Village will not reimburse for
the following items, considered to be personaldture, while traveling for Village business:

Cleaning, pressing, and laundry;

Personal entertainment including movies, theatiets, videos or pay per view services
in a hotel room, magazines, sightseeing fares, etc;

Airline and other trip insurance;

Beautician, barber, manicurist and shoe shine;

Personal telephone calls except to report chamgsshiedule;

Repairs on personal automobiles damaged while o1pany business;

Traffic violations and court costs;

Membership fees in airline clubs.

Family members traveling with employee.

VVVVVVY VY
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» Additional expenses related to personal travel.
» Meals or lodging at a friend or relative’s home.

Approved Forms of Payment

Payments will not be made unless the Travel Autation / Expense Reimbursement Form has
been approved by the Department Director and \&llagministrator and submitted to the
Finance Department.

Employees that have Village issued credit cards usaythem to pay for travel related expenses.
However, employees shall still be responsible fitaming receipts and submitting a completed
Travel Authorization / Expense Reimbursement Faritheé Department of Finance when the
travel has been completed.

Advances

Travel advances may be issued to employees to t@xel expenses that cannot be paid for by
credit card. The advance will be established araount that is reasonable. All travel advances
are issued and maintained subject to timely repgpf all travel expenses. A travel advance will
be issued upon receipt of a Travel Authorizati@xpense Reimbursement Form containing the
following information:

Name, title and department of employee receivirgtthvel advance

Account number the expenses will be charged to

Purpose of the trip / Destination

Beginning and ending dates of the trip

Estimate of all expenses including registratioansportation, meals, lodging, and
miscellaneous expenses including items paid directl

» Required signatures authorizing the expense

YVVYY

Credit cards are the preferred payment methochgdrravel. (Receipts must be kept and attached
to the Expense Report). However, cash advance seqregjuire the signature of the applicable
Department Director and/or Village AdministratoraVel advance forms must be completed and
submitted to the Department of Finance at leasttyvéive (25) days before the date needed, if
possible. Employees are responsible for ensuriaipttie completed travel advance form is
received by the Finance Department prior to th@aiats payable deadline for the date the funds
will be needed. Travel advances must be settldaimaeven (7) days after completion of the
travel. A travel advance will not be issued if gamior advance is outstanding.

. Expense Reporting

The Travel Authorization / Expense ReimbursememirFshould then be completed in
accordance with the instructions noted on the farravelers should provide as much detailed
information of all expenses on the statement asiblasincluding the cost of registration, books,
meals, hotel, airfare, etc. how it was paid - \mbkeit was paid directly to a vendor (e.g.
registration fees) or by credit card (e.g. hot#).lDriginal receipts must be included except
when impractical to do so or when specifically epéimy this policy.

A copy of the Travel Authorization / Expense Reimgmment Form should be completed,
showing the Post-Trip Actual Expenses and compujetie bottom portion of the form, including
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required signatures. This form, along with any walsavel advance money, should be turned in
to the Finance Department within 7 days of comptetf the business trip.

NOTES
Questions regarding any aspect of this documetittshairected to the Finance Department.

Any deviations not discussed in these regulationstrne approved by the Village Administrator.
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PURCHASE REQUEST

Item Date

Department Employee

Account Number

Company Address Quote

1)

2)

3)

Company recommended for purchase

JIf low quote is not recommended, please explain

JApproved

1Disapproved

Department Director signature

Village Administrator signature

JAttach written quotes if request is $5,000 - $19,99 9. $20,000 and above requires
competitive bids.
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be approved in advance by Department Director\alidge Administrator.

Travel requiring an overnight stay or is estimatedost over $500.00, including registration, mu

Village of Lake Zurich
Travel Authorization Form / Expense Reimbursement Form

Employee: Dept. / Div.

Reason/Destination Account #

Dates of Travel: Transportation Mode:

Pre-Trip Estimated Expenses Post-Trip Actual Expenses

Registration:

Transportation:

Meals:

Lodging:

Other:

Total:

Is a cash advance for expenses required? If yes, enter amount:

Dept Director Signature Date

Village Administrator Signature Date

(To be completed after the Trip)
Upon return, a receipt is required for all expenses paid for by the Village of Lake Zurich. A
receipt is also required for reimbursement of eligible expenses to the employee. In the case of
per diem meal allowances, a copy of the meeting agenda is required.

Total Actual Expenses

Amount Advanced:

Paid by Village of Lake Zurich

Amount Owed To Village / Employee

Employee Signature Date

Director / Village Administrator
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