Purchasing Practice
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To regard Public Service as a sacred trust,
giving primary consideration to the
interests of the governmental unit by
whom we are employed.

To purchase the best value obtainable
securing the maximum benefit for each
tax dollar expended.

To avoid sharp practices, giving all quali-
fied vendors an equal opportunity.

To respect our obligations and to require
that obligations to us and our governmen-
tal unit be respected.

To accord vendor representatives the same
treatment we would like to receive,
remembering that they are important
sources of information and assistance in
our buying problems.

To strive constantly for greater knowledge
of purchasing methods and of the materi-
als we buy.

To be receptive to counsel from our
colleagues and to cooperate with them to
promote a spirit of unity.

To conduct ourselves with fairness and
dignity and to demand honesty and truth
in buying and selling.

To cooperate with all organizations and
individuals engaged in enhancing the
development and standing of the purchas-
ing profession.

To remember that everything we do
reflects on the entire purchasing profes-
sion, and to govern our every action
accordingly.

We hope this brief outline has helped you in
understanding our division and its purpose.

We know that we can help you in selling by:

« Directing your attention to our present and
future needs.

« Consolidating our requirements.

. Arranging for demonstrations before the
proper people.

. Generally, aiding in obtaining for you the
greatest yield for your time and effort.

We hope you will help us in buying by:

« Keeping us informed concerning new items
and trends.

. Remembering that contractual commitments
may only be made by Purchasing personnel.

« Checking with us before leaving demonstra-
tion or loaner equipment or supplies with
departments.

« Aiding us in obtaining the greatest yield for
our time, effort and the taxpayer's dollars.

When we conduct business with you, it is our
wish to have you feel that each transaction has
been satisfactorily concluded.
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How To Do Business
With the City of Concord

Purchasing Division

Information For Vendors

W elcome to our Purchasing Division.

We appreciate your interest and hope
this guide will be of benefit to you.
Our aim is to be helpful to you in your
sales effort to promote a climate for
good business relationships. We place
a high value on friendly, personal
contacts with our vendors or potential
vendors. This pamphlet outlines our
operation, procedures, and policies.
Please contact us for any questions or
information.

Finance-Purchasing
Civic Center-City of Concord
1950 Parkside Drive, MS/07
Concord, CA 94519

purchasing @cityofconcord.org
925-671-3178

www.cityofconcord.org

Register on our website!
(Go to For Businesses / City Purchasing)




Our job is to purchase the materials and services
we need, when we need them, at optimum
quality and prices, keeping in mind that public
monies are being spent.

We welcome suggestions from vendors who can
offer specification changes, new techniques, or
the use of new materials which could resultina
better buy for the City.

Scheduling Meetings

It is our intention that all vendors have an
opportunity to present their products and
services. Vendor representatives will be received
in the Purchasing Division for this purpose.

We will make every effort to see you, particu-
larly if this is your first visit, however, we believe
that planned visits are the most productive since
we are able to prepare questions and develop
points of interest; thus, vendor interviews are
preferred by appointment.

Visiting Hours
Monday - Thursday
8:00 am - 4:.00 pm
Closed 12:00 pm to 1.00 pm

Policies & Procedures

B Bids

It is the City’s policy to obtain competitive bids
or quotations wherever possible. Phone quota-
tions are solicited when practical. Requests for
quotations are issued when written bids are
requested. They are due in the purchasing office
on the date and time specified on the request for
quotation. Late bids are not accepted. Your
presence at the bid opening is not necessary,
although you are welcome to attend. Purchases
over $10,000 must be bid.

B Bid Lists

We maintain lists of interested and responsible
vendors. To be placed on our listing, vendors
should send us a short letter stating the prod-
ucts or services offered along with information
on their firm.

M Bid Results

After the bid opening, results and awards are a
matter of public record. An abstract of written
bids showing prices and awards is available for
your inspection in our office.

B Sales Calls

The Purchasing Division should be your pri-
mary point of contact with the City. Make your
investment in your sales promotion wisely.
Expending considerable time and money in a
presentation does not guarantee a sale. Remem-
ber that the purchase will be made by competi-
tive bid. Department prepared specifications are
reviewed to ensure unrestricted competition.
The purchase will be made from the lowest
responsible bidder meeting objective specifica-
tions. The help your firm offers the department
in developing their purchase request cannot be
considered when we make the purchase. We
recommend that if you are asked to provide
extensive prepurchase services, that (1) you
consider contracting separately with the
department for this service, and (2) that you ask
the department you assisted to list youas a
“Suggested Vendor” so we can send you a bid
invitation.

B Shipments

Delivery in almost all cases will be made FOB
destination. COD deliveries cannot be accepted.
The City cannot pay in advance for any
merchandise or service.

B Delivery

Requirements are specified on all bids and pur-
chase orders. If special services, such as fork lifts,
etc. are required, arrangements should be made
with the Purchasing Division prior to delivery.

B Inspection

Your shipment will be inspected upon delivery
as to condition, quantity and conformity to
specification.

MW Billing
Our purchase order number must appear on all
documents relative to the order. An original

invoice must be submitted for payment.
Accounts payable is unable to pay on statements.

B Payment

Payment is made to the vendor after receipt of
invoice and delivery of all materials or services
covered by the purchase order. The accounts
payable section of the Finance Department will
process payment. Using departments are not
responsible for money paid to vendors.

B Gifts and Gratuities

This department maintains a strict policy
prohibiting the acceptance by its employees of
gifts and/or gratuities from any supplier or
potential supplier.

M Local Vendors

It is the City’s policy to encourage the purchase
of supplies, services and equipment from
vendors located within the boundaries of the
City of Concord. We seek to involve local
vendors to the maximum extent possible,
complying with appropriate codes, laws and
prudent purchasing practices. Prices obtained
from Concord vendors will be adjusted by the
sales tax to be received by the City, when
compared against non-local vendor pricing,



