
City of Prescott Procurement Code Requirements
August 2, 2012

PROCUREMENT METHOD DOCUMENTS APPROVALS 
REQUIRED

Procurement 
Type Dollar Amount

P-Card or 
Direct 
Invoice

(1)

Purchase 
Order

(2)

Three 
written 
quotes

Job Order 
Contract

(3)

Competitive 
Selection

(4)

Requires 
Evaluation 
Committee/ 
Negotiation 

City 
Contract

(5)
Bid 

Bond
Perform 

Bond

Pymt 
Bond 
(subs)

City Mgr 
Approval 

Council 
Approval 

Goods Up to $3K X
>$3K - $10K X X
>$10K - $20K X X X
>$20K X X X

Services Up to $3K X
>$3K - $10K X X m
>$10K - $20K X X m o o X
>$20K X X X o o X

Construction Up to $3K X X
>$3k - $10K X X X m
>$10K - $20K X X X m o o o X
>$20K - $1M X X X X o o o X
>$1M X X X o o o X

Professional Up to $3K X X
Services >$3K - $10K X o X m

>$10K - $20K X o, e X m X
>$20K X X o, e m,e X X

Used Up to $3K X
Equipment >$3K - $10K X o X
Sole Source >$10K - $20K X o X X
Emergency > $20K X o X X

Surplus Up to $3K
Disposal (6) >$3K X

X = required

Notes:

This is only a guideline - All employees engaged in procurement activities for the City must have an understanding of the City's Procurement Code 
and relevant State Statutes.  If there is any doubt as to whether various contracts or insurance is required, please refer to Legal and Risk 
Management personnel prior to finalizing your purchase.

(1)  All purchases of less than $3,000 shall have been made with as much economy as practicable in the open market place at the prevailing price
(2)  All Purchase Orders are issued by the Finance Department after a Requisition is entered in Munis with documentation supporting the purchasing method

(4)  Includes Notice Inviting Bids (NIB), Request for Proposal (RFP) and Statement of Qualifications (SOQ)
(5)  Use standard City contract (see templates - services, professional services, construction horizontal / vertical) and required insurance per template
(6)  All disposed of assets need to be reported to Finance for removal from asset list

     subject to specific ARS requirements
m = may be required depending upon project

o = recommended where feasible
e = architectural, engineering, surveying, professional services,

(3)  Job Order Contracting not currently established in City Procurement - Piggyback options maybe available through other public agencies 
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Procedure to purchase 
goods, services or travel 

$3,000  -  $10,000 $10,000  -  $20,000 Any Travel $20,000  -  above 

Obtain 3 written 
quotes, unless it’s an 

*emergency 
procurement (as 

defined below), or 
from a supplier of 

used vehicles and/or 
equipment due to the 

sporadic nature of 
availability, or 

determined as a *sole 
source provider (as 

defined below). 

Same requirements 
as $3,000—$10,000, 

but quotes need to 
be submitted to 

Council on a 
Consent Agenda 

Form for approval. 

Formal, 
competitive, sealed 
bidding. Solicited 

by public 
notification and 

awarded by Council.  
(See page 2 for 

process) 

Enter a requisition 
in Munis. (See page 
3 for instructions)  

Finance will convert 
it to a PO 

upon Council 
Approval 

Enter a requisition 
in Munis. (See page 
3 for instructions)  

Finance will convert 
it to a PO. 

The cost of an item, not the method of payment, determines the method of procurement.  Splitting a transaction to avoid bid 
requirements or authorized approvals is prohibited.  The City may participate with the State of Arizona or any other public entity 
for goods and services that have been obtained in accordance with the State Procurement Code. 

*Emergency Procurement: A purchasing agent may make or authorize others to make emergency procurements if there exists a threat to the public health, welfare or safety or if a situation 
is determined to be necessary for the public interest.  An emergency procurement shall be limited to the goods or services necessary to satisfy the emergency with as much competition as 
practical under the circumstances.  If the expenditure exceeds ten thousand dollars ($10,000.00) it shall be submitted to Council for authorization at the next Council Meeting.  Consult with 
Legal before purchase is made.  
*Sole Source Provider:  A contract may be awarded for a supply, service or construction item without competition or solicitation when the purchasing agent, with concurrence of the City 
Manager, determines in writing that there is only one source.  Professional services may be retained on an as-needed basis for a project without formal bidding requirements if the project 
requires specialized knowledge and expertise acquired by advanced training and/or experience. 

$0  -  $3,000 

Departments handle  
own purchasing, 
keeping in mind 

buying local  

Enter a requisition 
in Munis for 

authorization only. 
(See page 3 for 

instructions)  

Submit a travel 
report if personal 
reimbursement is 

needed. 



$20,000  -  Above 
Department Head should assign a point of contact for purchasing in their department.  The employee 
selected should make sure to familiarize themselves with the procurement code. 

$20,000  -  above 

Formal, 
competitive, sealed 
bidding. Solicited 

by public 
notification and 

awarded by Council. 

Determine scope of 
service, assemble 

specifications, 
plans, etc for bid 
packet or RSOQ 

Put together bid 
packet and send to 
Legal Department 
for contract review 
and any changes 

Send legal notice to local 
paper and to Accounts 
Payable to post on City 
website with bid packet, 

or RSOQ or RFP*  (*RFP 
not recommended with 

out Legal review. ) 

If necessary prepare 
addendum when 

questions come up  and 
perform appropriate 

notification.   

Conduct bid opening, 
compile a record of 
bids received (Bid 

Tabulation) and post 
the list on City website 

Prepare bid packets to 
send out to vendors.  

Maintain list of 
interested vendors. 
Hold pre-bid mtg if 

scheduled 

Prepare memo to Council 
with project overview and 

recommendations for 
selected bidder.  

Notify selected bidder and 
finalize contract documents. 

Wait for Council Approval 

If RSOQ, set up interviews 
with proposers to make 

selection 
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Enter a Requisition (see pg 3) 
in Munis, or a contract (see 

pg 4) if it spans multiple 
years.  

Finance will convert it to a 
PO. 




























