
TOWN OF JEROME. ARIZONA 
POST OFFICE BOX 335 JEROME ARIZONA 86331 

FOUNDED 1876 
l NCORPORATED 1899 

ORDINANCE NO. 193 -- 

AN ORDINANCE AMENDING CHAPTER 3 (ADMINISTRATION) OF THE CODE OF THE 
TOWN OF JEROME, BY ADDING ARTICLE 3-3 (PURCHASING SYSTEM) AND DECLARING 
AN EMERGENCY. 

BE I T  ORDAINED BY THE MAYOR AND COMMON COUNCIL OF THE TOWN OF JEROME, 
ARIZONA : 

That Chapter 3 of t h e  Code of  t he  Town of Jerome, Arizona, is amended 
by adding A r t i c l e  3-3, as fol lows:  

A r t i c l e  3-3 PURCHASING SYSTEM 

3-3-1 Adoption of  Purchasing System 
3-3-2 Cen t r a l i zed  Purchasing Off i c e  
3-3-3 Purchasing O f f i c e r  
3-3-4 Requ i s i t i ons  
3-3-5 Purchase Orders 
3-3-6 Purchasing Procedure 
3 -3- 7 Bid Procedures 
3-3-8 P e t t y  Cash Fund 
3-3-9 Surp lus  Suppl ies  and Equipment 
3-3-10 Exceptions 

Sec t ion  3-3-1 Adoption - of Purchasing System 

I n  o rde r  t o  e s t a b l i s h  e f f i c i e n t  procedures  f o r  t h e  purchase o r  s a l e  
of s u p p l i e s  and equipment, t o  s ecu re  f o r  t h e  town s u p p l i e s  and equipment 
a t  t h e  lowest p o s s i b l e  c o s t  commensurate w i th  t h e  q u a l i t y  needed, t o  
o b t a i n  t h e  t h e  maximum r e t u r n  of funds o r  va lue  f o r  m a t e r i a l  so ld ,  t o  
e x e r c i s e  p o s i t i v e  f i n a n c i a l  c o n t r o l  over l e a s e s ,  r e n t a l s ,  purchases and 
s a l e s ;  t o  c l e a r l y  de f ine  a u t h o r i t y  f o r  t h i s  func t ion  and t o  a s s u r e  t h e  
q u a l i t y  of m a t e r i a l  l ea sed ,  ren ted ,  o r  purchased, a purchasing system 
is  hereby adopted. 

Sec t ion  3-3-2 Cen t r a l i zed  Purchasing Of f i ce  

There is  hereby c r e a t e d  a c e n t r a l i z e d  purchasing o f f i c e  i n  which is  v e s t e d  
a u t h o r i t y  f o r  t h e  purchase o f  supp l i e s  and equipment. 



Sec t ion  3-3-3 Purchasing O f f i c e r  

The purchasing o f f i c e r  s h a l l  be  t h e  town c l e r k .  H e  s h a l l  have 
gene ra l  supe rv i s ion  of  t h e  purchasing o f f i c e  and t h e  a u t h o r i t y  t o :  

A. Purchase o r  c o n t r a c t  f o r  s u p p l i e s  and equipment r e q u i r e d  by a 
department i n  accordance wi th  t h e  purchas ing  procedures  p re sc r ibed  
by t h i s  a r t i c l e .  

B. E s t a b l i s h  such r u l e s ,  r e g u l a t i o n s ,  forms and o t h e r  i t e m s  f o r  t h e  
ope ra t i on  o f  t h e  purchasing o f f i c e  a s  he may deem necessary.  

C. Negot ia te  and recommend t o  t h e  counc i l  execu t ion  of c o n t r a c t s  f o r  
t h e  purchase of s u p p l i e s  and equipment a s  r equ i r ed .  

D. Act t o  procure  f o r  t h e  town t h e  r e q u i r e d  q u a l i t y  i n  s u p p l i e s  and 
equipment a t  t h e  l e a s t  expense t o  t h e  town, 

E. T rans fe r  s u r p l u s  o r  unused s u p p l i e s  and equipment between departments 
a s  needed and s e l l  a l l  s u p p l i e s  and equipment which cannot be used 
by any agency o r  which have become u n s u i t a b l e  f o r  town use.  

Sec t ion  3-3-4 R e q u i s i t i o n s  

~ l l  departments s h a l l  submit r eques t s  f o r  s u p p l i e s  and equipment t o  
t h e  purchasing o f f i c e r  by s t anda rd  r e q u i s i t i o n  forms. 

Sec t ion  3-3-5 Purchase Orders 

A l l  purchases  of  s u p p l i e s  and equipment s h a l l  be made only  by w r i t t e n  
purchase o rde r .  Only t h e  purchasing o f f i c e r  o r  h i s  des igna ted  
r e p r e s e n t a t i v e  may s i g n  purchase o r d e r s .  

Sec t ion  3-3-6 Purchasing Procedure 

A. The purchasing o f f i c e r  s h a l l  make purchases ,  l e a s e s ,  r e n t a l s  and 
c o n t r a c t s  f o r  s u p p l i e s  and equipment n o t  t o  exceed f i v e  hundred 
d o l l a r s  i n  amount i n  t h e  open market,  a f t e r  such inqu i ry  a s  he 
deems necessary  t o  ensure  t h e  p r i c e  o b t a i n e d  is t h e  most advantageous 
t o  t h e  town. 

B. For purchases ,  l e a s e s ,  r e n t a l s  and c o n t r a c t s  f o r  s u p p l i e s  and 
equipment from f i v e  hundred d o l l a r s  t o  twenty-f ive hundred d o l l a r s ,  
and f o r  t h e  a c q u i s i t i o n  of any used equipment, t h e  purchasing 
o f f i c e r  s h a l l  s o l i c i t  p r i c e  q u o t a t i o n s  o r a l l y ,  by te lephone,  o r  
i n  w r i t i n g  from a t  l e a s t  t h r e e  s u p p l i e r s ,  whenever p r a c t i c a b l e ,  
and he s h a l l  keep on f i l e  a t a b u l a t i o n  of s o l i c i t a t i o n s  made o r  
quo ta t i ons  rece ived .  



C. For purchases, l eases ,  r e n t a l s  and con t rac t s  f o r  suppl ies  and new 
equipment i n  excess of twenty-five hundred d o l l a r s ,  t h e  purchasing 
o f f i c e r  s h a l l  i n v i t e  b ids  by: 

1. Advertisement i n  a t  l e a s t  one newspaper of genera l ,  l o c a l  
c i r c u l a t i o n ,  a t  l e a s t  t e n  days before t h e  b i d  opening date ;  
and 

2.  Mailing of i n v i t a t i o n s  t o  b id  t o  a t  l e a s t  t h r e e  supp l i e r s ,  and 
t h e  pos t ing  of a no t i ce  on t h e  o f f i c i a l  publ ic  b u l l e t i n  board 
i n  town. 

Section 3-3-7 Bid Procedures 

A. Sealed b ids  s h a l l  be submitted t o  t h e  purchasing o f f i c e r  and 
s h a l l  be i d e n t i f i e d  a s  b ids  on t h e  envelope. Bids s h a l l  be 
opened i n  pub l i c  a t  t h e  time and place  s t a t e d  i n  t h e  pub l i c  
not ice .  A t abu la t ion  of a l l  b ids  rece ived s h a l l  be r e t a ined  
on f i l e  f o r  pub l i c  inspect ion  during regu la r  business hours 
following t h e  b i d  opening. 

B. A t  i t s  d i s c r e t i o n ,  t h e  town council  may r e j e c t  any and a l l  b ids .  

C. Contracts s h a l l  be awarded by t h e  town council  t o  t h e  lowest 
responsib le  bidder,  except a s  otherwise provided here in .  

D. I f  two o r  more b ids  received a r e  f o r  t h e  same t o t a l  amount o r  
u n i t  p r i c e ,  q u a l i t y  and se rv ice  being equal and i f  t h e  publ ic  
i n t e r e s t  w i l l  not  permit t h e  delay of re-adver t i s ing  f o r  b ids ,  
t h e  town council  s h a l l  determine t h e  successful  bidder by l o t .  

Section 3-3-8 Pe t ty  Cash Fund --- 

Expenditures under t e n  d o l l a r s  may be made from a p e t t y  cash fund and 
supported by r e c e i p t s .  The purchasing o f f i c e r  may e s t a b l i s h  such p e t t y  
cash fund i n  an amount he deems necessary, but  not  t o  exceed one 
hundred d o l l a r s  without approval of t h e  town council .  

Sect ion 3-3-9 Surplus Supplies and Equipment 

A l l  departments and o f f i c e s  s h a l l  submit t o  t h e  purchasing o f f i c e r ,  a t  
such time and i n  such form as he s h a l l  p resc r ibe ,  r epor t s  showing a l l  
suppl ies  and equipment which a r e  no longer used o r  which have become 
obsole te  o r  worn out .  The purchasing o f f i c e r  s h a l l  have t h e  au thor i ty  
t o  s e l l  a l l  suppl ies  and equipment which cannot be used o r  which have 
become unsui table  f o r  town use o r  t o  exchange f o r ,  o r  t r a d e  i n  t h e  
same f o r  new supp l i e s  and equipment. Such s a l e s  s h a l l  be made pursuant 
t o  sec t ion  3-3-6. 

Section 3-3-10 E x c e ~ t i o n s  

Normal purchasing procedures w i l l  be dispensed with only on t h e  
dec la ra t ion  of an emergency by t h e  mayor o r  i n  h i s  absence t h e  vice- 
mayor, o r  a quorum of the  council  i n  r egu la r  o r  s p e c i a l  sess ion .  A l l  
such ac t ions  including documentation t o  t h e  e f f e c t  t h a t  t h e  expenditures 
and emergency procedures were j u s t i f i e d  t o  save l i f e  o r  property w i l l  



be made a m a t t e r  of pub l i c  record a t  t h e  next  pub l i c  counci l  meeting 
excepting only those  a c t i o n s  d i r e c t l y  r e l a t i n g  t o  p o l i c e  a c t i v i t i e s  
which a r e  exempted from pub l i c  d i s c l o s u r e  by s t a t e  s t a t u t e .  Such 
exempted a c t i o n s  w i l l  be brought in s t ead  t o  t h e  counc i l  i n  execut ive  
se s s ion  p r i o r  t o  t h e  next  pub l i c  counci l  meeting. 

WHEREAS, A . t  i s  necessary f o r  t h e  p rese rva t ion  of t h e  peace, h e a l t h  and 
s a f e t y  of t h e  Town of  Jerome, Arizona, an emergency is dec lared  t o  e x i s t ,  
and t h i s  ordinance s h a l l  become ope ra t ive  and i n  f o r c e  from and a f t e r  t h e  
da te  of i t s  passage and adoption. 

PASSED AND ADOPTED by t h e  Mayor and Common Council of t h e  Town of Jerome, 
Arizona, t h i s  ( 1  +&. day of ra --%-- I 19g3 - 
APPROVED t h i s  116 day of &&&&q , 1983 , by t h e  a f f i r m a t i v e  
vo te  of three- four ths  of t h e  ~ o m m o a ~ o u n c i l  of t h e  Town of Jerome, Arizona. 

APPROVED AS TO FORM: 

Robert S. ~ e c h a r i c h ,  Town Attorney 


