












Operating Policy Page? 06-17-80
Updated 2-2022 

C. PURCHASING PROCEDURES

1. For purchases under $5,000.00** the department shall use the 
"Local Purchase Order'' form. All forms must be signed by the 
department supervisor. Leave two copies with the local business and 
deliver the third copy to the Finance Department as soon as possible.

2. For all· purchases of $5,000.00** or more, the following procedure will 
be followed:

a. Fill out "Purchase Requisition Form".

b. Deliver to your administrative supervisor.

c. If approved by administrative supervisor, the requisition form will be 
delivered to the Finance Department for processing.

d. Purchase order will be typed for purchases over $5,000 and for any 
vendors requesting a purchase order.*** No purchase order will be 
issued without the requisition form signed by an administrative 
supervisor.

e. One copy of purchase order is to be given to the department head and 
administrative supervisor involved.

f. When bills are received in the Finance Office they are to be given to the 
proper administrative supervisor for payment approval.

Except for routine bills, no bill shall be paid unless approved by the 
respective administrative supervisors. 

Purchase orders issued without approval of the administrative supervisor 
will not be approved for payment. 

D. TRAVEL POLICY

1. All out-of-town travel will be approved in advance by the administrative
supervisor prior to any registration, etc.

2. All registrations, reservations, etc., will be made through and by the
administrative supervisor's office personnel.

3. City vehicles will be utilized for transportation whenever possible. Contact
the community development director for scheduling of vehicles. If an
administrative car is not available, the city vehicle with the best gas mileage
should be utilized for the transportation. If there is not a City vehicle
available, and the employee takes their private vehicle, the City will pay
mileage both ways. If there is a City vehicle available, and the employee
takes their private vehicle, the City will pay mileage one-way. The Library, in
town mileage, will be paid both ways when an employee used their private
vehicle. Employee's family members will not be allowed to ride in city
vehicles.

** Revised 4-28-11; 2nd Revision 6/27/18 












