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SECTION [ GOALS -

This manual has been designed to ensure that the policies set by the Town Council/School
Committee regarding the expenditure of public funds are met by all Town/School departments.
If these policies are adhered to, the Town/School will receive the maximum value for each
public dollar spent.

1.1 Basic Goals

The basic goals of the Town's/School's purchasing program are.
a. To comply with the legal requirements of public purchasing:

b. To assure vendors that impartial and equal treatment will be afforded ali who wish
to do business with the Town/Schoo!:

c. To receive maximum value for each public dollar spent:

d. To provide Town/School departments the required goods and services at the time
and place needed in the proper quantity and quality; and

e. To purchase only goods and services for which funds have been approved through
the budget process and not previously encumbered.

If the procedures and guidelines established in the manual are followed, each department |
will efficiently manage, control, and plan their available resources to meet present and future
departmental needs and help the Town/School meet these goals.

SECTION Il GENERAL GUIDELINES

These general guidelines should be considered administrative rules and regulations and are
to be adhered fo by all departments in the procurement of goods and services.

2.1 Local Buying

It is the desire of the Town/School to purchase from Westerly vendors whenever possible.
This can be accomplished by ensuring that local vendors who have goods or services
available which are needed by the Town/School are included in the competitive shopping
process which will precede most purchases. The Town/School has a responsibility to its
residents, however, to ensure that the maximum value is obtained for each public dollar
spent. It is assumed that local vendors who wish to do business with the Town/School will
offer the lowest possible quote for the item being purchased.

2.2 _Planning

Planning for purchases should be done on both a short-term and a long-term basis. Small
order and last-minute purchases should be minimized, thereby increasing the capability of

each department to purchase its goods and services in larger quantities in order to obtain the
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maximum discounts possible. Planning will also cut down on the number of trips required to
obtain materials and minimize the amount of clerical and supervisory time spent on
documenting purchases. The purchasing process begins with the preparation of the Annual
Budget. Blanket Purchase Orders are a perfect option to maintain solid pricing planning.

2.3 Overdrafts Prohibited

No purchase will be authorized which would overdraft a budgetary line-item account.
Department Heads who are contemplating a purchase that will exceed a budgetary line-item
account should notify the Finance Department in writing of the expected shortfail and indicate
if funds are available in other accounts within the department's budget. If available funds do
exist, the purchase will be authorized, and a line-item budget transfer may be made to cover
the expected shortfall.

2.4 Buying Proper Quality

Quality and service are just as important as price, and it is the duty of the requisitioning
department to secure the best quality for the purpose intended. Quality buying is the buying
of goods or services that will mest but not exceed the requirements for which they are
intended. n some instances, the primary consideration is durability. With other purchases, it
may be a question of immediate availability, ease of installation, frequency of repair or
efficiency of operation that must be given primary consideration. In the case of motor vehicles
and other capital expenditures, departments may want to investigate life cycle costs or EPA
mileage rating to compare bids as opposed to utilizing the price as the criterion for
determining the lowest responsible bidder. It is the responsibility of each Department Head
to become familiar enough with the available equipment to determine the appropriate quality
required in order to develop specifications.

2.5 Vendor Favoritism

Acceptance of personal or Town/School gifts from vendors attempting to influence
purchasing decisions will not be tolerated. The penalty for accepting personal gifts to
influence the decision process will be immediate termination. Procurement of goods or
services from any vendor regardless of price - with any implied or stated understanding that
said vendor will be rewarded in any manner — including implied or stated future award(s) of
no-bid purchase orders or contracts — will not be tolerated and will be grounds for
immediate termination.

2.6 Sales Tax

The Town/School is exempt from paying all local and state sales taxes or Federal Excise
taxes. The Finance Department can provide the necessary exemption documents to any
vendor upon request.

2.7 Public Access

All specifications, bid documents, purchase orders and supporting documents are public
records which will be made available to citizens, vendors or the media, upon request
through the Public Records Request (APRA).



2.8 Endorsements

It is Town/School policy not to endorse or in.any way permit an employee's name,
position,
or the Town's/School’s name to be used and advertised as supporting a product or vendor.

2.9 Personal Purchases

Purchases for employees by the Town/School are prohibited. Town/School employees
are also prohibited from using the Town's/School’s name or the employee's position to
obtain special consideration in personal purchases.

2.10 Conflict of Interest

No employee, officer or agent of the Town of Waesterly/Westerly Public Schools shall
participate in selection or in the award or administration of a contract if a conflict of interest,
real or apparent would be involved. '

2.11 Minority Business Enterprises

Pursuant to the provisions of RIGL 37-14.1; the Town reserves the right to apply additional
consideration to offers, and to direct awards to bidders other than the responsive bid
representing the lowest price where:

a. the offer is fully responsive to the terms and conditions of the Request, and

b. the price offer is determined to be within a competitive range (not to exceed 5% higher
than the lowest responsive price offer) for the products or services, and

¢. the firm making the offer has been certified by the RI Department of Economic
Development to be a small business concern meeting the criteria established to be
considered a Minority Business Enterprise.

SECTION ill PURCHASING PROCEDURES

The Town Council/School Committee has established policies regulating the degree of
formality to be followed in the purchase of goods and services, depending on the costs of
the items to be purchased. The splitting of purchases into smaller orders to avoid these
requirements is strictly prohibited.

3.1 Signature Reguirements

All requisitions require Department Head approval or desighes, and all purchase orders will
be approved and electronically signed by the Purchasing Agent regardless of the dollar
amount.

Finance Department

The Town and School Finance Departments approval ensures that the account code is
appropriate for the purchase, that the department has budget funding to support the
requisition and that the purchase is recorded appropriately under accounting, reporting and

grant guidelines. Should the Finance Department determine that the request does not meet
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any of those three requirements, the purchase requisition will be put on hold or rejected. Ifa
requisition is placed on hold or rejected, the Finance Department staff member will
communicate the reason to the requestor and the Purchasing Agent.

The Finance Director can assign approvals to their Senior Accountant up to $10,000.
Requisitions over that amount are to be approved by the Finance Director, however the

Director can temporarily assign approval rights under extenuating circumstances or during
their absence.

Purchasing Agent

The Purchasing Agent's approval, subsequent to the Finance Department approval, ensures
that the purchasing policies are followed. This includes, but is not limited to, bids
requirements, pricing, contractual arrangements, and applicable documentation. Those
requirements are provided in this manual. In addition, by approval of the requisition, if a
Sourcing Justification Form (Appendix D) is attached, the Purchasing Agents sighature will
be considered executed without an actual signature.

3.2 All Purchases

Ali purchases must have prior purchase order approval, within the Munis system by Finance
and Purchasing prior to the order taking place. The department may find it convenient to
occasionally use the Request for Quotation or Telephone Quotation forms, even though
items required are below the amounts necessary to trigger this procurement process.

3.3 Purchase Requisition up to $5,000

Requisitions for goods or services having a value of up to $5,000 (the Westerly P-Card
should be utilized); a telephone quotation should be obtained and retained in your
department. All telephone guotes should be guoted with shipping charges stated as "f.0.b. —
destination." Enough detailed description for each iine item must be provided. Where
multiple items are being purchased each line item will be denoted, described, and priced
individually. The quotations may be obtained over the telephone or by whatever other
means available- utilizing the telephone quotation form. Catalog prices may be used in this
price range. The purchase requisition which shows the award to the lowest responsible
vendor should be forwarded in the Munis system for review and approval with a
telephone quotation form attached. The Department Head will review and approve,
verifying that funds are available, and the accounts are correct, prior to submitting the
requisition.

3.5 Purchases from $5,001 o $10,000 (non-construction) & $5,001 to $25,000
(Construction)

in accordance with state law, prior to processing a purchase order to secure goods or
services costing over $5,001, Department Heads must obtain three written quotations.
Request for Quotation forms will be used to document these quotations. See Appendix B for
the Request for Quotation of Materials and or Appendix C for the Request for Quotation of
Services. If Department Heads are unable to secure three written quotations, the
Single/Sole/Proprietary Source/Emergency Justification Form (see Appendix E) must be
attached to the requisition, explaining why less than three qualified vendors were available
as well as the Request for Quotation form should be attached to the purchase requisition and
forwarded for approval.




Department Heads are reminded that the use of written Request for Quotation forms
(Material or Services) requires appropriate planning to ensure that adequate lead time is
available to satisfy the purchasing requirements. it is, of course, possible 16 call in the
quotations, email or hand carry the Request for Quotations to qualified vendors and obtain
the three quotes, compiete the Quotation Summary (Appendix E) and submit a requisition in
a single day. The more detailed the purchase, the more the need for written specifications. A
good rule of thumb is to review your requests with the Purchasing Agent prior to beginning
the process.

Provided all guidelines have been followed and that sufficient funds exist, departments should
allow for lead time of 72 hours for purchasing approval. Please note that if proper backup
information such as an explanation as to why less than three quotations were obtained, is not
included, purchasing lead time will be extended. if in the opinion of the Purchasing Agent a
department is abusing the written quote system, the Purchasing Agent may require the
department to use formal bid procedures.

3.6 Purchas_es in Excess of $10.000 (Non-construction) $25.000 (Construction)

Department Heads anticipating the purchase of goods or services exceeding the value of
$10,000 for non-construction and purchase of goods or services exceeding $25,000 for
construction, should prepare the Scope of Work package, including specifications with Project
Schedule or Delivery requirements, list of potential Bidders, if any based upon standards
appropriate to meet the Town's/School’s needs. The Scope of Work package inciuding
specifications should be forwarded to the Purchasing Agent's Office along with Account
Codes indicating funds budgeted for the purchase, and any revised cost estimates that may
exist. The Purchasing Agent will then develop the RFQ/RFP bid package and will then post
the document on the Westerly Website, the State of RI website and the Bidnet website,
depending on the RFQ/RFP requirements. The Purchasing Agent will also send ouf the
RFQ/RFP package to vendors/contractors on the Bidders list. The Department Head will
work with the Purchasing Agent to develop the bidders list. Formal Bids will be posted for at
least seven (7) business days prior to bid opening and no more than twenty-one (21) (State
Statute). Bids will be received in both hard and digital format. After these bids are publicly
opened by the Purchasing Agent, one set of bids will be turned over to the Department Head
by the Purchasing Agent, along with a written tabulation of all bids. The Department Head
will draft a memorandum of recommendation and Town Council/School Committee resolution
to the Town Manager/Superintendent with a copy to and concurrence of the Purchasing
Agent, IF THE PURCHASE IS NOT INCLUDED IN THE ANNUAL APPROVED BUDGET.
The award will normally be made to the low bidder meeting specifications. However, there
may be instances when the low bid is not from a responsible bidder, or the bid is not in
accordance with minimum specifications. When such a situation arises, it is incumbent upon
the Department Head to thoroughly document in writing the reasons why the low bidder or
bidders should be disqualified. All bids requiring a contract will be prepared with all
appropriate documentation and will be developed by the Purchasing Agent. The Purchasing
Agent will forward the contract to the successful contractor for signature. After the Contractor
returns the signed document, the Purchasing Agent will send the contract to the Solicitor.
After Solicitor reviews, signs, and returns, the contract wiil be ready for Town
Manager/Superintendent signature. Please note that no work is to be started regarding any
contract without an approved and signed Contract with Certificate of Insurance, and Payment

& Performance Bonds, if applicable and/or Purchase Order. The Purchasing Agent wil then
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send a fully executed copy back to the Contractor and will download a copy to the Contract
Database System and a hard copy to the Town Clerks office.

SECTION IV SPECIAL PROCUREMENT PROCEDURES
Occasionally the Town/School may need to purchase goods or services under
circumstances which do not clearly fit the patterns of normal public procurement and for
which normal competitive bidding procedures do not apply. The following guidelines are

provided with regard to making such purchases.

4.1 Exclusive Service

In the event that there is only one vendor capable of providing a particular good or service,
then the competitive bidding procedures outlined in this manual may be waived by the
Purchasing Agent. When a Department Head determines that hefshe must purchase goods
or services from a "sole source vendor", he/she must document why only one company or

. individual is capable of providing the goods or services required. A “"Sourcing
Justification Form" is the only source from which the item(s) or service(s) may be purchased
regardless of price considerations. The documentation must be attached to the purchase
requisition prior to authorization to the vendor. (Complete sole source justification form,
Appendix D)

4.2 Cooperative Procurement Programs

Department Heads are encouraged to use approved cooperative purchasing programs
sponsored by the State of Rhode Island or other jurisdictions. Cooperative purchasing can
prove advantagecus to the Town/School both by relieving Department Heads of the
paperwork necessary to put together bid packages and by taking advantage of the large
quantity purchases made by State Government or other state, municipal or federal entities.
Purchases made through these programs have met the requirements of competitive bidding
and require no further documentation. Department Heads are encouraged to check with the
Purchasing Agent and/or the State through their website regarding approved cooperative
procurement contracts in effect prior to making any purchase exceeding $5.000.

4.3 Professional Services

Normal competitive procedures cannot be utilized in secuﬁng professional services such
as planners, and other professional people who, in keeping with the standards of their
discipline, will not enter into a competitive bidding process.

A Request for Proposal (RFP) for a particular project will be developed by the Purchasing
Agent based upon the department requesting the service scope of work package. The
Scope of Work should define the project in specific terms and identify the various project
components and phases. Detailed project descriptions should also be prepared to guide
prospective consultants. The degree, if any, of federal participation should also be defined at
this time since certain planning and design criteria may be prerequisites for federal or state
assistance.




RFP's must identify evaluation factors and assign a point value o ali factors. A minimum
score requirement must be met for the proposal to be considered for award. The firm
meeting the highest total score is awarded the contract.

When an RFP for professional services is approved, a list of qualified professionals known to
the Town/Schoo! shoulid be invited to submit a proposai setting forth their interest,
qualifications and how they can meet the Townh's/School's needs. In securing professional
services, it is the primary goal of the Town/School to obtain the services of a professional on
the basis of demonstrated competence and qualification for the type of services required at
fair and reasonable prices. It is recognized that competence, experience, and ability are
important considerations, and amount of fee alone is not the only criteria in selecting
professional services. A contract will be negotiated with the professional deemed to best
meet the Town's/Schoo!'s needs. All professional service contracts in excess of $10,000
must receive Town Council/School Committee approval, if not within the approved annual
budget.

4.3.1 Qualification Based Selection (QBS)

For Engineering and Architectural Services, the Qualification Based Selection (ABS) process
must be utilized in accordance with Rl law, Section 456-55-8.1 of the General Laws in Chapter 45-
55 entitled "Award of Municipal Contracts". Specifically, the law states:

{a) When the purchasing agent determines that the city or town needs the services of a professional
architect or engineer, the purchasing agent shall follow the qualification-based selection process for
the procurement of architectural and engineering consuiting services.

(b) Federal requirements. In the procurement of architectural, engineering, and consulting services
and'in the awarding of contracts, the city or town shall comply with federal law and regulations
including, but not limited to, Pub. L. 92-582 (Federal Architect-Engineer Selection Law, Brooks Law,
40 U.S.C. § 541) and take all necessary steps to adapt its rules, specifications, policies, and
procedures accordingly fo remain eligible for federal aid.

(c) Prequalification. Cities and towns may establish procedures to prequalify firms seeking to provide
architectural, engineering, and consultant services or may use prequalification lists from other state
agencies to meet the requirements of this section.

(d) No city or town, prior to selecting a firm for nagotiation during procurement under this section,
shall seek formal or informal submission of verbal or written estimates of costs or proposals in terms
of dollars, hours required, percentage of construction cost, or any other measure of compensation.

Note: For services such as program managers, construction managers, or construction managers at
risk the purchasing agent shall follow the regulations, as defined in § 45-565-4(16), which means it's
up to the Purchasing Agents/Town policy.

4.4 Blanket Purchase Orders

Blanket Purchase Orders are for repetitively purchased goods or services awarded after

receiving competitive bids and firm unit pricing has been established and documented in the
agreement. The purchase order remains open for a period of up to one year to purchase the
goods or services specified on an "as needed" basis. Examples of Blanket Purchase Orders

include construction matetials such as rock, stone, sand, concrete and asphalt, trees and
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other landscaping materials, automotive supplies such as tires and batteries, hardware,
clothing, and office supplies frequently or routinely utilized by the Town/School and for which
the initiation of competitive shopping each time the goods or services are required would
become cumbersome and inefficient. All Blanket Purchase Orders should indicate a not to
exceed total dollar amount, Unit Prices, contract number, council resolution number if
required, or other state, city or town or school contract or resolution numbers when

applicable - and the expiration date of the award. See APPENDIX | for complete process
details.

4 5 Emergency Purchases

The bid procedures outlined in this manual may be waived under emergency conditions

when a delay may threaten the basic mission of a line department or where life or limb may
be in jeopardy. ‘

In case of an emergency the Department Head may purchase the necessary suppiies or
services without complying with Section 2 of this Article. True emergency situations are rare
and are classified as those where immediate procurement is essential to prevent delays in
work which may vitally affect the life, health or safety of citizens or the immediate urgent
mission of a line department. The department head will forward to the Purchasing Agent
within two (2) working days a complete written explanation of the emergency
circumstances on the Sourcing Justification Form, (APPENDIX D) attached to a
purchase requisition. Requests based on improper planning of lead fime to procure normal
operating suppiies or services will not be allowed under this emergency provision.
Emergencies that happen outside of normal working hours require the Department Head to
contact the Purchasing Agent with details immediately on the next workday.

4.6 Federally Assisted Procurements

Federally assisted procurements must include language specified in Appendix Il to Part 200
in bid and contract documents. The required language is provided in Appendix A of this
manual.

4.7 Petty Cash Accounts

Petty Cash Accounts have been discontinued. See the Town and School Finance
Departments Policies.

4.8 Purchasing Card (P-Card) Program

Town of Westerly/Westerly Schools is making available to designated employees delegated
authority to make minor purchases directly through a Purchasing Card Program. This will allow
departments flexibility to purchase smali routine materials and suppiies.

See APPENDIX K for complete details of this process.

NOTE: The Westerly Purchasing Bidding requirements MUST still be followed.

4.9 Vendor Non-Response to Posted Invitation to Bid Procedure

infrequently, situations may occur wherein our standard procedure of public notice and

advertisement requesting written, sealed bids for goods or services (as defined in sub-
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section Purchases in Excess of $10,000 (non-construction) $25,000 (Construction)) fails to
yield any formal bid or response. This is probably most likely to occur in a service or
maintenance bidding situation requiring special vendor expertise, equipment, employee
training or risk, significant liability or other unique qualification. Assuming that the bid package
and specifications were clear, concise and complete, and all associated administrative

functions satisfied; the following additional action shouid be implemented:

a. Give public notice and advertise the request for bids a second time on a popular
website or in a newspaper with a greater circulation and in an area where more
potential bidders are likely to exist (e.g. Providence Journal vs. Westerly Sun).
Judgment regarding the reasons for non-response should guide whether to
advertise in the Providence Journal. This is not mandatory.

b. If the second bid attempt is non-responsive, it seems reasonable to assume that
our standard procedures will not yield the desired result. Specifically, and with the
approval and assistance of the Purchasing Agent, a direct solicitation of potential
vendors qualified to provide the goods or services required should be initiated by
the Department Head similar to the purchasing practices employed in the private
sector. If possible, at least three qualified written bids shouid be obtained with
supporting documentation (e.g. certificates of insurance, bonds, etc.). The
Department Head will then prepare a written request to the Purchasing Agent and
Town Manager/Superintendent for approval of the Town Council/School Committee
for exemption to the standard purchasing procedure. The request would have to
include the Department Head's arguments for this exemption as well as the written
approval of the Purchasing Agent.

c. Only with the approval of the Town Manager/Superintendent will the department
head be authorized to issue a purchase order if the funds are not in an approved
budget.

4.10 Cooperative Purchasing Agreements (Rl General Laws 45-40.1-4(x)

Collaborative and Cooperative Purchasing allows Cities and Towns in Rhode Island
including the State to utilize Purchasing Association Agreements that have established with
set pricing through competitive bidding. Each City and Town may take advantage of each
other's competitively established pricing if the Supplier/Contractor agrees.

Although there is no official list, the following agencies
have previously been approved by the Office of the R Attorney General:

11




RI Attorney General General's Offica 2020

Approved Cooperative Purchasing Agreements
Assoclation of Educational Purchasing Agencles W, EEDECCON.0ME
Buy Board Purchasing Cooperative
Commonwealth of Ma Procurement Access and Splicitation System www.commbuys.com/hso
Fira Rescus Group Purchasing Wwww.nppgav.camieno/firerescue gpg
Greatar Boston Palice Coundil www.gbptorg
Houstan-Galvestan Area Counell {HGACBuy.comy] wiyw -gac.com/ooon
Keystone Purchasing Network www.thekpn.org
Maryland Association of School Boards
Massachusetts Higher Education Consortium (MHEC) www,mhec.net
Metropalitan Area Planning Council’ WWWLINPAC.OEE
Wational Copperative Purchasing Alliance NCPA WL NCPa.US
National Intergovernmental Purchasing Alliance NIPA {CPN] wivw.nationalips,org
Natlonal Joint Purchasing Alljance NIPA/Sourcewsll wiwwhsourcewell-mm.goy
Nativnal Schoo! Boards Asseclation
Plymaouth County Commissioners www,pee-catalog.com
Plymauth County Sherlff's Dept. Capperative Purchasing Program wivw. pesdma o1g
Rl Energy Aggregation Program {League of Citlas & Towns) www.rileagus.org
Rl Munizipat Purchasing Agents Agsn, RIMPAA
State'of CT Dept of Admin Services www,portal.ct.aov/DAS
State of Rl {RIMPA) www ptrchasing. rl.goy
Teyas Assoclation of School Boards akd Nations! Purchasing Cooperative
The Conperative Purchasing Network {CPN} {N1PA] www.pationalipa.org
The Interlocal Purchasing System {IPS-USA
Us Communities Government Purchasing Alllance www.uscommunities 01g
US General Services Adinin Schedulps 70 & 84 WIWW.E53,80V
Waestern Fite Chief's Assaciation v vifca,com
Westerp Statas Contracting Alliance (NASPO Vakiepaink) wivw,.nacpovaliapoint.org

4.11 Specialized Services

As the Town's/School’s unavoidable usage of high-tech eiectronic equipment increases (e.g.,
computers, software systems, etc.), so too does our reliance on competent service and
maintenance for this equipment through warranty or service confracts. Specialized services
may also be desirable and/or difficult to obtain for certain unigue or highly specialized
requirements (e.g., uniform tailoring, heavy equipment repair, radio repair, land evidence
records, computer repair etc.). In that these service contracts are specialized or difficult to
obtain from multiple sources or require consistency, or due to Town/School satisfaction with
the existing vendor, or a desire to consolidate contracts for the same equipment (e.g.,
copiers) under one setvice contract for optimum pricing or efficiency, the following exemption
to the Town/School Purchasing Procedures is applicable. If, in the opinion of the Purchasing
Agent, the interests of the town/school, both financially and/or operationally, are best served
by consolidating, canceling, re-negotiating, or extending (without additional bidding) existing
service contracts or highly specialized service arrangements, he or she is authorized to do
so, notwithstanding the provisions and dollar limits of the Purchasing Procedures section of
the Purchasing Manual. Correspondence outlining the need for this specialized setrvice
exemption must be provided by the department requesting the exemption. The Purchasing
Agent will review the documentation and make a recommendation fo the Town
Manager/Superintendent as to whether or not the service is truly a specialized service.
Based on the Purchasing Agent's opinion, approval will be given for this specialized service
exemption, or the department will be informed that they must follow normal purchasing
guidelines.
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4.12 Negotiations with the Lowest Bidder

After receiving the required number of quotes/bids based on the Purchasing Procedures
section of this Purchasing Manual, the Purchasing Agent and Town Manager/Superintendent
have the authority to negotiate further price reductions on goods and services with the lowest
qualified bidder in accordance with state law regarding municipal purchases.

4.13 Original Manufacturer Direct Purchase

If an individual order is large enough, or the potential for an ongoing business refationship
probable, some manufacturers will sell directly to the end user, bypassing their own
authorized dealer/distribution network. In the situation where the Town/School has the ability
to deal directly with the original equipment manufacturer of a product, the Purchasing Agent
has the authority to negotiate with the OEM up to a maximum of $ 10,000. This type of direct
purchase will frequently yield the lowest possible price available in that an entire level of
overhead costs and profits (i.e., the dealer) is eliminated. Should the purchase requirement
be well defined (i.e., specific), and of significant quantity or repetitive in nature, contact the
Town's/School's Purchasing Agent for assistance in reviewing this purchasing opportunity. In
the event the manufacturer is receptive to direct sales, the Purchasing Agent will conduct the
negotiations with the original manufacturer; compare pricing with the manufacturer's local
dealers and/or competitors. A Purchase Requisition and Purchase Order to the original
manufacturer, if applicable, will be approved and issued - providing the funds are available

and appropriate authorization from the Finance Director and Town Manager/Superintendent
has been received.

4.14 GOODS AND SERVIES WHICH DO NOT REQUIRE A PURCHASE ORDER

Based on Rhode Island Procurement Regulations (R.l. Gen Laws Chapter 37-2) the
following goods and services do not require a Purchase order in order to process payment:
Utilities such as Telephone Service, N-Grid, efc.

Subscriptions (publications, magazine, newspapers, advertising, etc.)

Fees — Seminars, Training, Notary Renewals

Meals — Department approved such as snowplowing shifts.

Attorney General Office or other State/Federal Offices

Postage — FedEx, UPS, Stamps

For these types of financial commitments please use the CHECK REQUEST FORM

See APPENDIX D

Rhode Island Procurement Regulations (R.l. Gen Laws Chapter 37-2, grants, benefits,
entitlements, subsidies, and reimbursements; 10.3 Exceptions to Competition)

1. Reimbursement fo local governments (e.g., for educational expenses or public works
projects).

2. Reimbursements of third parties for client-demand services, e.g., payments for medical
services when the client selects the physician shall be considered benefits for which
competitive solicitation is not required.

3. Entilements for specific recipients or categories of recipients as prescribed by legislative
mandate (including federal programs).

4. Grants, subsidies, entitlements, or benefits purchased.
13



5 Grants in the form of subsidies or general assistance shall be administered by state
agencies in accordance with legal mandates restricting or defining the use of such funds.

6. Grants, subsidies, entitlements, or benefits purchased on behalf of, or paid directly to,
individuals. Examples include but shall not be limited to:

a. transportation services - public bus, taxicab, ferry.

b. education and recreation benefits.

c. fees - tuition costs, registration; and

d. medical, dental, food stamps, efc.

7. Employee expenses, subsidies, and benefits. Examples include but shall not be limited to:
a. meals, parking, mileage and travel not covered by state contract.

b. allowances (e.g., tools, clothing) per union contract.

c. fees - dues/membership, tuition costs, conference registration.

d. tuition; and

e. tests/examinations/certifications.

8. Claims - reimbursement for damages. Vouchers for tort claims authorized by the General
Assembly, accompanied by a copy of the appropriate legal decision and authorized by the
Budget Office may be submitted directly to the Controiler for payment.

SECTION V SPECIFICATIONS

5.1 Formal Competitive Bidding

When goods or services are bought under the formal competitive bidding process,
specifications must be prepared. Specifications, regardless of the type, should do four
things:

a. ldentify minimum requirements.

b. Allow for competitive bid.

c. Be capable of objective review; and

d. Provide for an equitable award at the lowest possible cost.

5.2 General Guidelines

—

a. Keep specifications as simple as possible while maintaining the exactness required
to keep bidders from utilizing a loophole to avoid providing the quality goods or
services required or in another fashion to take advantage of their competitors.

b. Whenever possible, identify the equipment or material required with some name
brand or known standard specification already on the market. All specifications that
utilize a name brand must include the term "or equivalent.”

c. Specifications should promote competition. Specifications so drafted will normaily
aliow several bidders to provide the Town/School with alternatives and ensure
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that the Town/School obtains the lowest possible price for the goods or services
required.

d. Flexibility in the specifications is desirable in instances where new technologies are
being sought. Specifications shouid be specific enough to guarantee the quality
required but sufficiently flexible to allow vendors to be creative in their proposals. If
a proposal does not meet the Town's/School's needs, it can be rejected and the bid
which closely follows the specifications accepted. These procedures should be used
sparingly and Department Heads contemplating flexible spegcifications should
contact the Purchasing Agent to discuss the format and degree of flexibility
anticipated prior to the completion of the final draft.

e. Specification should be reasonable in its tolerances. Unnecessary precision
is expensive.

f.  Specifications should be written with clear, simpie language, free of vague terms
or those subject to variation in interpretation.

5.3 Types of Specifications

There are several ways of structuring specifications to protect the integrity of the purchasing
process and to ensure that the needs of the Town/School are met. Different methods of
structuring specifications include:

a. Qualified Products or Acceptable Brands List. These lists are developed only where
it is not possible to write specifications adequate to identify the quality and
performance required of the goods or services to be purchased. Acceptable brands
lists are also used when tests necessary to determine compliance with technical
specifications are lengthy, costly or require complicated technical equipment.

b. Specification by Brand or Trade Name. Brand or trade names should be used where
brand name products have been found to be superior to others for the purpose
intended, or when their composition is secret, unknown or patented. The use of
brand names establishes a quality standard but is not intended to limit or eliminate
competition. Whenever this method of establishing specifications is used, the
specifications should specifically provide for bidding of competitive or equal
grades. It is incumbent on a vendor who bids on goods of supposed equal quality to
those specified to document that the goods or services that he is bidding are, in fact,
of equal quaiity.

c. Specification by Drawing or Dimension Sheet. Specifications of construction
projects for everything from buildings and streets to custom built cabinets, furniture,
machines, or other equipment should be written to reference the drawings or
dimension sheets prepared by an engineer or architect. Such specifications provide
an appropriate method of evaluating all bids, and later of verifying the quality of the
construction work or the equipment or fixtures delivered.

d. Specifications by Chemical Analysis or Physical Properties. Specifications which
inciude the chemical analysis of physical properties of the goods requested clearly

place responsibility on the supplier to provide exactly those items requested. Again,
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care must be taken in preparing specifications utilizing this method to ensure that
competition remains a part of the bidding process. If the specifications are drawn
too narrowly and oniy one bidder is qualified to meet the technical specifications, the
cost of obtaining these items may be higher than necessary due to the lack of
competition.

. Specifications by Performance, Purpose or Use. Specifications which include a set
of performance criteria for the goods or services required will provide flexibility for
vendors to design products or programs specifically aimed at meeting the purpose
or performance standards the Town/School has established. Generally,
specifications which center on performance standard generate a great deal of
competition since they allow vendors to exercise some creativity in the types of
services or goods included in their bids. Department Heads are cautioned to
exercise care by including some specific technical specifications which will provide a
floor or bottom-line quality determination. The use of performance specifications
without minimum standards could result in items being installed, paid for, and later
determined not to meet Town/School expectations. It can then be very difficult to go
back to a vendor and argue that the item bid did not meet the performance criteria
established. At that point the determinations of satisfactory performance can
hecome exiremely subjective with the vendor insisting that his item is acceptable
even though actual experience indicates otherwise.

Specifications by Identification with Industry Standards. Specifications will often
refer to industry-wide standards or to standards set by other public jurisdictions.
Some examples of these would be Lumber Grading, standards set by the asphalt or
concrete industries, or by referencing standard specifications of the Rhode Island
Department of Transportation or other State or Federal Agency.

. Specifications by Samples. Whenever appropriate, a sample is always a good way
to make your requirements perfectly clear. A good example would be printing bids
for which artwork or an existing form would be attached. Whenever samples are
utilized, Department Heads should provide an adequate supply so that originals can
be sent with all bid invitations and some maintained in the file for vendors who
request bidding documents.

SECTION Vi REQUISITION, PURCHASE ORDER & CONTRACTS

As a general note, Requisitions are used to start the Purchase Order process. A
Purchase Order is issued to a SupplierVendor for the purchase of materials, goods and
or equipment. A Contract is issued to a Contractor/Consultant to perform services/labor.
We will issue a Purchase Order number to a Contractor/Consultant for accounting
purposes only, so they can have a number to invoice against. The Town/School currently
uses two (2) forms of agreement, The Town of Westerly/Westerly Public Schools
Contract Agreement for Construction & Labor Services, and the Town of
Westerly/Westerly Public Schools Professional Services/Consulting Agreement for
Engineering & Other Consultant Services. (See APPENDIX H & )

The Town/School Requisition must be completed and approved by the Department Head

under the procedures established in this manual. in order to ensure expeditious
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processing of purchase orders it is important that all forms are completed accurately by
the department ordering the goods or setvices. Descriptions must be enough te identify
the obiect being purchased. Catalogue numbers, stock numbers and other such
identifying titles are important. Do not use the description of “see attached list" or any
other such vague wording.

A purchase order is a contract between the Town/School and a vendor. The contract is not
binding until it is accepted by the vendor. The issuance of purchase orders by unauthorized
individuals will not be recognized by the Town/School and payment of these obligations will
not be approved. Unauthorized purchases are classified as personhal expenses.

Purchase orders are classified as either "original” or "confirming" based on whether or not the
vendor has previously been notified of the Town's/School's intent to purchase goods or
services fram him. Confirming purchase orders are used to prevent double purchasing of the
same item. It is critical that vendors list the purchase order number on all delivery slips and
invoices. Failure to do so may result in a payment delay to the vendor.

Vandors are to send invoices to the Town of Westerly, Altn: Accounts Payable, 45
Broad Street Westerly Rhode Island, 02891 OR Westerly Public Schools, Attn:
Accounts Payable, 23 Highland Avenue, Westerly, Rhode Island, 02881.

SECTION Vil DELIVERY & PERFORMANCE SCHEDULE

A contract or purchase order that is complete in all respects and that is accepted by the
parties concerned still must produce the intended results or objectives before it can be
considered a successful or completed purchase. The terms and conditions must clearly
define the delivery and performance requirements of the services, supplies or equipment.

The importance of the delivery schedule should be emphasized to the vendor. Delivery
requirements must be clearly written and fully understood by all contract participants. If
several items are required by the purchase order or contract, there may be a different
delivery schedule for each item. The delivery schedule will normally be shown in calendar
days from a specific date or transaction, such as receipt of order by the vendor or notice to
proceed to the contractor. It is also important that you clearly show the place for delivery and
the receiving time schedule at the delivery points. If there are liguidated damages for non-
delivery, o late delivery or non-performance, call these terms to the attention of the vendor
or contractor and stress their importance. All parties should know where the material will be
accepted —f.0.b. origin or destination. In determining delivery locations, you should analyze
each specific location in respect to product, cost, timeliness, and other relative factors.
Regarding Project Schedules, they must be clearly defined in the contract.

7.1 Follow Up & Expediting

Follow-up nommally applies to the monitoring of the delivery schedules o assure
compliance.

Expediting, in the purest sense, involves an attempt to improve or to reduce the
contractually stipulated delivery time for various reasons, and the vendor is not legaily
obligated to comply.

The primary objectives of the follow-up function are:
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a. To assure full compliance by the vendor; and

b. To develop documentation for future evaluation of the vendor's performance.
The early detection of possible deiivery delays will provide the Town/School with a
greater opportunity for resolving the problem and for developing satisfactory
alternatives. The initial follow-up action would be to reaffirm the delivery schedule and to
establish proper liaison with the seller's representative.

If delivery problems do develop, there are certain techniques that may be used to help
solve them:

a. Contact the Purchasing Agent for assistance.
b. Initiate phone calls, emails, faxes, or letters.

c. Visit the vendor. This might help solve the problem and will assist in verifying any
reasons for the deiay.

7.2 Delinquent Deliveries

When follow-up efforts have failed, and the deliveries have become delinguent, one of two
actions must be taken:

a. Authorize additional time for delivery; or
b. Cance! and order from other sources.

In making the decision as to which of these actions should be taken, several factors must be
considered:

a. Needs and requirements of the Town/School.

b. Agreements with the vendor.

c. Availability of the items from other sources; and

d.  Time it would take for delivery if reordered from another source.

in all cases, the reasons for delinquent deliveries or non-performance in a contract must be
documented. This information may be needed in evaluating future bids submitted by that
particular vendor or contracior.

7.3 _Partial Deliveries

Some purchase orders may list several items. In this event it may be possible for the
vendor to complete timely delivery on some of the items, which wouid be referred to as
"partial deliveries" on the complete bid. If these items can be used separately, partial
payments can and should be authorized. However, if the separate items are part of a
system, then partial deliveries would be of littie value to the Town/School. In this case,
pattial payments should not be authorized. It is the responsibility of the ordering department
to advise the Finance Department of any approved partial payments.
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7.4 Substitution

To meet the contractual delivery schedule, it may be appropriate in some situations to
consider substitute items. The specifications should cover this eventuality and would
govern the legality of the transaction. However, substitutions may be necessary,
regardless of the specifications, if it is absolutely necessary for the Town/School to have
the material by a specified date. Other reasons for substitution may be design changes,
raw material shortages, and health and safety priorities.

Whenever substitutions are necessary, due to shortcomings of the vendor, it is the
responsibility of the purchaser to seek and obtain an adjustment for lower prices on the
substituted items. This action will serve to meet the legal requirements of the contract
and to discourage future substitutions by the same vendor. In addition, this action will
serve nofice on the other bidders that no favoritism was shown and that compliance with
specifications is expected from all vendors.

7.5 Nonperformance

Should the vendor or contractor fail to meet any requirement of the specifications, the
vendor can be cited for nonperformance. The seriousness of nonperformance must be
evaluated based on the circumstances surrounding each violation. However, there should
always be some recourse to the Town/School when a vendor fails to perform in
accordance with the terms and conditions.

These recourses include:

a. The Town/School may exercise its rights under a liquidated damages clause or
under the terms of a performance bond, if it is regarding a contract.

b. The Town/School may obtain the needed items from another source and charge the
delinquent vendor the excess difference in cost. But obtaining the delinquent items
from another source is not always an acceptable soiution, since additional delivery
time may be required. A revised delivery schedule with the vendor may be the best
remedy.

c. The Town/Schoo! may terminate the contract for default if it is in the best interest of
the Town/School and provided that the items can be obtained under more favorable
conditions from other sources.

The Department Head should notify the Purchasing Agent immediately of any non-

performance issues.

SECTION VIl RECEIVING REPORTS & INSPECTION

8.1 Receiving & inspection

—_—

All user departments are responsible for receiving and inspecting all deliveries to determine
that the goods delivered meet expectations as to quantity, quality and general conformance
to the specifications on the purchase order. In order to continue favorable vendor relations
user departments will process all paperwork notifying the Finance Department of receipt of

goods within three working days. It is the responsibility of the user department to obtain
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delivery tickets, receiving slips or packing lists as proof of delivery and forward such
documentation to Finance On complete or completed orders the Department Head, or
his/her duly authorized representative, wili indicate the receiving date, that the purchase
order has been completed, and place his/her signature on the Packing Slip, that the shipment
has been received in satisfactory condition and therefore, approving payment to he made.
Any variation in quantity shall be noted on the receiving copy of the purchase

order. If the materials delivered are not in conformity with the specifications or for other
reasons are not acceptable to the ordering department, they shal! notify the Purchasing
Agent and Accounts Payable Coordinator in writing of the reasons for withholding
acceptance. The Department Head should also notify the vendor that his delivery has been
rejected and order him to make a satisfactory replacement or a supplementary delivery.

8.2 Partial Receiving Report

A partial receiving should be documented on a copy of the Purchase Order or Packing Slip
which will inform Accounts Payable that part of the items listed on the purchase order have

been received. The processing of this form will allow partial payments if so, authorized by the
Department Head.

This documentation will be prepared by the ordering department and forwarded to the
Finance Department's Accounts Payable Coordinator.

The original receiving copy of this purchase order wiil be held by the department until the
order has been completely filled, at which time it will be forwarded to Accounts Payable.
Accounts Payable will check partial receiving reports against the vendor's invoice for the
shipment. If the invoice is correct, it will be processed for payment.

SECTION IX INVOICES

An invoice is the vendor's statement of his charges against the Town/School for materials
or services rendered. Invoices based on purchase orders and must contain substantially
the same information.

The invoice will normally be mailed to the Finance Department. In some cases, the invoices
may be delivered with the goods at the receiving peint. In such cases, the ordering
department should attach the invoice to the Packing Slip and forward it to the Finance
Department's Invoices to be Paid basket.

Upon receipt of the invoice, Accounts Payable will cause it to be checked against the
purchase order and the Packing Slip. After verification, Accounts Payable will check the
invoice against the purchase order to ensure that the terms areas specified, that discounts, if
any, have been given, and that all calculations are correct. The invoice will then be paid
within the agreed upon payment terms.

SECTION X DISPOSAL OF SURPLUS GOODS

Goods become obsolete or they wear out. Occasionally it turns out they are over-stocked.

Changing technology, accumulation of nwaste," and fulfillment of the "useful" life of goods
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make the activity of handling surplus inevitable. There may also be situations where the goods
are scrap only. The Town/School is interested in full realization of the value of goods it
purchases, The Town/School policy is aimed at making sure ali surpluses are disposed of to
the economic advantage of the Town/School.

The Town/School utilizes GovDeals for this service, except for scrap items. The disposal of
all goods will be coordinated by the individual departments and GovDeals.
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APPENDIX A

Code of Federal Regulations

Title 2 - Grants and Agreements

Volume: 1

Date: 2014-01-01

Original Date; 2014-01-01

Title: Appendix 1i to Part 200 - Contract Provisions for Non-Federal Entity Contracts Under Federal Awards
Context: Title 2 - Grants and Agreements. Subtitle A - Office of Management and Budget Guidance for Grants
and Agreements. CHAPTER 1f - OFFICE OF MANAGEMENT AND BUDGET GUIDANCE. - Reserved. PART

1200 - UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS
FOR FEDERAL AWARDS.

Pt. 200, App. 1!
Appendix 1l to Part 200—Contract Provisions for Non-Federal Entity Contracts Under Federal Awards

In addition to other provisions required by the Federal agency or non-Federal entity, all contracts made by the
non-Federal entity under the Federal award must contain provisions covering the following, as applicable.

(A) Contracts for more than the simplified acquisition threshold currently set at $150,000, which is the inflation
adjusted amount determined by the Civilian Agency Acquisition Council and the Defense Acquisition
Regulations Councii {Councils) as authorized by 41 U.S.C. 1908, must address administrative, contractual, or
legal remedies In instances where contractors violate or breach contract terms, and provide for such sanctions
and penalties as appropriate.

(B) All contracts in excess of $10,000 must address termination for cause and for convenience by the non-
Federal entity including the manner by which it will be affected and the bhasis for settlement.

(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that
meet the definition of "federally assisted construction contract” in 41 CFR Part 60-1.3 must include the equal
opportunity clause provided under 41 CFR 60-1.4(b), in accordance with Executive Order 11246, “Equal
Employment Opportunity” (30 FR 12319, 12835, 3 CFR Part, 1964-1965 Comp., p. 339), as amended by
Executive Order 11375, "Amending Executive Order 11246 Relating to Equal Employment Opportunity," and
implementing regulations at 41 CFR part 60, “Office of Federal Contract Compliance Programs, Equal
Employment Gpportunity, Department of Labor.”

(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, all
prime construction contracts in excess of $2,000 awarded by non-Federa! entities must include a provision for
compliance with the Davis-Bacon Act (40 U.S.C. 3141-3144, and 3146-3148) as supplemented by Department
of Labor regulations (29 CFR Part 5, “Labor Standards Provisions Applicable to Contracts Covering Federally
Financed and Assisted Construction”). In accordance with the statute, contractors must be required o pay
wages to laborers and mechanics at a rate not less than the prevailing wages specified in a wage determination
made by the Secretary of Labor. In addition, contractors must be required to pay wages not less than once a
week. The non-Federal entity must place a copy of the current prevailing wage determination issued by the
Department of Labor in each soficitation. The decision to award a contract or subcontract must be conditioned
upon the acceptance of the wage determination. The non-Federal entity must report ail suspected or reported
violations to the Federal awarding agency. The contracts must also include a provision for compliance with the
Copeland "Anti-Kickback" Act (40 U.S.C. 3145), as supplemented by Department of Labor regulations (29 CFR
Part 3, "Contractors and Subcontractors on Public Building or Public Work Financed in Whole or in Part by
Loans or Grants from the United States"). The Act provides that each contractor or subreciplent must be
prohibited from inducing, by any means, any person employed in the construction, completion, or repair of
public work, to give up any part of the compensation to which he or she is otherwise entitled. The non-Federal
entity must report all suspected or reported violations to the Federal awarding agency.
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(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where applicable, all contracts
awarded by the non-Federal entity in excess of $100,000 that invoive the employment of mechanics or laborers
must include a provision for compliance with 40 U.S.C. 3702 and 3704, as supplemented by Department of

t abor regulations (29 CFR Part 5). Under 40 U.S.C. 3702 of the Act, each contractor must be required to
compute the wages of every mechanic and laborer on the basis of a standard work week of 40 hours, Work in
excess of the standard work week is permissible provided that the worker is compensated at a rate of not less
than one and a half times the basic rate of pay for all hours worked in excess of 40 hours in the work week. The
requirements of 40 U.S.C. 3704 are applicable to construction work and provide that no laborer or mechanic
must be reguired to work in surroundings or under working conditions which are unsanitary, hazardous or
dangerous. These requirements do not apply to the purchases of supplies or materials or arficies ordinarily
available on the open market, or contracts for transportation or fransmission of intelligence.

(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definitien of
“funding agreement’ under 37 CFR § 401.2 (a} and the recipient or subrecipient wishes to enter into a contract
with a small business firm or nenprofit organization regarding the substitution of parties, assignment or
performance of experimental, developmental, or research work under that “funding agreement,” the recipient or
subrecipient must comply with the requirements of 37 CFR Part 401, “Rights to Inventions Made by Nonprofit
Organizations and Small Business Firms Under Government Grants, Contracts and Cooperative Agreements,”
and any implementing regulations issued by the awarding agency.

(G) Clean Air Act (42 U.S.C. 7401-76714.) and the Federal Water Poilution Control Act {33 U.S.C. 1251-1387),
as amended—Contracts and subgrants of amounts in excess of $150,000 must contain a provision that
requires the non-Federal award to agree fo comply with all applicable standards, orders or regulations issued
pursuant to the Clean Air Act (42 U.8.C. 7401-7671q) and the Federal Water Pollution Control Act as amended
(33 U.S.C. 1251-1387). Violations must be reported to the Federal awarding agency and the Regional Office of
the Environmental Protection Agency (EPA).

(H) Mandatory standards and policies relating to energy efficiency which are contained in the state energy
conservation plan issuad in compliance with the Energy Policy and Conservation Act (42 U.S.C. 6201).

() Debarment and Suspension {Executive Orders 12549 and 12689)—A contract award {see 2 CFR 180.220)
must not be made o parties listed on the governmentwide Excluded Parties List System in the System for
Award Management (SAM), in accordance with the OMB guidelines at 2 GFR 180 that implement Executive
Orders 12549 (3 CFR Part 1986 Comp., p. 189) and 12689 (3 CFR Part 1989 Comp., p. 235), “Debarment and
Suspension.” The Excluded Parties List System in SAM contains the names of parties debarred, suspended, or
otherwise excluded by agencies, as well as parties declared ineligible under statutory or regulatory authority
other than Executive Order 125649,

(J) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award of $100,000
or more must file the required certification. Each tier cettifies to the tier above that it will not and has not used
Federal appropriated funds to pay any person or organization for influencing or attempting to influence an
officer or employee of any agency, a member of Congress, officer or employee of Congress, or an employee of
& member of Congress in connection with obtaining any Federal contract, grant or any other award covered by
31 U.S.C. 1352. Each tier must also disclose any lobbying with non-Federal funds that fakes place in
connection with obtaining any Federal award. Such disclosures are forwarded from tier to tier up to the non-
Federal award.

(K) See § 200.322 Procurement of recovered materials.
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APPENDIX B

REQUEST FOR QUOTATION (Materials/Goods)

Bid Due Date:

Please provide a firm quote for the following: - -

- - Extended
Description: Quantity | Unit Price | Discount |  Price
Sub-Total:
Attachments: NO Tax:| $0.00
Freight:) F.O.B.
 TOTAL:

3AII technical and commercial questions must be submitted in wntmg to the underSIgned
-convenlence your quote may be submitted by e-mail listed below.

«All terms and conditions. regarding this quote shall be, m stnct accordance wnth the Tow
'standard Terms & Conditions(attached) - :

All Bids to remain in full force and in effect fora penod of one hundred twenty (1 20) day a

MATERIAL IS AVAILABLE FOR DELIVERY After reciept of order -

SUBMIT QUOTE TO:

EMAIL:

AND

BASE YOUR QUOTE ON DELIVERY TO: Westerly, R
Attn: TBD
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APPENDIX C

REQUEST FOR QUOTATION (Services)

Date: Bid Due Date;
. i)
Please provide 8 quote fa e follo 0
Description: PRICE
TOTAL:
Attachments:

Will START SERVICES: After reciept of Notice to Proceed

SUBMIT QUOTE TO:

E-MAIL:

AND
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APPENDIX D

ACCOUNTS PAYABLE

TOWN OF 'WESTERLY/WESTERLY PUBLIC SCHOOLS

CHECK REQUEST FORPAYMENT

Pay to:
Name AA Gover Company
Address 5 Starr Court Pawcatuck. CT 06379
Phone Number 555-961-9029
Please include on Check: Safety Seminar
DESCRIPTION OF PAYMENT ACCOUNT NUMBER. AMOUNT
I' 08020802 502230 $1,791.00

REQUESTOR: Employse

APPROVER: DEPARTMENT HEAD

payments.
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APPENDIX E

Single/ Sole/ Proprietary Source/Emergency

Sourcing Justification Form

Instructions: Sections I — TII of this form must be completed for ali Single, Sole, or Proprietary source purchases

or Emergency purchases for amounts over $5,000.00. Attach fhis form to your completed Purchase Requisition with
a quote(s).

Commod'ity/ Service to be Purchased:

Proposed Supplier:
Requested by: Department:
L. ASingle, Sole, Proprietary or Emergency Source Purchase must meet one of the following criteria

(per RiGeneral Laws § 45-55-8):

] Single Source The commodity/service has two or more vendors avallable; the vendor
selected has unigue technical, expertise or previous experience with similar
contracts that other Suppliers do not have. Personal preference does not
adequately justify limiting competition.

[ soleSource The commaodity/service is available from only onevendor.

1 Proprietary Source  The commodity/service must be restricted to one manufacturer due to
compatibility with existing equipment/products or setvice. If dealers
are available, quotes must be obtained.

- Emergency Urgent need for the item/service does not permit scliciting cornpetitive bids,
as cases of emergencies, disasters, etc. Purchases should be made with such
competition as is practicable under the circumstances.

1L, orovide details for this request Including an explanation of why only one source is
reasonably available. For Proprietary Source purchases; is this part of an Integral system?
were other bids requested?
(attach a separate sheet if necessary)

JiLR Why is the offered price considered reasonable? What efforts have been made to negotlate the
best price for this non-competitive purchase?

Approval: Date:
Administrator

Approval: Date:
Purchasing Agent

(SEE PAGE 2 FOR COMPLETE DEFINITIONS OF SOURCING CRITERIA}
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Definitions:

Single Source: A Single Source procurement is one in which two or more vendors can supply the commaodity,
technology and/or perferm the services required but the Town/Schooi selects one vendor over the others for
reasons such as expertise or previous experience with simitar contracts, no other company can provide.
Circumstances leading to select this method of procurement may include, for example, a need for a specific
consultant firm where several firms are available to perform the work. in such a case, the depariment can
demonstrate a rationai basis for selecting a single vendor because of specific factors such as experience with a
particular issue, familiarity with specific agency operations, experience with similar projects, demonstrated
expertise, or capacity and wiliingness to respond to the situation and no other firm has such expertise. In
addition, if other bidders were asked to bid but stated they were not interested, listin Seaction |l the names of
the companies, along with contact info and dates of request.

Sole Source: A sale source procurement is a procurement where only one source practicably available for the
aoods or services required. Competition is not available in a sole source procurement thus distinguishing it from a
proprietary procurement where the product s restricted to that of one manufacturer. in addition, the sole source
determination and written documentation demonstrating that the proposed price Is fair and reasonable must be
submitted to Purchasing with the purchase requisition. Upon receipt of such documentation, a sole source request
may be granted.

Although all sole source specifications are proprietary, all proprietary specifications are not soie source. Proprietary
items may be available from several distributors through competitive bidding; however, competition has been
restricted fo this group of suppliers.

Proprietary Specification: A proprietary procurement is a procurement where the desired good/service must be restricted
to one manufacturer because the good/setvice is compatible with or is an |niegral component of existing equipment of
products; is necessary fo support a specific need of a program; is covered by patent or copyright; must yield absolute
continuity of resuits, or is one with which a user has extensive experience, and the use of any other similar piece of
equipment would require considerable reorientation and training. In such cases, an equitable evaluation of comparable
products and/or services must be made and documented by the requester which shows that rejection of other products is
based solely on their fallure to meet that need. In cases where no other comparable source can be identifled, a technical
description of the product or service requested and a listing of those sources which were considered as alternates mus! be
provided. Upon receipt of such documentation, a proprietary request may be granted, and competition will be obtained
among the distributors which carry the manufacturer's product.

Although ali sole source specifications are proprietary, all proprietary specifications are not sole source. Propiistary items
may be available from several distributors through competitive bidding; however, competition has been restricted to this
group of suppliers.

Emergency Purchase: Emargency procurement is when there exists a threat to public heaith, weifare, or safefy under
emergency conditions as defined in regulations or where the procurement will be in the best interest of the Town as
astablished by properly promulgated rules and regulations; provided, thai emergency procurement shall be made with as
much competition as is practicable under the circumstances. A written determination of the basis for the emergency, and
for the selection of the particular contractor, shali be included in ihe contract file,
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APPENDIX G

RFQ DATE

TOWN OF WESTERLY/WESTERLY PUB.UC SCHOOL

QUOTATION SUMMARY

REQUISITION #

VENDOR

{TEM

QUANTITY

VENDOR #1

#3

PRICE
PER
UNIT

3

DELIVERY |

TOTAL ‘

RECOMMENDED VENDOR:

REASON FOR SELECTION

LOWEST PRICE [
ouaumy [

pEST DELIVERY L]

ONLY SOURCE [
BESTDESIGN L1

OTHER REASON* [

servicE [ “EXPLAIN BELOW
SIGNATURE:
PRINT NAME; DATE
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APPENDIX H

CONTRACT AGREEMENT
THIS AGREEMENT is made this day of , by and tetween TOWN OF WESTERLY/WESTERLY PUBLIC
SCHOOLS, ("TOWN"} and the party identified below as CONTRACTOR and effective as of the day of 2024,
CONTRACT/P.O. NUMBER: RESOLUTION No.
PROJECT NAME: RFQ No.
CONTRACTOR:

TOWN OF WESTERLY/WESTERLY PUBLIC SCHOOLS
45 BROAD STREET
WESTERLY, R102891

CONTRACTOR REPRESENTATIVE: TOWN/SCHOOL REPRESENTATIVE:
PHONE: E-MAIL: PHONE: 401-348-2625 E-MAIL:

ARTICLE 1: ENGAGEMENT:

1.1 TOWN hereby engages and CONTRACTOR hereby accepts the engagement to perform and provide the Work set
forth in Exhibit A hereof and incorporated herein, in accordance with the terms and conditions of this CONTRACT.

1.2 CONTRACTOR shait perform the Work as an independent Contractor with exclusive control of the manner and means
of performing the Work in accordance with the requirements of this CONTRACT. This CONTRACT is not intended, and shall
not be construed to create, between TOWN and CONTRACTOR, the relationship of principal and agent, joint venture’s, co-
partners or any other such relationship, the existence of which is hereby expressly denied. No employee or agent engaged by
CONTRACTOR shall be, or shall be deemed to be, an employee or agent of TOWN.

1.3 This CONTRACT shall be construed and governed by the laws of the State of Rhode Istand. CONTRACTOR
represents that it is duly authorized to do business in all locations where the Work is to be performed, it has the knowledge,
license, certification, capability and expertise to act as the CONTRACTOR and will evidence said authorization, license,
certification and capability to TOWN upon request.-

1.4 Prior to commencement of the Work, CONTRACTOR shail provide, and maintain in full force and effect during the
tarm of this CONTRACT, the insurance coverage upon CONTRACTOR's operations hereunder as specified in the Exnibit C.
CONTRACTOR shall net be allowed to commence the Work untit the original insurance certificates required by Exhibit G
have been furnished to TOWN Purchasing Agent.

ARTICLE 2: TIME OF PERFORMANCE:

2.1 CONTRACTOR shall prosecute and complete all Work under the CONTRACT in accordance with the schedule in
Exhibit A.

ARTICLE 3: COMPENSATION/TERMS OF PAYMENT:

3.1 As full consideration for the complete, satisfactory and timely performance by CONTRACTOR of the Work
contemplated by this CONTRACT in strict accordance with the requirements hereof, TOWN shall pay to CONTRACTOR the
amount as agreed upon in Exhibit A and in accordance with the payment terms and conditions established by the
CONTRACT Documents.

ARTICLE 4 : CONTRACT DOCUMENTS:
4.1 This CONTRACT shall consist of the following documents ("CONTRACT Documents"} which are acknowledged by
CONTRACTOR and incorporated herein by this reference:

SCOPE OF WORK EXHIBIT A Pages 1 through 2
GENERAL CONDITIONS EXHIBIT B Pages 1 through 2
iINSURANCE REQUIREMENTS EXHIBIT C Pages 1 through 2

4.2 The documents referenced in sections 4.1 and 4.2 constitute the entire CONTRACT between TOWN and
CONTRAGCTOR and supersede all prior and contemporaneous negotiations, statements, representations, agreements,
letters of intent, awards, or proposals, either written or oral. This CONTRACT may be modified only by a written
instrument signed by both parties.
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4.3 in the event of any inconsistency between the provisions of the CONTRACT Documents, the inconsistency shall be
resolved by giving precedence in the order listed helow. '

4.4.1 CONTRACT Agreement

4.4.2 Exhibit D, General Conditions

4.4.3 Exhibit A, Scope of Work, Schedule of Services & Payments, including all Attachments.

444
4.4 The Effective Date set forth on this page of this CONTRACT shall be the date as which all CONTRACT Documents
and provisions thereof have reference for purposes of coordination of their meaning and effect. The price relates to the Work
as described in the Contract Document in their condition on that date. Changes after the Effective Date wili be dealt with in
accordance with the provisions for changes. Any work commenced and any payments made pursuant to an Award or Letter
of Intent shall be deemed to have been done and paid after the Effective Date and under the terms of this CONTRACT.

Performance & Payment Bonds: Yes: [1No: X

The CONTRACTOR shall furnish, within twenty (20) calendar days after the date of notice of award of contract by the
TOWN, Performance and Payment Bonds in the amount of 100% of the Bid amount covering the faithful performance of
the contract. The Performance Bond is to be secured through an insurance company or companies which is licensed in

the State of Rhode lsland or which is approved by the TOWN. The Bond wili remain in effect throughout the warranty
period. .

TOTAL PAGES ATTACHED (INCLUDING EXHIBITS): 8

IN WITNESS, WHEREOF, the duly authorized representatives of the parties have executed this Agreement as of the date
and year first above written.

THE TOWN OF WESTERLY/ CONTRACTOR
WESTERLY PUBLIC SCHOOLS

By: By:

(Signature) (Signature)
Name: Elleen Cardillo Name:

(Prinf) (Print)
Title: Purchasing Title:

(Print) {Print)
Date: Date:

TOWN MANAGER / SUPERINTENDENT

By:

Name:

Date:
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SCOPE OF WORK, SCHEDULE OF SERVICES & PAYMENT - EXHIBIT A
Aticle 1:  SCOPE OF WORK

1.1 Description: Except as otherwise expressly provided herein, CONTRACTOR shall provide each and every item of cost and
expense necessary for

111

ENTER GEMERAL SCOPE TITLE

1.2 Specific Elements: The Work shallinclude but shail not necessarlly be limited fo, the following:

1.2

ENTER DETAILED SCOPE DESCRIPTION

1.3 The Work shall not include:

1.3.1

ENTER WORK NOT INCLUDED OR MARK AS N/A....

Arlicle 2:  PERFORMANCE PERIOD/SCHEDULE
2,1 Term: CONTRACTOR shalf commence the Work on January 1, 2018, and shall prosecule the Work ditigently and shall

complefe all Work not later than July 12018. Mitestones: Speci

fic scheduling milestones and coordination

requirements are as follows:

211

29 Time of Fssence: Time s of the essence in the performance of this Work. CONTRACTOR shall make whatever adjustments
inworking hours, manpower, equipment, etc, deemed necessary 1o compilete the Work in accordance with the term of the
CONTRACT and the specific schedule requirements hereof.

23 Consiruction Schedule: Specific scheduiing and coordination recuirements are as follows:

2.3

232

2.3.3

CONTRACTOR shatll prepare and submif to TOWN a Construction Schedule for review and acceptance on or
before the 10th day after execution of this CONTRACT. The schedute shall be in conformance with the
CONTRACT Documents and shall be in sufficient detaii to be used as basis to frack the progress of the Work.
TOWN and CONTRACTOR will review the proposed schedule. Any revisions resulting from this review shali e
resubmitted o TOWN within 7 days,

CONTRACTOR shall clso provide at the same time as the proposed Construction Schedule, a Schedule of Values
of the Work upon which payments will be measured. The Schedule of Vaiues willinclude quantities and
proposed billing amounts of items aggregating the total CONTRACT price and will subdivide the Work into
compenent parts in sufficlent detail o serve as the basis for progress payments during construction.

CONTRACTOR, in conjunciion with TOWN's Project Managet, shall update the schedule at 2 week, or other
intervals requested by TOWN

Aficle 3:  REPORTING REQUIREMENTS

3.1 Progress Report; CONTRACTOR shall submit o monthly progress report comparing actual progress to planned progress
and shall attend periodic progress review meetings.

Atticle 4:  DATA REQUIREMENTS
2.1 Submittals:

2,1.1

CONTRACTOR shall prepare shop drawings, supply catalog cuts and provide all other pertinent literature for
CONTRACTOR furnished materials and equipment, CONTRACTOR shall submit one (1) reproducible original
and three (3) copies of this data to TOWN for review prior to any purchase or fabrication. If shop drawings
show any deviation from the Work requirements, CONTRACTOR shall make specific mention of the deviations
in its lefter of transmitial,
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Atticle 5:  TOWN FURNISHED ITEMS

51 TOWN shail furnish and deliver, or cause to be delivered, to the Jobsite the following equipment, goods or material:

511

5.2 CONTRACIOR shall be responsible for recelving, unloading, unpacking, inspecting, verifying receipt, maintaining,

protecting, and installing TOWN furnished items.

Article &!
CONTRACT PRICE

6.1

TOWN agrees to pay CONTR.ACTOR for complete, satisfactory and timely performance of the Work, in strict accordance

with the requirements hereof, the firm fixed price of $ $0.0C.

INVOICES

6.2

CONTRACTOR's Involces must be submitted to TOWN for approvadl.
6.2.1 CONTRACIOR's involces shall:

6.2 Reference the job hame.
422  Refiect the CONTRACT Number/Purchase Order Number.
623  Be accompanied by other supporting documentetion as TOWN may reasonably require.

PAYMENT SCHEDULE

6.3

4.4

6.5

Based upen involces submitted by the CONIRACTOR in ful conformity with the requirerents of the contract and aoproved
by the TOWN, the TOWN may make progress payments fo the CONTRACT Price to the CONTRACTOR. The period covered

by each invoice shall be the calendar month immediately preceding the invoice date and shall be based upon the most
recent Schadule of Values,

Final payment, constituting the entire unpaid balance of the CONTRACT Price, shall be made by the TOWN to the
CONTRACTOR, when the Work is fully performed in accordance with the requirements of the CONTRACT Documents, IF
APPLICABLE and defivery of ihe following items to the TOWN:

6.4.1  Operation and maintenance manuals

642  Written warranties for equipment provided
643  As built drawings

4.4  Consent of surety to final payment

645  Applicable permits and cerfificates of inspeciion

$TOWN determines that the Work is substantially complete and that the amount of retained percentages is in excess of
ithe amount considered by TOWN te be adequate for the protection of TOWN, TOWN may. at TOWN's sole discretion,
release 1o the CONTRACTOR such excess amounts. Subject fo the ofher terms and condiiticns of this CONTRACT, upon
satisfactory completion of the Work hereunder, and its final acceptance, the CONTRACTOR wiil be paid the undisputed
unpaid balance of any money due hereunder.
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GENERAL CONDITIONS - EXHIBIT B

These General Conditions are a part of each CONTRACT between TOWN/SCHOOLS and its CONTRACTOR for the performance of the Work
identified in the CONTRACT.

Article 1; CONTRACTOR'S OBLIGATIONS
1.1 CONTRACGTOR is responsible for obtaining and cenfirming all measurements and taking afl other actions necessary for the fechnicat aceuracy,
quality and timely completion of the Work In full conforaity with all laws, regulations, codes and ordinances and with the CONTRACT Documents. In addition,

to ensure that his employees are instructed with respect to special regulations, pollcies, and pracedures In effect for any TOWN facilily or site, and that
they comply with such rues.

1.2 CONTRACTOR shall prosacute the Work diligently with sufficient numbers of qualified personnel, equipment, materials and supplies fo accompilsh
the Work and maintain the schedule or restore the schedule, CONTRACTOR shall provide TOWN witha detalled schadule of parfermance and shall update
the schedule as the Work progresses. TOWN shall determine the normal hours of performance. Any special or differing hours chall be subject to the prior
written approval of TOWN. TOWN shalt have access always to the lccations where Work is performed and to all of drawings, data specifications, calculations,
documents, test results and specimens, models and other things related to the Work.

1.3 CONTRACTOR shall furnish and be responsible for the ordering and payment of ail supervisian, laber, supplles, materials, utilities, tools, equipment,
facilities, storage, permits, inspections, licenses and all other things necessary of desirable to accomplish the Work except as specified, in the CONTRACT
Documents, to be supplied by TOWN,

14 CONTRACTOR is solely respensible for the payment of, and shall require its |ower tier CONTRACTORS to pay, all assessments benefils, and
insurance premiums [n cennection with the Work.
1.5 CONTRACTOR is responsible for the health and safety of its employees and the empioyees of its lower tier CONTRACTORS, CONTRACTOR shali

comply with all safety pragrams, practices or procedures, if any, established, recommended or reguired by TOWN, any governmental or guasi-governmental
autharitles. Compliance with any same shall not refleve CONTRACTOR of its responsibility described in the first sentence of this section.

1.6 CONTRACTOR shall be responsible for the securlty of the Wark ard shail take all reascnable precautions tc prevent theft, foss and waste at the
Jobsite.
1.7 CONTRACTOR shall always keep the premises and the vicinity of the Work free and clean of all debris and rubbish. If CONTRACTOR fails to

commence cleanup within 24 hours of notice from TOWN of non-compliance, TOWN may commence cleanup without further notice to CONTRACTOR and
deduct the cost of same from any amount due or to be due CONTRAGTOR.

1.8 The CONTRACTOR shall be responsible to perform all work to cause the least inconvenience to the TOWN, and with proper consideration for
the rights of other contractors and workmen. The CONTRAGCTOR shall be responsible for the resolution of all disputes between itself and other trades on
the Site and shail ba responsible for any cost, expense or delay resulting thers from:.

Article 2: COMMUNICATIONS & NOTICES

2.9 All of CONTRACTOR's correspondence or communication regarding fhis CONTRACT shall include TOWN's CONTRACT Number and Wark
Description, and shall be malled or defivered to TOWN's Designated Representative.
2.2 Notices of changes, deficiencies, delays, claims or disputes shall be ir: writing delivered within 3 business days of ocourrence o7 discovery of same,

and shall furnish full informaion to the extent available. The party notified will acknowledge receipt by endorsement of a copy If reuested or wili otherwise
confirm receipt In writing, Sufficient Notice shall ba deemed to have been given if made by express courier or mailing via Registerad or Certified Mall postage
prepaid to the address shown on page 1 of this CONTRACT.

23 CONTRAGTCR shall not uss or release any advertisement, notice or publicity depicting or describing the Wark, TOWN at any time, whether before,
during or after completion of the Work, without the express prior written consent of the TOWN. No signs {except reasonably necessary warnings) shali be
placed upon the Jobsite without TOWN's express prior written approval,

Article 3: CHANGES

31 TOWN may from time to time, by written order, and without notice to any surety and without invalidating this CONTRACT, or any partion thereof,
make changes in the Work, or the conditions under which it is to be performed, or may increase or decrease the senvices to be performed. The CONTRACTOR
shail not make changes in the Work or its manner of performance without prior written autherization from TOWN. If such changes increase or decrease either
the cast o fima required to petform the Wark set forth in this CONTRACT, then the parties will mutually agree upcn an equitable adjustment to the price and/or
the time to perfarm the Work under this CONTRACT. Any such modification to this CONTRAGT shall be In writing, shall define the extent of the change, the
price or basis of pricing the change, the impact of the change on the schedule, and shall be signed by bath parlies. CONTRACTOR ackncwledges and agrees
that it walves all right or clalm for compensaticn fer any additionat or ofhar work nat specifically authorized in writing by TOWN's Designated Representaiive
prior to the commencernent of such work.

Article 4: DOCUMENTS

4.1 CONTRACTOR warrants that it has examined and reviewed the CONTRACT Documents and all other decuments, schedules, drawings and data
applicabie to the Work and that CONTRACTOR is thoroughly familiar with the intent, scope and extent of the Werk, Should any errors, amissions, defacts or
inconsistencies appear In such documents, CONTRACTOR shall notify TOWN within 3 business days of discovery and shali not procesd with the affected
Work portion until it has brought same to the attention of TOWN and received a written interpretation or instruction from TOWN.

Article 5: INDEMNITY
6.1 The Contractor guarantees:

a. To save the TOWN, its agenis and employees, harmless from any liability imposed upon the TOWN arising from the negligencs, either
active or passive, of the contractor, as well as for the use of any copyrighted or non-copyrighted compasition, sacret process, patented or unpatented
invention, article or appliance furnished or used in the performance of the contract of which the contractor is not the patentee, assignee or licensee.

b. To pay for all pamlts, licenses and fees and give ali notices and comply with all laws, ordinances, rules and regulations of the town and
State of Rhode Isiand.

¢. That the equipment offered Is standard new equipment, latest model of regular stock product with al} parts regularly used with the type of
aquipment offered; also, that no attachment or part has been substituted or applied conirary to manufacturer's recommendations and standard practice.
Article 6: SUSPENSION OF PERFORMANCE
6.1 TOWN may require CONTRAGTOR te suspend performance hareunder completely or partially for whatever length of time TOWN may elect. The
time for completions shali be extended by a period aqual to such suspension. TOWN shall not be lable for any damages, be they direct, consequential or
otherwise, suffered by CONTRACTOR due lo delays and suspensions. CONTRACTOR shall be cobligated to proceed with the wark notwithstanding a dispute
on reimbursement; such action shail not prejudice either party's claim with respect to reimbursement.
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Article T: TERMINATION

74 TOWN may terminate this CONTRACT, In whale or in par, at any time, with or without cause and without serving priot netice, If this CONTRACT is
so terminated, CONTRACTCOR shall be paid for all services performed to the date of termination Including, in the event the termination Is not for cause, all
reasonable termination expenses, bui shall not be paid for Work not performed by CONTRACTOR., Any progress payments made to CONTRACTOR shall be
credited toward any tetmination payment due, Such termination payment wiil constitute CONTRACTOR's fuli compensation to whichi it is entitied under this
CONTRACT and CONTRACTOR walves any claim for damages, inciuding loss of anticipated profits, arising out of such termination.

7.2 Upon recelpt of a termination notics, CONTRAGTOR ghall: (a) promptly discontinue all services to the extent directed; (b) take yeasonable
precautions to protect the Work in progess; and (c) deliver or otherwlse make available to TOWN all data, drawings, calculations, reparts and all other
information and materials which have been accumulated or developed by CONTRACTOR in performing this CONTRACT, whether completed or in progress.

7.3 I the event of any termination for cause, TOWN shali be enfitlad to offset against any monies owed to CONTRACTOR all additional costs, expenses
ar chargas incurred or pald by TOWN In connaction with or arising out of such termination. if such additional amounis sxceed the monies owed CONTRAGTOR,
CONTRACTOR agress to pay to TOWN, within sevan {7) days of demand, any such excess

7.4 in the event of any termination for cause, TOWWN shall be entitled to take and use any materials, equlpment, supplies or tools furnished by, or
belonging ic the CONTRACTOR located at the Jobsite.

Article 8: DISPUTES

8.1 All questions arising under this Agreamsnt shall be resolved in the first instance by TOWN's Project Manager. No claim for additional compensation
or extension of time shall be considered uniess presented to TOWN's Praject Manager in writing within ten (10) calendar days after the occurrence giving rise
ta the dispute. Any claim not satisfactorily resolved by TOWN's Project Manager In the first instance, and which Is presented in writing within the time provided,
ray be appealed by notice in writing to TOWN's Designated Representative within ten (1 0} calendar days after the Project Manager's initial decision.

8.2 All Glaims, disputes and other matters in guestion which are left unresolved after compliance with the foregoing, arising out of or relating to this

CONTRACT or the breach theraof, except for claims which have been waived by ihe making or acceptance of final payment, may be litigated before any court
of competent jurisdiction.

8.3 The CONTRACTOR shall carry on the Work and malntain the project schedule during any dispute proceedings, unless otherwlise instructed by
TOWN.

Articie 9: ASSIGNMENT & CONTRACTS

2.1 CONTRACTOR's duties and obligations hereunder are personal and shall not be assignable or delegablé by it in any manner. CONTRACTOR's
rights and Interest hereunder may nof be assigned, pledged or otherwise encumbered without the prior written consent of TOWN.

9.2 CONTRACTOR shall not further CONTRACT any portion of the Work without TOWN's prior written consent. In any event, any Contracting by

CONTRACTOR shall in no event relleve CONTRAGTOR of its respansioilities, obligations or guaranties for such Contracied portions of the Work or anything
arising out of such Contracting.

Article 10: PARTIAL USE OR OCCUPANCY

10.9 TOWN may use and occupy any portion of the Work. Such partial use ar occupancy shall not imply an acceptance by TOWN of that or any ather
portion of the Work and shali not relieve CONTRACTOR of the obligation to complete all of the Work strictly in accordance with the CONTRACGT,

Article 11: EQUAL OPPORTUNITY COMPLIANGE, HANDICAPPED ACCESS AND AFFIRMATIVE ACTION

1.1 Contractors of the State are required to demonstrate the

same commitrent to equal apportenity as prevails under federal conlracts controlled by Federal Executive Orders 11248, 11625, 11375 and 11830, and
Title 28 Chapter 5.1 of the General Laws of Rhode Island. Affirmative action plans shall be submitted by the contractor for review by the State Equal
Opportunity Office. A contractor’s fallure to

abide by the rules, regulations, contract terms and compliance reporling provisions as estabiished shall be grounds for forfelture and penalties as shall

be established, including but not imited to suspension..

Article 12; WARRANTY

12.1 CONTRACTOR warrants that alt materials, equipment and workmanship furnished by CONTRAGTOR shall be new, merchantable and fit for the
purposes intended by the CONTRACT and shall comply in all respecis with the CONTRACT Docurments and shall be free of defects for a period of one (1)
year from the date of acoeptance of the Wark or such longer period required in the GONTRACT Documents and the TOWN may, in the event of failure,
order ts replacement,

vepair, ar return for full credit, at its sole option.

Article 13: INSURANCE

13.1 CONTRAGTOR shall provide and maintain the insurance required by Exhibit C.

Article 14: HEADINGS AND SEVERABILITY

14.1 The headings in the CONTRACT, Exhibits and attachments thereto are for quick reference only and are not to be construed as a part of this
CONTRACT.

4.2 If any provision of this CONTRACT is determined to be invdlid under any applicable law, such declsion shall not affect the remaining
porflon, which remaining portion shall continue In ull force and effect as it it had been executed with the invalid portion eliminaied.

Article 15: HAZARDOUS MATERIALS

151 A Hazardous Material is any substance or material identified now orin the future as hazardous under any federal, state orlocal law or regulation, or
which is subject to statutory or regulatory requirements governing its handling, disposal or remediation. CONTRAGTCR shall have the same obligations with
respect to such Hazardous Materials withir the scope of the Work as TOWN may have under the CONTRACT Documents or by law.

Article 16: FOREIGN CORPORATIONS

1641 In accordance with Title 7 Chapter 1.1 of the

General Laws of Rhods Island, no foreign corporation shall have the right to transact business in this state untll it shall have procured a certificate of
authority so to do from the Secretary of State.

Article 17: COLLUSION

171 Contractor warrants that he has not, directly or indiractly, entered any agree parlicipatad in any collusion or ofherwise taken any action in
restraint of full compatitive bidding. In special circimstances, at axecuted affidavit will be required as a part of the contract.

Article 18: PROHIBITION AGAINST CONTINGENT FEES AND GRATUITIES

18.4 Gontractor warrants that he has net pald, and agrees not to pay, any bonus, commission, fee, or gratuity to any employes or official of the

Town for obtaiming any coniract or award issued by the Tawn, Contractor further warrants that no commission or other payment has been or will be
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received from or paid to any third-party contingent on the award of any contract by the Town, except as shall have been axpressiy communicated fo the
Town Purchasing Agent in writing prior to acespiance of the contract or award in question. Subsequent discovery by the Town of non-compliance with
these provisions shall constitute sufficient cause for immediate termination of ali cutstanding contracts and suspension ot debarment of the bldder(s) or
contractor(s) involved.

Article 19: PREVAILING WAGE REQUIREMENT

18.1 In accordance with Title 37 Chapter 13

of the General Laws of Rhode Istand, payment of the general prevailing rate of per diem wages and the general prevaliing rate for regular, overtime and
other warking conditions existing in ihe lecallty for each cratt, mechanls, teamster, or type of workman needed to

sxecute this work is a requirement for both contractors and subcontractors for all public works,

Article 20: FORCE MAJEURE

2041 Al orders shall be filled by the CONTRACTOR with reasonable promptnass, but the CONTRACTOR shall not be held responsible for any
losses resuiting if the fulfillment of the terms of the contract shall be delayed or prevented by wars, acts of public enamies, stiikes, fires, floods, acts of
God, or for any other acts not within the

control of the CONTRACTOR and which by the exercise of reasonable diligence, the CONTRACTOR iz unable to prevent,

Arficle 21: PRICING/FREIGHT

211 All pricing offered or extended to the TOWN is firm and fixed unless expressly provided for to the contrary. All prices shall be F.0.B. Destination
with fraight costs Included.

Arlicle 22: SAFETY/COMPLIANCE WITH LAWS ‘

221 Supplier shafl comply with all applicable federal, state, provincial and local laws, executive orders, tules and regulations daring performance of this
order, including but nat limited to the Occupational Safety and Health Act of 1970, as amanded ("OSHA"}, Workplace Hazardous Materials Information
System ("WHIMIS™), Toxic Substances Control Act as amended ("TSCA") Resource Consarvation and Recover Act at 1976, as amended {"RCRA"},
Clean Alr Act of 1980, as amended, and Falr Labor Standards Act of 1938, as amended {"FLSA"). Supplier warrants that (1) all items sold or furnished
under this order, including any packaging and labeling, will conform to and cornply with OSHA standards and reguiations, (i) such items have been
manufactured ar furnished in accordance with the FLSA and regulations issued thereunder, and (ifl) for each chemical product or product containing a
chernical substance purchased under this order, Supplier shall furnish THE TOWN OF WESTERLY/WESTERLY PUBIC SCHOOLS a Materlal Safely
Data Sheet ("MSDS") in conformance with applicable OSHA, WHIMIS, state, provinoial and local requirernents, unless a current MSDS has previously
besn submitted by Suppiler to THE TOWN OF WESTERLYAMWESTERLY PUBIC SCHOOLS.

EXHIBIT C - INSURANCE SPECIFICATIONS

standard Insurance and Indemnification Requirements

General Conditions: Within ten (10) business days of the award or notics, or prior to the start of work, whichever comes first, the contracior
will provide, pay for, and maintain in full force and affect tho Insurance outlined here for coverage’s at not less than the prescrived
minimum limits of liability. Such covetage is to remain in force during the life of the contract and for such additlonal tim e as may be
required, and will cover the contractor's activities, those of any and all subcontractors, or anyone directly or indirectly employed by any of
them, or by anyone for whose acts any of them may be liable.

A, Cerlificates of Insurance: The contractor will give the Town/Schools a certificate of insurance completed by a duly authorized
representative of their insurer certifying that at ieast the minimum coverage's required here are in sffect and specifying that the
liability coverage’s are written on an occurrence form and that the coverage’s will not be canceled, non-renewed, or materially
changed by endorsement or through issuance of other policy(ies} of Insurance without thirty (30) days advance written notice to:
Town of Westerly, 45 Broad Street, Westerly, Rhode Isiand, 02891 Attn: Purchasing Agent. Faiflure of the Town/Schoals to
demand such certificate or other evidence of full compliance with these insurance requirements or failure of the Town/Schools

to Identify a deficiency from evidence provided will not be construed as a waiver of the contractor's obligation to maintain such
insurance,

B. Insurer Qualification: All insurance will be provided through companies authorized to do business in the State of Rhode Island
and considered acceptable by the owner, with an A.M. Best Rating of A~V

C. Additional Insured: To fhe extent commercially available at no additional cost, the policy or policies providing insurance as
required, with the exception of professional liability and workers’ compensation, will defend and include the Town/Schools
directors, officers, representatives, agents, and employees as additional insureds on a primary basis for work performed under
or incidental to this contract,

D. Retroactive Date and Extended Reporting Period: If any insurance required here is to be issued or renewed on a claims-made
form as opposed to the ocourrence form, the retroactive date for coverage will be no later than the commencement date of the
project and will state that in the event of cancellation or norrenewal, the discovery period for insurance claims (taif coverage)
will be at least 36 months.

E. Subcontractors' Insurance: The confractor will cause each subcontractor employed by contractor to purchase and maintain
insurance of the types specified below. When requested by the owner, the contractor will furnish copies of certificates of
insurance evidencing coverage for each subcontractor.
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F. Waiver of Subrogation: The contractor will require all insurance policies in any way related to the work and secured and
maintained by the contractor to Include clauses stating each underwritsr wilt waive all rights of recovery, ynder subrogation and
otherwise, against Town/Schools, and all tiers of contractors or consuttants engaged by them. The contractor will require of
subcontractors, by appropriate written agreements, similar waivers each in favor of all parties enumerated in this section.

G. Indemnification/Hold Harmless: The contractor shall indemnify, defend, and hold harmless the Town/Schools and, if applicable,
their agents and employees from and against all claims, damages, josses and expenses, Including attorney’s fees of counsel
selected by the Town/Schools, arising out of or resulting from the performance of the wortk and for the supplying of materials,
provided that any such claim, damage, loss or expense (a) is attributable to bodily injury, sickness, disease or death, or to injury
to or destruction of tangible property including the loss of use resuiting therefrom, and (b) is caused in whole or in part by any
naegligent act or omission of the contractor, any subcontracler, anyone directly or indirectly employed by any of them or anyone
for whose acts any of them may be liable, regardless of whether or not they are caused in part by a party indemnified hereunder,

lI. Insurance Limits and Coverage:

A. To the extent appiicable, the amounts and types of insurance wit conform to the minimum terms, conditions and coverages of
Insurance Services Office (1SO) policies, forms, and endorsements.

B. I the contractor has self-insured retention’s or deductibles under any of the following minimum required coverage's, the
contractor must identify on the certificate of insurance the nature and amount of such self-insured refention’s or deductibles and
provide satisfactory evidence of financial responsibility for such obligations. All self-insured retention's or deduciibies will be the
conlractor's sole responsibility,

C. Commercial General Liability: The contractor will maintain commercial general liability insurance covering ail operations by or
on behalf of the contractor on an occurrence basis against claims for personal Injury (including bodily Injury and death) and
properly damage {including loss of use). Such insurance will have these minimurm limits:

Minimum Limits: $1,000,000 each occurrence
$2,000,000 each occurrence if biasting is required
$2,000,000 general aggregate with dedicated fimits per project site
$2,000,000 products and completed operations aggregate
$1,000,000 personal and advertising injury

Should blasting be required, all necessary permits for the use of explosives shall be obtained by the contractor or insured from
the Fire Marshall.

Special hazards shall be covered if needed by endorsement to the Commercial Liability policy/policies as follows:

1) Property damage liability arising out of the collapse of or structural injury to any building or structure due to
excavallon (including burrowing, filling or backfilling in connection therewithy, tunneling, pile driving, cofferdam
work or calsson work; or to moving, shoring, underpinning, razing or demoliticn of any building or siructure, or
removal or rebuilding of any structural support thereof.

2) Property damage liability for injury to or destruction of property arising, directly or indirectly, fram blasting or
explosions however caused, other than explosions of air or steam vessels, piping under pressure, prime movers,
machinery or power transmitting equipment.

3) Property damage liability for injury to or destruction of wires, conduils, pipes, mains, sewers or other similar
property, or any apparatus in connection therewith, befow the surface of the ground, arising from and during the
sue of mechanical equipment for the purpose of excavating or dritling within project limits; injury to or destruction
of property at any time resulting therefrom.

D. Aufomobile Liability: The contractor will maintain business auto liability coverage for liability arising out of any auto, including
owned, hired, and non-owned autos. .

Minimum Limits: $1,000,000 combined single limit each accident

E. Workers' Gompensation: The contractor wilf maintain workers’ compensation and employer's liability insurance. Waiver of
subrogation in favor of the Town of Westerly shall apply.

Minimum Limits: Workers' Compensation: statutory fimit

Employer’s Liabifity: ~ $500,000 bodlily injury for each accident
$500,000 bodily injury by disease for each employee
$500,000 bodily injury disease aggregate
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Umbrelia/Excess Liabillty: The centractor will maintain coverage applying over the underlying Commerclal General Liability,
Automobile Liability, Pollution Liability (where applicable), and Employer Liability section of the Workers Compensation
coverage. The Town of Westerly shall have the sole discretion in increasing or reducing the Umbrelia/Excess Liability
coverage reguirements depending on the scope andfor size of the work to be performed by Contractor/Bidder,

Minimum Limits: $5.000,000 per oceurrenca/$5,000,000 annual aggregate
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APPENDIX|
TOWN OF WESTERLY/WESTERLY PUBLIC SCHOOLS
PROFESSIONAL SERVICES/CONSULTING AGREEMENT

Contract/PO Number:
Resolution Number (if applicable):

THIS CONSULTING AGREEMENT made effective as ofthe day of 20 by and befween
TOWN OF WESTERLY/WESTERLY PUBLIC SCHOOLS. (the "TOWN/SCHOOLS") and (the "Consultant”).
1. Engagement. THE TOWN/SCHOOLS hereby engage the Consultant as & consultant o perform the

Services (as defined herein) subject to the terms and conditions of this Agreement, and the Consultant hereby accepts such
engagement for and in consideration of the compensation hereinafter provided. The Consultant shall perform its obligations
hereunder in compliance with the terms of this Agreement and any and ali applicable laws and regulations. The Caonsultant
acknowledges that THE TOWN/SCHOOLS retains the right to appoint additional consuitants as THE TOWN/SCHOOLS, in
its sole and unrestricted judgment, may from time to time determine to be in the best interests of THE TOWN/SCHOOLS
without fiabllity or obligation to the Consultant. THE TOWN/SCHOOLS make no representation or warranty as to the
aggregate compensation payable hersunder or the number or scope of projects for which it may engage the Consultant.

2. Services.

a Statements of Work, The Consultant agrees to render services and prepare such deliverables as
described in the numbered statements of work executed under this Agreement (each, a “Statement of Work™). Each
Statement of Work constitutes a separate and independent contract of the Consultant which incorporates the terms and
conditions of this Agreement. The tasks to be perfermed and the deliveries to be made by the Consultant pursuant fo each
Statement of Work are hereinafter collectively referred fo as the “Services.” The Consultant shail advise THE
TOWN/SCHOOLS in writing which of its employees wiil be responsible for the provision of the Services subject to the
approval of THE TOWN/SCHOOLS, which approval shall not be withheld unreasonably {the "Designees"). The Services
shali be performed in accordance with the time schedule indicated in the respective Statement of Work. Time is of the essence
in the performance of this Agreement and the Services hereunder.

b. Benefits. The Consultant shall be respansible for all employee benefits and compensation and
employment taxes with respect to its employees and agents. The Consultant shall indemnify, defend and hold harmless
THE TOWN/SCHOOLS and its affiliates, directors, officers, employees, agents and representatives and assigns of each,
from and against ail claims, suits, liabfiities, costs and expenses arising under the preceding sentence, including, without
limitation, attorneys’ fees and expenses, assessments for withholding and similar taxes, claims for benefits and any similar
claims by or with respect to such employees. In no event, shall an employee or agent of the Consultant be considered an
employee or agent of THE TOWN/SCHOOLS. Consultant agrees that in the event Consultant or Consultant's employees is
{are} classified as an "employee(s)” by any governing authority, and THE TOWN/SCHOOLS becomes liable for any paymenis
for insurance, penalties, or other charges, Consultant shall reimburse THE TOWN/SCHOOLS for any and all amounts charged
against THE TOWN/SCHOOLS. The provisions of this Section 2(b) shall survive any termination of this Agreement.

c. Licenses. The Consultant is respensible for obtaining all licenses, certifications, registrations and
authorizations necessary or advisable for the performance of the Services,

3. Compensation. As compensation for the performance of the Services, THE TOWN/SCHOOLS shall pay
to the Consultant the amounts ("Fee”) specified in the applicable Statement of Work. The Consultant will be responsible for
ali travel and other business related expenses within the Greater Southern New England Area. Outside this area travel and
business related expenses will be reimbursed by THE TOWN/SCHOOLS cnly upon prior written authorization by THE
TOWN/SCHOOLS. Any such reimbursable expenses shall conform to the limitations, guidelines, reporting and approval
procedures imposed by THE TOWN/SCHOOLS upon its employees. Unless otherwise provided herein, all federal, state and
local taxes, the cost of all required permits, licenses, registrations, certifications and other fees applicable to the performance of
Services by Consultant, its subcontractors, if allowed, and each Consultant employee are included in the Fee. THE

TOWN/SCHOOLS shall pay Consultant the Fee in the manner provided in the Statement of Work.
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4, Term. The term of this Agreement shall commence on the date hereof and shall continue for a period of
years. Notwithstanding the foregoing, this Agreement may be terminated (i) by either party at its convenience upon

thirty (30) days written notice ("Early Termination®) and (i) by the non-defaulting party upon a breach or default of any
material provision or obligation hereunder by, or upon the occurrence of an Insolvency Event with respect to, the other party,
provided the party terminating this Agreement has, other than in connection with an Insolvency Event, first given the
defaulting party 30 days written notice of such defauit or breach and such default or breach has not been remedied during
such period fo the reasonable satisfaction of the non-defaulting party (“Default Termination”). “Insolvency Event’ shall mean
the insolvency or general failure of a party to pay its debts as they become due; entrance of a party into receivership or any
arrangement with creditors generally; fifing of a voluntary or involuntary petition or other action or proceeding for bankruptoy
or reorganization or dissolution or winding-up; a general assignment for the benefit of craditors; or a foreciosure or sale of
a material part of a party’s assets by or for the benefit of any creditor or governmental agency.

5, Limitations. In recognition of the Consultant's acknowledgment that the Services to be rendered to THE
TOWN/SCHOOLS pursuant to this Agreement are of a special and unusual character which have a unique value to THE
TOWN/SCHOOLS, loss of which cannot adequately be compensated by damages in any action at law; in view of the unique
value to THE TOWN/SCHOOLS of the Services for which THE TOWN/SCHOOLS has engaged the Consultant and the
confidential information to be obtained by or disclosed to the Consultant; and as a material inducement to THE
TOWN/SCHOOLS to engage the Consultant, and to pay to the Consultant the compensation for such Services to be
rendered to THE TOWN/SCHOOLS by the Consultant (it being understood and agreed by the parties hereto that all of the
compensation paid to the Consultant in connection with this Agreement by THE TOWN/SCHOOLS shall also be paid and
recelved in consideration hereof), Consultant covenants and agrees as follows:

a. No Representation. Consultant is not authorized and shall neither purport to act nor hold itself out
as an agent, representative or partner of THE TOWN/SCHOOLS. Nothing in this Agreement shalt be construed fo give the
Consultant authority to represent or act on behalf of THE TOWN/SCHOOLS in any manner with or before any person, party,
court or governmental or regutatory agency without the express prior written authorization of THE TOWN/SCHOOLS.

b. Records and Ownership. All files, books, accounts, records, documents, notes, drawings,
designs, lists, specifications, computer programs, data and other materials and information of any nature or copies of the
foregoing, however recorded or stored, and related to THE TOWN/SCHOOLS {the "Records") shall at times beiong to THE
TOWN/SCHOOLS and to the extent possessed by the Constltant hereunder, such possession shall be for the benefit of
and as custodian for THE TOWN/SCHOOLS. The Consultant's possession of the Records is at the will of THE
TOWN/SCHOOLS and is solely for enabling the Consuitant to perform its obligations hereunder. The Records shall be
readily separable from the records of the Consultant. All Records furnished to Consultant by THE TOWN/SCHOCLS, shall
remain the property of THE TOWN/SCHOOLS and shall be returned promptly upon completion of the Services, or at any time
upon written request of THE TOWN/SCHOOLS. Consultant further agrees not to make any copies of any such written materials
other than as necessary to accompiish the Services, all of which shall be returned as provided above.

c. Reasonableness of Restrictions. The Consultant has carefully read and considered the
nrovisions of this Section 5 and, having done so, agrees that the restrictions set forth in such Section 5 (including, but not
limited to, the time period of restriction and the nature of restriction are fair and reasonable and are reasonably required for
the protection of the interests of THE TOWN/SCHOOLS.

d. Injunction. In the event of a breach or threatened breach by the Consultant of the provisions of
this Agreement, THE TOWN/SCHOOLS shall, in addition to any other rights and remedies avallable to it, at law or otherwise,
be entitied to an injunction to be issued by any court of competent jurisdiction enjoining and restraining the Consultant from
commitiing any present violation or future violation of this Agreement,

e, Application. If required by THE TOWN/SCHOOLS, prior to commencing work under any
Statement of Work, the Consultant shall cause each Designee to agree in writing to be bound by the prov‘lsions of this
Section 5. The Consultant shall indemnify, defend and hold harmless THE TOWN/SCHOCLS and its affiliates, directors,
officers, stockholders, employees, agents and customers and the personal representatives and assigns of each, from and
against all losses, costs, expenses (including attorney’s fees and expenses) occasioned by any breach of any provision of
this Section 5 by any Designee, including without limitation, the type described in the second sentence of Sections 5{c)and
5(f) above.

f. Survival. The provisions of this Section 5 shall survive the termination of this Agreement.
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6. Insurance. Consultant shall provide and maintain the Insurance coverages required by Exhibit A, attached
hereto and incorporated herein. Contractor shall agree to all terms and conditicns in Exhibit A,

7. Notices. All notices, demands, requests or other communications which may be or are reguired to be
given, served or sent by one party to the other party pursuant o this Agreement shall be in writing and shall be hand

delivered (by prepaid courler) or mailed by certified mail, retumn receipt requested, postage prepaid, or sent by telefax,
addressed as follows:

if to THE TOWN/SCHOOLS:
TOWN OF WESTERLY/WESTERLY PUBLIC SCHOOLS.
45 BROAD STREET
WESTERLY, RI 02891
Atiention: EILEEN CARDILLO

If to the Consultant.
Name:
Employee:
Street Address:
City, State, ZIP:
Federal ID Number:

Each party may designate by notice in writing a new address to which any notice, demand, request or
communication may thereafter be delivered, given or sent. Documents delivered by hand shall be deemed to have
been recelved upon delivery; documents sent by telefax shail be deemed to have been received when the answer
back is received: and documents sent by mail shall be deemed to have been received upon their receipt, or when
detivery is refused by the addressee upon presentation.

8. Security. The Consultant agrees thatitand its personnel will at all imes comply with all security regulations
in effect from time to time at THE TOWN/SCHOOLS' premises or applicable outside such premises, to materials belonging
to THE TOWN/SCHOOLS.

9. independent Consultant. The Consuitant shall perform Services hereunder only as an independent
contractor. Under no circumstances shall the Consultant or any of its employees or agents be construed to be an employee,
partner or agent of THE TOWN/SCHOOLS and neither the Consultant nor any of its employees or agents shal be entifled
to participate in THE TOWN/SCHOOLS' profit sharing, pension, bonus or other plans for the benefit of THE
TOWN/SCGHOOLS employees.

10. Assignment, Neither this Agreement or any interest herein or any rights hereunder shall be sold or
assigned by the Consultant, nor shall any of the duties of the Consultant hereunder be delegated to any person, firm or
corporation, without prior notice to and written consent of THE TOWN/SCHOOLS. For purposes of this provision,
assignment shall be deemed to include any change of control or transfer by operation of law.

11. Standard of Care. The Consultant hereby represents and affirms to THE TOWN/SCHOOLS that the
Consultant and each Consultant employee or subcontractor, if allowed, possess the knowledge, ability, professional skills,
qualifications and experlise necessary to perform the Services in accordance with the terms hereof. Upon reguest, the
Consultant will furnish to THE TOWN/SCHOOLS reasonable evidence of the professional qualifications and experience of each
Consuiltant employee supplied pursuant to this Agreement. it is expressly agreed by the Consultant that the initiation and
continuation of this Agreement shai be contingent upon Consultant's continuing satisfaction of the requirements of this section.
The Consultant represents and affirms that it will exercise due diligence to perform the Services in accordance with the
highest professional standards applicable to such or similar Services and in compliance with all applicable laws and
requlations and the highest ethical standards. Any Services which do not meet these standards shail be reperformed by
the Consultant without cost to THE TOWN/SCHOOLS until it meets THE TOWN/SCHOOLS' reasonable satisfaction. No
cost or aliowance Incurred by Censultant in the performance of such rework shall be reimbursable hereunder. |n addition,
the Consultant represents and warrants that any information which it may supply THE TOWN/SCHOOLS during the term of
this Agreement (i) wiil have been obtained by the Consultant lawfully and (i} will not be confidential or proprietary to any
third person except for information refated to customers of THE TOWN/SCHOOLS which was learned in the course of the
performance of the Services and is disclosed o THE TOWN/SCHOOLS in connection therewith. Nothing In this Agreement
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shall be construed as authorizing of encouraging the Consultant to obtain information for THE TOWN/SCHOOLS in violation
of any third party’s rights to copyright or trade secret protection.

12. Adherence To Laws and THE TOWN/SCHOOLS Policies.

a. llegal Acts. Consultant agrees that in carrying out its duties and responsibilities under this
Agreement, it will neither undertake nor cause, nor permit to be undertaken, any activity which either (i) is illegal under any
laws, decrees, rules, or regulations in effect in either the United States or foreign country if applicable; or (i) would have the
effect of causing Company to be in violation of any laws, decrees, rules, or regulations in effect in either the United States
or fereign country if applicable.

b. Payments, Consuliant agrees that in connection with this Agreement or with any resultant contract,
it wilt not, directly or indirectly, give, offer, or promise, or authorize to tolerate to be given, offered, or promised, anything of
value to any official, entity, or employee with the intent to (i} influence any act or decision of such official, entity, or employes,
or {ii} induce such official, entity, or employee to use his influence to affect o influence any act or decision of any individual
or entity in order to assist THE TOWN/SCHOOLS in obtaining or retaining business, or in directing business to any person.

c. Notice. Consultant agrees to notify THE TOWN/SCHOOLS immediately of any extortive
solicitation, demand, or other request for anything of value, by or on behalf of any official, entity, or employee relating to the
subject matter of this Agreement.

d. Conformance with THE TOWN/SCHOOLS Policies. Consulitant acknowledges that THE
TOWN/SCHOOLS has certain policies regarding, but not limited to, such things as drug use, aicohol, firearms, safety,
security, smoking, sexual harassment, and similar actions which will also apply to the representatives of Consultanten gaged
to provide services hereunder. Consultant undertakes to have ail of Consuitant's representatives providing services at any
THE TOWN/SCHOOLS faciiity (including any facility of a customer or supplier of THE TOWN/SCHOOLS;) and all of
Consultant's representatives providing direct services hereunder, whether on or off THE TOWN/SCHOOLS facilities, to
agree to observe all applicable THE TOWN/SCHOOLS' policies and to sign agreements so indicating. Should THE
TOWN/SCHOOLS, for any reason, deem any of Consultant's representatives unacceptable, THE TOWN/SCHOOLS shall
notify Consultant and Consultant shall, thereafter, neither send such representatives to the TOWN/SCHOOLS facility nor
engage such representative in direct service for THE TOWN/SGHOOLS, on or off THE TOWN/SCHOOLS facilities, but
shall perform its obligations hereunder using other representatives acceptable to THE TOWN/SCHCOLS.

e. Criminal Background Check and Substance Screening. Each representative of Consultant
providing services at any TOWN/SCHOOLS facility and each of Consuitant's representatives providing direct sefvices
hereunder, whether on or off THE TOWN/SCHOOLS facilities, shali be required to successfully undergo a Criminal
Background Check and Substance Screening prior to performing any services under this Agreement. Consuitant shall
require such representatives to cooperate in such Check and Screening. Provided, however, that such Check and Screening
shall not be required of any representative of Consultant for whom Consultant can demonstrate successfully passed a
similar Check and Screening within one calendar year prior fo the nroposed commencement of such representative’s
services under this Agreement. THE TOWN/SCHOOLS shall have the final decision in determining whether any such Check
and Screening is similar to THE TOWN/SCHOOLS' Check and Screening.

14. Miscellaneous.

a. Waiver and Remedies. The provisions of this Agreement may be waived, altered, amended or
repealed, in whole or in part, only on the written consent of THE TOWN/SCHOOLS and the Consultant. The remedies
provided THE TOWN/SCHOOLS and Consultant herein shall be cumulative, and in addition to any other remedies provided by
law or equity. Awaiver of a breach of any provision hereof shall not constitute a waiver of any other breach.

h. Titles: Recitals. Section headings and numbers used in this Agreement are included for
convenience of reference only, and, if there is any conflict between any such numbers and headings, and the text of this
Agreement, the text shall control. Each of the statements set forth in the premises of this Agreement is incorporated into
the Agreement as a valid and binding representation of the party or parties to whom it relates.

c. Governing Law: Severability. This Agreement Is entered in Rhode Island and shall be construed
in accordance with and governed by the substantive laws of the State of Rhode Island without regard to the conflict of laws
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provisions thereof. Whenever possible, each provision (inciuding without limitation any subparagraph or part thereof in
Section 5 above) of this Agreement shall be interpreted in such & manner as to be effective and valid under applicable law,

and if any provision of this Agreement is held iflegal, invalid or void, such provision may be changed to the extent reasonably
necessary to make it valid and enforceable and the remainder of this Agreement shaill not be affectad or impaired thereby.

d. Entire Agreement. This Agreement, together with all Staternents of Work now and hereafter
attached hereto (which are hereby incorporated herein by reference), represent the entire agreement of the parties with
respect to the subject matter hereof and supersede in their entirety all prior written or oral agreements, side letter, proposal,
bid, quote or the like with respect thereto.

IN WITNESS, WHEREOF, the duly authorized representatives of the parties have executed this Consulting
Agreement as of the date and year first above wriffen.

THE TOWN OF WESTERLY/ CONSULTANT
WESTERLY PUBLIC SCHOOLS
By: By:

{Signature} {Signature)
Name: Name:

(Print) (Print)
Title: Title:

(Print) {Print)
Date: Date:

TOWN MANAGER / SUPERINTENDENT
By:

Name:

Date:
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STATEMENT OF WORK NO. 001

THIS STATEMENT OF WORK dated this the day of 20 , between THE
TOWN/SCHOOLS (the "THE TOWN/SCHOOLS") and . (the “Consultant”) is entered into pursuant to the
terms and conditions of that certain Consulting Agreement dated as of , 20 , between THE

TOWN/SCHOOLS and the Consultant (the “Agreement”) which Agreement is incorporated herein by this

reference. Capitalized terms used but not defined herein shall have the meanings assigned to such terms in the
Agreement.

1. SERVICES:
The Consultant agrees to:
2. DUE DATES:

The above Services are to be performed as follows:

3. COMPENSATION:

Consultant will be paid for all services rendered. Consultant shail submit invoices to THE
TOWN/SCHOOLS for all services performed under this agreement. Each invoice shall identify the services
performed and . Invoices shall be submitted directiy to for approval. Such invoices shall be payable
within thirty (30) calendar days of approval by THE TOWN/SCHOOLS.

IN WITNESS, WHEREQF, THE TOWN/SCHOOLS and the Consultant have executed this
Statement of Work as of the date first set forth above, subject to the provisions of the Agreement.

TOWN OF WESTERLY/ ’ CONSULTANT
WESTERLY PUBLIC SCHOOLS
By: By:

(Signature) (Signature)
Name: Name:

(Print) (Print)
Title: Title:

(Prinf) (Print)

TOWN MANAGER/SUPERINTENDENT

By:

Name:

Date:

45




Exhibit A

Standard Insurance and Indemnification Requirements

General Conditions: Within ten (10) business days of the award or notice, or pricr te the start of work, whichever comes first, the contractor
will provide, pay for, and maintain in full force and affect the insurance outlined here for coverage's at not less than the prescribed
riinimum limits of liability. Such coverage Is 1o remain in force during the iife of the contract and for such additional tim e as may be
required, and will cover the contractor's activities, those of any and all subcontractors, or anyone directly or indirectly employed by any of
them, or by anyone for whose acts any of them may be liable.

H,

Certificates of Insurance: The contractor will give the Town/Schools a certificate of insurance completed by a duly authorized
representative of their insurer certifying that at least ihe minimum coverage’s required here are In effect and specifying that the
liability coverage’s are written on an occurrence form and that the coverage's will not be canceled, non-renewed, or materially
changed by endorsement or through issuance of other policy(ies) of Insurance without thirty (30) days advance written notice to:
Town of Westerly. 45 Broad Street, Westerly, Rhode Istand, 02891 Attn: Purchasing Agent, Failure of the Town/Schools o
demand such cerificate or other evidence of full compliance with these insurance requirements or failure of the Town/Schools

to identify a deficiency from evidence provided will not be construed as a waiver of the contractor’s obligation te maintain such
insurance.

insurer Qualification: AV insurance will be provided through companies authorized to do business in the State of Rhode Isiand
and considered acceptable by the owner, with an A.M. Best Rating of AN,

Additional insured: To the extent commercially available at no additional cost, the policy or policies providing insurance as
required, with the exception of professional liability and workers’ compensation, will defend and include the Town/Schools
directors, officers, representatives, agents, and employees as additional insureds on a primary basis for work performed under
or incidental to this contract.

Ratroactive Date and Extended Reporting Period: If any insurance required here is to be issued or renewed on a claims-made
form as opposed to the occurrence form, the refroactive date for coverage will be no later than the commencement date of the

project and will state that in the event of cancellation or nonrenewal, the discovery period for insurance claims (tail coverage)
wilt be at least 36 months.

Subcontractors' Insurance: The contractor will cause each subcontractor employed by contractor fo purchase and maintain
insurance of the types specified below. When requested by the owner, the contractor will furnish copies of certificates of
insurance evidencing coverage for each subcontractor.

Walver of Subrogation: The contractor will require all insurance policies in any way related to the work and secured and
maintained by the contractor to include clausas stating each underwriter will waive all rights of recovery, under subrogation and
otherwise, against Town/Schools, and all tiers of contractors or consultants engaged by them. The contractor will require of
subcontractors, by appropriate writlen agreements, similar waivers each in favor of all parties enumerated in this secticn.

Indemnification/Hold Harmless: The contractor shall indemnify, defend, and hold harmless the Town/Schools and, if applicable,
their agents and employees from and against all claims, damages, losses and expenses, including atterney’s fees of counsel
selected by the Town/Schools, arising out of or resulting from the performance of the work and /or the supplying of materials,
provided that any such claim, damage, loss or expense (a) is attributable to bodily injury, sickness, disease or death, or to injury
to or destruction of tangible property including the loss of use resulting therefrom, and (b) is caused in whole or in part by any
negligent act or omission of the contractor, any subcontractor, anyone directly or indirectly employed by any of them or anyone
for whose acts any of them may be liable, regardiess of whether or not they are caused in part by a party Indemnified hereunder.

11. Insurance Limits and Coverage:

G. To the extent applicable, the amounts and types of insurance will conform to the minimum terms, conditions and coverages of

insurance Services Office (ISO) policies, forms, and endorsements.

If the contractor has self-insured retention’s or deductibles under any of the following minimum required coverage’s, the
contractor must identify on the cerlificate of insurance the nature and amount of such self-insured retention’s or deductibles and
provide satisfactory evidence of financia! responslbility for such obligations. All self-insured retention's or deductibles will be the
contractor's sole responsibility.
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Commercial General Liability: The contractor will maintain commercial general liability insurance covering all operafions by or
on behalf of the contractor on an occurrence basis against claims for personal injury (including bodily injury and death) and
property damage {including loss of use). Such insurance will have these minimum limits:

Minimum Limits: $1,000,000 each ocourrence
$2,000,000 each occurrence if biasting is required
$2,000,000 general aggregate with dedicated limits per project site
2,000,000 products and completed operations aggregate
$1,000,000 personal and advertising injury

Should blasting be required, all necessary permits for the use of explosives shall be obtained by the contractor or insured from
ihe Fire Marshall.

Special hazards shall be covered If needed by endorsement to the Commercial Liability policy/policies as follows:

4) Properiy damage liability arising out of the collapse of or structural injury to any building or structure due fo
excavation {including burrowing, filling or backfiling in connection therewith), tunneling, pile driving, cofferdam
work or caisson work; or to moving, shoring, underpinning, razing or demolition of any building or structure, or
removal or rebuilding of any structural support thereof.

5) Property damage liability for injury to or destruction of property arising, directly or indirectly, from blasting or
explosions however caused, other than explosions of air or steam vessels, piping under pressure, prime movers,
machinery or power transmitting equipment.

6) Properly damage liability for injury to or destruction of wires, conduits, pipes, mains, sewers or other similar
property, or any apparatus in connection therewiih, below the surface of the ground, arising from and during the
sue of mechanical equipment for the purpose of excavating or drilling within project limits; injury to or destruction
of property at any time resulting therefrom.

Automobile Liability: The contractor will maintain business auto liability coverage for liability arising out of any auto, including
owned, hired, and non-owned autos.

Minimum Limits: $1,000,000 combined single fimit each accident

Workers' Compensaiion: The contractor will maintain workers' compensation and employer's fiability insurance. Waiver of
subrogation in favor of the Town of Westerly shall apply.

Minimum Limits: Workers' Compensation: statutory limit

Employer's Liability: ~ $500,000 bodily injury for each accident
$500,000 bodily injury by disease for each employee
$500,000 bodily injury disease aggregate

Umbrella/Excess Liability: The contractor will maintain coverage applying over the underlying Commercial General Liability,
Automobile Liability, Pollution Liability (where applicable), and Employer Liability section of the Workers Compensation
coverage. The Town of Westerly shali have the sole discretion in increasing or reducing the Umbrelia/Excess Liability
coverage requirements depending on the scope andior size of the work to be performed by Contractor/Bidder.

Minimum Limits: $5,000,000 per occurrence/$5,000,000 annuai aggregate

Coverage applies over the underlying Commercial General Liability, Automobile Liability, poflution liability (where apptlicabla),
and Employer Liability section of the Workers Compensation Coverage.

. Professional Liability (for consuitants, engineers, and other individuals/businesses providing pro'fessionaE services)

Each Claim/Wrongful Act: $4,000,000 :
Annual Agaregate $1,000,000

Town of Westerly/Westerly Schocls reserves the right to amend amounis of coverage required and type of coverage's
provided based on work or service to be performed.
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APPENDIX J

Blanket Purchase Orders

A blanket order or blanket purchase agreement is a purchase order which a customer (Westerly)
places with its supplier to allow multiple delivery dates over a period of time, for an estimated or firm
quantity, with predetermined unit pricing. It is normally used when there is a recurring need for
expendable goods/services. There are no dollar limits seton a Blanket Purchase Order.

After Unit Prices has been competitively established, quantities (firm or estimated) have been
determined and a delivery schedule (firm or adjustable) has been developed by the Town/School,
you can set-up a Blanket Purchase order with a Supplier. You must have these three pieces of
information establish before you can proceed. To mest our specific needs, we need the ability to
“adjust the quantities and to do so, the following wording must be included on all Blanket Purchase
Orders: “This is a Blanket Purchase Order, and the quantities may be adjusted to meet the
customer’s needs. Unit Prices will remain firm until (INSERT THE DATE).”

In addition, if the Quantity exceeds the estimated amount, the Blanket Purchase Order may be
adjusted as long as the fota! dollar amount does not exceed the approved budget to this product.

NOTE: Open Purchase Orders are not allowed. Open Purchase Orders are commitments without
competitively established Unit Prices and/or specific products with a Supplier. There are no controls
or purchasing history to protect Westerly other than a total doliar limit.

EXAMPLE of Unit Price RFQ’s to be used in a Blanket PO

Estimated | =, .o | BORDEN&
Base Bid TOTAL Quantity tbs. | REMINGTON
POTASSIUM HYDROXIDE 45% | 1,073,800.00
1 I UNIT PRICE | $0.271 $0.2592
T [ToTAL | $201,024.19 | $278,362.29

With this example we have a specific product, estimated QUANTITY and a competitively bid
UNIT PRICE for a specific SCHEDULE/

How do vou create a blanket PO?

Create a Requisition in Munis

First step is to save all of your attachments to a folder on your computer for later. Name
each attachment, for example, as follows-

AMAZON QUOTE $375 vendor copy

FOLLETT $2600 3 quotes
$5050 Sourcing Justification
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Go to Requisition Entry in your menu- ALL ENTRIES SHOULD BE IN CAPS
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CLICK ADD

Fillin Dept. 05104, 03106 efc.

Fillin Expiration Date....... either 3 months last day of the month or end of fiscal year.
Fill in Vendor#

Ship to automatically populates to coincide with dept. (Alphabetical letter can be changed if
necessary, to a different ship to address)
Fillin Reference... ATTN: Your name or Department

Click ACCEPT

Under Line ltems

Fill in Quantity

In Description fill in Unit Price

Tab down to Org.....

Fillin first 8 digits of account#

Object code. last 5 digits of accounty# for the Schools and 6 digits for the Town accounts.
Verify dolfar amount

The user can simply tab to the next line of the req to enter another account and dollar amount. If you
want to add a whole other page to the req.

Click ACCEPT

To Add another line to PO

Hit green + sign and repeat as above
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At budget pop up hit OK for now (when budget is entered you will need to make sure there is
money in the budget to proceed)
CLICK RETURN

CLICK ATTACH (Click on paper clip)
Attach any paperwork that needs to go with the PO. Description should either be vendor

copy, sole source or 3 quotes. This would also inciude anything that an approver would
need in order to approve the PO

Click on the File to check it off any files that you want viewed by non-Mun is users (This is
any paperwork that will go to the vendor)

If it is a sole source document or 3 quotes do not click on it {this would include any
information that will go to the approver for approval)

Click ACCEPT
The attachment will show on the screen

Click RETURN

At the top of the screen where you see the paperclip it should show a 1 (showing that you
successfully made the attachment) Then hit RELEASE this will show status 6 on the top of the
screen which means it is ready to go to the first approver

Start over with next request

NOTES: Blanket POs should be entered for the total amcunt of funds expected to be spent with a specific
vendor over a specified period of time within one fiscal year

Blanket POs cannot be increased — once the blanket amount has been exhausted, the PO will be closed, and
another issued for the balance of the term

Rlanket POs cannot be carried over from one fiscal year into another fiscal year — Blanket Pos must be
canceled and re-issued in the new fiscal year,

Unit Prices are not allowed to be changed during the agreement term.

EXAMPLES

This list represents some of the Blanket POs you may need, but is not an all-inclusive list:
Road Salt and/or Sand
Bus Parts & Fluids
Cold/Hot Patch, etc.
Custodial Supplies
Fittings and Values
Lawn Sprinkler Services
Car Wash

Consuiting

Potassium Hydroxide
Water Testing

KEY POINTS to remember, to establish a true Blanket Purchase Order you need three main items of

information: First, Competitively Bid/Quoted Unit Prices, Second, Either Estimated or Firm Quantities

and lastly, a Duration/Schedule of when we need delivery as well as how long the pricing is good for.
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TOWN OF WESTERLY AND WESTERLY PUBLIC SCHOOLS
CREDIT CARD POLICY AND PROCEDURES

TOWN OF WESTERLY
WESTERLY PUBLIC SCHOOLS

PURCHASING CARD (P-CARD)
POLICES AND PROCEDURES

Approved by: Shawn M. Lacey, Town Manager
Date: August 2024
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TOWN OF WESTERLY AND WESTERLY PUBLIC SCHOOLS
CREDIT CARD POLICY AND PROCEDURES

» PURPOSE

The purpose of the Westerly credit card program is to provide an efficient and flexible method to procure
goods or services and reduce the burden of check disbursements for small or recurring expenditures
{generally under $5,000.00 per transaction) and to provide access to resources when emergency
purchases are necessary. Employees may be eligible depending on their roles and responsibilities and

this eligibility is subject to compliance of this policy. The policy is effective upon approval by the Town
Manager.

» ELIGIBILITY

Town Department Directors or the WPS Director of Finance and Operations will determine those
positions in their organization that based on their roles and responsibilities, should be eligible for the
credit card program. Requests for credit cards will be initiated through an application (provided' upon
request by Purchasing) sample provided as Appendix Bin this policy. Determining compliance of this
program lies with the Purchasing Agent/Risk Manager and the Town Finance Director. If the Town
Manager is made aware of an employee or department failure to comply with this policy, the credit
card privileges will be revoked. Notice will be provided to the respective department director or the
Director of Finance and Operations, Westerly Public Schools.

» PURCHASING POLICIES

Purchases must be made in accordance with the Town of Westerly's Purchasing Procedures.

+ Purchase Policies can be found at:  westerlyri.gov/Purchasing/Purchasing Procedures
Manual
Forspecific cardholders, the Purchasing card may, on accasion, be usecd asa method of payment
for purchases exceeding $10,000.00.
Such exceptional purchases will conform to the Purchasing Procedures and require the
appropriate approval of the Purchasing/Risk Manager.

» AUTHORIZED USE OF CREDIT CARDS

Credit cards permitted or prohibited uses are as following:
Permitted uses:
o Town or School travel, including, fees lodging, meals or related expenses for seminars,
conferences, training, subscriptions, or approved travel.
o Mealsffood approved by the Department Head, for exampie meals for snow plowing.
o Town or School supplies or services in accordance with the purchasing policies
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TOWN QOF WESTERLY AND WESTERLY PUBLIC SCHOOLS
CREDIT CARD POLICY AND PROCEDURES

Prohibited uses:
o Personal purchases
cash advances of any kind
capital purchases
legal services
Cellular Phones
Gifts/Entertainment
Alcohol Beverages
faderal or State funded projects
Any restrictions placed by Purchasing/Risk Manager
Purchases for another employee or non-employee
Purchases for another organization
o Receive cash in lieu of acredit for credits or refunds

The Purchasing Agent/Risk Manager will use the credit card software to manage approved lists of
vendors and permitted purchases (Appendix C}

c oo o0 oe 0 0QQ o

EXEMPTION FROM SALESTAX

Westerly is exempt from paying state sales tax on goods and services
o Town's sale tax exemption is printed on the face of the cradit card

The cardholder is responsible for ensuring that sales tax is removed from the transactions.
Vendors cannot issue cash to resolve the sales tax charges

Employee willensure that a credit issued in the next billing cycle for the sales tax.

o Cc O

» DEPARTMENT HEAD RESPONSIBILITIES

Oversight includes ensuring that employees adhere to the policies and procedures. Their
responsibilities included:

Determine department positions that need credit cards {request applications from Purchasing)
Submit completed applications and select limits for cardholders as follows:
+  Single Transaction (Purchase) Limit:
o Thedollar limit range for each transaction {purchase) may be from $1 to $10,000
+  Daily Transaction Limit:
o Thetotal dollar limit range per day for all transactions may be from $1 to $10,000
+  Biling Cycle (Spending) Limit:
o The dollar limit of transactions in ene monthly billing cycle ranges from $1 to $10,000
based on authorization from department head, Director of Finance and Purchasing/Risk.
Manager.
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TOWN OF WESTERLY AND WESTERLY PUBLIC SCHOOLS
CREDIT CARD POLICY AND PROCEDURES

o ThePurchasing Agent may elect to temporarily increase these limits in an emergency.
Ensure that employees comply with the policies and procedures
Ensure that employees code their credit card transactions and provide supporting receipts and
documents as required.
Notify Purchasing Agent and Finance Director if they become aware of employee's nisuse of
credit card
Request return of the credit card from employee upon notification of an employee's intent to
leave their position.

P~ DEPARTMENT LIAISON

Department Heads can electto desighate a person who will have MUNIS permissions for multiple
department credit cards.
This designation is meant to centralize certaln responsibilities to achieve efficiencies and meet
Recording deadlines as set in this policy.
The duiies of this position would be:
o Attend training for credit card adminisiration and complies with coding and
documentation requirements
Code credit card charges
Attach the scanned receipt and if applicable, quotes, sole source documentation.
Submit to Department Head for approval .
Resolve budget funding issues with Department Head
Follows purchase policies for bid requirements NOTE: In General, over $5,000.00 still needs
additional quotes.

o OO0 O 0

» EMPLOYEE RESPONSIBILITIES

Receives and signs Cardholder Agreement and refains materials from JPMorgan for reference.
Stores credit card in a secure location

Attend training for credit card administration and complies with coding and documentation
reauirements.

Follows purchase policies for bid requirements NOTE: In General, over §5,000.06 stil
needs additional quctes.

Retains documents such as purchase receipts, order information, refund notifications.
Safeguards the credit cardand signs mimediately upon receipt

If card is lost or stolen, contacts bank immediately and notifies the Purchasing Agent within 24
hours.

Returns credit card upon request or when an employee submits resignation notification.
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TOWN OF WESTERLY AND WESTERLY PUBLIC SCHOOLS

CREDIT CARD POLICY AND PROCEDURES

Does not stora the credit card information in other methods (i.e., photocopies or onseparate
docurmentis)

Disputes erroneous charges ensure credits are issued"for errors, returns cf adjustments and
notifies Finance Department of these charges, ’

Prevents use by another person.

If receipt is not obtainable, the cardholder will complete and abtain signatures used the required
Affidavit of No Recelpt (Appendix A).

i (ransaction is denied, after contaciing Customer Service, report to Purchasing/Risk Manager
Ensures sufficient budget is available for purchase.

B PURCHASING AGENT/RISK MANAGER
Maintains a secure location for credit cards on hand and a tracking system of credit cards
issued. Provide current application forms as requested (Appendix C is a sample).
Facllitates changes to credit limits as requested with department head approvals and ensures
the levels are appropriate
Retires credit cards no longer assigned to employees
Coordinates with Department Heads regarding the issuance of new cards.
For purchase exceptions:
+  Purchasing card may on occasion, be used as amethod of payment for purchases exceeding
$10,000.00.

+  Such exceptional purchases will conform to the Purchasing Procedures and require the
appropriate approval of the Purchasing/Risk Manager.

> FINANCE DEPARTMENT
Provides employee training for fransaction recording
Imports the credit card activity to the MUNIS system
Notifies cardholders when credit card transactions are ready for coding
Ensures that credit card transactions are supported with documentation
Reconciles the credit card activity to cardholder activity and to monihly statements.
Notifies Finance Diractor if:
+ Transactions are not being coded timely
+  Transactions are lacking recelpts or documentation
Ensures credit card paymentis are made timely
Performs periodic review of charges to ensure they are consistent with policies

» INFCRMATION TECHNCLOGY
Manages user rights in MUNIS system including
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TOWN OF WESTERLY AND WESTERLY PUBLIC SCHOOLS
CREDIT CARD POLICY AND PROCEDURES

+  MUNIS permissions
«  MUNIS credit cardassignmentsto users
+  Manages system warkflows

» HUMAN RESOURCES
Includes exit procedures for terminated employees fo retrieve credit cards, if applicable
For terminations, notify Purchasing Agent/Risk Manager to suspend credit cards
Personnei file documentation if employee has lost access to credit card privileges

» POLICY COMPLIANCE
Coding and documentation of transactions must be completed by cardholder within 15 days of
transaction import fo MUNIS.
All transactions must have proof of purchase, i.e., receipts.
Gardholders who do not comply with the coding and documentation will receivea notification
that the card will be suspended until compliance is achieved.
Cardholders with repeated non-compliance will lose their credit card privileges.
Cardholders' personnel files will have creditcard information including the card approval, card
relinquishment and notices of noncompliance.

» USING THE CREDIT CARD
Cardholder may purchase items at vendor locations or place orders by telephone of online.
Internet purchases must be over secured transmission and cardholders must follow IT policies

P WORKFLOW PROCEDURESFOR RECORDING CREDIT CARD TRANSACTIONS IN  MUNIS SYSTEM
Finance Depariment:
+  Imports credit card transactions into the MUNIS system preferably on a weekly basis but no
less than twice per month
+  Notifies eredit card holders when transactions are available for coding
Cardholders
+  CGodecredit card charges
. Aftachthe scannedreceipt and if applicable, quotes, sole source documentation.
«  Submit to Department Head for approval
+  Transactions with lack of budgst funding will be rejected at this stage.
+  Transaction without documentation will result inawarning.
Department Head
+  Reviews activity and approve transactions
«  The transaction will continue through an approval workflow as follows:
+  Department Head approves budget and documentation
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TOWN OF WESTERLY AND WESTERLY PUBLIC SCHOOLS
CREDIT CARD POLICY AND PROCEPURES

+  Purchases up to $5,000 withavailable budget; go to Finance for processing
«  Purchases over $5,000 up to $10,000 with available budget; go to Purchasing and
Finance for approval

. Finance Department performs oversight of transactions through periodic compliance
audits.

» CONTACT INFORMATION
JPMorgan Chase Customer Service
+  Reportlost or stolen cardor card customer service questions
+  800-270-7760
Efleen Cardillo, Purchaging Agent/Risk Manager
+  Card program questions
+  401-348-2599
. illo L.aoy
Sara Hassell
¢ MUNIS processing questions
«  Finance Director. Townof Westerly
+  401-348-2548
shassell@westerlyri.gov
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TOWN OF WESTERLY AND WESTERLY PUBLIC SCHOOLS

CREDIT CARD POLICY AND PROCEDURES

APPENDIX A
Affidavit of No Receipt
Transaction Account Number Amount Paid
$26.99

Example; Walgreens
03/01/2021

Training Supplies

Public Schools as follows:

do certify thatthe expenssilsted above
was an actual expense incurred while conducting business for the Town of Westerly/Westerly

Cardholder Name:

Cardholder Signature:

Departiment Head Name:

Department Head Signature:

Town Manager Signature:

Date

APPENDIX A
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TOWN OF WESTERLY AND WESTERLY PUBLIC SCHOOLS
CREDIT CARD POLICY AND PRCGCEDURES

JPhorgan Credit Card Application SAMPLE .
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