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I. Introduction 
A. Purpose 

The purpose of this Policy is to state the City of Alpharetta’s (City’s) position, regarding 
procurement responsibility and authority. This Policy clarifies the procurement 
function and outlines procedures, as well as describes departmental relationships, 
responsibilities, and participation in the procurement cycle.     

B. Objectives 
1. To provide a uniform system for procurement; 
2. To ensure a system of quality and integrity in procurement; 
3. To simplify, clarify, and modernize methods for governing procurement, 

encouraging advance planning, reducing small purchases and/or emergency 
purchases, and reducing paperwork where feasible;  

4. To maximize open and fair competition, assuring the best value is received for the 
tax dollars expended; 

5. To obtain the best value for the usage of public funds, taking into consideration 
such factors as, but not limited to, product safety, environmental impact, total cost 
of ownership, product performance, compatibility issues, and availability of 
goods/services; 

6. To encourage the use of environmentally preferable and economically sustainable 
goods and services to reduce the City’s environmental impact; 

7. To enhance public confidence in the City’s procurement; 
8. To promote the fair and ethical treatment of all suppliers of goods/services; and 
9. To encourage active participation by local businesses. 

C. Ethics in Procurement 
To maintain the public trust, each person involved in the procurement process must 
adhere to the highest standard of ethics and avoid any appearance that their actions are 
motivated by private or personal interest. Actions such as the acceptance of gratuities 
or kickback are expressly prohibited. Unethical actions by employees or vendors will 
not be tolerated. As a guideline for the City’s procurement activities, the National 
Institute of Governmental Purchasing (NIGP) Code of Ethics and NIGP’s Guidelines to 
the Code of Ethics is included in the Appendix. 
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The following ethical principles shall govern the conduct of all City employees engaged 
in the procurement process: 
1. Consider the best interest of the City in all procurement transactions; 
2. Purchase without prejudice, seeking to obtain the best value for each tax dollar 

expenditure in accordance with the required quality standards; 
3. Subscribe to and demonstrate honesty and truth in purchasing and avoid all forms 

of conflicts of interest, as well as the appearance of such conflicts of interest; 
4. Avoid all unethical practices and the appearance of any unethical practices, 

including the improper or unlawful attempt to influence the outcome of the 
procurement process. 

City employees found in violation of one or more of the ethical standards set forth in 
this Policy will face disciplinary action pursuant to established policy/procedures. 

D. Definitions 
When used in this Policy, the following words, terms, and phrases, and their derivations, 
shall be the meaning ascribed to them in this section, except where the context clearly 
indicates a different meaning.     
1. Alpharetta Vendor: A person or business entity that meets the following eligibility 

requirements: 
a. Has a permanent place of business with full-time employee(s) within City 

limits for a minimum of six months prior to the issuance date of any formal 
solicitation to which the business will be responding. The permanent place of 
business must distribute goods/services and cannot be a post office box or a 
residence. 

b. Has a valid business license from the City. 
c. Is not delinquent on any taxes/fees owed to the City (e.g. property taxes, 

business license fees, etc.). 
The Alpharetta Vendor will be required to certify their eligibility as part of the 
formal solicitation process. 

2. Best value: The most advantageous balance of price, quality, time, environmental 
impact, and performance considerations at competitive costs over the useful life of 
the goods/services, which best meet the operational needs of the user department. 
When applicable, procurement decisions should include costs beyond the initial 
purchase (e.g. total cost of ownership principles which include maintenance, 
support, useful life, efficiencies, operational savings, etc.). 

3. Budget: The annual appropriations for each user department together with any 
subsequent budget amendments.  
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4. Department Director: The director of the user department requesting the 
procurement. Where applicable, (User) Department Director will also refer to 
his/her designee. 

5. Emergency: An immediate threat or danger to public health, safety or welfare, loss 
of public or private property, or interruption in the delivery of an essential 
governmental service. 

6. Environmentally preferable: Goods/services that have a lesser or reduced effect on 
human health and the environment when compared with competing 
goods/services that serve the same purpose.  This comparison may consider raw 
material acquisition, production, manufacturing, packaging, distribution, reuse, 
operation, maintenance, or disposition. 

7. Goods: Tangible commodities purchased by the City to assist in the delivery of 
goods/services to our customers.  

8. Invitation to Bid (ITB): A method of formal solicitation requesting prospective 
vendors to submit sealed price bids. The award is made to the lowest responsive 
and responsible bidder, based on the criteria (e.g. specifications, scope of work, 
etc.) set forth in the ITB. When applicable, the ITB should be structured to include 
best value principles (e.g. support costs). The ITB may also be referred to as a 
Competitive Sealed Bid (CSB) or Request for Bid (RFB). 

9. Non-Alpharetta Vendor: Vendor that does not meet the eligibility requirements of 
an Alpharetta Vendor. 

10. Procurement: The acquisition of goods/services that meets the City’s needs. 
11. Procurement Official: The principal purchasing official of the City. The Finance 

Director is the City’s Procurement Official. Where applicable, Procurement Official 
will also refer to his/her designee. 

12. Professional Services: Services that involve specialized education, knowledge, labor, 
judgment, and skill which are predominantly mental or intellectual (as opposed to 
physical or manual) in nature. Professional services typically require professional 
licensing such as architects, auditors, engineers, etc. The Procurement Official 
makes the final determination on which services are classified as professional 
services. 

13. Public Works Construction Project (O.C.G.A. Chapter 91 of Title 36): Public works 
construction means the building, altering, repairing, improving, or demolishing of 
any public structure or building or other public improvements of any kind to any 
public real property other than those projects covered by O.C.G.A. Chapter 4 of 
Title 32 (highways and bridges). Such term does not include the routine operation, 
repair, or maintenance of existing structures, buildings, or real property, or any 
energy savings performance contract or any improvements or installations 



I. INTRODUCTION  

 7 

performed as part of an energy savings performance contract. 
14. Request for Proposal (RFP): A method of formal solicitation requesting prospective 

vendors to submit sealed proposals. The award is made to the responsive and 
responsible vendor whose proposal is determined to provide the best value to the 
City based on evaluation criteria provided in the solicitation document (cost is not 
the primary criteria). When applicable, the RFP should be structured to include 
best value principles (e.g. total cost of ownership).  

15. Responsible vendor: A vendor who has the capability in all respects to fully perform 
the contract requirements and the experience, integrity, perseverance, reliability, 
capacity, facilities, equipment, and credit which will assure good faith 
performance. 

16. Responsive vendor:  A vendor who has submitted an ITB/RFP (or any derivation 
thereof) which conforms in all material respects with all requirements, 
specifications, terms, and conditions contained therein.   

17. Services: Intangible commodities purchased by the City to assist in the delivery of 
goods/services to our customers.  

18. Single source: A vendor which demonstrates the unique knowledge, skills, and/or 
performance required to ensure successful consultation, implementation, 
installation, maintenance, etc. of a requested good/service which is an integral 
component of the City’s existing infrastructure, equipment, and/or operations. 

19. Sole source: Only one vendor possesses the unique and singularly available 
capability to provide the goods/services. 

20. User department/division: The department which has the authority and 
responsibility for determining the need of goods/services, their related 
specifications, delivery dates, etc. The user department is responsible for ensuring 
their procurement is consistent with, and in support of, their budget prior to 
committing funds. 

E. Application of Federal and State Law 
It is intended that this Policy shall conform to all applicable provisions of the laws of the 
United States and State of Georgia, and the provisions hereof shall be so construed 
wherever possible. In the event any portion of this Policy shall be declared invalid for 
its failure to conform to state or federal law, such invalidity shall not affect the 
remaining portions hereof. Notwithstanding any other provision of this Policy, the City 
may enter into any contract, follow any procedure, or take any action that is otherwise 
at variance with this Policy if necessary or convenient to receiving funds from the 
government of the United States, State of Georgia, or other governmental/public 
entities. 
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F. Equal Opportunity 
The City of Alpharetta hereby gives public notice that it is the policy of the City to assure 
full compliance with Title VI of the Civil Rights Act of 1964, the Civil Rights Restoration 
Act of 1987, and related statues and regulations in all programs and activities. It is our 
policy that no person in the United States of America shall, on the grounds of race, color, 
national origin, sex, age, or disability be excluded from the participation in, be denied 
the benefits of or be otherwise subjected to discrimination under any of our programs 
or activities. 

G. Public Access to Procurement Information 
Interested persons shall have access to information regarding City procurement 
transactions in accordance with City policy and the Georgia Open Records Act, O.C.G.A. 
§50-18-70, et seq. 

H. Unauthorized Purchases 
No purchases of materials, supplies, equipment, or services shall be made in the name 
of the City or one of its departments, except such as required for official use by the City 
or one its departments. Purchases in the name of the City or a department for a 
personal use by an individual or for any purpose other than official use are prohibited, 
and no City funds will be expended or advanced therefore. 
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II. Staff Responsibilities 
A. Authority and Duties of the Procurement Official 

1. The Procurement Official shall have the authority and duty as provided 
throughout this Policy including, but not limited to, the following: 
a. Administer procurement of goods/services in accordance with applicable law; 
b. Establish operating procedures to guide procurement functions pursuant to 

applicable law; 
c. Maintain purchasing data sources (e.g. bidder lists, supplier lists, sole source 

lists, etc.); 
d. Monitor and create procurement activity reports as requested by the City (e.g. 

City Council Purchase Order report); 
e. Maintain records which support the City’s procurement actions/decisions (e.g. 

requisition justification, evaluation committee notes, etc.); 
f. Execute requisitions, purchase orders, and change orders; 
g. Require bonds, insurance, and other forms of protection (as applicable) for the 

City in the process of procuring goods/services; and 
h. Terminate/reject procurements for goods/services, when, in the opinion of the 

Procurement Official, it is in the City’s best interest to do so and allowable 
under law. This includes termination for breach of contract or anticipated 
breach of contract (including after contract execution). 

2. The procedures established by the Procurement Official shall provide sufficient 
competition to ensure that the goods/services being procured represent the best 
value to the City. Such procedures and processes shall require advanced planning, 
as well as the preparation and maintenance of written records which adequately 
document quotations/bids/proposals obtained, properly account for the funds 
expended, and facilitate an audit of the purchases made. 

B. Duties of the User Department 
1. The User Department has responsibilities as provided throughout this Policy 

including, but not limited to, the following: 
a. Need determination: The user department is responsible for determining the 

need for the goods/services and for providing appropriate documentation and 
justification, including initiating a purchase requisition (if applicable). 

b. Funding determination: The user department is responsible for ensuring 
budget is available and that their procurement is consistent with, and in 
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support of, their budget prior to committing funds. Specific account numbers 
and project numbers (if applicable) must be on all applicable procurement 
documentation (e.g. ITB/RFP requests).  

c. Specification determination: The user department is responsible for 
determining the specifications/scope-of-work (e.g. quantity, quality, 
dimensions, duration, and all other necessary specifications) of the 
goods/services to be procured. Specifications should be determined by the 
user department. Use of targeted vendor specifications reduces the 
competitive procurement of goods/services and is not in the best interest of 
the City. 

d. Procurement documentation: Depending on the dollar amount of the items to 
be purchased, the user department will gather phone, email, fax, or written 
quotations, or work with the Procurement Official to create an ITB/RFP (or 
any derivation thereof).  

e. Approval process: The user department is tasked with obtaining appropriate 
approvals, based on the procurement threshold and in accordance with 
procedures established by the Procurement Official, up to and including the 
creation and presentation of an agenda item to the City Council if applicable.  
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III. Competitive Procurement 
A. Small Purchases 

 

1. Quotes for small purchases may be written, emailed, or faxed. Backup should be 
submitted to the Finance Department once all applicable processing parameters 
have been fulfilled.  

2. The Procurement Official is tasked with establishing procurement card single/max 
transaction limits and creating procedures for the processing of procurement card 
transactions, requisitions, purchase orders, change orders, and payment requests.  

3. The Procurement Official can authorize the use of Procurement Cards for targeted 
purchases in excess of $2,499.99 upon written justification that: (1) no other 
feasible payment options exist (e.g. vendor will not accept a purchase order; 
vendor will not invoice; etc.); (2) delays associated with other payment methods 
(e.g. purchase order process) would have a detrimental effect; and/or (3) the City 
can realize savings through early payment discounts, rebates, etc.  

 

Purchase Amount Procurement Method(s)
Minimum 

Quotes Approval Authority

$2,499.99 or less
Procurement Card,                    

Direct Payment,                     
Purchase Order

0 Department Director

$2,500.00 to $5,000.00 Purchase Order 1
Department Director, 
Procurement Official

Small Purchases
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B. Informal Procurement (e.g. Quotations) 

 

1. The user department may collect written, emailed, or faxed price quotes. Quotes 
should include (at a minimum) the following: the name, address, and contact 
information of the business submitting the quote, the date and amount of each 
quotation, quantity and a description of the goods/services being procured. 
Additionally, quotes that do not expressly provide an expiration date are assumed 
to expire in 45 days from the date of issuance.  

2. Goods/Services (excluding professional services): The user department will 
recommend the responsive and responsible vendor that can provide the 
procurement for the lowest quoted cost while meeting all aspects of the required 
specifications. When applicable, the quotes should be structured to include best 
value principles (e.g. include support/maintenance to determine a total cost of 
ownership as opposed to simply acquisition costs).  

3. Professional Services: The user department will recommend the responsive and 
responsible vendor that can provide the procurement for the best value while 
meeting all aspects of the required specifications. The user department is tasked 
with determining the evaluation criteria (e.g. work history, references, 
professional staff, etc.), of which cost is one component, in advance of soliciting the 
quotes/proposals. 

4. Backup should be submitted to the Finance Department once all applicable 
processing parameters have been fulfilled.  

5. The Procurement Official is tasked with creating procedures for the processing of 
requisitions, purchase orders, change orders, and payment requests. 

Purchase Amount Procurement Method
Minimum 

Quotes Approval Authority

$5,000.01 to $20,000.00 Purchase Order 3
Department Director, 
Procurement Official

$20,000.01 to $35,000.00 Purchase Order 3
Department Director, 

Procurement Official, City 
Administrator, Mayor

$35,000.01 to $50,000.00 Purchase Order 3

Department Director, 
Procurement Official, City 

Administrator, Mayor,                    
City Council Liaison

Informal Procurements
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C. Formal Procurement (ITBs, RFPs, or any derivation thereof) 
Purchases of $50,000.01 or greater: These purchases must be made through a formal 
procurement process (e.g. ITB, RFP, or any derivation thereof), cooperative purchasing 
agreement, existing unit-price/on-call contract, or other method allowed under this 
Policy. The Procurement Official shall make the determination of the method of 
procurement. Once the procurement process is complete, it is the user department’s 
responsibility to prepare an agenda item and make the presentation to the City Council 
to obtain approval for contract award.  
1. Invitation to Bid (ITB) or any derivation thereof 

a. Conditions for use.  ITBs may be used when: 
i. The proposed procurement is $50,000.01 or greater; 

ii. Precise specifications of the needed goods/services are known and can 
be described in an ITB; and 

iii. Price is the primary basis of award. When applicable, the ITB should be 
structured to include best value principles (e.g. include 
support/maintenance to determine a total cost of ownership as 
opposed to simply acquisition costs).  

b. Content. The ITB shall state, or incorporate by reference, all specifications, 
proposed contractual terms and conditions, performance and/or payment 
bond requirements, and other information applicable to the procurement. 

c. Advertisements/public notice.  Advertisements/public notice of the ITB shall be 
given in accordance with law and to maximize competition as appropriate. 

d. Pre-bid conference.  A pre-bid conference to explain the procurement 
requirements may be held at the discretion of the Procurement Official and the 
user department. 

e. Modification or clarification.  The terms of an ITB may be modified or clarified 
through a written addendum issued by the Procurement Official. Addenda will 
be posted to the City website and provided to known bidders (e.g. bidders 
registered through a pre-bid conference). Each bidder shall acknowledge 
receipt of all addenda in writing.  

f. Receipt of bids.  No bid shall be eligible for consideration unless it is placed in a 
sealed envelope or package and actually received by the City by the date, time, 
and location specified in the ITB. All bids received will be stamped with the 
date and time and secured until the designated opening time. A bid delivered 
late shall not be eligible for consideration by the City and shall be (a) returned 
unopened to the bidder (at bidder’s expense) or (b) destroyed (if directed to 
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do so by the bidder).   
g. Bid opening. Bids shall be opened publicly in the presence of one or more 

witnesses at the time and place designated in the ITB. After opening each bid, 
the bidder’s name and bid amount shall be recorded. Such bid records shall be 
open to public inspection, including being posted on the city website, as 
provided by law. 

h. Bid correction. If an error is discovered prior to the opening, the bidder can 
submit a corrected bid. The corrected bid should be clearly marked that it 
supersedes the bid originally submitted. If an obvious clerical error is 
discovered after the bid has been opened, the bidder may submit a letter to the 
Procurement Official within two business days of opening requesting that the 
error be corrected. The letter must be on company letterhead and signed by an 
individual authorized to legally bind the firm. The bidder must present clear 
and convincing evidence that an unintentional error was made. The 
Procurement Official will review the correction request and a judgment will be 
made. Generally, modifications to opened bids for reasons other than obvious 
clerical errors are not permitted. 

i. Bid withdrawal. A bidder requesting to withdraw their bid prior to the ITB due 
date may submit a letter to the Procurement Official requesting to withdraw. 
The letter must be on company letterhead and signed by an individual 
authorized to legally bind the firm. A bidder requesting to withdraw after the 
bid has been opened will be required to submit a letter with documented facts 
supporting the reason for withdrawal within two business days of the opening. 
The letter must be on company letterhead and signed by an individual 
authorized to legally bind the firm. The bidder must present clear and 
convincing evidence that an unintentional error was made. The Procurement 
Official will review the withdrawal request and a judgment will be made. 
Generally, bid withdrawal after bids are opened for reasons other than obvious 
clerical errors is not permitted. 

j. Modification of specifications after bid opening. The City reserves the right to 
negotiate with the lowest responsive and responsible bidder after the bids 
have been opened and before an award is made in an effort to make sure that 
the specifications and the budget have been met. This will allow staff to add or 
delete parts for equipment or value-engineer a project if in the City’s best 
interest.  

k. Selection of bidder with whom to contract.  The award is made to the lowest 
responsive and responsible bidder, based on the criteria (e.g. specifications, 
scope of work, etc.) set forth in the ITB. When applicable, the ITB should be 
structured to include best value principles (e.g. include support/maintenance 
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to determine a total cost of ownership as opposed to simply acquisition costs). 
The user department is tasked with preparing an agenda item and making the 
presentation to the City Council to obtain approval for contract award. 

l. Notice of selection. The Procurement Official shall notify the selected bidder in 
writing of their contract award under the ITB. 

m. Rejection of bids.  The Procurement Official may terminate/reject any and all 
bids if it is in the best interest of the City to do so and allowable by law. 

n. Disqualification of bids. The following types of bids shall be disqualified for 
consideration: 

i. The bid arrives after the set time of submittal; and 
ii. The bid is incomplete in any material aspect as determined by the 

Procurement Official (e.g. found non-responsive); and 
o. Waiver of irregularities. The Procurement Official shall have the authority to 

waive all nonmaterial irregularities on any and all bids except timeliness and 
signature requirements. Nonmaterial irregularities are those irregularities 
which do not affect price and/or competition. 

p. Tie bids. A tie bid exists when two or more bidders offer, at identical prices, 
goods/services that meet all specifications, terms, and conditions.  
Bids received from two or more vendors, which are identical and meet the 
requirement of the bid specifications shall, in most instances, be awarded on 
the following basis: 

i. Past performance of the bidders; 
ii. Earliest delivery date; 

iii. Closest proximity to delivery site (e.g. in the event of ongoing 
services/maintenance); 

iv. Discount terms; 
v. Warranty terms; 

vi. Any other factors which affect the bid; 
vii. Flip of a coin (if all other factors are equal). 

q. Re-bids. To ensure sufficient competition for any procurement, a minimum of 
three bids is preferred. If less than three bids are received, the Procurement 
Official will make a determination on the necessity of rebidding based on the 
circumstances surrounding the bid responses and the feasibility/practicality of 
rebidding.   
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2. Request for Proposals (RFP) or any derivation thereof 
a. Conditions for use.  An RFP may be used when: 

i. The proposed procurement is $50,000.01 or greater; 
ii. A need can be identified, outlined, and the user department desires to 

utilize the expertise of proposers in arriving at a solution; 
iii. The need or solution is fairly detailed or complex; 
iv. The need or solution involves services or a combination of goods/ 

services;  
v. Specifications of the project or item cannot be clearly defined;  

vi. The skills, expertise, or technical capability of the proposer will be 
evaluated; 

vii. Factors other than lowest price will be considered when determining 
whether to make an award. Best value is determined by the 
combination of criteria or factors, of which price may only be one 
component; and 

viii. Price negotiation is desired. 
b. Content. The RFP shall provide a statement of need or problem description for 

which proposed solutions are sought. Such RFP may include specifications, 
scope of work, and proposed contractual terms and conditions to which a 
proposer must respond. The RFP may encourage the proposal of alternative 
specifications, scope of work, and proposed contractual terms/conditions, if 
such alternatives are proposed as the best method of meeting the stated need 
or solving the stated problem.  An RFP may include a request for qualifications 
(RFQ) or may be preceded by a request for information (RFI). 

c. Advertisements/public notice.  Advertisements/public notice of the RFP shall be 
given in accordance with law and to maximize competition as appropriate. 

d. Evaluation committee. If appropriate because of the scope or technical 
difficulty of the procurement, an evaluation committee may be used. Such 
determination, as well as the composition of the committee, shall be made by 
the Procurement Official with the advice of the user department director. 

e. Pre-proposal conference. A pre-proposal conference to explain the procurement 
requirements may be held at the option of the Procurement Official and the 
user department.     

f. Modification or clarification.  The terms of an RFP may be modified or clarified 
through a written addendum issued by the Procurement Official. Addenda will 
be posted to the City website and provided to known proposers (e.g. proposers 
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registered through a pre-proposal conference). Each proposer shall 
acknowledge receipt of all addenda in writing.  

g. Receipt of proposals.  No proposal shall be eligible for consideration unless it is 
placed in a sealed envelope or package and actually received by the City by the 
date, time, and location specified in the RFP. All proposals received will be 
stamped with the date and time and secured until the designated opening time. 
A proposal delivered late shall not be eligible for consideration by the City and 
shall be (a) returned unopened to the proposer (at proposer’s expense) or (b) 
destroyed (if directed to do so by the proposer).   

h. Proposal opening. No proposal shall be opened until the time designated in the 
public notice of the RFP. A record of each proposal shall be prepared 
containing identification of the RFP and name of each proposer. Such requests 
for proposal record shall be open to public inspection, including being posted 
on the City website, as provided by law. 

i. Proposal correction.  If an error is discovered prior to the opening, the 
proposer can submit a corrected proposal. The corrected proposal should be 
clearly marked that it supersedes the proposal originally submitted. If an 
obvious clerical error is discovered after the proposal has been opened, the 
proposer may submit a letter to the Procurement Official within two business 
days of opening, requesting that the error be corrected. The letter must be on 
company letterhead and signed by an individual authorized to legally bind the 
firm. The proposer must present clear and convincing evidence that an 
unintentional error was made. The Procurement Official will review the 
correction request and a judgment will be made. Generally, modifications to 
opened proposals for reasons other than obvious clerical errors are not 
permitted. 

j. Proposal withdrawal.  A proposer requesting to withdraw their proposal prior 
to the RFP due date and time may submit a letter to the Procurement Official 
requesting to withdraw.  The letter must be on company letterhead and signed 
by an individual authorized to legally bind the firm. A proposer requesting to 
withdraw after the proposal has been opened will be required to submit a 
letter with documented facts supporting the reason for withdrawal within two 
business days of the opening. The letter must be on company letterhead and 
signed by an individual authorized to legally bind the firm. The proposer must 
present clear and convincing evidence that an unintentional error was made. 
The Procurement Official will review the withdrawal request and a judgment 
will be made. Generally, proposal withdrawals after proposal due date/time 
for reasons other than obvious clerical errors are not permitted. 
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k. Selection of proposer with whom to negotiate. The user department director 
and the Procurement Official, after considering the recommendation of the 
evaluation committee, if applicable, shall select the proposal that is determined 
to provide the best value to the City. Such selection shall be based on the 
content of the proposal along with the following criteria: 

i. The proposer’s capacity to perform in terms of facilities, personnel, and 
financial viability; 

ii. The skill, experience, performance, and reliability demonstrated by the 
proposer in performing contracts of a similar nature; 

iii. The adherence to the scope of work/specifications; and  
iv. The content of the proposal. 

l. Contract negotiations. Upon recommendation of the Procurement Official, user 
department director, and evaluation committee (if applicable), contract 
negotiations shall commence with the proposer. If fair and reasonable 
compensation, contract requirements, and contract documents can be agreed 
upon, the user department will prepare an agenda item and make a 
presentation to the City Council to obtain approval for contract award. 
If contract terms cannot be agreed upon, the Procurement Official shall advise 
the proposer in writing of the termination of negotiations.  After termination, 
negotiations may be conducted with such other proposer determined to be in 
the City’s best interest (the “alternate proposer”).  If contract terms can be 
agreed upon with the alternate proposer, the user department will prepare an 
agenda item and make a presentation to the City Council to obtain approval for 
contract award. 

m. Notice of selection. The Procurement Official shall notify the selected proposer 
in writing of their contract award under the RFP. 

n. Rejection of proposals. The Procurement Official may terminate/reject any and 
all proposals if it is in the best interest of the City to do so and allowable by law. 

o. Disqualification of proposals. The following types of proposals shall be 
disqualified for consideration: 

i. The proposal arrives after the set time of submittal; and 
ii. The proposal is incomplete in any material aspect as determined by the 

Procurement Official (e.g. found non-responsive). 
p. Waiver of irregularities. The Procurement Official shall have the authority to 

waive all nonmaterial irregularities on any and all proposals except timeliness 
and signature requirements. Nonmaterial irregularities are those irregularities 
which do not affect price and/or competition. 
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q. Reissue. To ensure the best value for any procurement, a minimum of three 
proposals is preferred. If less than three proposals are received, the 
Procurement Official will make a determination on the necessity of reissuing 
the RFP based on the circumstances surrounding the responses and the 
feasibility/practicality of reissuing the RFP.   

D. Cancellation of Formal Solicitations 
An ITB, RFP, or other procurement solicitation may be canceled, or any or all bids or 
proposals may be rejected in whole or in part as may be specified in the solicitation, 
when determined by the Procurement Official to be in the City’s best interest. The 
reasons for cancellation or rejection shall be made part of the procurement file. Each 
ITB, RFP, or other procurement solicitation shall be subject to the following conditions. 
1. The ITB/RFP may be canceled; 
2. Any ITB/RFP may be rejected in whole, or in part;  
3. Any action taken by the City in response to an ITB/RFP shall be made without any 

liability or obligation on the part of the City or its employees;  
4. The selection, failure, or refusal to make a selection pursuant to such ITB/RFP 

shall be made without any liability or obligation on the part of the City or its 
employees; 

5. Any termination of selection, withdrawal or cancellation of such ITB/RFP, either 
before or after selection of a bidder or proposer shall be made without any 
liability or obligation on the part of the City or its employees; 

6. The City, in its sole discretion, reserves the right to determine the eligibility for 
selection of any party or parties submitting bids/proposals in response to any 
ITB/RFP; 

7. All cost incurred in preparing or responding to an ITB/RFP are the sole 
responsibility of the responding party; and  

8. The City and the party responding to an ITB/RFP will be contractually bound only 
if and when a written contract is fully executed. 

E. Alpharetta Vendor Preference (a.k.a. Local Vendor) 
It is the policy of the City to invest in the local community when appropriate through 
securing goods/services from local businesses at competitive pricing and terms. This 
section provides the framework to encourage local businesses to compete for City 
business for procurements solicited under a Formal Procurement process (Section 
III(C)) with a maximum contract value of $500,000.00. 
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1. Invitation to Bid (ITB) or any derivation thereof 
a. This section applies to bids whereby the lowest responsive and responsible 

bidder is a Non-Alpharetta Vendor. 
i. An Alpharetta Vendor will be given preference in contract award if their 

responsive and responsible bid is within three percent (3.00%) of the 
lowest responsive and responsible bid.  

ii. If multiple Alpharetta Vendors are within three percent (3.00%) of the 
lowest responsive and responsible bid, then contract award will go to 
the Alpharetta Vendor with the lowest responsive and responsible bid. 

2. Request for Proposals or any derivation thereof 
a. Alpharetta Vendor preference of three percent (3.00%), or equivalent unit of 

measure, shall be provided as an evaluation criterion. 
3. Exceptions 

a. Formal solicitations with a contract value of $500,000.01 or greater.  
b. Public Works Construction Projects totaling $100,000.00 and greater (O.C.G.A. 

Chapter 91 of Title 36); 
c. Sole Source, Single Source, Name Brand, and Cooperative Purchasing 

Agreements; 
d. Federal or State law prohibits the use of local preference; 
e. The work is funded in whole or part by a governmental entity that prohibits 

the use of local preference; 
f. The Alpharetta Vendor is either non-responsive or non-responsible; 
g. All bids submitted exceed the budget amount and supplemental funding is not 

available; 
h. Emergency purchases; and 
i. The Procurement Official, City Administrator and/or City Council may exempt 

any formal solicitation from the Alpharetta Vendor preference. 

F. Additional Approvals 
Dependent on the nature of the procurement, additional authorizations may be 
required prior to initiation of the procurement process. 
1. For any fleet purchases of new or replacement vehicles, the Purchasing Official, in 

the absence of a citywide Fleet Manager, shall review and approve any such 
procurements to verify that it is consistent with the fleet replacement schedule 
and the City’s strategic goals; 
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2. For technology compliance approval, the Information Technology Director will 
review and approve any technology related procurements involving the City’s 
technology for verification of compatibility with existing equipment and 
consistency with the City’s strategic goals. Technology related procurements 
include software that resides on the City’s network and hardware that utilizes the 
City’s network (e.g. cellphones, smartphones, tablets, printers, desktop and laptop 
computers, etc.); and 

3. For grant administration compliance, the Grants Administrator will review and 
approve any grant related procurements.  

G. Cooperative Purchasing Agreements 
The Procurement Official may participate in, sponsor, conduct or administer a 
cooperative purchasing agreement for procurement (e.g. US Communities, National 
Cooperative Purchasing Alliance, National Joint Powers Alliance, etc.) including “piggy-
backing” on governmental (e.g. local, state, national, etc.) and authority (e.g. utility 
authorities, development authorities, etc.) contracts. Cooperative purchasing 
agreements assists local government in reducing the cost of purchased goods and 
services through pooling the purchasing power of multiple public agencies. Due to the 
nature of cooperative purchasing agreements, competition has been established so 
additional quotes, bids, or proposals are not required. However, approval requirements 
based on the procurement dollar amount are still in effect. 

H. On-Call/Unit-Price Contracts 
On-call/unit-price contracts (e.g. on-call electrical services, on-call tree services, 
uniform vendors, etc.) awarded by the City through a competitive procurement process 
only require one quote assuming the procurement is (1) for work within the approved 
scope and (2) follows the approved contract pricing. However, approval requirements 
based on the procurement dollar amount are still in effect. 

I. Other Procurement Methods and Requests 
The Procurement Official may use other procurement methods determined to be in the 
city’s best interest.  Such methods may include, but are not limited to, request for 
qualifications (RFQ), requests for information (RFI), invitation to negotiate (ITN), 
invitation to participate (ITP), and request for letter of interest (RFLI). 

J. Emergency Procurement 
Notwithstanding any other provisions of this Policy, the City Administrator may 
authorize an emergency procurement when there exists an immediate threat or danger 
to public health, safety, welfare, loss of public or private property, or interruption in the 
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delivery of an essential governmental service. The user department director shall attest 
to the conditions that constitute the immediate threat, danger, or loss of service 
interruption, the type of emergency, the risks associated with delaying corrective 
actions, estimates of the time, costs, and work required to mitigate the situation and 
such other information as the City Administrator and the Procurement Official may 
require. All of the above listed information will be documented by the user department 
and provided to the Finance Department as sufficient justification for the procurement. 
The City Administrator will notify the City Council of the emergency as well as the 
vendor selection. When an emergency determination is made, the user department 
director shall seek as much competition as is practical and reasonable under the 
circumstances. 

K. Change Orders 
It is the policy of the City to limit change orders on procurements. However, the City 
recognizes that at times circumstances may dictate that changes be made to the scope 
of a project or procurement. 
All change order requests shall be accompanied with a description and 
justification and will be reviewed by the Procurement Official for appropriateness 
including ensuring approval thresholds are not being subverted.   
The following change order thresholds are cumulative over the life of the 
contract/procurement: 

 
1. On-call/unit-price contracts (e.g. on-call electrical services, on-call tree services, 

Original Purchase Order/Contract
Cumulative Increase in Original 

Purchase Order/Contract Approval Authority

$2,500.00 to $50,000.00 < 10.00% of original PO/Contract
Department Director,                           
Procurement Official

$2,500.00 to $50,000.00 > 10.01% of original PO/Contract
Department Director,                                             
Procurement Official,                                

City Administrator

Original Purchase Order/Contract
Cumulative Increase in Original 

Purchase Order/Contract Approval Authority

$50,000.01 or greater < 10.00% of original PO/Contract
Department Director,                           
Procurement Official

$50,000.01 or greater > 10.01% of original PO/Contract City Council

Informal Procurements/Small Purchases

Formal Procurements
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uniform vendors, etc.) are included within the change order policy on an 
individual project basis (e.g. repair of electrical outlets at City Hall) as opposed to 
an overall contract basis (e.g. on-call electrical services). 

L. Grants/Donations 
Periodically, the City may be given public or private grants and donations from sources 
such as the federal government, state government, private corporations, foundations, 
etc. These funding sources often include restrictive stipulations and may dictate the 
procurement process and methodology that the City is to follow for contract award. 
Notwithstanding any other provision of this Policy, the City may enter into any contract, 
follow any procedure, or take any action that is otherwise at variance with this Policy if 
necessary or convenient to receiving funds from the government of the United States, 
State of Georgia, other governmental/public  and private entities. 

M. Technology 
Procurement activities for the City should be automated whenever it is in the City’s best 
interest. 
1. Electronic ITB/RFP or any derivation thereof 

a. Electronic public notice allowed. As an alternative to the public notices required, 
the Procurement Official may electronically distribute an ITB/RFP or other 
procurement solicitations. The Procurement Official may limit such electronic 
distribution to firms electronically registered with the City; and 

b. Use of private contractor. If appropriate, the Procurement Official may contract 
with a private firm to manage the vendor registration process, bid lists, 
distribution of procurement documents, and master agreement catalogs. 

2. Electronic submissions 
a. Electronic submissions. The Procurement Official may receive procurement 

submissions electronically if the ITB/RFP or other procurement solicitation 
includes permission for such electronic submission; 

b. Digital signatures.  To assure the validity of procurement submissions received 
electronically, the Procurement Official may require vendors to adopt 
signature standards established by the State, the National Institute of 
Government Purchasing, or other recognized national organization; and 

c. Public records. All procurement submissions received electronically shall be a 
public record and shall be made available to the public as provided by law. 
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N. Protests 
1. Right to protest. Any bidder or proposer who is aggrieved in connection with an 

ITB/RFP or other solicitation may protest such procurement.   
2. Procedure. A protest must be made in writing and shall state the reason for the 

protest. It shall be submitted to the Finance Director within seven calendar days of 
the first date that the aggrieved party knew or should have known of the facts 
giving rise to the protest. The Finance Director shall review the protest and issue a 
written decision as soon as practical after such a review is completed. The Finance 
Director’s decision may be appealed in writing to City Council within seven 
calendar days after the date of the Finance Director’s written decision. The 
decision of the City Council shall be final.   

3. Stay of procurement during protest. Procurement which is the subject of a timely 
protest shall be stayed until a final decision by the Finance Director (or City 
Council, if appealed). The Procurement Official shall not proceed further with the 
ITB/RFP or other procurement solicitation which is the subject of the protest until 
all administrative remedies have been exhausted and a final decision has been 
rendered. If the Mayor makes a written determination that the execution of a 
contract without delay is necessary to protect substantial interests of the City, this 
provision shall not apply to the procurement which is the subject of the protest.  
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IV. Non-Competitive Procurement 
A. Exceptions 

The following items may be procured without competitive selection and the 
Procurement Official is authorized to execute the resulting transaction (e.g. 
procurement card transaction, direct payment, or purchase order) and subsequent 
change orders (if any). 
1. Water, sewer, electrical, telephone (land line only; does not include cellular), gas, 

and other utility services where competition is not available; 
2. Dues and memberships in trade or professional organizations; 
3. Job-related seminars and training, whether provided through an outside 

organization or by the City for in-house training, including facilities and amenities 
needed for such training; 

4. Hospitality services and expenses including hotel accommodations; 
5. Travel including car rentals; 
6. Subscriptions for periodicals; 
7. Postage; 
8. Advertisements (e.g. legal ads, special event ads, etc.); 
9. Recreational service providers (e.g. recreation instructors); 
10. Artists, artistic services including graphic design, music ensembles (bands) and 

other entertainment providers; 
11. Entertainment venues (e.g. theme parks for recreation camps);  
12. Vehicle and equipment repair; 
13. Licensed computer software and associated support/maintenance; 
14. Copyrighted materials not available from multiple sources; 
15. Medical services; 
16. Appraisal services; 
17. Title insurance and Title Abstracts for real property; 
18. Services required by proprietary ownership and original equipment 

manufacturers such as maintenance contracts; 
19. Services or commodities provided by other governmental agencies; and 
20. The following professional services: 

a. Legal services including bond counsel; 
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b. Bond financial advisory services (e.g. capital financing); 
c. Insurance policies competitively procured through the City’s insurance broker; 

and 
d. Lobby services. The Mayor, City Administrator, and the Finance Director may 

select a person to provide lobbying services on behalf of the City without 
competitive selection. 

B. Sole/Single Source 
Upon receipt of sufficient justification from the user department and subsequent 
research to corroborate the request, the City Attorney may deem a vendor to be a sole 
source or single source provider for a particular good/service. The determination will 
be limited to a specific timeframe and/or project and will be effective for no more than 
3 fiscal years (initial year is the fiscal year of approval; expiration occurs on June 30th of 
the third fiscal year). After 3 fiscal years, the user department will submit a written 
request for the determination to be reevaluated by the City Attorney. The Finance 
Department will maintain a listing of sole source and single source vendors. 
Once a vendor has been deemed sole source or single source, a user department may 
procure goods or services from this vendor without the need for quotes, ITBs, or RFPs. 
Unlike procurement exceptions (Section IV[A]), sole source and single source 
procurements are subject to the approval authority (i.e. signature requirements) set 
forth under Section III(A)(B)(C)(J).  
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VI. Appendix 
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