
CITY OF NORTH MUSKEGON 

MUSKEGON COUNTY, MICHIGAN 

ORDINANCE NO.______ 

THE CITY OF NORTH MUSKEGON ORDAINS: 

The City of North Muskegon Code of Ordinances, Chapter 2 is amended as follows: 

Sec. 2-71 is amended to read the following: 
 
Section 2-71. – Requisition and purchase orders. 

(a) All purchasers of supplies, materials, and personal property shall be made pursuant to the 
provisions of this division and procedures approved by the city council. 

(b) Any purchase of supplies, materials, or personal property exceeding $10,000.00 shall require 
the prior approval of the city council. 

(c) Prior to any purchase of $20,000.00 or more, opportunity for competition shall be given in 
accordance with procedures approved by the city council. 

(d) Any contract for periodic purchases over a term of more than one year, but less than five 
years, with any one person or business, wherein total purchases may exceed $10,000.00, shall 
only be entered into upon approval of the city council; provided, however, purchase orders 
pursuant to any such contract may be issued in accordance with procedures approved by the 
city council. 

(e) Any contract for $50,000.00 or more shall require sealed competitive written bids, with the 
exception of professional service contracts. 

(f) In, in the sole discretion of the city manager, immediate procurement action is required to 
prevent delays of city services that may adversely affect the life, health, or safety of the public 
or the security of city-owned assets, emergency purchase may be made by the city manager 
in accordance with procedures approved by the city council.  

This ordinance adopted: 

Ayes: ___________________________________________________ 
Nays: ___________________________________________________ 

Adoption Date: ______________________ 
Effective Date: _______________________ 
Publish: _____________________________ 

 

       CITY OF NORTH MUSKEGON  

 

       By ________________________ 

             Maria Boersma, City Clerk 



CERTIFICATE 

 

The undersigned, being duly qualified clerk of the City of North Muskegon, Muskegon County, 
Michigan, does hereby certify that the foregoing is a true and complete copy of an ordinance adopted 
by the City Council of the City of North Muskegon at a regular meeting of the City Council on the ____ 
day of _________________, 2022, at which meeting a quorum was present and remained throughout, 
and that the original said ordinance is on file in the records of the City of North Muskegon.  I further 
certify that the meeting was conducted, and public notice was given, pursuant to and in full compliance 
with Act No. 267, Public Acts of Michigan of 1976, as amended, and that minutes were kept and will be 
or have been made available as required thereby. 

 

Dated: ________________, 2022   CITY OF NORTH MUSKEGON 

 

 

By___________________________                                                                 

           Maria Boersma, City Clerk 

 

 

Publish:  Notice of Adoption to be published once within ten (10) days of final adoption. 
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City of North Muskegon 
1502 Ruddiman Drive 
North Muskegon MI 49445 
231-744-1621 
www.northmuskegon.org 

 
TO: City Council  
FROM:  Sam Janson, City Manager 
DATE: August 13, 2021 
SUBJECT: Purchasing Policy Detail 

  
 
This policy establishes transparent and standard guidelines of the procurement function for the City of 
North Muskegon in coordination with established governmental best practices and ensures the best 
overall value for the acquisition of goods and services. Adhering to the policy shall result in financial 
accountability and efficient use of funds. Policy utilization occurs for every expenditure by City 
regardless of the funding source.  
 
Principal procurement for the City is decentralized and each department is responsible policy adherence 
and acquisition of goods and services. It is the expectation of the City Manager that all purchases are 
budgeted and properly documented. The procedure and documentation may vary depending upon the 
nature of the purchase as defined within this policy. All purchases are ultimately the responsibility of the 
City Manager and may be approved or disapproved by him/her or his/her designee, in accordance with 
the provision of this policy and limitation of the City budget. The interpretation of requirements 
contained herein and any revision to this policy shall be made by the City Council. 
 
  DOCUMENTATION APPROVAL 

 Amount/Type Sealed 
Bid 

Written 
Quote City Council City 

Manager 
Department 

Head 

Purchases 
$0 - $4,999     X 

$4,999 - $10,000    X X 
$10,001 - $20,000   X X X 

Competitive 
Purchases 

$20,001 - $49,999  (3) X X X 
$50,000+ X  X X X 

Exceptions 

Cooperative 
Procurement 

 X ≥$10,000 X X 

Sole Source 
Vendor 

 X ≥$10,000 X X 

Emergency 
Purchase 

At the sole discretion of the City Manager, per City Ordinance, Sec. 
2-71. He/she shall notify City Council of these expenditures. 

Budgeted  
Capital  X ≥$10,000 X X 

 
PURCHASES 
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Less than $5,000 
Department Heads may make and authorize purchases less than $5,000 in consultation with the City 
Manager, but without prior approval of the City Council. Applicable invoices shall be reviewed by the 
appropriate Department Head and the City Manager. 
 
Between $5,001 - $10,000 
The City Manager may make and authorize Department Heads to complete purchases up to, but not 
exceeding $10,000 without prior approval of the City Council. Applicable invoices shall be reviewed by 
the appropriate Department Head, the City Manager, and one member of the City Council – Finance 
Committee. 
 
Between $10,001 - $20,000 
The City Council may authorize the City Manager and/or Department Heads to make purchases between 
$10,001 and $20,000 without quotes or bids. Applicable invoices shall be reviewed by the appropriate 
Department Head, the City Manager, one member of the City Council – Finance Committee, and the 
Mayor. 
 
COMPETITIVE PURCHASES 
Between $20,001 - $49,999 
Comparative, written quotes are required from vendors for products and services except when a 
Department Head or the City Manager determines that no advantage to the City would result from 
acquiring multiple quotes, or when the purchase is for the acquisition of professional services from pre-
qualified providers. Quotes from prospective vendors may be made in person, by telephone, and/or by 
written communication. Quote evaluation will normally be executed by the City Manager with technical 
approval from the Department Head. A purchase shall be made from the vendor who quotes the best 
overall value while meeting specifications. Quotes shall be approved by simple majority of City Council 
prior to purchase/contract award. Applicable contracts shall be executed by the City Clerk and Mayor, 
unless otherwise approved by City Council. Applicable invoices shall be reviewed by the appropriate 
Department Head, the City Manager, one member of the City Council – Finance Committee, and the 
Mayor. 
 
Over $50,000 
Sealed competitive, written bids are required for all purchases and/or contracts over $50,000, with the 
exception of professional service contracts. Sealed bids/proposals shall be solicited from a reasonable 
number of known, qualified, prospective vendors by distributing electronic and/or written notices. The 
amount of each proposal, the vendor name, and relevant information shall be recorded and read aloud 
during bid opening. The City Manager and/or the appropriate Department Head may request 
clarification on bids if deemed non-comparable. Alternatively, the City Manager and/or the appropriate 
Department Head may reject all bids and seek new sealed, competitive bids. Applicable contracts shall 
be executed by the City Clerk and Mayor, unless otherwise approved by City Council. Applicable invoices 
shall be reviewed by the appropriate Department Head, the City Manager, one member of the City 
Council – Finance Committee, and the Mayor. 
 
EXCEPTIONS TO STANDARD PURCHASING PROCEDURE 
Cooperative Purchase 
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City Council determines, based on the recommendation of the City Manager, that the public interest 
and cost effectiveness will be best served by purchase from or joint purchase with another unit of 
government. Examples include: MiDeal, SourceWell, and other governmental entities contracts offered 
as cooperative and of value to the City. The City Council may award a contract to a public entity or 
approved vendor of the cooperative contract. When applicable, an award will be made by complying 
with the terms of the stated cooperative contract. Applicable invoices shall be reviewed based on the 
cost of the purchase. 
 
Sole Source Purchase 
For purchases or contracts that the City Manager and/or appropriate Department Head determines in 
writing, after a good faith review of potential vendors, that there is only one vendor for the required 
product or service, especially when the procurement is for a product that is a part of a system in which 
selection of an alternative brand would alter the ability of the using department to operate and/or 
maintain the system. Applicable invoices shall be reviewed based on the cost of purchase. 
 
Emergency Purchase 
In the sole discretion of the City Manager, immediate procurement action is required to prevent delays 
of City services that may adversely affect the life, health, or safety of the pubic or the security of City-
owned assets. The City Manager shall notify City Council at times when immediate procurement action 
is required. Applicable invoices shall be reviewed based on the cost of service. 
 
Budgeted Capital Purchase 
For purchases of capital assets that are less than or equal to the amount presented in the City’s Annual 
Budget, procurement may proceed with a request made to the City Manager. Applicable invoices shall 
be reviewed based on cost of the purchase. 
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PART II - CODE OF ORDINANCES 
Chapter 2 - ADMINISTRATION 

ARTICLE VI. - FINANCE 
DIVISION 3. PURCHASES, CONTRACTS AND SALES 
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DIVISION 3. PURCHASES, CONTRACTS AND SALES1 

Sec. 2-341. Purchasing agent. 

The city manager shall act as purchasing agent of the city, unless he or she shall designate another officer or 
employee of the city to act as purchasing agent. Any such designation, shall be in writing filed with the clerk. In the 
event of such designation every purchase order in excess of two thousand dollars ($2,000.00) shall be approved by 
the manager before being issued.  

(Ord. No. 786, § 2, 7-17-17) 

Sec. 2-342. Rules. 

The city manager shall adopt any necessary rules respecting requisitions and purchase orders.  

(Ord. No. 786, § 2, 7-17-17) 

Sec. 2-343. Purchases or contracts $2,000.00 to $10,000.00. 

Purchases of services, supplies, materials or equipment, the cost of which is equal to or greater than two 
thousand dollars ($2,000.00) but not more than ten thousand dollars ($10,000.00) may be made in the open 
market but such purchases shall, where practicable, be based on at least three (3) competitive bids and shall be 
awarded to the lowest qualified bidder. The purchasing agent may solicit bids verbally, in writing, or through other 
means. A record shall be kept of all open market orders and the bids submitted thereon, which records shall be 
available for public inspection. Any or all bids may be rejected. Purchases made pursuant to this section may be 
made without prior approval of the council.  

(Ord. No. 786, § 2, 7-17-17) 

Sec. 2-344. Purchases or contracts over $10,000.00. 

Any expenditure for services, supplies, materials or equipment obligating the city, where the amount of the 
city's obligation is in excess of ten thousand dollars ($10,000.00), shall be governed by the provisions of this 
section, except as provided in section 2-345.  

(1) Such expenditure shall be made the subject of a written contract. A purchase order shall be a sufficient 
written contract only in cases where the expenditure is in the usual and ordinary course of the city's 
affairs and in no case shall it be sufficient for the construction of public works or the contracting for 

 

1Editor's note(s)—Ord. No. 786, §§ 1, 2, adopted July 17, 2017, repealed Div. 3 in its entirety and enacted a new 
Div. 3 to read as set out herein. Former Div. 3, §§ 2-341—2-348, pertained to similar subject matter and 
derived from Ord. No. 491, § 1, adopted May 19, 1992; Ord. No. 532, § 1, adopted June 5, 1995; Ord. No. 
569, § 1, adopted June 1, 1998; Ord. No. 616, § 1, adopted June 17, 2002; Ord. No. 617, § 1, adopted July 15, 
2002; Ord. No. 675, § 1, adopted July 3, 2006; Ord. No. 715, § 1, adopted April 19, 2010.  
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receipt of supplies or services over any period of time in excess of one (1) year or where the quality of 
the goods or materials or the scope of the services bargained for is not wholly standardized.  

(2) Notice inviting sealed competitive bids shall be published in a newspaper of general circulation in the 
city at least five (5) days before the final date for submitting bids thereon. Such notice shall give briefly 
the specifications of the services, supplies, materials or equipment or other matter to be contracted for 
and shall state the amount of security to be given with the bid and the amount of bond or other 
security to be given with the contract. The notice shall state the time limit, the place of filing and the 
time of opening bids and shall also state that the right is reserved to reject any or all bids. Any other 
conditions of award of the contract shall also be stated in general terms.  

(3) The purchasing agent shall also solicit bids from a reasonable number of such qualified prospective 
bidders as are known to him/her by sending each a copy of the notice requesting bids and notice 
thereof shall be posted on the city's website.  

(4) Unless prescribed by the council, the purchasing agent shall prescribe the amount of any security to be 
deposited with any bid, which deposit shall be in cash, certified or cashier's check or bond written by a 
surety company authorized to do business in the state. The amount of such security shall be expressed 
as a percentage of the bid submitted. Unless fixed by the council, the purchasing agent shall fix the 
amount of the performance bond and for construction contracts, the amount of the labor and material 
bond to be required of the successful bidders.  

(5) Bids shall be opened in public at the time and place designated in the notice requesting bids in the 
presence of the city clerk and at least one (1) other city official or employee, preferably the head of the 
department most closely concerned with the subject of the contract. The bids shall thereupon be 
carefully examined, tabulated and reported to the council with the recommendation of the purchasing 
agent at the next council meeting. After tabulation, all bids may be inspected by the competing 
bidders. In lieu of the procedure for opening bids herein specified, the council may direct that bids be 
opened at a council meeting.  

(6) When such bids are submitted to the council, the contract to be executed, in a form approved by the 
city attorney, shall also be submitted. If the council finds any of the bids satisfactory, it shall award the 
contract to the lowest qualified bidder and shall authorize the execution of the contract. Upon 
execution of the contract, the successful bidder shall file any required bonds, which shall be approved 
by the city attorney as to form. Such award may be by resolution or ordinance. The council shall have 
the right to reject any or all bids, to waive irregularities in bidding and to accept bids which do not 
conform in every respect to the bidding requirements.  

(7) For projects exceeding fifty thousand dollars ($50,000.00). At the time the contract is executed, the 
contractor shall file a bond to the city executed by a surety company authorized to do business in the 
state, conditioned upon the performance of said contract, and further conditioned to pay all laborers, 
mechanics, subcontractors and material suppliers as well as all just debts, dues and demands incurred 
in the performance of such work. The contractor shall also file evidence of public liability insurance and 
workers compensation in an amount satisfactory to the city attorney, and agree to hold the city 
harmless from loss or damage caused to any person or property by reason of the contractor's 
negligence.  

(8) All bids and deposits of certified or cashier's checks may be retained until the contract is awarded and 
signed. If any successful bidder fails or refuses to enter into the contract awarded to him or her within 
ten (10) days after the same has been awarded, or file any bond required within the same time, the 
deposit accompanying his or her bid shall be forfeited to the city, and the council may, in its discretion, 
award the contract to the next lowest qualified bidder or the contract may be re-advertised.  

(Ord. No. 786, § 2, 7-17-17) 
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Sec. 2-345. Cooperative purchasing authorized. 

The city may participate in, sponsor, conduct, or administer cooperative purchasing agreements for the 
procurement of any supplies, services or construction with one (1) or more other governmental bodies. Such 
cooperative purchasing may include, but is not limited to, joint or multi-party contracts of a governmental body or 
opened state and federal contracts which are made available to local governments. The city may also use the pre-
existing bid of any other governmental body or public procurement unit for the procurement of any supplies, 
services, or construction, provided that such bid was derived through a competitive bidding process. In addition, 
the city may utilize bids or proposals obtained by a nonprofit entity that expressly solicits bids and proposals for 
governmental agencies, provided that such bids were derived through a competitive bidding process.  

(Ord. No. 786, § 2, 7-17-17) 

Sec. 2-346. Exceptions to competitive bidding. 

Subject to the approval of the council, competitive bidding shall not be required in the following cases:  

(1) Where the service, product or material contracted for is not competitive in nature, and the purchasing 
agent so certifies to the council in writing;  

(2) In the employment of professional services;  

(3) Where the council shall determine that the public interest will best be served by joint purchase with, or 
purchase from, another unit of government;  

(4) Where the council shall determine that, due to market conditions, price instability or other reasons, 
the best interest of the public will be served by using another method of bidding for the acquisition of 
any item or service. In such circumstances:  

a. After complying with the notice requirements of section 2-344, a list of potential bidders may be 
established and prequalified by the council;  

b. In conjunction with establishing the list of prequalified bidders, or at any other time, the council 
may direct the method to be used in obtaining bids; and  

c. At the first regular council meeting after any purchase, the purchasing agent shall report to the 
council the method of obtaining the bids, the amounts bid, the quantity purchased and the price 
paid.  

(5) When an emergency requires an immediate purchase, the purchasing agent, at the first regular council 
meeting after any such purchase, shall report to the council the nature of the emergency, the item, and 
quantity purchased and the price paid.  

(Ord. No. 786, § 2, 7-17-17) 

Sec. 2-347. Inspection of materials. 

The responsibility for the inspection and acceptance of all materials, supplies and equipment shall rest with 
the ordering department.  

(Ord. No. 786, § 2, 7-17-17) 
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Sec. 2-348. Sale of surplus material. 

(a) A department head having charge of any surplus, obsolete or unused supplies, materials or equipment, 
which may include vehicles, may request that the property be disposed of according to the provision of this 
section. City council authorization shall be required for the disposal or sale of any work of art, piece of 
furniture, decorative object, vehicle or the like, which is seventy (70) years or older.  

(b) The designee appointed by the city manager is authorized to sell the property in any form in the most 
advantageous manner. The designee may set a minimum sale price and may reject any formal or informal bid 
that, in his/her judgement is not a fair sale price. Property may be disposed of in the following manner:  

(1) Sale by auction;  

(2) Sale by sealed bid;  

(3) Solicitation of offers to purchase the asset. Such solicitations shall be on the condition that no offer less 
than the expected sale price carried on the item, as approved by the city manager;  

(4) Sales based upon a negotiated agreement with a particular vendor, provided that such vendor must be 
selected according to an established written procedure which provides a mechanism for all interested 
parties to make proposals in a fair and even manner. Direct negotiations as provided in this subsection 
may only be used if deemed to be in the best interest of the City of Owosso and facts set forth as to 
why other means are less desirable;  

(5) Sales by a third party selected according to the city's standard procedures for selecting providers of 
services;  

(6) Transferred, with or without compensation, to any government entity, or other organization 
designated as a 501(c)(3) by the Internal Revenue Service; or  

(7) If the property has been designated in a nonusable state by the designee appointed by the city 
manager, it may be disposed of, consistent with the public interest, in any manner as deemed 
appropriate by the city.  

(c) Any compensation resulting from the disposal of surplus property belonging to the City of Owosso shall be 
transferred to the fund from which the property was acquired or most likely acquired.  

(d) The designee appointed by the city manager is authorized to act as the agent for the city in the collection, 
disposal, and execution of agreements for the disposal of surplus property as authorized by the City of 
Owosso or the city manager.  

(e) The designee shall forward any funds collected along with written information to allow the correct allocation 
of the funds and the removal from fixed assets or inventory.  

(Ord. No. 786, § 2, 7-17-17) 

Sec. 2-349. "Lowest qualified bidder" defined. 

The term "lowest qualified bidder," as used in this division, shall mean the lowest bidder having 
qualifications to perform the work which are satisfactory to the council. The lowest bidder shall be determined 
based on an adjusted bid tabulation which shall be prepared in the following manner:  

(1) To the bid of any bidder which is neither an Owosso-based business nor a county-based business shall 
be added an amount equal to six (6) percent of the bid or two thousand five hundred dollars 
($2,500.00), whichever is less.  
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(2) To the bid of any bidder which is a county-based business shall be added an amount equal to three (3) 
percent of the bid or two thousand five hundred dollars ($2,500.00), whichever is less; provided, 
however, that if no bid is received from an Owosso-based business, no additional amount shall be 
added to the bid of a county-based business.  

(3) "Owosso-based business" shall be interpreted to mean a business registered with the county clerk or a 
corporation registered with the state having a business address within the city limits which pays real 
and/or personal property taxes levied by the city.  

The term "county-based business" shall be interpreted to mean a business other than a city-based 
business registered with the county clerk or a corporation registered with the state having a business 
address within the county which pays real and/or personal property taxes levied by the county.  

(4) If twenty-five (25) percent or more of a contract for construction or other services is to be 
subcontracted by an Owosso-based business bidder to a non-city-based business or businesses, or by a 
county-based business bidder to a non-county-based business or businesses, the adjusted bid shall be 
calculated by applying the provisions of subsections (1) and (2) within this section separately to each 
portion of the contract based on the status of the contractor or subcontractor performing that portion 
of the contract as an Owosso-based or county-based business.  

(Ord. No. 786, § 2, 7-17-17) 

Secs. 2-350—2-400. Reserved. 
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