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TOWN OF WINDSOR LOCKS 
  

Purchasing Policy 
  
  
SECTION 1 – Purpose: 
The purpose of this policy is to establish procedures for purchases made with Town 
funds, or funds for which Town oversight or accounting is required.  The Town of 
Windsor Locks has an obligation to the citizens and legislative body to ensure that 
purchases are made in a fair and cost-effective manner.  This policy will provide 
continuity and uniformity in purchasing practices and provide departments with 
guidance to meet purchasing requirements.  This policy should be used in conjunction 
with other related policies, including but not limited to the Grant Policy, Credit Card 
Policy, Fiscal Year End memorandum, Travel Policy, Employee Guidelines, and Ethical 
Standards and Guidelines. 
 
 SECTION 2 – Scope: 
Unless otherwise noted, this policy applies to all departments, boards, commissions, 
committees, and the First Selectman of the Town of Windsor Locks, exclusive of the 
Board of Education, which maintains its own purchasing policy.  This policy applies to 
the purchase of goods and services provided to the Town.  This policy in no way should 
diminish or override existing state or federal regulations or the Town Charter, as 
amended.  In the event of a discrepancy in standard exists, the Town shall follow the 
more restrictive or higher standard. 
 
SECTION 3 – Definitions:  

1. Municipality means the Town of Windsor Locks, Connecticut.  The word “municipal” 
or “town” refers to the municipality. 

2. Municipal officer, official, or employee means a paid or unpaid officer, official, or 
employee of the Town of Windsor Locks, Connecticut, including, but not limited to the 
members of any municipal board or commission, whether elected or appointed. 

3. Requesting Department is the department, board, or commission of the Town 
wishing to purchase goods or services from a Vendor. 

4. Solicitation refers to one of two types of requests for pricing and parameters of 
service. 

a. Quotation or Quote means an informal (not publicly advertised) written or 
verbal description where a vendor informs the purchaser of the conditions 
and price under which the vendor will provide goods or services. 

b. Bid means a formal (publicly advertised) written description where a vendor 
informs the purchaser of the conditions and price under which the vendor 
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will provide goods or services.  Bids are submitted or delivered sealed and 
are to be opened at a previously set date and time that is available to the 
public.  Competitive Bid process refers to the procedure in which bids are 
sought by the Town from vendors in order to obtain the best products or 
services at the best price.  

5. Purchase order or PO refers to a formal written agreement to purchase the goods 
or services offered.  A PO is created by the municipality and is provided to the 
vendor before work commences. 

6. RFP, RFQ, RFI refers to a formally published document by the municipality 
seeking proposals, qualifications, or information from vendors.   

7. Vendor means any business, organization, or individual providing goods or 
services to the Town. 

8. Sole-Source Purchase refers to a vendor that is the only provider of sought after 
goods or services. A sole source certificate is required stating that the vendor is 
the only provider of said goods or services. 

9. Micro Purchases means purchases made in small increments ($50 or less), 
usually with department petty cash.  Purchases made are on short notice where 
pre-ordering is not possible or deemed unreasonable.  No purchase order is 
required for individual purchases made, but a PO will be created after to replenish 
petty cash. 

10. ERP or Enterprise Resource Planning is software utilized by the Town for 
accounting for financial resources.  The software will usually encompass 
purchasing and payables, receivables, and general ledger management. 

  
SECTION 4 – Purchasing Thresholds:  
  The chart below provides purchasing dollar thresholds to be followed. 

Amount Description 
Below $5,000 No quote or bid required.  
$5,000 up to 
$10,000 (inclusive) 

Quotes from at least 3 vendors, whenever possible. 

Over $10,000 Requires a competitive bid process unless the purchase 
falls under an existing exception, waiver or allowance 
(section 8). 

 
SECTION 5 – Vendor Management: 

1. If a vendor is not currently established in the ERP, the requesting department will 
obtain a W9 from the vendor and supply it to the finance office.  Additional information 
such as website, phone number or remittance address if different than the business 
address, should be provided by the department as well. 

2. For payment requests that are for a refund, such as for sewer or tax payments, or for 
a reimbursement due to an employee or municipal official, a W9 is not required but the 
vendor will be set up with a vendor alert for refund or reimbursement only. 
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3. As a means of internal control, vendors will only be added to the ERP by the Finance 
Director or Assistant Finance Director. In cases where this becomes unfeasible, a 
designee will be named to do so and cannot be the Accounts Payable Clerk or a 
person temporarily acting in the AP Clerk role or capacity. 

4. All vendors will be checked for debarment or suspension using the system for award 
management, www.sam.gov.  The Town will not award a solicitation to a vendor that 
has been federally suspended or debarred. 

5. The finance office will periodically provide the Tax Collector with the list of active 
vendors to check against the list of delinquent taxpayers and sewer users.  If a vendor 
is identified as having delinquent tax or sewer payments of more than one year per 
Connecticut General Stature 204 section 12-146b, the Town will withhold or reduce 
payment unless an agreement is reached with the vendor, Tax Collector, and the 
requesting department to ensure payment of back owed monies to the Town.  

6. If a requesting department has experienced poor or otherwise unsatisfactory service 
from a vendor, a recommendation can be made to the Board of Selectman to exclude 
the vendor from providing goods or services to the Town in the future.  The decision to 
exclude a vendor and the specific amount of time the vendor will be excluded for is at 
the sole discretion of the Board of Selectmen. 

  
SECTION 6 – Purchasing Procedures:  

1. All purchases, exclusive of micro purchases as defined above, must have a purchase 
order issued prior to purchase or commencement of services, signed by the issuing 
authority.  Oral commitments may be made in emergencies, with the purchase order 
provided as soon as possible to the vendor thereafter.   

2. The requesting department will submit a requisition to the designated approver, which 
is converted to a PO by the finance office after the established approval process has 
been completed.  Requisitions should be for the estimated amount to be paid to the 
vendor for goods or services relating to a specific project, event, or purchase.  
Requisitions meeting or exceeding the purchasing thresholds established above will 
require attaching the required documentation for the corresponding threshold.  
Purchase orders may be amended as the scope of a project or service changes. 

3. Blanket purchase orders are not associated with a specific project, event, or purchase 
but can be used for multiple needs from a single vendor.  The purpose of the blanket 
purchase order is to encumber funds in which the requesting department is 
reasonably certain will be spent throughout the fiscal year.  Blanket Purchase orders 
may be allowed at the discretion of the finance office for the following:  

a. For utility vendors (water, electricity, gas, telecommunications, etc.) 
b. For vendors for which the Town has an existing contract or agreement for 

services, usually billed at preset intervals in the fiscal year (legal services, 
consultants, service and equipment contracts, etc.) 
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c. Vendors from which small operating items may be purchased throughout 
the year, such as office supplies, building or maintenance supplies, shop 
materials, etc. 

d. Other items as deemed necessary by the Finance Director or his/her 
designee. 

4. Purchase Orders will then be provided to the vendor by the requesting department 
and the order can be placed.   

5. Any purchases made with a Town issued credit card shall be in compliance with 
the credit card policy. 

6. If physical goods are received, the person receiving the items should initial and 
date the packing slip and make note of any back ordered or unreceived items.  The 
packing slip and PO should be retained to match against the invoice once 
received.   

7. Invoices received shall be checked for accuracy by the requesting department.  
Any discrepancies will be resolved by the department and vendor before 
submitting the invoice for payment.  If the vendor did not put the PO number on the 
invoice, it should be written on the invoice by the department before scanning and 
entering for processing in the ERP. 

8. The AP Clerk will process invoices in compliance with established AP procedures. 
 

SECTION 7 – Solicitation Preparation: 
1. The requesting department is responsible for the preparation of the solicitation.  The 

requesting department should utilize available resources and expertise to ensure that 
the solicitation is as specific and complete as possible.  Often other municipalities 
have need to publish solicitations for the same or similar services, and an existing 
solicitation can be amended to conform to the Town’s need. 

2. Solicitations should have some level of legal review before being published.  Town 
Counsel, an attorney or firm contracted by the town, or the legal review department of 
the Town’s primary insurer can be utilized to complete this review process. 

3. If an outside consultant is hired to prepare the solicitation, at no time will the 
consultant, parent company, subsidiary, or subcontractor be eligible for consideration 
in the competitive award process.  If a respondent to the solicitation is deemed by the 
Board of Selectmen to have a conflict of interest the respondent shall be struck from 
the list of eligible candidates. 

4. Solicitations must include the following: 
a. Clear and accurate descriptions of goods or services needed. 
b. Detail minimum essential characteristics and standards of items or services 

that are being requested. 
c. Evaluation criteria for bid award. 

5. Solicitations should not include the following: 
a. Geographical preferences for vendors. 
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b. Name brands or overly restrictive requirements, that will unduly restrict 
competition. 

 
SECTION 8 – Exceptions, Waivers, or Allowances:  
The following items shall be exempt from formal bid requirements, regardless of the 
payment threshold. 

1. Professional Services: Professional services are defined as being services which 
meet one of the following requirements: 

a. Work requiring knowledge of an advanced type or field of science or 
learning, including but not limited to engineers, architects, appraisers, 
attorneys, auditors, medical services. 

b. Work that is original and creative in character in a recognized field or 
artistic endeavor, and the result of which depends on a person’s invention, 
imagination, or talent. 

c. Work as a certified teacher or trainer. 
Depending on the scope of the project, the Board of Selectmen may require that 
the requesting department develop RFP specifications so that multiple proposals 
for professional services can be evaluated on a competitive, albeit subjective 
basis. 

2. Emergencies: The Town acknowledges there are emergencies when normal 
procedures must be suspended to ensure continuity of operations.  The Board of 
Selectmen shall be empowered to suspend the normal procedure during a 
declared emergency.  The First Selectman, or Selectman acting in his or her 
place, may suspend the normal procedure when public safety is at risk, or when 
damage or destruction of a Town asset is at risk.   

a. If a suspension of procedures is made by the First Selectman under an 
emergency, it should be reported to the Board of Selectman at the next 
scheduled meeting.   

b. If a suspension of procedures is made by the Board of Selectman, an 
update should be provided at the next scheduled Board of Selectmen 
meeting. 

3. Standardization:  
a. When equipment is being purchased for compatibility with existing 

equipment.  This includes fleet management and fixtures for existing assets. 
b. In the case where the Board of Selectmen feel that a current vendor has 

consistently provided satisfactory service and the continuity of service is the 
predominate deciding factor in selecting a vendor. 

4. Investments: Purchases made for investment purposes. 
5. Travel: Expenses such as mileage, transportation, and lodging related to 

professional development. 
6. Public utilities. 
7. Sole source: When the services or goods offered are unique to one vendor.  A 

sole source certificate should be included with the requisition.  Any sole source 
vendor has no competition so profit must be negotiated as a separate element. 

8. Purchases made through Local, State, or Federal surplus agencies. 
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9. Purchases of used equipment, vehicles, machinery, etc.  Quotes are required, but 
given the nature of varied use, remaining life, wear and tear to used items, a Bid 
is not feasible. 

10. Formal Resolution by the Board of Selectmen: By a two-thirds majority vote, the 
Board of Selectmen can waive the formal bid requirements if such a waiver is in 
the best interest of the town.  The requesting department should provide 
documentation to the Board as to the reason the request to waive the process has 
been made. 

   
SECTION 9 – Contract Award: 
Each solicitation will have clearly defined evaluation criteria.  Section 502 of the Town 
Charter deems the First Selectman as authorized to enter into contracts or agreements 
with the approval of the Board of Selectmen.  Therefore, the First Selectman is the only 
individual that is permitted to sign a contract with a vendor to initiate receipt of goods or 
services.  If the requesting department does not report directly to the Board of 
Selectmen, the requesting department will make a recommendation to the Board of 
Selectmen for contract execution.  For purposes of this policy, departments, boards, 
commissions, and committees that are appointed at the discretion of the Board of 
Selectmen report to the Board of Selectmen.  Departments, boards, and commissions 
that are elected do not report to the Board of Selectmen.  
 
SECTION 10 – Conflict of Interest:  
 The requesting department should maintain compliance with the Ethical Standards and 
Guidelines for Municipal Officials and Employees as adopted by the Board of Selectmen 
and as may be amended in all facets of representing the Town, including the purchasing 
process.  Individuals making purchases are required to comply with these guidelines 
and notify the Board of Selectmen or Human Resources department if doing so would 
conflict with direction from his or her supervisor. 
 
SECTION 11 – Conflict Resolution:  
The requesting department is responsible for the settlement of all issues.  If a conflict 
arises between the Town and the selected vendor, or a proposed vendor, the 
requesting department should use all tools at their disposal to clarify and reach an 
agreement with the vendor.  The requesting department may need to ask for further 
assistance from outside sources, including but not limited to Town Counsel or an 
insurance provider.  The request for such assistance should be made to the First 
Selectman, at which point the First Selectman may approve the use of additional 
resources. 
 
 
 



BoS approve: 6/20/23 
Amendment date(s):   

7 
 

 SECTION 12 – Piggybacking and Cooperative Purchasing: 
1. Piggybacking is defined as a form of intergovernmental cooperative purchasing in 

which a governmental entity has completed a solicitation with a competitive process 
that is similar to the Town’s process, and the solicitation was for the same services.  
Piggybacking on any State of Connecticut contracts is permitted and encouraged to 
save time and resources in the procurement process.  The majority of the parameters, 
stipulations, or itemized needs of the original invitation to bid must be comparatively 
akin to what the Town requires.  The following parameters must be met: 

a. The vendor must agree to provide the Town with the same pricing as was 
offered in the solicitation being utilized to piggyback. 

b. More than one vendor must have responded to the original solicitation. 
c. The contract award or renewal of the original award must have occurred 

within the past 18 months. 
2. Cooperative Purchasing is when a group of governments, or a governmental entity 

such as a Council of Government (COG) will publish a solicitation on behalf of a 
governmental group with a common need to aggregate demand and obtain lower 
prices.  Cooperative Purchasing can also be conducted by an established Purchasing 
Cooperative.  The Town may obtain membership of the Purchasing Cooperative to 
leverage better pricing.  Cooperative purchasing may be used at the discretion of the 
Board of Selectmen or Finance Director. 

  
SECTION 13 – Grants: 
The Town acknowledges that some grants may have additional requirements or 
restrictions.  If the requesting department is utilizing grant funds the requesting 
department is responsible for familiarity and compliance with the requirements of the 
grant.  Adherence to CFR 200.317 to 200.327, (Code of Federal Regulation 
Procurement Standards) or Uniform Guidance is required.  Please reference the Grant 
Policy for further information.   
 
SECTION 14 – Policy Changes: 
The Board of Selectmen may vote to approve amendments to the Purchasing 
Guidelines at their discretion. Periodic review and consultation with the Finance 
Department is advisable to increase effectiveness, efficiency, and adherence. 
 
SECTION 15 – Statutory Compliance and Authority: 
 It is a central aim of this document and the procedures outlined therein to preserve the 
highest level of compliance with Federal, State, and local laws, and Town ordinances.  
Should a conflict arise between the Town of Windsor Locks’ Purchasing Guidelines and 
one of these jurisdictions, the portion of the policy in conflict shall be considered invalid 
and deference given to statutory authorities prescribed in that order. 
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The adopted purchasing policy requires compliance with Uniform Guidance.  In this 
way, all forms of purchasing, regardless of the cost threshold or type of solicitation will 
adhere to the following criteria: 

1. The Town must avoid acquisition of unnecessary or duplicative items. 
2. The Town must award contracts to responsible, capable contractors. 
3. The Town must maintain records to detail procurement decisions. 
4. The requesting department is responsible for the settlement of all issues. 
5. The Town must conduct procurement providing full and open competition. 
6. Solicitations must prohibit state or local geographic preferences. 
7. Solicitations must include clear and accurate descriptions. 
8. Solicitations must include minimum essential characteristics and standards. 
9. Solicitations must identify requirements and criteria for evaluating solicitation 

responses. 
10. The Town shall ensure prequalified vendor lists are current and ensure open and 

free competition. 
11. The requesting department must take affirmative steps to assure that small, 

minority, and women’s businesses are used when possible. 
12. The requesting department must perform independent cost or price analysis 

before bids. 
13. If there is no competition for vendor (sole source) then profit must be negotiated 

as a separate element. 
14. Solicitations may not utilize price + percent of cost, or percent of construction 

cost method. 
15. Solicitations must comply with section 6002 of the Solid Waste Disposal Act. 
16. Contract awards must be free from real or apparent conflicts of interest. 
17. Solicitations and awards must comply with federal cost principles. 

 
 
 


