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GLOSSARY
Bid: a multi-step process required of the Town by North Carolina General Statutes. Quotes from
three separate vendors are required during any bid process unless the good or service to be
supplied is produced by only one vendor. If 3 bids are unattainable, the Town Manager must
approve the process to move forward.
Informal Bid: A bid on items $30,000.00 and above. Request for quotes are not required to
be advertised to the public. Purchases in this category do not need to be approved by Town
Council.
Formal Bid: A bid on items $90,000.00 and above or on services $500,000.00 and above. Public
advertisement of the request for quote and bid process must be made, bids must be opened in
public forum, and Town Council must approve the winning bid.
Quote: a price provided by a vendor on a provided good or service.
Informal Quote: a quote received via verbal communication, email, website, catalog, or fax.
Formal Quote: A price quote received via U.S. Mail, email, fax, or hand delivery.
Requisition: input into the financial system by a department to request the generation of
a purchase order by the Finance Department prior to a purchase.
Purchase Order (PO): authorization for the purchase of goods sent by the Finance Department
to a vendor prior to the purchase.
Request for Qualifications (RFQ): A request sent to a vendor to provide written
documentation showing qualifications to perform a service or supply a product.
Request for Written Proposal (RFP): A request sent to a vendor for a written proposal on a
certain good or service.
Encumbering: to commit a given amount of money to the payment of an order.
Purchasing/ Procurement: interchangeable, how the Town obtains needed goods and services.
Department Head: The individual authorized to make purchasing decisions on behalf of his/
her department.
Vendor: provider of a good or service.
S/MWBE: Small Business, Minority-Owned Business Enterprise and Women-Owned Enterprise
HUB: Historically Under-utilized Business
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I.
FORWARD
This purchasing policy is intended for use as a guide to the Town of Black Mountain’s purchasing
methods and practice. When used properly, the policies and procedures established herein will
enable the Town to obtain needed goods and services efficiently and economically. The goal of
this policy is to give structure to the Town of Black Mountain’s procurement methods and to set
guidelines for Town Departments.
The understanding and cooperation of all employees is essential in order for the Town to
maximize the value of each taxpayer dollar spent. While this manual does not answer all
procurement related questions, it provides a sound foundation for Town procurement methods.
The goals of the Town's purchasing program are as follows:
1. To comply with legal and ethical requirements of public purchasing and procurement.
2. To meet or exceed the procurement requirements for purchase of goods (supplies,
materials, and equipment), services, and construction or repair projects.
3. To assure vendors that impartial and equal treatment is afforded to all who conduct
business with the Town.
4. To receive maximum value for money spent by awarding purchase orders to the
lowest responsible, responsive bidder, taking into consideration quality, performance,
support, delivery schedule, previous performance, business location, and other
relevant factors.
5. To provide Town Departments the required goods and services in a timely manner in
the proper quantity and quality while providing necessary documentation to the
Town Finance Department.
6. To professionally administer the search for sources of supplies, the development of
new sources, the selection of suppliers, negotiations, commitments, follow-ups, and
adjustments.
7. To promote positive and healthy business relationships through effective
communications, informed and fair purchasing practice, and adherence of ethical
standards.
8. To maximize the standardization of products used within and among departments in
order to minimize stock levels and obtain better prices for necessary goods and
services.
If the procedures and guidelines established in this manual are followed, each department will
be capable of efficiently managing, controlling, and planning available resources to meet present
and future needs in order to help the Town meet set goals. Any questions or concerns about this
manual or the established procedures should be directed to the Town Finance Department.
This manual is effective immediately following Town Council adoption and supersedes
all previous purchasing or procurement instructions or directives.
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II.

GENERAL GUIDELINES

2.1
Local Buying
It is the desire of the Town of Black Mountain to contract with vendors within the Town and
Buncombe County whenever possible. This can be accomplished by ensuring that local vendors,
who have goods or services available that are needed by the Town, are included in the
competitive purchasing process. The Town has a responsibility to its citizens and local
businesses; however, the Town must ensure taxpayer money is spent with prudence and to
ensure that maximum value is obtained for each public dollar spent. The Town cannot and will
not make purchasing decisions based exclusively on the location of the vendor; however, every
effort will be made to encourage qualified local vendors and suppliers to compete for Town
business. Vendors will be selected on a competitive basis. The Town will not use vendors who
have been debarred by Federal, State, or Local governments.
2.2
Planning
It is imperative that all Town Departments take time to properly plan purchases. Purchasing
plans should be made for goods and services to be purchased in both the near and distant
future; thereby minimizing small orders and last minute purchases. Proper planning will
increase the capability of each department to purchase its goods and services in larger
quantities to obtain the maximum discount possible. Planning will also reduce the number of
trips required to obtain materials and minimize clerical or supervisory time costs associated
with the procurement and purchasing process.
2.3
Buying Proper Quality
Quality and service are as important as price when considering goods for purchase; it is the duty
of the requesting department to secure the most cost-effective good or service that will meet but
not exceed the requirements for which the goods or services are intended. In some instances, the
lowest price does not necessarily mean the lowest cost. A higher price, higher quality product
may save the Town from excess expenses in the future. It is the requesting Department Head’s
responsibility to take this into consideration and determine what purchase is best for the citizens
of the Town when making a purchase.
2.4
Authorization
Purchases less than $1,000.00 do not require a Requisition or a Purchase Order (PO) and may be made
upon the approval of the deputy finance officer in the department the purchase is made. In order to
meet the pre-audit requirements of GS. 159-28 each department shall be appointed a deputy
finance officer for purchases less than $1,000. The approval of this policy by the Council,
designates the Department Heads, Senior Accountant, and Department Managers (or managerial
roles) as Deputy Finance Officers for pre-audit purposes on purchases under $1,000.
Purchases
should
only
be authorized for
necessary
goods
when
proper
documentation
is
provided
and
that sufficient un-designated funds are available
within their departmental budget within the current fiscal year to make the purchase. Each
invoice will be authorized using the pre-audit stamp with signature and date before
2
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forwarding to Finance for payment. This pre-audit authorization signature verifies that the goods
and / or services have been received, the budgeted funds are available, and the invoice has been
coded to the proper account number.
2.5
Conflict of Interest
Pursuant to N.C.G.S. § 14-234, no elected official or employee who is involved in making or
administering a contract on behalf of the town may derive a direct benefit from the contract,
except as provided in N.C.G.S. § 14-234(b), or as otherwise allowed by law. An elected official or
employee who will derive a direct benefit from a contract with the town, but who is not involved
in making or administering the contract, shall not attempt to influence any other person who is
involved in making or administering the contract. To preclude any appearance of impropriety,
each individual shall disclose any personal interest he/she may have in regard to contracts. No
elected official or employee may solicit or receive any gift, reward, or promise of reward in
exchange for recommending, influencing, or attempting to influence the award of a contract by
the Town. Designers, suppliers, and contractors that assist in the development or drafting of
specifications, requirements, statements of work, invitation for bids, or requests for proposals
shall be excluded from competing for such requirements.
2.6
Compliance
The Town will follow all applicable local, state, and federal procurement requirements when
expending any funds. Should the Town have more stringent requirements, the most restrictive
requirement shall apply so long as it is consistent with state and federal law.
Contracts Funded with federal grant or loan proceeds must be procured in a manner that
conforms to all applicable Federal laws, policies, and standards, including those under the
Town’s Uniform Guidance Policy, to the extent that the standards do not violate state law, unless
otherwise directed in writing by the federal agency or state pass-through agency that awarded
the funds.
2.7
Evasion
No contract may be divided to bring the cost under bid thresholds or to evade any requirements
under this Policy or state and federal law.
2.8

Contract Requirements
1.
Written. All contracts shall be in writing
2.

Necessity. Purchases must be necessary to perform the scope of work and must
avoid acquisition of unnecessary or duplicative items. The Requesting Department
should check with the federal surplus property agency prior to buying new items
when feasible and less expensive. Strategic sourcing should be considered with
other departments and/or agencies who have similar needs to consolidate
procurements and services to obtain better pricing.
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3.

Clear Specifications. All solicitations must incorporate a clear and accurate
description of the technical requirements for the materials, products, or services to
be procured, and shall include all other requirements which bidders must fulfill
and all other factors to be used in evaluating bids or proposals. Technical
requirements must not contain features that restrict competition.

4.

Notice of Federal Funding. All bid solicitations must acknowledge the use of
federal funding if applicable for the contract. In addition, all prospective bidders
or offerors must acknowledge that funding is contingent upon compliance with
all terms and conditions of the funding award. All grants and contracts must be
approved by the Town Manager and follow additional procurement guidelines
found in the UG Procurement Policy.

5.

Compliance by Contractors. All solicitations shall inform prospective contractors
that they must comply with all applicable federal and state laws, regulations,
executive orders, and terms and conditions.

6.

Fixed Price. Solicitations must state that bidders shall submit bids on a fixed price
basis and that the contract shall be awarded on this basis unless otherwise
provided for in this Policy. Cost plus percentage of cost contracts are prohibited.
Time and materials contracts are prohibited in most circumstances. Time and
materials contracts will only be used if no other form of contract is suitable and
the contract includes a “Not to Exceed” amount.

7.

Use of Brand Names. When possible, performance or functional specifications are
preferred to allow for more competition leaving the determination of how to reach
the required result to the contractor. Brand names may be used only when it is
impractical or uneconomical to write a clear and accurate description of the
requirement(s). When a brand name is listed, it is used as reference only and “or
equal” must be included in the description.

8.

Lease versus Purchase. Under certain circumstances, it may be necessary to
perform an analysis of lease versus purchase alternatives to determine the most
economical approach.

9.

Dividing Contract for M/WBE Participation.
If economically feasible,
procurements may be divided into smaller components to allow maximum
participation of small and minority businesses and women business enterprises.
The procurement cannot be divided to bring the cost under bid thresholds or to
evade any requirements under this Policy. These may also be referred to as HUB.

10.

Documentation. Documentation must be submitted to and maintained by the
Finance Department detailing the history of all procurements. The documentation
4
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should include the procurement method used, contract type, basis for contractor
selection, price, sources solicited, public notices, cost analysis, bid documents,
addenda, amendments, contractor’s responsiveness, notice of award, copies of
notices to unsuccessful bidders or offerors, record of protests or disputes, bond
documents, notice to proceed, purchase order, and contract.
11.

Contractor Oversight. The Requesting Department must maintain oversight of
the contract to ensure that contractor is performing in accordance with the contract
terms, conditions, and specifications.

12.

Open Competition. Solicitations shall be prepared in a way to be fair and provide
open competition. The procurement process shall not restrict competition by
imposing unreasonable requirements on bidders, including but not limited to
unnecessary supplier experience, excessive or unnecessary bonding, specifying a
brand name without allowing for “or equal” products, or other unnecessary
requirements that have the effect of restricting competition.

13.

Dead Line. All invoices to be paid during the upcoming week must be submitted
to Accounts Payable no later than 12:00 PM each Wednesday (except for Holiday
weeks) in order to be processed and paid by that Friday. The late approval of
invoices does not constitute an emergency and Town resources will not be used to
compensate for poor planning. All items received after the deadline will be
processed in the next week’s Accounts Payable batch. Checks that need to be
picked up at Town Hall by the Department or the Vendor will need to be picked
up after 12:00 PM on that Friday following the check run.

14.

Sales Tax Report. Contractors must complete an affidavit of sales tax paid during
the life of the contract. This must be received before final payment can be issued.
A contract sales tax report sample is included in the appendix section of this policy.

***Further information on dollar thresholds can be found here:
http://www.sog.unc.edu/sites/www.sog.unc.edu/files/Dollar%20Thresholds%20Chart%202013.
pdf
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2.9

PURCHASING FLOW CHART- CONTRACTS**

Costing
less than
$1,000
Compare costs

Costing
between
$1,000 and
$4,999.99
Informal QuoteComparative Pricing.
Quote may be written
or verbal

Contract must be in
writing

check budget

Department will
process requisition
using the lowest cost,
most suitable vendor

Purchase order issued
by the Finance
Department

Costing between
$5,000 and
$29,999

Costing
between
$30,000 and
$89,999

Costing $90,000 or
more

Formal Written Quote
• at least 3 written
• via US Mail, email, fax, or in person
• Solicit quotes from M/WBE vendors

Informal Bid Process

Cost or Price analysis is required PRIOR to soliciting
bids
LGC Approval required for $500,000 and above

Award contract and request purchase
order for the lowest cost, most
suitable vendor

Must be awarded on a fixed-price
basis (not-to-exceed is permissible for
service contract)

Obtain at least 3 written Bids

Award contract and request
purchase order for the lowest
cost, most suitable vendor

All Requirements in the 30,000 to 89,999 threshold
plus the following
Complete specifications or purchase description must
be made available to all bidders
Formal Bid Process- Formally advertise bid atleast
seven full days

Must be awarded on a fixedprice basis (not-to-exceed is
permissable for service contract)

Take steps to receive quotes from M/WBE Vendors

Contract must be in writing

Open Bids at public bid opening on the date, time, and
location documented in advertisement.

Contract Must be in writing

Purchase order issued by the Finance
Department

Make Purchase

Purchase Order Issued by the
Finance Department

Council Approval

Document Procurement procedures

Make Purchase
Make Purchase

Make Purchase

**Purchases using any federal funds must comply with the requirements of the Town’s UG Procurement Policy**
6
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2.10

PURCHASING FLOW CHART-ARCHITECTURAL AND ENGINEERING SERVICES CONTRACT**

Costing less than $1,000

Costing $1,000 or more
and Less than $150,000

Costing $150,000 and
more

Issue RFQ to solicit qualifications from qualified
firms-try to solicit quotes from M/WBE vendors
All of the requirements in the $1,000 and less than
$150,000 category, plus the following

Compare costs
Rank respondents based on qualifications and
select best qualified firm; price cannot be a
factor in evaluation

Publicly advertise Request for Qualifications (RFQ) to
solicit qualifications from qualified firms (formal
advertisement in the newspaper is not required)
Negotiate fair and reasonable compensation

check budget

Award contract to best qualified firm with whom fair
and reasonable compensation has been successfully
negotiated-In state preference may be given

Contract must be in writing

Make Purchase

Identify evaluation criteria and relative importance of
each criteria in the RFQ. Proposals must be solicited
from an "adequate number of qualified sources".

Must have a written method for conducting technical
evaluations of proposals and selecting the best qualified
firm

Purchase order issued by the Finance
Department
State licensure requirements apply
Make Purchase

**Purchases using any federal funds must comply with the requirements of the Town’s UG Procurement Policy**
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III

PURCHASING PROCEDURE

3.1
Purchases less than $1,000.00
Purchases less than $1,000 do not require a Requisition or a Purchase Order (PO) and may be
made upon the approval of the department head.
In order to meet the pre-audit
requirements of
N.C.G.S. § 159-28, each person with a department head role and the Senior Accountant, has been
designated by the Town Council , with the approval of this policy, as a Deputy Finance Officer
for the pre-audit of purchases less than $1,000. These purchases may be made
by utilizing the Town’s Procurement/Credit Card process, check requests, or vendor
accounts. Please see the guidelines for acceptable Procurement/Credit Card purchases in
section X of this policy. Every purchase should follow a cost comparison to ensure a
competitive price and quality for each good and service purchased. Issues that may
override the price comparison process may include delivery time and material specifications.
3.2
Purchases between $1,000.00 and $4,999.99 (except for Architectural and/or Engineering
professional services)
Purchases in this price range may be obtained by the requesting department(s) through an
informal quote process. Obtaining supplies, materials, equipment, or services without obtaining
a purchase order is an unauthorized purchase in accordance with N.C.G.S. § 159-28. Any
employee doing so may be held personally liable for payment and may face disciplinary actions.
1. No minimum number of quotes is required however, it is encouraged that every
attempt is made to acquire at least three (3) quotes. The informal quotes may be
received through verbal communications, email, or fax. Verbal quotes must be noted
in typed or hand written form documenting price, date quoted, name of vendor, and
name of the individual representative of the vendor. Quotes are to be scanned and
submitted with the requisition request prior to purchase; after the PO is issued
and approved, a purchase may be made.
ALL PURCHASES $1,000.00 AND ABOVE REQUIRE A PURCHASE ORDER. THE
DIVIDING OF A CONTRACT TO AVOID THE PURCHASE ORDER OR
COMPETITIVE BIDDING REQUIREMENTS IS STRICTLY PROHIBITED.

Obtaining supplies, materials, equipment or services without a purchase order is an
unauthorized purchase (except for emergency situations outlined in this policy).
Unauthorized purchases are classified as a personal expense and will be paid for by
the employee. Furthermore, if a purchase order is not obtained prior to the ordering or
purchasing of item the employee must obtain written approval and signature on the
face of the invoice from the Town Manager before the invoice is paid. All instances of
employees not complying with the purchasing policy will be documented in the
employee’s personnel file and will be a factor used by the Town Manager in the
employee’s annual evaluation.
8
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3.3
Purchases between $5,000.00 and $29,999.99 (except for Architectural and/or Engineering
professional services)
Purchases in this price range are obtained through the formal quote procedure
1.
2.
3.
4.
5.
6.

Obtain price or rate quotes from 3 qualified sources.
Take affirmative steps to solicit price quotes from M/WBE vendors and suppliers.
Award the contract on a fixed-price basis or not-to-exceed basis.
Award the contract to the lowest responsive, responsible bidder.
Contract must be in writing.
Document procurement procedures (similar to keeping a record of bids as required
under state law for informal bidding; N.C.G.S. § 143-131).
7. Do not divide the contract for the purpose of evading competitive bidding
requirements.
3.4
Purchases between $30,000.00 and $89,999.99 (except for Architectural and/or Engineering
professional services)
Purchases in this range must be obtained through informal bids.
1.

2.

3.

4.

5.
6.
7.
8.

In the formal quote process, the requesting department is required to receive at least
three (3) quotes via U.S. Mail, email, fax, or hand delivery. The required three written
quotes are to be scanned and submitted with/ attached to the purchase requisition
prior to purchase; after the purchase order is issued and approved, a purchase may be
made.
Departments are responsible for sending a request for proposal (RFP) and will
allow vendors sufficient time to respond to the request based on the complexity
of the request.
RFPs in the informal bid range may or may not be advertised to the public.
A minimum of three (3) vendors, if available, will receive the RFP. Every effort will
be made to obtain at least three (3) quotes. Quotes in the informal bid range may
be submitted through U.S. Mail, email, fax, or hand delivery. No verbal quotes
are acceptable in the informal bid price range.
Purchases in the informal bid range do not require Town Council approval. In
this range, a no bid may be accepted as a bid. In accordance with N.C.G.S. §
143-129, a Request for Written Quotation will be used for purchases of $30,000 to
formal limits with or without advertising. The required three written informal
bids are to be scanned and submitted with/ attached to the purchase requisition
prior to purchase; after the purchase order is issued and approved, a purchase may
be made.
Take affirmative steps to solicit price quotes from M/WBE vendors and suppliers
Cost or price analysis is not required prior to soliciting bids.
Award the contract on a fixed-price basis (a not-to-exceed basis is permissible
for service contracts where obtaining a fixed price is not feasible).
Award the contract to the lowest responsive, responsible bidder.
9
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3.5
Purchases $90,000.00 and above (except for A/E professional services)
Purchases in this range must be obtained through formal bids. Shall be procured using a
combination of the most restrictive requirements and state formal bidding procedures (N.C.G.S.
§ 143-129) as follows:
1. Cost or price analysis is required PRIOR to soliciting bids. For all procurements
costing $90,000 or more, a cost or price analysis is required prior to soliciting bids, the
Purchasing Department and/or Requesting Department shall develop an estimate of
the cost of the procurement prior to soliciting bids. Cost estimates may be developed
by reviewing prior contract costs, online review of similar products or services, or
other means by which a good faith cost estimate may be obtained. Cost estimates for
construction and repair contracts may be developed by the project designer.
2. Complete specifications or purchase description must be made available to all bidders.
3. Every effort will be made to obtain at least three (3) bids.
4. The bid must be formally advertised in a newspaper of general circulation for at least
seven (7) full days between the date of the advertisement and the date of the public
bid opening. Electronic-only advertising must be authorized by the Town
Council. Advertisement must state the date, time, and location of the public bid
opening, indicate where specifications may be obtained, and reserve to the Town
Council the right to reject any or all bids only for “sound documented reasons.”
5. Written bids in this range must be submitted in a sealed envelope and must be opened
at a public bid opening.
6. The supporting documentation and all bids received are to be scanned and submitted
with/ attached to the purchase requisition prior to purchase; after the purchase order
is issued and approved, a purchase may be made.
7. Take affirmative steps to solicit price quotes from M/WBE vendors and suppliers
8. Open bids at the public bid opening on the date, time, and at the location noticed in
the public advertisement. All bids must be submitted sealed. A minimum of 2 bids
must be received in order to open all bids.
9. Award the contract to the lowest responsive, responsible bidder on a fixed-price basis.
10. Town Council approval is required for purchase contracts unless the Town
Council has delegated award authority to an individual official or employee. Any
and all bids may be rejected only for “sound documented reasons.”
11. Contract must be in writing
12. All procurement procedures must be documented
13. Do not divide the contract for the purpose of evading competitive bidding
requirements
3.6
Construction and repair contracts costing $500,000 and above
Contracts in this category shall be procured using a combination of the most restrictive
requirements and state formal bidding procedures (N.C.G.S. § 143-129) as follows:
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1. Cost or price analysis is required prior to soliciting bids (this cost estimate may be
provided by the project designer).
2. Complete specifications must be made available to all bidders.
3. Formally advertise the bid in a newspaper of general circulation for at least seven
full days between the date of the advertisement and the date of the public bid
opening. Electronic-only advertising must be authorized by the Town Council.
The advertisement must state the date, time, and location of the public bid
opening, indicate where specifications may be obtained, and reserve to the
Town Council the right to reject any or all bids only for “sound documented
reasons.”
4. Take affirmative steps to solicit price quotes from M/WBE vendors and suppliers
5. Open the bids at the public bid opening on the date, time, and at the location
noticed in the public advertisement. All bids must be submitted sealed and in
paper form. A minimum of 3 bids must be received in order to open all bids.
6. A 5% bid bond is required of all bidders (a bid that does not include a bid bond
cannot be counted toward the 3-bid minimum requirement). Performance and
payment bonds of 100% of the contract price is required of the winning bidder.
7. Award the contract on a firm fixed-price basis
8. Award the contract to the lowest responsive, responsible bidder. Council's
approval is required and cannot be delegated. The Town Council may reject and
all bids only for “sound documented reasons.”
9. Contract must be in writing.
10. Document procurement procedures.
11. Do not divide the contract for the purpose of evading competitive bidding
requirements.

3.7
Contracts for Architectural and Engineering Services costing under $150,000
Shall be procured using the state “Mini-Brooks Act” requirements (N.C.G.S. § 143-64.31) as
follows:
1. Issue a Request for Qualifications (RFQ) to solicit qualifications from qualified
firms (formal advertisement in a newspaper is not required). Price (other than unit
cost) shall not be solicited in the request.
2. Take affirmative steps to solicit price quotes from M/WBE vendors and suppliers
3. Evaluate the qualifications of respondents based on the evaluation criteria
developed by the Purchasing Department and/or Requesting Department.
4. Rank respondents based on qualifications and select the best qualified firm. Price
cannot be a factor in the evaluation. Preference may be given to in-state (but not
local) firms.
5. Negotiate fair and reasonable compensation with the best qualified firm. If
negotiations are not successfully, repeat negotiations with the second-best
qualified firm.
11
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6. Award the contract to best qualified firm with whom fair and reasonable

compensation has been successfully negotiated. Town Council approval is not
required.
7. Contract must be in writing

3.8
Contracts for Architectural and Engineering Services costing $150,000 or more
Shall be procured using the Uniform Guidance “competitive proposal” procedure (2 C.F.R. §
200.320(d)(5)) as follows:
1. Publicly advertise a Request for Qualifications (RFQ) to solicit qualifications
from qualified firms (formal advertisement in a newspaper is not required).
Price (other than unit cost) shall not be solicited in the RFQ.
2. Take affirmative steps to solicit price quotes from M/WBE vendors and suppliers
3. Identify the evaluation criteria and relative importance of each criteria (the
criteria weight) in the RFQ.
4. Proposals must be solicited from an “adequate number of qualified sources” (an
individual federal grantor agency may issue guidance interpreting “adequate
number”).
5. Must have a written method for conducting technical evaluations of proposals
and selecting the best qualified firm.
6. Consider all responses to the publicized RFQ to the maximum extent practical.
7. Evaluate qualifications of respondents to rank respondents and select the most
qualified firm. Preference may be given to in-state (but not local) firms provided
that granting the preference leaves an appropriate number of qualified firms to
compete for the contract given the nature and size of the project.
8. Price cannot be a factor in the initial selection of the most qualified firm.
9. Once the most qualified firm is selected, negotiate fair and reasonable
compensation. If negotiations are not successfully, repeat negotiations with the
second-best qualified firm.
10. Award the contract to best qualified firm with whom fair and reasonable
compensation has been successfully negotiated. Town Council's approval is
not required.
11. Contract must be in writing
12. State licensure requirements apply.
13. May use in-state geographic preferences for procuring Architectural and/or
Engineering services, provided that this leaves an appropriate number of
qualified firms to compete for the contract give the nature and size of the project.

IV.

VENDOR SELECTION

4.1
Selection Policy
Vendors will be selected on a competitive basis. Formal bids and informal bids will be solicited
by the Requesting Department. Bid awards, purchase orders and/ or contracts will be issued to
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the lowest, responsive, responsible bidder possessing the ability to perform successfully under
the terms and conditions of the contract. The Town of Black Mountain will not use vendors who
have been debarred by Federal, State, or Local governments.
4.2
Gifts and Gratuities
Town employees are prohibited from soliciting or accepting any rebate, money, entertainment,
gift, or gratuity (with the exception of mementos and novelties of nominal value) from any
person, company, firm or corporation to which any purchase order or contract is, or might be
awarded. The Town will not tolerate circumstances that produce, or reasonably appear to
produce, conflicts between the personal interests of an employee and the interests of the Town.
Accordingly, the Town may terminate, at no charge to the Town, any purchase order contract if
it is found that substantial gifts or gratuities were offered to a Town employee. The Town may
also take disciplinary action, including dismissal, against a Town employee who solicits or
accepts gifts or gratuities of any value whatsoever.
4.3
Exceptions
Non-competitive contracts are allowed only under the following conditions (If the contract is
federal or state funds or pass-through agency please see Town’s UG Policy for requirements):
1. Sole Source. A contract may be awarded without competitive bidding when the
item is available from only one source. The Purchasing Department and/or
Requesting Department shall document the justification for and lack of available
competition for the item. A sole source contract must be approved by the
Town Council.
2. Public Exigency. A contract may be awarded without competitive bidding when
there is a public exigency. A public exigency exists when there is an imminent or
actual threat to public health, safety, and welfare, and the need for the item will
not permit the delay resulting from a competitive bidding.
3. Inadequate Competition. A contract may be awarded without competitive
bidding when competition is determined to be inadequate after attempts to solicit
bids from a number of sources as required under this Policy does not result in a
qualified winning bidder.
4. Federal Contract. A contract may be awarded without competitive bidding when
the purchase is made from a federal contract available on the U.S. General Services
Administration schedules of contracts.
5. Awarding Agency Approval. A contract may be awarded without competitive
bidding so long as awarding the contract without competition is consistent with
state law.
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V.

SPECIAL PROCUREMENT PROCEDURES

5.1
Blanket Purchase Order
Blanket purchase orders will be issued to selected vendors for the procurement of certain items
after competitive pricing has been completed and if budgeted funds are available. Blanket
purchase orders are intended to expedite the procurement of frequently needed and repetitious
supplies. Blanket purchase orders should be made for goods and services when the amount of
clerical or administrative work otherwise involved is impractical. Examples of items procured
through a blanket purchase order include: janitorial services, maintenance service contracts,
chemicals, temporary personnel services, automotive parts, and others. Blanket purchase orders
will encumber the Requesting Department’s funds for any amounts remaining on the purchase
order.
Requisition for blanket purchase orders must include all required information along with the
following additional information:
1.
2.
3.
4.
5.

Time period the purchase order is valid
Items covered by the blanket purchase order
The Not to Exceed (NTE) amount
A listing of all personnel approved to purchase from the blanket purchase order
Approval by the Finance Director or Senior Accountant.

All vendor delivery tickets/invoices must be signed by an authorized Town employee indicating
receipt of the goods and/ or services. All delivery tickets/invoices from blanket purchase orders
must be provided to Accounts Payable as supporting documentation for invoice processing
immediately upon receipt.

5.2
Emergency Purchases
In cases of emergencies declared by the Mayor, the Department Head or the Town Manager
may purchase directly from any vendor the supplies or services, whose immediate
procurement is essential to prevent delays in work which may affect the life, health, or safety
of Town of Black Mountain employees or citizens. Not anticipating needs does not
constitute an emergency.
The using department shall exercise good judgment and use established vendors, if
possible, when making emergency purchases. Always obtain the best possible price and limit
purchases to those items that are emergency related. First, determine if a true emergency does
exist. Second, anticipate needs and avoid emergency situations whenever possible.
Emergency orders are always costly. Vendors usually charge top prices if supplies or services
must be obtained on an emergency basis.
During regular working hours, follow standard purchasing procedure as usual as soon as
time and the situation permits.
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During emergency or special working hours, the following procedure should be used for
emergency purchases: verify funds are available and if needed complete a budget amendment
request and email to the Finance Officer. The packing slip or invoice received should be coded
with the account(s) to be charged and signed, scan/ attach a brief explanation of the nature of the
emergency and forward to Accounts Payable with the invoice. Emergency purchases, although
sometimes necessary, are costly both in time and money. The use of emergency procedures
should be limited and will be monitored for abuse.
5.3
Sole Source of Supply
In the event there is only one vendor capable of providing a particular good or service, the
competitive pricing procedures outlined in this manual may be waived by the Town Manager.
When a Department Head must purchase goods from a sole source, he/ she shall document on
the requisition why only one company or individual is capable of providing the goods required.
If this is a purchase over $4,999 the Town Manager must give written approval in order to proceed
with the purchasing process. The provisions of N.C.G.S. § 143-129 will be followed
requiring Council's approval for sole source exception for all purchases made at or above
statute levels.
5.4
Single Brand Convenience
The Town recognizes in certain scenarios it is efficient to purchase items from a single provider
rather than a variety of vendors. In such cases, exceptions may be made to standard purchasing
procedure; given proper documentation is provided. The purchaser should note reasons buying
from a certain vendor will be more efficient in the long run and attach such documentation to
each requisition.
Example: One brand of printer Town-wide would allow the same type of ink cartridge to be
ordered and reduces time cost related to finding multiple brands. This also allows the
Town to buy ink cartridges in bulk from a single provider, further reducing cost.
5.5
State of North Carolina Purchase Contract
All Departments may use the State of North Carolina Department of Administration Purchase
and Contract Division whenever possible for procurement of capital and non-capital items. It
shall be the responsibility of Department Heads to familiarize themselves with this purchasing
method and to check for needed goods and services which are available through this resource at
a lower cost than many other vendors offer. This system expedites the purchase of goods, offers
pricing compatible with quotes received from formal and informal bids, and satisfies North
Carolina General Statutes. Examples of goods on State Contract are: vehicles, office furniture,
copiers, janitorial supplies, copier paper, light bulbs, etc. Contact the Finance Department with
questions regarding goods on State Contract.
The State of North Carolina Interactive Purchasing System can be found on the web at
www.ips.state.nc.us/ips/Default.aspx.
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The North Carolina E-Procurement System can be found on the web at
http://eprocurement.nc.gov/
5.6
Piggybacking
The Department Head may use the piggybacking process whenever necessary to purchase
apparatus, supplies, materials, and equipment. Contracts in the informal range can be used as
a tool to solicit additional bids, but no Council action is necessary. For purchases of $90,000
and above, the provisions of N.C.G.S. § 143-129 will be followed.
5.7
Professional Services
Normal competitive procedures are difficult to use in securing professional services such as
attorneys, planners, and other professionals who, in keeping with the standards of their
discipline, will not enter into a competitive bidding process. When an agreement between a
professional service company and the Town is established, a purchase order with the proposed
amount shall be issued to satisfy accounting and statutory requirements. Purchases from
professionals shall otherwise follow N.C.G.S. § 143-64.31 and 64.32.
5.8
Service Contracts
All service contracts, for which the contractor will perform work while on Town property, must
be accompanied by a standard contract form. The contract must follow all signature procedures
and contain all necessary insurance and payment options. The completed and signed contract
must be signed by the Town Manager, pre-audited by the Finance Director, and be filed in the
office of the Town Clerk. The executed contract should be scanned and attached to the
department requisition that is forwarded to the Finance Department. The Town will not enter
into contractual agreements that are subject to automatic renewal and will attempt to structure
contracts to coincide with the fiscal year. Service contracts may be renewed annually, without
the bidding process, by the Town Manager.
Contracts authorized by Town Council through direct award or budget authorization may
be executed by the Town Manager. Subsequent orders changing the original contract, which do
not exceed the approved cost of the contract, will be executed by the Town Manager.
Town Council must approve all contracts that meet any of the following criteria:
1. Contracts $90,000 and more
2. Contracts with terms greater than one year
5.9
Vendors with Town Accounts
The Town should have accounts with certain vendors, where possible, in order to expedite the
purchasing process for frequently needed minor items. In the event the Town has an account
with a certain vendor, Town employees should not use purchase/credit cards to obtain goods or
services from the vendor. Proper purchasing procedures should be followed and only authorized
purchases should be charged to Town accounts.
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5.10
Tax Exemption
The Town of Black Mountain is exempt from all federal excise taxes. However, the Town is not
exempt from sales tax and all invoices should include such, unless they are for purchase of resale
items. Sales tax is not considered a cost factor since municipalities file for a refund as provided
for by the NC General Statutes.
5.11
Purchases Order/Spending Cut-off Date
In preparation for the annual audit and the fiscal year-end, it is necessary that the Town impose
a spending deadline annually. The Finance Director will issue an email each year with the
cutoff date for purchase/credit cards and all other spending. The spending deadline will not
pertain to normal recurring monthly expenses, emergency purchases or emergency repairs.

VI.

DELIVERY AND PERFORMANCE

A completed and accepted purchase order by the parties concerned must produce the intended
results or objectives before it can be considered a successful or completed purchase. The terms
and conditions must clearly define the delivery and performance requirements of the services,
supplies, or equipment.
The importance of the delivery schedule will be emphasized to the vendor. Delivery
requirements will be clearly written and fully understood by all vendors. If several items are
required by the purchase order, there may be a different delivery schedule for each item. It is
necessary to clearly indicate the delivery location on the requisition.
6.1
Partial Deliveries
Some purchase orders may list several items. It is possible the vendor may complete timely
delivery on some items, which is referred to as "partial delivery". Upon receipt of a partial
delivery, photocopy the purchase order; attach a copy of the signed delivery receipt and forward
to the Finance Department along with the vendor invoice indicating which lines of the purchase
order are to be paid.
6.2
Non-Performance
If a vendor fails to meet any requirements(s) of the specifications or terms and conditions of the
contract or purchase order, the vendor can be cited for non-performance. The seriousness of nonperformance will be evaluated based upon the circumstances of each violation.

VII. INSPECTION AND TESTING
Life and safety as well as successful operation of expensive equipment and supplies may depend
upon how well a purchased item meets design and performance specifications. Goods and
materials should be checked at the time of receipt for damage or defects. The inspection shall
include assuring goods comply with the specifications. If damage is found or the goods fail to
comply with the specifications, the item(s) shall be rejected as outlined below.
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7.1
Rejection
In order to protect the Town's rights in the event of rejection, for whatever reason, the vendor
shall be informed immediately. Reasons for the rejection must be documented in memo form
and forwarded to the Finance Department in a timely manner. Along with all other quotes or
bids.
7.2
Damaged Goods
One of the major reasons for immediately inspecting the goods or materials upon receipt is to
detect any visible damage. It is necessary that all damage including evidence of concealed
damage shall be documented by memo, attached to a copy of the purchase order, forwarded to
the Finance Department, reported to the vendor as soon as possible, and informs the vendor of
the damaged goods. When it is apparent that the extent of the damage causes the goods to be
worthless, they will not be accepted.

VIII. SALE OF TOWN PROPERTY
The Finance Director has been authorized by the Town Council to declare as surplus single asset
or property or a group of items with a value of up to $30,000.00, to set its fair market value, and
to convey title to the property and to advertise electronically the sale of any personal property.
The Finance Director shall approve a Sale of Property Authorization form prior to the sale or
disposal of any Town property. The Finance Department shall keep all approved forms, which
will record a description of the property sold or exchanged, and the amount of money or other
considerations received for each sale or exchange. N.C.G.S. § 160A-265 through 280 should be
referenced before the sale of any Town property in order to ensure statutes and procedure are
followed properly. Once sale approval is received the item will be posted on the GovDeals site
to sale. All sales not being sold through The GovDeals site will require Town Manager and
Finance approval.

IX.
ELECTRONIC PAYMENTS
Town Council has authorized the Town of Black Mountain to engage in electronic payments
as defined by G.S. 159-28. As required by NC Administrative Code 20 NCAC 03 .0409 and
NC Administrative Code NCAC 03 .0410, this policy outlines procedures for pre-auditing
obligations that will be incurred by electronic payments and procedures for disbursing
public funds by electronic transaction.
9.1
Pre-audit of Electronic Transactions
Before each transaction is made, the individual making the transaction must ensure that:
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1. There is an appropriate budget ordinance or project/grant ordinance
appropriation authorizing the obligation
2. Sufficient monies remain in the appropriation to cover the amount that is expected
to be paid out in the current fiscal year if the expenditure is accounted for in the
budget ordinance/resolution or the entire amount if the expenditure is accounted
for in the a project/grant ordinance
The Finance Department will enter an encumbrance in the accounting system for each
department in an adequate amount to cover one month’s purchases for the P-Card.
For specific purchasing guidelines on P-Cards, see section X

X.
PURCHASE/CREDIT CARDS
Purchase/Credit cards exist to provide departments a flexible and efficient way to make small
purchases. Purchase/Credit cards empower the cardholder to acquire necessary materials to
conduct business and/ or deliver services in a more convenient and expeditious manner. Purchase
cards should not be used to procure items or services not directly related to Town business. The
Department Head and the Finance Department are responsible for ensuring the preaudit requirements are met for each purchase. Please see the following guidelines when using
a Town credit or purchase card:
1. Employees should make every effort to purchase goods through state contract and/or
set up a Town account with vendors that they use often.
2. All purchases, when possible, need to be processed via a check using the Town’s
normal AP process.
3. Purchase/credit cards should not be used to procure items or services not directly
related to Town business.
4. All shipped items, purchased with a Town purchase/credit card, must be shipped to
a Town office or Town owned location.
5. Personal use of the card is not allowed and will be considered as terms for card
revocation as well as employee disciplinary action.
6. Charges to the card are limited by a monthly and per transaction dollar amount. In
addition, some vendors are blocked based on their Merchant Category Code (MCC).
Transaction dollar limits and allowable merchant categories are established for each
card account.
7. Cardholder should be aware that splitting transactions in order to remain within the
transaction limit or monthly limit is prohibited.
8. Reviewer and Approvers of card transactions need to make certain purchases are
applied to the correct expense account, it is a valid Town expense, and are reviewed
daily.
9. Itemized receipts are required for ALL items. Failure to comply can result in card
revocation.
10.1

Employee Responsibilities
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No purchase over $1,000.00 shall be made using the purchase/credit card system without
a Purchase Order unless the purchase falls under the items not requiring a PO (See
appendix). Purchase/credit cards assigned to employees may have approval limits set by
Department Heads below the $1,000.00 policy threshold. If an employee needs to make a
purchase above the limit set by the Department Head, the employee should consult with the
Department Head before making a transaction. The Department Head will need to request
Finance to increase the transaction limit and the duration of the increase.
1. The purchase/credit card that each cardholder receives shall only be used by the
cardholder. No other person is authorized to use this card. The cardholder may make
transactions on behalf of others in their department/ division; however, the cardholder is
responsible for all purchases charged to their card.
2. The total value of a transaction shall not exceed a cardholder’s single purchase limit.
Payment for a purchase shall not be split into multiple transactions to stay within the
single purchase limit.
3. The cardholder is responsible for maintaining receipts of all card transactions and
providing to Finance immediately upon availability. All receipts must be coded, preaudited, and approved. Failure to provide receipts in a timely manner may result in the
cardholder losing the privilege of using a Town purchasing card.
4. Purchase/credit cards may be used for lodging and for training/ professional activities.
Purchase/credit cards cannot be used for meals during employee travel. Cardholders
should consult the Town’s Travel Policy for more information.
10.2
Receipts and Receipt Submission
Receipts should be collected and kept for all transactions. A detailed receipt should be provided
for all purchases. If a detailed receipt is not obtained from the vendor, a Lost/ Missing Receipt
Form and a detailed list of what was purchased will be required. The Lost/Missing Receipt Form
must be signed by the Department Head, if lost/missing receipt is for a Department Head
purchase then the Town Manager must sign the form. Repeated lost or missing receipts will
result in a cardholder losing the privilege associated with a Town purchasing/credit card.
Receipts should be approved, coded, and pre-audited.
10.3
Unauthorized Purchases
Certain items should not be purchased by Town employees. Any of the following items listed
below have been deemed inappropriate for purchase by Town employees:
1. Personal purchases
2. A single purchase that exceeds the cardholder’s single purchase limit
3. Cash advances
4. Gift Cards
5. Alcoholic beverages
6. Purchase of in-room movies, meals, etc., during a hotel/ motel stay while on Town
business
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7. Clothing- All clothing purchases should follow the guidelines of the clothing
allowance policy. Only items that contain the town logo, safety items, or tactical gear
are allowed to be purchased with a credit card.

10.4
Consequences of Improper Use
A cardholder who makes unauthorized purchases or carelessly uses a purchase/credit card will
be liable to the Town of Black Mountain for the total dollar amount of such purchases plus any
administrative fees charged by the bank or card company in connection with the misuse. The
cardholder’s employment may also be terminated and will be subject to legal action.
Cardholders are expected to obtain the best prices available on purchases. Purchase of an item
above market prices where the vendor gives the employee any form of gift, bonus, or premium
whether in the form of cash or merchandise is considered a kickback, is illegal, and can result in
disciplinary action up to and including termination of employment and lawful prosecution.
Town policy strictly forbids anything in exchange for making a purchase.
It is unlawful to “split” a purchase in order to fall under the thresholds set forth in this policy.
If an employee does not follow the guidelines set forth in this purchasing policy the employee’s
use of a town credit card will be terminated.

XI.
FRINGE BENEFITS
Any item purchased for an employee must be a valid business expense and not considered wages
to the individual. Clothing, non-monetary awards, meals, travel, and other items may be
considered wages depending on circumstances. Awards of cash or cash equivalents are always
considered wages regardless of the amount awarded. Any award of cash or cash equivalents
must be pre-approved by the Town Manager. All awards and purchases considered wages to an
employee must be processed through payroll and will be subject to all applicable taxes. Please
contact the Finance Department with any questions.

21

Town of Black Mountain Purchasing Policy
XII.

EXHIBITS
Exhibit A. Items Not Requiring a Purchase Order
Exhibit B. Requisition Request
Exhibit C. Quote Form
Exhibit D. Contractors Sales Tax Report
Exhibit E. Lost/Missing Receipt Form
Exhibit F. Contracts and Purchasing NC Thresholds
Exhibit G. Sale/Disposal of Town Property Authorization Form
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EXHIBIT A
Items Not Requiring a Purchase Order
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Legal ads
Dues
Claim or refund payments (Citizens filing for damages/ reimbursement)
Insurance
Medical examinations
Petty cash expenditures & replenishing funds
Postage
Refunds
Building rental
Debt Service Payments
Equipment Lease Payments
Tuition and training or other fees for approved educational purposes
Utilities (electric, water, sewer, cable, internet, natural gas, trash, etc.)
Approved travel arrangements and accommodations
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EXHIBIT B
Requisition Request
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EXHIBIT C
Quote Form
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EXHIBIT D
CONTRACTOR SALES TAX REPORT
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EXHIBIT E
LOST OR MISSING RECEIPT FORM
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EXHIBIT F
CONTRACTS AND PURCHASING NC THRESHOLDS
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EXHIBIT G
CONTRACTS AND PURCHASING NC THRESHOLDS
TOWN OF BLACK MOUNTAIN
SALE/DISPOSAL OF TOWN PROPERTY AUTHORIZATION
The Department Head is required to obtain authorization from the Finance Director prior to the
sale or disposal of any Town Property, regardless of value. Include any additional relevant
information necessary. Please attach a photo of the item sold if available.
Complete the table below prior to the disposal of property:
PROPERTY
SOLD

YEAR

SALE
PROCEEDS
ESTIMATE
DEPT/BUDGET
WHICH MADE
THE ORIGINAL
PURCHASE
CITY I.D. #

MILEAGE

VIN / SERIAL #

MAKE

LISENCE
PLATE#

PROPERTY
CONDITION

MODEL

Other description, notes:

Department Head Signature: _____________________________
Finance Director Signature:

_____________________

Date: _____/_____/_______
Date: _____/_____/_______

Complete the table below after the disposal of property:
NAME
OF
INDIVIDUAL
OR BUSINESS
THAT
PROPERTY
WAS SOLD TO:
SALE
PROCEEDS
ACTUAL

DATE
PAYMENT
RECEIVED BY CITY:

$

SIGNATURE
OF
CITY
EMPLOYEE
RECEIVING
PAYMENT:

This completed/ signed and authorized form must be submitted to the Finance Department along
with the proceeds of any sale of property. If an item is scrapped or disposed of with no proceeds
this completed/ signed and authorized form must be submitted to the Finance Department within
5 days of the disposition of property.
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