Purchasing Workflow

Multi-year Contracts

Department Director

<$10,000 $10,000-$24,999 $25,000-$174,999 Aggregate > $25K >$174,999
l L )
3
2+ Quotes 2+ Written Quotes/Bids
or or Sealed Bids
IDepartmental Discretion' RFP's (Request for Proposals) if practical RFP's (Request for Proposals) or
or or State/County/Cooperative Purchasing Contract Documentation
State/County/Cooperative Purchasing Contract Documentation State/County/Cooperative Purchasing Contract Documentation
- ) )
Authorized Purchaser ICity Administrator/Delegated Representativel

ICity Council Approvall

C |

)

ICity Council Approvall

)

M

Place Order

{

Services/Supplies

!

IVerify deliveries & services completed I

!

Send to AccountsPayable@ShakopeeMN.gov:
|:| Invoice(s)

[]Quotes (>$10K)

[]Council Memo (>$25K)

Helpful Reminders:
e The Purchasing Policy is available on CityNet.

e City Council Memos must identify the sourcing method used; such as quotes, RFP’s, bids, purchasing contract (including

contract number), or sole source explanation.

Construction Projects

|

Send to AccountsPayable@ShakopeeMN.gov with:
1%t Invoice/Payment Application

I:‘ Quotes (>$10K)  vour paragraph text

[] council Memo (>$25K)

[]signed contract(s)

Final Invoice/Payment Application

[Jcouncil Memo/Approval for any change orders
[]1c134 for all construction services

e Attach quotes, signed contracts, council memos, and IC134 (when applicable) as invoice backup in Tungsten.

)|

Vehicles/Machinery

!

Request SK# from fleet
(Fleet adds to AssetWorks

!

Send to AccountsPayable@ShakopeeMN.gov with:
1% Invoice
[]quotes (>$10K)
[ council Memo (>$25K)
[ ]Vehicles ONLY (original documents to finance)
|:| Application to Title/Reg. A Vehicle
|:| Certificate of Origin for A Vehicle
Sales Contract
|:| Odometer Disclosure Statement
Final Invoice

[]Council Memo/Approval for any change orders

[_]capital Asset Addition Form

!

Add in Tungsten when coding:
|:| SK# assigned in Asset Works
[]Plan-It CIP Backup
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