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(1) - The following purchases for $50,000 or more are exempt from sealed bids:
* Purchases from severly disabled nonprofit agencies per ORC 4115.31 & 4115.35
* Emergency purchases
* Purchases from governmental entities
* Purchases of used equipment
* Professional and or personal services defined as a nonphysical product or service requiring specialized kowledge and skills
of an intellectual nature.
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I need to make a purchase

Is the
purchase

$10,000 or
less?

Are
appropriations

available ?

Prepare Council Action to
request appropriations.

Enter a requisition in MUNIS.
If practical, distribute these
types of purchases among

multiple suppliers.

Has the
requisition been
converted to a

purchase order?

Order your item or service

Log on to MUNIS and
determine where the

workflow stopped and
contact the appropriate

party for a status update.

Is the
purchase

$50,000 or
more?

Are
appropriations

available ?

Obtain price or rate quotes
from an adequate number of
suppliers.  Select the lowest

price or rate quote.

Enter a requisition into
MUNIS. Attach the quotes

received or quote sheet.

Is the purchase
exempt from

sealed bids (1)?

Is the
purchase
less than

$250,000?

Conduct a Request for
Proposals under the
Competive Proposal

requrements.

Select an appropriate vendor
based on scoring.  Price must
be one of the factors except

for A&E services

Prepare Council Action for an
Ordinance to authorize the

Mayor to enter into the
contract.

Prepare Council Action to
request appropriations.

Are
appropriations

available?

Prepare Council Action to
request appropriations.

Enter a requistion into
MUNIS include the Council

ORD #
in the description.

Has the
requisition been
converted to a

purchase order?

Order your item or service

Log on to MUNIS and
determine where the

workflow stopped and
contact the appropriate party

for a status update.

Conduct sealed bids  under
the sealed bid requirements.

If more then three bids are
received select the three

lowest, responsive and
responsible bidders.

Make a recommendation for
the lowest, responsive and
responsible bidder Or if the

lowest is not selected
justification for not

recommending the lowest.

Prepare Council Action based
on the recommendatin to

authorize the Mayor to enter
into the contract.

Is the purchase from
another government or
through a governmental
cooperative purchaing

program

Enter a requisition in MUNIS.
In the description notate the

cooperative purchase
program used if applicable.


