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 PART 1 
 ORGANIZATION AND AUTHORITY 
 
 The purchasing department is a function of the City Manager's office delegated by the City 
Commission to the City Manager by ordinance according to the City Charter.

1
  These purchasing 

and contracting policies shall apply to all City departments. 
 
  

                                                 

     
1
Traverse City Code, Section 230.01; Traverse City Charter, Section 40. 

 

CITY COMMISSION 

 

CITY MANAGER 

 

PURCHASING AGENT 

 

CITY DEPARTMENT 
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 PART 2 
 PURCHASING AND CONTRACTING POLICIES 
 
 1. Process.  Purchasing and contracting for the City shall be handled in a manner which 
promotes the best interests of the City while providing a fair opportunity for businesses to 
participate in the purchasing and contracting process.   
 
 2.   Local Vendors.  It is the policy of the City of Traverse City to purchase from and 
contract with responsible Traverse City vendors whenever feasible.  To insure local bidding, 
responsible Traverse City vendors shall be notified of opportunities to bid to supply goods or 
services.    
 
 3. Quantity Purchases.   Goods discounted for large quantity purchases shall be planned 
for and purchased whenever possible.   
 
 4.   Overdrafts Prohibited.  No purchase will be authorized which would overdraft a 
budgetary account.  Department Heads contemplating a purchase that will exceed a budgetary 
account shall contact the City Treasurer and City Manager to request the necessary budget 
amendment prior to initiating such a purchase. 
 
 5.   Quality.  Quality of goods and services is as important as price and can be insured by 
preparing for competitive bidding precise specifications describing quality requirements.  All such 
specifications shall permit competition wherever practicable.  Bids shall be evaluated and awarded 
on the basis of the overall best value to the City. 
 
 6. Bribery.  Bribery in any form represents malfeasance in office, evidence that public 
funds are being mismanaged, and the employee may be subject to appropriate disciplinary action. 
 
 7. Records Public.  All specifications, bid documents (after the specified time for bid 
opening), purchase orders and supporting documents are public records which shall be made 
available to the public upon request.   
 
 8. Endorsement.  No City employee shall endorse or in any way permit the employee's 
name, position or grant permission for use of the City's name to be used and advertised to support a 
product or a vendor. 
 
 9. Personal Purchases.  No City employee shall make a personal purchase under a City 
account.  No City employee shall use the City's name or his or her position to obtain special 
consideration in a personal purchase. 
 
 10. Transaction Defined.  A "transaction" as referred to in Traverse City Charter Section 
40 is defined as a purchase of any quantity of identical items. 
 
 11. Records Retention.  The Purchasing Agent shall retain copies of all purchase orders, 
service orders and requisitions and bid files for a minimum of six years. 
         
 12. Non-Discrimination.  All contracts shall contain a clause stating that the parties agree 
not to discriminate against an employee or applicant for employment with respect to hire, tenure, 
terms, conditions or privileges of employment, or a matter directly or indirectly related to 
employment because of race, color, religion, national origin, sex, age, height, weight, marital status, 
physical or mental disability, family status, sexual orientation, or gender identity. 
 
 
 13.  Insurance Quotes.  It is the policy of the City to follow the insurance 
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company 
guidelines on informal quote requirements when a transaction will be fully reimbursed by the 
insurance company. 
 
 14.  Quotes or Bids.  When the Department Head submits the requisition to the 
Purchasing Agent, documentation is required for each vendor submitting a quote or bid, stating 
items, source, quantity, price discounts, shipping, delivery time and contact information. 
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PART 3 
 PURCHASING GOODS OR PRODUCTS  
 GENERAL PROCEDURES 
 
 1. Transactions of $2,000 or Less; Petty Cash.  Department Heads or their designees are 
authorized to purchase goods or products directly from vendors for any transaction of $2,000 or 
less.  All such transactions shall be evidenced by completion of a "Local Purchase Order" form 
prior to purchase (Attachment "A").  Cash transactions of less than $90 (i.e. petty cash) may be 
made by written request to the City Treasurer on forms provided by the City Treasurer.  All receipts 
shall be returned to the City Treasurer.  All requests for petty cash must be substantiated with 
receipts.      
     
 2. Transactions Over $2,000 to $5,000; Requisitions.  Department Heads or their 
designees seeking to purchase goods or products that will cost over $2,000 to $5,000 shall, prior to 
placing an order with a vendor: 
 

(a) Obtain informal (written or telephone) quotations from at least three vendors, except 
three quotations are not required in the event: 

 
(i) Of an emergency as defined in Traverse City Code, Section 230.01(e)(2)(ii), 

or 
(ii) The vendor is the sole source for an item; or 
(iii) The vendor is the sole source for an item requiring matching or compatibility 

with current goods. 
 

(b) Prepare and submit to the Purchasing Agent a Requisition form (Attachment "B") 
requesting that the Purchasing Agent issue a Purchase Order (Attachment "C") for 
the goods or products. 

   
 The Department Head may choose the competitive bid procedure for transactions of items 
which, in his or her opinion, could be advantageously purchased through competition.   
 
 Obtaining informal quotes shall not be required when the City Manager determines that the 
public interest will be best served by purchase from or jointly with another unit of government, 
when an emergency exists, or when the public interest will be best served without obtaining quotes, 
such as in the employment of professional services. 
 
 3. Transactions Over $5,000 to $9,000; Competitive Bidding; Requisitions.  
Department Heads or their designees seeking to purchase goods or products that will cost over 
$5,000 to $9,000 shall: 
 

(a) Prepare or have prepared precise specifications describing the item and submit them 
to the Purchasing Agent for handling through the competitive bid procedure 
described in Part 6. 

 
(b) Upon approval by the City Manager, prepare and submit to the Purchasing Agent a 

Requisition form (Attachment "B") requesting that the Purchasing Agent issue a 
purchase order for the goods or products.   

 
 Competitive bidding shall not be required when the City Manager determines that the public 
interest will be best served by purchase from or jointly with another unit of government, when an 
emergency exists, or when the public interest will be best served without obtaining bids, such as in 
the employment of professional services. 
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 4. Transactions Over $9,000; Competitive Bidding; Requisitions.  Department Heads or 
their designees seeking to purchase goods or products that will cost over $9,000 shall: 
 

(a) Prepare or have prepared precise specifications describing the item and submit them 
to the Purchasing Agent for handling through the competitive bid procedure 
described in Part 6. 

 
(b) Upon approval by the City Commission, prepare and submit to the Purchasing Agent 

a Requisition form (Attachment "B") requesting that the Purchasing Agent issue a 
purchase order for the goods or products.   

 
 Competitive bidding shall not be required when the City Commission shall determine by an 
affirmative vote of 5 members that the public interest will be best served by purchase from or 
jointly with another unit of government, when an emergency exists, or when the public interest will 
be best served without obtaining bids, such as in the employment of professional services. 
 
 5. Receipt of Goods.  Goods and products received shall be examined upon receipt to 
detect any damage or defects and to determine if specifications have been met.   
 
 If the item is satisfactory, the receiving report section of the department's copy of the 
purchase order (Attachment “C”) shall be completed and returned to the City Treasurer for approval 
for payment. 
 
 If the item is unsatisfactory, the receiving report shall be completed with the reasons for 
rejection indicated and returned to the City Treasurer to request non-payment. 
 
 The Department head or designee shall be solely responsible for rejections, but may request 
assistance from the Purchasing Agent or the City Manager. 
 
 6. Sales Tax.  The City is exempt from local and state sales taxes or federal excise 
taxes.  The City Treasurer's office can provide the necessary exemption documents to any vendor 
upon request. 
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PART 4 
 PURCHASING GOODS OR PRODUCTS -  
 SPECIAL PROCEDURES   
 
 1. Blanket Purchase Orders Over $2,000.  Department Heads or their designees may 
request, by requisition (Attachment “B”) submitted to the Purchasing Agent, a blanket purchase 
order (Attachment “C”).  Blanket purchase orders not exceeding $5,000 cumulative or $2,000 for 
any one transaction shall be used when numerous small purchases from the same vendor are 
anticipated throughout no more than one fiscal year.  Blanket purchase orders shall not be used to 
purchase items that could be more advantageously obtained through competitive bidding.  If the 
amount is over $5,000, sealed bids are required; if the amount is over $9,000, it must be submitted 
to the City Commission for approval. 
 
 2. Confirming Purchase Orders; Emergencies Over $2,000. Department Heads or 
designees may order goods or products when an emergency exists.  Emergency is defined as a 
purchase made under extraordinary circumstances to protect the immediate health, safety or welfare 
of individuals, to protect public property against loss or damage, or to prevent or minimize serious 
disruption of services.

2
  A requisition (Attachment “B”) for a confirming purchase order 

(Attachment “C”) shall then be submitted to the Purchasing Agent and the City Manager for 
approval by the following business day; if the amount is over $9,000, it must be submitted to the 
City Commission for approval at its next regular meeting.  Confirming purchase orders shall be 
used only for emergencies. 
 
 3. Cooperative Procurement Programs. Requisitions submitted to the Purchasing Agent 
for purchase orders for cooperative procurement programs shall describe the program and state that 
such programs have met the requirements of competitive bidding.           
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                 

     
2
Traverse City Code, Section 230.01(e)(2)(ii). 
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 PART 5 
 SERVICES 
 
 1. Service Orders.  Service orders shall be utilized in the procurement of contract labor, 
rather than goods, products or materials.  If materials are provided in addition to services, a service 
order shall be used for both.  The Purchasing Agent, with the approval of the City Manager or the 
City Attorney, shall determine if a service may be obtained through a service order or a more 
individualized contract.  The Department Head and City Manager must approve all service orders.  
     
 2. Transactions of $2,000 or Less.  Department Heads, with the approval of the City 
Manager and the Purchasing Agent, shall prepare and submit to the Purchasing Agent a Requisition 
for Service Order form (Attachment “E”).  The Vendor must comply with the requirements of the 
Service Order form (Attachment "D").   
 
 3. Transactions  Over $2,000 to $5,000; Requisitions.  For services costing over $2,000 
to $5,000, Department Heads, with the approval of the City Manager and the Purchasing Agent, 
shall:  
 

(a) Obtain informal (written or telephone) quotations from at least three vendors, except 
three quotations are not required in the event: 

 
(i) Of an emergency as defined in Traverse City Code, Section 230.01(e)(2)(ii), 

or 
(ii) The vendor is the sole provider of such a service; or 
(iii) The vendor is the sole source for a service requiring matching or 

compatibility with current goods. 
 

(b) Prepare and submit to the Purchasing Agent a Requisition for Service Order form 
(Attachment "E"). 

 
 The Department Head may choose the competitive bid procedure for a service which, in his 
or her opinion, could be more advantageously obtained through competition.   
 
 Obtaining informal quotes shall not be required when the City Manager determines that the 
public interest will be best served by purchase from or jointly with another unit of government, 
when an emergency exists, or when the public interest will be best served without obtaining quotes, 
such as in the employment of professional services. 
 
 4. Transactions Over $5,000 to $9,000; Competitive Bidding; Requisitions.  
Department Heads or their designees seeking to obtain services that will cost over $5,000 to $9,000 
shall: 
 

(a) Prepare or have prepared precise specifications describing the services and submit 
them to the Purchasing Agent for handling through the competitive bid procedure 
described in Part 6. 

 
(b) Upon approval by the City Manager, prepare and submit to the Purchasing Agent a 

Requisition form (Attachment "E") requesting approval of the Purchasing Agent and 
the City Manager. 

 
 Competitive bidding shall not be required when the City Manager determines that the public 
interest will be best served by obtaining service from or jointly with another unit of government, 
when an emergency exists, or when the public interest will be best served without obtaining bids, 
such as in the employment of professional services. 
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 5. Transactions Over $9,000; Competitive Bidding; Requisitions.  Department Heads or 
their designees seeking to obtain services that will cost over $9,000 shall: 
 

(a) Prepare or have prepared precise specifications describing the services and submit 
them to the Purchasing Agent for handling through the competitive bid procedure 
described in Part 6. 

 
(b) Upon approval by the City Commission, prepare and submit to the Purchasing Agent 

a Requisition form (Attachment "E") requesting approval of the Purchasing Agent 
and the City Manager. 

 
 Competitive bidding shall not be required when the City Commission shall determine by an 
affirmative vote of 5 members that the public interest will be best served by obtaining service from 
or jointly with another unit of government, when an emergency exists, or when the public interest 
will be best served without obtaining bids, such as in the employment of professional services. 
 
 6.  Blanket Service Orders.  Department Heads may request, by requisition (Attachment 
“E”) submitted to the Purchasing Agent and City Manager, a blanket service order (Attachment 
“C”).  Blanket service orders not exceeding $5,000 cumulative or $2,000 for any one transaction 
shall be used when numerous small services from the same vendor are anticipated throughout no 
more than one fiscal year.  Blanket service orders shall not be used to obtain services that could be 
more advantageously obtained through competitive bidding.   If the amount is over $5,000, sealed 
bids are required; if the amount is over $9,000, it must be submitted to the City Commission for 
approval. 
 
 7. Confirming Service Orders; Emergencies.  A Department head may procure services 
when an emergency exists.  Emergency is defined as a service obtained under extraordinary 
circumstances to protect the immediate health, safety or welfare of individuals, to protect public 
property against loss or damage, or to prevent or minimize serious disruption in services.

3
  Diligent 

effort shall be made by Department Heads to deliver signed service orders to vendors prior to 
service.  Otherwise, a requisition (Attachment “E”) for a confirming service order (Attachment “C”) 
shall then be submitted to the Purchasing Agent and City Manager by the following business day 
for approval; if the amount is over $9,000, it must be submitted to the City Commission for 
approval at its next regular meeting.  Confirming service orders shall only be used for emergencies.   
 
 8. Cooperative Procurement Programs. Requisitions submitted to the Purchasing Agent 
and City Manager for services for cooperative procurement programs shall describe the program 
and state that such programs have met the requirements of competitive bidding.           
 
 9. Insurance.  No work shall begin under a service order for services to be provided on 
City property until proof of worker's compensation insurance and any other insurance required by 
specifications is provided to the City Manager. 
 
 10. Completion of Service; Payment.  The Department Head shall determine if the 
service has been satisfactorily completed and if specifications have been met. If the service is 
satisfactory, the Department Head shall indicate approval for payment and the service order number 
on the invoice and return it to the City Treasurer for payment.  If the service is unsatisfactory, the 
Department Head shall notify the City Treasurer and indicate the reasons for rejection.  The 
Department head or designee shall be solely responsible for rejections, but may request assistance 
from the Purchasing Agent. 

                                                 

     
3
Traverse City Code, Section 230.01(e)(2)(ii). 
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PART 6 
 COMPETITIVE BIDDING PROCEDURE 
 
 1. Sealed Bids.  Sealed bids are required in all transactions involving expenditures of 
more than $5,000.  "Sealed bid" means a written response to a solicitation which requires a public 
bid opening.  Sealed bids shall strictly comply with submission criteria to protect the integrity of the 
sealed bid process.  It is the bidder's responsibility to ensure compliance with submission 
requirements.  The Purchasing Agent may disqualify a sealed bid that does not conform to the 
submission requirements.  Telefaxed or e-mailed bids are not acceptable. 
 
 2. Initiation of Competitive Bidding Procedure.   The Department Head or designee 
shall initiate this procedure by submitting a written request to the Purchasing Agent, along with a 
vendor's list and specifications.  The Department Head or designee may request the assistance of the 
Purchasing Agent in preparing specifications. 
 
 3. Specifications.  The Purchasing Agent shall review and approve all specifications 
prior to bidding.  Whenever possible, specifications shall include a proposed contract or service 
order, insurance requirements, and bond requirements, if any.   
 
 4. Publication.  The Purchasing Agent shall publish an advertisement for bid in a local 
newspaper for at least two days.  The final publication day shall not be later than one week prior to 
the bid opening date. 
   
 5. Bid Opening.  The Purchasing Agent shall select the time and place of the bid 
opening.  The Purchasing Agent and the requesting Department Head or designee shall attend the 
bid opening and record the bids received.  Bid openings shall be public.  At the bid opening, the 
Department Head or designee or the Purchasing Agent may request clarification of a bid from any 
vendor attending the bid opening.  No bids shall be accepted after the deadline indicated.   
 
 6. Bid Award.  The Department Head or designee shall submit to the City Manager a 
written request and recommendation of the bid award, along with a requisition (if appropriate).  The 
City Manager shall submit his or her recommendation to the City Commission for approval.  After 
approval by the City Commission, the Purchasing Agent or City Manager shall complete the 
purchase order, service order or contract.  If a contract, the Department Head or designee shall 
notify the successful contractor of the award of the bid. 
 
 7. Delegation of Bidding Procedure.  The City Manager or the Purchasing Agent may 
delegate authority to handle a department's competitive bidding process to a department in lieu of 
handling by the Purchasing Agent.  A department may adopt additional bidding requirements not in 
conflict with these policies and procedures or any federal, state or local laws. 
 
 8. Exceptions to Competitive Bidding.  Competitive bidding shall not be required when 
the City Commission determines by an affirmative vote of five members that the public interest will 
be best served by purchase from or jointly with another unit of government, when an emergency 
exists, or when the public interest will be best served without obtaining bids, such as in the 
employment of professional services. 
 
 9. Sole Bidders.  In the event only one bid is received, the department head may 
recommend award of the sole bid if the following conditions have been met: 
 

(a) Due diligence has been performed in soliciting bids according to these 
policies and procedures, and 
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(b) The bid has been evaluated and determined to be reasonable based on history 
of past purchases and evaluation of the market.    

 
 10. Disqualification.  The bid documents shall include a form requiring certification by 
the vendor that none of the following circumstances have occurred with respect to the vendor, an 
officer of the vendor, or an owner of a 25% or more share in the vendor's business, within 3 years 
prior to the bid: 
 

(a) conviction of a criminal offense incident to the application for or 
performance of a contract; 

 
(b) conviction of embezzlement, theft, forgery, bribery, falsification or 

destruction of records, receiving stolen property, or any other offense which 
currently, seriously and directly reflects on the vendor's business integrity; 

 
(c) conviction under state or federal antitrust statutes;  

 
(d) attempting to influence a public employee to breach ethical conduct 

standards; or 
 
(e) conviction of a criminal offense or other violation of other state, local, or 

federal law, as determined by a court of competent jurisdiction or an 
administrative proceeding, which in the opinion of the City indicates that the 
bidder is unable to perform responsibility or which reflects a lack of integrity 
that could negatively impact or reflect upon the City of Traverse City, 
including but not limited to, any of the following offenses or violations of: 

 
i. The Natural Resources and Environmental Protection Act. 
ii. A persistent and knowing violation of the Michigan Consumer 

Protection Act. 
iii. Willful or persistent violations of the Michigan Occupational Health 

and Safety Act. 
iv. A violation of federal, local, or state civil rights, equal rights, or non-

discrimination laws, rules, or regulations. 
v. Repeated or flagrant violations of laws related to the payment of 

wages and fringe benefits. 
 
(f) the loss of a license or the right to do business or practice a profession, the 

loss or suspension of which indicates dishonesty, a lack of integrity, or a 
failure or refusal to perform in accordance with the ethical standards of the 
business or profession in question 

 
In the event that the vendor is unable to certify, the vendor may be disqualified.  A disqualified 
vendor may appeal the disqualification to the City Commission by written letter to the City 
Manager or City Clerk received by either of them within seven (7) calendar days after notice to the 
vendor of the disqualification.  Upon the filing of such an appeal, the contracting and bidding 
process shall be stopped, or extended as the situation requires, in order to hear the appeal. 
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PART 7 
  CONTRACTS 
 
 1. Contracts Over $10,000.  Contracts for services costing over $10,000 require review 
and approval as to form by the City Attorney.  Approval of a contract as to form by the City 
Attorney shall be obtained in writing prior to competitive bidding, unless otherwise indicated by the 
City Manager or the City Commission. 
 
 2. City Commission Approval Required.  All contracts over $9,000 with the City of 
Traverse City must be authorized by the City Commission and signed by the Mayor and City Clerk.  
The City Commission may delegate authority to the City Manager to enter into a contract.  
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PART 8 
 PAYMENT PROCESSING 
 
 1. Payment from Invoices Only.  In general, the City Treasurer will make payment only 
upon receipt of an "invoice" rather than a "statement." 
 
 2. Invoices for Purchase Orders.  Invoices received pursuant to a purchase order shall 
be submitted to the City Treasurer attached to or subsequent to submission of a receiving report.  
Each invoice submitted not accompanying a receiving report shall indicate the department making 
the purchase and the purchase order number.   
 
 3. Invoices for Service Orders.  Invoices received pursuant to service orders shall be 
submitted to the Department Head or designee for approval, and then submitted to the City 
Treasurer.   Each invoice submitted not accompanying a copy of the service order shall indicate the 
department making the purchase and the service order number. 
 
 4. Invoices for Contracts.  Invoices received pursuant to contracts shall be submitted to 
the Department head or designee and the City Manager for approval, and then submitted to the City 
Treasurer with a copy of the City Commission minutes approving the contract, copy of the signed 
contract or the payment and signatures pages of the signed contract.      
 
 5. Payment.  Upon receipt of the appropriate documents, the City Treasurer shall verify 
availability of funds and then prepare a check in duplicate.  The check shall then be forwarded to 
the City Clerk for final approval.  Once approved by the City Treasurer and City Clerk, the original 
copy of the check shall be sent directly by the City Treasurer to the vendor and copies retained by 
the City Treasurer. 
 
 
 
 
 
 
 





PURCHASE ORDER REQUISITION 

(For purchases over $2,000) 

 

Today’s Date:_________________________       Date needed:_________________________ 

 

Check One: 

__ STANDARD  __ BLANKET __ CONFIRMING (for emergencies) 

 

From:    to:      

 

Requesting Department:     Suggested Vendor: 

 

 

 

 
Ship to:  (if different from above) 
 

 

 

 

 

 

Account and line item#:           
 

Quotations Received: 

    Vendor     Contact     Phone  Service Date  Price 

1.____________________________________________________________________________

2. ________________________________________________________________________ 

3. ________________________________________________________________________ 
(Attach any additional information stating items, source, quantity, price discounts, shipping, delivery 

time and contact information). 

 

If less than three quotes were obtained, or if this is a confirming service order, please explain:  

 

 

 

 

 
              

       Department Head or Designee 

Quantity 

Weight/

Measure Item Number & Description Unit Price 

Total 

Price 

     

     

     

     

     

     

     

    

    

     

    

    

     

    

    

     

Is this reimbursable by:  ____ Grant   ____ Other 

 

If so, please complete the "City Invoice Request 

Form" found on our website under "Treasurer 

forms." 
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ATTACHMENT “D” 

 

ADDITIONAL TERMS AND CONDITIONS: 

 

THE VENDOR, BY RENDERING SERVICE TO THE CITY OF TRAVERSE CITY (CITY), 

HEREBY AGREES TO ALL PROVISIONS LISTED BELOW: 

 

1.  Non-Discrimination.  The Vendor agrees not to discriminate against an employee or applicant for employment 

with respect to hire, tenure, terms, conditions or privileges of employment, or a matter directly or indirectly 

related to employment because of race, color, religion, national origin, sex, age, height, weight, marital status, 

physical or mental disability, family status, sexual orientation, or gender identity.  A breach of this covenant 

may be regarded as a material breach of this Service Order. 

2.  Assignment. There shall be no assignment or transfer of this Service Order or any part thereof unless mutually 

agreed to in writing by both parties. 

3.  Venue. Any and all suits for any and every breach of this Service Order shall be instituted and maintained in 

any court of competent jurisdiction in the County of Grand Traverse, State of MI.    

4.  Independent Contractor. The relationship of the Vendor to the City is that of an Independent Contractor.  The 

Vendor and the personnel employed by the Vendor shall not be deemed to be agents or employees of the City, 

shall not hold themselves out as employees of the City and shall not be entitled to any fringe benefits the City 

affords its employees.  

5.    Required Insurance.  (If City named as additional insured):  The Vendor shall provide the City with an 

endorsement to its insurance policy stating that the City of Traverse City is named as additional insured and that 

a minimum of 10 days advance written notice will be provided in the event of cancellation; the Vendor shall 

also provide the City with an insurance certificate evidencing the required coverage.  (If City not named as 

additional insured):   The Vendor shall provide the City a copy of a certificate of insurance for any required 

insurance under this Service Order prior to performing any services.  Such certificate shall provide that the City 

shall receive notice of any cancellation or material alteration in its coverage at least 10 days prior thereto.  A 

breach of this provision may be regarded as a material breach of this Service Order.   

6.     Workers Compensation. The parties agree to maintain at all times while work is being performed under this 

Service Order, suitable workers compensation insurance pursuant to Michigan law and will, upon receipt of this 

Service Order, provide a certificate of insurance or copy of state approval for self insurance to the City 

Manager.  

7.  Interpretation. This Service Order shall be governed by the laws of the State of Michigan both as to 

interpretation and performance. 

8.  Indemnification. The Vendor shall defend, indemnify and hold the City, its agents, officials and employees 

harmless from and against all claims, damages, losses and expenses, including reasonable attorney fees arising 

out of the performance of this Service Order which is caused in whole or in part by the Vendor’s negligent, 

careless or intentional act or omission, or that of any agent, employee, or subcontractor of the Vendor. The 

Vendor shall not be obligated to indemnify the City for the City's own negligence.  This indemnification 

provision shall not be limited by reason of insurance coverage of any type. This provision is not intended to 

waive the defense of governmental immunity that may be asserted by the City in an action against them. The 

Vendor expressly acknowledges and agrees that this indemnification provision is intended to be as broad and 

inclusive as is permitted by law and that if any portion thereof is held invalid, it is agreed that the balance shall, 

notwithstanding, continue in full legal force and effect. This provision shall survive the termination of this 

Agreement. 

9.     Time. Time is of the essence in rendering the services described in this Service Order. 

10.   Third Party Beneficiaries.  This Service Order confers no rights or remedies on any third party, other than the 

parties to this Service Order and their respective successors and permitted assigns.  

11.   Freedom of Information Act. The Vendor acknowledges that the City may be required from time to time to 

release records in its possession by law.  The Vendor hereby gives permission to the City to release any records 

or materials received by the City as it may be requested to do so as permitted by the Freedom of Information 

Act, MCL 15.231 et seq.   

12.   Arrears/Defaulter. The Vendor certifies that as of the date of this Service Order, Vendor’s company or Vendor 

is not in arrears to the City for debt or contract and is in no way a defaulter as provided in Section 152, Chapter 

XVI of the Charter of the City. 

13.   Standard of Conduct.  The Vendor shall render all services under this Service Order according to generally 

accepted professional practices. 

14.  Termination.   



A.  For Fault.  If the City Manager determines that the Vendor has failed to perform or will fail to 

perform all or any part of the services, obligations, or duties required by this Agreement, the City Manager may 

terminate or suspend this Agreement in whole or in part upon written notice to the Vendor specifying the 

portions of this Agreement and in the case of suspension shall specify a reasonable period not more than thirty 

(30) days nor less than fifteen (15) days from receipt of the notice, during which time the Vendor shall correct 

the violations referred to in the notice.  If the Vendor does not correct the violations during the period provided 

for in the notice, this Agreement shall be terminated upon expiration of such time.  Upon termination, any 

payment due the Vendor at time of termination may be adjusted to cover any additional costs occasioned the 

City by reason of the termination.  This provision for termination shall not limit or modify any other right to the 

City to proceed against the Vendor at law or under the terms of this Agreement. 

B.  Not for Fault.  Whenever the City Manager determines that termination of this Agreement in 

whole or in part is in the best interest of the City or in the event that termination is required by any state or 

federal agency, the City Manager may terminate this Agreement by written notice to the Vendor specifying the 

services terminated and the effective date of such termination.  Upon termination, the Vendor shall be entitled 

to and the City shall pay the costs actually incurred in compliance with this Agreement until the date of such 

termination. 



SERVICE ORDER REQUISITION 

(For all service orders, regardless of the amount) 

Department: Complete this form and forward to Purchasing Agent. 

 

Today’s Date:_________________________       Date needed:_________________________ 

 

Check One: 

__  STANDARD  __  BLANKET __ CONFIRMING (for emergencies) 

 

 From ____________to_______________ A copy of both sides of the service order form 

must be provided to the Vendor  prior to services 

being rendered. 

 
Requesting Department:     Suggested Vendor: 

  ______________________________________________  _____________________________________________ 

  ______________________________________________  _____________________________________________ 

  ______________________________________________  _____________________________________________ 

  

Ship to:  (if different from above) 

  ______________________________________________  Is this reimbursable by:  ______ Grant   ______ Other 

  ______________________________________________ 

  ______________________________________________  If so, please complete the "City Invoice Request Form" 

       found on our website under "Treasurer forms." 

Description of service: 

  __________________________________________________________________________________________________ 

  __________________________________________________________________________________________________ 

  __________________________________________________________________________________________________ 

 

Cost: Material: $____________ Labor: $______________ Total: $__________________ 

 

Account and line item#:_________________________________________________________________ 

 

Quotations Received: 

       Vendor        Contact                     Phone       Service Date  Price 

1. ___________________________________________________________________________________ 

2. ___________________________________________________________________________________ 

3. ___________________________________________________________________________________ 

(Attach any additional information stating items, source, quantity, price discounts, shipping, delivery time 

and contact information). 

 

If less than three quotes were obtained, or if this is a confirming service order, please explain:          

   _________________________________________________________________________________ 

   _____________________________________________________________________________ 

   _____________________________________________________________________________ 

 

Cert. of insurance attached?_________  Will vendor be rendering service on City property?___________ 

 

 

ALL SERVICE ORDERS: Vendor’s certificate of insurance must be attached or forwarded to 

Purchasing Agent prior to services being rendered.  Proof of general liability insurance (with the 

City being listed as additional insured if services are being rendered on City property) and/or 

professional liability insurance in the amount of at least $1,000,000 per occurrence is required 

for certain services.  Proof of worker’s compensation insurance is also required if services are 

rendered on City property. 

      _______________________________________ 

       Department Head or Designee 
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