CITY OF TRAVERSE CITY
OFFICE OF THE CITY MANAGER
ADMINISTRATIVE ORDER NO. 15

TITLE: PURCHASING FUNCTIONS
DEPTS. AFFECTED: ALL
EFFECTIVE DATE: OCTOBER 2010

Purchasing functions of the City of Traverse City shall be handled by a Purchasing Agent in the
City Manager's Office and shall include the following functions:

Purchasing services such as are traditionally or customarily performed by a purchasing
department. These services shall include centralized purchasing of equipment, materials, supplies
and services; coordination of general bid solicitation; preparation of advertisements; assisting in
bid specification formulation; presiding over bid openings and processing standard contracts
associated with the purchasing function in accordance with the Purchasing and Contracting
Policies and Procedures. The City Manager or Purchasing Agent may delegate authority to
handle a department's competitive bidding process to a department in lieu of handling by the

Purchasing Agent.
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R. Ben Bifoss;/City Manager
History: Supersedes Executive Order #344 dated September 9, 2008

Cross-Ref:  T.C. Code Section 230.01; Purchasing and Contracting Policies and Procedures



