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Town of Chester
Bid & Purchase Policy

Section 1. Policy and Purpose

It is the policy of the Town of Chester to obtain competitive bids for all major purchases to
assure that the Town obtains quality goods and services at the lowest possible price
consistent with the quality needed, to exercise financial control over purchases, to clearly
define authority for the purchasing function, to assure the quality of purchases, and to
provide for increased public confidence in the procedures followed in public purchasing.

The purpose of this Policy is to encourage departmental efficient and flexible operations;
financial controls and accountability; and to provide a reasonable opportunity for qualified
vendors and individuals to compete for the Town’s business or to purchase the Town'’s
surplus materials and/or property. Also, it is the purpose of this Policy to encourage joint
and bulk purchasing among departments and agencies wherever such purchasing practices
achieve better pricing without significantly degrading quality and/or operational efficiency.

Section 2. Definitions

2.1 Bid Process - The process of obtaining competitive bids for major purchases in
accordance with this Policy.

2.2  Major Purchases - Any purchase of goods or services over $5,000.00 except for the
Highway Department whose major purchase is defined as “any purchase or goods or services
over $25,000.00."

2.3 Bid most advantageous to the Town - Not necessarily the lowest bid; in addition to
price, the quality of the commodity, the bid meeting the Town's specifications, the
commodity’s warranty, speed of delivery, and the demonstrated service record of the vendor
must be considered in determining the "bid most advantageous to the Town.”

2.4 Competitive Bidding - The documented process of achieving the lowest bid or the
bid most advantageous to the Town for the goods and services desired by the Town.

2.5 Emergency Purchase - A purchase necessitated by a threat to public health, safety,
or property.

2.6 Field Purchases - The direct purchase by a department head from a vendor of
supplies needed in small quantities for day-to-day operation.

2.7 Goods and Services - The complete array of purchases of the Town, including but
not limited to: supplies, commodities, equipment, construction materials and labor,

consulting services and training.

2.8 Group Purchase - A purchase made by the Town by grouping two (2) or more
departmental requisitions in one (1) purchase order.
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2.9 Informal Price Quotes - Quotations, written and oral, received from a vendor by
means other than a formal Request for Proposal (RFP) or Request for Quotation (RFQ)
process.

2.10 List of Approved Vendors - The list of vendors who have qualified to bid on Town
purchases on the basis of responsibility, quality, delivery, and performance.

2.11 Purchase Amount - The total cost of goods or services including all determinable
associated costs, e.g. construction, engineering, delivery, setup, and training. Where the
purchase consists of small frequent charges, the aggregate twelve-month cost of goods or
services shall be used to determine the amount of a purchase and the applicability of the
specific sections of this Policy. For multi-year lease agreements, the total multi-year costs
shall be used to determine the amount of the purchase, and the total cost shall determine the
applicability of the specific sections of this Policy.

2.12 Qualified Vendor - A vendor who agrees to the terms of payment of the Town of
Chester, New Hampshire, and demonstrates quality, timely delivery and quality
performance.

2.13 Sealed Formal Bids - Quotations from all vendors that are submitted in sealed
envelopes, properly labeled and received by the Town within the specified deadline.

2.14 Specifications - The qualitative standards set by department heads as a guide to the
Board of Selectmen and as a measure of quality and quantity that successful vendors must
achieve to be considered for an award of bid. Specifications shall not restrict purchases as
to trade name or eliminate bids being submitted on items that have the same specifications
but not as to a specific trade name.

Section 3. Bid Process

3.1  All Major Purchases authorized by the Selectmen and/or the voters shall be subject
to the Bid Process.

3.2  The Bid Process is initiated by the issuance of a Request for Proposals (RFP) or
Request for Quotations (RFQ) (hereinafter “Request”). This Request shall be advertised in a
local newspaper or on the internet and be posted at the Town Hall. Also, the Request may
be mailed to the List of Approved Vendors. (The Request shall follow the form provided at the
end of this Policy.)

3.3 The Request shall allow a minimum of seven (7) days between the last date of
publication and the deadline for bid submission.

3.4 The department head is responsible for establishing the specifications for the bid.

Once the Request has been issued, the Bid Specifications shall be available for inspection at
the Selectmen’s office. Specifications shall include the following:
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3.4.1 Bid submittal deadline.

3.4.2 Date, location, and time of bid opening which should coincide with a regular
meeting of the Board of Selectmen.

3.4.3 Actual specifications for the project, including quantity, design and
performance features, etc.

3.4.4 Bond and/or insurance requirements.

3.4.5 Any special requirements.

3.4.6 Desired delivery or completion date.

3.4.7 Bid proposal form and instructions for submittal.

3.4.8 Period of bid validity.

3.5 Bids shall be submitted in writing (FAXED copies not accepted) in sealed envelopes
plainly marked “Bid" in the lower left-hand corner.

3.6 Bids will be recorded and acknowledged by the Selectmen’s Assistant and held,
unopened, in the Selectmen’s office until the close of the Bid Process.

3.7 Any bid may be withdrawn by the bidder prior to the opening of the bids.
3.8  Any bid received after the date specified for the close of bids shall not be considered.

3.9 The bid opening shall be conducted by the Selectmen at a properly noticed meeting
at the date, time and location specified in the Request. The applicable Chairman or
Department Head shall be present for the opening of bids.

3.10 The Selectmen shall award the project in accordance with the criteria set forth in
Section 5. All bidders shall be notified of the results by the Selectmen’s Assistant.

Section4. Bidding Requirements
4.1 Informal Price Quote Requirements

The department head shall conduct and document informal, competitive price quotes for
purchases over one thousand ($1,000) dollars and under five thousand ($5,000) dollars. A
minimum of three quotes will be solicited whenever possible. A written quote from vendors
shall be required for purchases five thousand ($5,000) dollars or more. The informal price
quotations will be submitted to the Board of Selectmen’s office for distribution to the Board
of Selectmen or department liaison for review. Formal bidding will be employed by the
department head when requested by the Board of Selectmen.

4.2 Formal Bidding Requirements
Each department head, in conjunction with the Board of Selectmen, shall advertise in a local
paper and/or on the internet: and conduct competitive, formal, sealed bidding pursuant to

the specifications on file in his/her office for purchases of goods and services of five thousand
($5,000) dollars or more in accordance with this Policy. (See “Section 3. Bid Process”).
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Section 5.  Criteria for Bid Selection
In evaluating the bids, the Selectmen and the department head shall consider the following:

e Price.

Bidder’s ability to perform within the specified time limits.

Bidder’s experience and reputation, including past performance for the Town.

Quality of the materials specified in the bid.

Bidder’s ability to meet other terms and conditions, including insurance and bond

requirements.

e Bidder’s financial responsibility.

e Bidder’s likely availability to provide future service, maintenance and support.

e Any other factors which the Selectmen determine are relevant and appropriate in
connection with a given project.

e The nature and size of the bidder.

The Board of Selectmen reserve the right to reject all bids and issue a new Request if less
than three bids are received. The Selectmen also reserve the right, at its sole discretion, to
reject any and all bids, wholly or in part, to waive any informalities or any irregularities
therein, to accept any bid even though it may not be the lowest bid, to call for re-bids, to
negotiate with any bidder, and to make an award which, in its sole and absolute judgment,
will best serve the Town'’s interest.

Bidders shall bid to specification and any exceptions must be noted. A bidder submitting a
bid thereby certifies that the bid is made in good faith without fraud, collusion, or connection
of any kind with any other bidder for the same work; and that the bidder is competing solely
on his/her behalf without connection with, or obligation to, any undisclosed person or firm.

The Town reserves the right to investigate the financial responsibilities of any and all bidders
to determine the ability of the bidder to assure service throughout the term of the contract.

The Minutes of the Meeting at which the selection is made shall indicate the bid selected and
the factors upon which the selection was made.

Section 6. Exceptions to Bid Process
6.1 Sole Source Purchase

If the Selectmen determine that there is only one possible source for a proposed purchase,
they may waive the bid process and authorize the purchase from the Sole Source.

6.2 Blanket Purchase
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If a proposed purchase is not a major purchase but is of a recurring nature that is anticipated
to exceed $5,000 during any calendar year, the bid process shall be initiated and shall specify
the recurring nature of the purchase. Once a bid has been accepted, all future purchases shall
be made from that bidder without necessity of additional bids, until such time as the
Selectmen vote to initiate a new bid process.

6.3 Emergency Expenditures

In the event that goods or services are needed immediately in order to prevent harm to
persons or property within the Town, the Selectmen may waive the bid process and
authorize the Emergency Expenditure Such Expenditures may include immediate repair or
maintenance of Town property, vehicles, or equipment, only if the delay in such repair or
maintenance would endanger persons or property. However, even in emergencies, an
attempt shall be made to get at least two (2) quotes by telephone or FAX. In addition, the
Emergency Expenditure shall be limited to the purchase of those goods or services needed
to prevent the immediate harm. Any additional goods or services required to remedy the
situation or prevent future harm shall be subject to the bid process.

6.4 Professional Services/Consultants

The bid process shall not apply to the Town's selection of service providers for services that
are characterized by a high degree of professional judgment and discretion.

7. Bonds and Insurance

Please see “Sample of Certificate for Liability insurance.” Bids shalt require the bidder to
supply a performance bond, a payment bond, and applicable certificates of insurance,
including general liability insurance, property damage insurance, automobile insurance and
Workers' Compensation Insurance.

The Contractor shall deliver at the time of the execution of the Contract, certificates of all
insurance required hereunder and shall be reviewed prior to approval by the Town. The
certificates of insurance shall contain the description of the project and shall state that the
companies issuing insurance will endeavor to mail to the Town ten (10) days’ notice of
cancellation, alteration, or material change of any listed policies. The Contractor shall keep
in force the insurance required herein for the period of the Contract. At the request of the
Town, the Contractor shall promptly make available a copy of any and all listed insurance
policies. The requested insurance must be written by a company licensed to do business in
New Hampshire at the time the policy is issued.

7.1  The Town of Chester, NH shall be listed as additional insured on all the Certificates of
insurance.

7.2  The Contractor shall require that each Subcontractor employed on the project to

maintain the coverage listed below unless the Contractor’s insurance covers activities of the
Subcontractor on the Project.
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7.3  No operations under this Contract shall commence until certificates of insurance
attesting to the below-listed requirements have been filed with, and approved by, a member
of the Board of Selectmen. (See attached Sample Insurance Certificate.)

e Comprehensive General Liability - $1,000,000 per occurrence/$2,000,000 Aggregate.
The Town of Chester must be named as an additional insured.

e Motor Vehicle Liability - $1,000,000 combined single limit. The Town of Chester must
be named as an additional insured. Coverage must include all owned, non-owned and
hired vehicles.

e Workers’ Compensation as required by Statute/Employer's Liability of
$100,000/$500,000/$100,000.

e Any Subcontractor used is the agent of the Contractor and not the Town of Chester,
its agents, employees or others.

7.4 The Contractor shall indemnify, defend, and save harmless the Town of Chester and
its agents and employees from and against any suit, action or claim of loss or expenses
because of bodily injury, including death at any time resulting therefrom, sustained by any
person or persons or on account of damage to property, including loss of use thereof,
whether caused by or contributed to by said Town of Chester, its agents, employees, or
others.

8. Change Orders

If specification changes are determined prior to the close of the Bid Process, the Request
shall be amended, notice shall be sent to any bidder who submitted a bid already and a new
Bid Process shall be initiated.

Once a bid has been accepted, if changes to the specifications become necessary, the
department head must prepare a change order specifying the scope of the change and
approved by the Selectmen. Once approved by the Selectmen, the Contractor must sign the
change order as well.
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