














CITY OF NEODESHA 

RESOLUTION NO. 26-02 

A RESOLUTION AMENDING THE CITY OF NEODESHA PROCUREMENT POLICY; ESTABLISHING 

AND CREATING A PURCHASE AND BIDDING PROCEDURE FOR THE PROCUREMENT OF GOODS 

AND/OR SERVICES BY THE CITY OF NEODESHA. 

NOW THEREFORE, BE IT RESOLVED BY THE GOVERNING BODY OF THE CITY OF 

NEODESHA, KANSAS. 

Section 1. The governing body of the City of Neodesha, Kansas hereby adopts a procurement procedure policy to 
read as follows: 

PURPOSE 

The purpose of this Procurement Policy is to provide a compler.e source of purchasing information and detailed 
procedures for the centralized purchasing of all commodities3 contractual services, and equipment, and that such 
purchases be obtained efficiently and economically, in compliance with local, state and federal laws. The policy 
serves as a guide to those who are granted purchasing privileges on behalf of the City of Neodesha. City 
employees/elected officials will follow established ethical and conflict of interest policies as set forth in the Code of 
the City of Neodesha. 

APPLICATION 

This policy applies to the procurement of all supplies, equipment, construction, and services of and for the City of 
Neodesha. 

POLICY 

I. General
A. The following Department Directors and staff are authorized to make purchases for the city up to $2,000.

Assistant to the City Administrator 
Electric Superintendent 
Fire Chief 
Police Chief 
Public Works Superintendent 
Water/Wastewater Superintendent 

Any purchase exceeding $2,000 or for professional services, telecommunications, computers and 
technology or fixed assets must be approved either by the City Administrator or City Commission prior 
to making the purchase. Quotes received for purchases $1,000 and under can be accomplished via phone, 
in person, in writing or via fax, but need to be recorded on the purchase order. When practical, 
Department Directors should obtain three quotes prior to making purchases. Department Directors have 
the responsibility to remain within annual budget limitations. 

B. The City Clerk and Assistant City Clerk are authorized to make purchases for the City of Neodesha up
to $7,500.

C. The City Administrator is authorized to make purchases for the City of Neodesha up to $15,000. Any
purchase exceeding $15,000 must be approved by the City Commission prior to making the purchase.
Bids and the purchases of fixed equipment $15,000 or more, not included in the budget, require City
Commission approval.

D. The City of Neodesha utilizes a formal purchase order system, requiring a purchase order number, for
all purchases over $500. Once an item is received, the Department Director who purchased the item
verifies that the city is being invoiced for the correct item. The Department Director reviews the
purchase order, initials it and codes it for payment. The Administration Department enters the invoices
for payment into the accounting system. Once the warrant register is printed, the warrant register is
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