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Introduction 
Statement of Policy 
 
The purpose of this purchasing manual is to provide the City of Rock Falls staff with guidelines and direction 
for the acquisition of goods and services.  In order to increase the purchasing value of public funds and to 
provide safeguards for maintaining a procurement system of quality and integrity. 
 
The manual is divided into sections dealing with purchasing policies and procedures.  The policy sections 
contain all the purchasing policies reviewed and recommended by the Finance and Public Works Committees 
and adopted by the City Council which must be adhered to by City employees and administration. 

Code of Ethics 
All City personnel engaged in purchasing and related activities shall conduct business dealings in a professional 
manner.  Good stewardship of public funds requires the highest degree of public trust to protect the interest of 
the residents of the City of Rock Falls.  City employees shall: 
 

• Ensure that public money is spent efficiently and in accordance with statute, ordinance and City policy. 
 

• Maintain confidentiality. 
 

• Not accept gifts or favors from current or potential suppliers, which might compromise the integrity of 
their purchasing function. 

 
• Purchase without favor or prejudice. 

 
• Ensure that all potential suppliers are provided with adequate and identical information upon which to 

base their offer or quotation and that any subsequent information is made available to all bidders. 
 

• Establish and maintain procedures to ensure that fair and equal consideration is given to each offer or 
quotation received and selection is based upon the lowest total cost compliant bid. 

 
• Offer a prompt and courteous response to all inquiries from potential or existing suppliers. 

 
It shall be the responsibility of the City’s administration to recommend to the Personnel Committee of the City 
if a violation of this purchasing manual or code of ethics has occurred and if any disciplinary action should be 
taken. 
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Purchasing Policy 
Section 1: Definitions  
"Public works" means all fixed works constructed or demolished by any public body, or paid for wholly or in 
part out of public funds. "Public works" as defined herein includes all projects financed in whole or in part with 
bonds, grants, loans, or other funds made available by or through the State or any of its political subdivisions, 
including but not limited to: bonds issued under the Industrial Project Revenue Bond Act (Article 11, Division 
74 of the Illinois Municipal Code), the Industrial Building Revenue Bond Act, the Illinois Finance Authority 
Act, the Illinois Sports Facilities Authority Act, or the Build Illinois Bond Act; loans or other funds made 
available pursuant to the Build Illinois Act; loans or other funds made available pursuant to the Riverfront 
Development Fund under Section 10-15 of the River Edge Redevelopment Zone Act; or funds from the Fund 
for Illinois' Future under Section 6z-47 of the State Finance Act, funds for school construction under Section 5 
of the General Obligation Bond Act, funds authorized under Section 3 of the School Construction Bond Act, 
funds for school infrastructure under Section 6z-45 of the State Finance Act, and funds for transportation 
purposes under Section 4 of the General Obligation Bond Act. "Public works" also includes (i) all projects 
financed in whole or in part with funds from the Department of Commerce and Economic Opportunity under 
the Illinois Renewable Fuels Development Program Act for which there is no project labor agreement; (ii) all 
work performed pursuant to a public private agreement under the Public Private Agreements for the Illiana 
Expressway Act or the Public-Private Agreements for the South Suburban Airport Act; and (iii) all projects 
undertaken under a public-private agreement under the Public-Private Partnerships for Transportation Act. 
"Public works" also includes all projects at leased facility property used for airport purposes under Section 35 of 
the Local Government Facility Lease Act. "Public works" also includes the construction of a new wind power 
facility by a business designated as a High Impact Business under Section 5.5(a)(3)(E) of the Illinois Enterprise 
Zone Act. "Public works" does not include work done directly by any public utility company, whether or not 
done under public supervision or direction, or paid for wholly or in part out of public funds. "Public works" also 
includes any corrective action performed pursuant to Title XVI of the Environmental Protection Act for which 
payment from the Underground Storage Tank Fund is requested. "Public works" does not include projects 
undertaken by the owner at an owner-occupied single-family residence or at an owner-occupied unit of a multi-
family residence. "Public works" does not include work performed for soil and water conservation purposes on 
agricultural lands, whether or not done under public supervision or paid for wholly or in part out of public 
funds, done directly by an owner or person who has legal control of those lands. 
 
"Construction" means all work on public works involving laborers, workers or mechanics. This includes any 
maintenance, repair, assembly, or disassembly work performed on equipment whether owned, leased, or rented. 
 
"Locality" means the county where the physical work upon public works is performed, except (1) that if there 
is not available in the county a sufficient number of competent skilled laborers, workers and mechanics to 
construct the public works efficiently and properly, "locality" includes any other county nearest the one in 
which the work or construction is to be performed and from which such persons may be obtained in sufficient 
numbers to perform the work and (2) that, with respect to contracts for highway work with the Department of 
Transportation of this State, "locality" may at the discretion of the Secretary of the Department of 
Transportation be construed to include two or more adjacent counties from which workers may be accessible for 
work on such construction. 
 
"Public body" means the State or any officer, board or commission of the State or any political subdivision or 
department thereof, or any institution supported in whole or in part by public funds, and includes every county, 
city, town, village, township, school district, irrigation, utility, reclamation improvement or other district and 
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every other political subdivision, district or municipality of the state whether such political subdivision, 
municipality or district operates under a special charter or not. 
 
"Labor organization" means an organization that is the exclusive representative of an employer's employees 
recognized or certified pursuant to the National Labor Relations Act. 
 
The terms "general prevailing rate of hourly wages", "general prevailing rate of wages" or "prevailing 
rate of wages" when used herein shall mean the hourly cash wages plus annualized fringe benefits for training 
and apprenticeship programs approved by the U.S. Department of Labor, Bureau of Apprenticeship and 
Training, health and welfare, insurance, vacations and pensions paid generally, in the locality in which the work 
is being performed, to employees engaged in work of a similar character on public works. 
 
 

Section 2: (820 ILCS 130/) Prevailing Wage Act. 
(820 ILCS 130/1) (from Ch. 48, par. 39s-1) 
    Sec. 1. It is the policy of the State of Illinois that a wage of no less than the general prevailing hourly rate as 
paid for work of a similar character in the locality in which the work is performed, shall be paid to all laborers, 
workers and mechanics employed by or on behalf of any and all public bodies engaged in public works  
 
    Sec. 2. This Act applies to the wages of laborers, mechanics and other workers employed in any public 
works, as hereinafter defined, by any public body and to anyone under contracts for public works. This includes 
any maintenance, repair, assembly, or disassembly work performed on equipment whether owned, leased, or 
rented. 
 

Section 3: Determination of Total Project Cost 
Use Anticipated Cost 

In most cases, an engineer’s estimate will determine the total cost of a project.  However, if an 
engineer’s estimate is not necessary or applicable to a project, then quotes should be gathered 
(following the guidance in this policy manual) to determine the total project cost and which 
threshold applies. 

No “Bid Splitting” 
Requirements shall not be divided to come up with a lower total cost to avoid contract approval 
levels or competition requirements.  If one item being purchased requires another item to make a 
whole, the total accumulated costs of the two items (when they can reasonably be projected) should 
be considered together to determine which approval level and cost threshold apply, unless the two 
items are not available from a single supplier.  Example:  Replacement flooring is being purchased 
for a conference room.  The cost for the removal and disposal of the old flooring, new carpet, new 
pad and installation would be considered together to compute the cost of the replacement. 

Include Total Quantity Needed 
Requirements for the total quantity of an item should be considered when determining which cost 
threshold and related purchasing/bidding requirements apply. 
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Section 4: Bond and Letter of Credit Requirements 
Bond Required: 
 
Public work of any kind costing over $5,000 to be performed for the municipality, shall require every 
contractor for the work to furnish, supply and deliver a bond to the City of Rock Falls with good and sufficient 
sureties. The amount of the bond shall be fixed by the officials, boards, commissions, commissioners or agents, 
and the bond, among other conditions, shall be conditioned for the completion of the contract, for the payment 
of material used in the work and for all labor performed in the work, whether by subcontractor or otherwise.  
 

Letter of Credit: 
 
If a project is not being paid by motor fuel tax, federal or state funds, and the contract is for less than $100,000, 
the bond can be a bank letter of credit instead of a surety bond. 
 
Each bond or letter of credit is deemed to contain the following provisions whether such provisions are inserted 
in such bond or not:  
 
“The principal and sureties on this bond agree that all the undertakings, covenants, terms, conditions and 
agreements of the contract or contracts entered into between the principal and the State or any political 
subdivision thereof will be performed and fulfilled and to pay all persons, firms and corporations having 
contracts with the principal or with subcontractors, all just claims due them under the provisions of such 
contracts for labor performed or materials furnished in the performance of the contract on account of which 
this bond is given, when such claims are not satisfied out of the contract price of the contract on account of 
which this bond is given, after final settlement between the officer, board, commission or agent of the State or of 
any political subdivision thereof and the principal has been made.”.  
 

Emergency Repairs: 
 
If the contract is for emergency repairs as provided in the Illinois Procurement Code, proof of payment for all 
labor, materials, apparatus, fixtures, and machinery may be furnished in lieu of the bond required by this 
Section.  

Section 5: Informal Bidding & Quotes (Goods & Services under 
$25,000.) 
Goods and Services $2,500.00 up to $5,000.00; 

 
1. Verbal quotations are to be sought except;  (See Form Attached) 

A) Where goods or services are needed immediately in an emergency situation and the quotation 
process would hamper the effectiveness or quality or immediacy of achieving the desired outcome. 

B) Where rates are considered reasonable and consistent with normal market rates for items of a like 
nature, and the consistency with normal market rates is tested from time to time by way of seeking 
three quotations to confirm, or otherwise, that the purchases are achieving value for money and 
complying with standards. 

2. Orders for the same service are not to be split in order to bring the amount under $2,500.00. 
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3. Department Heads calling for and receiving the quotations shall complete a Quotation Form, and shall 

include: 
A. Detailed description of the goods or services being quoted. 
B. List of eligible vendors/contractors being asked to provide a quote. 
C. List of vendors/contractors who submitted a quote, the cost and details of quote. 
D. Name of person giving the quote. 
E. When the quotation accepted is other than the lowest received, a detailed explanation must be 
provided stating the reason(s) for acceptance of higher quote. 

      4. All quotes received shall be attached to the final invoice when submitted for payment to show that 
quotes were sought in accordance with this section of the Purchasing Policy.  

Goods and Services $5,001.00 up to 10,000.00; 
 

1. Minimum of two (2) written quotations are to be sought; 
Steps to complete an informal written quote: 

 A. Develop specifications of desired goods or services. 
B. Mail/fax/email specifications to identified eligible vendors. 
C. Evaluate the bid results and determine which bid serves the City’s best interests. 
D. Notify all unsuccessful bidders in writing. 

2. If the recommended vendor/contractor has not submitted the low bid, ensure that there is adequate 
justification for the higher bid. 

3. All quotes received shall be attached to the final invoice when submitted for payment to show that 
quotes were sought in accordance with this section of the Purchasing Policy.  

 

Goods and Services $10,001.00 up to $24,999.99; 
 
2. Minimum of three (3) written quotations are to be sought; 

Steps to complete an informal written quote: 
 A. Develop specifications of desired goods or services. 

B. Mail/fax/email specifications to identified eligible vendors. 
C. Evaluate the bid results and determine which bid serves the City’s best interests. 
D. Forward to appropriate committee for approval (City Council approval will also be necessary) 
D. Notify all unsuccessful bidders in writing. 

2. If the recommended vendor/contractor has not submitted the low bid, ensure that there is adequate 
justification for the higher bid. 

3. All quotes received shall be attached to the final invoice when submitted for payment to show that 
quotes were sought in accordance with this section of the Purchasing Policy.  

 
  



P a g e  | 9 
Purchasing Policy Manual 

 

Section 6: Formal Bidding, Public Works Construction or Other 
Public Improvements ($25,000.00 and Over) 
Competitive bidding is a process designed to promote honest, open, and fair government and to ensure that the 
municipality receives the best work at the lowest prices. The general rule under the Illinois Municipal Code is 
that a contract for the construction of any work or other public improvement must be let by competitive bidding 
if the expense of that project will exceed $25,000.00 
 
All public works construction or other public improvements exceeding $25,000.00 shall be subject to the 
competitive bidding process and shall be let, by free and open competitive bidding after advertisement, to the 
lowest responsible bidder or any other bidder whom the City of Rock Falls deems to be in the best interest of 
the City.  Sealed bids shall be sought when a good or service is reasonably anticipated to cost more than 
$25,000.00, either individually or aggregate purchases made over the course of one fiscal year. 
 
All bid packets shall be completed by the City’s engineering firm(s).  Any bids executed through the formal bid 
process must have prior approval for bid letting through the responsible committee, based on funding 
considerations for the project.  
 
Exceptions to the formal bidding process can occur if authorized by a vote of two-thirds (2/3) of all the 
aldermen then holding office.  (65 ILCS 5/Article 8 Division 9 – Purchasing and Public Works Contracts in 
Municipalities of less than 500,000) 
 

Section 7: Emergency Purchases & Outsourcing of Labor 
Emergency purchases or emergency repairs requiring outsourcing of labor are exempt from the competitive 
purchase process.  Emergency purchases exist where there is a threat to public health, welfare or safety, 
including threats to public property.  The Mayor or City Administrator shall have the authority to approve all 
emergency purchases and outsourcing, provided that all such purchases and outsourcing shall be reported to the 
City Council at its next regularly scheduled meeting.  Also refer to the Bond Requirement section of this 
manual for emergency purchases or services. 
 

Section 8: Sole Source Provider Purchases 
It is the policy of the City of Rock Falls to recognize and solicit quotes.  Sole source purchases may be made if 
it has been determined that there is only one economically feasible source for the good or service.  These 
purchases should be used if it is in the best interest of the City.  A Justification For Sole Source Purchase form 
will need to be completed and approved by the Mayor or City Administrator at the time of the sole source 
purchase is requested. 
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Section 9: Local Vendor Preference 
1. To encourage purchasing within the City of Rock Falls, it is the policy of the City to recognize and 

solicit quotes from vendors in Rock Falls.  Whenever such local sources exist and are competitive, 
purchases may be made from local vendors; however, all purchasing policies as well as any other 
City award factors still apply.  To be considered a local vendor, the business must have a current 
valid business registration or sales tax license on file with the City of Rock Falls. 
 

2. Bids may be awarded as deemed appropriate solely within the discretion of the City to local vendors 
providing their proposal or quote is within five percent (5%) than the lowest bid. 
 

3. In an event where it may be prohibited as a condition of any grant, or violation of the law, the local 
vendor preference may not apply. 

 

Section 10: Authorized Purchasing Level 
1.  Department Heads (Excluding Electric Department Purchases) up to $5,000.00 
2.  Electric Superintendent up to $25,000.00 on purchases for supplies or equipment only, excluding leases. 
3.  Mayor up to $5,000.00/$10,000.00 in absence of City Administrator. 
4.  City Administrator up to $10,000.00 for all departments except Electric which is up to $25,000.00 for 
supplies or equipment only, excluding leases. 
 

Section 11: Petty Cash 
The petty cash fund shall be used to pay for small obligations which do not exceed $25.00.  Petty cash will be 
granted under the following circumstances: 
 

A) An employee is requesting a cash advance for expenditures relating to City business (sales receipt 
must be returned to Business office within one business day) 

B) An employee is requesting reimbursement for expenditures relating to City business (sales receipt 
must be presented to Business office to receive reimbursement)   

C) Petty Cash reimbursement requests and receipts follow the same protocol and requirements as 
Section 12:  Credit Card Expenditures. 

 
It is the responsibility of the employee using the petty cash fund to obtain the City’s tax-exempt number, as sales 
tax on purchases will not be reimbursed. 
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Section 12:  Credit Card Expenditures 
Purpose 

1. To authorize the City’s policy on the use of City of Rock Falls credit cards issued for the sole 
purpose of transacting official City business. 

2. To allow those individuals issued credit cards access to efficient and alternative means of payment 
for approved expenses; including expenses related to travel or emergency purchases. 

3. To establish managerial reporting related to credit card purchases. 
4. To insure efficiency in regards to payable process. 

Groups Affected 
Mayor, City Administrator and Department Heads 

Policy 
1. Departmental credit cards will be issued to the Department Heads, in addition to those in possession 

by the Mayor and City Administrator.  The issuance of all cards will be at the direction of the 
Finance Committee as permitted by City Council approval of this policy. 

2. Upon issuance of a credit card, issuant shall sign an agreement verifying the receipt of his or her 
card, the maximum card limit, one time purchase limit assigned, and acknowledgement of the 
policies and procedures outlined in this policy. 

3. Credit cards will only be issued for official City business purposes, no personal purchases of any 
type are allowed. 

4. Credit cards may be utilized for travel related official City business expenses (within and outside of 
the City), including conference/class registrations by the assigned card holder or members of his/her 
department. 

5. The following purchases are not allowed under this policy at any time. 
• Alcoholic beverages, tobacco products and controlled substances 
• Capital equipment or equipment upgrades (unless no other form of payment is available) 
• Items or services on term contracts 
• Maintenance agreements 
• Personal items or loans 
• Rentals (other than short term auto rentals) 
• Cash advances 

6. Individuals who are found to be in non-compliance to these approved policies and procedures, risk 
revocation of their credit card privileges and/or disciplinary action.  If found guilty, they shall have 
restitution made from any monies owed to them by the City of Rock Falls. 

Procedures 
1. Credit Card limits for all users shall be maintained by the Business Office and is responsible for 

application, issuance and termination of all cards in conjunction with the issuing banking institution. 
2. All routine purchases, as well as emergency purchases that may be necessary shall remain within the 

established budget of the respective department.  Non-budgeted, emergency purchases must be 
reconciled within the approved department budget. 

3. Detailed receipts must be retained and submitted to the Business Office to supplement the credit card 
monthly statements.  In the case of meals and lodging or travel, each receipt must include the names 
of all persons involved in the purchase and a brief description of the business purchase, in 
accordance with the regulations established by the Internal Revenue Service. 

4. Credit cardholders should make every effort to ensure the purchases do not include sales tax.  A 
current tax-exempt certificate is available through the Business Office if necessary. 
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5. All monthly statements submitted for payment, must have the appropriate account numbers and the 

associated amounts clearly written on the statement.  Multiple purchases charged to the same 
account number must be subtotaled. 

Control 
1. The assigned cardholder is responsible for contacting the vendor when supplies purchased with the 

credit card are not acceptable (incorrect order, damaged, etc.) and for arranging a return for credit 
and/or exchange. 

2. The Finance Committee and the Business Office are responsible for administration of the cards to 
include, but not limited to; selection of card provider, payment of credit card bills, managing the 
issuance of cards and monitoring the proper usage as outlined in this policy approved by the City 
Council. 

3. Assigned individuals will sign a Credit Card User Agreement before they are issued a credit card. 
4. Upon the termination of an employee who has been assigned a credit card, the individual will be 

required to return the credit card for destruction, prior to the issuance of any final pay check or final 
benefit pay outs. 

Section 13:  Receiving Procedures and Invoice Processing 
Receiving Procedures 

1. It shall be the responsibility of the receiving department to ensure that goods and services are 
received as ordered, in its entirety, and in good condition.  

2. If the goods are faulty or damaged, notify the office of the City Clerk immediately.   
3. It shall be the responsibility of the Department Head to authorize full or partial payment. 
4. All invoices shall be mailed by the vendor directly to the Business Office. 

 

Invoice Processing 
 Invoice processing will authorize the full or partial payment of any goods or services invoiced to the 
City of Rock Falls for payment.  
 

1. Each invoice will be examined and initialed by the appropriate Department Head.   
2. The Department Head is responsible for assuring the proper budget line item has been charged for 

the invoiced goods or services. 
3. The City Administration will also examine and approve all invoices prior to check processing. 
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TELEPHONE QUOTE FORM 
QUOTE 1: 
 Vendor/Company Name:            

 Phone #:              

 Person Giving Quote:            

 Item/Project Description:            

 Price:              

 Delivery Date & Additional Cost:           

 Period of Time Quoted Price is in Effect:          

 Quote Received By:            

 Department:             

 Local City Vendor YES ____ NO____ If no, explain:        

QUOTE 2: 
 Vendor/Company Name:           

 Phone #:             

 Person Giving Quote:            

 Item/Project Description:           

 Price:              

 Delivery Date & Additional Cost:          

 Period of Time Quoted Price is in Effect:         

 Quote Received By:            

 Department:             

 Local City Vendor YES ____ NO____ If no, explain:        

QUOTE 3: 
 Vendor/Company Name:           

 Phone #:             

 Person Giving Quote:            

 Item/Project Description:           

 Price:              

 Delivery Date & Additional Cost:          

 Period of Time Quoted Price is in Effect:         

 Quote Received By:            

 Department:             

 Local City Vendor YES ____ NO____ If no, explain:        
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Sole Source Justification 
 

Vendor:              

Product/Service:             

Estimated annual expenditure for the above commodity or service:       

               

 

Check all entries below that apply to the proposed purchase (Most sole source products/services will have more 

than one applicable entry). 

 

   Original manufacturer or provider 

   Only distributor of original manufacturer 

   The parts/equipment are not interchangeable with Similar parts of another manufacturer 

   This is the only known item or service that will meet the specialized needs of this dept. or perform the 

    intended function 

   The parts/equipment are required from this source to permit standardization 

   None of the above, a detailed explanation is below. 

 

Requested By:      Approved By: 

 

 

             

Department Head Signature    City Administrator/Mayor 

 

 

     

Date 

 

 

 

 

 

Matthew Cole
Another box for “there is no other economically feasible source for the good or service”
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PREVAILING WAGE CERTIFICATION 
 

Contractor – 
Owner--  City of Rock Falls, Illinois 
 
 
 Contractor agrees that not less than the prevailing rate of wages, as found by the Department of Labor of 
the State of Illinois, shall be paid to all laborers, workers and mechanics performing work under the contract, and 
Contractor agrees that all subcontracts and lower tiered subcontracts shall contain a written stipulation that not 
less than the prevailing rate of wages shall be paid to all laborers, workers and mechanics performing work under 
such subcontract or lower tiered subcontract, all as determined by the Department of Labor of the State of Illinois. 
 
 Contractor also agrees that it shall: 
 

1.   Make and keep for a period of not less than three (3) years, records of all laborers, mechanics and 
other workers employed on the project, including each worker’s name, address, telephone number 
when available, social security number, classification or classifications, hourly wages paid in 
each pay period, number of hours worked each day, and the starting and ending times of work 
each day; and 

 
2.   Certified payrolls shall be submitted to the Illinois Department of Labor database at 

https://www2.illinois.gov/idol/Laws-Rules/CONMED/Pages/Prevailing-Wage-Portal.aspx 
 

At the time of request for each progress payment, Contractor shall deliver to Owner a contractor’s affidavit listing 
all suppliers of labor and material, the work performed by each, the amounts paid to each to date, the amount due 
for work performed to date and a waiver of lien for any payments made to any such supplier signed by such 
supplier.  
 
 
Contractor:      Owner: 
       City of Rock Falls, Illinois 
 
 
By:        By:        
    President      Mayor 
 






























































